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E2 Travel Intermediate

Training Exercises

Exercise #1:

Log into the System and Travel for Others

Objectives: e Login as an preparer

Instructions:

e Loginto a traveler to prepare trips

Execute the following steps:

Step

Action

1

From the E2 Login screen:

éZSolutlons*
E2 User Id

Password

Login Help

About E2 Solutions

G5A eTravel Program

> Enter E2 User ID
> Enter Password
» Click Login

EAST FRAIFIEINI

HOTELS

MAKE [GOVERNMENT TRAVEL | WORK FOR YOU

FLIGHTS

EVIEAITE
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Step

Action

2

A Warning Banner appears:

WARNING MESSAGE AND PRIVACY ACT NOTICE

WARNING MESSAGE

This is a U.5. Federal Government information system that is "FOR OFFICIAL USE ONLY."
Unauthorized access is a violation of U.S. Law and may result in criminal or administrative penalties.
Users shall not access other user' or system files without proper authority. Absence of access
controls IS NOT authorization for access! Infermation systems and equipment related to the E-Gov
Travel Service are intended for communication, transmission, processing, and storage of U.S.
Government information. These systems and equipment are subject to monitoring by law
enforcement and authorized officials. Monitoring may result in the acquisition, recording, and
analysis of all data being communicated, transmitted, processed, or stored in this system by law
enforcement and authorized officials. Use of this system constitutes consent to such monitoring.

PRIVACY ACT NOTICE

CW Government Travel, Inc. wants to make your experience online satisfying and safe. We want to
provide you with the means to control your privacy and give you a way to voice questions or
concerns you may have. This company will hold ownership of any information you provide us. We
will not sell ownership of this data to any other company or organization. We will not transfer
information to competitors. If you are providing personal information within a registration page, it
will only be used within our domain unless you choose to allow third party data sharing.

Your Acceptance of these Terms

» Click Accept

The My E2 screen appears:

"
#39"-"'0"5 MYE2 MYAPPROVALS TRAVELFORCTHERS REPORTS ERINSELBY »

AtaGlance  Trips  Local Travel

4L, You have 9,081 day(s) ta change your password. Access your E2 Profile and chocse a new password.

€ Start a Travel Document Bulieting
A.30-May-2018: Remember to always book a Fedlooms hotel with your
What would you like to do today?  Create an Authorization g “ trigs

A 10-Dec-2015: O
Profile to view and,

vou sceess your E2 account for the first time, click
LI e

To Do List
Pending Approvals
You cannot make reservations online until you have a TMC Profile ID. Go to Profile and click Edit Travel

Preferences link, @ 1o pending approvals found.

Additional Notices.

Travel profile incomplete ..,

» Click the Travel For Others View Tab

FY 2019 — Version 1.0.2 6
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Step

Action

4

Travel for Others

Agency:
Organzanian;
Major Customer:

Minor Customer:

Minor Customen:

Traveler informaticn
Last Mame:

Email;

Crder by Name

Arr.
il Travel
ABERDEEN, CYNTHIA  Arrange
ADAMS, RAYMOND Arrange

Plaase select a Minor customer.

The Travel For Others screen appears:

e B

or

Ondy show travelers for whom you ane 3 designated travel arranger

» | Sort Ascending Sort Descending

Email Address

eznuil@cwtsatotravel.com  DOCAUDSTOE

eZnull@cwteatotravel.com  DOCAPRFD2S

» Search for the training Traveler ID (i.e.

Firgt Nami:

E2 User Id;

Appip e

£2 User 1d Major Customer

NOAA NWS 20-01 Nat Weeather
Service

NOAK NWS 20-01 Nat Wiather
Service

E2 User ID)

Message Center | Profile

Eind Answers ¢ Logout ¢ Welcome ERIN SELBY

2 piver Options (Firering is on

NOAR NWS 20-01-0005-01-00 Forecast
Decision Tr

Travel for Others

The search results appear:

é&:lullms My E2 My Approvals [REEFEEEEL TS feports

Message Center @ Profile

Find Answers * Logout + Welcome ERIN SELBY

Agenty:

Organaation:
Major Customar

HENor Customer:

Mince Customer:

Traveter Information

Plaase cebect 3 Minor customer...

- oR-

Onily show travelers for whom you are 3 designated travel arranger

) Fiter ootions. (Pseing is on)

SELKMAN, JENNIFER  Arrangs

» Click on Arrange

ednull@owtsatotravel com

DOCTRVETHL NOAA NWS 20-01 Nat Weather Service

Last Name; First Name:
Email: E2 User 1d:  [doctrvsto
pply Filtar
Order by | Name v Sort Ascending Sort Descending
Mame Arrange Travel  Email Address E2userid  Major Customer Customer

ROAA NWS 20-01-0003-02-00 Communications Div

Showing 1 - 1 of 1
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Training Exercises

Step

Action

6

The Traveler's My E2 screen appears:

{550“"'0“5 TRAVELER'STRIPS ~ TRAVELER'S PROFILE

AtaGlance  Trips  LocalTravel Oy Group

@ Start a Travel Document

What would you ke to do today? | Make Reservations v n

To Do List

o Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

JENMIFER SELKMAN // ERIN SELEY v

Bulleting

A.30-May-2018: Remermber to slways book a FedRoorms hotel with your
nip

£.10-Dec-2015: Once y

coess your E2 account for the first time, click
Profile to view and...cead 3

Pending Approvals

) 1o pending approvals found.

Additional Notices

@ o additional natices found,
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Exercise #2: Evacuation Travel Authorization

Objectives: e Create an Evacuation TA

¢ Navigate each step of the TA

Notes: NOAA Travel Regulations Chapter 15 go through the specifics on what’s allowed and
for how long for a mandatory evacuation.

Approving officials must determine if a standard per diem rate is applicable or if the
locality per diem rate is applicable for the safe haven, and specify such on the travel
authorization. Per diem shall begin to be paid on the date following arrival and may
continue until terminated. Per diem will be computed as follows:

(a) The applicable maximum per diem rate shall be computed using the
lodgings-plus system for the employee and each dependent that is age 12
years or older. For each dependent under 12 years of age, the per diem rate
is one-half of the applicable per diem rate for employees or dependents who
are age 12 or older. These maximum rates may be paid for a period not to
exceed the first 30 days of evacuation.

(b) If after expiration of the 30 day period, the evacuation has not been
terminated, the per diem rate shall be computed at 60 percent of the rate
prescribed in paragraph (a) of this section until a determination is made by
the authorizing official that per diem is no longer authorized. This rate may be
paid for a period not to exceed 180 days after the effective date of the order to
evacuate.

Instructions: Execute the following steps:

An evacuation order has been issued for the area where you work/live in Tampa
Florida. You will be traveling north to Gainesville, FL. You have a spouse and 2 kids
under 12. You are going to plan for 2 weeks away and your authorization will need to
include the following costs:

Estimated Expenses

132 miles one way = POV (per mapquest)
$20/day = Hotel Tax

$200 = Miscellaneous

$16.85 = TMC Fee

A separate calculation for lodging as well as M&IE will need to be done for the traveler’s
family. For each family member that is 12 years or older will get full per diem for the
first 30 days. For each family member younger than 12 will only get 50% of the full per
diem cost. If the evacuation is longer than 30 days, then the full per diem will be
computed at 60% of the rate.

FY 2019 — Version 1.0.2 9
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Calculations can be done manually or the Evacuation Worksheet can be used. The
worksheet also will do calculation for the hotel tax for the trip, which should be entered
on the Traveler’s lodging line.

Step

Action

1

From the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
> Select Create an Authorization
» Click Go

2 B
éSO'UﬂO”S MYE2 MYAPPROVALS TRAVEL FOROTHERS REPORTS

At a Glance Trips Local Travel Open Autherization Group Authorization

-:e:l Start a Travel Document

What would you like to do today? | Make Reservations v

Make Reservations
Show Held Reservations

Create an Authorization

To Do List Create Local Travel Claim
Create Open Authorization
Create Group Authorization
Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

v"In production, if you did not have a reservation set up, you would click Make Reservation

v"In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

v'In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

v' For Training Purposes we will not be working with the Online Reservation System or
reservations

FY 2019 — Version 1.0.2 10
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Step

Action

2

The Stepl: Basic Information screen of the authorization appears:

2 .
éSO’Ut'WS MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Basic Inf ti . .
T Step 1: Basic Information o

2/ Reservation
Traveler Name: MICHAELWILEY  TripID: New  Authorization Status: New

3/ Site Details

4) Expenses Basic Information

5) Accounting

B
6) Travel Policy Type of Travel: Select Type of Travel... v
ifi &
7) Summary Specific Travel Purpose:
Document Number: (System Assigned)

Extras
Trips List *Required

Delete Authorization not
allowed at this time

Printable Profile Save and Next Step Save

» Select the Type of Travel (i.e. Evacuation Travel)
» Enter the Specific Travel Purpose (i.e. Evacuation Orders due to Hurricane)
» Click Save and Next Step

Notes:

v' The E2 Solutions travel system generates a Document Number for the Authorization.

v/ The E2 Solutions travel system generates a Trip Number that groups all travel
documents together.

v The Trip Number is the number that keeps the authorization and vouchers together and
is what is used to query for information.

FY 2019 — Version 1.0.2 11




E2 Travel Intermediate

Training Exercises

Step

Action

3

The Step 2: Reservation screen of the authorization appears:

2 .
éSO'Ut'D”S MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Trip Dashboard Authorization

Basic Inf ti 5
ASlCTrmaton Step 2 : Reservation &

1
9 Reservation
3 Site Details Traveler Name: MICHAEL WILEY  TripID: 307815  Authorization Status: New Authorization
4

5

6

7

Expenses _
a Basic Information has been successfully updated.

Accounting

Travel Policy Confirmation Number:

Make New Reservation

Summary
Manage Trip Reservations

Other Actions
Remarks Next Step Back to Step 1: Basic Information
Attachments

Daily Expenses Summary
Trip History
Add Non-Federal Sponsor

» Click Next Step

Notes:

v For training purposes we will be skipping this step.

v In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

v’ If you had a reservation already associated, this is the screen you'd go to in order to

view/change your reservation.

FY 2019 — Version 1.0.2
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Step

Action

4

The Step 3: Site Details screen of the authorization appears:

éZSolutJoﬂs MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Trip Dashboard Autherization

1) Basic Information Step 3 Site Details @

2 Reservation

9 Site Details Traveler Name: MICHAELWILEY — TripID: 307815 Authaorization Status: New Autharization

4 Expenses
Accounting [Site 1] Begin: Washington, DC, United States

5
6. Travel Policy
7

Surmmary Departing Date:* '_-
Departing Time:* Marning - 08:00 AWM+
Other Actions Departing From: * Tampa, FL, United States &
Remarks
Going To:*
Attachments ¢ .
Daily Expenses Summary Arrival Date:* r_-
Trip History Made of Transportation:* | Commercial Plane v
Add Non-Federal Sponsor
ae e Tempc rv Duty

View Routing History Reason For Stop: emporary Duty
Travel Agent Assistance
Extras Add Site Add Braak
Trips List
Create Trip Template [Site 2] End: to Washington, DC, United States
Delete Authorization
Printable Profile

Returning Date:* i

Returning From:

Returning To:* Tempa, FL, United States [ ]

Arrival Date:* e

Arrival Time:** Select v

Mode of Transportation:* | Commercial Plane v

*Required
**Required if trip duration is less than three days

Save and Next Step Save Back to Step 2: Reservation

Select the Departing Date (i.e. Aug 12)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Gainesville)

Select the Returning Date (i.e. 2 weeks after departing date)

Select the Arrival Time

Click Save and Next Step

YVVVVVVY
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Step Action
Notes:

v" For training purposes we will be entering information into this section.

v' If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

v If changes occur to reservations, this screen is not automatically updated.

5 |The Step 4: Expenses screen of the authorization appears:

Other Actions

@sz.Iu:. ons

Trip Dashboard

MYEZ MYAPPROVALS TRAVELFOROTHERS REPORTS MICHAEL WILEY w

Autharization

Traveler Name: MICHAEL WILE TriplD: 307815  Authorization Status: New Authorization

K@ Site details information has been saved succeastully.

Expense Information

Pay To Alerts Modify Copy Delete

Al New Expense

To add hotel tax and see the lodging amount, on the lodging line, click on Modify

Notes:
v

v

The system will automatically populate your Lodging and Meals and Incidentals based off
the locations in your site details.

If you had a reservation tied to the authorization the system will automatically populate
the transportation costs (i.e. airfare, TMC fee and rental car)

The system will automatically put an expense cost for a Voucher Transaction Fee; this
however will not be actually charged until you file the voucher.

For evacuation travel, you'll need to calculate the Lodging and Meals and Incidentals for
the family and then add those costs as a separate expense from the traveler.

Costs for the traveler should be entered first, before any other travelling companion(s).

FY 2019 — Version 1.0.2 14
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Step

Action

6

The Lodging Expenses pop-up window appears:

Lodging Expenses

w  Filter Options v Apply to

Ledging Site: Gainesville, FL, United States

Order by: Date v | Sort Ascending | Sort Descending

Date Reimbursement Type Per Diem Rate Amount Allowed  Estimated Tax PayTo Day Off Shared MNotes Alerts
12-Ausg-2018 Per Diem v 102.00 102.00 102.00 DK | Traveler v
13-Aug-2018 Per Diem r 102.00 102.00 102.00 0.00 | Traveler v
14-Aug-2018 Per Diem L3 102.00 102 .00 102.00 0.00 | Traveler «
15-Aug-2018 Per Diem v 102.00 102.00 102.00 0.00 | Traveler «
16-Aug-2018 | Par Diem i 102.00 10200 10200 0.00 | Travaler »
17-Aug-2018 | Per Diem i 102.00 10200 10200 0.00  Travaler *
18-Aug-2018 | Per Diem r 102.00 102.00 10200 0.00 | Traveler v
19-Aug-2018 | Per Diem ’ 102.00 102.00  102.00 0,00 | Traveler »
20-Aug-2018 | Per Diem v 102.00 102,000 102,00 0.00 | Traveler »

nd Close Save Exit Window

» Take note of the Per Diem Rate for Lodging.

Now we need to add $20/day for Hotel Tax. This can be done individually in
each line of lodging or it can be done all at once by doing it through the Apply to
All Displayed Expenses:

Lodging Expenses

Lodging Site: Gainesville, FL, United States

Order by: Date v Sort Ascending  Sort Descending

Date Reimbursement Type Per Diem Rate Amount Allowed  Fstimated Tax PayTo Day Off Shared MNotes Alerts
12-Aug-2018  Per Diem r 102.00 10200 10200 2000 | Traveler v
13-Aug-2018  Per Diem v 102.00 102,00 102.00 2000 | Traveler v
14-Aug-2018 Per Drem v 102.00 102.00 102.00 2000 | Traveler »
15-Aug-2018 Per Diam v 102.00 102.00 102.00 2000 | Traveler =
16-Aug-2018 Per Dam . 102.00 102.00 102.00 2000 | Traveler »
17-Aug-2018  Par Diem L 102.00 102.00 102.00 20,00 | Traveler »
18-Aug-2018 | Par Diem v 102.00 102.00 102.00 2000 | Traveler v
19-Aug-2018  Per Diem L 102,00 102.00 10200 20,00 | Traveler »
20-Aug-2018 | Per Diem v 102,00 102.00 102.00 20000 | Traveler »

Save Exit Window

» When finished click Save and Close
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Step

Action

8

The Step 4: Expenses screen of the authorization appears with the updated
lodging costs:

[
ﬁ‘k't'-f""-' MYET MYAPSROVALS TRAVELFOROTWERS  REFORTS MICHAEL VALEY »

Step 4: Expenses o

Traveler Name: MICHASL WILET  TogiD: 307815  Authonzation Status: New Authorization

Add New Cxpense

» Click the Add New Expense link

FY 2019 — Version 1.0.2 16
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Step Action

8a |The Add New Expense pop-up window appears:

Add New Expense

i Date of Expense:* 23-0ct-2017

Expitises Select Expense Type v
| Amount:® 0.00

Description:

Remark: Add an Optional Remark

Sfee'of apense: Allow selection of site based on date v

Save and Close Exit Window

Enter the Date of Expense (i.e. defaults to the beginning date of the trip)
Select the Expense

Enter the Amount

Enter a Description (if needed)

Click Save and New (if adding more expenses) or Save and Close (if
finished entering expenses)

VVVVYY

Do each step above for the following:

Estimated Expenses

132 miles one way = POV (per mapquest)
$200 = Miscellaneous
$16.85= TMC Fee
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Step

Action

Notes:

v' There is an area to put a remark to the expense; however we suggest you do not use the
remarks here. There is another area in which to put remarks.

v' Allow the system to choose the site of expense based on date.

v/ Based upon the expense chosen, additional fields may show up that need to be filled out
as well.

v Internet and such fees should be listed under Business Center Services

v If you have expenses that are at the start of the trip that also need to be at the end of the
trip, like checked baggage, you can copy that expense to all dates or a specific one.

v/ Once some expenses have been entered, you have at the bottom of the expenses the
ability to see 10, 25, 50 or All expenses on the page.

8b

The Step 4: Expenses screen of the authorization appears with the updated
expenses:

“)g"“ WBons  wyEz  MYAFPAOVALS  TRAVELFOROTHERS  REPORTS MICHAEL WILEY

Step 4: Expenses w

Traveler Name: MICHAELWILEY  TripID: 307815 Awthorizetion Status: New Authorization

PayTo Alers Modily  Copy  Delete

» Verify all traveler expenses have been entered
» Now we’ll need to verify the M&IE per diem costs
» Click on Modify for the M&IE costs
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E2 Travel Intermediate Training Exercises

Step

Action

9

The Meals and Incidental Expenses pop-up window appears:

7]
Meals and Incidental Expenses

v Filter Options ~ ~ Apply to All Displayed Expenses

Meals and Incidentals Site: Gainesville, FL, United States

Order by:| Date v | | Sort Ascending = Sort Descending

Bite Reimbursement Di:i: Per Diem M&IE Breakfast Lunch Dinner No Official PayTo Figias

Type Meals Incidentals Amount Provided Provided Provided Incidentals Day Off Y

12-

Aug- | Per Diem v| 5400 5.00 4425 Traveler v

2018

13-

Aug- | Per Diem | 5400 5.00 59.00 Traveler v

2018

14-

Aug- | Per Diem v 54.00 5.00 59.00 Traveler v

2018

15

Aug- | Per Diem v 54.00 5.00 59.00 Traveler v

2018 &
Save Exit Window

» Take note of the Per Diem Rate for M&IE
» Click Exit Window
10 The Step 4: Expenses screen of the authorization appears:
é}"‘"""""'- MYEZ MYAPPROVALS TRAVELFOROTHERS REPORTS RBCHAH VHILET<:

TripDaskboard  Authasizatien

Step 4: Expenszes o

In order to enter the companion/dependent’s lodging and M&IE costs, you'll have
to calculate them first. So we’ll open up the evacuation spreadsheet:

FY 2019 — Version 1.0.2 19
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Step

Action

11

The Evacuation Workbook appears:

Travel Authorization
Total Number of Days in Travel |

Lodging Per Diem $106
MA&IE Per Diem 561
# of people 12 and over (family] 1
# of people under 12 (family) 2
Daily hotel tax cost
Number of Rooms

00 | =] @ | LA P L | e

LODGING Costs
12 # Days Lodging $1,484.00
13 X Nbr of Rooms 52,968.00

14
15 Hotel Tax per day 5$350.00
16 Hotel Tax per day (# of rooms) $700.00
17
18 Total Evacuation Lodging $3,668.00

ME&IE COSTS
21 By Day - Non Travel
22 By Day - Travel

24 By Day - Non Travel@50%
25 By Day - Travel@50%

27 MNon Travel Day Totals
28 Travel Day Totals

30 Total Non Travel Day 51,708.00
31 Total Travel Day 5183.00
32 TOTAL Evacuation M&IE Costs $1,891.00

a7
4 4 » ¥ | 30days or Less / More than 30 days %3

Travel Voucher
Total Number of Days in Travel 9
Lodging Per Diem $108
ME&IE Per Diem 854
# of people 12 and over (family] 2
# of people under 12 (family) 2
Daily hotel tax cost
Number of Rooms

LODGING Costs

# Day Lodging 5864
¥ Nbr of Rooms 51,728
Hotel Tax per day 5144
Hotel Tax per day (# of rooms) 5288

Total Evacuation Lodging

MEIE COSTS
By Day - Non Travel $54.00
By Day - Travel $40.50

By Day - Non Travel @50% 527.00
By Day - Travel @50% 520.25

Non Travel Day Totals $162.00
Travel Day Totals 5121.50

Total Non Travel Day 51,134.00
Total Travel Day 5243.00
TOTAL Evacuation M&IE Costs $1,377.00

There are two tabs to the worksheet. The first tab is for trips that are 30 days or
less. The second tab is more than 30 days.

In both Tabs, you have an area for a Travel Authorization and Travel Voucher.
The top part is all you have to fill out; the spreadsheet will do the rest.

So the only fields that you'll be able to enter data will be:
e Total Number of Days in Travel

Lodging Per Diem
M&IE Per Diem

#of people under 12 (family)
Daily Hotel Tax Cost
Number of Rooms

# of people 12 and over (family)

FY 2019 — Version 1.0.2
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Step

Action

11la

So enter the following:

Total Number of Days in Travel = 14

Lodging Per Diem = (lodging cost you wrote down)
M&IE Per Diem = (M&IE cost you wrote down)

# of people 12 and over (family) = 1

#of people under 12 (family) = 2

Daily Hotel Tax Cost = 20

Number of Rooms =1

-]
[o:]

1

2 Travel Authorization

3 |Total Number of Days in Travel 14
4 Lodging Per Diem 5102

5 ME&IE Per Diem 554

6 # of people 12 and over (family) 1

7 # of people under 12 (family) 2

8 Daily hotel tax cost 20

9 Number of Rooms 1

[y
L]

11 LODGING Costs

12 # Days Lodging $1,428.00
13 X Nbr of Rooms 51,428.00
14

15 Hotel Tax per day 5280.00
16 Hotel Tax per day (# of rooms) 5280.00
17

18 Total Evacuation Lodging 51,708.00
>
20 |M&IE COSTS

21 By Day - Non Travel $54.00
22 By Day - Travel 540.50
23

24 By Day - Non Travel @50% $27.00
25 By Day - Travel @50% $20.25
26

27 Non Travel Day Totals 5108.00
28 Travel Day Totals $81.00
29

30 Total Non Travel Day $1,512.00
31 Total Travel Day 5162.00
32 TOTAL Evacuation M&IE Costs 51,674.00

FY 2019 — Version 1.0.2
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Training Exercises

Step Action
11b On the Step 4: Expenses screen add the following expenses:
» Lodging - Evacuation Dependents Traveling with Employee = Total
Evacuation Lodging Cost
» Meals and Incidentals - Evacuation Dependents Traveling with Employee =
Total Evacuation M&IE Costs
» Click Save and New (if adding more expenses) or Save and Close (if
finished entering expenses)
Note: In the description field for each expense a note should be provided to give the
daily per diem rate and the number of dependents (i.e. $102 per diem 1 adult 2 children
under 12)
12 The Step 4: Expenses screen appears with the new costs:

Step 4 : Expenses o
Traveler Name: MICHAEL WILEY  TripBD: 307815 Authorization Status: New Authorization
9 Expense has been added successhully,

Expensa information

to Hotel - 132 miles @ $0.545 par mile.

o Home - 132 miles @ $0.545 per mile

» Click Next Step

...........
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Step Action

13 The Step 5: Accounting screen of the authorization appears:

) .
é&"“t'o”s MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Trip Dashboard Authorizaticen

1. Basic Information

Step 5: Accounting o

2. Reservation

Printable Authorization

Compact Printable
Authorization Save and Next Step Save Back to Step 4: Expenses

Daily Expenses Summary

Trip History
Add Non-Federal Sponsor

> Click the Select Account Codes link

3) Site Details Traveler Name: MICHAELWILEY  Trip ID: 307815  Authorization Status: New Authorization
4 Expenses
41, Noaccount codes selected. Click the 'Select Account Codes’ link below to add an account code.

9 Accounting

6. Travel Policy Accounting

7 Summary

0 No account codes selected.

Other Actions

HERKS Select Account Codes
Attachments

FY 2019 — Version 1.0.2
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Step Action

14 |The Account Code Selection pop-up window appears:

Account Code Selection

Select Account Codes Add Account Codes

Select Source Description Account Code Delete
Minor Customer FY 19 - ACCS1 51 0440000-000 2019-58-01-00-00-000 11-01-0006-02-00-00-00 Delete
Minor Customer FY-19- ACCS2 51 0443000-000 2019-98-01-00-00-000 99-04-0000-00-00-00-00 Delete

Select and Close Select Exit Window

Use either the Favorites that may be listed or search for a code using the Add
Account Codes

» Select the Account Codes needed for this TA
» Click Select and Close or Add and Close (if only choosing one code)
» Click Select or Add (if only choosing multiple codes)
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E2 Travel Intermediate

Training Exercises

Step Action
15 |The Step 5: Accounting screen of the authorization appears with the
accounting code(s) now associated to the authorization:
éf"’-'!'-"-”'- MYE1  MYAPORONALS  TRAVEL FOROTHERS  REPORTS MICHAEL WILEY »
; Step 5: Accounting o
6 :;‘:cu*.tl-'\l =ttt
» Click Save and Next Step
16 |The Step 6: Travel Policy screen of the authorization appears:

Step 6 : Travel Policy w

Traveler Name: MICHASLWILEY  TripiD: 307815  Authorization Status: Revised Authorizatior

(v ] ing ian has been saved

collapse or expand all sections

€ 71 does not require any travel palicy explanations.
@ o travel policy warnings found
At the top of the screen you might see messages:
» Red is an error, it must be fixed before moving on
» Yellow is a warning, it's just giving a heads up that something is missing
» Green is everything is ok
» Fill out anything that needs filling out
» Click Save and Next Step
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Step

Action

17

The Step 7: Summary screen of the authorization appears:

NS MYEZ  MYAPPROVALS  TRAVEL FOROTMERS  REPORTS

Step 7: Summary o

Teaveler Hame: MCHARLWAFY  TripID

Basic Information - Bt Getais

&' I oloy

@ summary

Gaber Actions
Reservation - E41 Dxtalls
L I

Site Details - Edit Details

[Site 1] Begin: Tampa, FL, United States on 12-Aug-2018 to Gainesville, FL, United States

[site 2] FL, United 18 to Tampa, FL, United States

Expenses - Edit Detalis

» Review all parts

» Add Any Remarks necessary for the trip
» Add Any Attachments (like the Itinerary
» Click Send to Approver

MICHAEL WILEY w

colapse or expand all sections

18

The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm
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E2 Travel Intermediate

Training Exercises

Step

19 |The My E2 screen should appear with a message at the top stating the

-
6M|'-'-<-i'-'- MFEZ MYAPPROVALS TRAVEL FOROTHERS WEPORTS

AtaGlsnee  Trips  LocalTravel  Open Asthorization  Growp Authorization

-]
£ start a Travel Document

Whiat weudd o like to da taday? | Mok Resorasons - n

TaDs s

) Moo dobst itoms found.

authorization has been sent to the approver.

MICHAEL WILEY w

Dulleting

30-May-2008: Reneibes 1o always book a FedRoors botel with yuur tip
£ 10-Dec-201% Once you sccess your £2 scoourt for the first tame. chck Frofile to
weew end. . ceod more

Pending Approvals

APPROVAL MUST BE COMPLETED PRIOR TO ATTEMPTING THE NEXT

EXERCISE
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E2 Travel Intermediate Training Exercises

Exercise #3: Approve an Authorization

Objectives: e Approve a Travel Authorization for training purposes
Instructions: Execute the following steps:
Step Action

1 |From the Traveler's My E2 screen:

» Click the Names in the top right corner

A drop down listing appears:
» Click Stop arranged for:

The Travel for Others screen appears:
» Click the My Approvals

The Pending Approvals screen appears:
» Click Show for the document you want to approve

Notes:

v" All documents awaiting your approval will appear with the latest one at the
top
v" You can use the filter options to rearrange how the documents show

The Step 7: Summary screen appears. In order to approve a document, you'll
need to lock it. This can be done under other actions or scrolling to the bottom of
the summary screen:

» Click Lock

The top of the screen will let you know the document has now been locked:
» Review the document in its entirety

Notes:

v If this is a true pool, then locking the document keeps the other approvers
from entering the document
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Step

Action

7

At the bottom of the summary screen you’ll see buttons for the actions that can
be taken:

If you're planning on not approving it, click the Return button. This will send the
document back to the person that created it. You'll be prompted to add
comments as to why it's being returned.

If you find that you don’t have time to approve at this time you would click the
Unlock button, that way it's available to another approver.

For training purposes, we’re going to click Approve

8 | A pop-up appears:
» Click Confirm
9 |The Pending Approvals screen appears with a note at the top.
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E2 Travel Intermediate Training Exercises

Exercise #4: Evacuation Travel Voucher (Amending TA)

Objectives: e Create an Evacuation Travel Voucher

¢ Navigate each step of the TV

Notes: If the trip dates change from what was entered on the authorization to what
you will need to put on the voucher, regardless if it's more or less, you will
have to amend your authorization for the new date range. Then once it goes
through the approval process, you'll be able to create your voucher.

This is not a scenario where the amendment qualifies for the AAA process. It
will need to be sent through your electronic routing.

Instructions: Execute the following steps:

An evacuation order had been issued for the area where you work/live in and you set up your
authorization for 14 days for you and your dependents, but the evacuation was lifted after 8
days. You just returned home and will need to file your voucher on the expenses you actually
incurred. Use the Evacuation Worksheet to do your calculations for the traveler's dependents.
You will also need to amend the authorization to the correct dates, wait for final approval prior to
creating a voucher.

132 miles one way POV
Hotel tax = $17.38/day
Lodging = $102/day
M&IE = $54/day
Laundry = $35.38

Hotel Parking = $10/day
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Training Exercises

Step Action

1 |From the My E2 screen:
» Click on Trips

é}smutms MYEZ MYAPPROVALS TRAVELFOROTHERS REPORTS

AtaGlance Trips Local Travel Open Authorization Group Authorization

4L, You have 8,581 day(s] to change your password. Access your E2 Profile and choose a new password,
o
% Start a Travel Document

What would you like to do today? | Make Reservations L a
To Do List

Create Voucher for Travel Authorization 307815 Evacuation Orders due to Hurricane to Gainesville, FL, United States
departing 12-Aug-2018.

MICHAEL WILEY

Bulleting

L.30-May-2018: Remember to always book a FedRooms hotel with your
trip

A 10-Dec-2015: Once you access your E2 account for the first time, click
Profile to view and...resd more

Pending Approvals

0 No pending approvals found.

Additional Notices

@ o additional natices found.

Make this my default page

Notes:

v" Under the To Do List you may have a link that will take you to create your voucher.
v Travel Arranger go to Travel For Others, select your traveler to view their trips.

2 | The Trips tab shows authorizations and vouchers that are consolidated under a single

Trip ID number:

éSUE‘JhU"‘: MYEZ MYAPPROVALS TRAVELFOROTHERS REPORTS

AtaGlance  Trips  LocalTravel  Open Graup

w Filter Options

Order by: Deg Date v  Sort q  SotD
Trip 1d DAGAR Destination Departure Date Purpose
307815 Gainesville, FL. United States 12-Aug-2018 Evatuation Orders due to Hurricane

Make Resarvations Show Held Resarvation

Starl a Mew Authornzation

Copy From Another Trip

» Click Show for the document (i.e. Evacuation trip)

MICHAEL WILEY ~

Approver Auth Voucher Advance Show Copy Trip Archive

Shaw Copy

# InProgress = Revised Pending & Complete 3 Canceled
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Action

Step
3 |The Trip Dashboard screen appears:

550"“'0"‘ MYE2 MYAPPROVALS TRAVEL FOROTHERS REPORTS

Trip Dashboard
Trip Dashboard
Quick Links
Nora ivpilateg Traveler Name: MICHAEL WILEY  TripiD: 307815
collapse or sxpand all sections
Extras Huthorizations. -~
Trips List
Cancal Trip Bagin Date End Date o Total Amount Status State Show Delate
Create Trip Template 12-Ag- 2018 25-Aug-2018 75 $6130.49 Approved - Obligation Accepied o Show
Amend Authorization
Comparative Trips ~
There are no comparative trips associated with this trip.
Vouchers

@ There are no vouchers assoclated with this trip,

Create Voucher

» Click Amend Authorization

33
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E2 Travel Intermediate

Training Exercises

Step

Action

4

The Stepl: Basic Information screen appears:

éSOMtIOHS' MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Trip Dashboard Authorization

Basic Information g 3
o Step 1: Basic Information ©

2 ' Reservation

3 ' Site Details Traveler Name: MICHAEL WILEY — Trip ID: 307815-1 Authorization Status: New Authorization
4 Expenses Basic Information
5 ' Accounting
6 ' Travel Policy Type of Travel:* Evacuation Travel
7' Summary, Specific Travel Purpose:* |Evacuation Orders due to Hurricane
Document Number: 18-00247-XXXX-A01
Other Actions
Remarks *Required
Attachments

Printable Authorization

Compact Printable Save and Next Step Save
Authorization

Daily Expenses Summary

» Click Save and Next Step

The Step 2: Reservation screen appears, no updates needed here:
» Click Next Step
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E2 Travel Intermediate Training Exercises

Step Action

6 |The Step 3: Site Details screen appears:

2 .
éS‘J'Ut‘D”S MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Trip Dashboard Authorization

1 Basic Information

Step 3 : Site Details @

2| Reservation
9 Site Details Traveler Name: MICHAEL WILEY  Trip ID: 307815-1 Authorization Status: New Authorization
4| Expenses
5/ Accounting [Site 1] Begin: Tampa, FL, United States on 12-Aug-2018 to Gainesville, FL, United States
6 | Travel Policy
7| Summary Departing Date:* 12-Aug-2018 —)
Departing Time:* 08:00 AM v
Other Actions
Departing From; * i
DR p g Tampa, FL, United States .
Attachments Going To:* Gainesville, FL, United States .
Printable Authorization Arrival Date:* 12-Aug-2018 —]
Compact Prinwable X
. Mode of Transportation:® | Commercial Plane v
Daily Expenses Summary Reason For Stop:* Temporary Duty
Trip History
Add Non-Federal Sponsor
View Routing History Add Site Add Break

Add Official Leave

Travel Agent Assistance
[Site 2] End: Gainesville, FL, United States on 25-Aug-2018 to Tampa, FL, United States

Extras
Returning Date:* 25-Aug-2018 =
Trips List
Create Trip Template Returning From: Gainesville, FL, United States
Delete Amendment Returning To:* Tampa, FL. United States .
Printable Profil .
rintznie Fraflis Arrival Date:*® 25-Aug-2018 B
Arrival Time:** 04:00 PM r
Mode of Transportation:* | Commercial Plane A

» Change the Returning Date (i.e. Aug 19)
» Click Save and Next Step
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Step Action
7 | The Step 4: Expenses screen appears:
éSf'l'lf'lrln MYLZ MYAPPROVALS TRAVILFOROTHIRS REPORTS MICHAEL WILEY v
Step 4 : Expenses o

Dates that were on the original expenses may have to be changed. Totals for the
Dependents Lodging and M&IE will need to be recalculated and expenses that were not
originally on the authorization should be added. It's also a good time to take off the
miscellaneous costs, as you won't be able to claim them as such on the voucher.

7a | Do the following:

Update the date of the POV costs coming back

Add hotel parking for each day ($10/day)

Update the Hotel Tax for the Traveler ($17.38/day)

Update the Costs for the Dependent’s Lodging and M&IE Costs
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E2 Travel Intermediate

Training Exercises

Step

Action

7b

Once the Step 4: Expenses screen is updated:

Expense Information

Agency Billed:

Traveler:

Unassigned:

Amount:

2211
3251.42
0.00

3273.53

~ Filter Options

COrder by: | Date ¥ | Sort Ascending
Date Type
12-Aug-2018  Lodging
Lodging - Evacuation
12-Aug-2018 Dependents Traveling with
Employee
12-Aug-2018  Meals and Incidentals
Meals and Incidentals -
12-Aug-2018  Evacuation Dependents
Traveling with Employee
12-Aug-2018 Orther Reimbursable
Expenses Incurred
12-Aug-2018  Parking
Privately Owned Vehicle:
12-Aug-2018 Private Auto Authorized
12-Aug-2018 TMC Fee {Online without Air
or Rail)
13-Aug-2012  Parking
14-Aug-2018  Parking
15-Aug-2018  Parking
16-Aug-2018  Parking
17-Aug-2018  Parking
Laundry/Dry Cleaning-
18-Aug-2018
S Domestic Only
18-Aug-2018  Parking
10-Aug-2012 Privately Owned Vehicle:

10 40~2018

Private Auto Authorized

Vernirhar Trancarsinn Faa

» Click Next Step

Sort Descending

Amount

835.66

714.00

442,50

810.00

200.00

10.00

71.84

7.01

10.00
10.00
10.00
10.00
10.00

35.38

10.00

71.94

Description

Lodging expense in Gainesville, FL, United States including lodging taxes

$102 per diemn 1 adult 2 children under 12

M&IE expense in Gainesville, FL, United States

$54 per diem 1 adult 2 children under 12

Miscellanecus Costs

From Home to Hotel - 132 miles @ $0.545 per mile.

From Hotel to Home - 132 miles @ $0.545 per mile.

181N Vrnirhar Trancarsinn Faa

Pay To

Traveler

Traveler

Traveler

Traveler

Traveler
Traveler

Traveler

Agency Billed

Traveler
Traveler
Traveler
Traveler

Traveler
Traveler
Traveler

Traveler

bLranm: Rillad
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Step Action

8 |The Step 5: Accounting screen appears and should have updated the costs:

Tvip Dashboard  Authorization

‘8ol o F
é‘“"”‘ ONE MYEZ  MYARPROVALS  TRAVEL FOR OTHERS  REPORTS MICHAEL WILEY »

e Step 5 : Accounting &
2 feseration
B:mlx Accounting
» Click Save and Next Step
9 |The Step 6: Travel Policy screen appears:
és‘“bl'm“ MYEZ  MYAPPROVALS TRAVELFOROTHERS REPORTS MICHAEL WILEY w

Trip Dashboard  Authorizalion

Step 6 : Travel Policy

Traveler Name: MICHAELWILEY  TripID: 3078151 Autharieation Status: New Aushonizatior

Y

O Travel Policy
7 summary
Travel Palicy Justifications

Other Actions.
© 710 G0 net require any trave poley explanations.

Travel Pelicy Warnings

@ 1o travel policy warmings found,

ity Pair Infarmalian

Briras Al fares listed are one way fares per G54 City Pair Program.
ity Bair YCA Fare CA Fare
Tampa imernational Asrport (TRA) > Gainesvile (GNY Nong None

» Click Save and Next Step

collapse or gxgand all sections

-
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Step Action
10 |The Step 7: Summary screen appears:
ﬁr“:'““”’"* MYEZ  MYAPPROVALS TRAVELFOROTHERS  REPORTS MICHAEL WILEY w
Step 7:Summary

Raic Infarmatian - Eit Debails

Site Details - (it Detaily

[$3te 3] Begin: Tampa, FL, United States on 12-Aisg- 2018 to Gainesville, FL, United States

[Site 3] End: Gainesville, FL, United States an 15-Aug-2018 to Tampa, FL, United States

Expenses - [ Detalls

» Review all parts

» Add Any Remarks necessary for the trip (i.e. evacuation ended early)
» Add Any Attachments (like the Itinerary

» Click Send to Approver

11

The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

» Click Confirm
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Step

Action

12

The My E2 screen should appear with a message at the top stating the authorization

has been sent to the approver.

/2 R
éSO'Ut'O”S MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

At a Glance Trips Local Travel Open Authorization Group Authorization

a Authorization 307815-1 has been successfully sent to approver.

F/Y
%’ Start a Travel Document

What would you like to do today? | Make Reservations v

To Do List

0 No to do list items found.

AWAIT APPROVAL BEFORE CREATING VOUCHER
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Step Action

V1 |From the My E2 screen:
» Click on Trips

2 .
éSOMt'D”S TRAVELER'STRIPS  TRAVELER'S PROFILE

At a Glance Trips Local Travel Open Authorization Group Authorization

F/Y
®%® Start a Travel Document

What would you like to do today? | IMake Reservations v

To Do List

Create Voucher for Travel Authorization 307815-1 Evacuation Orders due to Hurricane to Gainesville, FL, United States
departing 12-Aug-2018.
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Training Exercises

Step

V2

Action

Trip Dashboard

Traveler Name: MICHAEL WILEY  Trip ID: 3078151

Authorizations

Begin Date

End Date (e}
12-Aug-2018 19-Aug-2018 307815-1
12-Aug-2018 25-Aug-2018 307815

Amend Authorization

Comparative Trips

Vouchers

o There are no vouchers associated with this trip.

Create Voucher

> Click Create Voucher

The Trip Dashboard screen appears:

Total Amount Status

$3273.53 Approved - Obligation Accepted
$6130.49 Amended

There are ne comparative trips associated with this trip.

collapse or gxpand all sections

-~

State Show Delete
W

Shoy

Show
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E2 Travel Intermediate Training Exercises

Step Action

V3 | The Step 1: Voucher Basic Information screen appears:

ésomt'u”s MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Trip Dashboard Voucher

Basic Informati . .
e Step 1: Voucher Basic Information @

2 Expenses
3 Accounting Traveler Name: MICHAEL WILEY  Trip ID: 307815-1 Voucher ID: Voucher Type: Incremental  Voucher Status: New
D Sz Basic Information

Bxtras Type of Travel: Evacuation Travel

Trips List

Specific Travel Purpose: Evacuation Orders due to Hurricane
Printable Profile

Trip Begin Date: 12-Aug-2018
Trip End Date: 19-Aug-2018

Claim Expenses Between:

Begin Date: 12-Aug-2018
- —
End Date:* 19-Aug-2018 iy
Document Number: (System Assigned)

For this trip this is the:* Select One v

*Required

Save and Next Step Save

» Select the For the trip this is the (i.e. Final Voucher)

For this trip this is the:*

Select One v
Select One

*Required Final Vioucher

Mot Final Voucher

» Click Save and Next Step

Notes:

v"If this is not the final voucher for this authorization, select Not Final Voucher.
v' For trips less than 30 days always select final voucher.

v/ If additional expenses need to be filed later that can be filed on a supplemental voucher.
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E2 Travel Intermediate

Training Exercises

Step Action

V4 | The Step 2: Voucher Expenses screen appears:

ow [10][25][50][A8] ems per page

Add Hew Expenie

» Click Modify on the Lodging Line

1 Basic Information
Step 2 : Voucher Expenses o
9 Expenses
3 A L Traveler Name:  MICHAEL WiLEY Trip 1D 3078151 Youcher ID: 1 Voucher Type: Finsd Voucher Seatus:  Open Voucher - Obligacon Accepced
4
€D Dasicinformation has bees successfully updated.
Other Actions
Experae Inleemation
Bemarks
Agency Billed:
Travelen
Unassigned
Amaunt
-
by | Data v | | Sort Ascendng || Sort Descending
Date Type Ameunt Descrigtion ¥ To
0.0 Lodging experie in Gaireyville, FL United Seates including lodging taxes
.00 $102 per dern 1 adul: 2 chifdeen under 12 aveler
44250 ML expenise In Gaimesville, FL Unived Saates aveles
000 354 per ciern 1 adiit 2 children under 12 Traveler
200.00 Miscelaneoyus Costs aveies
oo veler
Privacely Owned Vehicke: BO0 From Hame 1 Hatel - 0 mbas @ S0.545 pae m Teavalar
Privas
7.0 Ageniy Bdlng
100 aveler
.00 veler

Alerts Madify

Meslify

Copy

Delete

Notes:

v/ Most expense categories entered on the authorization will come over to the voucher, however,
the costs associated to those expense categories will not.
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Step

Action

V5

The Lodging Expenses pop-up window appears:

Lodging Expenses
w Filter Options w Apply to All Displayed Expenses

Lodging Site: Gainesville, FL, United States

Crder by: | Date ¥ | Sort Ascending | Sort Descending

Date Reimbursement Type Per Diem Rate Amount Autherized Lodging Tax Pay To Day Off Shared Notes Alerts

12-Aug-2018  Per Diem 102,00 0.00 102,00 0.00 | Traveler v

13-Aug-2018  Per Diem 102.00 0.00 102,00 0.00 | Traveler ¥

14-Aug-2018  Per Diem 102.00 0.00 102.00 0.00) | Traveler ¥

15-Aug-2018  Per Diem 102.00 0.00 102,00 0.00 | Traveler v

16-Aug-2018  Per Diem 102.00 0.00 102,00 0.00 | Traveler ¥

17-Aug-2018  Per Diem 102.00 0.00 102.00 0.00 | Traveler ¥

18-Aug-2018  Per Diem 102,00 0.00 102,00 0.00 | Traveler v

19-Aug-2018  Per Diem 102.00 0.00 0.00 0.00 No
Running Totals: 0.00 0.00

Save and Close Save Exit Window

Using your hotel bill enter the following for each day:

» Enter the Amount (i.e. 102.00)
» Enter the Lodging Tax (i.e. 17.38)
» When finished click Save and Close

Notes:

v" You can utilize the Apply to All displayed Expenses especially if there are a lot of dates involved
on the voucher.
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Step

Action

V6

The Step 2: Voucher Expenses screen appears with the updated costs:

‘ D Lodging expenses have been updated successfully.

Expense Information

Agency Billed: 22,11

Traveler: 1478.16

Unassigned: 0.00

Amount: 1500.27

v Filter Options

Order by:| Date v | Sort Ascending

Date Type

12-Aug-2018  Lodging
Lodging - Evacuation

12-Aug-2018  Dependents Traveling with
Employee

12-Aug-2018  Meals and Incidentals
Meals and Incidentals -

12-Aug-2018  Evacustion Dependents
Traveling with Emplayee

1240z 201 OSher Reimbursable
Expenses Incurred

12-Aug-2018  Parking
Privarely Owned Vehicle:

1PAEATE e Auro Authorized

124ug201g  TMC Fee (Online wichout Alr
or Rail)

13-Aug-2018  Parking

14-Aug-2018  Parking

Show [10|[25] 50| [All] irems per paze

Add New Expense

Sort Descending

Amount Description

235,86 Lodging expense in Gainesville, FL, United States including ladging taxes

0.00 $102 per diem 1 adult 2 children under 12

442,50 MRIE expense in Gainesville, FL, United States

0.00 $54 per diem 1 adult 2 children under 12

200.00 Miscellaneous Costs

0.00

0.00 From Home to Hotel - O miles @ $0.545 per mile.

» Update all the traveler costs:
132 miles one way POV
Hotel tax = $17.38/day
Lodging = $102/day
M&IE = $54/day

Laundry = $35.38

Hotel Parking = $10/day

» Click Next Step

Pay To

Traveler

Traveler

Traveler

Traveler

Traveler

Traveler

Traveler

Agency Billed

Traveler

Traveler

Alerts

Modify Copy Delete
Modify
Modify Copy Delete
Modify
Modify Copy Delete
Modify Copy Deles=
Modify Copy Delete
Modify Copy Delete
Modify Copy Delete
Modify Copy Delete
Modify Copy Delete
Showing 1-100f17 1|2 Next> Last>>
attachmentil) Remark:™ Reduced:@l

Notes:

If you forgot to delete the Miscellaneous expense when amending the authorization, make sure to delete
it on the voucher prior to sending to the approver or traveler.
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Step

Action

V7

"
é‘fsm"‘mnﬁ MYEZ MYAPPROVALS TRAVILFOROTHERS REPORTS

Trip Dashboard  Woucher

2 Expenses
©) Accounting
4 Summary

Other Actions

Fmrrarks

Extras

Step 3 : Voucher Accounting «

Traveler Name: MICHAEL WILEY  Trip 1D 3078157 VouheriD: 1 Veucher Typs: Finy

Becounting

Account Code

Sufect Account Codey

» Click Save and Next Step

Voucher Status: Open Voucher - Dsligasion A

The Step 3: Voucher Accounting screen appears.

Obligated Balance

$3273.51

Tata

Hemaining amaunt to be allocated:

Tertad elaim amauen

crepned

Amount Allocated

% WTIH

Percent Aflocazed

WINH

MICHAEL WILEY w

Add to Favorites

Delete

V8

N .
éSqunons MYE2Z MYAPPROVALS TRAVELFOROTHERS REPORTS

Trip Dashboard

Voucher

Basic Information
2 Expenses
3 Accounting

o Summary

Other Actions

Remarks

Attachments

Printable Voucher
Compact Printable Voucher

View Cost Variance
Summary

Daily Expenses Summary
Trip History
View Routing History

Extras

Trips List

Create Trip Template
Delete Voucher

Printable Profile

Step 4 : Voucher Summary &

Traveler Name: MICHAELWILEY  Trip ID: 307815-1  Voucher ID: 1

Voucher Type: Final

The Step 4: Voucher Summary screen appears:

Voucher Status: Open Voucher - Obligation Accepted

iith Federal

i single receipts g

Y

than $75.00 should be retained for a period of 6 years and 3 months.

| &9 Accounting information has been saved successfully.

Basic Information - Edit Details

Type of Travel: Evacuation Travel

Specific Travel Purpose: Evacuation Orders due to Hurricane

Trip Begin Date: 12-Aug-2018
Trip End Date: 19-AUE-2018
Claim Expenses Between:

Begin Date: 12-Aug-2018

End Date: 19-AUg-2018
Document Number: (System Assigned)

For this trip this is the: Final Voucher

» Add remarks

» Add receipts

» Review the voucher

» Click Send to Approver/Traveler
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Step Action

V9 | The Confirm Action pop-up appears:
Traveler:

t Confirm Action

| hereby assign to the United States any right | may have against any parties in connection
with reimbursable transportation charges described below, purchased under cash

payment procedures (A1CFR 101-41.203-2). | certify that this wvoucher is true and correct to
the best of my knowledge and belief, and that payment er credit has not been received by

me.

Do you want to proceed?

Arranger:

Confirm Action

Do you want wo proceed?

> Click Confirm

V10 | The Trip Dashboard now should have up at the top that the voucher has been sent to
the approver/traveler.
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Exercise #5: Award Ceremony with Guest Travel Authorization

Objectives: e Create an Award Ceremony with Guest TA

e Navigate each step of the TA

Notes: The Department of Commerce Travel Handbook,
(http://www.osec.doc.gov/ofm/OAP/TMD/Travel _Regulations.html) Section
3.17.2 states: "Travel and per diem expenses may be provided to a
Departmental award recipient to attend a major award ceremony (e.g.,
Presidential award ceremony, the Department’s or Bureau’s annual award
ceremony, or a prestigious honorary award ceremony sponsored by a non-
Federal organization). The travel must be directly to and from the site of the
ceremony and must be performed in accordance with the policies contained in
the FTR and this Handbook.

Bureaus may provide reimbursement of travel and per diem expenses for a
recipient’s family member for a federal award ceremony. In addition, at the
Bureau'’s discretion, travel reimbursement for more than one individual may be
considered in instances where the award recipient may require assistance
because of a disability or other medical need.

One travel authorization shall be issued that covers both the employee and
the additional person.

The employee will be responsible for submitting a travel voucher to obtain
reimbursement for his/her travel costs and the additional person.

Honoraria offered in connection with official travel may not be accepted either
as a personal payment to an employee or by the Department as a payment to
the Government.”

NOAA Travel Regulations Chapter 2 Section 4, also states that one
authorization and voucher will be filed for Award Ceremony unless another
NOAA employee is the other attendee.

Instructions: Execute the following steps:

You are a departmental award recipient. You and a guest have been invited to attend the
Department’s annual award ceremony in Washington, DC on April 24th. You are coming from
your Duty Station of Charleston, SC and your guest (Mother) is coming from Atlanta, GA and
will have separate hotel rooms. You have a travel day on either side of the day of the Award
Ceremony.

FY 2019 — Version 1.0.2 49



E2 Travel Intermediate Training Exercises

Estimated Expenses

$315.00 = Round-trip air fare (Traveler)
$385.00 = Round-trip air fare (Guest)

$37.63 = TMC Transaction Fee per person
$25/day = Hotel Tax per person

$100.00 = Taxi Fare per person

$25/flight = Checked Baggage Fee per person

Step Action

1 |From the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

2 .
éso‘m’ons MYE2 MYAPPROVALS TRAVEL FOROTHERS REPORTS

At aGlance Trips Local Travel QOpen Autherization Group Authorization

-:EE Start a Travel Document

What would you like to do today? | Make Reservations v

IMake Reservations
Show Held Reservations
Create an Authorization

To Do List Create Local Travel Claim

Create Open Authorization

Create Group Authorization

6 Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

v In production, if you did not have a reservation set up, you would click Make Reservation

v In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

v In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

v' For Training Purposes we will not be working with the Online Reservation System or
reservations
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Step

Action

2

The Stepl: Basic Information screen of the authorization appears:

% _
éSO'Ut'D”S MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Basic Inf ti . .
T Step 1: Basic Information o

2 Reservation

Site Details Traveler Name: MICHAELWILEY  TripID: New  Authorization Status: New

Expenses Basic Information

Accounting

B
Travel Policy Type of Travel: Select Type of Travel... v

~NDohy) ) s (W

ifi %
Summary Specific Travel Purpose:

Document Number: (System Assigned)

Extras
Trips List *Required

Delete Authorization not
allowed at this time

Printable Profile Save and Next Step Save

» Select the Type of Travel (i.e. Special Agency Mission)
» Enter the Specific Travel Purpose (i.e. Award Ceremony)
» Click Save and Next Step

Notes:

v' The E2 Solutions travel system generates a Document Number for the Authorization.

v/ The E2 Solutions travel system generates a Trip Number that groups all travel
documents together.

v The Trip Number is the number that keeps the authorization and vouchers together and
is what is used to query for information.

The Step 2: Reservation screen of the authorization appears:

g-“: NGRS TRAYELER'S TRIPS  TRAVELER'S PROFILE WENDELL SMITH // JOSHLUA CARLSON w

Step 2: Reservation o

Traveler Mame: WENDELL SMTTH Tripil: 308540 Authorirstion Status: New Autharitation

&) Basicintormation has bren successhlly wpdated.

Confirmation Number:
Make New Reservaton
Munage Trip Beservations

» Click Next Step
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Step Action

Notes:

v For training purposes we will be skipping this step.

v"In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

v’ If you had a reservation already associated, this is the screen you'd go to in order to
view/change your reservation.

4 | The Step 3: Site Details screen of the authorization appears:

b, )
é‘SOlUf‘Om TRAVELER'STRIPS  TRAVELER'S PROFILE

Trip Dashboard Authorization

1) Bzsicinformation Step 3 : Site Details ©

2 Reservation

9 Site Details Traveler Name: WENDELLSMITH  Trip ID: 308940  Authorization Status: New Authorization
4| Expenses
5/ Accountin
e [Site 1] Begin: Charleston, SC, United States
6 Travel Policy
7) Summary Departing Date: =
Departing Time:* Moming - 0B:00 AM v
Other Actions i .
Departing From: * |Charlestan, SC, United States [ 4]
Remarks
Atschments Going To:* ®
Daily Expenses Summary Arrival Date:* _—
Trip History Mode of Transpertation:* | Commercial Plane v
Add Non-Federal Sponsor
o emporary Dur
i i Sy Reason For Stop: Temporary Duty
Travel Agent Assistance
Add Site Add Break
Extras
Trips List
Create Trip Template [Site 2] End: to Charleston, 5C, United States
Delete Autherization
Printable Profile Returning Date:* —|
Returning From:
Returning To:* Charleston, SC, United States [ 4]
Arrival Date:* —
Arrival Time:** Select v
Mode of Transportation:* | Commercial Plane v

*Required

**Required if trip duration is less than three days

Save and Next Step Save Back to Step 2: Reservation

Select the Departing Date (i.e. April 23)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Washington DC)

Select the Returning Date (i.e. April 25)

Select the Arrival Time

Click Save and Next Step

YVVVVVVY
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Step Action
Notes:

v" For training purposes we will be entering information into this section.

v' If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

v If changes occur to reservations, this screen is not automatically updated.

5

The Step 4: Expenses screen of the authorization appears:

L".?"" lutsar

TRAVELERSTRIPS  TRAVELER'S PROFILE WENDELL SMITH // JOSHUA CARLSON v

TrpDuibbaned  Aut

Step 4 : Expenses

) Snedetita nforratiens b bosss saveet sucowsatly.

Expense fornation

Akl New Expense

To add hotel tax and see the lodging amount, on the lodging line, click on Modify

Notes:

v

v

The system will automatically populate your Lodging and Meals and Incidentals based off
the locations in your site details.

If you had a reservation tied to the authorization the system will automatically populate
the transportation costs (i.e. airfare, TMC fee and rental car)

The system will automatically put an expense cost for a Voucher Transaction Fee; this
however will not be actually charged until you file the voucher.

For award ceremony travel, you'll need to calculate the Lodging and Meals and
Incidentals for the guest and then add those costs as a separate expense from the
traveler.

Costs for the traveler should be entered first, before any other travelling companion(s).
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Step Action

6 |The Lodging Expenses pop-up window appears:

| Lodging Expenses
w Filter Options =~ ~ Apply to All Displayed Expenses

Lodging Site: Washington, DC, United States

Crder by: | Date v | | Sort Ascending | Sort Descending
Date Reimbursement Type Per Diem Rate Amount Allowed  Estimated Tax Pay To Day Off Shared Notes Alerts
23-Apr-2019 Per Diem v 251.00 251.00 251.00 0.00 | Traveler v
24-Apr-2019 Per Diem v 251.00 251.00 251.00 0.00| | Traveler v
25-Apr-2019  Per Diem 251.00 0.00 0.00 0.00 No
Running Totals: 502.00 502.00 0.00
Total Estimated Lodging: 502.00

Save Exit Window

» Take note of the Per Diem Rate for Lodging.

FY 2019 — Version 1.0.2 54




E2 Travel Intermediate Training Exercises

Step Action

v Now we need to add $25/day for Hotel Tax. This can be done individually in

each line of lodging or it can be done all at once by doing it through the Apply to
All Displayed Expenses:

1 Lodging Expenses
w Filter Options ~ ~ Apply ta All Displayed Expenses

i Lodging Site: Washington, DC, United States

Order by:| Date ¥ | | Sort Ascending = Seort Descending
Date Reimbursement Type Per Diem Rate Amount Allowed  Estimated Tax Pay To Day Off Shared Notes Alerts
23-Apr-2019 Per Diem v 251.00 251.00 251.00 25.00| | Traveler v
24-Apr-2019 Per Diem v 251.00 251.00 251.00 25.00| Traveler v
25-Apr-2019  Per Diem 251.00 0.00 0.00 0.00 No
Running Totals: 502.00 502.00 50.00
Total Estimated Lodging: 552.00

Save and Close Save Exit Window

» When finished click Save and Close

8 |The Step 4: Expenses screen of the authorization appears with the updated
lodging costs:

Step 4: Expenses w

Traveler Name: WENDELL SMITH  Trip ID; 308540  Authorization Status: - New Authorizatio

& Lodg have
Expense Infarmation

Agency Billed: 1510
Traveler

~
by Date v SorAscending  Sort Descending
Date Type Amount Deseripti Alerts dadify Cop: Delete
odgir
Remarkl Reduced:f)
Add New Expense

Bk o Step 3: Sne Details
» Click the Add New Expense link
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Step Action

8a |The Add New Expense pop-up window appears:
[

[ Add New Expense

Date of Expense:* 23-Apr-2019
Expense:* Select Expense Type b
Amount:* 0.00

Description:

Remark: Add an Optional Remark

Site of Expense: Allow selection of site based on date v

Required Save and Close Exit Window

Enter the Date of Expense (i.e. defaults to the beginning date of the trip)
Select the Expense

Enter the Amount

Enter a Description (if needed)

Click Save and New (if adding more expenses) or Save and Close (if
finished entering expenses)

Y VVYYVYY

Do each step above for the following:

Estimated Expenses

$315.00 = Round-trip air fare (Traveler)

$385.00 = Round-trip air fare (Guest)

$37.63 = TMC Transaction Fee per person

$251/day = Award Ceremony Guest Lodging

$(same amount) as Traveler = Award Ceremony Guest Meals and Incidentals
$25/day = Hotel Tax for Guest (added to the Guest Lodging Amount)

$100.00 = Taxi Fare per person

$25/flight = Checked Baggage Fee per person
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Step Action

Notes:

v' There is an area to put a remark to the expense; however we suggest you do not use the

remarks here. There is another area in which to put remarks.

Allow the system to choose the site of expense based on date.

Based upon the expense chosen, additional fields may show up that need to be filled out

as well.

v Internet and such fees should be listed under Business Center Services

v If you have expenses that are at the start of the trip that also need to be at the end of the
trip, like checked baggage, you can copy that expense to all dates or a specific one.

v/ Once some expenses have been entered, you have at the bottom of the expenses the
ability to see 10, 25, 50 or All expenses on the page.

AN

8b |The Step 4: Expenses screen of the authorization appears with the updated
expenses:

é‘-"“"'“”"" TRAVELER'STRIFS  TRAVELER'SPROFILE WENDELL SMITH // JOSHUA CARLSON +
f
TrpDasabosrd  Autharisstion
Step 4: Expenses o
Traveler Name: WENDELLSMITH  TrigiD: 308940  Authorization Status: New Authorization

&F Expense hasbees copled successtally.

Expense infarmation

Ddpng expense in Washington, DC, Unibed States incuding ledging taxes

190,00 MAIE expenss in Washingron, DL UaRed States Traveler

» Click Next Step
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Step Action

9 The Step 5: Accounting screen of the authorization appears:

éi’-"'““"”ﬁ TRAVELER'STRIPS  TRAVELER'S PROFILE

Trip Dashboard Authorization

1. Basic Information

2/ Reservation
3 Site Details Traveler Name: WENDELLSMITH  TripID: 308940  Authorization Status:  MNew Authorization

Step 5: Accounting «

4 Expenses

© Accounting
6. Travel Policy Accounting
7 summary

4L, Noaccount codes selected, Click the 'Select Account Codes’ link below to add an account code,

Q No account codes selected.
Other Actions

Remarks Select Account Cod

Attachments

Printable Authorization
Compact Printable
Authorization Save and Next Step Save Back to Step 4: Expenses
Dally Expenses Summary

Trip History
Add Mon-Federal Sponsor

» Click the Select Account Codes link
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Step Action

10 |[The Account Code Selection pop-up window appears:

Account Code Selection

| Select Account Codes Add Account Codes

Select Source Description Account Code Delete
Minor Customer FY 19 - ACCS1 51 0440000-000 2019-98-01-00-00-000 11-01-0006-02-00-00-00 Delete
Minor Customer FY 19 - ACCS2 51 0443000-000 2019-98-01-00-00-000 95-04-0000-00-00-00-00 Delete

Select and Close Select Exit Window

Use either the Favorites that may be listed or search for a code using the Add
Account Codes

» Select the Account Codes needed for this TA
» Click Select and Close or Add and Close (if only choosing one code)
» Click Select or Add (if only choosing multiple codes)
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Step Action

11 |The Step 5: Accounting screen of the authorization appears with the
accounting code(s) now associated to the authorization:

Step 5: Accounting «

Traveler Name: WENDELLSMITH  TripiD: 308940  Authorization Status: New Authorizatior

&P 1sccount codels) added to page.

Percent tAllocated  Add to Faverites Delete

Select Account Codes

» Click Save and Next Step

12 |The Step 6: Travel Policy screen of the authorization appears:

7] SoUhONS  TRAVELER'S TRWFS  TRAVELER'S PROFILE WENDELL SMITH // JOSHUA CARLSON w

W Toipilc 3054

colianss or gxpand all secrions

nfarmation Explanstion
Suwct
City Pair information -~

Al fares listed are one way fares por GSA City Pair Program

At the top of the screen you might see messages:

Red is an error, it must be fixed before moving on

Yellow is a warning, it’s just giving a heads up that something is missing
Green is everything is ok

Fill out anything that needs filling out

Click Save and Next Step

YVVYY
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Step

Action

13

The Step 7: Summary screen of the authorization appears:

,/LJ:“‘-'N'J W TRAVELER'STRIPS  TRAVELER'S PROFILE
TripDashbeard  Authorizaticn

1/ Easic information

Step 7: Summary w

Traveier Home: WENDELLSMITH  TripiD; 306540 Authonzation Status: New Aushormatio
- - Edit Details

6 Travel Policy

0 summary

Other Actions

Reservation - Edit Detally

O 1o reervations found

Site Detalls - Edit Detalls
[Site 1] Begin: Charlesten, SC, United States on 23-4pr.2018 to Washingtan, OC, United States

[Site 3] End: Wathington, DL, United Statas on 28-Apr-2018 13 Charleston, 52, United States

Expeaes - Edit Datalls

Review all parts
Add Any Remarks necessary for the trip
Add Any Attachments (like the Itinerary)

>
>
>
» Click Send to Approver

WENDELL SMITH // JOSHUA CARLSON »

collass of gxpand all secions

14

The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm
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Step Action

15 |A screen should appear with a message at the top stating the authorization has
been sent to the approver.

‘fj IB0ns  TRAVELER'STRIPS  TRAVELER'S PROFILE WENDELL SMITH // JOSHUA CARLSON w

AtaGlance  Trigs  LocalTravel  Open Asthorization  Grown Authorizaticn

() Authorizstion 308548 has been saccessfully sent to aporover.

Note on TV: If you have two expenses that happen on the same day, you can either
group those expenses together or you can enter them separately, just make sure to
enter the description of the expenses.
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Exercise 6: SAF (Creating TA that crosses Fiscal Years)

Objectives: e Create a Travel Authorization that crosses Fiscal Years.

Notes: The Subject to Available Funds (SAF) process was implemented to allow

preparers the ability to create, during the current Fiscal Year, authorizations for
trips where any or all dates fall under the New Fiscal Year.

Preparers need to be sure that the expenses are being allocated to the proper
accounting code for the fiscal year in which the expense is actually charged.

For all travel that goes into the new FY, the following statement must be in the
Remarks section of the document: Approval of travel scheduled to be
accomplished on or after October 1, 20##, is contingent upon the
availability of FY20## funds. No such travel may be undertaken or fiscal
obligations related to such travel may be incurred until such funds have
been appropriated and become legally available for obligation.

Instructions:  Execute the following steps:

You have been asked to do a training session in Dallas, TX from September 30"
through October 4™ You will also have travel days on either side. This trip spans the
current Fiscal Year and the new Fiscal Year. You need to be sure your expenses are
allocated to the correct Fiscal Year funding. Your authorization needs to include the
following costs:

Estimated Expenses

$428.41 = Round-trip air fare
$9.35 = Transaction Fee
$25/night = Hotel Tax

$150 = Taxi Fare

$50 = Check Baggage Fee
$15/day = Parking at Hotel
$50 = Laundry

$400 = Rental Car

$65= Gas
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Step

Action

1

From

the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

% _
éso'm'ons MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

At aGlance Trips Local Travel Open Autherization Group Authorization

F/AY
a=s Start a Travel Document

What would you like to do today? | Make Reservations v

To Do List Create Local Travel Claim

o

Make Reservations
Show Held Reservations
Create an Authonization

Create Open Authorization

Create Group Authorization
Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

In production, if you did not have a reservation set up, you would click Make Reservation
In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

For Training Purposes we will not be working with the Online Reservation System or
reservations
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Step Action
2 |The Stepl: Basic Information screen of the authorization appears:
é&""--'--"'- MYEZ MYAPPROVALS TRAVELFOROTHERS REPORTS ERIN K COBSS v
O Basic !"_ru""‘mg" Step 1: Basic Information
» Select the Type of Travel (i.e. Mission (Operational))
» Enter the Specific Travel Purpose (i.e. Travel Training in Dallas TX)
» Click Save and Next Step
Notes:
v/ The E2 Solutions travel system generates a Document Number for the Authorization.
v/ The E2 Solutions travel system generates a Trip Number that groups all travel
documents together.
v The Trip Number is the number that keeps the authorization and vouchers together and
is what is used to query for information.
3 | The Step 2: Reservation screen of the authorization appears:

ﬁ*‘-“':-“ MYEZ MYAPPROVALS TRAVELFOROTHERS REPORTS ERIN K COBBS

Step 2 : Reservation o

Other Actions

» Click Next Step

Notes:

v For training purposes we will be skipping this step.

v In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

v’ If you had a reservation already associated, this is the screen you'd go to in order to

view/change your reservation.
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Step

Action

4

The Step 3: Site Details screen of the authorization appears:

Step 3: Site Details v

Select the Departing Date (i.e.Sep 29)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Dallas TX)

Select the Returning Date (i.e. Oct 5)

Select the Arrival Time

Click Save and Next Step

YVVVVVYVYYVY

Notes:

v' For training purposes we will be entering information into this section.

v If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

v/ If changes occur to reservations, this screen is not automatically updated.
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Step

Action

5

The Step 4: Expenses screen of the authorization appears:

{‘*)-_/,i'bf-l--l'\"'-i MYEZ MYAPPROVALS TRAVELFOROTHERS REPORTS ERIN K COBBS v

Trip Dashboard  Authoriration
Step 4 : Expenses o
Traveler Name: ERIN K COBES Trip 1Dc 1166712 Authorization Status: New Authorization

& site detals informatian has baen saved sicoess fully.

Exparse tformation

Other Actions

Modify  Copy  Delete

Al Mew Experis

Add the following expenses:

$428.41 = Round-trip air fare
$9.35 = Transaction Fee
$25/night = Hotel Tax

$150 = Taxi Fare

$50 = Check Baggage Fee
$15/day = Parking at Hotel
$50 = Laundry

$400 = Rental Car

$65= Gas

Notes:

v/ The system will automatically populate your Lodging and Meals and Incidentals based off
the locations in your site details.

v"If you had a reservation tied to the authorization the system will automatically populate
the transportation costs (i.e. airfare, TMC fee and rental car)

v' The system will automatically put an expense cost for a Voucher Transaction Fee; this
however will not be actually charged until you file the voucher.
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Step

Action

6

The Step 4: Expenses screen of the authorization appears with the updated
expenses:

» Verify all expenses have been entered in the correct dates
» Click Next Step

The Step 5: Accounting screen of the authorization appears:

7
» Click the Select Account Codes link
8 | The pop-up window appears:

Select two ACCS codes

Click the Split Funding link

Click the Split By Expense Date link

Allocate current year expense dates with current year date (i.e. starting trip
date until 9/30)

Allocate new year expense dates with new year date (i.e. beginning 10/1 until
the ending trip date)

Click Save and Close,

YV VYV VVVYV
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Step

Action

9

The Step 5: Accounting screen of the authorization appears with the
accounting code now allocated:

{
@Zb('h" 05 MYEX MYAPPROVALS TRAVELFOROTMERS REPORTS ERIN K COBBS »

TripDashboard  Authorization

Step 5: Accounting o

Traveler Name: R KCOBES  TripiD: 1165712 Authorization Status: Mew Authorization

& split Funds scessbuly saved.
Aceoumiing
Deser Obligated Balance
GRANT: .o
00
Total $
masining amount to be allocated: 5
tad chaim amou s

Select Account Codes
Split Funding

Extras

» Click Save and Next Step

10

The Step 6: Travel Policy screen of the authorization appears:

(&) Accmuting Intoemation has Seen savee sccessfull.

Travel Pallcy Justifications A

Fraved Palicy Warnings -

YEA Fare

» Verify/change any errors
» Click Save and Next Step

FY 2019 — Version 1.0.2 69




E2 Travel Intermediate

Training Exercises

Step

Action

Notes:

v If selections were made that were in policy, this section would not have to be filled out.
v' Values in this area default from the reservation information.

11

The Step 7: Summary screen of the authorization appears:

ﬁs‘jl""‘"—':" MYE2Z MYAPPROVALS TRAVELFOROTHERS REPORTS

Trip Dashboard  Authariration

Step 7:Summary o

Traveler Name: ERNKCOBSS  TripiD: 1166712

Bagie Information - Edit Dutails

Ruseration - dit Details

€ 1o reservations found

Sibe Detalls - Edit Detalls

{5ite 1] Begin: DC, Undted B

ERINKCOBES w

Authorization Status: New Authorization

collagse or gpand all sections

{51t 7] Erel: Dallac, TX, Uril o D6-0ct 2018 o

Expueerars - Edlil Dtails

» Add Remarks
» Click Send to Approver

Notes:

v Remember you'll need to add the remarks for the end of year for any SAF TAs.

12

The Confirm Action pop-up will appear.

Confirm Actien

Do you want to proceed?

> Click Confirm
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Step Action

13 | The My E2 screen should appear with a message at the top stating the
authorization has been sent to the approver.

FY 2019 — Version 1.0.2 71




E2 Travel Intermediate Training Exercises

This page was intentionally left blank

FY 2019 — Version 1.0.2 72



E2 Travel Intermediate Training Exercises

Exercise 7: SAF (Creating TA that is in the New Fiscal Year)

Objectives: e Create a Travel Authorization that is created in the Current Fiscal
Year for a New Fiscal Year Trip.

Notes: The Subject to Available Funds (SAF) process was implemented to allow
preparers the ability to create, during the current Fiscal Year, authorizations for
trips where any or all dates fall under the New Fiscal Year.

Preparers need to be sure that the expenses are being allocated to the proper
accounting code for the fiscal year in which the expense is actually charged.

For all travel that goes into the new FY, the following statement must be in the
Remarks section of the document: Approval of travel scheduled to be
accomplished on or after October 1, 20##, is contingent upon the
availability of FY20## funds. No such travel may be undertaken or fiscal
obligations related to such travel may be incurred until such funds have
been appropriated and become legally available for obligation.

If you're paying airfare for the new FY trip with current FY funds, the following
remark needs to be added to the TA: “Approved to purchase Ticket for
FY20## with prior-year funds due to multi-year funding/no-year funding”

Instructions:  Execute the following steps:

You have been asked to do a training session in Miami, FL on October 8-9. Even
though this trip is in the new FY, you create your authorization in the current FY.
Normally the per diem rates are not updated until after October 1%. Depending on the
difference between the old FY and the new FY rates, you may have to go back and
amend the authorization. You will have travel days on either day of the training. The
authorization will need to include the following costs:

Estimated Expenses

$466.40 = Round-trip air fare
$9.35 = Transaction Fee
$25/day = Hotel Tax

$150 = Taxi Fare

$50 = Check Baggage Fee
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Step

Action

1

From

the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

% _
éso'm'ons MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

At aGlance Trips Local Travel Open Autherization Group Authorization

F/AY
a=s Start a Travel Document

What would you like to do today? | Make Reservations v

To Do List Create Local Travel Claim

o

Make Reservations
Show Held Reservations
Create an Authonization

Create Open Authorization

Create Group Authorization
Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

In production, if you did not have a reservation set up, you would click Make Reservation
In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

For Training Purposes we will not be working with the Online Reservation System or
reservations
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Step Action
2 |The Stepl: Basic Information screen of the authorization appears:
é&""--'--"'- MYEZ MYAPPROVALS TRAVELFOROTHERS REPORTS ERIN K COBSS v
O Basic !"_ru""‘mg" Step 1: Basic Information
» Select the Type of Travel (i.e. Mission (Operational)
» Enter the Specific Travel Purpose (i.e. Training Class in Miami FL)
» Click Save and Next Step
Notes:
v/ The E2 Solutions travel system generates a Document Number for the Authorization.
v/ The E2 Solutions travel system generates a Trip Number that groups all travel
documents together.
v The Trip Number is the number that keeps the authorization and vouchers together and
is what is used to query for information.
3 | The Step 2: Reservation screen of the authorization appears:

ﬁ‘-‘- lution TRAVELER'S TRIPS  TRAVELER'S PROFILE ERIN COBBS // ERIN COBBS w

& Bkne T Step 2 : Reservation o
€ Reservation

3 Traveler Name: ERINCOS85  TripiD: 1168600 Authorization Status

D tusic Information has been successfully updated.

Confirmation Number:

Other Actions

Next Step

» Click Next Step

Notes:

v For training purposes we will be skipping this step.

v"In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

v’ If you had a reservation already associated, this is the screen you'd go to in order to

view/change your reservation.

FY 2019 — Version 1.0.2

75




E2 Travel Intermediate

Training Exercises

Step

Action

4

The Step 3: Site Details screen of the authorization appears:

e olusbon
s TRAVELER'S TRIFS  TRAVELER'S PROFILE ERIN COBES // ERIN COBBS v

TroDmhbosnd  Butherisstion

Select the Departing Date (i.e. Oct 7)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Miami FL)

Select the Returning Date (i.e. Oct 10)

Select the Arrival Time

Click Save and Next Step

YVVVVVVY

Notes:

v For training purposes we will be entering information into this section.

v If there is a reservation associated to the autharization this information will automatically

fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.
v If changes occur to reservations, this screen is not automatically updated.
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5

The Step 4: Expenses screen of the authorization appears:

Haat Saep

Add the following expenses:

$466.40 = Round-trip air fare
$9.35 = Transaction Fee
$25/day = Hotel Tax

$150 = Taxi Fare

$50 = Check Baggage Fee

ERIN COBES // ERIN COBBS w

Notes:

v' The system will automatically populate your Lodging and Meals and Incidentals based off

the locations in your site details.

v'If you had a reservation tied to the authorization the system will automatically populate

the transportation costs (i.e. airfare, TMC fee and rental car)

v' The system will automatically put an expense cost for a Voucher Transaction Fee; this

however will not be actually charged until you file the voucher.

v/ Even though you may be paying common carrier costs with current year funding, the

expense date will still remain within the date range of the trip.

The Step 4: Expenses screen of the authorization appears with the updated

expenses:

» Verify all expenses have been entered with the correct dates

» Click Next Step
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Step Action

v The Step 5: Accounting screen of the authorization appears:

Trip Dashboard  Asthorizakion

Step 5: Accounting o

> Click the Select Account Codes link

8 | The pop-up window appears:

Select two ACCS codes (current & new FY)

Click the Split Funding link

Allocate common carrier costs to current FY accounting
Allocate new year expenses to the new FY accounting
Click Save and Close

YVVYVYY

9 |The Step 5: Accounting screen of the authorization appears with the
accounting code now allocated:

Step 5 : Accounting w

Traveler Name: ERINCOBES  TripiD: 1166310  Authorization Statws: Mew Authorization

) split Funds successfully saved.

Accounting
Description Account Cade Obligated Balance Amount Allocated Percent Allocated Add to Favarites Delete
$0.00 $473.92 34029
$0.00 $919.10 BEOEN Add Delete
Total: 00
Remalning amouwnt to be allocated:
Total claim amount:
Select Account Codes
Split Funding

Sarve: and Next Step Savee Clear Spht Funding

» Click Save and Next Step
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Action

10

The Step 6: Travel Policy screen of the authorization appears:

ﬁ*“-"—fl“'c-* TRAVELER'STRIPS  TRAVELER'S PROFILE

Trip Dushboard  Authorization

Step 6! Travel Policy o

Traveler Name: ERIN COBBS  TripiD: 1166910

3 g Travel Policy Justifications
O Travel Policy

7. Sumsmary Policy tem
Air Cabin Chass
Other Actions

Fermarks
Teavel Policy Wamings

Policy mem

Lerwest Legiead Airfare

City Pale Infsematioe

Extras All fares listed are one way fares per GSA City Pair Program.

City Pair

Save and Next Slep

» Verify/change any errors
» Click Remarks

Authorization Status:

Mew Autharization

Infarmatian Explanation
Coath v | within poiicy
information

Mo commercial air reservation.

YA Fare

ERIN COBBS // ERIN COBBS w

tollapse or expand all sections

-~

-CA Fare

Notes:
v

v" Values in this area default from the reservation information.

If selections were made that were in policy, this section would not have to be filled out.
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11

Remarks screen appears — add all remarks needed for this TA. Including the
statement if you're paying for common carrier costs with current year funding:

v
Remarks for 1165513

View Remarks Add Remarks

Note: Remarks cannot be edited or deleted. Review all information before proceeding.

Allowed: Aa-Zz0-95(})/:7@,." _-

Approval of travel scheduled to be accomplished on or after October
1,2018, is contingent upon the availability of FY2819 funds. No such
travel may be undertaken or fiscal obligations related to such travel
may be incurred until such funds have been appropriated and become
legally available for obligation

Approved to purchase Ticket for FY 2019 with prior-year funds due to
multi-year funding/no-year funding

1588 characters left.

Save Exit Window

» Click Save and Close
» Click Save and Next Step
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Step

Action

12

The Step 7: Summary screen of the authorization appears:

1 P
(’0-‘* WHONS  TRAVELER'S TRIPS  TRAVELER'S PROFILE ERIN COBBS // ERIN COBBS »
TripDashboard  Authorization
1 Ba .
Step 7:Summary o
2
3 s Traveler Name: ERIN COBES TripiD: 1186370 Authorizstion Status: New Authorizati
4 CONEaRS £X03T e
5 Baséc information - Edil Details -
& 5
© summary Type o
o
Other Actions
Resarvation - Uit Dedails s
Sibe Details - Edit Detasts -
ISitn 1] Bagin: Waynasharn, P, United States on 01-0ct- 2018 b Mismi, FL, United States £ 3
[Site 7] End: Minmi, FL, United St o4 y , PA, United S o
Expenses - Efit Detalls a
Ageney Bfled:  450.02

> Review all sections
» Click Send to Approver

13

The Confirm Action pop-up will appear.

Confirm Action

Do you want o proceed?

> Click Confirm

14

The My E2 screen should appear with a message at the top stating the
authorization has been sent to the approver.
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Exercise #8: Pre-Paid Expense Authorization with Meals Included

Objectives: e Create a TA with a pre-paid expenses
e Understand how to deduct per diem when meals are included

e Navigate each step of the TA

Notes: A pre-paid Travel expense is an expense directly related to a specific
Temporary Duty (TDY) assignment which is incurred prior to the start of
travel. It is extremely important to note the Federal Travel Regulations (FTR)
and NOAA Travel Policy limits the types of expenses a traveler is allowed to
claim in advance of travel. Therefore, not all travel expenses qualify as a
legitimate pre-paid expense.

As a precaution, when in doubt, travelers should seek guidance from either
their Travel Manager Group Administrator or the NOAA Travel Policy Office
prior to incurring any expense(s) in advance of travel.

Any documentation pertaining to the pre-paid expense should be attached to
the authorization and remarks entered about it.

Chapter 8, Section 2, item iv in the NOAA Travel Regulations state specifically
for registration fees that must be procured in advance of travel can be claimed
as long as the following statement is entered in the Remarks area: “Pre-paid
Registration Fee Authorized”

Instructions: Execute the following steps:

You've been asked to attend a seminar in Salt Lake City, UT on July 16-18 and travel
days on either side. There is a registration fee that is required up front that includes
breakfast and lunch so it will need to be placed on your travel card.

Estimated Expenses

$345.89 = Round-trip air fare
$9.35 = Transaction Fee
$5000 = Registration Fee
$200 = Taxi

$50 = Check Baggage Fee
$25/night hotel tax
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Step

Action

1

From

the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

% _
éso'm'ons MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

At aGlance Trips Local Travel QOpen Autherization Group Authorization

-:éE Start a Travel Document

What would you like to do today? | Make Reservations v

To Do List Create Local Travel Claim

o

Make Reservations
Show Held Reservations
Creale an Authorization

Create Open Authorization

Create Group Authorization
Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

In production, if you did not have a reservation set up, you would click Make Reservation
In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

For Training Purposes we will not be working with the Online Reservation System or
reservations
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Step

Action

2

The Stepl: Basic Information screen of the authorization appears:

% _
éSO'Ut'D”S MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Basic Inf ti . .
T Step 1: Basic Information o

2) Reservation
Traveler Name: MICHAELWILEY  TripID: New  Authorization Status: New

3/ Site Details

4) Expenses Basic Information

5) Accounting

B
6) Travel Policy Type of Travel: Select Type of Travel... v
ifi &
7) Summary Specific Travel Purpose:
Document Number: (System Assigned)

Extras
Trips List *Required

Delete Authorization not
allowed at this time

Printable Profile Save and Next Step Save

» Select the Type of Travel (i.e. Mission)
» Enter the Specific Travel Purpose (i.e. Seminar on El Nino)
» Click Save and Next Step

Notes:

v' The E2 Solutions travel system generates a Document Number for the Authorization.

v/ The E2 Solutions travel system generates a Trip Number that groups all travel
documents together.

v The Trip Number is the number that keeps the authorization and vouchers together and
is what is used to query for information.
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Step Action

3 |The Step 2: Reservation screen of the authorization appears:
55‘3'1'*‘0”5' TRAVELER'STRIPS ~ TRAVELER'S PROFILE
Trip Dashboard Authorization

Basic Information

! Step 2 : Reservation @
9 Reservation

3

4

5

6

7

Site Details Traveler Name: MICHAEL WILEY Trip ID: 308262 Authorization Status: New Authorization

Expenses

Accounting a Basic Information has been successfully updated.

Travel Policy Confirmation Number:

summary. Make New Reservation
Manage Trip Reservations

Other Actions

R k = i i
L= Mext Step Back to Step 1: Basic Information
Attachments

Daily Expenses Summary

Trip History
Add Non-Federal Sponsor
Wiew Routing History

Travel Agent Assistance

» Click Next Step

Notes:

v' For training purposes we will be skipping this step.

v'In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

v If you had a reservation already associated, this is the screen you'd go to in order to
view/change your reservation.
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Step Action

4 | The Step 3: Site Details screen of the authorization appears:
550|Ut10ns' TRAVELER'STRIPS  TRAVELER'S PROFILE

Trip Dashboard Authorization

1/ Basic Inf ti . .
Ssicormaten Step 3 : Site Details ©
2| Reservation

e Site Details Traveler Mame: MICHAEL WILEY  Trip ID: 308262  Authorization 5tatus: New Authaorization

4! Expenses

5/ Accounting . ) . X
[Site 1] Begin: Washington, DC, United States
6 Travel Policy
7/ Summary. Departing Date:* -—
Departing Time:* Moming - 03:00 AM v
Other Actions . . .
Departing From: * Washington, DC, United States &
Remarks
Attachments Going Toc* .
Daily Expenses Summary Arrival Date:* =
nip History Mode of Transportation:* | Commercial Plane v
Add Non-Federal Sponsor .
View Routing Histary Reason For Stop: Temporary Duty
Travel Agent Assistance
Extras Add Site Add Break
Trips List
Create Trip Template [Site 2] End: to Washington, DC, United States
Delete Authorization
Printable Profile Returning Date:* [l
Returning From:
Returning To:* Washington, DC, United States .
Arrival Date:* =
Arrival Time:** Select A
Mode of Transportation:* | Commercial Plane v
*Required

**Required if trip duration is less than three days

Save and Next Step Save Back to Step 2: Reservation

Select the Departing Date (i.e. July 15)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Salt Lake)

Select the Returning Date (i.e. July 19)

Select the Arrival Time

Click Save and Next Step

YVVVVVVY
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Step Action
Notes:

v" For training purposes we will be entering information into this section.

v' If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

v If changes occur to reservations, this screen is not automatically updated.

5 |The Step 4: Expenses screen of the authorization appears:

Step 4 : Expenses u

Add the following:

Estimated Expenses

$345.89 = Round-trip air fare

$9.35 = Transaction Fee

$5000 = Registration Fee (Conference/Registration Fee Non Fed)
$200 = Taxi

$50 = Check Baggage Fee (per flight segment)

$25/night hotel tax

Notes:

v

v

The system will automatically populate your Lodging and Meals and Incidentals based off
the locations in your site details.

If you had a reservation tied to the authorization the system will automatically populate
the transportation costs (i.e. airfare, TMC fee and rental car)

The system will automatically put an expense cost for a Voucher Transaction Fee; this
however will not be actually charged until you file the voucher.

For evacuation travel, you'll need to calculate the Lodging and Meals and Incidentals for
the family and then add those costs as a separate expense from the traveler.

Costs for the traveler should be entered first, before any other travelling companion(s).
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Step Action

6 | Now because the registration fee includes breakfast and lunch you’ll need to
deduct that from the M&IE per diem costs. To do that Click on Modify for the
M&IE line.

7 The Meals and Incidental Expenses pop-up appears:

Meals and Incidental Expenses
w filter Options = w Apply to All Displayed Expenses

Meals and Incidentals Site: Salt Lake City, UT, United States

Order by: | Date ¥ | | Sort Ascending = Sort Descending
[
Date Reimbursement Diz:: Per Diem ME&IE Breakfast Lunch Dinner No Official pay To Notes
Type Meals Incidentals Amount Provided Provided Provided Incidentals Day Off Y
15. .
Jul- Per Diem A 51.00 5.00 42 .00 Traveler v
2019
15 .
ju. | PerDiem ¥ | s1.00 5.00 56.00 Traveler v
2019
Jul- Per Diem v 51.00 5.00 S6.00 Traveler v
2019
15 .
Jul- Per Diem v 51.00 5.00 56.00 Traveler w
2019 -

Save and Close Save Exit Window

» Check the boxes for breakfast and lunch (i.e. July 16-18)
» When finished click Save and Close
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Step Action
8 |The Step 4: Expenses screen of the authorization appears with the updated
M&IE costs:
Step 4 : Expenses o
» Click Next Step
9 The Step 5: Accounting screen of the authorization appears:
ébs‘)'”tm”s' TRAVELER'S TRIPS ~ TRAVELER'S PROFILE
Trip Dashboard Autherization
1. Basic Information Step S:Accounting @
2| Reservation
3| Site Details Traveler Name: MICHAEL WILEY Trip ID: 308262 Authorization Status: New Authorization
4. Expenses
9 Accounting 2L, Moaccount codes selected. Click the 'Select Account Codes’ link below to add an account code.
6 Travel Policy
Accounting
7. Summary
T o No account codes selected.
Remarks
Attachments Select Account Codes
Printable Authorization
Compact Printable
Authaorization
Daily Expenses Summary Save Back 1o Step 4: Evpenses
Trip History
Add Non-Federal Sponsor
View Routing History
Travel Agent Assistance
» Add the Accounting for this authorization
» Click Save and Next Step
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Step

Action

10

The Step 6: Travel Policy screen of the authorization appears:

Step &: Travel Policy w

At the top of the screen you might see messages:

Red is an error, it must be fixed before moving on

Yellow is a warning, it’s just giving a heads up that something is missing
Green is everything is ok

Fill out anything that needs filling out

Click Save and Next Step

YVVYYY
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Step

Action

11

The Step 7: Summary screen of the authorization appears:

Step 7: Summary w

» Review all parts

» Add Any Remarks necessary for the trip

» Add Any Attachments (like the Itinerary or registration receipt)
» Click Send to Approver

12

The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm
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Step Action

19 |The My E2 screen should appear with a message at the top stating the
authorization has been sent to the approver.

é‘a‘ohlhons TRAVELER'STRIPS ~ TRAVELER'S PROFILE

At a Glance Trips Local Travel Open Authorization Group Authorization

a Authorization 308262 has been successfully sent to approver.

APPROVE THIS AUTHORIZATION PRIOR TO MOVING ON — USE EX 3 FOR THE
STEPS
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Exercise #9: Pre-Paid Travel Voucher

Objectives: e Create a Travel Voucher for a Pre-Paid Expense

¢ Navigate each step of the TV

Notes: A pre-paid expense claim is only necessary if a traveler chooses to be
reimbursed for a pre-paid travel expense in advance of travel. If a traveler
prefers to wait or circumstances prevent a pre-paid expense claim from being
processed until the end of the TDY assignment, the pre-paid expense can be

claimed as a normal expense (i.e., Lodging vs. Pre-Paid Lodging) on a regular
Travel Voucher.

However, if you are reimbursed the advance expense, but fail to perform the
scheduled official travel for reasons not acceptable to your agency, resulting in
forfeit of the deposit, you are indebted to the Government for that amount and
must repay it in a manner prescribed by your agency.

Instructions: Execute the following steps:

Your seminar hasn’t happened, yet, but the registration fee is coming due on your credit card.
So you'll file a pre-paid travel voucher.

Step Action

1 |From the My E2 screen:
» Click on Trips

f.
2, 5
@ SOlUbioNs’  Mygz MY APPROVALS TRAVELFOROTHERS REPORTS MICHAEL WILEY w

AtaGlance  Trips  LlocalTravel  OpenAuthorlzation  Growp Authorizatlon

o1, Yeuhave 8,981 day(s) te change your passwerd, Access your E2 Profile and cheese a new passwerd,
e )
%7 Start a Travel Document Bulleting

A.30-May-2018: Remember to always baok a FedRioams hatel with your

What would you like to do teday?  Make Reservations v Go trip

A10-Dec-2015: Once you access your E2 account for the first time, click
Profile to view and...read more

To Do List

Pending Approvals

reate Voucher for Travel Authorization 307815 Evacuation Orders due to Hurricane to Galnesville, FL, United States
departing 12-Aug-201
departing 12-Aug-2018. 0 Mo pending approvals found.

Additional Notices

0 No additional notices found.

Make this my default page
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Step

Action

Notes:

v" Under the To Do List you may have a link that will take you to create your voucher.
v' Travel Arranger go to Travel For Others, select your traveler to view their trips.

The Trips tab shows authorizations and vouchers that are consolidated under a single

Trip ID number:

5501\“'01‘5 TRAVELER'STRIPS  TRAVELER'S PROFILE

AtaGlance Trips Local Travel Dpen izatis Group
W Filter
Order by: Dy Date v | Sort o Sart D dhing

Trip 1d OAIGAS Destination Departure Date

310960 Chicago, IL, United States 04-Dec-2018
310964 Boulder, CO, United States 12-Nov-2018
3noea Chicago. IL, United States 23-0ct-2018
110982 Salt Lake City, UT, United States 154ul-2018
310963 Slidell, LA, United States 23-Apr-2018
310965 Portland, OR, United States 07-Jan-2018

Starl a Mow Authorization Make Reservations

Show Held Reservation

Purpose

Conducting Travel Training in Chicage, IL
Site Visit Boulder CO

Training in Chicago, IL for travel
Seminar in SLCUT

Site Visit Stennis.

Site Vislt to Portland, OR and Seattle, WA

Copy From Ancther Trip

» Click Show for the document (i.e. Seminar trip)

MICHAEL WILEY // MATTHEW JONES »

Approver Auth  Voucher Advance  Show Copy Trip Archive

Copy
s Cany
w’ Copy
v ahow Lony
200 Cony
L Show Cony
& InProgress = = Revised Pending =+ Complete 3 Canceled
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E2 Travel Intermediate

Training Exercises

Step

3

Action

Trip Dashboard

Queick Links.
= availabin
Extras

Cancel Trip

Creae Trip Temglace.

-

é}fm'u"ﬁnﬁ TRAVELER'S TRIPS  TRAVELER'S PROFILE

Trip Dashboard
Traveter Name: MICHA

ELWILEY  TripiD: 310983

Aulborisations

Hegin Date End Date

154ul-2019 194ut2019 0ees

Amend Authosization

Comparathe Trigs

Vesthera

@ There are novouchers assocated with this i,

Create Pro.Trip Voucher Croate Vouches

Advances
@ Trere ace 0o advances associated with this trip,

= R—

The Trip Dashboard screen appears:

it Status

Aaproved - Ubligation Azcsgted

Thara are ne comparative trips acsociatad with this trip,

MICHAEL WILEY // MATTHEW JONES v

collapse or gxpand all sections

-~

» Click Create Pre-Trip Voucher
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E2 Travel Intermediate Training Exercises

Step Action

4 | The Stepl: Voucher Basic Information screen appears:
éSolutmnS' TRAVELER'STRIPS ~ TRAVELER'S PROFILE

Trip Dashboard Voucher

s

o Basic Information

Step 1:Voucher Basic Information @
2 Expenses

3 Accounting Traveler Name: MICHAELWILEY ~ Trip ID: 310983  Voucher ID: Voucher Type: Pre-Trip  Voucher Status: New

4 summary
ary Basic Information

Extras

Type of Travel: Mission (Operational)
s e Specific Travel Purpose: Seminar in SLC UT
Printable Profile . .

Trip Begin Date: 15-ul-2019

Trip End Date: 19-ul-2019

Claim Expenses Between:

- e
End Date:* 12-Mar-2019 i
Document Number: (System Assigned)
*Required

Save and Next Step Save

» Verify/change the End Date (should default to current date and can’t change that)
» Click Save and Next Step
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E2 Travel Intermediate

Training Exercises

Step

5

1" Bagic information

O expenses

4 Surnmary

@

The Step 2: Voucher Expenses screen appears:

23 Solubions
é;s“"" ON%  TRAVELER'S TRIPS  TRAVELER'S PROFILE
Trig Doskboord  Woucher

Step 2 : Voucher Expenses o

3 Accounting Traeler Name: MICHAEL WILEY

Other Actions

Deleze Voucher

Fnenasie Fredse

Moxt Stop

Experie Infor mation

Agercy Rilled: 1510

v | | SortAscendng | Sart Descending

Asnaunt:
W Filter Opticy
Cirder by | Date
Date Type
Mar-2019
Extras
P Bald Hew Expense
Crese Trip Temglace:

» Click Add New Expense

MICHAEL WILEY // MATTHEW JONES v

Pay To Hleres Madity Copy Delete
Agerey Biled

Atachment®) Remarkl Reducecf
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E2 Travel Intermediate

Training Exercises

Step Action

6 |The Add New Expense screen appears:

Add New Expense

Mua Stap Rick 19 Sap 3 Bagic Infarmasian

» Click Next Step

0| L7
Add New Expense
Date of Expense:® |12-Mar-2019 2=
Expense: Select Expense Type v
Amount:* oo
Description:
Remark: Add an Optional Remark
Receipt: Add Receipt
| Size Limit: 10 Megabytes - Allowed Types: PDF JPG JPEG, GIF TIFF,TIF, PNG,BMP XL5 XL5X, DOC DOCK, TXT
i
Sie OEEXjerEs: Allow selection of site based on date v
*=Required Save and Close Exit Window
» Add the $5000 registration fee
» Click Save and Close
7 |The Step 4: Expenses screen is updated:
é?‘s:lui-nnc MYEZ MYAPPROVALS TRAVELFOROTMERS REPORTS MICHALL WILEY v
Trip Daskbosrd  Veuches
| Baclmilen  gran 3 :Vioucher Expenses
© Expenses
3 AQ " Traveler Name: MICHAEL WiLEY Trip ID= 310583 Voucher ID: 1 Voucher Type: Pre-Trip 'ouscher Stanus;  Cpen Voo Jeliga
4 5u Expense Inlormstion
Other Actions. Agoncy Billed:
s,
Data v ot Ascending | Ser Dessendig
Date Type Pay To Aberts Mty Copy Deléte
Trawler Mo LCoe Rl
1518 Voucher Transsction Fee Ageray Bited
Artachment#] Remark: T Reduced 8
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E2 Travel Intermediate Training Exercises

Step

Action

8

The Step 3: Voucher Accounting screen appears:

530""13"'5 MYEZ MYAPPROVALS  TRAVEL FOROTHERS  REPORTS MICHAEL WILEY v
Trip Dashboard  Viuther
1. Bk information .
Step 3 : Voucher Accounting w
2. Expenses
© sccounting Traveler Name: MSCHAILWHEY  TripiD: 310383  VoucherlD: |  Voucher Type: FreTrip  Voucher Suanus: Dpen Voucher - Dbligasion Accepsed
4. Summary Aosounting
Dther Actions Deseripnian [
Remarks FY 19+ ACCSY QK0 be
Salect Account Codes
Save and Next Stop  [EESS Btk 1o Sien 2 Exeres
Extras
» Click Save and Next Step
9 |The Step 4: Voucher Summary screen appears:
2,
&Sﬂllll'b!'h MYEZ MYAPPROVALS TRAVELFOROTHERS —REPORTS MICHAEL WILEY W

Toip Dashboard  Voucher

1 Basic information

Step 4 : Voucher Summary o
2

313 ing

1 Trwweier Mo MICHAEL WILEY  Tripl0: 310683 VoucheriDi | Voucher Type: Bre-Tap  Voucher Statun: Cpaen Viucher - Obligasion Accepeed
O summary

0 than 575, rlod Imonths,

Other Actions

D Accounting infermnation has been saved succeschully,

callanst or expand all sections

Basic Informatian - Edil Details

Type of Trave

specific Travel Purpose:

Trip Degin Date:

Trip End Date: 19403019
Clalm Expenses Between:
End Date: 2-Mar-2019

Documens Number: (System Assiprad)

Expenues - Eifil Detalls

Agency Biled

Traveler:

Armount:

Gveler by | Data v | SaAstending | Soa Descending

Date Type Aencuns Deseription Pay Ta Meres Show
o 2adardong  COnSeencaRegnasion i _—

» Add Receipt
» Add Remarks
» Click Send to Approver/Traveler (depending on who'’s creating the voucher)
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E2 Travel Intermediate Training Exercises

Step Action

10 |The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm

Note: Traveler will have a statement on their Confirm screen

11 |The Trip Dashboard now should have up at the top that the voucher has been sent to
the approver/traveler.
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E2 Travel Intermediate Training Exercises

Exercise #10: Create TA Incorporating Multiple Locations (Domestic
& Foreign)

Objectives: e Create a Basic Travel Authorization (TA)
¢ Navigate each step of the TA

e Understand the steps when you combine Domestic and Foreign
Locations
Instructions: Execute the following steps:
You are going to a site visit in Buffalo NY on July 9". Then you have to head to Dublin Ireland

on the 13" and be there for the next week, coming back on July 19"™. You will have a travel day
on either day of the trip. Your authorization will need to include the following costs:

Estimated Expenses

$3410.53 = Round-trip air fare
$39.19 = Transaction Fee

$150 for Taxi to and from Airport
$100 Checked Baggage Fees
$100 laundry (Buffalo)

$25/day Hotel Tax (Buffalo)
$274.85 for Rental Car in Buffalo
$65 for Rental Car Gas

$500 for Taxi in Dublin
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E2 Travel Intermediate Training Exercises

Step

Action

1

From the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

% _
éSO'Ut'D”S MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

At aGlance Trips Local Travel Open Authoerization Group Authorization

Finy
a== Start a Travel Document

What would you like to do today? | Make Reservations v

Make Reservations
Show Held Reservations

Create an Authonization

To Do List Create Local Travel Claim
Create Open Authorization
Create Group Authorization
6 Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

v"In production, if you did not have a reservation set up, you would click Make Reservation

v In production, if you called the TMC, you would create your authorization and then associate the
reservation to the authorization.

v In production, if you had made your own reservation, but didn’t create an authorization at the time
of the reservation, you can still add it by going to held reservations and then create the

authorization.
v" For Training Purposes we will not be working with the Online Reservation System or reservations
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E2 Travel Intermediate Training Exercises

Step

Action

2

The Stepl: Basic Information screen of the authorization appears:

é}SOMtIOnS' TRAVELER'S TRIPS  TRAVELER'S PROFILE

o Basic Information

Step 1: Basic Information «

2 | Reservation

3 Site Details Traveler Name: WENDELL SMITH  Trip ID: New  Authorization Status: New
4 Expenses Basic Information

5/ Accounting

6 Travel Policy Type of Travel:* Select Type of Travel . v
7 ) Summary Specific Travel Purpose:®

Document Number: (System Assigned)

Extras

Trips List *Required

Delete Authorization not
allowed at this time

Printable Profil
finkabie Frotie Save and Next Step Save

Privacy Policy

» Select the Type of Travel (i.e. Mission)
» Enter the Specific Travel Purpose (i.e. Site Visit to Buffalo, NY and Dublin, IE)
» Click Save and Next Step

Notes:

v
v

v

The E2 Solutions travel system generates a Document Number for the Authorization.

The E2 Solutions travel system generates a Trip Number that groups all travel documents
together.

The Trip Number is the number that keeps the authorization and vouchers together and is what is
used to query for information.
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E2 Travel Intermediate Training Exercises

Step Action

3 | The Step 2: Reservation screen of the authorization appears:

A2 .
éSQIutlons TRAVELER'S TRIPS =~ TRAVELER'S PROFILE

Trip Dashboard ~ Authorization

1 Basic Information .
Step 2 : Reservation &
e Reservation
3 | Site Details Traveler Name: WEMNDELL SMITH  Trip ID: 310100  Awuthorization Status: New Authcrization
4 Expenses
5 Accounting a Basic Information has been successfully updated.
6) Travel Policy, Confirmation Number:
7. summary. Make New Reservation

Manage Trip Reservations

Other Actions

Remarks
Next Step Back wo Step 1: Basic Information
Artachments

Daily Expenses Summary

Trip History
Add Nen-Federal Sponsor

» Click Next Step

Notes:

v For training purposes we will be skipping this step.

v In Production, this is the step you would be using if you had made a reservation outside of the
system and needed to associate it to the authorization by using Manage Trip Reservations.

v’ If you had a reservation already associated, this is the screen you'd go to in order to view/change

your reservation.
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E2 Travel Intermediate

Training Exercises

Step

Action

4a

The Step 3: Site Details screen of the authorization appears:

YVVVVY

7 )
é Solutions”  TRAVELER'STRIPS ~ TRAVELER'S PROFILE
Trip Dashboard Authorization

1. Basic Information

Step 3: Site Details @

2 Reservation
e Site Details Traveler Name: WENDELL SMITH Trip ID: 310100 Authorization Status: MNew Authorization
4/ Expenses
5/ Accounting . . " .
[Site 1] Begin: Washington, DC, United States
6 Travel Policy
7/ summary Departing Date:* -
Departing Time:* Moming - 08:00 AM v
Other Actions . . .
Departing From: * Washington, DC, United States
Remarks
i *
Attachments Going To:
Daily Expenses Summary Arrival Date:® -
U] PETTy) Mode of Transportation:* | Commercial Plane
Add Non-Federal Sponsor
o = rary
View Routing Hiscory Reason For Stop: Temparary Duty
Travel Agent Assistance
Extras Add Site Add Break
Trips List
Create Trip Template [Site 2] End: to Washington, DC, United States
Delete Authorization
HTmEIHRETTE Returning Date:* -
Returning From:
Returning To:* Washington, DC, United States

Arrival Date:* —

Arrival Time:** Select v

Mode of Transportation:* | Commercial Plane

*Required
**Required if trip duration is less than three days

Save and Next Step Save Back to Step 2: Reservation

Select the Departing Date (i.e. July 8)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)

Enter the Going To (i.e. Buffalo, NY)
Click Add Site
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E2 Travel Intermediate

Training Exercises

Step Action
4b | The Site 2 part of the screen appears:
[Site 2] From: Buffalo, NY, United States
Departing Date:* 09-Jul-2018 -
Departing Time:* Morning - 08:00 AM ¥
Departing From: Buffalo, NY, United States
Going To:* &
Arrival Date:® 09-Jul-2018 —
Mode of Transportation:* | Commercial Plane
Reason For Stop:* Temporary Duty v
Add Site Add Break

» Select the Departing Date (i.e. July 13)

» Select the Departing Time (i.e. defaults to morning)

» Change the Departing From if needed (i.e. defaults the Site 1)

» Enter the Going To (i.e. Dublin, IE)

» Scroll down
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E2 Travel Intermediate Training Exercises

Step

Action

4c

[Site 3] End: Dublin, Ireland on 13-Jul-2018 to Washington, DC, United States

Returning Date:* 13-Jul-2018 ==
Returning From: Dublin, Ireland
Returning To:* Washington, DC, United States .
Arrival Date:* 09-Jul-2018 —
Arrival Time:** Select ¥
Mode of Transportation:* | Commercial Plane v
*Required

**Required if trip duration is less than three days

Save and Next Step Save Back to Step 2: Reservation

» Select the Returning Date (i.e. Jul 19)
» Select the Arrival Time
» Click Save and Next Step

Notes:

v
v

For training purposes we will be entering information into this section.

If there is a reservation associated to the authorization this information will automatically fill out
based off the reservation, but it should still be looked at to make sure all information is correct for
per diem purposes.

If changes occur to reservations, this screen is not automatically updated.
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E2 Travel Intermediate Training Exercises

Step

Action

5

The Step 4: Expenses screen of the authorization appears:
gs-ﬂ'"-‘-i"-‘ TRAVELER'S TRIPS ~ TRAVELER'S PROFILE WENDELL SMITH // JOSHUA CARLEON v

Step 4: Expenses

Traveler Name: Wi

Other Actions

Agld Wew Expenye

When multiple locations are added on the Site Details, the expenses will then break out
the lodging and M&IE for each location. So this means you’ll have to enter your hotel
tax per location (except for foreign locations). So add the following expenses:

$3410.53 = Round-trip air fare
$39.19 = Transaction Fee

$150 for Taxi to and from Airport
$100 Checked Baggage Fees
$100 laundry (Buffalo)

$25/day for Hotel Tax (Buffalo)
$274.85 for Rental Car in Buffalo
$65 for Rental Car Gas

$500 for Taxi in Dublin

» Verify all expenses have been entered
» Click Next Step
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E2 Travel Intermediate

Training Exercises

Step

Action

6 |The Step 4: Expenses screen of the authorization appears with the updated expenses:

é"w"““‘“ TRAVELER'S TRIPS  TRAVELER'S PROFILE

Trip Dashbasd  Authorization

7 Summary

Other Actions

Checked Bag Fee.

a1e

0B-jut-2010
Extras 0852018

0t 2018

Demessc Only

132018 Lodpng

Meals and Incidersals

Vigueher Tramsaczion fee

» Click Next Step

by | Diste ¥ | | Sort Ascendng
Type
hurtne Comumean Carrine

1) B inforrmation
Step 4 : EXpenses o

21 Besenation

3| Site Details Teavelar Name: WERDELLSMITH  TripiD: 310000 Authorisation Statae:  hiew Autbarization
O penses Fupante Information

5 Accountiog

) Travel Foiicy Agency Siled: 280,30

: Traveler:  2520.8%

Seet Deanding

PayTa

31053 Agency Rillmd
100.00 Travele:

£5.00
5, se in Bulfala, NY, Unived Scates including lodging tawes v

e St urie
Traveler

2267 Agency Blled
150,00 Te ard freen airpert from bome Traveles
100.00 Traveler
146400 Lodgng expbnie in Dublin, ineland incuding ladging taxes Traveler
S18,00 MEIE expenge in Gublin, Ireang Traveler
500.00 Travales

1810 Voucher Transaczion Fee Agency Biled

» Verify all expenses have been entered

WENDELL SMITH // |OSHUA CARLSON w

fsers Moty Copy Delete
docd Dkt
Deleze
Delese
Madity Looy Deic
Mogidhy Lo Deie
Medsy
Moty
Moty ey Delece
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E2 Travel Intermediate Training Exercises

Step

Action

7

The Step 5: Accounting screen of the authorization appears:

&WU“G”S' TRAVELER'S TRIPS  TRAVELER'S PROFILE
Trip Dashboard Authorization

1 Basic Information Step 5- Accaunting @

2 ' Reservation
3 | Site Details Traveler Name: WENDELLSMITH  Trip ID: 310100  Authorization Status: MNew Authorization

4 | Expenses

9 Accounting
6 ' Travel Policy

_.'!"_ No account codes selected. Click the 'Select Account Codes' link below to add an account code.

Accounting
7 Summary
o No account codes selected.
Other Actions
Remarks
ehaIre Select Account Codes

Printable Authorization
Compact Printable

Authorization
Save and Next Step Save Back to Step 4: Expenses
Daily Expenses Summary

Trip History
Add Non-Federal Sponsor
View Routing History

» Click the Select Account Codes link
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E2 Travel Intermediate

Training Exercises

Step

Action

8

The Account Code Selection pop-up window appears:

Account Code Selection

Select Account Codes Add Account Codes

Select Source Description Account Code

Minor Customer FY 19 - ACCS1 51 0440000-000 2019-98-01-00-00-000 11-01-0006-02-00-00-00

Minor Customer FY19-ACCS2 51 .0443000-000 2019-98-01-00-00-000 99-04-0000-00-00-00-00

Select and Close Select Exit Window

Use either the Favorites that may be listed or search for a code using the Add Account

Codes

> Select the Account Codes needed for this TA

Delete
Delete

Delete

» Click Select and Close or Add and Close (if only choosing one code)

» Click Select or Add (if only choosing multiple codes)
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E2 Travel Intermediate Training Exercises

Step Action
9 |The Step 5: Accounting screen of the authorization appears with the accounting
code(s) now associated to the authorization:
fg‘s”"-""c'“ TRAVELER'S TRIFS  TRAVELER'S FROFILE WENDELL SMITH // JOSHUA CARLSON +
L Eee oo Step 5 : Accounting «
2 Reservation
3 f\!'\‘:‘ Dﬁldlib Traveler Name: WENDELL SMITH TripiD: 310100 Authorization Status:  New Authorization
4. Expenses
e Acequnting & 1account code(s) added Lo page.
6 Travel Policy Acsintiog
7 Summary
Description ACCount Code Obligated Balance amaount Allocated Percent Allocated  Add to Favarites Delete
Other Actiens FY 19 ACCSt 51 (400 6.58.01 .00-00-000 11.01 00602 $0.00 L4 To81.15 100 00% Add Delega
Salect Account Codes
gl save S a s e
» Click Save and Next Step
10 |The Step 6: Travel Policy screen of the authorization appears:
é&"-’“ﬁ"ﬁ TRAVILEF'S TRIPS  TRAVILDR'S PROFILE WENDELL SMITH // JOSHUA CARLSON
! Eéf-c-"c-.':'.“-at-cn Step &6 : Travel Policy &
el
City Palr Information -
» Select justifications if needed
» Click Save and Next Step
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E2 Travel Intermediate

Training Exercises

Step

Action

11

The Step 7: Summary screen of the authorization appears:

ﬁ*ﬂ"l"- OIS TRAVELER'S TRIPS  TRAVELFR'S PROFILE

Trip Dashboard  Autherization

Step 7:Summary o

& Travel Policy
@ summary

Document Numiber:
Reservation - it Details
© o reservations found,

Site Detedls - Edid Deloils

[Site 1] Degl i DG, United Sk Jul-2018 to Duffsto, NY, United States

xR [Site 3] From: Duffalo, WY, United States on 13- Jul2018 o Dublin, Ireland

[5te 3] Enct Duiblin, Ireland on 19-Jul-2016 te Washington, DC, United States

Expenics Edfit Dt
J0.30
4520.85
- gred: 0.00

» Review all parts

» Add Any Remarks necessary for the trip
» Add Any Attachments (like the Itinerary
» Click Send to Approver

WENDELL SMITH // JOSHUA CARLSON w

collanse or expand all sections

12c

0 Remark added successfully.

» Click Send to Approver
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E2 Travel Intermediate

Training Exercises

Step

Action

13 | The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm

9‘9250'”“"-'"3 TRAVELER'S THIFS  THAVELER'S PROFILE

14 | The My E2 screen should appear with a message at the top stating the authorization
has been sent to the approver.

WENDELL SMITH // JOSHUA CARLSON w
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E2 Travel Intermediate Training Exercises

Exercise #11: International Date Line (IDL) TA

Objectives: e Create a TA that crosses the International Date Line (IDL)

¢ Navigate each step of the TA

Notes: This exercise covers how to create an authorization when crossing the
International Date Line (IDL) during travel. When traveling across the IDL the
traveler will gain or lose a full day of per diem depending upon the direction of
the travel. For example if traveling west from the United States to places like
Japan, Thailand, Korea a per diem day will be lost. On the eastern return
back to the United States you will gain a per diem day.

The travel system automatically calculates this based upon the departure and
arrival locations to determine if travel will cross the IDL and whether a
calendar day was lost or gained. This trip is no different than any other type of
trip, other than the system calculating the per diem costs. However, it only will
calculate correctly for the Meals and Incidental Expenses, you'll have to
manually add a dual lodging cost when coming back across the IDL, if staying
any additional days in a location other than your home location.

Instructions: Execute the following steps:

You have been instructed to attend a weather seminar in Sydney, Australia leaving April 14™
and returning on April 20™. Hotel tax is not included in foreign travel as it has been built into the
per diem costs.

Estimated Expenses

$1507.53 = Airfare

$39.19 = TMC Fee

$750 = Taxi

$35/flight = Checked Baggage Fee
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Step

Action

1

From

the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

% _
éso'm'ons MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

At aGlance Trips Local Travel Open Autherization Group Authorization

F/AY
a=s Start a Travel Document

What would you like to do today? | Make Reservations v

To Do List Create Local Travel Claim

o

Make Reservations
Show Held Reservations
Create an Authonization

Create Open Authorization

Create Group Authorization
Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

In production, if you did not have a reservation set up, you would click Make Reservation
In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

For Training Purposes we will not be working with the Online Reservation System or
reservations
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E2 Travel Intermediate Training Exercises

Step

Action

2

The Stepl: Basic Information screen of the authorization appears:

2 .
éSO’Ut'WS MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Basic Inf ti . .
T Step 1: Basic Information o

2/ Reservation
Traveler Name: MICHAELWILEY  TripID: New  Authorization Status: New

3/ Site Details

4) Expenses Basic Information

5) Accounting

B
6) Travel Policy Type of Travel: Select Type of Travel... v
ifi &
7) Summary Specific Travel Purpose:
Document Number: (System Assigned)

Extras
Trips List *Required

Delete Authorization not
allowed at this time

Printable Profile Save and Next Step Save

» Select the Type of Travel (i.e. Special Agency Mission)
» Enter the Specific Travel Purpose (i.e. Site Visit to Sydney AUS)
» Click Save and Next Step

Notes:

v' The E2 Solutions travel system generates a Document Number for the Authorization.

v/ The E2 Solutions travel system generates a Trip Number that groups all travel
documents together.

v The Trip Number is the number that keeps the authorization and vouchers together and
is what is used to query for information.
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Step

Action

3

The Step 2: Reservation screen of the authorization appears:

L2 .
éSQIutlons TRAVELER'S TRIPS ~ TRAVELER'S PROFILE

Trip Dashboard Authorization

Basic Information

! Step 2 : Reservation @
e Reservation

3

4

5

6

7

Site Details Traveler Name: MICHAELWILEY  TripID: 310120  Authorization Status: New Autherization

Expenses Confirmation Number:

Accounting Make Mew Reservation

Manage Trip Reservations

Next Step Back to Step 1: Basic Information

Travel Policy

Summary

Other Actions

Remarks

» Click Next Step

Notes:

v For training purposes we will be skipping this step.

v'In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

v’ If you had a reservation already associated, this is the screen you'd go to in order to
view/change your reservation.

FY 2019 — Version 1.0.2 120
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Step

Action

4

The Step 3: Site Details screen of the authorization appears:

), _
é Solutlons™  TRAVELER'S TRIPS ~ TRAVELER'S PROFILE

Trip Dashboard Autherization

1 Basic Information . E
Step 3 : Site Details ©
2/ Reservation
e Site Details Traveler Name: MICHAEL WILEY Trip ID: 310120 Authorization S5tatus: New Authorization
4 Expenses
5/ Accounting . . . .
[5ite 1] Begin: Washington, DC, United States
6 Travel Policy
7/ Summary Departing Date:* 1
Departing Time:* Moming - 08:00 AM v
Other Actions X . .
Departing From: * Washington, DC, United States [ 4]
Remarks
Artachments Going Tor* .
Daily Expenses Summary Arrival Date:* 1
Liplistory Mode of Transportation:* | Commercial Plane v
Add Non-Federal Sponsor
na [ Qran T
View Rauting Histary Reason For Stop: Temporary Duty
Travel Agent Assistance
Add Site Add Break
Extras
Trips List
Create Trip Template [Site 2] End: to Washington, DC, United States
Delete Authorization
Printable Profile Returning Date:* et
Returning From:
Returning Tor* Washington, DC, United States [ 4]
Arrival Date:* 1
Arrival Time:** Select v
Mode of Transportation:* | Commercial Plane v

*Required

**Required if trip duration is less than three days

Save and Next Step Save Back 1o Step 2: Reservation

Select the Departing Date (i.e. April 14)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Sydney AUS)

Select the Returning Date (i.e. April 20)

Select the Arrival Time

Click Save and Next Step

YVVVVVVY

Notes:

v For training purposes we will be entering information into this section.

v If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

v If changes occur to reservations, this screen is not automatically updated.
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Step Action
4a | When you enter a location that would cross the IDL, you'll see and extra field
show up showing the direction you’d be crossing the IDL, west or east.
International Date Line: IDL-West v
International Date Line: IDL-East v
5 |The Step 4: Expenses screen of the authorization appears:

fsolutions  roaeiess RIS TRAVELER'S PRDPILE MICHAEL WILEY // MATTHEW JONES v

» Click the Add New Expense link

Notes:

v' The system will automatically populate your Lodging and Meals and Incidentals based off
the locations in your site details.

v"If you had a reservation tied to the authorization the system will automatically populate
the transportation costs (i.e. airfare, TMC fee and rental car)

v' The system will automatically put an expense cost for a Voucher Transaction Fee; this
however will not be actually charged until you file the voucher.

v/ IDL trips will have a notification that show at the top of the Expense screen.

v/ Hotel taxes are built into the per diem costs for foreign locations, so no extra hotel tax
should be added for these locations.
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Step Action

6 |The Add New Expense pop-up window appears:

Add New Expense

Date of Expense:® 14-Apr-2018 o

Expense:* Select Expense Type v
Amount:* 0.00 |

Description:

Remark: Add an Ogtional Remark

Site of Expense: Allow selection of site based on date v

*Required Save and Close Exit Window

Enter the Date of Expense (i.e. defaults to the beginning date of the trip)
Select the Expense

Enter the Amount

Enter a Description (if needed)

Click Save and New (if adding more expenses) or Save and Close (if
finished entering expenses)

VVVVYY

Do each step above for the following:

Estimated Expenses

$1507.53 = Airfare

$39.19 = TMC Fee

$750 = Taxi

$35/flight = Checked Baggage Fee
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Step

Action

Notes:

v' There is an area to put a remark to the expense; however we suggest you do not use the
remarks here. There is another area in which to put remarks.

v' Allow the system to choose the site of expense based on date.

v/ Based upon the expense chosen, additional fields may show up that need to be filled out
as well.

v Internet and such fees should be listed under Business Center Services

v If you have expenses that are at the start of the trip that also need to be at the end of the
trip, like checked baggage, you can copy that expense to all dates or a specific one.

v/ Once some expenses have been entered, you have at the bottom of the expenses the
ability to see 10, 25, 50 or All expenses on the page.

The Step 4: Expenses screen of the authorization appears with the updated
expenses:

ZASINONT  TRMELERS TIPS TRAVELER'S PROFILE MICHAEL WILEY // MATTHEW JONES »

TripCushboard  Aathoriration

Step 4: Expenses o

Y e p——h

Legenue intsrmation

» Click Next Step
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Step

Action

8

The Step 5: Accounting screen of the authorization appears:

g2 -
éSOlUthﬂS TRAVELER'S TRIPS  TRAVELER'S PROFILE

Trip Dashboard Authorization

1) Basic Informati ,
SLMOMEEn step 5: Accounting @

2| Reservation

3 | Site Details Traveler Name: MICHAEL WILEY  Trip ID: 310120  Authorization Status: New Autherization
4 Expenses

o Accounting
6 Travel Policy

F ! 3 Mo account codes selected. Click the "Select Account Codes' link below to add an account code.

Accounting
7 Summary

o Mo account codes selected.
Other Actions
Remarks
Select Account Codes
Artachments

Printable Autherization

Compact Printable

Authorization Save and Next Step Save Back to Step 4: Expenses

Daily Expenses Summary

> Click the Select Account Codes link
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Step

Action

9

The Account Code Selection pop-up window appears:

Account Code Selection

| Select Account Codes Add Account Codes

Select Source Description Account Code Delete
Minor Customer FY 19 - ACCS1 51 0440000-000 2019-98-01-00-00-000 11-01-0006-02-00-00-00 Delete
Minor Customer FY 19 - ACCS2 51 0443000-000 2019-98-01-00-00-000 95-04-0000-00-00-00-00 Delete

Select and Close Select Exit Window

Use either the Favorites that may be listed or search for a code using the Add
Account Codes

» Select the Account Codes needed for this TA
» Click Select and Close or Add and Close (if only choosing one code)
» Click Select or Add (if only choosing multiple codes)
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Step Action

10 |[The Step 5: Accounting screen of the authorization appears with the
accounting code(s) now associated to the authorization:

25 huon:
(g Sonto TRAVELER'S TRIFS  TRAVELER'S PROFILE MICMAEL WILEY // MATTHEW JONES w

» Click Save and Next Step

11 |The Step 6: Travel Policy screen of the authorization appears:
é}-“-"-"?"- TRAVILERS TRIPS  TRAVILER'S PROFILE MICHAEL WILEY |/ MATTHEW JONES &
Step 6 : Travel Policy «

4y, Thin policy ltem iy incomplete: Alr Cabin Class

€ Accomling istarmstion has been saved wuceesabully.

Traerl Policy Seolifications -~

ity Pair Inbormation -~

At the top of the screen you might see messages:

Red is an error, it must be fixed before moving on

Yellow is a warning, it’s just giving a heads up that something is missing
Green is everything is ok

Fill out anything that needs filling out

Click Save and Next Step

YVVYY
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Step

Action

12

The Step 7: Summary screen of the authorization appears:

{
@z"\‘" MOTE  TRAVELER'S TRIFS  TRAVELER'S PROFILE

TripDushbears  Autborination

Step 7:Summary o

Traveler Name: WICHAILWILEY  Tripi0: 310120 Aushorization Scatus: New Authonzacon

Baiit Information - EdR Defails

» Review all parts

» Add Any Remarks necessary for the trip
» Add Any Attachments (like the Itinerary)
» Click Send to Approver

MICHAEL WILEY [/ MATTHEW JONES w

14

The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm
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Step

15

A screen should appear with a message at the top stating the authorization has

been sent to the approver.

MaGlsnce  Trips  LocsiTravel  OpemAuthorination

Group Authoriration

o

@ start a Travel Document

What would you ke 15 do todiy?  Make Rlestevabions

MICHAEL WILEY // MATTHEW JONES w
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Exercise #12: Multiple International Date Line (IDL) TA

Objectives: e Create a TA that crosses the International Date Line (IDL) multiple
times.

e Navigate each step of the TA

Notes: This exercise covers how to create an authorization when crossing the
International Date Line (IDL) during travel. When traveling across the IDL the
traveler will gain or lose a full day of per diem depending upon the direction of
the travel. For example if traveling west from the United States to places like
Japan, Thailand, Korea a per diem day will be lost. On the eastern return
back to the United States you will gain a per diem day.

The travel system automatically calculates this based upon the departure and
arrival locations to determine if travel will cross the IDL and whether a
calendar day was lost or gained. This trip is no different than any other type of
trip, other than the system calculating the per diem costs. However, it only will
calculate correctly for the Meals and Incidental Expenses, you'll have to
manually add a dual lodging cost when coming back across the IDL, if staying
any additional days in a location other than your home location. However, a
fix will be coming for this. Until it does, please use the dual lodging.

Instructions: Execute the following steps:

You are doing a site visits to Honolulu, Hl and Guam. You leave October 21* to go to Honolulu.
You then leave Honolulu on October 24" to travel to Guam. You leave Guam to go back to
Honolulu on October 28™. You leave Honolulu to go back home on October 30". Because you
basically are gaining a day back from Guam to Honolulu, you will need to do dual lodging in
expenses for the 27" because the system currently can’t show you being back to Honolulu for
lodging purposes.

Estimated Expenses

$4307.61 = Airfare

$39.19 = TMC Fee

$1000 = Taxi (per each location and date)
$35/flight = Checked Baggage Fee

$35/night = Hotel Tax (Honolulu)

Dual Lodging for 2™ trip to Honolulu on travel date
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Step Action

1 |From the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

% _
éso"mo”s MYE2 MYAPPROVALS TRAVEL FOROTHERS REPORTS

AtaGlance Trips Local Travel Open Authorization Group Authorization

-:EE Start a Travel Document

What would you like to do today? | Make Reservations v
IMake Reservations
Show Held Reservations

Create Local Travel Claim L
Create Qpen Authorization
Create Group Authorizatiaon
Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

To Do List

Notes:

v In production, if you did not have a reservation set up, you would click Make Reservation

v In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

v In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

v' For Training Purposes we will not be working with the Online Reservation System or
reservations
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Step

Action

2

The Stepl: Basic Information screen of the authorization appears:

% _
éSO'Ut'D”S MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

Basic Inf ti . .
T Step 1: Basic Information o

2) Reservation
Traveler Name: MICHAELWILEY  TripID: New  Authorization Status: New

3/ Site Details

4) Expenses Basic Information

5) Accounting

B
6) Travel Policy Type of Travel: Select Type of Travel... v
ifi &
7) Summary Specific Travel Purpose:
Document Number: (System Assigned)

Extras
Trips List *Required

Delete Authorization not
allowed at this time

Printable Profile Save and Next Step Save

» Select the Type of Travel (i.e. Mission)

» Enter the Specific Travel Purpose (i.e. Site Visits to Honolulu, HI and
Guam)

» Click Save and Next Step

Notes:

v/ The E2 Solutions travel system generates a Document Number for the Authorization.

v' The E2 Solutions travel system generates a Trip Number that groups all travel
documents together.

v The Trip Number is the number that keeps the authorization and vouchers together and
is what is used to query for information.
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Step

Action

3

Remarks

Attachments

The Step 2: Reservation screen of the authorization appears:
&Soluﬂons TRAVELER'STRIPS  TRAVELER'S PROFILE

Trip Dashboard Authorization

1’ Basic Information .
Step 2 : Reservation o
9 Reservation
3) Site Details Traveler Name: TIMOTHY WATSON  TripID: 310493  Authorization Status: New Authorization
4 Expenses -
@ Basic Information has been successfully updated.
5 Accounting
6 ' Travel Policy Confirmation Number:
7 Summary Make New Reservation

Manage Trip Reservations

Next Step Back to Step 1: Basic Information

Other Actions

Nailv Fxnense< Siimmary

» Click Next Step

Notes:

v
v

For training purposes we will be skipping this step.

In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

If you had a reservation already associated, this is the screen you'd go to in order to

view/change your reservation.
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Step

Action

4a

The Step 3: Site Details screen of the authorization appears:

" TRAVELER'STRIPS  TRAVELER'S PROFILE TIMOTHY WATSON /' MACON ZIMMER +

Step 3: Site Details o

Treveler Mame: TIMOTHYWATSON  Tripil: 310430 Authorization Statux New Authorizat

{5ite 1] Begin: Waskington, OC, United States -~

Depart

hicanang - CE.00 AM

Washington, D, Linted 5tates [ ]

Reason

Add Site

» Click Add Site

» Click Add Site

» Select the Departing Date (i.e. October 21)

» Select the Departing Time (i.e. defaults to morning)

» Change the Departing From if needed (i.e. defaults to your profile location)
» Enter the Going To (i.e. Honolulu)

Notes:

v" For training purposes we will be entering information into this section.

v'If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

v If changes occur to reservations, this screen is not automatically updated.
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Step Action
4b | Scroll down to Site 2:
[Site 2] From: Honolulu (incl NAV and MC RES Ctr), HI, United States on 22-Oct-2018
Departing Date:* 22_0ct-2018 .
Departing Time:* Morning - 08:00 AM ¥
Departing From: Honolulu (incl NAV and MC RES Ctr), HI, United States
Going To:*
Arrival Date:* 22-0ct-2018 o
Mode of Transportation:* | Commercial Plane v
Reason For Stop:* Temporary Duty v
» Select the Departing Date (i.e. October 24)
» Enter the Going To (i.e. Guam)
4c | Scroll down to Site 3:

[Site 3] From: Guam (incl All MIL Instal), Guam on 23-Oct-2018

Departing Date:* 24-0ct-2018 F
Departing Time:* Morning - 08:00 AM v
Departing From: Guam (incl All MIL Instal), Guam
Going To:*

Arrival Date:* 23-0ct-2018 e

Mode of Transportation:* | Commercial Plane

Reason For Stop:* Temporary Duty v

» Select the Departing Date (i.e. October 27)
» Enter the Going To (i.e. Honolulu)

FY 2019 — Version 1.0.2

136




E2 Travel Intermediate

Training Exercises

Step

Action

4d

Scroll down to Site 4:

[Site 4] End: Honolulu (incl NAV and MC RES Ctr), HI, United States on 27-Oct-2018 to Washington, DC, United States

Returning Date:*
Returning From:
Returning To:*

Arrival Date:*
Arrival Time:**

Mode of Transportation:*

*Required

27-0ct-2018 =

Honolulu (incl NAV and MC RES Ctr), HI, United States

Washington, DC, United States

o
24-0ct-2018 iy
Select v
Commercial Plane v

**Required if trip duration is less than three days

Save and Next Step Save Back to Step 2: Reservation

> Select the Returni

ng Date (i.e. Oct 30)

> Select the Arrival Time
» Click Save and Next Step
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Step

Action

5

The Step 4: Expenses screen of the authorization appears:

@2‘-‘\-"-!“'-'5==7 TRAVELER'S TRIPS  TRAVELER'S PROFILE
Trip Dashboard  Authoelzation

Step 4 : Expenses w

veler Name:  TIMGTHY WATSCN  Trip D 310253 Authorization Statiss: New Authanzatior

Expenses

A, Wi traveling over the IDL westbound, you typically amive the day after departure. Verify the dates.

sl ol

& site details information has been saved sucoesshlly,

Expeense Information

» Add hotel tax for the Honolulu lodging (i.e. $30/night)
» Click the Add New Expense link

TIMOTHY WATSON // MACOM

Notes:

v' The system will automatically populate your Lodging and Meals and Incidentals based off

the locations in your site details.

v/ If you had a reservation tied to the authorization the system will automatically populate

the transportation costs (i.e. airfare, TMC fee and rental car)

v' The system will automatically put an expense cost for a Voucher Transaction Fee; this

however will not be actually charged until you file the voucher.

v IDL trips will have a notification that show at the top of the Expense screen.
v Hotel taxes are built into the per diem costs for foreign locations, so no extra hotel tax

should be added for these locations.
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Step

Action

6

The Add New Expense pop-up window appears:

VVVVYY

Add New Expense

Date of Expense:* 14-Apr-2018 o

Expense:* Select Expense Type v
Amount:* 0.00 |

Description:

Remark: Add an Ogtional Remark

Site of Expense: Allow selection of site based on date v

Save and Close Exit Window

Enter the Date of Expense (i.e. defaults to the beginning date of the trip)
Select the Expense

Enter the Amount

Enter a Description (if needed)

Click Save and New (if adding more expenses) or Save and Close (if
finished entering expenses)

Do each step above for the following:

Estimated Expenses

$4307.61 = Airfare

$39.19 = TMC Fee

$1050 = Taxi (broken out to each date range/location)
$35/flight = Checked Baggage Fee

Dual Lodging for 2™ trip to Honolulu on travel date
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Step Action

Notes:

v' There is an area to put a remark to the expense; however we suggest you do not use the

remarks here. There is another area in which to put remarks.

Allow the system to choose the site of expense based on date.

Based upon the expense chosen, additional fields may show up that need to be filled out

as well.

v Internet and such fees should be listed under Business Center Services

v If you have expenses that are at the start of the trip that also need to be at the end of the
trip, like checked baggage, you can copy that expense to all dates or a specific one.

v/ Once some expenses have been entered, you have at the bottom of the expenses the
ability to see 10, 25, 50 or All expenses on the page.

AN

7 |The Step 4: Expenses screen of the authorization appears with the updated
expenses:

Step 4 : Expenses o

3 Ejte Detalls Traveler Name: TIMOTHY WATSON  TripID: 310293 Authorization STt New AUthorizasion

O Expenses
G Expense has been copied successhully.

Expense Information

» Click Next Step
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Step Action

8 The Step 5: Accounting screen of the authorization appears:

ézSOHJt'GﬂS' TRAVELER'S TRIPS ~ TRAVELER'S PROFILE

Trip Dashboard Authorization

1 Basic Informati .
Ssicmormaton Step 5 : Accounting @
Reservation

Site Details Traveler Name: TIMOTHY WATSON TripID: 310493  Authorization Status: New Authorization

Expenses

2
3
4
9 Accounting
6
7

A1, Noaccount codes selected. Click the 'Select Account Codes' link below to add an account code.

Travel Policy

Accounting
Summary
o No account codes selected.
Other Actions
Remarks
Attachments Select Account Codes

Printable Authorization
Compact Printable

Authorization
Save and Next Step Save Back to Step 4: Expenses
Daily Expenses Summary

Trip History

Add Non-Federal Sponsor

» Click the Select Account Codes link
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Step

Action

9

The Account Code Selection pop-up window appears:

Account Code Selection

| Select Account Codes Add Account Codes

Select Source Description Account Code Delete
Minor Customer FY 19 - ACCS1 51 0440000-000 2019-98-01-00-00-000 11-01-0006-02-00-00-00 Delete
Minor Customer FY 19 - ACCS2 51 0443000-000 2019-98-01-00-00-000 95-04-0000-00-00-00-00 Delete

Select and Close Select Exit Window

Use either the Favorites that may be listed or search for a code using the Add
Account Codes

» Select the Account Codes needed for this TA
» Click Select and Close or Add and Close (if only choosing one code)
» Click Select or Add (if only choosing multiple codes)
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Step Action

10 |The Step 5: Accounting screen of the authorization appears with the
accounting code(s) now associated to the authorization:

(SOtons  TRAVELERSTAIPS  TRAVELER'S PROILE TIMOTHY WATSON // MACON ZIMMER v

Trip Dushboard  Authorlzation

Step 5 : Accounting

Traveler Name: TIMOTHY WATSON  TripiD; 310433 Authorization Status: New Authorization

€ 1 sccount codfs) added 15 page.

Accouniting
Descript Aceount Code Obligated Balance ent Allocated  Addtof [
Other Actions FY 19- ACCST 12 $0.00 10000
i at: X

Select Account Codas

Save and Next Step

» Click Save and Next Step

11 |The Step 6: Travel Policy screen of the authorization appears:

c,f-:v: dhors  TRAVELERCSTRWPS  TRAVELER'S PROFILE IOTHY WATSON /| MACON ZIMMER v

Step 6 Travel Policy o

L Pedicy Wamings

At the top of the screen you might see messages:

Red is an error, it must be fixed before moving on

Yellow is a warning, it’s just giving a heads up that something is missing
Green is everything is ok

Fill out anything that needs filling out

Click Save and Next Step

VVVYY
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Step Action
12 |The Step 7: Summary screen of the authorization appears:
:L"'r}-"’ WO (RAVILLES TRSPS  TRAVILINS PROFILL OTHY WATION /| MACON 15w

» Review all parts
» Add Any Remarks necessary for the trip
» Add Any Attachments (like the Itinerary)
» Click Send to Approver

14 | The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm
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Step Action

15 | A screen should appear with a message at the top stating the authorization has
been sent to the approver.

(2
é&)ll‘hﬂ”i TRAVELER'STRIPS =~ TRAVELER'S PROFILE

At aGlance Trips  Local Travel  Open Authorization Group Authorization

‘ 0 Authorization 310493 has been successfully sent to approver.

P
%7 Start a Travel Document

What would you like to do today? | Make Reservations v Go

To Do List

o No to do list items found.
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Exercise #13: Long Term Temporary Duty Station (TDY) TA

Objectives: e Create a Travel Authorization (TA) for Long Term TDY travel
¢ Navigate each step of the TA
¢ Understand the steps when doing a 90 day detail.

Notes: For Long Term TDY travel authorizations, it is a good idea to make sure
you have all expenses and any other trips included in it.

If during a Long Term TDY, you are planning to rent a place, any “extra
costs” such as cable, electric, etc.) must be included in the lodging totals
and not as a separate/miscellaneous expense. Justification for these
extra expenses must be entered on the comments, otherwise Finance
may disallow.

If the employee’s travel assignment is 30 days or more, the per diem rate
will be reduced to 55 percent of the full per diem rate (lodging plus M&IE)
specified in the FTR for the location, unless a different rate can be fully
justified.

If a person is on a Long Term TDY and is asked to go on a regular TDY
trip, the TA will need to be amended in order to deduct the M&IE for the
Long Term TDY.

Federal Travel Regulations

301-11.14 - How is my daily lodging rate computed when | rent lodging
on a long-term basis?

301-11.15 - What expenses may be considered part of the daily lodging
cost when | rent on a long-term basis?

Commerce Travel Handbook
3.13.6 - Authorized Returns
4.13 - Temporary Change Station

NOAA Travel Regulations

Chapter 3 - Section 3 - Booking Travel Outside of E2/TMC
Chapter 4 - Section 1 - Lodging in E2

Chapter 4 - Section 3 - Long-Term Lodging

Chapter 14 - Section 1d - Payment of Travel Card
Chapter 17 - Section la - Travel Vouchers

Chapter 17 - Section 2b iv - Supporting Documentation
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Instructions: Execute the following steps:

You have been sent on a 3 month detail to Boston, MA. You leave March 1% and will not return
until May 31st. Your authorization will need to include the following costs:

Estimated Expenses

$300.00 = Round-trip air fare
$37.63 = TMC Fee

$100 = Taxi

$3500 for Rental Car

$800 for Rental Car Gas
$25/day for Hotel Tax

$50 for Check Baggage Fees
$250 Misc

*You will also have to calculate 55% of the regular per diem rates for Lodging/M&IE for all days
of the trip — including the travel days. This will be the last step in the process.

Step Action

1 |From the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

2, _
éSOIUtiOHS MYE2 MYAPPROVALS TRAVEL FOROTHERS REPORTS

AtaGlance Trips Local Travel Open Authorization Group Authorization

/AN
a=s Start a Travel Document

What would you like to do today? | Make Reservations v

IMake Reservations
Show Held Reservations

Create an Authorization

To Do List Create Local Travel Claim
Create Qpen Authorization
Create Group Authorizatiaon
Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.
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E2 Travel Intermediate Training Exercises

Step

Action

Notes:

In production, if you did not have a reservation set up, you would click Make Reservation

In production, if you called the TMC, you would create your authorization and then associate the
reservation to the authorization.

In production, if you had made your own reservation, but didn’t create an authorization at the time
of the reservation, you can still add it by going to held reservations and then create the

authorization.
For Training Purposes we will not be working with the Online Reservation System or reservations

2 |The Stepl: Basic Information screen of the authorization appears:

) :
é Solutions”  TRAVELER'STRIPS  TRAVELER'S PROFILE

Basic Infi ti . c
@ Easic information Step 1: Basic Information «
2) Reservation

3) Site Details

4) Expenses Basic Information

5) Accounting

6) Travel Policy Type of Travel:® Select Type of Travel... v

i -k
7) Summary Specific Travel Purpose:
Document Number: (System Assigned)
Extras
Trips List *Required

Delete Authorization not

allowed at this time
Printable Profile Save and Next Step Save

» Select the Type of Travel (i.e. Long Term Mission Travel)
» Enter the Specific Travel Purpose (i.e. 90 day TDY @Boston)
» Click Save and Next Step

Traveler Name: WENDELLSMITH  TripID: New  Authorization Status: New

v
v

v

Notes:

The E2 Solutions travel system generates a Document Number for the Authorization.
The E2 Solutions travel system generates a Trip Number that groups all travel documents

together.
The Trip Number is the number that keeps the authorization and vouchers together and is what is

used to query for information.
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E2 Travel Intermediate Training Exercises

Step

Action

3

The Step 2: Reservation screen of the authorization appears:

2 -
é Solutions”  TRAVELER'STRIPS ~ TRAVELER'S PROFILE

Trip Dashboard Authorization

1. Basic Information .
Step 2 : Reservation o
9 Reservation
3| Site Details Traveler Name: WENDELLSMITH  TripID: 310881  Authorization Status: New Authorization
4  Expenses
a Basic Information has been successfully updated.
5 ' Accounting
6 Travel Policy Confirmation Number:
7) summary Make New Reservation
Manage Trip Reservations
Other Actions
Remarks Next Step Back to Step 1: Basic Information
Attachments

Daily Expenses Summary

» Click Next Step

Notes:

v
v

v

For training purposes we will be skipping this step.

In Production, this is the step you would be using if you had made a reservation outside of the
system and needed to associate it to the authorization by using Manage Trip Reservations.

If you had a reservation already associated, this is the screen you'd go to in order to view/change
your reservation.
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E2 Travel Intermediate

Training Exercises

Step

Action

4

The Step 3: Site Details screen of the authorization appears:

VVVYVVVY

éSGthOﬂS TRAVELER'S TRIPS  TRAVELER'S PROFILE

Trip Dashboard Authorization

Basic Information

1

2 Reservation
e Site Details
4/ Expenses
5! Accounting
6 Travel Policy
7

Summary

Other Actions

Remarks

Attachments

Daily Expenses Summary

Trip History

Add Non-Federal Sponsor

Wiew Routing History

Travel Agent Assistance

Extras

Trips List

Create Trip Template
Delete Authorization
Printable Profile

Step 3: Site Details &

Traveler Name: WENDELL SMITH  Trip ID: 310881 Authorization Status: New Authorization

[Site 1] Begin: Washington, DC, United States

Departing Date:*
Departing Time:* Moming - 08:00 AM v
Departing From: * Washington, DC, United States

Going To*

Arrival Date:* _— m

Mode of Transportation:* | Commercial Plane

Reason For Stop:* Temporary Duty

Add Site Add Break

[Site 2] End: to Washington, DC, United States

Returning Date:*
Returning From:

Returning To:* Washington, DC, United States

Arrival Date:* _—

Arrival Time:** Select v

Mode of Transportation:* | Commercial Plane

*Required
**Required if trip duration is less than three days

Save and Next Step Save

Select the Departing Date (i.e. Mar 1)

Select the Departing Time (i.e. defaults to morning)

Back to Step 2: Reservation

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Boston)
Select the Returning Date (i.e. May 31)
Select the Arrival Time

Click Save and Next Step
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E2 Travel Intermediate Training Exercises

Step

Action

Notes:
v" For training purposes we will be entering information into this section.

v If there is a reservation associated to the authorization this information will automatically fill out
based off the reservation, but it should still be looked at to make sure all information is correct for

per diem purposes.
v If changes occur to reservations, this screen is not automatically updated.

The Step 4: Expenses screen of the authorization appears:

F;
95'-;I'\-'- M RAVELER'STRIPS  THAVELER'S PROFILE WENDELL SMITH // JOSHUA CARLSON
Trip Daghbeard  Aatharization

Step 4 : Expenses o

Datras g
T Rerall  Reducedlll

Bl New Lxpense

To add hotel tax or making changes to lodging, on the lodging line, click on Modify

Notes:

v/ The system will automatically populate your Lodging and Meals and Incidentals based off the

locations in your site details.

v If you had a reservation tied to the authorization the system will automatically populate the
transportation costs (i.e. airfare, TMC fee and rental car)

v/ The system will automatically put an expense cost for a Voucher Transaction Fee; this however

will not be actually charged until you file the voucher.
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E2 Travel Intermediate Training Exercises

Step Action

6 | The Lodging Expenses screen appears:

Lodging Expenses

w Filter Options ~ w Apply to All Displayed Expenses

Lodging Site: Boston, MA, United States

Order by: | Date v | | Sort Ascending || Sort Descending
Date Reimbursement Type Per Diem Rate Amount Allowed Estimated Tax Pay To Day Off Shared Motes Alerts
01-Mar-2018 | Per Diem v 257.00 267.00( 267.00 0.00| | Traveler v
02-Mar-2018 | Per Diem v 2567.00 267.00 267.00 0.00| | Traveler v
03-Mar-2018 | Per Diem v 257.00 267.00) 267.00 0.00| | Traveler v
| 04-Mar-2018 | Per Diem v 267.00 267.00 257.00 0.00| | Traveler v
05-Mar-2013 | Per Diem v 267.00 26700  287.00 0.00) | Traveler v
06-Mar-2018 | Per Diem v 267.00 267000 267.00 0.00 | Traveler v
07-Mar-2018 | Per Diem v 257.00 267.00( 267.00 0.00| | Traveler v
08-Mar-2018 | Per Diem v 2567.00 267.00 267.00 0.00| | Traveler v
09-Mar-2018 | Per Diem v 257.00 267.00) 267.00 0.00| | Traveler v
10-Mar-2018 | Per Diem v 267.00 267000 267.00 0.00| | Traveler v

Save and Close Save Exit Window

» Click the Apply to All Displayed Expenses tab to expand it
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E2 Travel Intermediate Training Exercises

Step Action

7a |When it expands you’ll be able to enter the changes to the per diem and hotel taxes for
all of the lodging lines:

A Apply to Al Displayed Expenses

Reimbursement Type: Mo Change v
Lodging Amaount:
Allowed:

Estimated Lodging Tax:

Pay To: MNo Change v
Official Day Off: MNo Change v
Shared: Ne Change v

Apply to Displayed

Change the Reimbursement Type to :Reduced

Enter Reduced Lodging Amount

Enter Allowed Expense (same as Reduced Lodging Amt)
Enter the Estimated Lodging Tax

Click Apply to Displayed

YVVYY
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E2 Travel Intermediate

Training Exercises

Step

Action

7b

Once applied, view the lodging/tax expenses to make sure the changes happened:

Lodging Expenses

w Fifter Options

Order by: | Date

Reimbursement

Save and Close Save

Date Type

201'\; ar Reduced v

Ve [Reduced v
i 23:; ar Reduced v

Apply to Displayed

Lodging Site: Boston, MA, United States

Estimated Lodging Tax: 25.00

Pay To: Mo Change v
Official Day Off: Mo Change v
Shared: No Change v

v | SortAscending = Sort Descending

Per Diem

Amount
Rate

267.00 146.85

267.00 146.85)

267.00 146.85

Exit Window

> Click Save and Close

Allowed Estimated

Tax
146.85 25.00
146.85 25.00
146.85 25.00

Pay To

Traveler v

Traveler v

Traveler v

Day
Off

Shared MNotes Alerts

o
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E2 Travel Intermediate Training Exercises

Step Action

8 |The Step 4: Expenses screen appears with the updated lodging costs:

Do the same for the M&IE costs as you did the lodging (@55% of value)
Then add the following expenses:

$300.00 = Round-trip air fare
$37.63 = TMC Fee

$100 = Taxi

$25/day = Lodging Tax
$3500 for Rental Car

$800 for Rental Car Gas
$250 Misc

$50 for Check Baggage Fees
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E2 Travel Intermediate

Training Exercises

Step

Action

9 |The Step 4: Expenses screen appears with updated expenses:

Step 4: Expenses &

Traveler Name: WENDELLSMITH  Trip ID: 310960  Authorization Status: New Authori

2 Expense has been copied successfully.

Expense Information

Agency Billed: 340,77

items per page

Add New Expense

Back 1o Step 3: Site Detalls

» Click Next Step

Traveler: 2488425

Unassigned: 0.00

Amount: 25234.02

~ Filter Options

Order by:| Date v | SortAscending = Sort Descending

Date Type Amount Description PayTo

01-Mar-2018  Airfare Common Carrier 300.00 Agency Billed

01-Mar-2018  Checked Bag Fee 25.00 Traveler

01-Mar-2018  Lodging 15638.35 Lodging expense in Boston, MA, United States including lodging taxes Traveler

01-Mar-2018  Meals and Incidentals 3491.40 MEIE expense in Boston, MA, United States Traveler

01-Mar-2018  Parking 15.00 @airport Traveler

01-Mar-2018 E:::::'Zﬂ:’;ﬁ;’;"z‘:: 27.25 From home ta airport - 50 miles @ $0.545 per mile. Traveler
TMC Fee (Accommonates

01-Mar-2018  TMC Assisted with Air or 3467 Agency Billed
Rail}

02-Mar-2018  Parking 15.00 @airport Traveler

03-Mar-2018  Parking 15.00 @airport Traveler

04Mar-2018  Parking 15.00 @airport Traveler

Alerts

Modify Copy
Modify Copy.
Modify Copy
Modify

Modify

Modify Copy
Modify Copy
Modify Copy.
Modify Copy
Modify Copy,
Maodify Copy

wing1-100f101 12

Remark;|

34

Delete
Delete

Delete

Delete

Delete

Delete

Delete
Delete
Delete

5 Mexts Last>>

Reduced
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E2 Travel Intermediate

Training Exercises

Step

Action

10

The Step 5: Accounting screen of the authorization appears:

/) .
éSOlUﬁO”S TRAVELER'STRIPS = TRAVELER'S PROFILE

Trip Dashboard Authorization

1 Basic Information
2| Reservation
3 Site Details
4! Expenses
9 Accounting
6
7

Travel Policy

Summary

Other Actions

Remarks

Attachments

Printable Authorization
Compact Printable
Authorization

Daily Expenses Summary
Trip History

Add Mon-Federal Sponsor

Step 5: Accounting @

Traveler Name: WENDELLSMITH  Trip ID: 310960  Authorization 5tatus: New Authorization

Accounting
o No account codes selected.

Select Account Codes

Save and Next Step Save

» Click the Select Account Codes link

a !. i, Mo account codes selected. Click the 'Select Account Codes' link below to add an account code.

Back to Step 4: Expenses
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E2 Travel Intermediate Training Exercises

Step

Action

11

The Account Code Selection pop-up window appears:

Account Code Selection

Select Account Codes Add Account Codes

Select Source Description Account Code Delete
Minor Customer FY 18- ACCST 51 0440000-000 2019-98-01-00-00-000 11-01-0006-02-00-00-00 Delete
Minor Customer FY 19- ACC52 51 0443000-000 2019-98-01-00-00-000 95-04-0000-00-00-00-00 Delete

Select and Close Select Exit Window

Use either the Favorites that may be listed or search for a code using the Add Account
Codes

» Select the Account Codes needed for this TA
» Click Select and Close or Add and Close (if only choosing one code)
» Click Select or Add (if only choosing multiple codes)
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E2 Travel Intermediate

Training Exercises

Step

Action

12
now associated to the authorization:

55‘3'”7'0"5 TRAVELER'S TRIPS  TRAVELER'S PROFILE
Trip Dashboard Authorization

] it Information «

Basic informatior Step 5 : Accounting o
2! Reservation
E]

Site Details Traveber Name: WE SMITH  TripiD: 310960 Authorization Status

4/ Expenses
&9 2 account code(s) added to page.
9 Accounting

6. Travel Policy

Accounting
7 Summary
Deseription  Account Code
Other Actions FY 19 ACCS "

Select Account Codes

» Click Save and Next Step

Remaining amount ta be allocated:

The Step 5: Accounting screen of the authorization appears with the accounting code

WENDELL SMITH // JOSHUA CARLSON w

HNew Autharization

Obligsted Balance  Amount Allocated  Percent Allocated  Add to Favorites  Delete

5000 8

23402

100.00% Agld Delete

Total

Total claim amount:

13

The Step 6: Travel Policy screen of the authorization appears:

55’”““""‘ TRAVELER'S TRIPS  TRAVELER'S PROFILE

Trip Dashboard Autharization

1/ Basic Information
2 Resepvation

3/ Gite Details

4 Expenses

Step 6 : Travel Policy &

Traveler Mame: WENDELL SMITH  Trip ID: 310560

5/ Accounting

@ Travel Policy (D Accounting information has been saved successfully.

7 Summary
Other Actions Travel Pelicy Justifications
Remarks
Policy ltem

Air Cabrin Class
Compact Printable

Authorization frental Car Type
Daily Expenses Summary

y

ederal Sponsar *Required
View Routing Histary Travel Policy Warnings
Travel Apent Assistance

Policy Item

Extras Lowest Logical Airfare
Trips List

Lowest Compact Car
Create Trip Template

Dedate Authorization

» Select justifications if needed
» Click Save and Next Step

WENDELL SMITH // JOSHUA CARLSON »

Authorization Status:  New Authorization

AL, These policy Items are incomplete: Alr Cabln Class, and Rental Car Type,

collapse or expand all sections

-~
Information Explanation
Select one v
Select one v
-

infarmation
No commercial air reservation.

No commercial rental car reservation.
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E2 Travel Intermediate

Training Exercises

Step

Action

14

The Step 7: Summary screen of the authorization appears:

> :
é Solubions  TRAVELER'STRIPS  TRAVELER'S PROFILE

Trip Dashboard Authorization
1/ Basic Information =
StEP T Summary L7
2/ Reservation
3| site Details Traveler Name: WENDELL SMITH  TripID: 310960
4/ Expenses
5. Accounting Basic Infarmation - Edit Details
6 Travel Policy
a Summary Type of Travel: Mission [Dperational)
Specific Travel Purpose: 9
Document Number:
Other Actions
Remarks

Attachments

Reservation - Edit Detalls

o Mo reservations found.

Site Details - Edit Details

ate Trip Template

Add Comparative Trip

» Add any remarks that are needed
» Add any attachments that are needed
» Click Send to Approver

WENDELL SMITH // JOSHUA CARLSON »

Authorization Status: New Autharization

collapse or expand all sections

~

[ite 1] Begin: Washington, DC, United States on 01-Mar-2018 to Baston, MA, United States

[Site 2] End: Boston, MA, United States on 31-May-2018 to Washington, DC, United States

15 |The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm

16
has been sent to the approver.

The My E2 screen should appear with a message at the top stating the authorization
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