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Training Objective

Use/Navigation of the Travel system

Not intended to teach travel policy

Rachael.S.Wivell@noaa.gov
(301)444-2136 

Chasity.N.Grimm@noaa.gov
(301)444-2129 

mailto:Rachael.s.wivell@noaa.gov
mailto:Chasity.N.Grimm@noaa.gov
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Introduction - Topics

• E2 Hierarchy
• User Types
• User Roles
• Access to E2
• Logging into E2
• E2 Basic Navigation
• E2 Profile

• Online Booking 
Engine (OBE)
– TMC Profile
– Reservation Basics

• Selecting Airfare
• Selecting Hotel
• Selecting Car Rental

– Saving Reservation
– Creating TA from 

Reservation
– Fees
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E2 Hierarchy

Agency
• Department of Commerce

Organization
• NOAA
• BIS
• EDA

Major Customer
• NOAA Line Office - Org 1 & 2
• BIS - Org 1
• EDA – Regional Office – Org 1 & 2

Minor Customers
• NOAA Line Office - Org 3, 4 & 5
• BIS - Org 2 & 3
• EDA – Division – Org 3

Note: Travelers are assigned to the Minor Customer level.

Agency

Organization

Major

Minor
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E2 Hierarchy – NOAA Line 
Office Example

Agency Organization (14)
DEPARTMENT OF COMMERCE NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

Org. 1 Code (10) Org. 2 Code (14)
NATIONAL OCEAN SERVICE -
ASST ADM 

OFFICE OF NATIONAL MARINE SANCTUARIES

Major Customer – FMC Level

Org. 3 Code (0007) Org. 4 Code (01) Org. 5 Code (00)
PACIFIC ISLAND REGION HAWAIIAN ISLAND HUMPBACK 

WHALE NMS
HAWAIIAN ISLAND HUMPBACK WHALE 
NMS

Minor Customer – Division/Branch Level
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E2 Hierarchy – BIS Example

Agency Organization (13)
DEPARTMENT OF COMMERCE BUREAU OF INDUSTRY AND SECURITY

Org. 1 Code (43)
OFFICE OF THE ASST SECRETARY FOR EXPORT ENFORCEMENT

Major Customer – Field Level

Org. 2 Code (06) Org. 3 Code (0008)
OFFICE OF EXPORT ENFORCEMENT INVESTIGATIONS DIVISION

Minor Customer – Division Level
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E2 Hierarchy – EDA Example

Agency Organization (20)
DEPARTMENT OF COMMERCE U.S. ECONOMIC DEVELOPMENT ADMINISTRATION

Org. 1 Code (99) Org. 2 Code (01)
HEADQUARTERS OFFICE OF EXTERNAL AFFAIRS

Major Customer – Regional Office

Minor Customer – Division Level
Org. 3 Code (0002)
PUBLIC AFFAIRS
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E2 User Types

• Each user has access to features and functions 
appropriate to a specific user type.   All user 
types have access to Traveler functionality.

• The following are E2 user types: 
– Traveler - Create, modify, delete, route and print 

travel documents for yourself and for any other 
travelers who have given you permission to arrange 
their travel. 

– Approver - Approve, revise, route and print travel 
documents including authorizations, vouchers, and 
local travel claims. 
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E2 User Roles

• Roles are granted at specific hierarchy levels
• The following user roles provide users with 

access to additional features and functions 
based on the access level granted:  
– Arranger Access – Allows user to arrange travel for other users  

without having to be a designated travel arranger for that user. 
– View Document Access – Allows user to view access to a 

traveler’s authorization, voucher or local travel claim.
– Report Access – Allows user to run reports.
– System Administration Access – Allows user to view and/or  

modify a wide variety of settings. *Limited*
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E2 Access Form Notes

• Users must abide by the following set of requirements to gain 
access to the E2 system:
– All E2 users must be employed by Department of Commerce (either Federal 

Employee or Contractor).
– All E2 users must be familiar with their Bureau’s Information Technology 

System Rules of Behavior and complete the required IT Security Awareness 
Course.

– All new E2 users must complete the DOC E2 Solutions Security Access 
Request Form.  The form can be obtained from 
https://connection.commerce.gov/policy/20160419/e2-system-access-request-
form or by contacting Client Services Help Desk.

• The form can only be accessed from an office network, cannot be accessed via 
VPN or any other network connections.

– All E2 users must be listed in a DOC Staff Directory prior to being granted 
access to the systems. This is the responsibility of the user’s office. [Does not 
apply to Invitational Travelers]

https://connection.commerce.gov/policy/20160419/e2-system-access-request-form
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E2 Access Form
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E2 Access Form
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E2 Login Process – First Time

• Email sent by clientservices@noaa.gov
with instructions and User ID/Employee ID

• Activation email sent by 
etravelservices@cwtsatotravel.com
– Link contained ONLY good for 72 hours
– After 72 hours email to be sent to 

clientservices@noaa.gov to be reset

mailto:clientservices@noaa.gov
mailto:etravelservices@cwtsatotravel.com
mailto:clientservices@noaa.gov
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E2 Login Process – First Time 
Cont’d

• Enter User ID and Employee ID
– Provided to you in a separate email

DO NOT Enter your Social Security Number
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E2 Login Process – First Time 
Cont’d

• Enter/Confirm New Password
• Create Security Questions/Answers

Once  finished, you’ll be taken to the E2 Travel System
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E2 Login Screen – once set up
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E2 Home Page 
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E2 Navigation Basics

Standard Menu Bar

View Tabs

Sections

Drop-down

Links
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Document Navigation

Document Steps

Document Menu Options
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E2 Travel System Online Help
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E2 Knowledge Portal
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E2 Travel System Profile



23

E2 Travel System Profile
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E2 Travel System Profile

• Reservation Name
• Default Homesite
• Address Information
• Email Information

– Alternate email 
addresses

• Travel Arrangers

• Credit Card Information
• Travel Preferences

– TMC Profile ID
• Other Features

– Edit Password Information
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Reservation Name
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Default Homesite
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Address Information
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Email Information 
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Travel Arrangers
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Credit Card Information
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Other Features - Password
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Travel Preferences
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E2 TMC Profile
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Personal Information
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Site Preferences 
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E2 TMC Profile Cont’d
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Online Booking Engine (OBE)
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OBE Searching
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Selecting Flights
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Selecting Flights Cont’d
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Selecting Foreign Flights

1.

2.

3.

https://www.gsa.gov/policy-regulations/policy/travel-management-policy/fly-america-act

https://www.gsa.gov/policy-regulations/policy/travel-management-policy/fly-america-act
https://www.gsa.gov/policy-regulations/policy/travel-management-policy/fly-america-act
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Classes of  Air

• City Pairs has Dual Fares:
– YCA

• Highly discounted unrestricted fare
– _CA

• Capacity Controlled fare
• More deeply discounted than YCA fares
• Limited amount

– https://www.gsa.gov/travel/plan-book/transportation-airfare-rates-pov-rates-
etc/airfare-rates-city-pairs-programs/resource-library/dual-fares-fact-sheet

• DG
– Non Contract Airfare

• Myth VS Fact
– https://www.gsa.gov/travel/plan-book/transportation-airfare-rates-pov-

rates-etc/airfare-rates-city-pairs-programs/myth-vs-fact

https://www.gsa.gov/travel/plan-book/transportation-airfare-rates-pov-rates-etc/airfare-rates-city-pairs-programs/resource-library/dual-fares-fact-sheet
https://www.gsa.gov/travel/plan-book/transportation-airfare-rates-pov-rates-etc/airfare-rates-city-pairs-programs/myth-vs-fact
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Selecting Departing Flight
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Review Low Fare Options
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Fare Rules
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Selecting Seats
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Other Seating

• Seat Upgrades
– Choice/Premium Seating is upgraded seating within coach class 

accommodations.  Since choice/premium seating is considerably less 
expensive than premium class travel, employees are encouraged to use 
choice/premium seating instead of premium class travel whenever possible.  
Employees who request choice/premium seating, must qualify under one of 
the exceptions listed in the Premium Class section of the DOC Travel Policy 
Handbook

• Premium Class
– NOAA’s Deputy Under Secretary (DUS) Office will approve all premium 

class travel authorizations and CD-334s 
(https://connection.commerce.gov/forms-and-surveys/request-approval-
other-coach-class-accommodations), Request for Approval for Other than 
Coach-Class Accommodations, in accordance with FTR, Chapter 301-10 
(https://www.gsa.gov/policy-regulations/regulations/federal-travel-regulation-
ftr?asset=90794#wp1088854)

• Companion Seating
– http://www.corporateservices.noaa.gov/finance/e2travel.html

• E2 Standard Operating Procedures – Companion Seats - Award Recipient Travel

https://connection.commerce.gov/forms-and-surveys/request-approval-other-coach-class-accommodations
https://www.gsa.gov/policy-regulations/regulations/federal-travel-regulation-ftr?asset=90794#wp1088854
http://www.corporateservices.noaa.gov/finance/e2travel.html
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Hotel Selection
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Hotel Selection Cont’d
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Room Rates



51

Rate Details & Cancellation 
Policy
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Car Rental
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Car Types
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Selecting a Car
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Car Details
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Trip Review and Checkout
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Flight Details
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Hotel Details
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Car Details
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Other Areas – Trip Breakdown
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Create Authorization or Save 
for Later



62

Held Reservations
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Adding Held Reservations to 
Authorization
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Adding Held Reservations to 
Authorization Cont’d
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Reservation Added to 
Authorization
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Site Details
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Expenses
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Lodging Expenses



69

Travel Policy
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Fees

Type Fee

Full Service Domestic Fee (SATO) $37.63

Full Service International Fee (SATO) $39.19

Full Service Domestic Fee (El Sol) $35.53

Full Service International Fee (El Sol) $36.45

Online Booking Engine TMC Fee (Domestic/International Full Booking) $9.35

Online Booking Engine TMC  Fee (Domestic without Air/Rail) $7.22

Local Voucher Fee (through E2) $6.90

TDY Voucher Fee (through E2) $15.51
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SATO/El Sol Contact Numbers

TMC Contact Number for 
SATO Customers

If you would like to call the 
TMC to make reservations 
(or to make changes to an 

existing reservation) please 
use the following number:

1-855-813-2844

TMC Contact Number for 
El Sol Customers

If you would like to call the 
TMC to make reservations 
(or to make changes to an 

existing reservation) please 
use the following number:

1-844-355-0383
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Best Practices for Contacting the Travel 
Management Center (TMC)

• Minimize agent assisted calls to SATO and El Sol by calling when:
– Online Booking Engine (OBE) is unavailable
– Traveler has a complex itinerary

• General definition of “complex travel” includes, but is not limited to:
– International reservation with three or more airlines involved
– International reservation with two or more stops
– International reservation with three or more required airline fare 

breaks
– International reservation with two or more airlines without 

ticketing agreements
– Unable to find suitable itinerary in the OBE
– Booking Emergency travel (Stuck in the airport, flight cancelled, etc.) 
– Booking Companion Travel
– Booking Premium Class Travel

• A Traveler cannot use both SATO and El Sol to book reservations. They 
must use the TMC assigned to their Major/Minor
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NOAA Client Services Help Desk

Functional/Technical Support for CBS Applications
• Budget Operating Plans (BOP)
• Reimbursable Agreements
• SLTs & DLAs
• Data Warehouse/Discoverer
• Commerce Purchase Card System (CPCS)
• Travel
• C.Request/C.Award (C.Suite)

User Account requests, JAVA/JInitiator, etc.
FSD/CBS Web Site

• Click on Help Desk link for additional info, phone numbers, etc.
• Email: ClientServices@noaa.gov
• Phone #: 301-444-3400

• Option #2 – Travel
• Fax/Server #: 301-444-3401

http://www.corporateservices.noaa.gov/finance/FOFSD_Home.html

mailto:ClientServices@noaa.gov
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