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Using This Guide

This guide provides all the instructions necessary to create, modify, delete, route, and print a travel document
using E2 Solutions Travel Management tool. It is intended to support training as well as serve as a reference for
post-training use. The focus of this guide is the primary travel users - the Travel Arranger and the Travel
Approver. Support and administrative functions, such as Auditors, Card Coordinators, and System
Administrators, will be covered in other documentation.

After the Introduction, the guide is arranged by E2 Solution's most common uses, such as creating a travel
request, down to one time events such as adding a new user to the E2 Solutions system.

E2 functions are present as procedures in a series of steps with corresponding illustrations. For example, to add a
User's rental car preferences to their profile, follow the procedures shown below:

. Inthe Rental Car Preferences screen, perform the following actions

In the Car Type field, select from the drop down boxes the Car Size, Number of
Doors, and Transmission Type.

In the Special Requests field, select up to three special requests from the drop
down boxes.

OPTIONAL: In the Special Instructions field, enter Special Requests for car
rentals.

When finished, select the Save button.

My Account Rental Gar Preferences

» - " -
P> Car Type |intermediate v | 2 door ~ || automatic | ¥

P> Special Requests 1st Selectian | Clear Selection
2nd Selection | Clear Selection

3rd Selection ¥ | Clear Selection

Please be advised by typing any special notes in the box below will result in agent intervention which will increase the transaction fee
from the online booking fee to an agent assist transaction fee.

> Sp2cial Instructions

The changes to your profile are effective immediately and have been automatically sent to ©W Government Tragakedgc.
1 @
came |
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1. Introduction

E2 Solutions is a web-based travel management solution that provides end-to-end travel management services to
Federal Agencies such as USAID. The E2 Solutions application is capable of travel planning and cost estimating;
travel authorization creation; online booking of reservations; the filing, processing, and approval of travel
documents, vouchering of travel, and travel and system reports.

1.1 User Role

Within E2 Solutions, there are five user roles. E2 Solutions provide each system user with access to features

and functions appropriate to a specific user role. The E2 Solutions roles are as follows:

o Traveler and Travel Arranger - As a traveler, you can create, modify, delete, route, and print a travel
document for yourself and for any other travelers who have given you permission to arrange their travel.
NOTE: Any E2 Solutions user, regardless of user type, can perform traveler or travel arranger functions.

o Approver — As an approver, you can approve, revise, route, and print a travel document.
e Auditor — As an auditor, you can approve, revise, and route a travel voucher.

e Card Coordinator — As a program coordinator, you can define the status of E2 Solutions users’ charge
cards. You can also view an E2 Solutions users’ card history and restrict charge card usage.

o System Administrator — As a customer system administrator, you can modify a wide variety of settings at
the system level that are applied to E2 Solutions users. Any other E2 Solutions user role can be assigned
customer system administrator privileges at various levels within the E2 Solutions hierarchy.

Within USAID, E2 Solutions users will either be defined as a traveler or an approver. Some USAID users will
have system administrator privileges. Once a user's role has been defined, the functions available to that user
become available in the E2 system.

1.2 Travel Arrangement Functions

The most common use of E2 will be to create and administer travel arrangements and its documentation by
individual users. Examples of travel arrangement functions are the initial creation of a trip for, or by a user. Once
the trip is created, the trip originator can route the trip request to the Approver, or any other official that is
required to review, verify, and approve the trip. At any point in the trip request process, the Traveler or the
Approver can edit the travel plan. Finally, E2 can print the appropriate trip documentation.

1.2.1 Trip-by-trip Travel Arrangement Functions

The task available to the Traveler and Travel Arranger in the creation and management of travel arrangements and
its corresponding travel documentation are:

o Create - initial travel arrangements and corresponding set of travel documentation and vouchers.

e Modify - make changes to existing travel arrangements and documentation.

¢ Route - transmit existing travel documentation to approval and review sources.

e Print - print any or all travel documents and vouchers.

o Delete - remove any or all travel documents from a selected travel arrangement document.
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1.2.2 Trip Support Functions

These are functions that are not performed by users or Approvers in the direct creation and maintenance of trips.
The correspond directly to their user roles. While any E2 User can also be given one or more of these
functions/roles, most users will be limited to the role of Traveler or Travel Arranger.

o Credit card maintenance - view, define, and restrict charge card usage

e Auditing - approve, revise, and route a travel vouchers

e  System administration - adds update, and change E2 users; administer passwords and security; perform E2
maintenance.
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2. Accessing E2 Solutions

2 2
The purpose of this section is to provide the steps necessary to access E . Solutions. All users of E - Solutions

access the application in the same manner.

1. Open aweb browser session.
2. Inthe address box, type https://ets.prod.carlson.com and select the Enter button on the keyboard.

File  Edit Miew Favorites Tools  Help

X = - = 5 — fi - = 2
@Back * e |ﬂ IE,] _l.' / ! Search ._\_" Favarites @ = | _l ﬁ) ':'Li
https: fets. prod. carlson, com/ S

Figure 1. E2 URL
2
3. Once you select the Enter key, the E Solutions Login window will appear.

4. Inthe E2 Solutions Login screen, enter your E2 Solutions Username, Password, and select the Login

button.

2Solutions:

eTravel Login

Username: timiz3

A 4

A 4

Password: (sesssessss

Passwiord is_case sensitive
» (e

Login Help Eegister PEI Certificate

Please Note: The system will automatically
log you out after a time determined by
your Major Customer or if another session
is created with your account.

ER R R L warning B

This is a U.5. Federal Government information systern that is "FOR OFFICIAL USE OMLY". Unauthorized access is a wiolation
of U.S, Law and may result in criminal or administrative penalties. Users shall not access other users' or system files
without proper authority, Absence of access controls IS NOT authorization for access! Information systems and eguipment
related to the eTravel Service are intended for communication, transrission, processing and storage of U5, Government
information. These systems and equipment are subject to monitoring by law enforcerment and authorized officials, Use of
this system constitutes consent to such monitoring.,

EEEEE TR 2T Priuacv Act Notice ERE R R

This systern contains information protected under the provisions of the privacy act of 1974 {Public Law 93-579), Any
privacy information displayed on the screen or printed must be protected from unauthorized disclosure. Employees who

violate privacy safeguards may be subject to disciplinary actions, a fine of up to $5,000, or both. Privacy Act details

Copyright 2007 CW Government Travel

Figure 2. E2 Login Screen
5. After selecting the Login button, the E2 Solutions home page for the user will appear.
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| [ My Travel | My Profile | Travel For Others |

ke

Your last login was not found
There have been O unsuccessful login attempts since your last login,

Shortcuts

Create a MNew Trawel Authorization
Create a Mew Local Travel Claim

Trip ID Destination

Pending Travel

Departure Date

TOM TRIMBLE |ogged in Logout Find Answers?

Approver

Status

Travel Links

US4 gov Travel

Government Travel Information
s Teaaal Wiew all Travel Authorizations
Federal Travel Requlation (FTR}

Gowt Contract Flight Schedules

Domestic Per Diem Rates

State Tax Ezemption Faorms

U.5. Department of State Travel
International Travel Information

Foreign Per Diem Rates

1550 Contact Information

Privacy Policy

Mo record found

Release 3.9

Copyright 2003-2008 CW Government Travel

Figure 3. User's Home Page

This completes the Access E2 Solutions process.
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3. Trip-by-Trip Authorization (E2 Solutions Traveler and Travel
Arranger)

The purpose of the Trip by Trip section is to provide the steps necessary to create a travel authorization within
E? Solutions.

Note: You must have an Account and a profile in E2 before you can arrange a travel request. If you do not have a
profile, you must create one. See Account Creation.

3.1 Create a Travel Authorization
1. Once logged into E? Solutions, from the E2 Solutions main menu, select the My Travel link.

5, :
éSuluhons ﬁ “l
_ ———

mny Travel | Jly Profile | Travel For Others | My Approvals

TOM TRIMBLE |ogged in Logout Find Answers?

Your last login was Thu, 3 Apr 2008 8:59 AM CDT
There have been O unsuccassful login attempts since your last login.

Shortcuts Pending Travel

Create a New Travel Authorization

Trip ID Destination Departure Date

Approver Status

Create 3 Mew Laocal Travel Claim

Travel Links No record found

US4 qov Travel

Government Travel Information

B Gov Traval Yiew all Travel Autharizations

Federal Travel Requlation (FTR)

Gowt Contract Flight Schedules

Domestic Per Diem Rates Release 2.9

State Tax Exemption Forms

U.S. Department of State Travel
International Travel Information
Foreign Per Diem Rates

1SS0 Contact Information

Privacy Policy

Copyright 2003-2008 CW Govsrnment Travel

Figure 4. My Travel Link
2. Inthe Current Trips screen, select the Create Travel Authorization button.

éZSoluilcmS' ﬁml
[ Home | [ My Profile | Travel For Others | My Approvals |

TOM TRIMBLE logged in Logout Find Answers?

Travel Genter
Trips Traveler Name

Amend A Tri TOM TRIMBLE

Copy Other's Trip =iy
Create NFS Trin Orderby |Trip1D %
Trip Ternplates
Search Trips

Trip 1D 0A # Destination Departure Date Approver Status Copy Trip
Open Authorizations
Smend Open Authorizations
Group Authorizations

No record found

Showing 0 - 0 of 0
Local Travel & Misc Claims -

yonlemental voychar

Enage Miztoncal 1R Create Travel Authorization
Woucher Reclaims

Delinguent Advances
Travel &Advances
Mileage Rates

Per Diem Rates
Reports

Privacy Policy

Copyright 2003-2008 CW Gavsrnment Travel

Figure 5. Create Travel Authorization Link

3. After selecting the Create Travel Authorization button, the screen will refresh and indicate the page is
loading.
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[ Home [ My Travel

My Profile

Travel For Others

My Approvals

TOM TRIMBLE lagged in Logout Find Answers?

Loading page...
M

Figure 6. Loading in Progress Window

4. When the page finishes loading, the Trip Planner screen will display.

éZSoluhonS'

[ Home |

My Profile

Travel For Others

My Approvals

Trip Planner

TOM TRIMBLE logged in Logout Eind Answers?

Trip ID:

New

Type of travel:

[Site 1] Begin :

[Site 2] End:

Traveler name: TOM TRIMBLE

[ Select Travel Type..

Specific travel purpose: |

from WASHINGTON, DC

Departing: Time: Departin, frﬂm:. Airport: %
o/ dd Ay ‘ 8aM v WASHINGTON || was
Arriving: Going to: . Airport: %
sty | [l [

Mode of transportation: | COMMERCIAL FLANE &l

will you need to reserve a hotel? will you need to reserve a rental car? [

Reason for stop: | Temporary Duty v

+ Add travel destination | [+ add break

to WASHINGTON, DC

Departing: Time: Departing from: A |
[y | [ 8 am v i

i &
Artiving: Going to: @ sirport: B
mmdddpyy | [EEl WASHINGTON [was
Mode of transportation: | COMMERCIAL FLANE |

Figure 7. Trip Planner Window

5. Inthe Type of Travel field, select from the drop down list the Type of Travel for the trip.
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Trip Planner — | Select Travel Tvpe... ~

Traveler name; TOM TRIMBLE

Trip ID: Mew
Select Travel Type. v

Type of travel: >

Specific travel purpose:

Conference

Dependent Trawvel
Educational Allowance
Educational Trawvel
Emergency Wizsitation Trawvel
Entitlernent

Haome Leave/RTF
Informational keeting

Long Term Training

Lang Temn TraveldT raining
Medical Evacuation Travel
R elocation

Reszt and Recuperation

Site Wisit

Speech or Prezentation
Training

Travel of Child Sep. Parents

Figure 8. Select Travel Type - Drop-down Menu

6. Inthe Specific Travel Purpose field, enter the reason for the trip.

Trip Planner

Traveler name: TOM TRIMELE
Trip ID: Mew

Type of trayel:

i
'@vel purpose: |Site Visit to Kiev )

Figure 9. Specific Travel Purpose Window

7. After completing the Type of Travel and Specific Travel Purpose, the next steps are to build your itinerary
from your current duty station to your TDY location. To do this start with the Site 1 Begin portion of the
Trip Planner.

—
P it 1] Begin : from WaSHINGTOM, DC [-1
Departing: Time: Departing from: . Airport: %
i/ dd v| 8 AM + |[wASHINGTON WAS
Arriving: Going to: ® Airport: 3’1’»
»
> T/ dd EH
Mode of transportation: | COMMERCIAL PLANE ~
Will you need to reserve a hotel? will you need to reserve a rental car? []
Reason for stop: | Temporay Duly  »

Figure 10. Site 1 - Begin Window
8. From the Departing field, select Calendar icon.

NOTE: If the calendar does not display after selection, check the Windows menu bar for the calendar.

Departing:
Pt

Figure 11. Departing Calendar Icon
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9. Inthe Calendar, select the Departing Date for your trip. After selecting the Departure Date the Trip

Planner screen will update with the Departing and Arrival Date as the same.

correctly.

NOTE: If you are crossing the International Date Line (IDL) East or West, then you enter the
arrival date as seen on your itinerary. This will allow E2 Solutions to calculate the entitlements

28 290 30

e (=]
NBE P

RIG en
B I [ 1~
BN 15 e =

(4 October 2008
Sun Mon Tue Wed Thu

IS 15 & 1o m

-
=

IR B w

A Date - Microsoft Internet ... g@@

()

i Sat

==y

Figure 12. Departing Calendar Date
10. Inthe Time field, select the drop down arrow and select the preferred Departure Time.

Time:

8 AM

v

Moarming - 8 AM
Maoon - 12 PR
Afternoon - 4 PR
Ewening - 8 PM

Figure 13. Select Departure Time

11. The Departing From field should list the city closest to your current duty station for which there is an
airport. If you would like to change your Departing From location, select the Departing From link.

|—> (Departing from:
WA SHIMGTON

Figure 14. Departing Link

12. In the Site Search screen, perform the following actions:

NOTE: Unless for some reason you are departing from a location other than your official duty
station, the Departing From location should not be changed.
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NOTE: If the country selected is pot the United States, then select the Search button after selecting
the country and skip to step 12d.

13. Inthe Country field, select the departing Country.

14. If the United States is the departing country, select the drop down arrow and select the departing State.
a. After selecting the departing State, select the Search button.
b. Below the Search button, a City link list will be available. Select the link for the appropriate
City.

2) https:/fets.uat.carlson.com/ThinkCAP/sitesearch.eZ - Microsoft Internet Explorer g@@

Csiesearn ——————

To locate the per diem rate for your TDY Site, use the Country, State, and Site options below.
Select the desired City or County; preference should be given to the City location if both City
and County are listed. You can search for the County if Y.

For CONUS locations, if the city and county are not listed, use the Standard US Rate Search.

For OCONUS locations, if the city or town is not lisked, select 'Other’ from the country search
results to enter your location detail

> Country: | UNITED $TATES 3

T Tountey is the United
»
> tate: | CISTRICT OF COLUMBIA %

Site:

Rate walid on: {mm/dd/yyyy): [o4/07/2008 [E=
I~
A
Per Diem
i Custom Site:  County: State:  Lodging  M&IE
> L ASHINGTON D) DIST OF COLUMBIA el 201.00 64.00

Figure 15. Site Search
15. After selecting the Departing From location, select the Airport link.

NOTE: Unless for some reason you are departing from an airport other than your default
airport, the Departing Airport should not be changed.

WAS

Figure 16. Airport Icon

16. In the Select Airport screen, perform the following actions:
a. Inthe Select Country field, select the Country from the drop down list and then the Select button next to
the Country box.
b. If the United States is the Departing Country, then in the Select State field select the State from the
drop down list and then select the Search button.

C. Ifthe Departing Country is pnot the United States, then in the Country field select the Country from the
drop down list and then select the Select button next to the Country field.
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d. From the list of available airports, select the Airport Code associated with the Airport in which you will
be departing.

0 e ety satcarisom comiT Rk At rvitA ayoutiterdTrameacton -e3tasrpor e, mISAVELAYOUT - . Micrasaf interel Dapiser

Airport selection process for United States airports

Figure 17. Select Country window

3 hiaps:itats. at [ - 1|
| sclect dirpo
Airport Cade Search:
et Country: oot ) |
Sani | [Cione
| pager :
ol Thad |
|

Airport selection process for all other airports.

y

Figure 18. Air port Codes window

17. The Arrival Date field will automatically populate based on the Departure Date field when selecting the
Arrival Date box.
NOTE: Check your TMC provided itinerary for Departure and Arrival Dates and enter the dates in the fields if
different. When crossing the International Date Line, your arrival date may be different from what is listed in
E2 Solutions. For proper entitlement calculations, the dates on the TMC provided itinerary should be used.
18. If, on the itinerary, the Arrival Date is different from the Departure Date, then select the Calendar icon.

Arriving:

_mm.ddd.d_l,wy_>

Figure 19. Calendar Icon

19. In the Calendar screen, select the Arrival Date as listed on your itinerary. This will populate the Arrival

Date field.
20. After selecting the Arrival Date, select the Going To link to enter your Temporary Duty (TDY') destination.
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— Euiné to: ’

Figure 20. Going To link

21. In the Site Search screen, perform the following actions:

a. Inthe Country field, select the drop down box to list the countries and select the destination Country
from the list provided.

b. If you are not traveling to the United States, after you select the Country from the drop down box, select
the Search button.

C. Ifthe Country selected is the United States, then select the drop down box for the State field to identify
the State to which you are traveling and then select the Search button.

d. Below the Search button a list containing the Cities associated with the Country and/or State selected will
appear. Select the City from the list.

e. Once complete, skip to Step 22.

NOTE: If your TDY city is not listed, then that means there is not a per diem rate associated with your
TDY location. Proceed to Step 20 for CONUS travel or Step 21 for OCONUS travel. Otherwise, skip to

Step 22.

A hitps:/fets.uat.carlson.com/ThinkCAP/sitesearch.e2 - Microsoft Internet Explorer g@@

Csiesearc —————————————————

To locate the per diem rate for your TDY Site, use the Country, State, and Site options below.
Select the desired City or County; preference should be given to the City location if both City
and County are listed. You can search for the County if necessary.

For CONUS locations, if the city and county are not listed, use the Standard US Rate Search.

Far OCONUS lacations, if the city or town is nat listed, select ‘Other’ from the cauntry search
results to enter your location L

»
> Ountry: | UkRAINE ~

T the country is the United

T
States.
State:
Site:
Rate valid on: (mm/dd/yyyy): [o4/07/2008 E=

I~

I —
G
Per Diem
Lity: Custom Site: Lodging M&IE
) o] K11V 220.00 124.00
"THER 1z7.00 50.00

Figure 21. Site Search window

NOTE: Some USAID TDY locations will have a Custom Per Diem rate. Custom Per Diem Rates are
identified by the *Y” in the Custom Site column and by the City Name.  When traveling to sites with

Custom Per Diem rates, travelers should select the Custom Per Diem rate. Below is a screenshot of the
Custom Per Diem rate screen.
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24 hitps:Hets.uat.carlson.com/ThinkCAP/sitesearch.e? - Microsoft Internet Explorer,

To locate the per diem rate for your TDY Site, use the Country, State, and Site options below.
Select the desired City or County; preference should be given to the City location if both City
and County are listed. You can search for the County if necessary.

For CONUS locations, if the city and county are not listed, use the Standard US Rate Search.
For OCOMUS locations, if the city or town is not listed, select 'Other’ from the country search
results to enter your location details.

Country: | maLAwT v

A state and/or site must be selacted if the country is the United
States

State:
Site:
Rate valid on: {mm/fddfyyyy): [nasos/z00s =]

Per Diem ~
City: ustom Site: Lodging M&IE

BLAMTYRE - USAID T \ 115.00 45.00
> LILONGWE - USAID T ' 114.00 45.00
MANGOCHI - USAID s / 147.00 45.00
OTHER - USAID \Y / 91.00 45.00
BLANTYRE 115.00 71.00
LILOMGWE 114.00 73.00

Figure 22. Custom Per Diem Rate window

22. For CONUS locations when the TDY City does not appear in the list of available cities associated with the
State, perform the following actions:
a. Inthe Site Search screen, select the Standard US Rate Search link.
b. In the Standard US Rate Search section, select the State from the drop down box.

C. Inthe Town/ City field, enter the TDY City and select the either the Show Nearby Airports button or
the Show Al State Airports button.

d. Inthe new Standard US Rate Search screen, select the appropriate Airport Code.

A hitps:/lets. uat.carlson.com/ThinkCAP/sitesearch.e2 - Microsoft Internet Explorer J A hitps://ets.uat.carlson.com/ThinkCAP/servlet/L ayoutgr?L AYOUT-/E2ETravelfe 25tdUS... EIE‘E‘

Standard US Rate Search

) . ) . State: | vIRGINIA v Town / City: [pagve
To locate the per diem rate for your TDY Site, use the Country, State, and Site options below.
Select the desired City or County; preference should be given to the City location if both City
and County are listed. You can search for the County if necessary. [__shaw Mearby Arparts | [ show All state Airparts ]

An airport code must be selected from the list below, regardless of your mode of transportation to
this TDY site.

Tor CONUG [oCatars, T ehe Cky and Courty are not neeed, u*t &Standard US Rate Searc

Far OCONUS lacations, if the city or town is nat listed, select ‘Other’ from the cauntry search
results to enter your location details.

Country: | UNITED STATES N

A state andfar site must be salacted if the country is the United
States

/Myport City State  Country Distance
SHD\ STAUNTON WA us 38 MI/ 6L KM S
cro \ CHARLOTTESVILLE VA us 50 MI/ 80 KM 5

State: | celect State.. v WASHINGTON DULLES WA us 73 MI/ 117 KM E

Site: MORGANTOWN wy us 63 MI/ 139 KM NW

Rate valid on: (mm/dd/yyyy): [najov/zo0s =N CLARKSBURG FAIRMON Wy Us 84 MI/ 135 KM NW
NATIONAL APT DC us 95 MI/ 153 KM E

LYNCHBURG va us 104 MI/ 167 KM &

JOHNSTOWH PA Us 104 M1/ 167 KM N

LATROBE P us 106 MI/ 171 KM N

ALTOONA FA us 106 MI/ 171 KM N

Standard US Rate Search

Use the Show Nearby Airports button to locate airports near the selected state and town/city, or
use the Show &ll State Airports button to find all airports in the selected state. You must provide a

state and site when using either search,
e ———
Town [ City: [Basye

.

> < Show Nearby Airports I Show All State Airports

Figure 23. Standard US Rate Search windows

tate: | yIRGINIA
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23. For OCONUS location when the TDY City does not appear in the list of available cities associated with the

a.

b.

Country, perform the following actions:

3 hitps:/fets.ual.carlson.com/ThinkCAP/sitesearch.e27groupld-sitesEisitel d-0kfieldid—de... [Z |[2)[X]

To locate the per diem rate for your TDY Site, use the Country, State, and Site options below.
Select the desired City or County; preference should be given to the City location if both City
and County are listed. You can search for the County if necessary.

For CONUS locations, if the city and county are not listed, use the Standard US Rate Search,

Far OCOMUS lacations, if the city or town is nat listed, select ‘Other’ from the cauntry search
results to enter your location
x

> o om

Rate valid on: (mm/dd/yyyy): [o4/07/2008 E=

In the Site Search screen and in the Country field, select from the drop down box Other Foreign
Localities and select the Search button.

In the Search results section, select the Foreign Areas link.

] https:/ets. uat.canlson.com/ThinkCAP/sitesearch.e2 - Microsoft Internet Explorer

Cstesearan ———————————

To locate the per diem rate for your TDY Site, use the Country, State, and Site options below.
Select the desired City or County; preference should be given to the City location if both City
and County are listed. You can search for the County if necessary.

FEX

For COMUS locations, if the city and county are not listed, use the Standard US Rate Search.

For OCONUS locations, if the city or town is not listed, select 'Other’ from the country search
results to enter your location details.
Country: | 0THER FOREIGN LOCALITIES hd

A state andfor site must be selected if tha country is the United
States.

State:
Site:
Rate valid on: (mm/dd/yyyy): [os/07/2008 =
Per Diem
Custom Site: Lodging M&IE
(FOREIGN aREas ) 35.00 20.00

Figure 24. Foreign Areas link
24. When finished the Going To and Airport fields will populate the TDY Destination and Airport.

Airport: %

KBF

Figure 25. TDY Destination and Airport window

25. In the Mode of Transportation field, select the appropriate transportation method from the drop down box.

oo T

b COMMERCIAL PLANE
———

— ]

‘/v

COMMERCIAL FLAMNE v

COMMERCIAL AUTO
o =T P IR TR TS

Cl P i

COMMERCIAL YESSEL

FERRY

GOWT AUTO

GOWT BUS

GOWT PLAME [Military or &MC)

GOWT TRAIN

GOWT WESSEL

Mot Applicable # Mo Cost

Private Auta Mileage - Govt Auto Available and Carmmitted
Private Auto Mileage - Govt Auto Available and Mot Committed
Private Auta Mileage - Govt Auto Mat Available

PRIWATE MOTORCYCLE

PRIWATE PLAME

SUBwaY

Tl

Figure 26. Mode of Transportation field

26. If Hotel and/or Car Rental are authorized, select the box next each field is authorized.
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NOTE: If the box associated with the Will you need to reserve a hotel? is grayed out, then in
your profile you have either not entered your credit card information or, if you have entered your
credit card information, you have not set that credit card to be your default credit card for hotel
reservations.

Will you need to reserve a hntel’e@ Will you need to reserve a rental car?@

27. In the Reason for Stop field, select from the drop down box the Reason for the Stop at this location.

Reason For Stop Definitions:
Temporary Duty — Any duty at a temporary station other than the permanent duty station (PDS)

Authorized Delay — An allowed delay when using any mode of transportation when not directly
traveling to your temporary duty (TDY) site, for any reason. (Example: Weather, traveling
OCONUS on flights with stopovers exceeding 14 hours, or traveling using a personally owned
vehicle (POV) to a location that is more than 350 miles in distance.)

Rest Stop — An allowed delay where the origin and/or destination are OCONUS, and the
scheduled flight time, including stopovers and change of planes, is in excess of 14 hours. When
a rest top is authorized the applicable per diem rate is the rate for the rest stop location.

NOTE: The agency will need to determine when to use Authorized Delay or Rest Stop as the Reason

for the Stop.
Reason for stopy Temporary Dut_l,l\v
g Authorized Delay : >

Figure 27. Reason for Stop

28. After completing Site 1, departure location to TDY destination, the next step is to complete Site 2, TDY
destination back to the departure location. The below steps will complete the itinerary portion of a Travel
Authorization for a round trip.

——

l—»
< [Site 2] End : from KYI¥, UKR to WASHINGTON, DC [-]
S ——
5 — I . . £
eparting: Time: Departing from: Airport: 2=
i dd gy = v kv KEP
. il
Arriving: Going to; . Airport: 2=
i dd gy == WASHINGTON WS
Mode of transportation: | COMMERCIAL PLANE v

Figure 28. Travel Authorization Itinerary

29. From the Departing field, select Calendar icon.
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BTG ab

Figure 29. Departing Calendar Icon

30. In the Calendar, select the Departing (Return) Date for your trip. After selecting the Departure Date the
Trip Planner screen will update with the Departing and Arrival Date as the same.

A Date - Microsoft Internet ... g@@

(4 October 2008 )
Sun Mon Tue Wed Thu Fri Sat
28 29 30

BIR s e
13 S
[N

B2 I e |
RIS g e
185 IR [ 1~
123 1 1o =
&8 83 [ 1o

Figure 30. Calendar
31. Inthe Time field, select the drop down arrow and select the preferred Departure Time.

Time:

8 AM v
Marning - 8 AM
Noon - 12 P
Afternoon - 4 P
Ewening - B P
1AM

Figure 31. Departure Time Menu

32. In the Departing From and Airport fields, verify the departing location is the TDY location and the Airport
field is correct.

‘ Departing from: Airport: Eﬂ-"

ik KEF

Figure 32. Departing From and Airport window

33. Inthe Arriving field, mouse click inside the box. The Arrival Date will automatically populate based on the
Departure Date.
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NOTE: Check your TMC provided itinerary for Departure and Arrival Dates and enter the dates in
the fields if different. When crossing the International Date Line, your arrival date may be different
from what is listed in E2 Solutions. For proper entitlement calculations, the dates on the TMC
provided itinerary should be used.

34. In the Going To field, verify the returning to location and airport are correct. If not, make the necessary

changes to either the Going To location and/or the Airport by selecting the Going To link and/or Airport
link.

NOTE: If you changed the departing from airport in Site 1 to another airport other than the default
airport defined in your profile, you will need to make sure you are returning to the airport you departed
from as the default airport is what is defined in your user profile and what will appear by default as the
airport code

35. In the Mode of Transportation field, verify the Mode of Transportation is correct.

Arriving: Going to: . Airport: ?j's

10/18/2008 DfEly] ————> <[WASHINGTON was | >
ode of transportatiomsLOMMERCIAL FLAME

Figure 33. Mode of Transportation

36. After you have completed all steps in the Trip Planner screen, select the Next button.

Trip Planner
Traveler name: TOM TRIMBLE
Trip ID:
Type of travel: Site Visit ~
Specific travel purpose: |Site Visit to Kiev
[Site 1] Begin : from WaSHINGTON, DC on 10/13/2008 to K¥I1V, UKR [-1
Departing: Time: Departin from:. Airport: %
1041372008 vI aaM + ||"WASHINGTON AT
Arriving: Going to: . Airport: Eﬂ"
10/14/2008 =] KoY KEF
Mode of transportation: | COMMERCIAL FLANE v
Will you need to reserve a hotel? Will you need to reserve a rental car? [
Reason for stop: | Temporary Duty s
+ Add travel destination H+ Add break
[Site 2] End : from K¥I¥, UKR on 10/18/2008 to WASHINGTON, DC [-]
Departing: Time: Departing from: Airport; %
10/18/2008 v| 8 aM ||k KEP
Arriving: Going to: . Airport: %
10/18/2008 =] WASHINGTON Wibs
Mode of transportation: COMMERCIAL PLANE .
»
> ( Hext Step -

Figure 34. Trip Planner window

37. The E2 Solutions screen will refresh as E2 Solutions builds your trip itinerary also know as your
Authorization Summary.
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Create Travel Authorization

Traveler Name Trip ID Trip Status
TOM TRIMBLE 18132 MNew Authorization

Authorization Summary

Help with this paoe

Trip Summary
Type of Travel: Site Visit Edit Trip Planner
Specific Travel Purpose: Site Visit to Kiev
Document Number:

Date Generated: 04-2pr-2008

Departure Rental
Site: Mode: Reason for Stop: Per Diem: Hotel: Car: Crossed IDL?
WASHINGTON, DC B
Departs: WAS Mon 13-Oct-2008 05:00 AM
KYI¥, UKR
Arrives: KBP Tue 14-Oct-2008 CP Temporary Duty View Per Diern N ]

Departs: KBP Sat 15-0ck-2008 05:00 AM

WASHINGTON, DC
Arrives: WAS Sat 16-0ct-2008

*PA-C = Government Auto Available and Committed, PA-NA = Government Auto Mot Available, PA-NC = Government Auto
Available and Mot Committed,

Duration: 6 Days

Reservation Details

UUse Reservation Details link to Retrieve Reservations or Make Reservations prior to entering lodging expenses,
Retrieving reservations or making reservations after completing the lodging expense area will overwrite entered
information,

Reservation Details
Please select the cabin class for vour trip.
O coach
O Business

O First

Expenses, Funding, and Travel Advances
Edit Estimated L odging and Meals Expenses $1,562.00
Edit Estimated Transportation and Other Expenses $13.75
View Estimated Total Expenses $1,575.75

Edit Total Allocated to Accounting Codes $0.00

Printable Authorizationfoucher

Optional Remarks:
Add Remarks

MNext Step

[ Download Cost Construction Worksheet I send To spprover || Delete Authorization |

[ Uplaad Cost Construction Worksheet ]

Save Trip As Template
If vou wish to save this Trip as a template to be used later, please enter a Template Name.

If you wish to share this template with other users within ZZCarlson Staff under USAID, then mark the template as
"Shared".

Template Name: 1 shared

ltinerary Authorization History Attach Documents Daily Expenses Currency View Documents

Figure 35. Create Trip Summary Authorization window
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38. In the Trip Summary portion of the Authorization Summary screen, perform the following verification
activities:

Type of Travel

Is the Type of Travel correct for the trip?

Specific Travel Purpose

Does the Purpose clearly state the reason for the travel?

Departure, TDY, and Return locations

Do the locations match the reservation?

Departure and Arrival Dates

Do the dates match the reservation, if you already have a reservation?

Departure Times

= Do the departure times match the reservation, if you already have a reservation?

—STQ@ o0 oW

NOTE: If you do not yet have a reservation for your trip, you can continue with the Travel
Authorization. Once your reservations are made and before sending to the Approver, make sure you
update the above fields so E2 Solutions can calculate the proper reimbursement.

J. Departure Mode (i.e., CP for Commercial Plane)

= Is the mode of transportation correct?
K. Reason for Stop

= Isthe stop for TDY, Authorized Delay, or Rest Stop?
|. Per Diem

= Is Custom Per Diem available for the TDY location?)
m. Hotel and Car

= Do you need a hotel or rental car?

Teip Suprinkary
Type of Travel: 508 Vel Edif Ton Fannm
Spacific Traval Purpose: 502 VaEn to Kiey
Docunrent Wumbers

ate Geperated: D4-Apr-7008

e jpdrinire Reiddl
Gl BMaotln: Paasan lor Stap;  Per Deeil: Habil: Cars sl 100y
Rzl e e I e —

W b sy 1 REH, TH op
Daparty; ®AE Hed §5-0ek-5008 1500 M N

L EYLY, LUER
Arrives; ELBF Tue 1d-Og-2000 i Temiporary Dty MWigwy Fae [osare R H
Doparts; EBP Ssb 18-Cck-2008 06:Q0 AH

WASIIMNE TN, DL
MAFrives WAL Sab LE-Dot-2000

TPA-C = GoWBEIMMER: GUth available and Commitsd. PA-HA = Sovermment Dute Mot Avalable, Pa-NC = Covarmment aite
twmilable snd Bat Committed

Suratien: b DEve

Figure 36. Trip Summary
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39. Inthe Reservation Details section of the Authorization Summary screen, select the appropriate Cabin
Class for your trip and select the Save button. The screen will need to refresh as the information is saved
and updated in the Travel Authorization.

Reservation Details

Use Reservation Details link to Retrieve Reservations or Make Reservations prior to entering lodging expenses.
Fetrieving reservations ar making reservations after completing the lodaging expense area will overwrite entered
information.

Reservation Details

| Please select the cabin class far your trip,
(& Coach

O Business

e irst

Save

—>

v

Figure 37. Save Reservation Details window

40. After selecting the Cabin Class for the trip, select the Reservation Details link to make a reservation
electronically with TMC.

NOTE: USAID Missions will continue to submit their Travel Authorizations manually with the
TMC. Therefore, USAID Mission travelers can proceed to step XX

NOTE: Use Reservations Details link to Retrieve Reservations or to Make Reservation prior to

entering lodging expenses. Retrieving reservation or making reservations after completing the
lodging area will overwrite entered information.

Reservation Details

IUse Reservation Details link to Retrieve Reservations or Make Reservations prior to entering lodging expenses.
Retrieving reservations or making reservations after completing the lodging expense area will overwrite entered

infarmation.
» C Reservation Detaily)
S ———

Please select the cabin class for your trip.
@& coach

O Business
O First

Figure 38. Reservation Details

41. In the Reservation Details screen, select the Send to Travel Agent link. When selecting the Send to Travel
Agent link, the TMC will receive the requested trip itinerary and make reservations according to what is in
the travel authorization.
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Reservation Details

Traveler Name Trip ID Reservation Status
TOM TRIMBLE 18132 Mo Reservation

Show Sites

Air travel will be charged to a Centrally Billed Account

Retrieve Reservations or Make Reservations prior to entering ladging expenses, Retrieving reservations ar making
reseryations after completing the lodging expense area will overwrite entered information,

TONawE d Lravel dgerit COMpIEte yOUr Lravel Teservaclons, o zhnd to Travel Agent

[ Make Resarvation ] [ Retrieve Reservation ] [Back]

Itinerary Authorization History Attach Documents Daily Expenses Currency Wiew Documents

Figure 39. Send to Travel Agent window

42. In the Trip Confirmation screen, enter special travel requests that you may need for this trip as needed in
the Note to Travel Agent box. Once complete select the Confirm button.

NOTE: In order to automatically route the Travel Authorization to the TMC, the traveler must have a
TMC Profile ID. To verify and/or create a TMC Profile ID, please refer to Section 4.6

Trip Confirmation
Trip ID
18132
Mote to Travel Agent :

Your request will be automatically routed to your TMC. Please note that you must have completed your Profile and
updated and saved vour Travel Preferences before you request assistance from an agent,

_r NOTE: Entering additional comments in this section is optional
L and, if entered, additional TMC fees may apply.

i~
-1y Y Confirm

Itinerary Authorization History Attach Docurnents Daily Expenses Currency Miew Docurnents

Figure 40. Trip Confirmation window

43. After selecting the Confirm button, the Trip Status will change from No Reservation to Agent
Intervention.

NOTE: The TMC should process your reservation request within 24 hours.

44. When the TMC completes the reservation and sends the reservation back to E2 Solutions, the Trip Status
code will change from Agent Intervention to Reservations Booked. Additionally, an email will be sent to

the traveler’s Email Address(es) identified in their E2 Solutions Profile. The email will contain the
Confirmation Code.

45. In the Reservations section, select the Reservations Details link.
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Reservation Details

Use Reservation Details link to Retrieve Reservations or Make Reservations prior to entering lodging expenseas.

Retrieving reservations or making reservations after completing the lodging expense area will overwrite entered
infarmation.

» CReservation Details)
Please select the cabin class for your trip.

& Coach
O Business
O First

Figure 41. Reservations Details

46. In the Reservation Details screen, select the Retrieve Reservation button. A new screen, Retrieve Existing
Reservation, will open.

Reservation Details

Traveler Name Trip ID Reservation Status

T P Reservations Booked

L= L o 3y g

Show Sites

Air travel will be charged to a Centrally Billed Account

Retrieve Reservations or Make Reservations prior to entering ladging expenses, Retrieving reservations ar making
reseryations after completing the lodging expense area will overwrite entered information,

To have a travel agent complete your travel reseryak

T | Agent.
N

| THake MeEzaroation | Retrieve Resarvation Back
Itinerary Authorization History Attach Documents Daily Expenses Currency Wiew Documents

Figure 42. Retrieve Reservation window

47. In the Retrieve Existing Reservation screen, enter the Confirmation Code and select the Retrieve button.

Retrieve Existing Reservation

Traveler Name

Trip ID Reservation Status
TOM TRIMBELE 18132 Reservations Booked

Flease enter the 6 character Confirmation Code you received from your travel agent to retrieve your reservation. You
may also enter a second Confirmation Code associated to your reservation,

£ L " [
ShrTaEEeT oae >

Southwest Confirmation Code {opt):

> C

Itinerary Authorization History Attach Docurments Daily Expenses Currency Miew Docurnents

Figure 43. Confirmation Code

48. In the screen the reservations will display. Select the Accept button if the reservation is correct, otherwise
select the Cancel button. If you accept the reservation and airfare and hotel are part of the reservation made
through the TMC, then the associated costs for these expense will be are the travel authorization

(NEED SCREENSHOT OF ACCEPT/DECLINE BUTTONS)
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‘ Home | | My Profile | Travel For Others ‘
TOM TRIMBLE Iogged in Eind Answers?
Reservation Details -

Traveler Name Trip ID Reservation Status
TOM TRIMBLE 14356 Reservations Booked

Booking complete for trip - 14356, Reservation confirmation code(s): CLBFPY

Please note that air segments cannot be added to an existing reservation. If you need to add air segments, you can

do so by clicking "Send to Travel Agent’ or by calling your travel agent and then retrieving your modified
reservation.

Show Sites

7~ Air travel will be charged to your government-issued Travel Charge Card.

=
Traveler: TOM T TRIMBLE
Trip ID: 14356
[ Trip Confirmation Code: CLBFPY
'< PRICE DETAILS
Airfare: 208.80 USD

FLIGHT: United Airlines 609

P " P — A 4 am o mmnmle  an

e

Retrieve Reservations or Make Reservations prior to entering lodging expenses. Retrieving reservations or making
reservations after completing the lodging expense area will overwrite entered infarmation.

To have a travel agent complete your travel reservations, click Send to Travel Agent.
[ Retrieve Reservstion | [ Change Reservation | [Back
Itinerary Authorization History Attach Documents Dailv Expenses View Documents

Privacy Policy Copyright 2003-2007 CW Government Travel

Figure 44. Reservation Details
49. After retrieving the reservation, the estimated trip expenses are to be entered.

50. In the Expenses, Funding, and Travel Advance section of the Authorization Summary, select the Edit
Estimated Lodging and Meals Expenses link.

NOTE: For USAID/W users, before entering any expenses, be sure to retrieve your reservation

prior to entering expenses. This will prevent the previous entered expenses from being over-
written when the reservation is retrieved.

Expenses, Funding, and Travel Advances

< Edit Estimated Lodging and Meals Expenses $1,562.00

Edit Estimated Transportation an er Expenses $13.75
Yiew Estimated Total Expenses $1,575.75

[
>

Edit Total Allocated to Accounting Codes $0.00

Printable AuthorizationMoucher

Figure 45. Edit Lodging Estimation

51. In the Lodging and Meals Expenses screen, the editable fields include the Reimbursement Type, Daily Rate
(Lodging), and Daily Tax (Lodging).

NOTE: For easy navigation to the Authorization Summary or Transportation and Other
Expenses, use the Authorization Summary or Transportation and Other Expenses links.

Page 35 of 170



E2 User Guide =y

Y/

USAID

FROM THE AMERICAN PEOPLE

NOTE: For OCONUS travel, Daily Tax will not be an editable field as lodging taxes are
included in the room rate.

authorization Surmmary

Transportation & Other Expenses

Lodging and Meals Expenses

Traveler Name Trip ID
TOM TRIMBLE 18132

Trip Dates: 10/13/2008 to 10/18/2008

Reimbursement Type Legend

Actual Expenses = Actual expenses for lodging and meals - Mot To Exceed a total of 300%

Actual Lodging = Actual expenses for lodging and prescribed M&IE rate - Mot To Exceed a total of 300%
Actual Meals = Actual expenses for meals and prescribed lodging rate - Mot To Exceed a total of 300%
Conference = Conference expenses for lodging and prescribed MRIE rate - Lodging cannot exceed 125%
Per Diem = Limit reimbursement to per diem

Reduced = Limit reimbursement to the following reduced per diem amounts

Click Daily Rata, Daily Tax, or Current MEIE below to edit vour lodging and meals expenses,

Lodging M&IE
Reimbursement Daily Daily Current Lodging Tax to Current to Per
Site Type Rate Tawx Lodging to Date Date M&IE Date Diem

K¥I¥, UKR L
arrtres—rerrre—ryeee0€ | Fer Diem v 220.00 —seror—reror—or? (caz.00 az.00(oo
Departs: KBP Sat 18705’&200K

Itinerary Authorization History Attach Documents Daily Expenses Currency View Docurnents

Figure 46. Edit Lodging Expenses
52. Using the drop down box select the appropriate Reimbursement Type and select the Save button.

Reimbursement
Site Type

KYIV, UKR _
Arrives: KBP Tue 14-0ct-2008 | Per Diemn g

Departs: KBP Sat 18-Oct-2008 [0 3] Expenses

Actual Lodging
Actual Meals
LearErenee

o
Itinerary %@
1=

Figure 47. Reimbursement Type

NOTE: The reimbursement types available for selection by the USAID travelers are determined by
the USAID system administrator in coordination with the Travel and Transportation Division.

53. After selecting the Reimbursement Type, select the Daily Rate, Daily Tax, or Current M&IE link to
access the Estimated Daily Expenses screen.

NOTE: For OCONUS travel, there is not dollar value for the Daily Tax associated with lodging as
lodging tax is include in the lodging rate.
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Estimated Daily Expenses

Traveler Name

Trip ID

TOM TRIMBLE 15132
Expenses For: EYIV, TEER
Reimbursement Type: Per Diem
Limit reimbursement to per diem
Filtar by Date Range (both fields are required): Booked Lodaing Apply to all displayed

Begin Date {(mm/ddfyyyy): [10/13/2008 E=

End Date (mm/fddfyyyy): 10/18/2008 =

Trip Dates: 10/13/2008 to 10/18/2008

Daily Per ~
Booked Allowed Lodging Estimated Diem
Trip Date Lodging Lodging Tax ME&IE Rate
an

Mon 13/0ct/200 a.

93.00 Cpen

Tue 14;”0':";-"2013 220.00 124.00  Cpen

Wied 15fOth2DVEIh 220.00 1 124.00  Cpen

Thu 16;”0':";-"2008\ 220.00 / 124.00  Cpen

Fri 17/0ct/2008 VQD-UD/ 1z24.00  Cpen
. . e

Whichever is lowest between "Booked Lodging ™ or "Alfowed Lodging™ will be the expense transferred to the Voucher,

To access Shared Lodaing, Official Days Off, or Per Diem M2IE dick the following links:

Shared Lodging Official Days Off Per Diem MaIE

Figure 48. Estimated Expenses window

Lodging
Daily Daily Current Lodging Tax to
Rate Tax Lodging to Date Date

220.00 ) 880,00 880,00 0.00

Figure 49. Daily Lodging Rate

54. The Estimated Daily Expenses screen is utilized to enter the estimated Daily Lodging and Daily Lodging
Tax. The figure below is an example of an OCONUS trip with the reimbursement type of Per Diem.

NOTE: When the Reimbursement Type is Per Diem, the lodging rate will pre-populate with the lodging
per diem rate for the TDY location. If the reimbursement type is Actual Expenses or Actual Lodging, then
the Booked Lodging amount fields can be edited to reflect the estimated lodging costs.
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Estimated Daily Expenses
Traveler Name Trip ID
TOM TRIMBELE 18132
Expenses For: ETTV, TER
Reimbursement Type: Per Diem
Lirit reimbursement to per diem
Filter by Date Range (hoth fields are required): Booked Lodging &poly to all displayed
Begin Date (mm/dd/yyyy): |10/13/2008 =
End Date {(mm/dd/fyyyy): |10/18/2008 [
Trip Dates: 101372008 to 10/18/2008
Daily Per -
Booked Allowed Lodging Estimated Diem
Trip Date Lodging Lodging Tax M&IE Rate
Mon 13/0ct/2008 .00 93.00 pen
Tue 14/0ct/2008 220,00 124,00 pen
wed 15/0ct/2008 220,00 124,00 pen
Thu 16/0ct/200& 2z0.00 124,00 Cpen
Fri 17/0ct/2008 220,00 124,00 Dpen
W
Whichever is lowest between "Booked Lodging ™ or “Allowed Lodging ™ will be the expense dransferred o the loucher,
To access Shared Lodging, Official Days Off, or Per Diemn M&IE click the following links:
»( Ghared Lodging _@fficial Days Off Per Diem M&IE

Figure 50. Estimated Daily Expenses window

55. If lodging is being shared with another traveler, select the Shared Lodging link at the bottom of the
Estimated Daily Expenses screen.

56. In the Shared Lodging screen, select the Box next to the Date(s) in which the travelers used Shared
Lodging and select the Save button. After selecting the Save button, the screen will refresh indicating the

successful save of the change. Once the message appears, select the Back button to return to the Estimated
Daily Expenses screen.

NOTE: If all TDY was days included Shared Lodging, then select the box associated with the Select
all dates field.

57. To enter official days off while on official travel, select the Official Days Off link at the bottom of the
Estimated Daily Expenses screen.
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Traveler Name
TOM TRIMELE

Expenses for: KYIV, UKR

Official Days Off 3

Official Days Off are days you are not eligible to receive per diem or lodging expense reimbursement.

Filter by Date Range (both fields are required):

Begin Date (mm/dd/yyyy): 10/13/2008 ] =r
End Date (mm/dd/yyyy): [10/18/2008 [E
| Filter Dates

Trip Dates: 10/13/2008 to 10/18/2008
- oo s e

O

Mon 13/0ct/2008

Tue 14/0ct/2008

\ 4

Wed 15/0ct/2008

Thu 16/0ct/2008

Fri 17/0ct/2008

O|ooo|o

Sat 18/0ct/2008

"~

Itineracy Authorization History Attach Documents Daily Expenses View Documents

> (isaue

Figure 51. Estimated Daily Expenses - Official Days Off

58. In the Official Days Off screen, select the Box associated with the Date(s) of the Official Days Off and select
the Save button. After selecting the Save button, the screen will refresh indicating the successful save of
the change. Once the message appears, select the Back button to return to the Estimated Daily Expenses

screen.

59. If the Reimbursement Type is Per Diem and the traveler is provided meals, select the Per Diem M&IE link
on the Estimated Daily Expenses screen.
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Traveler Name
ToM TRIMBLE

Expenses For; X YTV, TER

Reimbursement Type: Per Diem

Lirnit reimbursement to per diem

Filter by Date Range (both fields are required):

Estimated Daily Expenses

Trip ID

15132

Booked Lodging

Apply to all displaved

Begin Date (mm/ddfyyyy): 10/13/2003 =
End Date {(mm/fddfyyyy): |10/18/2008 =g
Trip Dates: 101372008 to 10/18/2008
Daily Per ”~
Booked Allowed Lodging Estimated Diem
Trip Date Lodging Lodging Tax M&IE Rate
Mon 13/0ct/z003 (0,00 93,00 Qpen
Tue 14/0ct/2008 220,00 124,00  Qpen
wed 15/0ct/2008 220,00 1z24.00 open
Thu 16/0ct/2008 220,00 124.00 open
Fri 17/0ct/2008 220,00 124.00  OQpen
-

Whichever iz lowest botweoen "Booked Lodging ™ or "Allowed Lodging ™ will be the expense dransferred o the lYoucher,

To access Shared Lodging, Official Days Off, ar Per Diem M&IE click the following links:

S1AF|6=I8mmEys | )|0 e gl L] Per Diemn Ma&IE

Figure 52. Per Diem M & IE - Estimated Daily Expenses

60. In the Per Diem Meals and Incidental Expenses screen, select the Box associated with the Date(s) in which
meals were provided. After selecting the Save button, the screen will refresh indicating the successful save
of the change. Once the message appears, select the Back button to return to the Estimated Daily Expenses

screen.

NOTE: To select a meal or meals for your entire TDY trip select the box associated with the
Select All Breakfast Meals, Select all Lunch Meals, and/or Select all Dinner Meals.
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Per Diem Meals and Incidental Expenses

Traveler Name Trip ID
TOM TRIMBLE 18132

Expenses for: KYIV. UKR

[] 1 will not be receiving incidental expenses for this site.

Filter by Date Range (both fields are required):

Begin Date (mm/dd/yyyy): [10/13/2008
End Date (mm/dd/vyyy): [10/18/2008 ["3‘_']
Filter Da‘tes 7|

Selecting meals provided checkboxes and clicking "Save” will reduce the amount of per diem you are entitled to receive.

Trip Dates: 10/13/2008 to 10/18/2008

> O Select all breakfast meals l Select all lunch meals O Select all dinner meals

Breakfast Lunch Dinnﬂ
Trip Date Provided Provided Provided Incidental Per Diem
Man 13/0ct/200 25.00 124.00

Tue 14/0ct/200 25.00 124.00

Wed 15/0ct/200p 25.00 124.00

>
Thu 16/0ct/200 25.00 124.00

Fri 17.’Gct.-’200€| 25.00 124.00

Sat 13;0cuzuué\ / 2500  124.00

= —

I o
O|gooio o
Oooioga o

(] e

Itnerary Authorization History Attach Documents Daily Expenses View Documents

Figure 53. Per Diem Meal window

61. After entering Lodging, Per Diem, Shared Lodging, Official Days Off, and Meals Provided information,
select the Transportation and Other Expenses link to enter the estimated Transportation and Other
Expenses for the TDY trip.

Page 41 of 170



E2 User Guide

\% USAID

FROM THE AMERICAN PEOPLE

Transportation & Other Expenses

Lodging and Meals Expenses

Traveler Name

Trip ID
TOM TRIMBLE

18132
Trip Dates: 10/13/2008 to 10/18/2008

Reimbursement Type Legend

Actual Expenses = Actual expenses for lodging and meals - Mot To Exceed a total of 300%

Actual Lodging = Actual expenses for lodging and prescribed M&IE rate - Mot To Exceed a total of 300%
Actual Meals = Attual expenses for meals and prescribed lodging rate - Not To Exceed a total of 300%

Conference = Conference expenses for lodging and prescribed M&IE rate - Lodging cannot exceed 125%
Per Diem = Limit reimbursement to per diem

Reduced = Limit reimbursement to the following reduced per dierm amounts

Click Dailty Rate, Daily Tax, or Current MEJIE below fo edit your lodging and meals expenses.

Lodging M&IE
Reimbursement Daily Daily Current Lodging Tax to Current to Per
Site Type Rate Tax Lodging to Date Date M&IE Date Diem
KYIY¥, UKR
Arrives: KBP Tus 14-Oct-2008  Per Diem v 22000 88000 880,00 000 682,00 &82.00 Open
Departs: KBF Sat 15-Oct-2003

Itinerary Authorization History Attach Docurnents Daily Expenses Currency Wiew Docurnents

Figure 54. Transportation and Other Expenses

62. In the Estimated Transportation and Other Expenses screen, the traveler can enter additional estimated
expenses for the TDY trip.

NOTE: After retrieving the reservation, the Airfare should populate in the Amount column. In

the below screenshot example, the Airfare did not populate as a result of not actually retrieving a
reservation. In this case, the Airfare must be manually entered.

authorization Summary Lodging & Meals Expenses

Estimated Transportation and Other Expenses

Traveler Name

Trip ID
TRIMBLE, TOM

18132
Trip Dates: 10/13/2008 To 10/18/2008

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense, Selecting the Edit link
will display the details of the expenses and allow you to make edits,

Filter by Date Range

Calculate and enter Service Charges for ATM Withdrawals and Traveler's Checks.

Delete Edit

Date Expense Description Amount Copy Expense Expense

Edit

10/13/2008 airfare 0.0o Copy .} Expense

10/13/2008 Woucher Transaction Fee WTF 13,75 NAA
Total: $13.75

Expenses Pending Add

[Del=te | [ Add Expense ]

Itinerary Authorization History Attach Docurnents Daily Expenses Currency Wiew Docurnents

Figure 55. Expenses window
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63. To edit an existing expense in the Estimated Transportation and Other Expenses screen, select the Edit
Expense link.

Authorization Summary Lodaing & Meals Expenses

Estimated Transportation and Other Expenses

Traveler Name Trip 1D
TRIMBLE, TOM 18132

Trip Dates: 10/13/2008 To 10/18/2008

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits.

Filter by Date Range

Calculate and enter Service Charges for ATM Withdrawals and Traveler's Checks.

Delete Edit
Date Expense Description Amount Copy Expense EppreTse
I
. > Edit
10/13/2008 Airfare o.00 Copy |} D
10/13/2008 Youcher Transaction Fee WTF

13.75

Total: #13.75

Expenses Pending Add

[Delet= | [ add Experze |
Itinerary Authorization History Attach Docurnents Daily Expenses Currency View Docurnents

Figure 56. Edit Expense link

64. After selecting the Edit Expense link, the expense will expense to display the input fields. Since, the Airfare
amount previously was $0.00, the Airfare expense needs to be added to the estimated expenses. In the
Amount field, enter the airfare amount. After entering the amount select the Save button.

NOTE: For International flights, the airfare amount should be increased by $300.00 to cover price
fluctuations associated with foreign flag carriers and non-government fares. For example, if the
booked airfare was $2444.00, then the amount entered in the Airfare amount should be $2744.00.
For Domestic flights, the airfare should be increased by $200.00 to cover price fluctuations. For
example, if the booked was $800.00, then the amount entered in the Airfare amount should be

NOTE: If the reservations are changed after the reservation has been retrieved, then the
reservation must be retrieved again. When doing so, the airfare and lodging, if booked through the
TMC, will revert to the booked amount without the plus up. So, the additional $300.00 for

international flights and $200.00 for domestic flights will need to be added back to the airfare
expense.

65. To add additional expenses, select the Add Expense button at the bottom of the screen.

NOTE: To add more than one expense at a time, select the Add Expense button multiple times

to add more expenses all at once. Any expense box not used can be cancelled by selecting the
Cancel link.
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Estimated Transportation and Other Expenses

Traveler Name

Trip ID
TRIMBLE, TOM

181352
Trip Dates: 10/13/2008 To 10/18/2008

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits.

Filter by Date Range

Calculate and enter Service Charges for ATM Withdrawals and Traveler's Checks.

Delete Edit
Date Expense Description Amount Copy Expense Expense
Cancel

Expense: sirfare

Date of Expense E=

(mm/ddfyyyy): [10/13/2008

Description: |nir'Fare

r b > 2744|.00

Site: KT bt
10/13/2008 Woucher Transaction Fee WTF 13.75 [
Total: $13.75

Expenses Pending Add
[ Telete Save Add Expense
T ——

Itinerary Authorization History Attach Docurnents Daily Expenses Currency Miew Docurnents

Figure 57. Add Expense Amount window
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Estimated Transportation and Other Expenses

Traveler Name

Trip ID
TRIMBLE, TOM

18132
Trip Dates: 10/13/2008 To 10/18/2008

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits,

Filter by Date Range
Expenses Saved Successfully
Calculate and enter Service Charges for ATM Withdrawals and Traveler's Checks.

Delete Edit

Date Expense Description Amount Copy Expense Expense

i i Edit

10/13/2003 Airfare Airfare 2,744.00  Copy F e

10/13/2008 “oucher Transaction Fee WTF 13.75 [0
Total:

$2,757.75

Expenses Pending Add

[ Tretete ] [ = ;}“\ Add Expenze )
e ———

Itinerary Authorization History Attach Docurnents Daily Expenses Currency View Documnents

Figure 58. Add Expense window

66. After selecting the Add Expense button, the Expenses Pending Add screen will display the fields to be
entered for the expense.

Expenses Pending Add

1

Expense: |Choose an Expense

Date of Expense =
(mm/dd/fyyyy): !

Description: |

o

Amount: | |

ite: |Allow selection of site based on date w

Delats ] [Sal.le ] [ Add Expense

Itinerary Authorization History Attach Docurments Daily Expenses Currency Miew Docurnents

Figure 59. Expenses Pending window

67. In the Expense field, select the drop down box to display the list of available Expenses and select one of the
Expenses.
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AT sage Fee (Charged by Bank)

Choose an Expense w

1EMNSE

Airfare

Birth Certificate Fees

Currency Conversion Fees

Excess Baggage Fees

Fuel

Internet Service

Qther Reimbursable Expenses Incurred

A 4

arkin
PassPort Fees
Private Auto - Advantageous to Government
Private Motorcycole - advantageous to Government
Rental Car
Rental Car Tax
TMC Fee
Taxi
Telephone (Business)
Telephone (Personal)
Tolls

UnUsed Airline Ticket Amount

Figure 60. Expense drop-down menu

use the default, Allow selection of site based on date.
e. After the expense information is added, select the Save button.

In the Date of the Expense field, select the Calendar icon to enter the Date of the Expense.
In the Description field, enter a brief Description of the expense.
In the Amount field, enter the Amount of the Expense.

In the Site field, select from the drop down list the TDY location(s) the expense is expected to occur or

NOTE: When adding estimated expenses on the travel authorization, the traveler should plan and
enter all estimated expenses and overestimate those expenses. The reason for this is so, the travel
authorization does not have to be amended prior to submitting a voucher.

NOTE: All travel authorizations should include an expense for Other Reimbursable expenses in the
amount of $500.00 as an additional cushion.
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1

Expense:

Date of Expense
{mm/dd/yyyyk

Description:
Amount:
Site:

2

Expense:

Date of Expense
{mm/dd/yyyyk

Description:
Amount:
Site:

3

Expense:

Date of Expense
{mm/dd/yyyy¥k

Description:
Amount:
Site:

4

Expense:

Date of Expense
{mm/dd/yyyy¥k

Description:
Amount:
Site:

Expenses Pending Add

Internet Service W

|10/18/2008 v

|Internet Service at Hotel

[75.00 |
KYTW v

Parking w
|10/18/2008 v
|Parking at Airport

[a0.00 |
WASHINGTON v

TMC Fee w

|10/13/2008 =l
|

[10.50 |
Allow selection of site based on date

Private Auto - Adwvantageous to Gavernment W
|10/18/2008 =]

|Mi|eage to and from Airport

EE |

Allow selection of site based on date

Itinerary Authorization History attach Docurments Daily Expenses Currency Wiew Docurnents

c { \
[Ue'lEE?“ Saue]p Add Expense ]
p—

Figure 61. Save Added Expenses window

68. After selecting the Save button, the Estimated Transportation and Other Expenses screen will update with
the estimated expenses and a message indicating the Expenses Saved Successfully. Once all expenses have
been entered, select the Authorization Summary link to return to the Travel Authorization Summary

screen.
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Estimated Transportation and Other Expenses

Traveler Name Trip ID
TRIMEBLE, TOM 15132

Trip Dates: 10/13/2008 To 10/18/2008

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits.

> < Expenses Saved Successfully >
e Charges for ATM Withdrawals and Traveler's Checks.

Delete Edit
Date Expense Description Amount Copy Expense Expense
. : Edit
10/13/2008 Airfare Airfare 2,744.00 Copy L] e
Edit
10/13/2008 TMC Fee 10.50 Copy B Exnense
J 10/13/2008 Woucher Transaction Fee WTF 13,75 Ni A
;
> q Internet Service Edit
\ 10/18/2008 Internet Service ot Hotel 75.00  Copy B Exnense
Private Auto - Advantageous Mileage ta and Edit
10/18/2008 to Government from Airport S Copy D Expense
Parking at Edit
10/18/2008 Farking pirport 80,00 Copy B Expense
\ Total: $2,965.17 v

Expenses Pending Add
[Delete | [Save | [_Add Expenze

Itinerary Authorization History Attach Docurnents Daily Expenses Currency Wiew Docurnents

Figure 62. Expense Authorization Summary

69. In the Expenses, Funding, and Travel Advances section of the Authorization Summary, notice the dollar
amounts updated with the new expenses added.

Expenses, Funding, and Travel Advances
Edit Estimated Lodging and Meals Expenses $1,562.00 €
Edit Estimated Transportation and Other Expenses %$2,965.17 ¢———
View Estimated Total Expenses $4,527.17 ¢

Edit Total Allocated to Accounting Codes $0.00

Figure 63. Expenses, Funding, and Travel Advances

70. In the Optional Remarks section of the Authorization Summary screen, select the Add Remarks link to
enter remarks related to the Travel Authorization.

NOTE: See Appendix (X) for approved and tested remarks for the travel authorization.

| Optipnal Remarks:
»(Cadd Remarks )

Figure 64. Add Remarks

71. In the Optional Remarks screen, enter Remarks and select the Add Remarks button. When finished select the
close button
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e https:llets, uat.carlson.com/ThinkCAP/serviet/LayoutMer?L AYOUT=/E2E/Utille ZRemarki. .. E|@HE|

Optional Remarks:

| This is a Test Booking, Pleass do not tickey |

I ‘I' Add Rermarks

| Close ]

Click "Clogse™ botton to close this popup and refresh the underdying surmmary screen.

Figure 65. Close Remarks field
72. After selecting the Close button, the Authorization Summary will display with the Remarks.

NOTE: Once aremark is added to the Travel Authorization or Travel VVoucher, the remark
becomes a permanent piece of the travel document and can not be deleted. If a remark is entered
incorrectly, then another remark should be added annotating the previous remark is not valid.

Optional Remarks:
Add Rermnarks

(FROM DATE )

Traveler april 4, 2008 at 09:47:4M

This is a test booking, Please do not ticket

Figure 66. Field Display Remarks

73. After entering the Remarks, the next step is to send the travel authorization to the approver for review and

approval. To send the travel authorization to the approver, select the Send to Approver button in the Next
Step section of the Authorization Summary.

Next Step e —

——~

I_ Download Cost Construction Worksheet '* Send To Approver JD Delete Authorization ]
[ Upload Cast Construction Warksheet ]

Figure 67. Send to Approver

74. After selecting the Send to Approver button, a message window will appear with the following question:
Does your travel authorization accurately reflect the reservations made (dates, airports, cars, etc)? Click OK

if Yesor Cancel if No. If the authorization accurately reflects the reservations made, select the OK button
otherwise select the Cancel button.
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25 Dioes your travel authorization accurately reflect the reservations made(dates, airports, cars ekl ?
*-'/ Click Gk if Yes or Cancel if Mo

[ (84 ]| Cancel I

Figure 68. Confirmation window

75. If the OK button is selected, the Authorization summary screen will appear with the following message in red:
This Authorization has been successfully submitted to approver. In accordance with Federal regulations all

single receipts $75 and greater and all lodging receipts should be retained for a period of 6 years and 3
months.

Create Travel Authorization

Traveler Name Trip ID Trip Status
TOM TRIMBLE 18132 Pending Authorization Approval (CONDITIONAL ROUTING POOL)

Authorization Sumnmary

et e—erarey
This Authorization has been successfully submitted to approver. In accordance with Federal regulations all single
receipts $75 and greater and all lodoing receipts should be retained for a period of 6 years and 3 months.

J

Trip Summary

Type of Travel: Site Visit
Specific Travel Purpose: Site Yisit to Kiev
Document Number: | |

wWiew Approval Routing Path

Figure 69. Authorization Summary
This completes the creation of the Trip-by-Trip Travel Authorization.

76. If the trip is to a location in which the traveler or travelers within the minor customer travel to frequently, the
trip can be saved as a Template and Shared with others in the traveler’s minor customer (Office)

77. In the Save Trip As Template screen, enter a Name in the Template Name field.
78. To Share the trip with others within your minor customer, select the Shared box.

79. After entering the Template name and whether or not the template will be Shared, select the Save Trip
Template button.

Save Trip As Template

If you wish to save this Trip as a template to be used later, please enter a Template Name,
If you wish to share this template with other users within ZZCarlson Staff under LSAID, then mark the template as
"Shared".

|
H |Kieu Termplate | Shared P> Save Trip Template >

Itinerary Authorization History Attach Documents Daily Expenses Currency Miew Documents

Figure 70. Save Trip as Template
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4. Approval Process For A Trip-by-Trip Travel Authorization

With the Travel Authorization complete, the approver now is responsible for acting on the Travel
Authorization. There are two options available to the approver. The first option is to Approve the Travel
Authorization. The second option is to Return (the Travel Authorization) to Traveler.

4.1 Approving the Travel Authorization

Whether the Travel Authorization will be approved or returned, the USAID Approver must review the Travel
Authorizationincluding:

NOTE: If the trip type or trip is for dependents of a USAID Employee, then refer to the Special Trip
Types matrix for entitlements. The Special Trip Types Matrix, named USAID Special Trip Types, can
be found at the following USAID intranet URL: http://inside.usaid.gov/M/AS/TT/e2/resources.html

e Trip Type
e Trip Purpose
e Trip Dates

o Estimated Lodging and Meals Expenses

o Estimated Transportation and Other Expenses

o Total Estimated Expense

o Edit Total Allocated to Accounting Codes (Funds Committer)

1. After accessing and logging into E? Solutions (see Accessing E2 Solutions), select the My Approvals link
from the main Menu Bar. The Pending Approval screen will display. By default, the Pending Approval
screen will open to the Trip-by-Trip Authorizations.

2
éSaluhons ‘%: 4
| g -
o TV TFI0RT Py PYOYTE- TPAVETTOFOTIRFs {ty Approvals )

THOMAS BURKE logged in Logout | Find Anxwerf?l

Figure 71. My Approvals link

2. Inthe Pending Approval screen, select the Trip ID to review the Travel Authorization. The Approve Travel
Authorization screen will display. The Approve Travel Authorization screen is also known as the
Summary page created by the USAID traveler or travel arranger.
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[ Home | My Travel | My Profile | Travel For Others |
THOMAS BURKE |agged in Logout Find Answers?
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Approvals Pending Approval

Open Autharizations, 9 Options
Open Autharizations + Advanced Filtering Options

Open Autharization = =
Armendments Order by |Departure Date v | [ sortAscending | [ Sert Descending |

Trips {1 " ¥ r =
Trips (1) Select Approval List to View: [Trip-by-Trip Authorizations Pending Your Approval v

Traveler Name Destination Departure Date Yiew Original Status

Group Authorization:
— 6 TRIMBLE, TOM KTIV, UKR 13-0ct-2008 Pending Authorization Approval (CONDITIONAL ROUTING POOL)
Wouchers (3 Showing 1 -1 of 1

Woucher Reclaim

Travel Advances (1

Privacy Policy Copyright 2003-2008 CW Government Travel

Figure 72. Trip ID

3. Review Travel Authorization.

Approve Travel Authorization

Traveler Name Trip ID Trip Status
TOM TRIMBLE 13132 Pending Authorization Approval {(CONDITIONAL ROUTING POOL)

Authorization Summary

Help with this page

Review Authorization
> _{ Type of Travel: Site visit
5

pecific Travel Purpose: Site Visit to Kiey
Document Number:

Wiew Approval Routing Path

Date Generated: 04-2pr-20032
Figure 73. Review Travel Authorization window
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4.1.1 Trip Type and Purpose Review

1. Inthe Approve Travel Authorization screen under the Review Authorization, review the Type of Travel and
Specific Travel Purpose.

NOTE: If the trip type or trip is for dependents of a USAID Employee, then refer to the Special Trip
Types matrix for entitlements. The Special Trip Types Matrix, named USAID Special Trip Types, can
be found at the following USAID intranet URL.: http://inside.usaid.gov/M/AS/TT/e2/resources.html

Approve Travel Authorization

Traveler Name Trip ID Trip Status
TOM TRIMBLE 18132 Pending Authorization Approval (CONMDITIONAL ROUTING POOL)
Authorization Summary

Help with this page

Review Authorization

Type of Travel: Site Wisit
Specific Travel Purpose: Site Visit to Kiey
Document Number:

wWiew Spproval Routing Path
Date Generated: 04-Apr-2002

Departure Rental
Site: Mode: Per Diem; Hotel: Car: Crossed IDL?
WASHINGTON, DC cP
Departs: WAS Mon 13-Oct-2008 05:00 AM
KYI¥, UKR
Arrives: KBP Tue 14-Oct-2008 CP Wiew Per Diem M i

Departs: KBP Sat 16-Oct-2008 08:00 AM

WASHINGTON, DC
Arrives: WAS Sat 18-0ct-2008

*PA-C = Government Auto Available and Committed, PA-NA = Government Auto Mot Available, PA-NC = Gowernment Auto
Available and Mot Committed.

Duration: 6 Days

Reseryation Details

Reservation Details
Please select the cabin class for your trip,
Coach
Business
First

Expenses, Funding, and Travel Advances

Edit Estimated Lodaing and Meals Expenses $1,562.00
Edit Estimated Transportation and Other Expenses $2,965.17
View Estimated Total Expenses $4,527.17

Edit Total Allocated to Accounting Codes $0.00

Printable AuthorizationM/oucher

Figure 74. Approve Travel Authorization
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4.1.2 Trip Locations and Dates and Cabin Class Review
Review the Trip Locations, Dates, and Cabin Class.

E2 User Guide

Departure Rental
Site: Mode: Per Diem: Hotel: Car: Crossed IDL?
WASHINGTON, DC cp
Departs: WAS Mon 13-Cct-2008 05:00 AM
KYIY, UKR
—P N\ Arrives: KBP Tue 14-Oct-2008 CP Wiew Per Diem M M

Departs: KBP Sat 18-Oct-2005 08:00 AM

WASHINGTON, DC
Arrives: WAS Sat 15-0ct-2005

*PA-C = Government Auta Available and Cornritted, PA-NA = Government Auta Mot Available, PA-NC = Gavernrment Auto
Available and Not Committed.

Duration: 6 Days

Reservation Details

Flease select the cahin class for your trip.
Coach

Business
First

Reservation Details

Figure 75. Trip Locations and Cabin Class Review

4.1.3 Estimated Lodging and Meal Expenses Review

1. Inthe Expenses, Funding, and Travel Advances section, select the Edit Estimated Lodging and Meals
Expenses link. The value displayed reflects the current Estimated Lodging and Meal Expenses. The

Lodging and Meals Expenses screen will display.

2.
1' Expenses, Funding, and Travel Advances
4- p < Edit Estimated Lodqging and Meals Expenses $1,562.00 >
5 Edit Estimated Transportation an Br Expenses $2,965.17
) View Estimated Total Expenses $4,527.17
3' Edit Total Allocated to Accounting Codes $0.00
Figure 76. Edit Estimated Lodging and Meals Expenses
2. Inthe Lodging and Meals Expenses screen, the Reimbursement Type field can be modified by using the
drop down box under the Reimbursement Type field. If the Reimbursement Type is changed, the USAID
approver will need to select the Save button. To review the expenses, select one of the links (e.g., Daily
Rate, Daily Tax, or Current M&IE). Additionally, the USAID approver can View the Per Diem for the
TDY Luocation by selecting the View link.
3. Select the Daily Rate, Daily Tax, or the Current M&IE links to view the Estimated Daily Expenses. The

Estimated Daily Expenses will display a day by day summary of these expenses.
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Lodging and Meals Expenses

Traveler Name
TOM TRIMBLE

Trip ID
18132

Trip Dates: 10/13/2008 to 10/18/2008

Reimbursement Type Legend

Actual Expenses = Actual expenses for lodging and meals - Mot To Exceed a total of 300%

Actual Lodging = Actual expenses for lodging and prescribed MRIE rate - Mot To Exceed a total of 300%
actual Meals = Actual expenses for meals and prescribed lodging rate - Mot To Exceed a total of 200%

Conference = Conference expenses for lodging and prescribed M&IE rate - Lodging cannot exceed 125%
Per Diem = Limit reimbursement to per diem

Feduced = Limit reimbursement to the following reduced per diem amounts

Click Daily Rate, Daily Tax, or Current MEIE balow to edit vour lodging and meals expenses,

Lodging M&IE
Reimbursement Daily Daily Current Lodging Tax to Current to Per
Site Type Rate Tax Lodging to Date Date M&IE Date Diem

KYIY¥, UKR

4.

Arrives: RBP Tue Iﬁ—ﬁakﬂ@ L 220,00 50,00 880.00 0.00 652,00 82.D
Departs: KBP Sat 15-0Oct-2008

Figure 77. Estimated Daily Expenses
In the Estimated Daily Expenses screen, review the traveler’s daily expenses.
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Estimated Daily Expenses

Traveler Name

Trip 1D
ToM TRIMBLE 18132
Expenses For; EYIV, TER
Reimbursement Type: Per Diem
Lirmnit reimbursement to per diem
*LCU = Local Currency Unit
*USD = United States Dollar
*USE = United States Dollar Equivalent
Filter by Date Range (both fields are required):
Begin Date (mm/fddfyyyy): 10/13/2005 =
End Date (mmfddfyyyy): 10/18/2008 =+
Trip Dates: 10/13/2008 to 10/18/2008
Daily Ve
Local Currency Booked Booked Allowed Allowed Lodging Estimated Per
Currency Rate Used Lodging Lodging Lodging Lodging Tax M&IE Diem
Trip Date Code for *USE *LCU *USE *LCU *USE *UusD *UsSD Rate
Mon 13/0ct/2008 1.00000 0.00 220,00 93.00 Dpen
Tue 14/0ct/2005 1.00000 Z2z20.00 Zz0.00 124,00 Dpen
Wed 15/0ct/2008 1.00000 z2z20.00 220,00 124,00 Dpen
Thu 16/0ct/2008 1.00000 z2z20.00 220,00 124,00 Dpen
Fri 17/0ct/2008 1.00000 z2z20.00 220,00 124,00 Dpen Z
The US Dollar conversion rate is an estimate based on foday’s exchange rate.
Exchange rates in effect on the date the expense s incurred will be entered on the Travel Voucher.
Lodging expenses transferred to the oucher will be ‘Booked Lodging *LCU ar Allowed Lodging *LCL, whichever s lower,
To access Shared Lodaing, Official Days Off, or Per Diem M2IE cdick the following links:
Shared Lodging  Official Days Off Per Diern M2IE
*Please note that since this site is categorized as OCOMNUS, the Lodging Taxes are not applicable,

Figure 78. Traveler's Daily Expenses

5. After reviewing the daily expenses, select the Shared Lodging link to review whether or not Shared

Lodging is part of the travel authorization. When doneg, select the Back button to return to the Estimated
Daily Expenses screen.

NOTE: If the traveler is using shared lodging, then the amount of the lodging will be decreased.
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Shared Lodging

Traveler Name Trip ID
ToM TRIMBLE 15132

Expenses for: EYIV, TEER

Please make sure that the Daily Lodaging Rate is anly your portion for the double occupancy rate.

If applicable, adjust the Daily Lodging Tax.

Filter by Date Range (both fields are required):

Begin Date (mm/dd/¥¥¥y): [10/13/2008 =
End Date (mm/dd/y¥¥¥¥): [10/15/2008 =

Trip Dates: 10/13/2008 to 10/18/2008

[ select all dates

( Lodging Trip Date L

Mon 13/0ct/2008

Tue 14/0ct/2008

» '< wed 15/0ct/2005

Thu 16/0ct/2008

Fri 17/0ct/2008
\ W

Sat 18700t 200R

&
>
Itinerary Authaorization History Attach Documents Daily Expenses View Documents

Figure 79. Shared Lodging

6. Inthe Estimated Daily Expenses screen, select the Official Days Off link to determine if the traveler is

taking days off as part of the trip. When done, select the Back button to return toe the Estimated Daily
Expenses screen.

NOTE: If the traveler is taking days off as part of the travel authorization with a reimbursement type of
per diem, E2 Solutions will automatically zero out the lodging and meals for those days.
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Official Days Off

Traveler Name
ToM TRIMBLE

Trip ID
15132

Expenses for: E¥IV, TER.

Official Days Off are days you are not eligible to receive per diem or lodging expense reimbursement,

Filter by Date Range (both fields are required):

Begin Date {mm/dd/yyyy): [10/13/2002 =0
End Date {(mm/fdd/yyy¥): [10/18/2008 =

Filter Dates

Trip Dates: 10/13/2008 to 10/18/2008

(Df‘ficial Day Off Trip Date -

Mon 13/0ct/2003

Tue 14/0ct/2003

A

wed 15/Cct/2008

Thu 16/0ct/2008

Fri 17/0ct/2008

Sat 18/00H/20N0A bt

@

Itinerary Authorization History Attach Documents Daily Expenses Miew Docurmnents

Figure 80.Official Days Off

7. Inthe Estimated Daily Expenses screen, select the Back button to return the Lodging and Meals Expenses
screen.

8. Inthe Lodging and Meals Expenses screen, select the Authorization Summary link to return to the
Authorization Summary screen.
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Transportation & Other Expenses

Lodging and Meals Expenses

Traveler Name
ToOM TRIMBLE

Trip ID
15132

Trip Dates: 10/13/2008 to 10/18/2008

Reimbhursement Type Legend

Actual Expenses = Actual expenses for lodging and meals - Mot To Exceed a total of 200%

Actual Lodaging = Actual expenses for lodging and prescribed M&IE rate - Mot To Exceed a total of 300%
Actual Meals = Actual expenses for meals and prescribed lodaing rate - Mot To Exceed a total of 200%

Conference = Conference expenses for lodging and prescribed M&IE rate - Lodging cannot exceed 125%
Fer Diem = Limit reimbursement to per diem

Feduced = Limit reimbursement to the following reduced per diem amounts

Click Daily Rate, Dally Tax, or Current MEIE below to edit vour lodging and meals expenses,

Lodging ME&IE
Reimbursement Daily Daily Current Lodging Tax to Current to Per
Site Type Rate Tax Lodging to Date Date M&IE Date Diem
KYIY¥, UKR
Arrives: KBP Tue 14-Oct-2008 | Per Diem v 27000 _  8B0.00 B30.00 000 68200 682.00 Open
Departs: KBP Sat 15-0Oct-2008

Itinerary Authorization History Attach Documents Daily Expenses View Documents

Figure 81. Authorization Summary
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4.1.4 Estimated Transportation and Other Expenses Review

1. Inthe Authorization Summary screen under the Expenses, Funding, and Travel Advances section, select the
Edit Estimated Transportation and Other Expenses link.

Expenses, Funding, and Travel Advances

oo
> it Estimated Transportation and Other Expenses $2,965.1
View Estimated Total Expenses $4,527.17

Edit Total Allocated to Accounting Codes $0.00

Figure 82. Review Estimated Transportation and Other Expenses

2. Inthe Estimated Transportation and Other Expenses screen, review the current list of expenses. After
reviewing the Transportation and Other Expenses, select the Authorization Summary link to return to
the Authorization Summary screen.

3.
4. NOTE: When reviewing Other Expenses, did the traveler take into account transportation to and

from the airport, parking, passport and/or visa fees as well as other expenses the traveler could
potentially incur as part of the trip.
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v

Estimated Transportation and Other Expenses

Traveler Name Trip ID
TRIMBLE, TOM 15132

Trip Dates: 10/13/2008 To 10/18/2008

¥LCU = Local Currency Unit

*USD = United States Dollar

*USE = United States Dollar Equivalent

In this screen you can copy, edit, or delete an existing expense, ar you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits,

Filter by Date Range

Delete Edit

Date Expense Description Amount *USE Copy Expense Expense

(" 10/13/2008 Airfare Airfare Z,744.,00 Wiew

10/13/2008 TMZ Fee 10,50 Wiew

10/13/2008 Woucher Transaction Fee WTF 13.75 MR

< 10/18/2008 Internet Service i SR 75.00 View

at Hotel
Private Auto - Advantageous to Mileage to and .

10/18/200% Gawvernment from Airport G Yiew

\ 10/18/2008 Parking Parking at Airport &0.00 Wiew
Total: $2,965.17

Itinerary Authorization History Attach Docurments Daily Expenses Wiew Docurnents

Figure 83. Lodging and Meals Authorization Summary

4.1.5 Edit Total Allocated to Accounting Codes (Committer Only)

After reviewing all expenses, the funds committer will enter the accounting code(s) associated with the trip. Prior
to entering the accounting code(s) associated with the trip, the funds committer will still enter the information in
Phoenix. After committing the funds in Phoenix, the committer will assign the account code(s) in E2 Solution. A
trip may have multiple funding sources. When there are multiple funding sources identified in Phoenix, those
same account codes must be entered in E2 Solutions. The following steps provide instructions on how to enter the
accounting codes in E2 Solutions.

4.1.5.1 Single Account Code Funding of a Travel Authorization.

1. Inthe Authorization Summary screen under the Expenses, Funding, and Travel Advances section, select
the Edit Total Allocated to Accounting Codes link.

Expenses, Funding, and Travel Advances
Edit Estimated Lodaing and Meals Expenses $1,562.00
Edit Estimated Transportation and Other Expenses $2,965.17
View Estimated Total Expenses $4,527.17

> C Edit Total Allocated to Accounting Codes $0.00 )

Figure 84. Edit Total Allocated to Accounting Codes link

2. Inthe Selected Accounts screen, select the Add button. This will open the Add Accounting Codes screen.
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Add Accounting Codes

Financial System Name: PHOENIX_DIM_NEW

To add a new accounting code, enter the account code segment data in the corresponding data entry fields and click
Save. To retrieve a list of valid values for the accounting code segment, click the Search butkton to the right of the data
entry field, Or to prefill the seament data from an existing account code, click on an accounting code link in the
Templates section belaw.

P BEFY {Numeric Only{4) } [z007

EBFY {Alpha Numeric{4) }

P Fund {Any Character Except %{20) } [sc-ua

Operating Unit {Any Character Except %{20) )
Program Area (Any Character Except ®%(20) )

P Distribution {Any Character Except %(20) ) [oo1-500
Program Element {Any Character Except %(20) )
Sub-element {(Any Character Except ®%(20) )

Team Division (Any Character Except ®%(20) )
Benefiting Geo Area (Any Character Except %{20} )
Sub-0Object Code (Any Character Except %{20}) )
Operating Unit Defined {Any Character Except %{20) }

Accounting Template (Any Character Except % {50} )

P Commitment Type and No {Any Character Except %(36) ) [Tg-00005TQoO044

P Commitment Line No {Numeric Only{10) ) [1

>
g Save Cancel

3. Inthe Add Accounting Codes screen, perform the following tasks:

NOTE: The below information are the only required accounting code fields and are from Phoenix.

4. Inthe BBFY field, enter the BBFY.
a. Inthe Fund field, enter the Fund.
In the Distribution field, enter the Distribution.
In the Commitment Type and Number field, enter the Commitment Type and Number.
In the Commitment Line field, enter the Commitment Line.
When finished select the Save button.

® a0 o

NOTE: If there are multiple funding sources for the trip, then repeat the above process for all account
codes. See Section 7.1.5.2 for detailed instructions.
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Selected Accounts

Trip Id
18132

Mo accounting codes selected. Please select from the list of favorites below or use the search feature.

Total Amount; £4527.17

Remaining Amount To Be Allocated: §
> (ﬁf{)sﬁmh... ) [ Save and continue ] [Caneel )
Figure 85. Add and Save Accounting Codes
5. After selecting the Save button, the Selected Account screen will appear.
6. If the travel authorization is funded from a single accounting code, select the Save and Continue button.

Selected Accounts

Trip Id
18132

Account Code Created.

Balance % to Dollars to  Add to Delete

Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 MAAC-H4 NAMA 001 add Ta

@ SO0 MG WA DA A WA A NS TO- 0.00 0.00 %100.00| £4527.17 Delete

00005ToO0044 .1 Favorite

Total = k3

Total Amount: $4527.17 Remaining Amount To Be Allocated: ¢
e

> N
[ = } [ i ;‘LL Save and Continue J)[ Cancel
e ——

Figure 86. Save Selected Accounts and Continue

7. After selecting the Save and Continue button, the Authorization Summary screen will appear.

4.1.5.2 Multiple Account Code Funding of a Travel Authorization By Percentage

When applying multiple Account Codes to a travel authorization, the approver (Committer) can elect to fund a

portion of the trip using all accounts codes by either a Percentage or by a Dollar Value. To fund multiple
account codes for the trip based on percentage, perform these tasks.

1. If the travel authorization is funded from multiple accounting codes, select the Add button to add another
account code.
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Selected Accounts

Trip Id
18132

Account Code Created.

Balance % to Dollars to  Add to Delete
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 MAAC-%4 NAMNA001- add Ta
@ SO0 MAMAMNA NS M MA NS TO- 0.00 0.00 %100.00| £4527.17 Favorite Delete
00005To00044 .1 —
Total = k3

Total Amount: $4527.17 Remaining Amount To Be Allocated: ¢

> C[ Add... ]T)Search... ] [ Save and Continue ] [ Cancel
S ——

Figure 87. Add Another Account Code
2. Inthe Add Accounting Codes screen, perform the following tasks:

NOTE: The below information are the only required accounting code fields and are from Phoenix.

In the BBFY field, enter the BBFY.

In the Fund field, enter the Fund.

In the Distribution field, enter the Distribution.

In the Commitment Type and Number field, enter the Commitment Type and Number.
In the Commitment Line field, enter the Commitment Line.

When finished select the Save button.

~® 00 o
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Add Accounting Codes

Financial System Name: PHOENIX_DIM_NEW

To add a new accounting code, enter the account code segment data in the corresponding data entry fields and click
Save, To refrieve a list of valid values for the accounting code segment, click the Search button to the right of the data
entry field. Or to pre-fill the segment data fram an existing account code, click on an accounting code link in the
Templates section below,

P BEFY (Numeric Only(4) ) [z007 Zearch

EBFY {Alpha Numeric{4) ) Search

P Fund (Any Character Except %(20) ) [cp-u-T Search

Operating Unit {(Any Character Except %{Z0) ) Search

Program Area (Any Character Except %{20) ) Search
»

» Distribution (Any Character Except %{20) } [110-m Search

Program Element (Any Character Except %{20) ) Search
Sub-element (Any Character Except %{20} ) Search

Team Division (Any Character Except 2%(20) ) Search
Benefiting Geo Area (Any Character Except %{Z0) ) Search

Sub-0bject Code {(Any Character Except 2 (20) ) Search

Operating Unit Defined {(Any Character Except %{2Z0) ) Search

Accounting Template (Any Character Except 2o(50) )

P Commitment Type and Mo {Any Character Except %{36) ) TQ-00008TQOO044

P commitment Line No {(Numeric Only({10} ) [z

>
> Save Cancel

3.

Selected Accounts
Trip Id
18132
Account Code Created.
Balance %o to Dollars to  Add to Delete .
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 MAAC-=4 N& MG 00T~ add To
Q SO0 MA NANA M M A NA TO- 0.0o0 0.00 %3000 $|2263.39 Favorite Celete
0o00sTO00044 .1 —
2007 Ma,.CO-H-T.MAMNAI10- add To
@ FLMA NAMA NA L MA A MA TO- 0.0o0 0.00 %3000 $|2263.38 Favorite Celete
0000sTO00044 .2 —
Total =, $ w
Total Amount: $4527.17 Remaining Amount To Be Allocated:
/__\
o~
Add... CELEE Save and Continue Split Funds,.,

Figure 88. Add and Save New Accounting Code

In the Selected Accounts screen, enter the Percentage to be applied to each Accounting Code. After entering
the Percentage to be applied to each Accounting Code, mouse click outside the Percentage field for the

Dollars to Allocate column to updated.
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Selected Accounts
Trip Id
18132
Account Code Created.
Balance % to Dollars to  Add to Delete .
Default: Accounting Code: Description: Available: Allocated: Allocate: \Allocate: Fawvorite: Code:
2007 MA AC-Hd . Ma MNA 001- add To
O SO0 MAMANANAMNANA NS TO- 0.0o 0.00f %|50.00 $g263.59 ESvohite Celete
QO00ETS 00044 .1 —
2007 WA CO-X-T.MA MNA110- add To
@ LA MA A NS NA NS N TO- 0.0o 0.00) %(30.00 fg263.58 ESvohite Celete
QO00ETSO0044 .2 —
Total v .
Total Amount: $4527.17 Remainl mount To Be Allocated: §
[Add... ] [ Search... ] [ Save and Continue ] [ Split Funds... ]

Figure 89. Percent to Allocate
Once the Dollars to Allocate column updates, select the Save and Continue button.
4. After selecting the Save and Continue button, the Authorization Summary screen will appear.
5. This completes the Multiple Account Code Funding of a Travel Authorization By Percentage section.

4.1.5.3 Multiple Account Code Funding of a Travel Authorization by Amount

When applying multiple Account Codes to a travel authorization, the approver (Committer) can elect to fund a

portion of the trip using all accounts codes by either a Percentage or by a Dollar Value. To fund multiple
account codes for the trip based on a dollar value, perform these tasks.

NOTE: This is an example using only two accounting codes. There could be more than two accounting
codes for a Travel Authorization. The process for adding more than two accounting codes is the same.

1. Inthe Selected Accounts screen, enter the Dollar Amount in the Dollars to Allocate column for the first

Accounting Code. After entering the dollar amount in the First Accounting Code field, the Remaining
Amount To Be Allocated field will display the remaining Dollar Amount to be allocated.

Selected Accounts

Trip Id
15132
Account Code Created.

Balance % to Dollars to  Add to Delete
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 . MA AC-H4 WA MNA00L-

L7 LRI e PTG PV A P T TNV P TR R o0 T e $|1567.00 F:\?D-tl’-i?:e Delete
00005To00044 .1 —

2007 MA CO-x-T.MNAMNA 110

® BLIA RS A AR A NS TO- 0.00 0,00 %0.00 ${0.00 ?ddo-tl’-i?:e Delete
OO00ST Q00044 .2
Total = 4 w
TULat AU 5 -1 Remalning Amount To Be A”DCEItEd.G :
[Add... ] [ Search... ] [ Save and Continue ] [ Split Funds... ]

Figure 90. Remaining Amount to be Allocated
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2. Once the Dollar Amount in the First Accounting Code field is entered, the Dollar Amount in the Remaining
Amount To Be Allocated must be applied to the Second Accounting Code. In the Dollars to Allocate field
for the Second Accounting Code field, enter the remaining Dollar Value. Once the Dollar Amount is
entered in the Second Accounting Code field, the Remaining Amount to Be Allocated should be zero.

Selected Accounts
Trip Id
15132
Account Code Created.
Balance % to Dollars to Addto Delete L
Default: Accounting Code: Description: Available: Allocated: aAllocate: Allocate: Favorite: Code:
2007 . Ma 8C-H4 MAMNA.OOT- add To
O SOO0LMA MA A RA A A A TGO 0.00 0.00 %2461 $§/1567.00 Eauohite Delete
OO00ST Q00044 .1 —
2007 M& CO-X-T. WA MNA110- - dd Ta
[O] MoMAHANANA L NA MAMA TG- o0.00 0.00 %0533 7] §2960.17 Eauohite Delete
QO00ST Q00044 .2 —
Total = 3 w
Tobol Aco oyt fAl—‘."J 1 T c...a‘i‘hiug T T e ::uuau:!’:O
[Add... ] [ Search... ] I Sawve and Continue ] [ Split Funds.., ]

Figure 91. Zero Remaining Amount

3. When the Remaining Amount to Be Allocated field is zero, select the Save and Continue button.

Trip Id
18132

Account Code Created.

Selected Accounts

Total Amount; $£4527.17

Balance % to Dollars to Add to Delete
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 . M& AC-H4 . Ma Ma. 001 add To
O SO0 MAMA MAMANANANATO- 0.o0o0 0.00 %3461 $1567.00 Favorite Delete
QooosTSO0044 .1 E—
2007 MA.CO-<-T.MA NA110- add To
@ LA MA A NS NA NS N TO- o.00 0.00 %(65.39 $/2960.17 ESTCrie Celete
QooosTSOO044 .2 E—
Total = 4 w

Remaining Amount To Be Allocated: &

| P Ll Lo
J L

= G?Saue and Continm Split Funds... ]

Cancel

e —

Figure 92. Save and Continue

4. After selecting the Save and Continue button, the Authorization Summary screen will appear.
5. This completes the Multiple Account Code Funding of a Travel Authorization by Amount section.

4.1.5.4 Multiple Account Code Funding Using Split Funds

E2 Solutions provides the ability to assign specific expenses to a particular Accounting Code and/or provides
the ability to for each Accounting Code to fund a Dollar Value portion of an expense. To assign an expense to a

particular account code, perform the following tasks:
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4.1.5.4.1 Split Funds Per Account Code

1. Inthe Selected Accounts screen, select the Split Funds... button. Selecting the Split Funds... button will
open the Split-Funding Detail screen.
Selected Accounts
Trip Id
18132
Account Code Created.
Balance % to Dollars to  Add to Delete
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 MAAC-Xd A NA D01 - add To
O SO0 MAMAMAMNEMA MA NS TO- 0.00 0.00 %3461 $1567.00 Favorite Delete
00005To00044 1 —
2007 M CO-x-T.NAMA110- add To
@ MLMAMA A MA NS MA NS TO- 0.00 0.00 %[65.39 $/2960.17 Favorite Delete
00005T Q00044 .2 —
Total = 5 -
Total Amount: $4527.17 RemWBe Allocated: &
Vg
[ Add.. || Search.. |] Sawve and Continue 'k[ Split Funi)
S~
Figure 93. Split Funds
2.

In the Split-Funding Details screen, identify the expense(s) that should be assigned to a particular

Accounting Code. Inthe Accounting Code field of the Expense Type, select the drop down box and select
the Account Code to assign to the expense(s).
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Split-Funding Details
Trip Id
18132
Expense Type: Amount {($): Accounting Code: Detail Toggle
Airfare 274400 !\J,& T bl Pl 19 Db Dol Pl Pl Pl Bl p L TO-OO00STOOO044 2 s Dretail
> ' N A=A NA A, DDT-900MNA A MNA A, NA MNA, NA TO-00008TQ00044.1
C 4,171 0-h 2-00008 0 2
Expense Type: Amount {($): Accounting Code: Detail Toggle
Internet Service 75.00 FA_CD—X—T_NA.NAJ T0-bA A A A A A A NA TO-00008T200044.2  » Detail
Expense Type: Amount {$): Accounting Code: Detail Toggle
Lodging 8g80.00 FA.CD-K—T.NA.NAJ 1 0-hef LA A A NA A A NA TO-000058TQ00044.2  » Detail
Expense Type: Amount ($): Accounting Code: Detail Toggle
;qnec?ullfelials 652,00 FA.CD—X—T.NA.NAJ T0-bA A A A A A NA NA TO-00008T200044.2  » Detail
Expense Type: Amount ($): Accounting Code: Detail Toggle
Farking §0.00 FA_CD-X—T_NA.NAJ TO-RA A INA A NA A NA MNATOA-00005TO00044.2 + Detail

Figure 94. Split Finds Detail - Account Code
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3. After selecting the Account Code to assign to an expense, scroll to the bottom of the Split-Funding Details
screen and select the Continue button.

Expense Type: Amount {($): Accounting Code: Detail Toggle
Private Auto -

Advantageous to 41,92 PA.CD-X—T.NA.NA.'I 10 N A A LA A M A A A TC-00008TA00044.2 Detail
Government

Expense Type: Amount {$): Accounting Code: Detail Toggle
TMC Fee 10.50 PA.CD-X—T.NA.NA.'I 10 N A A LA A M A A A TC-00008TA00044.2 Dretail
Expense Type: Amount {$): Accounting Code: Detail Toggle
Youch .
Tt?auncsaectcion Fee 13.75 PA.CD—X—T.NA.NAJ T0-RA A A NS A A MNANA TCO-00008TA00044.2  » Detail

e

Figure 95. Split-Funding Details - Continue
4, Inthe Selected Accounts screen, select the Save and Continue button.

Selected Accounts

Trip 1d
18132

Account Code Created.

Balance % to Dollars to  Add to Delete
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 . MA AC-H4 WA MNA00D - add To
C} SO0.MA M MA NS MA MA NS TO- 0.00 0.00 %3461 $1567.00 Favorite Delete
00005To00044 1 —
2007 . MA Ch-x-T.MNA MA 110 add To
@ MLMAMA A MA NS MA NS TO- 0.00 0.00 %[65.39 $/2960.17 Favorite Delete
0000sTo00044 .2 —
Total = 5 -

Total amount: 452717

/.——\Pemaining Amount To Be Allocated: §
7 N
[Add.. || Search...’]\k Save and Continue u Split Funds... ]
~ —

Figure 96. Save and Continue

5. After selecting the Save and Continue button, the Authorization Summary screen will appear.
6. This completes the Split Funds Per Account Code section.

4.1.5.4.2 Split Funds Per Expense Type

E2 Solutions provides the ability to assign specific expenses to a particular Accounting Code and/or provides the
ability to for each Accounting Code to fund a Dollar Value portion of an expense. To split funds per expense
type, perform the following tasks:
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1.
open the Split-Funding Detail screen.

In the Selected Accounts screen, select the Split Funds... button. Selecting the Split Funds... button will

Selected Accounts

Trip Id
18132

Account Code Created.

Balance % to Dollars to Addto Delete .
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 . Ma &C-H4 WA MNA. 001 - add Ta
O SOO0LMA MAMA A MA MO MA TG- 0.00 0.00 %<¥4.61 $1567.00 Eohite Delete
0O005T Q00044 .1 —
2007 WA CO-X-T. WA MNA110- add Ta
@ MLMA A MAMA WA WA NS TO- 0.00 0.00 %(65.39 $2960.17 Evoite Celete
0O005TQO0044 .2 —
Total = 4 w
Total Amount: 452717 REWBB Allocated: £
Vg
[ Add... || Search... |] Save and Continue ” “S\plitFundj)

Figure 97. Slit Funds link
2.

In the Split-Funding Details screen, select the Detail link under the Detail Toggle column for the Expense

Type that will be funded from two or more accounting codes based on a dollar value for each Accounting

Code.

Split-Funding Details

Trip Id
15132

Expense Type: Amount {($):

Accounting Code:
HTTaTe

Detail Toggle

=5, UL

I n ( >
r.LrL," o UL A A T TIER LN A TS A A A A TS T LTI O IO LIS, 2 = Detail

Figure 98. Split-Funding Detail

3. After selecting the Detail link, the Expense Type will expend to display all the Accounting Codes with an
Amount field to each Accounting Code. In the Amount field, enter the Dollar Value for each Accounting

Code.

NOTE: Not all accounting codes need to have a dollar value, but each of the Accounting Codes with a

dollar value must equal to the Total Amount for the expense.
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Split-Funding Details
Trip 1d
18132

Expense Type: Amount {$):

Accounting Code:

Airfare 2744.00 |

Detail Toggle
Mo Detail

Amount ($):

fAcooun tino Code-

A 4

250,00

ZDEI?.NF\.CD—X—T.NF\.NF\.11EI—M.NA.NF\.NF\.NF\.NA.NA.NA.TQ—DDDDBTQDDDID

Amount ($): 2 Lirg

P-

\ 4

094,00

ZDD?.NF\.AC-X4.NF\.NF\.DDI-QDD.NA.NA.NF\.NF\.NF\.NA.NA.TQ-DUUDBTQUU@

Figure 99. Split-Funding Accounting Coses

4. After entering the Dollar Value for each Accounting Code, scroll to the bottom of the Split-Funding

Details screen and select the Continue button.

Expense Type: Amount ($): Accounting Code: Detail Toggle

Private Auto -

Advantageous to 41,92 }JA.CD-X—T.NA.NAJ 1 0-hed Pl Tl L ML A LA A, TO-00008T Q000442 Detail

Government

Expense Type: Amount ($): Accounting Code: Detail Toggle
TMC Fee 10.50 }JA.CD-X—T.NA.NAJ 1 0-hed Pl Tl L ML A LA A, TO-00008T Q000442 Detail
Expense Type: Amount ($): Accounting Code: Detail Toggle
Youch .
Tr?auncsaecr:cion Fee 13.75 PA.CD—X—T.NA.NA.1 T0-hA ML A A A A A NA TCO-00008TA00044.2  » Detail

ZA )

Figure 100. Continue Split-Funding Accounting Codes

5. Inthe Selected Accounts screen, select the Save and Continue button.
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Total Amount: £4527.17
P —

Remaining Amount To Be Allocated: £

"m
& YSAID
Selected Accounts
Trip Id
151352
Ddidiice oy uirdrs o Aauaug g eIl v
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 . MA AC-X4 WA MA.00L- add To
O SO0 MA A MAMAMNA NS NS TS- 0.00 2094.00 % k3 Favorite Celete
0O005TOO00044 .1 I
2007 . MACO-H-T.MAMNALIO- add To
@ MLAMAMAMNANA M NA TO- 0.00 243317 % k3 ESveTite Delete
0000sTo00044 .2
Total = % K

P s

Bad.. T lum Save and Continue Split Funds.., ] [ cl

ear Details

] [ Cancel ]

Figure 101. Save Split-Funding Accounting Codes and Continue

6. After selecting the Save and Continue button, the Authorization Summary screen will appear.

7. This completes the Split Funds Per Expense Type section.

4.1.6 Trip-by-Trip Approval or Return to Traveler

1. After reviewing the Travel Authorization, the approver can either select the Approve button to approve the
Travel Authorization or select the Return the Traveler button to return the travel authorization to the

traveler. To Approve the Travel Authorization, perform the following tasks:

4.1.6.1 Trip-by-Trip Approval

2. To Approve the Travel Authorization, select the Approve button under the Next Step section of the

Authorization Summary.

approval by all approval levels.

NOTE: When the travel authorization is returned to the traveler or travel arranger for modifications, the
travel authorization will go through the approval process again as changes to the official document require

Optional Remarks:

FROM DATE

Traveler April 4, 2008 at 09:47:AM

This is a test booking. Please do not ticket

Next Step o

> q Approve ") Feturn to Traveler
S —

][ Unlock

Figure 102. Approve Split-Funding
3. After selecting the Approve button, the Remarks screen will appear.
4. To Add Remarks, select the Add Remarks link under Optional Remarks.
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Approval Confirmation

Traveler Name Trip ID Status
TOM TRIMBLE 18132 Pending Authaorization Approval CONDITIOMAL ROUTING POOL
Optional Remarks:
PCadd Remarks
FROM DATE
Traveler April 4, 2008 at 09:47:4M
This is a test booking, Please do not ticket

MNote to Approver:

Itinerary Authorization History Attach Docurnents Daily Expenses Wiew Docurnents

Figure 103. Add Remarks to Split-Funding

NOTE: When do I use the Unlock and Lock buttons? If you are the primary approver in a pool of
approvers, the Unlock button is available. When the Unlock button is available that means the travel
document is locked for your approval only. As the primary approver you do have the ability to send the
document to other approvers in the pool. To send the document to other approvers in the pool, then select
the Unlock button. After selecting the Unlock button, E2 Solutions will send an email to all other
approvers in the pool that there is a travel document awaiting their approval. If there is not an identified
primary approver in an approval pool or the primary approver Unlocked the travel document, then the
Lock button will be available and the Approval and Return to Traveler buttons will be unavailable. In

order to approve the document, the approver must select the Lock button, which will enable both the
Approve and Return to Traveler buttons.

5. Inthe Optional Remarks window, enter any additional remarks that maybe required as part of the travel

authorization, and select the Add Remarks button.

NOTE: A list of commonly used and approved remarks are available in Appendix (X). NEED TO ADD IN
THE APPENDIX NUMBER FOR REMARKS.

Optional Remarks:

(Par Diam Autharized

A 4

A
P —

—
>4 Add Rermarks ‘Dclose ]
Click "Close™ button to close this popup and refresh the underlying surmmary screen,

Figure 104. Optional Remarks

6. After selecting the Add Remarks button, the Optional Remarks window will refresh with the message
Remarks added successfully. Select the Close button.
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Optional Remarks:

—>Remarks added successfully.

P
N

z
[
—srrFrerrares ([ close )

Click "Close" button to close this popup and refresh the underlying summary screen.

Figure 105. Add Remarks Confirmation

7. After selecting the Close button, the Pending Approval screen will appear indicating the Travel Authorization
was successfully approved.

L.

Pending Approval
Trip 18132 successfully approved.

Select Approva 0 ¥IBW: | Trip-by-Trip Authorizations Pending Your Approval v| [ Select ]
Order by | Departure Date |+
Trip ID Traveler Name Destination Departure Date Yiew Original Status

Mo record found

Showing 0 - 0 of 0

Figure 106. Pending Approved
8. This completes the Trip-By-Trip Approval process for a Travel Authorization.
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4.1.6.2 Trip-by-Trip Return to Traveler

1. If adjustments are required to the Travel Authorization, then the Travel Authorization must be returned to
the traveler or travel arranger for those adjustments. To return the Travel Authorization to the traveler,
perform these tasks:

2. Toreturn the Travel Authorization to the traveler, select the Return to Traveler button under the Next Step
section of the Authorization Summary.

3. After selecting the Return to travel button, the Remarks screen will appear. To Add Remarks, select the
Add Remarks link under Optional Remarks.

Approval Confirmation

Traveler Name Trip ID Status
TOM TRIMBLE 13132 Fending Authorization Approval CONDITIOMAL ROUTING POOL

Optignal Remarks:

K Edd Remarks D

FROM DATE R
Traveler april 4, 2008 at 09:47:AM
This is a test booking. Please do not ticket
B e Al 0 OO0 =k Ol S Mk b
Note to Approver:
Pleaze enter Reason for Eewision in Approver's Eemarks
Reason:| Please Change dates of trawvel v
Select Reason.. _ -
Confirm
Accounting Code notwalid for period specified . .
L S aily Expenses View Docurnents
Booked itinerary bMust match trawvel authorization
Business class not authorized for air trawvel Copyri

Car size booked is notacceptable

Change Purpose far Trawel

Errorin FundCites - must correct

Expense Ineligible for Reimbursement

First class not autharized for air tranel

tMode of trawvel not Authorized

tust ook air using Contracted CityPair airfare
tust book hotel using FedRooms

tust ook hotel within Perdiem for destination
tust depan and arrive from your HomeSite
tustinclude estimated 'Other Costs'

tust use Government Lodging program

Other
\Flease Chan

ge Artival or Departure date

Frovide additional Autharization remarks

Cluestion about TOY site(s) Add. Delete or Change site(s)
Fental car not allowed

Use alternate airport for lower contracted citypair airfare cost
Use of Government transportation reguired

Figure 107. Return to Travel - Add Remarks link

4. In the Optional Remarks window, enter any additional remarks as to why the travel authorization is being
returned, and select the Add Remarks button.
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Optional Remarks:

FROM DATE
Traveler april 4, 2008 at 09:47:AM

This is a test boaking. Please do not ticket

Next Step P —

f Approve § Return to Traveler ’m

Figure 108. Return to Traveler link

Optional Remarks:

d A

v

— — <

>e Add Rermarks j}clnse ]
Click "Close” button to close this popup and refresh the underlying summary screen,

Figure 109. Optional Remarks

5. After selecting the Add Remarks button, the Optional Remarks window will refresh with the message
Remarks added successfully. Select the Close button.

Optional Remarks:
—><rk5 added successfully.

P

7 N

[ L L »
| OO = ares » Close

Click "Close" button to close this popup and refresh the underlying surmrmary screen.

Figure 110. Remarks Added Successfully

6. Inthe Approval Confirmation screen in the Note to Approver section, select the drop down arrow and
select the reason for returning the Travel Authorization to the travel. Once a Reason has been selected,
select the confirm button
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Approval Confirmation

Traveler Name Trip ID Status
TOM TRIMBLE 18132 Pending Authorization Approval CONDITIONAL ROUTING POOL

Optional Remarks:

Add Rernarks

FROM DATE A
Traveler April 4, 2008 at 09:47:4M
This is a test booking. Please do not ticket

w

A s o e Aol 2E 2002 -4 A4 SRR
Mote to Approver:
Please enter Eeason for Rewision in Approver's Bemarks

reason:| Flease Change dates of trawvel w
[y | QD I

aily Expenses Miew Docurnents

Booked itinerary Must match travvel authorization

.
> oot D cancel)

Accounting Cuc-i-é notwalid for period specified —_—

Business class not authorized for air trawvel
Car size booked is not acceptable

Change Furpose for Travel

Errar in FundCites - must correct

Expense Ineligible for Reimbursement

First class not authorized for air trawvel

hode of travel not Authorized

bust book air using Contracted CityPair airfare
kust book hotel using FedRooms

tMust book hotel within Perdiem for destination
kust depart and arrive fram your HomeSite
Mustinclude estimated 'Other Costs'

hust use Gowvernment Lodging program
Other

Flease Restate trawvel purpose

Provide additional Authorization remarks

Cluestion about TDY site(s) Add, Delete or Change site(s)
Fental car not allowed

Lse alternate airport for lower contracted citypair aifare cost
Use of Government transportation required

Copyri

Figure 111. Confirm Return to Traveler

7. This completes the Trip-by-Trip Return to Traveler process for a Travel Authorization.
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5. Amendment of a Trip-by-Trip Travel Authorization

E2 Solutions provides the ability to amend travel authorizations to accommodate missed expenses and/or if the
total amount of the travel voucher is for more than the travel authorization. To amend a travel authorization,
perform the following tasks.

NOTE: Only travel authorizations with a status of Open VVoucher are eligible and available
for amending.

5.1 Amending a Trip-by-Trip Travel Authorization (Traveler or Travel
Arranger)

1. Log into E2 Solutions.

2. From the traveler’s E2 Solutions home page, select the My Travel link.

H ([ My Travel ])“ly Profile | Travel For Others | My Approvals |
— =
TOM TRIMBLE |ggged in lT‘ Find Answers?|

Figure 112. My Travel Link

3. Inthe Current Trips screen, select the Amend a Trip link located in the Travel Center box. Selecting the
Amend a Trip link will open the Trips Available for Amendment screen with the Travel Authorizations
eligible for amending.

Travel Center Current Trips

T:T'iES ; Traveler Name

Amend A Tri TOM TRIMBLE
Copy Other's Trip
Create NFS Tri

\ 4

+ Advanced Filtering Options

e . Orde Trip 1D w|[_ [ Sott Ascending | [ Sort Descending
Search Trips Trip ID 0A # Destination Departure Date Approver Status Copy Trip
18132 KYIV, UKR 13-Oct-2008 Open Voucher Copy

Open Authorizations
Amend Open Authorizations Showing 1 -1 0of 1
Group Authorizations

[ Manage Historical Trips il Create Travel Authorization

Local Travel & Misc Claims

Supplemental Vouchers
Voucher Reclaims

Delinguent Advances
Travel Advances
Mileage Rates

Per Diem Rates
Reports

Figure 113. Amend A Trip link

4. Inthe Trips Available for Amendment screen, select the Trip ID link associated with the Travel
Authorization to be amended.
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Travel Center
Trips
Amend A Trip Trip ID: Destination: Dep Date: Approver Name: Status:
T T e T \M) KYIV, UKR 10/13/2008 MN/A Open Voucher

Create NFS Trip
Trip Templates
Search Trips

Open Autharizations
Amend Open Authorizations
Group Authorizations

Local Travel & Misc Claims

Supplemental Vouchers
Voucher Reclaims

Delinguent Advances
Travel Advances
Mileage Rates

Per Diem Rates
Reports

Figure 114. Select Trip ID

5. After selecting the Trip ID link associated with the Travel Authorization to be Amended, the following
message will appear indicating the traveler or travel arranger is creating an amendment to the travel
authorization and the travel authorization amendment must be submitted for approval to all approval levels

again. Select the OK button to proceed with amending the Travel Authorization.

Microsoft Internet Explorer

You are attempting to create an amendment to an existing trip, and you will be required to re-submit the
- authorization to your approver,
» m[ Cancel ]
i

Figure 115. Proceed Amending Trip Confirmation

6. After selecting the OK button, the Create Travel Authorization screen will appear with a message

indicating the status of the Travel Authorization has been revised with the new Trip ID.

NOTE: When a travel authorization is amended the Trip ID will change and append a -1 to
the current Trip ID.

Create Travel Authorization

Traveler Name ip 1D Trip Status
TOM TRIMELE > @ Revised Authorization

Authorization Summary

Help with this page

p
Other

\ 4

lchanges

NOTE Status has been changed to Revised on Amended Authorization - 18132-1 ... You may now make your

Figure 116. Appended Trip ID

7. Inthe Authorization Summary screen and in the Expenses, Funding and Travel Advances section, select

either the Edit Estimated Lodging and Meals Expenses or the Edit Estimated Transportation
Expenses link to add additional expenses or change the amount of expenses.

and Other
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NOTE: In this example, an expense is added to the travel authorization. The traveler or travel
arrange could also decrease/increase the amount of an expense by selecting the Edit Expense link
associated with the expense,

Expenses, Funding, and Travel Advances

dit Estimated Transportation and Other Expenses $2,965.17
e ——— e ——————————————————

A 4

Edit Total Allocated to Accounting Codes $4,527.17

Printable Authorization/Voucher

Figure 117. Edit Estimated Transportation and Other Expenses

8. Inthe Estimated Transportation and Other Expenses screen, select the Add Expense button to add an
expense type not included on the original Travel Authorization.

14 NOTE: To add additional expenses, select the Add Expense button again for each additional
" expense.

11

Estimated Transportation and Other Expenses

Traveler Name Trip ID
TRIMELE, TOM 18132-1

Trip Dates: 10/13/2008 To 10/18/2008

*LCU = Local Currency Unit

*USD = United States Dollar

*USE = United States Dollar Equivalent

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits.

Filter by Date Range

Delete Edit
Date Expense Description Amount *USE Copy Expense Expense
10/13/2008 Airfare Airfare 2,744.00 Cop (| E—
Edit
10/13/2008 TMC Fee 10.50 Cop |:| Expenze
10/13/2008 Woucher Transaction Fee WTF 13.75 MNSA
. Internet Service . Edit
10/18/2008 Internet Service at Hotel 75.00 Copy (| —
Private Auto - Advantagecus  Mileage to and . Edit
10/18/2008 to Government from Airport o Coov O Expense
: Parking at . Edit
10/18/2008 Parking Airport 80.00 Copy | E—
Total: $2,965.17 “

Expenses Pending Add

| Delete | [Sa’e( Add Expense 2

Figure 118. Add Expense

10. In the Expenses Pending Add section, enter the following information:

a. Inthe Expense field, select the drop down box and select Expense Type.
b. Inthe Date of Expense, select the Calendar Icon and then select the Date for the expense. Optionally,
the date maybe entered manually in the following format (MM/DD/YYYY)
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c. Inthe Description field, enter a Description of the expense.
d. Inthe Amount Local Currency Unit (LCU) field, enter the expense Amount.

e. Inthe Site field, either select the Site for the expense or select the Allow Selection of Site based on Date
from the drop down list.

f. Then select the Save button.

Expenses Pending Add

1 Hide Cancel
» Expense: Other Reimbursable Expenses Incurred b
: ?;:f;dfrmﬁf [10/17/2008 =
P Description: |Misc Expenses
» Amount LCU: |s00.00 Look-up Code  [001
Currency Name: Us Dollars

DOS Exchange Rate: 1.00000
Us Dollar Equivalent:

Site: Allow selection of site based on date

\ 4

c ’ N
T ue'l'eﬁq. Save H Add Expense

Figure 119. Enter and Save Pending Expenses

11. After selecting the Save button, the screen will refresh and the Expense Type will display under the
Estimated Transportation and Other Expenses screen. When all additional Expense Types have been
added select the Authorization Summary link to return to the Authorization Summary screen.

»{Euthorization Summary bodging & Meals Expenses

Estimated Transportation and Other Expenses

Traveler Name Trip ID
TRIMELE, TCM 18132-1

Trip Dates: 10/13/2008 To 10/18/2008

¥LCU = Local Currency Unit
¥USD = United States Dollar
*USE = United States Dollar Equivalent

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits.

Filter by Date Range
Expenses Saved Successfully

Delete Edit ~
Date Expense Description Amount *USE Copy Expense Expense
10/13/2008 Airfare Airfare 2,744.00  Copv ] Expense
Edit
10/13/2008 TMC Fee 10.50 Copy I:‘ Evpence
10/13/2008 ‘Youcher Transaction Fee WTF 13.75 NSA
= Other Reimbursable Expenses : Edi
10/17/2008 Incurred Misc Expenses 500.00 Copy ] Expense
: Internet Service Edit
10/18/2008 Internet Service at Hotal 75.00 Copy ] Expencs
Private Auto - Advantagecus  Mileage to and Edit
10/18/2008 to Government from Airport i Copy O Expense
Parlkinn at Edit &8

Figure 120. Lodging and Meals Authorization Summary

12. In the Authorization Summary screen under the Reservation Detail section, select the Radio button
associated with the Cabin Class for the trip. After selecting the Cabin Class, select the Save button. After
selecting the Save button, the Authorization Summary screen will refresh.
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Reservation Details

Use Reservation Details link to Retrieve Reservations or Make Reservations prior to entering lodging expenses.

Retrieving reservations or making reservations after completing the lodging expense area will overwrite entered
information.

Reservation Details
Please select the cabin class for vour trip.

IJG-; Coach
—><

) Business
=Rirst
—

13. After selecting the Save button and if there are no other changes, select the Send to Approver button under
the Next Step section of the Authorization Summary screen.

Figure 121. Save Reservation Details

19 NOTE: Any changes to official travel documents, to include Travel Authorizations, Travel

14, Vouchers, Open Authorizations, Group Authorization, and Travel Advances, requires the travel
17 document to be approved at all approval levels.

Next Step

—

|=jeiog) e e puuW&Send To Approver J Cancel Amendment ]

—
[ Upload Cost Construction Worksheet ]

o o

Figure 122. Send Reservation Details to Approver

14. After selecting the Send to Approver button, a Microsoft Internet Explorer message will appear asking if
the Travel Authorization accurately reflects reservations. In the Microsoft Internet Explorer window,
select the OK button if the answer is Yes or select the Cancel button if the additional changes are required.

Microsoft Internet Explorer

> Dioes your travel authaorization accurately reflect the reservations made(dates, airports, cars etc) 7
-'('f Click QK if Yes or Cancelif Mo

Figure 123. Reservations Confirmation

15. When the amended Travel Authorization is complete and resent to the approver, a red message will appear

at the top of the Authorization Summary screen indicating the Travel Authorization was successfully
submitted for approval.

Create Travel Authorization

Traveler Name Trip ID Trip Status

TOM TRIMELE 18132-1 Pending Authorization Approval (CONDITIONAL ROUTING POOL)

Authorization Summary

Helg with this nage
This Authorization has been successfully submitted to approver. In accordance with Federal regulations all single
receipts $75 and greater and all lodging receipts should be retained for a period of 6 years and 3 months.

Figure 124. Approver Submittal Successful
16. This completes the traveler or travel arranger portion for amending a travel authorization.
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5.2 Approval of an Amended Travel Authorization (Approver)

Once a traveler or travel arranger amends a travel authorization, the travel authorization must be approved again
as there were changes to the official travel document. All approvers for the amended travel authorization should
review the travel authorization as described in Section 7 of the user guide.

5.2.1 Approval of an Amended Travel Authorization by Funds Committer
(Approver)

1. When atravel authorization is amended and additional expenses are added to the travel authorization or
expenses are deleted or reduced, the funds committer must make the appropriate adjustments in the financial
system, Phoenix, as well as in E2 Solutions to ensure the amounts in Estimated Total Expenses and Total
Allocated to Accounting Codes match. To adjust the Edit Total Allocated to Accounting Codes in E2
Solutions, perform the following steps:

2. Loginto E2 Solutions.

3. From the Main Menu bar, select the My Approvals link.

I_ é%smut.unrs it ﬁhﬂ;‘

el For OtRErk| My Approvals [J
S — 7
THOMAS BURKE |ogged in Legout Find Answers?

Figure 125. My Approvals Link
4. Inthe Pending Approval screen, select the Trip ID to be approved.

Approvals Pending Approval

Trips (1 . q
Tips (1) Select Approval List to View: | Trip-by-Trip Autharizations Pending Your Appraval v
Cpen Authorizations + Advanced Filtering Options

Open Authorization
Amendrmants Order by | Departure Date |v|| [ sortAscending | [ Sort bescending |

Group Authorizations inID Traveler Name Destination Departure Date VYiew Original Status
TRIMBLE, TOM K1V, UKR 13-Oct-2008 18132 Pending Authorization Approval {COMDITIONAL ROUTING POOL)

Showing1-1of 1

Local Travel & Misc Claims
Wouchers (3

Woucher Reclaim

Travel Advances

Figure 126. Pending Approval

In the Expenses, Funding, and Travel Advances section of the Authorization Summary screen, notice the View
Estimated Total Expenses amount is more than the Edit Total Allocated to Accounting Codes amount. The
amount in the Edit Total Allocated to Accounting Codes must match the View Estimated Total Expenses amount.

NOTE: Since the travel authorization was amended and the amount of the authorization
increased, the commitment in Phoenix must also increase.

Expenses, Funding, and Travel Advances

Edit Estimated L odging and Meals Expenses $1,562.00

Edit Estimated Transportation and Other Expenses $3,465.17
View Estimated Total Expenses $5,027.17

Edit Total Allocated to Accounting Codes $4,527.17

Printable Authorization/Voucher

Figure 127. Total Allocated to Accounting Codes
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5. To recalculate the amount in the Edit Total Allocated to Accounting Codes, select the Edit Total Allocated to
Accounting Codes link.

Expenses, Funding, and Travel Advances

Edit Estimated Lodging and Meals Expenses $1,562.00
Edit Estimated Transportation and Other Expenses $3,465.17
View Estimated Total Expenses $5,027.17

2 Edit Total Allocated to Accounting Codes $4,527.17

Printable authorization/Voucher

Figure 128 Edit Total Allocated to Accounting Codes

6. Inthe Selected Accounts screen, verify the Remaining Amount To Be Allocated is $0.00, and select the Save
and Continue button.

NOTE: E2 Solutions will automatically adjust the amount in the Dollars to Allocate column based
" on the amount in the View Estimated Total Expenses.
q
1p. - L .

NOTE: If a certain dollar value or percentage is being allocated to multiple account codes, then
11-adjustments to the Percentage to Allocate or Dollar to Allocate columns will need to be made. Also,
1P.if split funding is being used for certain expenses, adjustment to split funding maybe necessary as
13.well.

Trip Id
18132-1

Balance % to Dollars to Delete
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Code:

2007 Mo 8- x4 M A MNA 00 -
® Q00.MA A M RANA M MNA TO- 0.00 502717 9%/100.00 $|5027.17 Delete
00005To0 0044 .1
Total =% §
Total Amount: $5027.17 @g amount To Be Allocated:
e 1 Save and Continue

Figure 129. Verify, Save and Continue Amount to be Allocated

7. After selecting the Save and Continue button the Authorization Summary screen will display. In the
Authorization Summary screen, scroll down to the Expenses, Funding, and Travel Advances section and
verify the Edit Total Allocated to Accounting Codes matches the View Estimate Total Expenses amount.
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Expenses, Funding, and Travel Advances
Edit Estimated Lodging and Meals Expenses $1,562.00

Edit Estimated Transportation and Other Expenses $3,465.17
View Estimated Total Expenses $5,027.17

Edit Total Allocated to Accounting Codes $5,027.17

Printable Authorization/Voucher

Figure 130. Edit Total Allocated to Accounting Codes
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6. Travel Advance

6.1 Requesting a Travel Advance

Travel Advances may only be requested by travelers that do not have a Government Issued Credit Card. To
request a Travel Advance, perform the following tasks:

1. From the Main Menu bar of the traveler’s E2 Solutions Home Page, select the My Travel link.

| éZSoluhons

TP\ My Travel J My Profile | Travel For Others | My Approvals |

=

TOM TRIMBLE lagged in Logout Find An:werx?l

2. Inthe Travel Center box in the Current Trips screen, select the Travel Advances link.

Figure 131. Select MyTravel

Travel Center

Trios

Amend A Trip
Copy Other's Trip
Creste NFS Trip
Trip Templates
Search Trips

Open Authorizations
Amend Open Authorizations
Group Authorizations

Local Travel & Misc Claims
Supplemental Youchers
oucher Reclaims

ances

\ 4

Trawel &dvances
Mileage Rates
Per Diem Rates
Reports

Current Trips

Traveler Name
TOM TRIMBLE

Order by | Trip 1D v|[_Sort Ascending | [ Sort Descending ]

Trip ID 0A # Destination Status
18132-1 KYIV, UKR

18132 KyIY, UKR

Departure Date  Approver

13-0ct-2008 BURKE, THOMAS P

13-0ct-2008 Amended

+ Adwanced Filtering Gptions

Pending Authorization Approval (CONDITIONAL ROUTING POOL)

Copy Trip
Copy
Copy

Showing 1 - 2 of 2

[ Manage Historical Trips | [

Create Travel Authorization

Figure 132. Select Travel Advances

3. Inthe Current Travel Advance Request screen, select from the drop down list the Trip for which the
Travel Advance is being requested. Once the Trip is identified and selected, select the Create Travel
Advance button.

Travel Center

Trips
Armend & Trip
Cops Other's Trip
Create WFS Trip
Trip Templates
Search Trips

Open Authorizations
amend Open Authorizations
Group Authorizations

Current Travel Advance Requests

Traveler Name
TOM TRIMBLE

order by [ Trip 1d v

Id Request Date Trip Id Dest. City Departure Date

Status

Amount

No record found

Approver

Local Travel & Misc Claims

Supplemental Youchers
Woucher Reclaims

Delinquent Advances
Travel Advances
Mileage Rates

Per Diern Rates

Reports

\ 4

Select 3 trip:

Figure 133. Select and Create Travel Advance

4. Inthe Travel Advance Detail screen, perform the following tasks:
In the Select an Option field, select from the drop down list either Check or Cash for the Travel

a.

b.
C.

Advance.

In the Advance Amount field, enter the Advance Amount for the Travel Advance.
Then, select the Save button.
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5. After selecting the Save button, the Travel Advance Detail screen will refresh with a Save Successful
message. Next, select the Send to Approver button.

Travel Advance Detail

Traveler Name Trip Id Advance ID Status
ToM TRIMBLE 18132-1 1135 Mew
——> {Csave SuccessfulD
Destination: Departure Date:
KT 1013720038

Optional Remarks:
Add Remarks

546,00 USD is the total recommended advance amount far this trip which is based on 20% of your allowahle Meals and
Incidental trip expenses. Exceeding this amount up to your maximum possible advance amount of S46.00 USD may
require additional approwal,

546.00 USD is the recommended advance amount for this travel advance request. ¥ou have already requested
and/for received 0.00 USD in total advances for this trip. view sdvance History for details on outstanding advance
requests,

Docurent Murmber:
Select an option: | cash  »

Advance amount: 546 | in the selected currency.

Currency conversion rate: 1.0000
W5 Dollar Equivalent: 546.00 USD

Total Allocated to Accounting Codes: $0.00
Printable Advance

Save Cancel ack
> Send to Approver
v

Authorization History

Figure 134. Send Travel Advance to Approver

6. After selecting the Send to Approver button, the Current Travel Advance Requests screen will appear
showing the Travel Advance request and status.

Current Travel Advance Requests

Traveler Name
TOM TRIMBLE

Order by | Trip Id v [ _sortascending | [ SortDescending |
Id Date Trin Id Dest Citw Departure Date s’ahli A o A
>[ll35 29-Apr-2008 18132-1 KIW 13-0ct-Z008 Pending Approval (CONDITIONAL ROUTING POOL) $546,00 BURKE, THOMAS P ]

Showing 1 -1 of 1

Select a trip: | Please select atip.. | [ create Travel Advance |

Figure 135. Travel Advance Status
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Approvals Pending Approval

Trips

Select Approval List to ¥iew: | Trip-by-Trip Authorizations Pending Your Appraval -
Open Autharizations
Open Authorization Order by | Departure Date %
Amendments
Trip ID Traveler Name Destination Departure Date Status

Group Authaorizations

Local Travel & Misc Claims

Wouchers (3

woud]
5 Showing 0 - 0 of 0
Travel sdvances (1

Figure 136. Pending Travel Advances

Mo record found
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6.2 Approval of Travel Advance

The approval for Travel Advances is much like the approval for a travel authorization or travel voucher. To
approve a travel advance, perform the following tasks:

1. Log into E2 Solutions
2. Fromthe Approvers Main Menu bar, select the My Approvals link.

ézSuluhons ﬁhwv.
A 1
f frryrraver Ty rrome—Traverrorole g | My Approvals |)

THOMAS BURKE |ogged in Logout Eind An;wers?l
Selected Accounts
Trip Id
1135

Mo accounting codes selected. Please select from the list of favorites below or use the search feature.

Total amount: $546.00 Remaining Amount To Be Allocated: §

——~—
> Gldd...‘m Search.., ] [ Save and Continue ] [ Cancel ]

Figure 137. Select My Approvals

3. Inthe Approvals box within the Pending Approval screen, select the Travel Advances link.
4. The Pending Approval screen will refresh with the Travel Advance(s) pending approval. Select the Advance

Approvals Pending Approval
Trips i -
Select Approval List to View: | Travsl advances Pending Your Anprovasl -

Ja] i i . .
Open Authorizations + Advanced Filtering Options
Open Authorization
Amendments Order by | 1d v |[_Sort Ascending | [ Sort Descending |
Group Authorizations d Trip 1d Traveler Name Request Date Amount Status

<
Tocal Tiaval et > 18132-1  TRIMBLE, TOM 29-Bpr-z006 $546.00 Fending Approval (CONDITIONAL ROUTING POOL)
vouchers (3} Showing 1 - 1 of 1

Woucher Reclaim

Travel Advances (1

Figure 138. Select Advance ID

5. Inthe Travel Advance Detail screen, select the $0.00 in the Total Allocated to Accounting Codes field.
6. Inthe Selected Accounts screen, select the Add button to add an accounting code for the Travel Advance.
7. Inthe Add Accounting Codes screen, perform the following tasks:

NOTE: The below information are the only required accounting code fields and are from Phoenix.
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In the BBFY field, enter the BBFY.

In the Fund field, enter the Fund.

In the Distribution field, enter the Distribution.

In the Commitment Type and Number field, enter the Commitment Type and Number.
In the Commitment Line field, enter the Commitment Line.

When finished select the Save button.

o o0 o

Add Accounting Codes

Financial System Name: PHOENIX_DIM_NEW

To add a new accounting code, enter the account code segment data in the corresponding data entry fields and click
Save, To retrieve a list of valid wvalues for the accounting code segment, dick the Search button to the right of the data
entry field. Or to prefill the segment data from an existing account code, click on an accounting code link in the
Templates section below,

Sub-0Object Code (Any Character Except %(20} ) Search

» BBFY (Numeric Only{4) ) [za07

EBFY {Alpha Numeric{4) )

P Fund {Any Character Except % (20} } [ac-u4

Operating Unit {(Any Character Except %{20) )
Program Area {Any Character Except % (20} }

P Distribution {(Any Character Except %{20) )} [o01-300
Program Element {Any Character Except %{20} )
Sub-element {(Any Character Except %(20) )

Team Division {Any Character Except %{20} )
Benefiting Geo Area (Any Character Except %{20) )

Operating Unit Defined {Any Character Except %{20) ) Search

Accounting Template (Any Character Except %({50) }

P Commitment Type and No {Any Character Except %(36) ) TGQ-00008TQO0044

» Commitment Line No {(Numeric Only(10} ) [3

1S i
> Save Cancel

Figure 139. Enter Accounting Code Details

8. After selecting the Save button, the Selected Accounts screen will appear with the following message:
Account Code Created. Next, select the Save and Continue button.
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Travel Advance Detail

Traveler Name Trip Id Advance ID Status

TOM TRIMBLE 18132-1 1135 Pending Approval (CONDITIONAL ROUTING POOL)
Destination: Departure Date:

KoY IN 10/13/2008

Routing Path
Wiew Approval Routing Path

Optional Remarks:

S546.00 USD is the total recommended advance amount for this trip which is based on 80% of your allowable Meals and
Incidental trip expenses. Exceeding this amount up to your maximum possible advance amount of S46.00 USD may
reguire additional approval,

545.60 USD is the recommended advance amount for this travel advance request. ¥ou have already requested

andfor received 0.00 USD in total advances for this trip, View Advance History for details on outstanding advance
requests.

Document Number:
Select an option:

Advance amount: in the selected currency.

Currency conversion rate; 1.0000
.S Dollar Equivalent: 546.00 USD

/—
> tal Allocated to Accounting Codes: $0.00

Printable Advance

[ Approve ][ Feturn to Traveler ] [ Unlock ]

Authorization Histary

Figure 140. Total Allocate to Accounting Codes

NOTE: If the travel advance is being funded from more than one accounting code, then
select the Add but and repeat Step 7 above.
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Selected Accounts
Trip Id
1135
— Caccount Code Created)
Balance % to Dollarsto  Add to Delete
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 . MAAC-K4 . MNAMNA O0L- add To
@ Q00 MAMAMNA M M MA NS TO- 0.00 0,00 9%(100.00 | &£546.00 Eovorite Delete
00005TS00044 .5 —
Total = I3
Total Amount: $546.00 Remaining Amount To Be Allocated: §
e ——
— P ——
[aqe | [ oearenor H\ Sawe and Continue J Cancel

Figure 141. Account Code Created - Save and Continue

9. After selecting the Save and Continue button, the Travel Advance Detail screen will display with the

Travel Advance amount in the Total Allocated to Accounting Codes field. Next, select the Approve
button.
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Travel Advance Detail

Traveler Name Trip Id Advance ID Status

TOoM TRIMBLE 181352-1 1135 Pending Approval (COMNDITIONAL ROUTING POOL)
Destination: Departure Date:

KTV 10/13/2008

Routing Path
Wiew Approval Routing Path

Optional Remarks:

546,00 USD is the total recommended advance amount for this trip which is based on 80% of your allowable Meals and

Incidental trip expenses, Exceeding this amount up to your maximum possible advance amount of 546,00 USD may
require additional approval.

545.60 USD is the recommended advance amount for this travel advance request. vou have already requested

and/or received 0.00 USD in total advances far this trip, Yiew Advance History for details on outstanding advance
requests,

Docurment Number:
Select an option:

advance amaunt: in the selected currency.

Currency conversion rate; 1.0000

U5 Dollar Equivalent: S546.00 WSD

Total Allocated to Accounting Codes: $546.00

Printable Advance

e —
> QApproueJ) Return to Traveler ] [ Unlock ]

Authorization History

Figure 142. Approve Travel Advance Detail

10. After selecting the Approve button, the Pending Approval screen will display with a messaging indicating
the travel advance was successfully approved.

| /Peﬂdiﬁg—ﬁppl Gudl
_Travel Advance 1135 for Trip 18132-1 successfully approved.

select Appr et tadiions: ool od T Tour Approval b

Order by | Id W

id Trip Id Traveler Name Request Date Amount Status

Mo record found

Showing 0 - 0 of 0

Figure 143. Travel Advance Pending Approval
11. This completes the Travel Advance Approval process.
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7. Trip-by-Trip Travel Voucher (Traveler/Travel Arranger)

Upon return from travel, the traveler or travel arranger must submit a Travel Voucher for reimbursement of
expenses incurred for the trip. This section explains the process for completing a Travel Voucher.

IMPORTANT NOTE: If you incur additional expenses above what was approved on the travel
authorization, then do not complete and submit a voucher at this time. Instead, submit an amendment to
the travel authorization to annotate and capture the additional expenses incurred. USAID’s Travel Policy
and Financial System requires that the voucher amount be less than or equal the total amount approved on
the Travel Authorization in order to submit a voucher. To Amend a Travel Authorization, see Section 9.

7.1 Creating the Travel Voucher

1. Log into E2 Solutions.
2. Inthe Pending Travel screen, select the Trip ID for the completed trip.

‘
B

Trip ID Destination Departure Date Approver Status
(18132—1 ) K1Y, UKR 13-0ct-2008 Open Youcher
13-0ct-2008 Amended

18132 KXIW, UKR
Wiew all Travel Authaorizations

Figure 144. Select Trip ID

7.1.1 Lodging and Meals
1. Inthe Travel Voucher screen, select the Lodging and Meals link.
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Travel Voucher Information =

Traveler Name Trip 1D Trip Status
TOM TRIMBLE 18132-1 Open Youcher
Document Number: Purpose: Site Visit to Kiev
Amount Obligated: $5027.17
Trip Dates: 10/13/2008 to 10/18/2008 Amuunt Disbursed:  $546.00
Duration: 6 Days
Sa; l Cancel Vouchar | | Cancel Trip Only ]
Voucher Summary:
Youcher ¥ Date Subtotal Youcher Status

£5,027.17 Open Voucher

Voucher # 1: Open Voucher

All Vouchers for this Trip

Cut-uff Date: 10/18/2008

Current Entered to Date Paid to Date
P C_Lodaing and Meals: D $1,562,00 $1,562,00 $0.00
Transportation and Other: $3451.42 $3,451 .42 $0.00
Transachon Fee: $13.75 $13.75 $0.00
Subtotal: $5,027.17 $5,027.17 $0.00
Payments Applied: ( $0.00) ( $0.00) ( $0.00)
Met Due: $5,027.17 $5,027.17 $0.00
Pay Central Billing Account: $0.00 $0.00 $0.00
Pay Travel Charge Card: $0.00 $0.00 $0.00
Pay the Traveler: $0.00 40.00 $0.00
Qutstanding Advance Balance: $546.00 $546.00 $546.00

Subtotal to Date: $5,027,17
Total Allocated ta Accounting Codes: £0.00

Total requested amount for Travel Advances: $546.00

Remarks

Disbursement Alocations

View Advance History

MNon-Federally Sponsored Funds: $0.00

Continue |

Figure 145. Lodging and Meals link

2. Inthe Lodging and Meals Expenses screen, select the Daily Rate link.

7.1.1.1 Regular Per Diem

For the purpose of this guide, the reimbursement type used was Per Diem. Section 10.1.1.1 demonstrates the
using standard Per Diem, and section 10.1.1.2 demonstrates E2 Solutions ability to decrease the lodging
amount, which is Flat Rate Lodging. Optionally, actual lodging could have been used to for flat rate lodging.
The reimbursement type is set in the travel authorization and can not be changed on the voucher unless an
amendment to the travel authorization is done prior to the submission of the travel voucher.
1. When using Regular Per Diem, verify the Lodging Amounts for each day. After reviewing the Lodging
Amounts, select the Save button.
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Voucher Travel Sites Cost Vanance Eeservation Details

Transportation & Other Expenses

Lodging and Meals Expenses -

Traveler Name Trip ID
TOM TRIMBLE 18132-1
Voucher 1: Open Voucher Trip Dates: 10/13/2008 to 10/18/2008

Reimbursement Type Legend

Actual Expenses = Actual expenses for lodging and meals - Mot To Exceed a total of 300%

Actual Lodging = Actual expenses for lodging and prescribed ME&IE rate - Not To Exceed a total of 300%
Actual Meals = Actual expenses for meals and prescribed lodging rate - Not To Exceed a total of 300%

Conference = Conference expenses for lodging and prescribed M&IE rate - Lodging cannot exceed 125%
Per Diem = Limit reimbursement to per diem

Reduced = Limit reimbursement to the following reduced per diem amounts

Click Daily Rate, Daily Tax, or Current M&IE below to edit your lodging and meals expenses.

Lodging
Reimbursement Daily Daily Current Lodging Taxto Current M&IE  Per
Site Type Rate Tax Lodging to Date Date M&IE to Date Diem
KYI¥, UKR
nrnule.s: FER |t.|'t?HTW?_'U'E!'E_!"b'f"I:l'TW> - 880,00 880.00 0.00 682,00 682.00 Open

Departs: KBF Sat 18-Oct-2008

Figure 146. Verify Lodging and Meals
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Daily Expenses

Traveler Name Trip ID
TOM TRIMBLE 181352-1

Expenses For: EYTV, TER

Reimbursement Type: Per Diem

Limit reimbursement to per diem

*LCU = Local Currency Unit
*USD = United States Dollar
*USE = United States Dollar Equivalent

Filtar by Date Range (hoth fields are regquired): Date of Receipt

(mimdddivy ey} [ +| Apply to all displaved

Begin Date {(mm/ddfyyyy): [1o/13/2002 =]~ Daily Lodging *LU Apply to sl displsyed
Look-Up Local Currency .

Apply to all displayed

End Date (mm/dd/yyyy): [10/18/2008 [E=l\¢ Code Apoly to ol displaved
Currency Rate Used for .

*||SE Apply to all displayed

Currency Rate Remark
Apply to all displayed

Trip Dates: 10/13/2008 to 10/18/2008

Trip Date Receipt Code Rate Usedfor *USE  Remark  *LCU  *USE  *USD 4
Mon 13/0ct/z008 1041372008 | (B« [oo1 F 220,00 0.00
(- N
Tue 14/0ct/z008 1041472008 | [G>| [o01 F 220,00 || 220.00
B
wed 15/0ct/2008 (1071572008 | [FEl| (001 O ~| [z20.00 || 220.00
Thu 16/0ct/z008  |10/16/2008 | [FE| (001 [ 220,00 |} 220,00
Ay
< »

To access Shared Lodaing, Official Days Off, or Per Diem M&IE click the following links:

Shared Lodging Official Days Off Per Diern MaIE

*Please note that since this site is categorized as OCOMUS, the Lodging Taxes are not applica

[

blz

Click the "Back" button return to the site expenses summary screen.

2. After selecting the Save button, the Daily Expenses screen will refresh with the Update Successful message.

Figure 147. Save Lodging Amounts

Next, select the Per Diem M&IE link.
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Update Successful
Traveler Name
TOM TRIMBLE

Expenses For: EYIV, TER

Reimbursement Type: Per Diem

Limit reimbursement to per diem

*LCU = Local Currency Unit
*USD = United States Dollar
*USE = United States Dollar Equivalent

Filter by Date Range (both fields are required):

Daily Expenses

Trip ID
15132-1

Date of Receipt
(rarn/dd/yyyy)

[Elv| apply to all displayed

Begin Date (mm/dd/fyyyy): [10/13/2002 £z Eaililodaingielell Apply to all displayed
Look-Up Local Currency .
apply to all displayed
End Date (mm/dd/yyyy): [o7isrzoos | [Z20T Code foplers ol eizp e
m Currency Rate Use*dUEE Aoply to all displaved
Currency Rate Remarl
Apply to all displaved
Trip Dates: 10/13/2008 to 10/18/2008
o
Tue 14/0ctf2008 1071472008 vl 001 F 220,00 | 220.00
Wed 15/0ct/2008 |10/15/2008 | [EE»| [oo1 ] 220,00 | 220,00
Thu 16/0ct/z008  |[10/16/2008 | [EEw| [oo1 | 220,00 | 220,00
Fri 17/0ct/z008 (1071772008 | [Egle| (001 1 220,00 | 220,00
Sat 16/0ct/2008  |10/18/2008 | [FElw| [oos [ 0.00 v
< ¥
To access Shared Lodaging, Official Days Off, or Per Diem M2IE click the following links:
=t Qfficial Dayvs Off JPer Diern MAIE
*Please note that since this site is categorized as OCONUS, the Lodging Taxes are not applicabla.

Click the "Back" button return to the site expenses summary screen,

Figure 148. Update Successful
3. Once the Lodging is verified, proceed to Section 10.1.2 Per Diem and Incidental Expenses.

7.1.1.2 Flat Rate Lodging Example

1. The following section describes how to change the Per Diem lodging rate to a flat rate or actual lodging

expenses.

2. If Flat Rate Lodging is used, then in the Daily Expenses screen, enter the Daily Lodging Amount in the
Daily Lodging *LCU field and select the Apply to all displayed link. After selecting the Apply to all
display the Daily Lodging column will update with the amount entered in the Daily Lodging *LCU field.
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NOTE: In the Date of Receipt field, the traveler can also enter the a single date for the expense
3.| by entering the date in the Date of Receipt field and selecting the Apply to all displayed link.

A 4

te Succes
Traveler Name Trip ID
TioM TRIMBLE 18132-1

Expenses For: EYTV, TER

Reimbursement Type: Per Diem

Limit reimbursement to per diem

¥LCU = Local Currency Unit
*USD = United States Dollar
*USE = United States Dollar Equivalent

Currency Rate Used for

Currency Rate Remark
Apply to all displayed

Trip Dates: 1041372008 to 101872008

Filter by Date Range (both fields are required): EE?:;?;:IR;’?;?S [+ apply to all displaved
Begin Date (mm/dd/fyyyy): [10/13/2008 Bl Railijledainglsle Apply to all displayed
Look-Up Local Currency .
Apply to Sl displayed
End Date (mm/dd/yyyy): [1o/1a/2008 | |27 Code Apply to all displayed

*USE £pply to all displayed

<

To access Shared Lodging, Official Days Off, or Per Diem M2IE click the following links:

JS101= =18 N80 L W) 18 | SV u?(Eer Diern MEIE >

*Please note that since this site is categorized as OCOMUS, the Lodging Taxes are not appl

Click the "Back" button return to the site expenses summary screen,

Tue 14/0ct/2008  |10/14/2008 ool [l 220,00 | 220.00 e
wed 15/0ct/z008  |10/15/2008 | | [oo1 |l 220,00 | 220.00
Thu 16/0ct/2008  |10/16/2008 | [E| (o001 O 220.00 | 220,00
Fri 17/0ct/z008 (104172008 | [Ege| ool ] 220,00 | 220,00
Sat 18/0ct/z008  |10/18/2008 | [Fglw| [ooz ] 0.00 v

icable.

Figure 149. Receipt and Trip Date Details

4. After selecting the Save button, the Update Successful message will appear. The, select the Per Diem

M&IE link.
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Daily Expenses

Traveler Name Trip ID
ToM TRIMBLE 158132-1

Expenses For: EYIV, TER

Reimbursement Type: Per Diem

Limit reimbursement to per diem
*LCU = Local Currency Unit

*USD = United States Dollar
*USE = United States Dollar Equivalent

Filter by Date Range (both fields are required):

Date of RECEiDt 10/18/ 2008 H -
trrddddyyy | Apply to all displaved

>
Begin Date {(mm/ddfyyyy): 'l lDa”Y Lodging *LCL 200,00 Apply to all displayed
Look-Up Local Currency I:l E
Apply to all displayed
End Date (mm;dd/””): v| Code Apply to all displaved

Currency Rate Used for

ee| | apoly to all displaved

Currency Rate Remark
Apply to all displayed

Trip Dates: 10/13/2008 to 10/18/2008

N ) -
Tue 14/0ct/2008 f Erer | O | | j 240.00 1
wed 15/0ct/2008 =] 001 | O | | z40.00

B
>

Thu 16/0ct/2008 [EE| (001 | O | | :| 240.00

Fri 17/0ct/2008 [+ [oo1 | O | | J 240.00
1 Ao

Sat 18/0ct/2008 ] [o01 | 1| |
<

|£

S IEIENEE

To access Shared Lodaing, Official Days Off, or Per Diem M2IE click the following links:

Shared Lodging Official Days Off Per Diern ME&IE

*Please note that since this site is categorized as OCONUS, the Lodging Taxes are not applicablee—

NG

Click the "Back" button return to the site expenses summary screen.

Figure 150. Daily Expenses Saved
5. Daily Expenses Update Successful.
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7.1.2 Per Diem Meals and Incidental Expenses

1. If meals were provided as part of the TDY trip for a particular day or throughout the TDY trip, then in the Per
Diem Meals and Incidental Expenses screen provides the ability to mark those days as meals provided.
2. Inthe Per Diem Meals and Incidental Expenses screen, perform the following tasks if meals were provided.
If meals were not provided, select the Back button.
a. If All Breakfast, Lunch and/or Dinners Meals were provided, select the box associated the All Meals
Provided.
b. If a particular meal(s) were provided on certain days, select the meal(s) associated with the day in
which the meal was provided.
c. Selectthe Save button.

Official Days Off

Traveler Name Trip ID
TOM TRIMBLE 151352-1

Expenses for: EYTV, TEER

Official Days Off are days you are not eligible to receive per diem or lodaing expense reimbursement,

Filter by Date Range (both fields are required):

Begin Date (mmfdd/yyy¥): (107132002 =~
End Date (mm/dd/yyyy): [10/15/2008 =g

Trip Dates: 10/13/2008 to 10/18/2008

Official Day Off Trip Date e
( i Mon 13/0ct/2008
F Tue 14/0ct/2008
> F Wed 15/0ct/2008
F Thu 16/0ct/2008
F Fri 17/0ct/2008
3] Sat 18/00/2003 v

J

1
o Save Badl

Figure 151. Select Meals and Save

Page 103 of 170



E2 User Guide USAID

o,
\:\-TE‘J FROM THE AMERICAN PECRLE

7.1.3 Official Days Off (Optional — Only for Official Days Off During Trip)

If, during the TDY trip, the traveler was approved for leave, then the official days off should be annotate in the
travel voucher. To annotate official days off in the travel voucher, perform the following tasks:

1. After selecting Save or the Back button in the Per Diem Meals and Incidental Expenses screen, the Daily
Expenses screen will display. In the Daily Expenses screen, select the Official Days Off link to enter any
leave that occurred during the trip. If no Official Days Off were taken as part of the trip, then proceed to
Section 10.1.4 Shared Lodging.

2. Inthe Official Days Off screen, select the Official Day Off box associated with the days off and select the
Save button.

Per Diem Meals and Incidental Expenses

Traveler Name Trip ID
TOM TRIMBLE 18152-1

Expenses for: ETTV, TEE

Filter by Date Range (hoth fields are required):

Begin Date (mm/ddfyyyy): [10/13/2008 [
End Date {(mm/dd/yyyy): [10/18/2008 B

Selecting meals provided checkboxes and clicking "Save” will reduce the amount of per diem you are entitled to receive.

Trip Dates: 10/13/2008 to 10/18/2008

1
>

[ ] Select all breakfast meals O Select all lunch meals O Select all dinner meals }

Breakfast Lunch Dinner

_—_Trip Date Provided Provided Provided Incidental Per Diem
Mon 13/0ct/2008 25.00 124.00
Tue 14/0ct/2008 | ] | 25.00 124,00
> < Med 15/0ct/2008 | ] | 25.00 124,00
Thu 16/0ct/2008 | ] | 25.00 124,00
Fri 17/0ct/2005 | ] | 25.00 124,00
N\sat 18/0ct/2008 | ] | 25.00 124,00

A 4

Figure 152. Select and Save Official Days Off
3. When finished, select the Back button to return to the Daily Expenses screen.
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7.1.4 Shared Lodging (Only Required if Traveler Used Shared Lodging)

If travelers share lodging during the trip, then perform the following tasks:

1. Inthe Daily Expenses screen, select the Shared Lodging link. If Shared Lodging was not part of the trip,
then proceed to Section 10.1.5.

2. Inthe Shared Lodging screen, perform the following tasks:

a. Ifall travel dates included Shared Lodging, the select the Select all dates box.

b. If Shared Lodging was only used on particular day, select the Date box associated with days Shared
Lodging was used.

c.  When finished select the Save button to save the days of Shared Lodging, and then select the Back
button to return to the Daily Expenses screen.

3. Inthe Daily Expenses screen, select the Voucher link to return the voucher.
4. This completes the Lodging and Meals section of the travel voucher.
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7.1.5 Transportation and Other Expenses

1. Once the Lodging and Meals have been correctly entered into the travel voucher, the Transportation and
Other expenses must be reviewed for accuracy.

NOTE: All transportation and other expenses entered on the travel authorization will carry over to the
travel voucher. Verify the amounts in this section are accurate and, if necessary, make the correction to
the dollar amounts.

2. Inthe Travel Voucher Information screen, select the Transportation and Other link.

Travel Voucher Information —

Traveler Name
TOM TRIMBLE

Document Number:

Trip Dates: 10/13/2008 to 10/18/2008
Duration: & Days

Trip ID
18132-1

Purpose:

Trip Status
Open Voucher

Site Visit to Kiev

Amount Obligated: $5027.17
Amount Disbursed: £546.00

[Saw [ Cancel Voucher || Cancel Trip Only [
Voucher Summary:
Youcher # Submission Date Subtotal Youcher Status

$5.02717 Open Voucher

Voucher # 1: Open Voucher

All Vouchers for this Trip

Cut-off Oate: 10/18/2008

Current Entered to Date Paid to Date
Lodaing and Meals| 41, 562.00 $1,662.00 $0.00
Transportation and Other) > $3,451.42 $3,451.42 $0.00
Transaction Fee! $13.75 $13.75 $0.00
Subtotal: $5,027.17 $5,027.17 $0.00
Payments Applied: ({ $0.00) ( $0.00) ( $0.00)
Met Due: $5,027.17 $5,027.17 $0.00
Pay Central Billing Account: 40,00 $0.00 $0.00
Pay Travel Charge Card: 40,00 $0.00 $0.00
Pay the Traveler: $0.00 $0.00 40,00
Outstanding Advance Balance: $546.00 $546.00 $546.00

Subtotal to Date: $5,027.17
Total Allocated to Accounting Codes: $0,00

Total requested amount for Travel Advances: $546.00

Eemaris

Dichursamont Allocatione

View Advance History
Non-Federally Sponsored Funds: $0,00

Continue

Figure 153. Transportation and Other link

3. Inthe Transportation and Other Expenses screen, review the list of Expenses and the Amounts of the
expenses as estimated on the travel authorization. To make adjustments to the amounts carried over from the
travel authorization, perform the following tasks:

a. Select the Edit Expense link associated with the expense to change the dollar amount
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g, NOTE: To delete an expense, select the box associated with the expense to delete, and select the
Delete button.
Transportation and Other Expenses
Traveler Name Trip ID ¥oucher ID
TRIMBLE, TOM 181352-1 1
Trip Dates: 10/13/2008 To 10/18/2008
*LCU = Local Currency Unit
*USD = United States Dollar
*USE = United States Dollar Equivalent
In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits,
Filter by Date Range
Delete Edit ~
Date Expense Description Amount *USE Copy Expense Expense
(" i i Edit
10/13/2008 Airfare Airfare 2,744.00  Copy | —
Edit
10413752008 TMC Fee 10.50 Copy |:| Expense
10/17/2008 Other Reimbursable Expenses 1y ;pynonses 50000 Copy =P Eat
< Incurred SKOERS
. Int s i Edit
10/18/2008 Internet Service a': :;::I Brvice 75.00  Copy 1 £y e?:e
Private Auto - Advantageous Mileage to and Edit
10/18/2008 to Government from Airport G Cony O Expense
. Parking at Edit
QDHS;’ZDEIB Parking firport §0.00  Copy | —
b’
Expenses Pending Add
[ Delete ] [Sa-.-e ] [ Add Expense ]

Figure 154. Expanded Transportation and Other field

b. The expense will expand to display all editable fields for the expense. In the screen below the original
amount on the travel authorization for Other Reimbursable Expenses Incurred was $500.00.
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Transportation and Other Expenses

Traveler Name

Trip ID ¥oucher ID
TRIMBLE, TOM 15132-1 1

Trip Dates: 10/13/2008 To 10/18/2008
¥LCU = Local Currency Unit

*USD = United States Dollar

*¥*USE = United States Dollar Equivalent

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits.

Filter by Date Range

o

C.

- ==EL L] Expense A
Cancel
Expense: Cther Reimbursable Expenses Incurred
Date of Expense =
(mm/dd/yyyy): [10/17/z008
Date of Receipt v
(mm/dd/yyry): |10/17/2008
cription: [Micr Fxpence
Plamount *LCU: [ 500.00 | Look-up Code  [oo1
Currency Name: Us Dollars
DOS Exchange Rate: 1 Allow me to enter my own exchange rate
US Dollar Equivalent: 500,00
Site: KTV hd
1 nn Trtarrat i Internet Service can o 1 Edit
Expenses Pending Add
[ Delate ] [Saue] [ Add Expense ]

Figure 155. Enter Actual *LCU Amount

In the Amount *LCU field, enter the Actual Amount of the expense incurred. In this case, the actual

amount ($300.00) is for less than the approved amount ($500.00). To change the amount, enter the
Actual Amount of the expense in the Amount *L.CU field, and select the Save button.
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Transportation and Other Expenses

Traveler Name

Trip ID Youcher ID
TRIMBLE, TOM 15132-1 1

Trip Dates: 10/13/2008 To 10/18/2008
*LCU = Local Currency Unit

*USD = United States Dollar

*USE = United States Dollar Equivalent

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link
will display the details of the expenses and allow you to make edits,

Filter by Date Range

e * ===t L= Expense
Cancel
Expense: Other Reimbursable Expenses Incurred
Date of Expense B
(mm/dd/yyyy): [10/17/2008 =
Date of Receipt =
{mm/dd/yyyy): [10/17/z008
Description: Mis: Expenses
> [Amount *LCU: 300,00 ] Look-up Code

Currency Mame: s Dollars
DOS Exchange Rate: 1

US Dollar Equivalent: 500,00
site: [keriw v

Allow e to enter ry own exchange rate

1nM an Totarmat & arui Internet Service

m
£

E AN A ]

Expenses Pending Add

P
[ Uelte{[Saue ]D Add Expensze
N———

Figure 156. Save *LLCU Amount

6. After selecting the Save button, the expense will update with the new amount and the Expenses Saved
Successfully message will display.. Once all expenses have been updated select the Cost Variance link.
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Sloebar Teoual ce @ Cost Vanance Peservation Details
S —

Lodging & Meals Expenses

Transportation and Other Expenses

Traveler Name Trip ID Youcher ID
TRIMBLE, TOM 18132-1 1

Trip Dates: 10/13/2008 To 10/18/2008

*LCuU = Luc_al Currency Unit
*USD = United States Dollar
¥USE = United States Dollar Equivalent

will display the details of the expenses and allow you to make edits.
Fil
%(m;es Saved Successfull

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense, Selecting the Edit link

7.

Dalete Edit
Date Expense Description Amount *USE Copy Expense Expense
10/13/2008 pirfare Airfare 2,744.00  Capy i i E%‘i‘-&
10/13/2008 TMC Fee 10,50  Copy 0 & ;’g
L | 10/17/2008 i‘:::::::'mb“r“b“’ Expenses i Expenses 300,00 Copy O f EE—:—'
10/18/2008 Internet Service i:tf{:;zlt Service 75.00 Copy | i .l_,?fj';t
R T v dam 0
10/18/2008 Parking i?rr:;'l;ﬂ at 80.00 Copy 0 L j.dlf

SABGNZE =

| Delete | [Save | [ Add Expense |

Figure 157. Review Cost Variance

In the Cost Variance screen, review the Estimated, Actual, and Difference columns to insure the Actual
column is less than the Estimated column. If the Actual Amount column is less than the Estimated
Amount column, then select the Voucher link to return to the voucher. If the Actual Amount is for more
than the Estimated Amount, then the travel authorization needs to be amended to increase the travel

authorization amount. For instructions on how to amend a travel authorization,
user guide.

review Section 8.1 of the
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> Voucher Jravel Sites Cost Varance Reservation Details

Trip ID
18132-1

Trip Dates: 10/13/2008 to 10/18/2008 Trip Status: Open Youcher

Expense: Estimated: Actual: Difference:

Trip Duration: 6 days 6 days 0 days

Number Of Sites Visited: 1 1 i}

Lodging Expense: £880.00 £880.00 £0.00

M & IE: £682.00 t632.00 £0.00

Airfare: $2,744.00  $2,744.00 £0.00

Internet Service: £75.00 £75.00 £0.00

Other Reimbursable Expenses Incurred: $500.00 $300.00 -$200.00

Parking: £80.00 £80.00 $0.00

Private Auto - Advantageous to Government: $£41.92 t£41.92 £0.00

TMC Fee: $£10.50 £10.50 £0.00

Youcher Transaction Fee: $13.75 £13.75 $£0.00

» | Totals: £5.027 17 $4.827.17 -§200.00

Figure 158. Voucher Totals

8. After selecting the Voucher link the Travel Voucher Information screen will display. Select the Continue
button.

9. After selecting the Continue button, the Send to Approver Confirmation and Disbursement Allocations screen
will appear.
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Travel Voucher Information

Traveler Name Trip 1D
TOM TRIMBLE 18132-1

Document Murmber:

Trip Dates: 10/13/2008 to 10/18/2008
Duration: 6 Days

Voucher Summary:

Trip Status
Open Voucher

Purpose:

Site Visit to Kiev

Amount Obligated, $5027.17

Amount Disbursed: $546.00

[ Cancel Voucher

|| &ancel Trp Only

Youcher # bmission Date

Subtotal

Youcher Status

L

$5,027.17 Open Voucher

Voucher # 1: Open Voucher

All Vouchers for this Trip

Cut-off Date: 10f18/2008

Current Entered to Date Paid to Date
Lodaing and Meals: $1,562.,00 $1,562.00 $0.00
Transportation and Other: $3451.42 $3,451.42 $0.00
Transaction Fes: $13.75 $13.75 $0.00
Subtotal: $5,027.17 $5,027.17 $0.00
Payments Applied: { $0.00) ( $0.00) { $0.00)
et Due: $5,027.17 $5,027.17 $0.00
Pay Central Billing Account: $0.00 $0.00 $0.00
Pay Travel Charge Card: $0.00 $0.00 $0.00
Pay the Traveler: 40.00 $0.00 $0.00
Outstanding Advance Balance: $546.00 $546.00 $546.00

Subtotal to Date: $5,027.17
Total Allocated to Accounting Codes; $0,00
Total requested amount for Travel Advances: $546.00

Remarks

Dishursement Allocations

View Advance History

Non-Federally Sponsored Funds: $0.00

>
e

Figure 159. Select Continue
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Send to Approver Confirmation

Traveler Name Trip ID Status
TOM TRIMELE 18132-1 (1) Open Voucher

Trip Dates: 10/13/2008 to 10/18/2008

Cut-off Date: (mm/ddyyyy) 10/18/2008
This is my final voucher for this trip.
This is not my final voucher for this trip. )

1f you choose This s my final voucher for this trp' vou will not be able to file addibonal expenses for this thp without
completing a Supplemental Voucher.

Disbursement Allocations

Total Amount to Allocate: $4,827.17

Allocations to Traveler must equal or exceed payments applied.

Travel Charge

Ekpense Category: Amount to Allocate: Agency Billed: Card: Direct to Traveler: Total:

Transacton Fee | It | [t $13.75
Lodging sroam | oo 0.00 ] .00 $860.00
Meals & IE i [0.00 | lo.oo | |n.00 $682.00
5::‘:v‘tareuedil.able I R LI — por 7 Boan_ ] #zraa0
TMC Fee 3 | [poo | loioo 15 [ooo | $10.50
Ion":‘:r'r::"mb““ahle Expenses : 0.00 _' 0.00 i lo.00 _ $300.00
Z:::E—?q::?t - Advantageous to == ;d,!m 0.00 :é.l:lo i 441,92
Parking o O | [eom | oo ‘9.00 | 480,00
Internet Service e | je.oo | |p.oo | $75.00
Totals [ [For $4827.17

Agency Billed: refers to the amount that an agency pays directly to a vendor {credit card, airline, hotel etc.) on behalf of the
traveler. This may include centrally billed agency credit cards, purchase orders, or memao items on individual credit cards.
Travel Charge Card: refers to the amaount charged to the government charge card issued to the individual traveler, This
m:vtianI is enabled when the Agency's financial system will generate payment to the credit card vendor on behalf of the
Traveler.

Direct to Traveler: refers to the amount that is reimbursed directly to the traveler. This amount is for itemns not directly paid
by the Agency {Agency Billed and government paid Travel Charge Card expenses). This amount should include Per Diem,
Milealge and out-of-pocket expenses such as cash or government issued charge card expenses that are paid directly by the
traveler.

[ View/Edit Advancas and Liquidation ]

Total Traveler: $
Less Liguidated Advance Amount: §|

Totai amount to traveier: $
Outstanding Advance Balance: $

Vuoucher Accepiance Poiicy

for a period of 6 years and 3 months.

I hereby assign to the United States any right I may have against any parties in connection with reimbursable
transportation charges described below, purchased under cash payment procedures(41CFR 101-41,203-2), I certify

that thic voucher is true and carrect ta the best of my knowledge and belief, and that paymeant or credit has not heen

received by me.

Cl Accept

cel

Figure 160. Send To Approver Details

10. Inthe Send to Approver Confirmation screen, select either the radio for This is my final voucher for this trip
or the radio button for This is not my final voucher for this trip.
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Send to Approver Confirmation

Traveler Name Trip ID Status
TOM TRIMBLE 18132-1 (1) Open Youcher

Trip Dates: 10/13/2008 to 10/18/2008

Cut-off Date: fmgnlddfirrns) 10}‘18}‘2008
This is my final voucher for this trip.
This is not my final voucher for this trip. O

If you choose This is my final voucher for this trip' you will not be able to file additional expenses for this trip without
completing a Supplemental Voucher,

Figure 161. Select Final or Not Final VVoucher

11. On the Disbursement Allocations screen, the Amount to Allocate column must have all zeros in order to
proceed. When this screen initially appears there will be dollar amounts in the Amount to Allocate column.
The traveler or travel arranger must determine who is to be reimbursed for the expenses and enter the amount
in the appropriate column. In this example, the amounts and the reimbursement is Direct to the Traveler. In
the Direct to Traveler column enter the Amounts for each expense.
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Disbursement Allocations

Total Amount to Allocate: $4,827.17

Allocations to Traveler must equal or exceed payments applied.

7 N\ Travel Charge
Expense Category: Amount to Allocate: Wgency Billed: Card: Direct to Traveler: Total:

Transaction Fee $13.75
Ladging 0,00 0.00 880,00 $880.00
Meals & IE 0.00 0.00 £82.00 $682.00
Erot aditable $2744.00
TMC Fee ~ H0.50 0.00 0.00 £10.50
?;I;f:r;‘\;imbursable Expenses' .00 o.o0 200,00 £300.00
Eroi::t:_lrﬂ:f_i' Advantageous to 0,00 0.00 41,92 $41,92
Parking 0,00 0,00 80,00 $80.00
Internet Service 0,00 0.00 75.00 £75.00

Totals \ ) $4827.17

Agency Billed: refers to the amount that an agency pays directly to a vendor {credit card, airline, hotel etc.) on behalf of the
traveler. This may include centrally billed agency credit cards, purchase orders, or memo items on individual credit cards,
Travel Charge Card: refers to the amount charged to the government charge card issued to the individual traveler, This
aption is enabled when the Agency's financial systern will generate payment to the credit card vendor on behalf of the
Traveler.

Direct to Traveler: refers to the amount that is reimbursed directly to the traveler. This amount is for iterms not directly paid
by the Agency {Agency Billed and government paid Travel Charge Card expenses), This amount should include Per Diem,
Mileage and out-of-poclket expenses such as cash or government issued charge card expenses that are paid directly by the
traveler,

Figure 162. Amount to Allocate

= ( Wiew/Edit Advances and Liguidation I > ]

—

Total Traveler: $
Less Liguidated Advance Amount: %

Total amount to traveler: $

Outstanding Advance Balance: $

Deposit 1: | Check ¥| percent 1:| 100] 14 151292

[ Add Another Deposit ]

Figure 163. View/Edit Advances and Liquidation

12. If a Travel Advance was approved and disbursed to the traveler, select the View/Edit Advances and
Liquidation button.

13. Inthe Travel Advance screen and in the Less amount of advance(s) to liquidate on this voucher field,
enter the Travel Advance Amount that was disbursed to the traveler and select the Save button.

14.

[SNOTE: If the travel voucher is marked final, then the total travel advance must be liquidated. If the
| gvoucher is marked as not the final voucher, then a portion of the travel advance can be liquidated. Then on
the final voucher, the remaining travel advance balance must be liquidated.
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Travel Advance
Travel Advance History
To update or change any information about your advance, please click under the 'Type of Advance' column,
To enter a travel advance received outside of E2 Solutions, please oick Add Advance Received Outside of E2 Solutions
and enter the amount from your Optional Form 261,
Type of Type of Date Date Currency Conversion Foreign Amount
Advance Payment Requested Approved Status Code Rate Amount U.5.E
Travel CASH 04/29/2008 04/29/2008 Closed ool 1.000000 S46.000 $546.,00
Total requested advances: S46.00
Travel Advance Liquidation
Total Paid Advances: $546.,00
Remaining amount to be liguidated: S46.00
Total Dishursed to Traveler on Youcher {1):
> [ Less amount of advance({s) to liquidate on this Youcher: 546.0 ]
Amount to be paid to Traveler:
Outstanding Advance Balance:
ZED)

Figure 164. Verify and Save Travel Amount to Advance

13. After selecting the Save button, the Save Successful message will appear. Then, select the Back button.
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> ¢ Save Successful_>
Travel Advance

Travel Advance History
To update or change any information about your advance, please click under the Type of Advance' column.

Type of Type of Date Date Currency Conversion Foreign Amount

Advance Payment Requested Approved Status Code Rate Amount U.S5.E
Travel CASH 04/29/2008 04/29/2008 Closed ool 1.000000 546,000 545,00
Total requested advances: 546.00

Travel Advance Liguidation

Total Paid Advances: $546.00

Remaining amount to be liquidated: 546,00

Total Disbursed to Traveler on Youcher {(1):
Less amount of advance(s) to liquidate on this Youcher: 546.0

Amount to be paid to Traveler:

Outstanding Advance Balance:

_
> G

Figure 165. Save Successful

14. After selecting the back button, the Send to Approver Confirmation and Disbursement Allocations screen will
display. Scroll down the screen to the Voucher Acceptance and Policy section of the screen. Read the
Voucher Acceptance Policy and select the Accept box. After selecting the Accept box, select the Send to
Approver button.

15

1&OTE: The Send to Approver button will not be enabled until after the Accept box is selected.

N =

Lh.

Youcher Acceptance Policy
In accordance with Federal regulations all single receipts of $75 and areater and all lodaing receipts should be retained
for a period of 6 years and 3 months,

1 hereby assign to the United States any right I may have against any parties in connection with reimbursable
transportation charges described below, purchased under cash payment procedures(41CFR 101-41.203-2). I certify
that this voucher is true and correct to the best of my knowledge and belief, and that payment or credit has not been
received by me,

Accept

A 4

:\[ Send To Approver I Cancel
\/

Figure 166. Accept and Send to Approver

15. After selecting the Send to Approver button, select OK to the below message if you have entered all advances
or select the Cancel button to make the advance corrections.
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Microsoft Internet Explorer

%]

“‘?f"’ Have you entered all advances received outside of EZ Solutionsy

»
>

e =
=

Figure 167.0utside Advances Verification

16. After selecting the OK button, the Current Trips screen will appear with a message indicating the travel
voucher has been sent to the approver.

Current Trips
Traveler Name
TOM TRIMELE
| ol LEluE

<_ Youcher for trip 18132-1 has been sent to approver. Please process any unused or partially use@
+ Advanced Filtering Options
Order by | Trip [D v|([sartascending | [ sortescending ]
Trip ID 0A # Destination Departure Date Approver Status Copy Trip
18132-1 KYIV, UKR 13-0Oct-2008 Pending Woucher approval Copy
16152 KYIY, UKR 13-0Oct-2008 Amended Copy
| Showing 1 - 2 of 2
( Manage Historical Trips | | Create Travel Authorization ']
Figure 168. VVoucher Sent to Approver Message
17. This completes the travel voucher process for the trip.
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7.2 Travel Voucher Approval (Approver)

7.2.1 Approving a Travel Voucher
1. Log into E2 Solutions.
2. From the main menu, select the My Approvals link.

1 [TV IT8ver | MY P My Approvals J)
e — ”
THOMAS BURKE [agged in Logout Find Answers?

Figure 169. My Approvals Link
3. Inthe Pending Approval screen and in the Approvals box, select the Vouchers link.

Approvals Pending Approval
Trips i i
Select Approval List to View: [Trip-by-Trip Authorizations Pending Tour Appraval ~
Open Authorizations
Open Authorization Order by | Departure Date
Amendments

Trip ID Traveler Name Destination Departure Date Yiew Original Status
Group Authorizations

2 gl Misc Claims
Mo record found
Woucher Reclaim

Showing 0 - 0 of 0
Travel Advances

Figure 170. Select Vouchers Link

4. The Pending Approval screen will refresh to display travel vouchers waiting approval. Select the Trip ID
associated with the travel voucher to approve.

Pending Approval
Select Approval List to ¥iew: | vouchers Pending Your Approval A4
+ #Advanced Filtering Options
Crder by | Departure Date % [ Sort Ascending | [ Sort Descending |
Youcher ID Traveler Name Destination Departure Date Status
17996 (1 BURKE, PALL A CAIRO, EGYT Z0-0ct-2008 Pending Woucher Approval (BURKE, THOMAS P)
15132-1 (1 TRIMBLE, TOM KTIV, UKR 13-0ct-2008 Pending Woucher Approval (BURKE, THOMAS P)
17139 (1) BURKE, PALL A INDIANAPOLIS, IN z1-Apr-2008 Pending Woucher Approval (BURKE, THOMAS P)
17175 (1) BURKE, PALL A& BOSTON, MA z1-Jan-2008 Pending Woucher Approval (BURKE, THOMAS P)
Showing 1 - 4 of 4

Figure 171. Select Trip

5. Inthe Travel Voucher Information screen, select the Cost Variance link to make the initial determination if
the travel voucher is for less than the travel authorization.
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voucher Ir.

Travel Voucher Information

Traveler Name Trip 1D Trip Status
TOM TRIMBLE 18132-1 Open Youcher
Document Number! | | TCo=L Purpose: Site Vistt to Kiev

Amount Obligated: $5027.17

Trip Dates; 10/13/2008 to 10/18/2008 Amaunt Disbursed: $546.00

Duration: & Days
View Approval Routing Bath

VYoucher Summary:

Youcher # Submission Date Subtotal ¥Youcher Status
1 (FTMALY D2-May-2008 §4,827.17 Pending Vouchsr Approval (CONDITIONAL ROUTING FOOL)

Voucher # 1 (FINAL) : Pending Voucher Approval (CONDITIONAL ROUTING POOL) All Vouchers for this Trip

Cut-off Date: 10/18/2008

Current Entered to Date Paid to Date

Lodging and Meals: $1,562.00 $1,562.00 $0,00
Transportation and COther: $3,251.42 $3,251.42 $0.00
Transaction Fee; $13.75 $13.75 f0.00

Subtotal: §4,827.17 $4,827.17 $0.00

Payments Applied: { $546.00) { $546.00) { $0.00)

et Due: $4,261.17 $4,281.17 $0.00

Pay Central Billing Account: $2,754.50 $2,754.50 $0.00
Pay Travel Charge Card: $13.75 $13.75 $0.00
Pay the Traveler: $1,512.92 $1,512.92 $0.00
Outstanding Advance Balance: $546.00 $546.00 $546.00
Review Claimed Expenses

Subtotal to Date: $4,827.17
Total Allocated to Accounting Codes: £0.00
Total requested amount for Travel Advances: $546.00
View Advance Histary

Ramarks

Disbursement Allocations

Mon-Federally Sponsored Funds: $0.00

| Approve “— Feturn to Traveler JLLInlud& l

Figure 172. Cost Variance

NOTE: If the Actual Amount on the Cost Variance Screen is more than the Estimated amount, the select the Return to
Traveler button. If the Actual Amount is less than or equal to the estimated amount, then continue with this section.
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C\oucher

A 4

avel Sites Cost Vanance Reservation Detalls

Trip ID
158132-1

Trip Dates: 10/13/2008 to 10/18/2008

Variance from Estimated Cost

Trip Status: Open Voucher

Expense: Estimated: Actual: Difference:
Trip Duration: 6 days 6 days 0 days
Number Of Sites Visited: 1 1 0
Lodging Expense: $880.00 $£820.00 $£0.00
M & IE: $682.00 $682.00 £0.00
Airfare: £2,744.00  $2,744.00 $0.00
Internet Service: $75.00 $£75.00 $0.00
Other Reimbursable Expenses Incurred: £500.00 £300.00 -$200.00
Parking: $80.00 £80.00 $£0.00
Private Auto - Advantageous to Government: $41.92 £41.92 £0.00
TMC Fee: $10.50 $£10.50 £0.00
Youcher Transaction Fee: $£13.75 £13.75 £0.00
> boteIS: $5.027.17  $4,327.17 -15200.5]

Figure 173. Voucher Link

6. Inthe Variance from Estimated Cost screen, ensure the Amount in the Actual column is less than or equal
to the Amount in the Estimated column. If the amount in the Actual Column is less than or equal to the
amount in the Estimated Column, the select the VVoucher link to return to the voucher for further review.

If the amount in the Actual column is for more than the amount in the Estimated column, the voucher
must be returned to the traveler so the travel authorization can be amended and approved for difference
prior to the voucher being approved.

7. Once the Amount in the Actual Column has been verified to be less than or equal the Amount in the
Estimated Column, select the Review Claimed Expenses link.
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8.

Voucher Travel Siktes Cost Varance Reservation Details

Travel Voucher Information

Traveler Name Trip ID Trip Status

TOM TRIMBLE 18132-1 Open Youcher

Document Numbet; [ 00 =71 Purpose: Site Visit to Kiev
Amount Obligated: $5027.17

Trip Dates: 10/13/2008 to 10/18/2008 Amount Dishursed: $545.00

Duration: & Days
View Approval Routing Path

VYoucher Summary:

Voucher # Submission Date Subtotal Youcher Status

1 (FInaL) D2-May-2008 $4,827.17 Pending Voucher Approval (CONDITIONAL ROUTING POOL)

Voucher # 1 (FINAL) : Pending Voucher Approval (CONDITIONAL ROUTING POOL) Al Youchers for this Trip

Cut-off Date: 10/18/2008

Current Entered to Date Paid to Date

Lodging and Meals: $1,562.00 $1,562.00 $0.00
Transportation and Other: $3,251.42 4$3,251.42 $0.00
Transaction Fee: $13.75 $13.75 | $0.00

Subtotal: 44,827 17 $4,827.17 $0.00

Payments Applied: { $546.00) { $546.00) ({ $0.00)

Net Due: $4,281.17 $4,281.17 $0.00

Pay Central Billing Account: $2,754.50 $2,754.50 $0.00
Pay Travel Charge Card: $13.75 $13.75 | $0.00
Pay the Traveler: $1,512.92 $1,512.92 $0.00
Qutstanding Advance Balance: $546.00 $546.00 $546.00

>
>

Subtotal to Date! $4,827.17

Total Allocated to Accounting Codes: £0.00

Total requested amount for Travel Advances; $546.00

Remarks

Disbursement Allocations

View Advance History

MNon-Federally Sponsored Funds: $0.00

[ ﬁpprov_e _JL_Re_tmn to;;nie_r _jL:n;ad_(]

Figure 174. Review Claimed Expenses

In the Daily Expense Summary screen, select the Date link associated with the Date Column to view

expenses for each calendar day of the trip.
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|Vr_rucher Travel Sites Cost Variance Reservation Details

Daily Expense Summary .

Traveler Name Trip 1D Status
TOM TRIMBLE 16132-1(1) Pending Youcher Approval

Trip Dates: 10/13/2008 to 10/18/2008

Shared Meals & Incidentals Lodging Lodging Tax Transportation Other Total Reimbursement Per Claim
Site: Lodaging: ($): ($): ($): (%$): (s} ($): Type: Diem: Yariance:

KYIV, UKR N 93.00 .00 .00 274400 10.50 2847.50 Per Diem View

KYIV, UKR N 124.00 220.00 .00 .00 .00 344.00 Per Diem Miaw

. 008 JKYIV, UKR N 124.00 220.00 .00 .00 .00 344.00 Per Diem Miew

") ocis/z008 fkr1v, ukr ] 124,00 220,00 .00 .00 00 344.00 Per Dism Wiew

Oct/17/2008 JKYIV, UKR N 124.00 220.00 .00 00 300.00  644.00 Per Diem Misw

\SC/15/2008 K1V, UKR N 93.00 .00 .00 41,92  168.75  303.67 Per Dizm View
Totals: 682.00 880.00 .00 2785.92  479.25 4827.17

Figure 175. Daily Expense Summary - Date link and Date Column

9. Inthe Expense Details screen, review all expenses for the date. If there are no changes to the expenses,
select the Cancel button to return to the Daily Expense Summary screen.

Expense Details

Traveler Name ¥oucher ID Status
TOM TRIMBLE 18132-1{1) Pending Woucher Appraval

Trip Dates: 10/13/2008 to 10/18/2008
Daily Expense Details for: 1071372008

Amount e
Expense Expenses Claimed Amount Approved Remarks
Category: Type: Description: Rate: Basis: (%) (%) Remarks: History:

Lodging Lodging KrI¥, UKR 000 USD .00 I:| _

Lodging Lodging Tax  K¥I¥, UKR 000  USD .00 I:| _

Meals Meals Perdiemn K¥I¥, UKR  .000  USD 33,00 I:l _

other TMC Fee 000 USD 10,50 I:l
Transportation  Airfare Birfare 000 USD  z7a4.00 [ z7adnn) I:l s

E | EV AT SroFY EV-WFE Y

Figure 176. Daily Expense Summary

Page 123 of 170



ROM THE AMERICAN PEORLE

E2 User Guide ='USAID

7.2.2 Reducing a Claimed Expense

1. Incertain instances, a claimed expense maybe for more than the attached receipt, but the traveler or travel
arranger failed to make the necessary adjustments to the expense before submitting the travel voucher for
approval. The approver has the ability and option to reduce the amount of the expense to match a receipt or
the approver can return the travel voucher to the traveler to make the corrections. The below example
demonstrates the approver’s ability to adjust the amount associated with an expense.

NOTE: An approver can decrease an expense amount and another level of approval may decrease the
expense further and still approve the travel voucher. If the approver approves an expense for less than the
submitted amount by the traveler or travel arranger, E2 will automatically create a link, on the voucher, for
the traveler to reclaim the difference between the submitted amount and the approved amount.

2. In Expense Details screen, select in the Amount Approved column for the expense to be reduced.

Expense Details
Traveler Name ¥oucher ID Status
ToM TRIMBLE 18132-1(1) Pending Youcher Approval
Trip Dates: 10/13/2008 to 10/18/2008
Daily Expense Details for: 10f17/2008
Amount
Expense Claimed Amount Approved
Category: Expenses Type: Description: Rate: Basis: (%) {($) Remarks:
Lodging Lodging KYIY, UKR .000 uUsD  2z0.00 220,00
Ladging Lodging Tax KYIV, UKR .000  uUsD Huli] Hils}
Meals Meals Perdiemn KYIV, UKR 000 UsD 124,00 124,00
ke o Dl b bl f £ I sl nas = - Ll ’Ulrl 300:00 '
Totals: 644.00 644.00
< >

Figure 177. Expense to be Reduced

3. Inthe Amount Approved column for the Expense Type, enter the corrected/adjusted Amount in the
Amount Approved column for the expense. Then, in the Remarks section type a brief summary of why
the expense is being reduced. Then, select the Submit button.
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Expense Details

Traveler Name ¥oucher ID Status
TOM TRIMBLE 18132-1(1) Pending Youcher Approval

Trip Dates: 101372008 to 10/18/2008

Daily Expense Details for: 10/17 /2008

Amount
Expense Claimed Amnunt npprnued
Category: Expenses Type: Description: Rate: Basis: ($): Remarks:

Lodging  Lodaging KYTW, UKR 000 USD 220.00 w

Lodging  Ledging Tax KYTW, UKR 000 USD .00

Meals Meals Perdiern KYTW, UKR 000 USD  124.00

Other Other Kemmbursable Expenses Incurred Misc Expenses 000 =0 SUEED Other expenses

should anly b

Totals: 644.00

644.00

<

TN

7

'\ SubmitJ Cancel

Figure 178. Enter Summary and Submit
4. When finished reviewing and correcting all expenses, select the Voucher link.

I—"( Ué g‘hér Yravel Sites Cost Variance Reservation Details

Expense Details >

Traveler Name Youcher ID Status
TOM TRIMBLE 18132-1(1) Pending Voucher Approval

Trip Dates: 10/13/2008 to 10/18/2008

Daily Expense Details for: 10/17/2008

Approved Amounts saved successfully

Amount

Expense Claimed Amount Approved

Category: Expenses Type: Description: Rate: Basis: (4): (%): Remarks:

Lodaing Ladging K1V, UKR 000 usp 220,00 220,00

Lodaing Lodaing Tax KYIV, UKR 000 UsD 00 .00

Meals Meals Perdiem KYIV, UKR 000 UsD 124.00 8T )

Other Other Reimbursable Expenses Incurred Misc Expenses 000 USD  300.00 150,00

Totals: £44,00 494,00

< : L.
I Subrnit Cancel

Figure 179. Select Voucher link
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7.2.2.1 Account Code Selection (FM Only)
1. The Financial Management Office is responsible for applying the accounting code to the travel voucher.
In the Travel Voucher, select the $0.00 link in the Total Allocated to Accounting Codes field.

2.

Traveler Name Trip ID
TOM TRIMBLE 18132-1

Cocument Numbier:
Trip Dates: 10/13/2008 to 10/18/2008

Ouration: & Days
View Approval Routing Fatn

Youcher Sumimary:

Travel Youcher Information =

Irip Status

Open Youcher

Purpose: Site Visit to Kiey
Amount Obligated: $5027.17
Amount Disbursed: $546,00

Youcher # Submission Date Subtotal Voucher Status

L(FINAL) 02-May-2008 $4,67717 Pending Voucher Approval (CONDITIONAL ROUTING POOL)

Voucher # 1 (FINAL) : Pending Voucher Approval ( CONDITIONAL ROUTING POOL) All Vouchers for this Trip

cut-off Date: 10/18/2008

Current Entered to Date Paid to Date

Lodging and Meals: $1,562.00 $1,562.00 $0.00
Iranzoortation and Otherd $3,101 42 $3,10142 $0.00
Transaction Fee: $13.75 $13.75 $0.00

Subtotal: $4,677.17 $4,677.17 $0.00

Payments Applied: { $546.00) ( $546.00) { $0.00)

Net Due: $4,131.17 $4,131.17 $0.00

Pay Central Billing Account: $2,754.50 $2,754.50 $0.00
Pay Travel Charge Card: $13.75 $13.75 $0.00
Pay the Traveler: $1,362.92 $1,362.92 $0.00
Outstanding Advance Balance: $546.00 $546.00 $546.00

Subtotal to Date: $4,677.17
o, s: BO0.00
Total requested amount for Travel Advances: £546.00

Remarks
Dishursement Allocations

Review Claimed Expenses
Redlaim Vouchers

View Advance Hiskory

Non-Federally Sponsored Funds: $0.00

[ Approve " Return to Travelar ![ Unlack ]

Figure 180. Enter Total to Accounting Codes link
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Travel Voucher Information

Traveler Name Irip 1D Irip Status
TOM TRIMBLE 18132-1 Open Voucher
Document Number: Purpose: Site Visit to Kiev

Amount Obligated: $5027.17

Trip Dates: 10/13/2008 ta 10/18/2008 Amount Disbursed: $546.00

Duration: 6 Days
View Approval Routing Path

Youcher Summary;

Voucher # Submission Date Subtotal Voucher Status
L {FINALY 02-May-2008 §4,677 .17 Pending Voucher Approval (CONDITIONAL ROUTING POOL)

Voucher # 1 (FINAL) : Pending Voucher Approval (CONDITIONAL ROUTING POOL) All Youchers far this Trip

Cut-off Date: 10/18/2008

Current Entered to Date Paid to Date

Lodaing and Meals: $1.582.00 $1,562.00 $0.00

Transportation and Sther: £3,101.42 $3,101.42 $0.00

Transaction Fee: $13.75 $13.75 $0.00

Subtotal: $4,677.17 $4,677.17 $0.00

Payments Applied: { $546.00) { $546.00) { $0.00)

Net Due: $4,131.17 $4,131.17 $0.00

Pay Central Billing Account: $2,754.50 $2,754.50 $0.00

Pay Travel Charge Card: $13.75 $13.75 $0.00

Pa — $1,362.92 $0.00

OQutstanding Ad To be $546.00 $546.00
completed by

Eeclaim Vouchers

Subtotal to Date: $4,677.17

FM onl
bl o vaes 44777 V y

Total requested amount for Travel Advances; $£546.00

View Advance History

Bemarks

Non-Federally Sponsored Funds: $0.00

is ement Allocations
» < D
> Approve Return to Traveler |[ Unlock |

Figure 181. FM Approval

3. The accounting code information is carried over from the travel authorization. Verify the Accounting Code
is correct and select the Save and Continue button.

NOTE: If the Accounting Code is not correct, then select the Cancel button and select the Return to Traveler
button on the Voucher page. A travel authorization amendment will need to be done in order for the traveler
\voucher and travel authorization to have the same accounting information.

4. After selecting the Save and Continue button, the Travel Voucher Information screen will appear with the
Total Allocated to Accounting Code field populated with the total amount of the travel voucher.

5. Select the Approve button when complete. This complete the FM only portion of the approval process.

6. The non-FM approvers, at each level of the approval process, must review the travel voucher as described in
Section 10.2.1 for each level of approval. If the travel voucher is accurate and complete, those approvers
should select the Approve button.

7

E,NOTE: The remaining steps are required of all approvers not just FM.
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7. After selecting the Approve button, the Approval Confirmation screen will display. To enter Remarks,
select the Add Remarks link.

Approval Confirmation

Traveler Name Trip ID Status
TOM TRIMBLE 18132-1(1) Pending Voucher Approval
Trip Dates: 10/13/2008 to 10/18/2008

Mote to Approver:

Qpii Bemarks:

P> (Cdd remarks

Figure 182. Add Remarks

In the Optional Remarks screen, enter Remarks as the approver that are necessary as part of the travel

voucher approval process for your level of approval. After entering the Remarks, select the Add Remarks
button to attach your remarks to the travel voucher.

NOTE: Once you select the Add Remarks button, the remarks become a permanent part of the

travel document and can not be altered or deleted. To rescind a remark, create another remark
annotating the old remark is not valid.

23 hittps:/iets.uat.carlson. com{ThinkCAP/serylet/LaynutMer?LAYOUT=/E2E/Utilfe 2Remarki.... E|@g|
Optional Remarks:

-
| The travel voucher is approved with a redudtion to Other |
|Expenses incurred expense type,

BN = P vp

Add Rernarks lose

Click "Close" button to close this popup and refresh the underlying summary screen.

Figure 183. Add Optional Remarks

9. After selecting the Add Remarks button, the Optional Remarks screen will refresh with the message
Remarks added successfully. Select the Close button
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23 https:flets.uat.carlson.com/ThinkCAP/serviet/LayoutMer? Transaction=fshared/remark/... g@@
Optional Remarks:
Bemarks added successfully,

[__Add Rermar “ Cloze ’

Click "Close" button to close this popup and refresh the underlying summary screen.

Figure 184. Close Optional Remarks

10. In the Approval Confirmation screen, the remarks will display. Select the Confirm button.

Traveler Name

Approval Confirmation

Trip ID Status
TOM TRIMBLE 18132-1(1) Pending Youcher Approval
Trip Dates: 10/13/2008 to 10/18/2008
Note to Approver:
Optional Remarks:
Add Remarks
FROM DATE
P || appraver May 5, 2008 at 01:24:PM

The travel woucher is approved with a reduction to Other Expenses incurred expense type.,

> ()
> (e

Figure 185. Confirm

11. After selecting the Confirm button, the Pending Approval screen will appear with a message indicating the
travel voucher was approved. The travel voucher will continue along the approval path until the final
approver approves the travel voucher. When the final approver approves the travel voucher, the travel
voucher status will change from pending approval to Closed VVoucher on the traveler’s Current Trip page.

Pending Approval
P |CPoucher 18132-1 (1) successfully approved
SeleTrappreval-s gV mehiers Pending Your Approval v| [ Sslect]
+ Advanced Filtering Options
order by | Departure Date v | [_sort ascending ] [ sort Descending |
Youcher ID Traveler Name Destination Departure Date Status
17996 (1) BURKE, PALL & CAIRO, EGY 20-0Oct-2008 Pending Youcher Approval (BURKE, THOMAS P}
17139 (1) BURKE, PALL & INDIANAPOLIS, IN 21-Apr-2008 Pending Youcher Approval (BURKE, THOMAS P}
17175 (1) BURKE, PALL & BOSTON, MA 21-lan-2005 Pending Youcher Approval (BURKE, THOMAS PJ
Showing 1 - 3 of 3

Figure 186. Successful Approval

12. The completes the travel voucher approval process.
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8. E2 Solutions User Account Creation

There are two methods available to create users within E2 Solutions. The first method is for Carlson Wagonlit
Travel (CWT) to load the user information through a data load process known as self-registration. The self-
registration process provides the ability to load a large group of users at one time. The second method is USAID
system administrators will manually enter the user information into E2 Solutions. The manually process is mainly
for adding new users to E2 Solutions that were not part of the original data load.

Before you can access E2 Solutions, an E2 Solutions user account must be created in the system. A new user form
must be filled out and signed by the user’s supervisor. This form must contain the user’s vendor code which can be
obtained from the USAID Phoenix Team. Upon completing this form, the user will receive an email from system
indicating an account is available for the new user. A second email will be sent with to the user with their login
information and instructions on how to log into E2 Solutions.

8.1 E2 Solutions New User Access

The purpose of this section is to provide the steps necessary to access E2 Solutions for the first time after your
account has been created by your system administrator or through the self registration process. The system
administrator will provide you with your E2 Solutions Username and your E2 Solutions Employee ID.

Check your email inbox for a message from E2 Solutions entitled E2 New User Access.

1. Open the email.
2. Select the link Sign In Using This Link

E2 New User Access

etravelservices@carlson.com
Burke, Paul{MCIO/BSE: CWaET)

Dear Tom Trimble,

Thiz email 15 to pobdry s olutions account has been estabhished. To create your secunty profile, please chck on the following hink to log on

If you have any questions, please contact your Agency System Administrator. Policy prohibits E2Solutions Customer Support from assisting with login
of password related issues.

Thanl you for using E2Zclutions

Figure 187 New User Access

3. Inthe Initialize Security Information screen, enter your E2 Solutions Username and E2 Solutions Employee

éZSolutlonS'
Usernamg;
Social Security Number / Employee I0%

ID. Continue
Figure 188 Initialize Security Information

4. Inthe Edit Password Information screen, complete the following steps.

NOTE: Your Password must be between 8 — 12 characters and must contain at least 1 numeric character, 1 upper
case character, 1 lower case characters, and 1 special character.

a. Inthe New Password field, enter a Password to access E2 Solutions.
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In the Confirm New Password field, enter the same Password again.

In the First Security Question field, select a Security Question from the drop down list.

In the Security Answer field, enter the Response to the Security Question.

In the Confirm Security Answer field, reenter the same Response.

In the Second Security Question field, select a different Security Question from the drop down list.
In the Security Answer field, enter the Response to the Second Security Question.

In the Confirm Security Answer field, reenter the same Response to the second Security Question.

é&aluluans

Edit Password Inlonmation

Se@ o oo0o

Enter your password, Passwords must be between 2 and 12 characters. Must contam at least 1 numenc character. Must contam at least 1 upper case character, Must contain ot least 1 lower case
character. Must contain at least 1 special character.
MNew Password:

Caonfirm New Password:
Choose a security question and enter an answer. In the event that you forget your password, the security information will be used to verify your identity and assist you with resetting your

password.
First Security Question: Whao 15 your favonte artst? -
Security Ansvrer: e
Canfirm Security Ancwer: =5
Second Security Question: What was the name of your first pet? ~

Security Answer: reerre

confirm Security Answer: Y|

Figure 189 Edit Password Information

5. In the Rules of Behavior screen, read the Rules of Behavior list and then select the | have read and
acknowledge the Rules of Behavior button.

TOM TRIMBLE loggedin [ Lopout ]

Rules of Behavior J

Walcome: to E2 Solutions! Before using the systom, please read and adenowledge the Rules of Behavior bsted below. You will only need to do thes onoe,

Rules of Bahavior

 Gnly use data far which you have heen granted authorization.

* Do not retrieve mformation for someons who doss ot have authority to access the information, anly give iformation to persennel who have access authority and
have a need to know for ther GSA jobs,

» Do not aceass, research, or change any user account, file, directary, tabile, or record not reguired o perform your OFFIGIAL duties,

« Do nat stare sensitive files an a PC hard drive i access to the PC ar files cannot be physically or technically limited.

= Behave in an ethical, technically proficent, mformed, and trustworthy manner,

 Logaut of the system whenever you leave the vidnity of your Pe.

» Be awars of the sensitivity of electronic and hardeopy information, and protect it accordingly.

& Do nat allow confidential infarmatinn to remain on the PC screesn when sameons whao is not authorized to that data is in the vicinity .

* Store hardeopy reports/storags media containing confidential information in a locked room or cabinat,

& Erase sensitive data on starage media, priar ta reusing or disposing of the media,

» Pratect your systemn agamst viruses and similar malicous programs.

» Ohserve all softwars license agreements. Da nat violate Federal copyright laws.

* Protect your password{s) from disclosure. You are responsible for any information system scivity sssocated with your user 1D and password,

» D nat share your password with athers or reveal it to anyane. 1f there is an aneratianal need ta do sa, immediately change the passward after the need has
passed.

» Do nat past your password in your work area or hard code it inta seript.

* Do not use anather person's user 10 and password,

» Change your passward i you think your passward is known by an horized individual d notify your inn System Security Officer (1550).

*» Use unigue passwords for each system and application you access.

& NEVER give your password out over the phane.

= Be alert b olhers who may by to cbtan your password, Sometimes hackers poss as & system sdministrator, A hacker may randomly call & user and say that
something i wrong on the systam to get srbirary access bo your systern, They may bell you that they need your password i order Lo issue you & new one, Always
remember that system sdministrators DO NOT need your password in order 1o issue you 8 new password,

® D nat write down your password(s). Memarize them using rasy ta remember phrases.

* Do not re-cyce passwords by changing thermn at the required mterval and using a few of them over and ever in turg, T pacemoiar or

1 have road and acknowledge the Rules of Bohavior

>

—— —

Figure 190 Rules of Behavior

6. After selecting the | have read and acknowledge the Rules of Behavior button, the E2 Solutions home
page for the user will appear.
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ézsmuhons ‘%m"
| [ My Travel | My Profile | Travel For Others

TOM TRIMBLE ogged in Eind Answers?
Your last login was not found
There have been 0 unsuccessful login attempts since your last login,

Shortcuts Pending Travel

Create a Mew Travel Authorization
Create 3 Mew Local Travel Claim

Trip ID Destination Departure Date

Approver Status

Travel Links

Mo record found
Usa.qov Travel
Gowernment Travel Information
E-Gow Travel Yiew all Travel Authorizations
Eederal Travel Regulation (FTRY
Gowt Contract Flight Schedules
Domestic Per Diem Rates
State Tax Exemption Forms
U.S. Department of State Travel
International Travel Information

Release 3.9

Foreign Per Diem Rates
1SSO Contact Information

Privacy Policy

Copyright 2003-2008 CW Government Travel

Figure 191 Home Page
7. This completes the New User Access process for E2 Solutions.

Disabling an E2 User Account:

When a user is requesting to have their account disabled, a request is sent to the systems administrator and a
helpdesk ticket is generated. Upon receipt of the helpdesk ticket, the systems administrator will review the user’s
account to ensure that there are no outstanding obligations within E2 Solutions. Once confirmed, the user’s profile
is disabled and moved to a Disabled Account major and minor customer so that it is no longer accessible. An email

to the user is then sent by the systems administrator indicating that the E2 Solutions profile has been disabled per
user request and the helpdesk ticket is then closed out.
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9. E2 Solutions User Profile

Each user of E? Solutions must have a profile within the application. The profile contains important traveler
related information such as home site, address, phone number, e-mail address, travel arrangers, and credit card
information.

The USAID traveler is responsible for ensuring the profile information is current. Upon initial E2 Solutions
access, the traveler should review their profile for completeness and accuracy. If the information within the
profile is inaccurate, please use the following steps to update the information.

9.1 Access Your E2 Solutions Profile
1. From the E2 Solution Menu Bar, select the My Profile link.

éZSulutmns ﬁw“"’
P e i

F——FrrrrrPri1{| 1y Profilc ) Travel For Others
N— i
TOM TRIMBLE |ogged in Find Answers?

Figure 192 My Profile Link
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User Profile

Traveler Name
TOM TRIMBLE

Please click the Edit Address Information link below to enter address information for this user account.

Last Login Information
Login Time: Mon, 24 Mar 2008 12:329 PM CDT

Personal Profile Edit Profile
Position Title:
Employee ID: TRIM43221

Ticket Preference: Electronic

Default Homesite Edit Homesite
Default Homesite: WASHINGTOMN, DC
Default Depart Airport: DCA-MNational Airport (Reagan)

Address Information Edit Address Information
Mailing Address: Mot on record
Telephone Number: Mot on record (Waork)
Mot on record (Home)
Mot on record [(Fax)
Mot on record (alt Phone)

Email Information Edit Ernail Information

The primary email address should be the address where you want to receive information about travel arrangements
made through EZ Solutions

Primary Email: pburke@usaid.gowv

The alternate email addresses can be an alternate email for you, supervisor, or a manager to receive information
about travel arrangements made through E2 Saolutions

Alternate Email: Not on record
Alternate Email: Mot on record
Travel Arrangers Edit Arrangers

Credit Card Information Edit Credit Card Information

Travel Charge Card: None Without a Travel Charge Card or a Personal Credit Card you will not be
Personal Credit Card: able to book hotel reservations

Mone

Travel Preferences
TMC Profile ID: M/~

F.egister PKI Certificate

Other Features

Wiew Approval Routing
Edit Favorite Accounting Code

Edit Passwaord Information
Printable Profile

Figure 193 User Profile
2. After selecting the My Profile link, the User Profile screen will appear.
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9.2 Default Home site

The Default Home site is the city and airport most closely associated with your duty station. To change the
Default Home site location, perform the following steps:

NOTE: If your Official Duty Station changes from one location to another location, then the Default Home site
and Default Airport should also change to reflect your new Official Duty Station. If the Default Home site and
Default Airport are not changed when the Official Duty Station changes, then when E2 Solutions builds the
itinerary for a trip the Departing From Location and Departing Airport will reflect your previous duty station.

1. Inthe User Profile screen, select the Edit Home site link. This will open the Default Home site screen.

DETaut HOnTesIite > (Edit Homesite )

Default Homesite: WASHINGTOMN, DC
Default Depart Airport: DCA-Mational aAirport (Reagan)

Figure 194 Default Home Site
2. Tochange your Default Home site in the Default Home site screen, select the Edit Home site link.

Default Homesite:

¥ ” » C Edit Homesite
Default Airport: DCA ) = yimm1n,

Figure 195 Edit Default Home Page

3. Inthe Edit Default Home site screen, select the Country drop down box and select the appropriate Country
from the list provided. If the Default Home site Country is in the United States, then you must select the
drop down box next to State and select the appropriate State. Then, select the Search button.

NOTE: If you select a Country other than the United States, the State drop down box will not be
available. To display the list of available Cities within the Country, select the Search button.

a. If the Default Home site Country is outside the United States, select the Country is from the list and
then select the Search button.
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b. From the list of City links, select the appropriate link.

Edit Default Homeacita

EORited States.

AMNACOSTIA ME

BOLLING AFE
COUNTY: DIST OF COLUMBIA
FT. MCHAIR

MARINE BARRACKS

MavalL MEDICAL COMMAMND

Mawvel RESEARCH LABORATORY
MavalL SECURITY STATION

LS. Naval OBSERVATORY

s, SOLDIERS ANMD AIRMEME HOME
WALTER REED ARMY MEDICAL CTR
WASHIMGTON

WASHINGTON NAYWAL DISTRICT

After selecting the Default Home site, you will be returned to the Default Home site screen. From the Default
Home site, select the Edit Airport link.

Default Homesite:

Default Homesite: WASHINGTON, DC ite
B faulimlinpanb=b Edit airpart

n
L a

Return to User Profile

Figure 196 Default Homesite
4. The Default Airport is derived from the Default Home site location.

NOTE: For Washington DC, two airports will be listed. Select the Home site Airport link from the links
profiled.

Edit Default Homesite Airport

Airport: [«

Country: | UNITED STATES v
A state may only be selected i the country is the United States.

State: | select State... v

Code: Airport Name: State: Country:
DCa  Mational Airport (Reagan) DC us

WAS  Washington DC Metro Area DC us

Figure 197 Edit Default Home site
5. When complete, select the Return to User Profile button.

Default Homesite:

Default Homesite: WASHINGTORN, DC Edit Homesite
Default Airport: DCA Edit Airport

B [ Retum to User Profile___|

e —

Figure 198 Return to User Profile
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9.3 Address Information
1. From the User Profile screen, select the Edit Address Information link.

—
P CEdit address Information

Mailing Address: Mot on record
Telephone Number: Not on record (Worlk)
Mot on record (Home)
Mot on record (Faxz)
Mot on record (&t Phone)

Figure 199 Edit Address Information Link

2. Inthe Edit Address Information screen, enter your Work Address Information. Once complete, select the
Save button.

NOTE: All Fields with a Red Asterisk are required fields.

Edit Address Information

Please enter your mailing address below.
This address and telephone number will be used by the on-line booking engine when making travel reservations, and for disbursements when a mailing address is required.

Add or edit your mailing address and then select Save,
*Required Information
Address line 1*: 1200 Pennsyluania Avenue N

Address line 2:

City *: [washingtan

State*: | DISTRICT OF COLUMBIA

Zip Code*: [zozsz3

Work Phone *: [z22-555-1712 (#rea code and telephone number)

Home Phone*: [z22-555-1313 (&rea code and telephone number)

VVVVVYYVYY

Alt Phone: (&rea code and telephone number)

Fax: (Area code and telephone number)

Figure 200 Edit Address Information Screen
3. After selecting the Save button, the User Profile screen will reappear with the address information.

Address Informatiop =" —— Edit Address Information

Mailing Addrpfs: 1300 Pennsylvania Avenue M
Washington, DC 20523

TeIeEhus mber: 222-555-1212 (Work)
222-555-1313 (Home)

Mot on record (Fax)
Kot on record (&lt Phone)

Figure 201 Address Information
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9.4 Email Address Information

When creating your E2 Solutions account, the system administrator will enter your USAID Email Address as
the primary Email Address. The Primary Email Address is an important as that is the Email Address used to
send the initial New User Account email as well as password resets. Additionally, E? Solutions uses the
Primary Email Address to send USAID travelers information regarding travel arrangements. USAID travelers
must enter, at a minimum, a Primary Address. Additionally, there are fields for Alternate Email Addresses as
well. To verify or change the Primary or Alternate E-mail Address, perform the following steps.

1. From the User Profile main screen, scroll down to the E-mail Information field and select the Edit E-mail
Information link. 1f an E-mail Address is present in the Primary E-mail address field, verify that is your
primary USAID email address. If the Primary Email Address is correct and you would like to enter an
Alternate Email Address, then select the Edit E-mail Information link.

[

P ( Edit Email Information

The primary email address should be the address where you want to receive information about travel arrangements made through E2 Solutions
Primary Email: pburke@usaid.gov

The alternate email addresses can be an alternate email for you, supervisor, or a manager to receive information about travel arrangements made through E2 Solutions
Alternate Email: Mot on record

Alternate Email: Mot on record

Figure 202 Edit Email Information Field Link
2. Inthe Edit Email Information screen, enter an Alternate Email Address(es) and select the Save button.

NOTE: You can enter two Alternate Email Addresses.

Edit Email Information

vou are allowed up to three email addresses. The primary must be for you.
Alternate email addresses can be used for vourself, Travel Arrangers, or other
co-workers who need to receive emails about your trips.

*Required Fields
Primary Email Address: * pburke@usaid.gow

»
» Alternate Email Address:
;
>

Alternate Email Address:

=
N =

Figure 203 Edit Email Screen
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9.5 Adding Travel Arrangers

E2 Solutions provides the functionality™ for travelers to assign Travel Arrangers to their E2 Solutions Profile.
Travel Arrangers create travel authorizations and travel vouchers on behalf of the travelers when assigned as a
Travel Arranger.

1. From the User Profile screen, select the Edit Arrangers link.

» C Edit Arranéers,

Figure 204 Travel Arranger - Edit Arrangers link

2. Inthe Travel Arranger Search screen, enter the Travel Arranger’s Last Name in the Arranger’s Last
Name field and select the Search button. Below the Search button, a list of E2 Solutions Users with the
Last Name entered will appear. From the list select the link associated with the name you would like to add
as your Travel Arranger. Repeat this step for each E2 Solutions User who will arrange travel on your
behalf.

NOTE: To narrow down the search, you can enter the travel arranger’s first and last name.

Travel Arranger Search

Arranger Search Criteria -

Arranger’s First Name:
: Arranger’s Last Name: [burke
Arranger’s Login Name:

pame:

BURKE, JUDITH
BURKE, PALIL A
BURKE, PAUL T
‘BURKE THOMAS P

Figure 205 Travel Arranger - Search Screen

3. Once you have added all your Travel Arrangers, select the Return to User Profile button.

NOTE: To delete a Travel Arranger from the list of Travel Arrangers in your E2 Solutions User
Profile, select the Delete link next to the Travel Arranger’s name.
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Travel Arrangers

Show Email Addresses

Name:

Delete Arranger:

f=Pb EURKE, PALL T

Delete

To delete a travel arranger from

your list of travel arrangers select
the Delete link next to the person
you would like to delete.

Roeturn to User Profile

Figure 206 Travel Arranger - Delete Travel Arranger
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9.6 Credit Card Information

The Credit Card Information field provides the ability to enter your USAID Individually Billed Account
(IBA) (Travel Charge Card) account information or a Personal Credit Card. In order to make hotel
reservations, your profile must contain a valid credit card number. Follow these steps to Edit Credit Card

Information.

NOTE: Airfare is always charged to the Centrally Billed Account.

hold a reservation.

NOTE: Entering Personal or Travel Charge Card information is optional. Hotels do require a credit card to

To enter a Government Issued Individual Charge Card (IBA) (Travel Charge Card) or a Personal Credit Card,
from the User Profile main page, scroll down to the Credit Card Information field then select the Edit Credit Card

Information link.

Credit Card Information

Card Name Card Type Card Number

Expiration Date

Delete Card

Edit Card

Travel Charge Card

Type of Card: MASTERCARD

Card Number: |

Expiration Month: January v

vVVvyYVvyy

Expiration Year: 2008

Personal Credit Mo Card on File
Card

Cancel

Figure 207 Credit Card Information Link

1. Inthe Credit Cards screen, select the Edit link associated with the Travel Charge Card or the Personal

Credit Card field.
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LCredit Card Information p CEdit Credit Card Informationy
Travel Charge Card: Mone Without a Travel Charge Card or a Personal Credi

Personal Credit Card: able to book hotel reservations
None

Figure 208. Edit Credit Card Information Link

2. Inthe Credit Card Information screen, perform the following actions:
a. Fromthe Type of Card field, select the drop down box and select the Type of Credit Card.
In the Card Number field, enter the Credit Card Number.
In the Expiration Month field, enter the Month in which your credit card expires.
In the Expiration Year field, enter the Year in which your credit card expires.
After all fields have been entered, select the Save button.

® o0 o

Credit Cards

Traveler Name
ToM TRIMBLE

Online Booking Charge Card Defaults
Select which charge card the Online Booking Engine should use for Air Travel and Hotel Guarantees and click Save

Defaults.

[

> Charge Card to use for Airfare: CBA (Centrally Billed Account) A

Charge Card to use for Hotel Guarantee: Mo Default R

Credit Card Information

Card Name Card Type Card Number Expiration Date Delete Card Edit Card

Travel Charge .~ 4 . File Edit
Card

»
Personal Credit Mo card on File Edit
Card

Figure 209 Edit Credit Card Information Window
3. The E2 Solutions screen will refresh and display this message.

4. Once the information is saved, the Credit Cards screen will redisplay with the following message in red:
Credit Card Information was saved successfully.

NOTE: Once a credit card has been saved, only the Expiration Date field is available for editing.
If the credit card number was entered incorrectly, then the credit card will need to be deleted and
reentered using the same process describe in steps one through four. To delete a credit card, select
the box under the Delete Card column associated with the credit card and select the Delete Button.
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Credit Card Information was saved successfully

Credit Cards

Traveler Name
TOM TRIMBLE

Online Booking Charge Card Defaults

Select which charge card the Online Booking Engine should use for Air Travel and Hotel Guarantees and click Save
Defaults.

Charge Card to use for Airfare: CBA (Centrally Billed Account) w

Charge Card to use for Hotel Guarantee: Mo Default L'

Credit Card Information

Card Name Card Type Card Number Expiration Date Delete Card Edit Card

I:'_:e' Charge .crepcarD RN R R R T 3O 2 10/2009 O Edit

Personal Credit No card on File Edit
Card —_

Figure 210 Successful Credit Card Save

5. Inthe Credit Card Information section of the Credit Cards screen, the information entered in the Credit
Card Information screen will be displayed.

6. Inthe Online Booking Charge Card Defaults section of the Credit Cards screen, select the drop down box
to assign the credit card to your Charge Card to use for Hotel Guarantee.

NOTE: Only the last for digits of the Credit Card will be displayed.

7. Repeat the same process to enter a Personal Credit Card if you do not have an IBA.
8. When finished entering Credit Card Information, select the Return to Travel Profile link.

Return To Traveler Profile
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9.7 Travel Preferences

Travel Preferences provide the ability to enter and maintain airline preferences, frequent flyer numbers, hotel
preferences, rental car preferences, and passport and visa information through the use of a Travel Management
Company (TMC) Profile within the Online Booking Engine (OBE). The TMC Profile is an important
component for travel reservations and retrieve of travel reservations. When reservations are made by USAID/W
personnel, the TMC will attach the reservation locator (Conformation Code) to your TMC Profile 1D, which
provides the ability for traveler or travel arranger to retrieve the reservation in E2 Solutions. Withouta TMC
Profile 1D the traveler or travel arranger will not be able to retrieve the reservations in E2 Solutions or have the
ability to take advantage of Travel Preferences. Entering Travel Preference information such as airline
preferences, frequent flyer numbers, hotel pre preferences, and passport and visa information is optional. To
create a TMC Profile, perform the following steps:

NOTE: Currently, USAID only uses the Online Booking Engine to generate the TMC Profile ID.

1. From the User Profile screen, select the Edit Travel Preferences link.

B e —
FTraverPTefeTeTTES » C Edit Travel Preferenced)

TMC Profile ID: Nf&

Figure 211 Edit Travel Preferences Link

2. After selecting the Edit Travel Preferences link, a new window will open redirecting the traveler to the
Online Booking Engine (OBE) component of E2 Solutions to create their TMC Profile 1D as well as enter
Travel Preference information. After your TMC Profile ID is created, the My Account screen of the OBE
will appear.
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Site: LA Tast Site

\ 4

n
L |
AR
v

My Account

Account Settings

Personal Information
Edit vour name, address, phene number, and miscellanesus
persanal infarmation,

charge Card Settings

E-mail Settings

Edit the e-rail address for yourself and others who receive

copiss of your itinerary.

Display Preferences

Edit your preferances for time farmat, dsfault currancy, and

preferred language.

Travel Preferences

Frequent Traveler Programs
= Mtes for airlines, seat selection, meal types, and  Add, modify, or remove frequent
specisl requests loyalty, and car lopalty programs.
Hotel Preferences

Edit your preferences for hotel chains and special requests,

Passport and Travel Visas

Rental Car Preferences
Edit your preferences for rental car agencies, car type, car size,
transmission, and special requests,

Add, modify, or remove charge card infarmation,

Add, modify, or remove passports and travel visas,

ﬁ&luﬂms‘

Home | My Account | My Trips | My Templates | Help | Logout

flyer, rail loyalty, hatel

Exit My Account

Send us your feedbad

© 2003-2008 GetThers LP. - All rights reserved

o GetThere

Figure 212. OBE Account Screen

NOTE: The information contained in the Account Settings section of the My Account screen is populated with
information from E2 Solutions. Please review this information.

Please wait while credit card information is updated...
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9.8 Flight Preferences

1. Inthe Travel Preferences section of the My Account screen, select the Flight Preferences link.

My Account Flight Preferences

Horme Airport Find citu/airport

P seat Preference | Selactone ¥ B - .
[]Show detailed sest availability information. The Home Airport is listed and defined
in the E2 Solutions user profile screen.

Meal Preference | standard b

referred Airlines | 15t Selection | clear Selection
2nd Selection | Clear Selection
3rd Selection | clear Selection

Please be advised by typing any special notes in the box below will result in agent intervention which will increase the transaction fee
from the online booking fee to an agent assist transaction fee.

Special Instructions

The changes to your profile are effective irmrmedistely and have been sutarnatically sent to CW Governrment Travel Ine
: ll Save '

Figure 213 Flight Preferences Window

2. Inthe Flight Preferences screen, perform the following actions
a. Inthe Seat Preference field, select the drop down box to choose your Seat Preference.
b. Inthe Meal Preference field, select the drop down box to choose your Meal Preference.
c. Inthe Preferred Airline field, select up to three Airline Preferences.
d. OPTIONAL: Inthe Special Instructions text box, enter Special Instructions for the TMC.

NOTE: Adding remarks in the Special Instructions fields will result in an increase to the
TMC Transaction Fee.

e.  When finished, select Save button.

Mv Account Hotel Preferences

Freferred Chains 15t Selection | Clear Selection
2nd Selection W | Clear Selaction
3rd Selection W | Clear Selaction

Specal Requeasts 1st Selection “ | Clear Seleckion
2nd Selection W | Clear Selection
3rd Selection W | Clear Selection

Specal Instructions

The changes ta your profile are effective immediately and have been autormatically sent to CW Government Tra c,
Tante Save I

Figure 214 Save Flight Preferences
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9.8.1 Hotel Preferences
1. Inthe Travel Preferences section of the My Account screen, select the Hotel Preferences link.

2. Inthe Hotel Preferences screen, perform the following actions

a. Inthe Preferred Chains field, select, from the drop down box, up to three preferred Hotel Preferences.
b. Inthe Special Requests field, select, from the drop down box, up to three Special Requests.
c. OPTIONAL.: Inthe Special Instructions field, enter Special Instructions for hotels.

3.  When finished, select the Save button.

ﬁ&nluhms

Home | My Account | My Trips | My Templates | Help | Logout

My Account

Account Settings

Personal Information Charge Card Settings
Edit your name, address, phane number, and miscellanecus Add, modify, or remove charge card information,
personal | infarmatian,

E-mail Settings
Edit the =-rail addrass for yoursalf and othars who racsive
copias of you .

ces for time format, default currenc,

Travel Preferences

[
>

Exit My Account

® 2003-2008 GetThere LP, - All Aights resere
Send us vour feedback

Figure 215 Hotel Preferences Window
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9.8.2 Rental Car Preferences
1. Inthe Travel Preferences section of the My Account screen, select the Rental Car Preferences link.

ﬁSoluhms
welcome Home | My Account | My Trips | My Templates | Help | Logout

Site: LA Tast Site

My Account

Account Settings

charge Card Settings
Add, modify, or remove charge card infarmation,

E-mail Settings
Edit the e-mail addrass for yourself and others who recaive
coples of your tinsrary

Display Preferences

Edit your praferences for tims format, dsfault currancy, and
prefered language.

Travel Preferences

Exit My Account

© 2002-2008 GetThere LP, - All rights reserve
= your feedback

Figure 216 Rental Car Preferences Link

2. Inthe Rental Car Preferences screen, perform the following actions
a. Inthe Car Type field, select from the drop down boxes the Car Size, Number of Doors, and Transmission

Type.
b. In the Special Requests field, select up to three special requests from the drop down boxes.
c. OPTIONAL: Inthe Special Instructions field, enter Special Requests for car rentals.

d. When finished, select the Save button.

NOTE: Adding remarks in the Special Instructions fields will result in an increase to the
TMC Transaction Fee.

My Account Rental Car Preferences

» . " -
P> Car Type |intermediate v | 2 door ~ || automatic | ¥

P> Special Requests 1st Selection | Clear Selaction
2nd Selection | Clear Selection

3rd Selection v | Clear Selaction

Please be advised by typing any special notes in the box below will result in agent intervention which will increase the transaction fee
from the online booking fee to an agent assist transaction fee.

Special Instructions

The changes to your profile are effective immediately and have been automatically sent to ©W Government Tragskedgc.
P! @
came |

Figure 217 Rental Car Preference Window
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9.8.3 Frequent Traveler Programs
1. Inthe Travel Preferences section of the My Account screen, select the Frequent Traveler Program link.

ﬁ&luhms
welcome Tom Trimble Home | My Account | My Trips | My Templates | Help | Logout

Site: LA Tast Site

Account Settings

charge Card Settings
Add, modify, or remove charge card infarmation,

=5 for yourself and others who receive

for time format, default currancy, and

Travel Preferences

>
Edit your preferences for aitlines, seat selection, meal typ. d Flyer, rail loyalty, hotel
spacisl raquasts alty, = oyalty prograrns.

Hotel Preferences 5P O! ravel Visas
Edit your preferances for hotel chains and spacial raquasts. o rrernous passports and travel visas.

Rental Car Brefere
Edit your preferences for re
transmission, an d special requests,

Exit My Account

© 2003-2008 GetThere LF, - All rights reserved
s your feedback

Figure 218 Frequent Traveler Program Link
2. Inthe Frequent Traveler Programs screen, select the Add Frequent Traveler Program button.

Mv Account Frequent Traveler Programs

Please DO NOT include:

- your SOUTHWEST AIRLIMNES, JET BLUE AIRLINES or AIR TRAN Frequent Flyer Mumbers as this will inhibit completion of your reservations.
- any spaces of punctuation marks with your frequent flyer numbers.

My Frequent Traveler Programs
rou have not entered frequent traveler programs to your "My Frequent Traveler Pragrams” section,

To add a frequent traveler program click the "Add Frequent Traveler Program" button,

Traveler Program

Figure 219. Add Frequent Traveler Program

3. Inthe Frequent Traveler Program Information screen, perform the following actions
a. Inthe Program Type field, select the Airline from the drop down box.
b. Inthe Vendor field, select the Airline Vendor from the drop down box.
c. Inthe Account Number field, enter the Frequent Flyer Number for the Airline.

NOTE: Do not enter frequent flyer information for the following airline lines: Southwest, Jet
Blue, or Air Tran. Also do not include any spaces or punctuation marks your frequent flyer
numbers.

d. When finished, select the Save button.
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4. Repeat this process for each airline frequent flyer program for which you are a member.

My Account Frequent Traveler Program Information

Please DO NOT include:

- your SOUTHWEST AIRLIMES, JET BLUE AIRLINES or AIR TRAMN Frequent Flyer Numbers as this will inhibit completion of your
reservations.
- any spaces or punctuation marks with your frequent flyer numbers.

Program Tepe G '

vendar | Selectone

Account Number

The changes to your profile are effective immedistely and have been autornatically sent to OW Government Tray @
»
Tae | Save

Figure 220 Save Frequent Flier Information
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9.8.4 Passport and Travel Visas
1. Inthe Travel Preferences section of the My Account screen, select the Frequent Traveler Program link.
2. Inthe Passport and Travel Visas screen, select the Add Travel Document button.

Mv Account Passport and Travel Yisas

“¥ou can add up to three travel visas and one passport. Please click the "Add Travel Docurnent" button to add a new Passport or Travel Visa,

My Travel Documents

You have not entered travel documents ta your "My Travel Documents" section.

To add a travel document dick the "Add Travel Docurnent" button,

eaTToe Add Travel Document

———

Figure 221 Add Travel Document Window

My Account Travel Document Information

You can add a new travel document or madify an existing travel dacurnent. Please enter the travel document information and then click the "Save" button,

Documant Type | Passport v

Country | (Select Country)

Murmber

Expiration Date | March - (03) w || 25 || 2008

The changes to your profile are effective immediately and have been automatically sant to CW Gouarnmmant Traysmig
zamed | (save )

Figure 222 Save Travel Document

3. Inthe Travel Document Information screen, perform the following actions:
a. Inthe Document Type field, select from the drop down box either Passport or Visa.
b. Inthe Country field, select the issuing Country.
c. Inthe Number field, enter the Passport or Visa Number. In the Expiration Date fields, select from the
drop down box the Month, Day, and Year the document expires.
d. When finished, select the Save button.
e. LogOut
4. After entering and completing the Travel Preferences section of your TMC Profile, select the Logout link
from the menu bar.

5. Inthe Logout screen, select the red ‘X’ to close the window.
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come Tom Trimble
Site: UA Test Site

&Sol utions

Home | My Account | My Trips | My Templates | Help | Logout

Account Settings

Personal Information
Edit your name, address, phone number, and miscellaneous
personal infarmation,

Travel Preferences

Elight Preferences
Edit your preferances for aidines, saat selaction, meal types, and
special requests,

Hotel Preferences
Edit your preferences for hotel chains and special requests,

Rental Car Preferences
Edit your preferences for rental car agendies, car type, car size,
transmission, and special requests,

Charge Card Settings
Add, modify, or remove charge card information,

E-mail Settings
Edit the e-rail sddrass for yoursalf and others who raceive
copies of your itinerary.

Display Preferences
Edit your preferences for time format, default currency, and
prefered languags

Frequent Traveler Programs
Add, modify, or remous fraquent flyer, rail loyalty, hotsl
loyalty, and car loyalty programs.

Passport and Travel Visas
Add, modify, or rermove passports and travel visas,

Exit My Account

Send us your feedback

© 2003-2008 GetThere L.P, - All rights reserved

Figure 223 Account Window

9.8.5 TMC Profile Complete

This completes the TMC Profile ID and Travel Preferences process. After selecting the red ‘X’ the OBE window
will close. There will still be a window open to E2 Solutions.
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9.9 Other Features

The Other Features links provide the ability to review your Approval Routing, edit and create your Favorite
Accounting Codes, change your Password and/or Security Questions as well as to view and print your

Printable Profile.

9.9.1 View Approval Routing
1. Inthe Other Features section of the My Profile screen, select the View Approval Routing link.

Figure 224 Select View Approval Routing

Other Epatures

Ciew Approval Routing D

Edit Favorte Accounting Code

Edit Password Information

Printable Profile

2. Inthe Routing Templates Applied screen, select the View Rules link associated with a Routing Template

Name.

[Traveler Name
[TOM TRIMELE

Routing Templates Applied:

[Template Name

Level applied

CWGT DEMO TEMPLATE 1

Minor Custormer

CONMDITIOMAL ROUTING-WOUCHER

Individual

Figure 225 View Rules Link

3. The Routing Template Name will expand to display the Rules, Document Type, Priority and Pool Name
associate with the Routing Template.
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4. When finished reviewing the Routing Template, select the Back button.

[Traveler Name
[TOM TRIMBLE

ing Te I Applied:

[Template Name

Level Applicd

Disable for User

W GT DEMO TEMPLATE 1

Minor Customer

View Ruled

Rule Name
All Authorizations

Name: CONMDITIOMAL ROUTING-AUTH

Document Type Priority

Trip 20

Pool Name
CONDITIONAL ROUTING POOL

Hide

ules

Specific City

Trip 5

CONDITIONAL ROUTING POOL

sSpeific Country

Trip 10

CONDITIONAL ROUTING POOL

&ll Travel Advances

Travel Advance S0

CONDITIONAL ROUTING POOL

CONDITIONAL ROUTING-VOUCHER

Individual

Miew Rules]

Individual Routing Rules:

Mo rules.

9.9.2 Favorite Accounting Codes (Place Holder -To Be Determined)

Figure 226 Back Button

The following process describes how to create your Favorite Accounting Codes. The Account Codes are

dimensional in nature, which means that when you select one account code the acceptable values for the next
account code will be base on the value in the previous account code. Dimensional account codes help the E2
Solutions Users and Approvers identify acceptable values for each Accounting Segment.

1. Inthe Other Features section of the My Profile screen, select the Edit Favorite Accounting Code link.

Other Features

Edit

Printable Profile

Edit Favorite Accaunting Cade )

1an

Figure 227 Edit Favorite Accounting Code

2. Inthe Favorite Accounts screen, select the Search button. After selecting the Search button the Accounting
Codes Search window will open.
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Favorite Accounts

Mo favorite accounts available,

;< [ search... |[ J Return to User Profile |
Figure 228. Accounting Code Search Window

3. Inthe Accounting Code Search screen, select the Drill-Down Search radio button and select the Continue
button.

3 https:#fets.vat.carlson.com/ThinkCAP/serviet/l ayoutMar?LAYOUT=/shared/acctCodes/searchPopupimod - Microsoft Internet Ex... E”ﬁ]@

Accounting Codes Search
Please select your search method

) Search by Segment Yalue

& Drill-down Search

e —

I 2
L4 Continue F ase
—_——

=] %) Local intranst

Figure 229. Continue Search
4,

In the Accounting Code Search screen and in the first Accounting Segment field, select from the drop down
list the value for the first Accounting Segment and then select the Refine Search link.
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<22 https:#fets. uat.carlson.com/ThinkCAP/serviet/l ayoutMgr?L AYOUT=/shared/acctcodes/SearchPopup@SAY - Microsoft Internet Exp... E@g|

Accounting Codes Search:

1.) AGCY/BUR | 18900 + | Refine Search

2.) BFY 2006 » | Refine Search

Results 1 -2 of 2

Accounting Code: Description: Awvailable Funds:

[0 1900~2006~19 501130000~4320~MNA~3205190100~4320~1100~NA~332000~NA o

1900~2006~19 S0113000P~D136~NA~D3165821797~1370~2155~NA~MNA~NA o

Showing 1 - 2 of 2

Selact

Please choose your account(s) and click the Select button prior to moving to a different page.
Otherwise your selection(s) will be lost.

é ‘3 Local intranet

Figure 230 Refine Search Code

5. After selecting the proper value for the first Accounting Segment and selecting the Refine Search link,

another Accounting Segment field will appear. This Accounting Segment will only present values that are

related to the first Accounting Segment. Continue the Accounting Segment creation process until all
Accounting Segment fields have been populated.

NOTE: Optionally, you can select the Refine Search link at any point during the Account Code Segment creation
process to display a list of available Account Codes based on what you previously defined. To do display a list of
available Account Codes based on what you previously defined, select Search button.
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2 https:#/ets, uat.carlson.com/ThinkCAP/serviet/layoutMer? Transaction=Ifsharedfacctcodesfac_actions - Microsoft Internet Explorer E”E”E

Accounting Codes Search: -

T I RsTT =B 1900 “() Refine Search

é S Lacal intranet

Figure 231. Display Available Accounting Codes Window

6. When the Search button is selected, the available Account Codes will display below in the Account Codes
field. To select an Accounting Segment, select the Box next to the Accounting Segment and, then click the
Select button to add the Account Code to your E2 Solutions Profile.
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<22 https:#fets. uat.carlson.com/ThinkCAP/serviet/l ayoutMgr?L AYOUT=/shared/acctcodes/SearchPopup@SAY - Microsoft Internet Exp... EI[E'E'

Accounting Codes Search:

1.) AGCY/BUR | 18900 + | Refine Search

2.) BFY 2006 » | Refine Search

Results 1 -2 of 2

Accounting Code: Description: Awvailable Funds:

[0 1900~2006~19 501130000~4320~MNA~3205190100~4320~1100~NA~332000~NA o

( ’1900~2006~19 S0113000P~D136~NA~D3165821797~1370~2155~NA~MNA~NA o

Showing 1 - 2 of 2

[
>

Please choose your account(s) and click the Select button prior to moving to a different page.
Otherwise your selection(s) will be lost.

=] & Local intranet

Figure 232. Select Accounting Code
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7. After selecting the Box associated with the Account Code and the Select, button, the Account Code will
population to the Favorite Accounts screen in E2 Solutions. In the Accounting Codes Search window,
select the Close button.

Favorite Accounts

Description:  Local Travel: Accounting Code:
Mo

Balance Available:
1900~2006~19 S0113000P~D136mNA~DI165621 797 w1 3F0Z15 S WA At

Delete From Favorites:
0 Delete

(searh
¥ Policy

Return to User Profile

2 https:/iets. uat.carlson.com/ThinkCAP/serviet/LayoutMgr?LAYOUT =/shared/acctcodes/SearchPopup@SAY - Microsoft Internet Exp... Q@E\ 2008 CW Governmen

Accounting Codes Search:

1) AGCY/BUR | 1900 + | Refine Search

2.) BFY

2006 ¥ Refine Search

Results 1 -2 of 2

Accounting Code:

Description: Available Funds:
[ 1900~2006~1%_ S01130000~4320~MA~3Z05120100~4320~1100~NA~3FZ000~NA

)

1900~2006~19__ 50113000P~D136~NA~D3165821797~1370~2105~MNA~NA~NA

)

Showing 1 - 2 of 2

Please choose your account(s) and click the Select button prior to moving to a different page.
Otherwise your selection(s) will be lost,

5 84 Local intranet

Figure 233. Close Accounting Codes Search

8. Inthe Favorite Accounts screen, select the Return to User Profile button.

Favorite Accounts

Description:  Local Travel:

Accounting Code:
No

1900~Z006~19

Balance Available: Delete From Favorites:
50113000P~D1536~NA~DE165821797~+1570~2155~NA~NA~NA

0 Delete

=a

L€ Fsturn o User Profils

Figure 234. Return to User Profile
This completes the creation of the Favorite Account Codes.
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9.9.3 Edit Password Information

E2 Solutions provides the ability to change your Password through your E2 Solutions User Profile. To change

your Password, perform the following steps.

1. Inthe Other Features section of the My Profile screen, select the Edit Password Information link.

Other Features

Wiew Approval Routin
Edit Favarite Accounting Code

&[Edit Password Information
Printahle Profile

Figure 235. Edit Password Information

2. The Edit Password Information link will expand to display the Edit Password Information Authentication
section. In the Edit Password Information Authentication section, enter either your Current Password or

Answer your two Security Questions.
3. Then, select the Continue button.

Other Features

Wiew Approval Routing
Edit Favorite Accounting Code

Edit Password Information Authentication

Cancel

— 0

P& Current Password:

OR
& Who is your favorite artist?:

——

What was the name of your first pet?:

> ([ Cantinue | 0

Printable Profile

To edit your password information, provide your current password OR answers to your security questions.

Figure 236. Continue Edit Password

4. Inthe Edit Password Information screen, perform the following actions:

In the New Password field, enter your New Password.

In the Confirm New Password field, reenter you New Password.

In the First Security Question field, select from the drop down list a Security Question.
In the Security Answer field, enter the Answer to the first Security Question.

In the Confirm Security Answer field, reenter the Answer to the first Security Question.

In the Second Security Question field, select from the drop down list a Second Security Question.
In the Security Answer field, enter the Answer to the second Security Question.

In the Confirm Security Answer field, reenter the Answer to the second Security Question.

When finished enter the information, select the Save button.

—~STe@ e o0 o
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Edit Password Information

Enter your password, Passwaords must be between 8 and 12 characters, Must contain at least 1 numeric character, Must contain at least 1 upper case character, Must contain at
least 1 lower case character, Must contain at least 1 special character,

New Password:

A A 4

Confirm New Password: seeseerenee

Choose a security guestion and enter an answer, In the event that you forget your password, the security information will be used to verify your identity and assist you with
resetting your password,

First Security Question:

A 4

wWho is your favorite artist? A4
Security Answer: e
Confirm Security Answer: e
» n .
Second Security Question: What was the name of your first pet? v
<

Security Answer: T

Confirm Security Answer: Py

4 (F) =0

Figure 237. Save Password

5. Once the new information is saved, the User Profile screen will appear with the following message in red:
Credentials Updated Successfully.

eee—

Credentials Updated Successfully
User Profile

Traveler Name
TOM TRIMBLE

Figure 238. Credentials Updated Successfully Window

9.9.4 Printable Profile

The Printable Profile provides a print version of your E2 Solutions User Profile. The print version of your E2
Solutions User Profile can be helpful in the event your account requires re-initialization. In order to access E2
Solutions once your account has been reinitialized, you must know your E2 Solutions Employee 1D, which is

available on the print version of your E2 Solutions User Profile. To print your E2 Solutions User Profile,
perform the following actions:

1. Inthe Other Features section of the My Profile screen, select the Printable Profile link.

Other Features
wiew Approval Routing
Edit Favorite Accounting Code

Edit D rd Information
; ': Printable Profile S

Figure 239. Print User Profile
2. Inthe User Profile screen, select the Print this Page button.
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2 Travelers Profile - Microsoft Internet Explorer

Print Thiz Page ) Close

e ————
User Profile for TOM TRIMBLE - Apr 03 2008

Position Title:
Ticket Preference: Electronic
Employee ID Number: TRIM4321
Default Homesite: \WASHINGTOMN, DC

Address Information:

Mailing Address: 1100 Wilson Blvd
Rosslyn, WA 22209

Telephone Numbers: 571 555 1212 (Home)
703 555 1212 (Wark)
Mot on record (Fax)

Email Information:

Primary Address: pburke@usaid.gov
Alternate Address: Not on record
Alternate Address: Not on record

Travel Arrangers:
BURKE, PAULT

Favorite Accounting Codes:

Description Local Travel Active Accounting Code

Credit Card Information:
Credit Card: << Suppressed for security ==

Approval Routing Rules

Document Type Priority Rule Approval Pool Name

Travel Advance 50 all Travel Advances CONDITIOMAL ROUTING POOL
Trip =] Specific City CONDITIOMAL ROUTING POOL
Trip 10 Specific Country CONDITIOMAL ROUTING POOL
Trip z0 Al Authorizations CONDITIONMAL ROUTING POOL
Youcher 10 all Vouchers CONDITIOMAL ROUTING POOL
Voucher Reclaim 10 &l Woucher Reclairns CONDITIONMAL ROUTING POOL

Figure 240. Completed User Profile
3. This completes the E2 Solutions User Profile section.
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10. Open Authorizations

An Open Authorization (OA) is a blanket order for a single traveler. The OA acts as the official order, which is
approved according to the Bureau or Mission requirements. Once an OA is approved, the traveler or travel
arranger creates individual trips under the OA which do not require approval. OAs can be limited, which means
constraints can be placed on funding level, trip duration, and/or TDY location, or nay combination of those
features. User can also create an Unlimited OA with no funding level, a trip duration of up to 364 days, and TDY
to any destination. The duration of either a Limited OA or Unlimited OA can not exceed 364 days. To create an

OA perform the following tasks.
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11. Appendix A. Travel Authorization (TA):

1. Enter the estimated

expense amounts in the local currency on the TA in E2.

2. Enter the appropriate Trust Fund/local currency code (e.g. Cairo travelers will enter ‘EGP’ for Egyptian

Pound expenses).

Expenses Pending Add
1
Expense: ITaxi ;I
Date of Expense =
{mm/fdd/yyyy): l6/3/2008
Description: ITaxi
Amount LCU: |1|:||:| Look-up Code EGP
Currency Mame: Egyptian Pound
Agency Exchange S £O000
Rate: '
Us Dollar Equivalent: LLZ 52

Apply |

Figure 241 Select Currency Code

3. All entered expenses are converted to the U.S. Dollar equivalent using the exchange rate of the entered

currency code.

4. Accounting Line(s) will be applied to the TA by the Auditor during the approval process in E2 — Local
Currency Trust Fund accounting line will be added to TA.

5. Amounts will be allocated in U.S. Dollars to the accounting line(s) as appropriate.

6. Forthe TA Printable:
a. The fund currency (local currency code for LCTF) of the fund entered on the accounting line will be
added to the end of the accounting line on the printable.

b. The U.S. Dollar amount allocated to the fund will be converted to the local currency using the Trust
Fund/local currency exchange rate (LCTF currency code — EGP).

c.  Amounts will display in both local currency units and the U.S. Dollar equivalent.

Foreign Currency Format

Authorization Accounting Information

Travel

Charge
Object CBA Card Traveler | | Authorized
Accounting 5tring Code Amount Amount Amount Amount

SFgment Mames: BEFY.EBFY,Fund, Operatin Llnit.Prqlgram Areg.Dibs_tributio&mprogram Elemerljt.Sub
Element.Tearn Division.Benefiting Geo AreaProgram Target.Sub Shject Code, Cofnmitrment Mbr
2007, Ma&, AD-H, 176-0131, 110-011, 001-200, 0000000,00-B62L, 01EPR, 2061627099, . . ' '
$IRT A D, e O S 0.00 0.00 1%04.00 120400
%ggg4c28108.CD-POP.HJ"AID.D2D-DDI L 000-DCHA-W . 0, 0144, A/AID, 11, MaA, 1110001, 0.00 0.00 068,47 065,47
%?8 . 011 .,001-200,0000000,00-BCL, 01EPR, 2061627099, 0.00 0,00 | [10506.27 10506.27
200
175

TF Currency Code

-001, 000-DCHA-W . 0, 0144, A/ID . 11, MA L 1110001, 0,00 0.00 3136.82 2136.82
0.00 / 2472.47 Z472.47

Local Currency
Amounts

Figure 242. Travel Authorization Foreign Currency Format

U.S. Dollar
Summary Amounts
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12. Appendix B Travel Voucher (TV)

1. Enter the actual expense amounts in the local currency on the TV in E2.

2. Enter the appropriate Trust Fund/local currency code (e.g. Cairo travelers will enter ‘EGP’ for Egyptian
Pound expenses).

Expenses Pending Add
1
Expense: |P.ir'|‘are ;I
Date of Expense =
(mm/dd/yyyy): ~ 16/%/2008
Date of Receipt ==
(mm/dd/yyyy): ~ |6/%/2008
Description: |airplane Tickets
Amount LCU: |1z000 Look-up Code ESP
Currency Mame: Egyptian Pound
:ag:er!cr S LT 5.63000 Allow rme to enter my own exchange rate
Us Dollar Equivalentl 2105 957

Figure 243. Expenses Pending Add
3. All entered expenses are converted to the U.S. Dollar equivalent using the exchange rate of the entered
currency code.
4. Users have the ability to override the exchange rate provided by E2 when entering these expenses.

5. Amounts will be allocated in U.S. Dollars to the accounting line(s) as appropriate (accounting line
information is carried forward from the TA).

6. User will select the correct deposit line for the local currency disbursement.

Total Traveler: $| 147851

Less Liquidated Advance Amount: $| 0.00
Total amount to traveler: $[ 147551

Outstanding Advance Balance: $] 0,00

DI e CGPCT Local Currency Checl, EGE =5 EI TN ¥ | Percent 1: | 100 14| 147851

Add Ancther Deposit I

Figure 244. Local Currency Disbursement

7. Forthe TV Printable:

a. The currency code of the deposit line will indicate the currency that the payment amount on the TV

Printable should be displayed in.
. The Trust Fund/local currency code will be added to the end of the accounting line on the printable.

c. The U.S. Dollar amount will be converted to the Trust Fund/local currency using the local currency
exchange rate (LCTF currency code — EGP).

d. The exchange rate applied will be determined by the voucher cut-off date (could be different from the
exchange rate used when entering expenses if the exchange rate value was overridden at that time).

e. Amounts will display in both local currency units and the U.S. Dollar equivalent.
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Foreign Currency; 1 acct line USD, 1 acct line EGP
Voucher Accounting Information
Travel
Charge
Object CBA Card Traveler | Authorzed
Accounting S5tring Code Anmnvount Amount Annount Amount
SFgment Mames; BEFY.EBFY,Fund,&peratin Unit.Prngram Areg.Dié_tributioS.Program EIemerg:.Sub
Elerment.Team Dlulslon.Beneﬁtlng Geo AreaPragram Target.Sub Object Code, Cofnrnitrient Mbr
2007, MA, AD-H, 176-0131,110-011 ., 001-900, 0000000.00-B3L ., O1EPR , 2061657099, 5 . : :
208 A s P s TR 0.00 0.o0o0 1204.00 1904.00
%933488108.CD-POP.AJ"AID.D2U-DDI L000-DCHA-W ., O, 0144, AJID . 11, MA L 1110001, 0,00 .00 563,47 565,47
%9354 ' D-POP . AfAID . 020-001, 000-DCHA-W . O, 0144, AFAID . 11 A, 1110001, 0.oo 0.o0o0 3136.82 21326.83
o.00 1] 24F72.47 2472.4
A
TF Currency Code Local Currency
U.S. Dollar
Summary Amounts
Figure 245. Travel Voucher Foreign Currency Format
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13. Appendix C Special Trip Types

Appendix A provides a link to the USAID Special Trip Types and Expected Entitlements spreadsheet. An
example of a section of this spreadsheet is shown below.

Special Trip Types and Expected Entitlements

Note: Please confirm expected entitlements with M/AS/TT policy office to ensure policy compliance

Transportation,

Duty Point Shipping and Other | Suggested Reimbursement
Trip Type Airfare Enroute Per Diem | Daily MEIE Lodging exXpenses Expenses type Special Hote
tand toifrom
airport and Link provided for, 3
airport tax Reduced - this allows resth- TTMM AT and 2
RER ¥es no o *no Al B el o

Click on this link to display the Special Trip Types and Expected Entitlements spreadsheet:

C:\Documents and
Settings\Imansir\USA
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14. Appendix D Acceptable Remarks

Appendix B provides a link to the USAID Acceptable Remarks document. An example of a slice of this table is
shown below.

Genercld Remarks
Travel is authorized beginning onfabout to
oti'about

and return

Ex: Trawvel 1z authorized beginning onfabout 10412047
onfabout 107572007

Nolodging receipts are required.
expenses in excess of 75,0

e Remarks
= General Remarks
e Document
Click on this link to display the Acceptable Remarks document:

@-]

C:\Documents and
Settings\imansir\USA
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15. Glossary
Term Definition
Approver Any E2 User granted the authority to approve, revise, route, and print a travel document.
Auditor Any E2 User granted the authority to approve, revise, and route a travel voucher
Card Coordinator Any E2 User granted the authority to define the status of users’ charge cards. They can also

view a users’ card history and restrict charge card usage.

Travel Arranger Travelers who have been given permission to arrange travel for other Travelers.
Travel Voucher
Traveler The individual user. A traveler can create, modify, delete, route, and print a travel

document for themselves and for any other travelers who have been given permission to
arrange their travel.

Voucher See Travel VVoucher
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