United States Agency for International Development
Bureau for Management
Office of Chief Information Officer

E2 Travel Management Service
User Guide

Release 1.0



E2 User Guide

Revisions
Release Number Author Comment
1.0 Leslie Mansir

Page 2 of 170



E2 User Guide

Table of Contents
ISR [ oY o T [T 1 o] o PSSR 14
1.1 (O LT=T o] [ OSSR 14
1.2 Travel Arrangement FUNCHIONS ........c.coviiiiiic ettt esre e te e e sreeeeenes 14
121 Trip-by-trip Travel Arrangement FUNCHIONS ...........oviiiiiiiiiie i 14
1.2.2 TrIP SUPPOIT FUNCLIONS ...ttt sbe et et e s reesbeeneenreeneanes 15
A oo [T T = 1o [V (o] o SO SOR 16
3. Trip-by-Trip Authorization (E2 Solutions Traveler and Travel Arranger) ........cccocvvevieienieennnnenn 18
3.1 Create a Travel AUtNOMIZALION.........coviiiiiei ettt re e sreeneeeneenneens 18
4. Approval Process For A Trip-by-Trip Travel AUthOriZation..........coccooveiiiiiinie e 52
4.1  Approving the Travel AUTNOTIZALION..........ccouiiiiiiee e nreas 52
4.1.1 Trip TYpe and PUIPOSE REVIEW.........ccuiiiieieiie e e eie st estseee et e s sta e e steessesseesneennesnaeeeanes 54
4.1.2 Trip Locations and Dates and Cabin Class REVIEW............ccvieiiiieiieiciie e 55
4.1.3 Estimated Lodging and Meal EXPENSES REVIEW...........ccuciveiieeiieiieieesie e siees e eee s e eee e sseenee s 55
4.1.4 Estimated Transportation and Other EXPenses REVIEW..........c.ceviiiiiiiieeiieiieneee e 61
4.1.5 Edit Total Allocated to Accounting Codes (Committer ONlY) .......ccocovevviieviieiiiie e, 62
4.1.6 Trip-by-Trip Approval or Return t0 Traveler ..o 74
5. Amendment of a Trip-by-Trip Travel AUtNOFIZAtION ..........cccoiiiiiiii e 80
5.1  Amending a Trip-by-Trip Travel Authorization (Traveler or Travel Arranger) .......cccoccovvvevevieenennns 80
5.2  Approval of an Amended Travel Authorization (APPrOVEN) ......cvcieeieeieiee e e see e se e, 85
521 Approval of an Amended Travel Authorization by Funds Committer (Approver) .........ccccceeveee. 85
T I ¢ 1YL= N0 1V L (o0 PSSP SUTUSRTRP 88
6.1 Requesting @ TraVel AQVANCE ........ooviiieiie ettt sttt ra e re e s e e 88
6.2  APProval Of TraVel AUVANCE ........cccoiiieiieeeie et se et e e e et e s ta e e esaeeeesseesseeneeanaenseens 91
7. Trip-by-Trip Travel Voucher (Traveler/Travel Arranger).......ccccoveeiienieeie e ese e 96
7.1 Creating the TraVvel VOUCKET ..........ooe et nae e 96
711 LOAQING ANG MBS ..ottt b e sre et e et neenee e 96
7.1.2 Per Diem Meals and InCidental EXPENSES.........ccveiveieiieiieiesiesie e see e saesie e snee e 103
7.1.3 Official Days Off (Optional — Only for Official Days Off During Trip)......cccccoevvieervniennieennn 104
7.1.4 Shared Lodging (Only Required if Traveler Used Shared Lodging)........cccccveveviverviieeiiienennnns 105
7.15 Transportation and Other EXPENSES ........ciiieiirieieeiteeie et ettt st reesbesneesreeseesrens 106
7.2 Travel Voucher APProval (APPIOVEL) ......ecieoueiieieeiestiesieesteseesteesaeseesaessesseestaessesseesseessessessseessesses 119
721 APProving @ TraVel VOUCKET ........ooiiece e 119
7.2.2 Reducing @ Claimed EXPENSE .......coiueeieiieiierieeieseesieeeestae e eseessaesteesaesseesteasesseesseessesseesseensennes 124
8. E2 Solutions USer ACCOUNT CrEATION.........ciiiiiiiiiieriiiiesiesieee ettt bbbt 130
8.1  E2 SOIULIONS NEW USEI ACCESS.....cuiiteiiieieeiieiestestesteste it st e eseestesbesbe st b sbesseesease et e nbesbesbesbesbeeneennenees 130
9. E2 SOIULIONS USEE PrOTIIE.......oiiieiiiiieee et bbbt 134
9.1  ACCESS YOUr E2 SOIULIONS PrOTIlE. .. ...ciuiiieie e 134
9.2 DETAUIT HOME SO ...ttt ettt b et e st e se e be e st e beenbeeneenreas 136
0.3 AdAresS INTOMMALION .....oouieiiiiiiieite e bbbttt et bttt b e bt e e e e e 138
94 Email Address INTOMMALION..........c.oiiiiiiiiei ettt bbb b e nneas 139
TR T AN o [T I oAV F= ] I AN g =T T SR 140
0.6  Credit Card INFOIMALION..........iiiiiiee ettt sttt e esbe e besseesreeneeanes 142
0.7 TrAVEI PIEIEIENCES ...ttt bbb b ettt b ettt bt st et eas 145
9.8 FHIGNE PrETEIENCES ...ttt et b e teenb e beenbeeneenreas 147
9.8.1 HOTEI PrefErBNCES ... .ot bbbttt ne s 148

Page 3 of 170



E2 User Guide

9.8.2 RENTAL Cal PrefEIBNCES. ...ttt ettt ettt et b e e anes 149
9.8.3 Frequent Traveler PrOGramS ..........oiieiiiieiie sttt te e enneeneenes 150
984 PasSPOrt and TrAVEL VISAS........cuiiiiiiiiesiieie ettt st nr e enes 152
9.8.5 TMC Profile COMPIELE ..ot e e nreas 153

IR I O 11 0 T g oL LU 2SRRI 154
9.9.1 ViIeW APPrOVAl ROULING .....ecuiiiieiice ettt ste e esneenaenneeneennens 154
9.9.2 Favorite Accounting Codes (Place Holder -To Be Determined).........ccccovcvevenienneniienenneenene 155
9.9.3 Edit Password INFOrMALION ..........oouoiiiiiiiie e 161
9.94 PrINtADIE ProOfile ... et 162

10. OPEN AULNOTIZATIONS. .. .ciuiiitieti ettt ettt e st e e sb e sbe e s bt e s besbe e be e s besbeenbeanbeaneesbeebeaneenreas 164
11. Appendix A. Travel AUtNOFIZAtION (TA): .ot e et e esreesaeeneenres 165
12, AppendixX B Travel VOUCHEE (TV) ..ottt st sae e nneas 166
13, APPENIX C SPECIAI TrIP Ty PBS  iuieiuieiieeie et ete st este e e e e e s e te e e s re e teeseeasaesaeeneesreesseaneesneesseaneenrens 168
14. Appendix D Acceptable REMAIKS..........oooiiiiii e reas 169
ST € 0117 OSSPSR 170

Page 4 of 170



E2 User Guide

Table of Figures

FIGUIE L. E2 URL ...ttt ettt et et et et e e st e e b e e be e st e e Re e te e st e saeeneesseesteeneeaseentaennenneas 16
FIQUIE 2. E2 LOGIN SCIEEM ...ttt bbb bbbt bbbt b et et ettt b e bt b et e e e e e 16
FIGUIE 3. USEI'S HOME PAJE.......cueeiiiiie ittt ettt sttt ettt e s be e te e se e s te e teaseesaeeseesneesteeneeaseentaeneenreas 17
FIQUIE 4. MY TTaVEL LINK ..o bbbt b bbbttt 18
Figure 5. Create Travel AUtNOIZAtiION LINK ........cccviiiiioiicc et e e e eaeenes 18
Figure 6. Loading iN Progress WINGOW ...........uiiiiiiiieieiiesie sttt bbbttt 19
Figure 7. Trip PIANNETr WINAOW ........coiiiiiiiiece ettt te et e te e tessaesaeeaesneenteensesneentaennenneas 19
Figure 8. Select Travel Type - Drop-GOWN IMENU..........cciiuiiiriiiiiiieieie ettt 20
Figure 9. Specific Travel PUIPOSE WINAOW .........cciiiiiieiieie ettt ste e snaesaeenaennees 20
Figure 10. Site 1 - BEOIN WINUOW ......oiiiiiiiiiiiieie ettt sttt te s s e sbeenbeeneesbeeneesbeenbeeneenreas 20
Figure 11. Departing Calendar ICON..........ccuiiiiieiiee ettt te et e e sta e e e steeneesseesneeneennens 20
Figure 12. Departing Calendar DAte .........c.oouiiieiiiie ettt sbe et et este et sbeesbeeneenreas 21
Figure 13. SEIECt DEPAITUIE TIIME ... .iiieiieieeiesieeieeie e e ste et este e te e estaesteaseessaeaeeseesseesteaseesseeseeseesseeneeaseesseeneensens 21
Figure 14. DEPATING LINK.......c.oiiiiiiiiiieieeie ettt sttt b ettt st et e s be e bt e steebeenbe e b e sbeesbeeneenreas 21
FIGUIE 15, SITE SEAICH .....cvieii ettt e s e st e te e s e s be e teaseesaeesaeaneesteeneeaseenneeneenneas 22
Lo O e K N T oo oo o IR TPRTOPRRRPR 22
Figure 17. Select COUNTIY WINUOW .......ccviiiiiieiieie e ettt te st ste et st e ste e ae e e ste e s e ssaesaeesaesseesseeneesseesseeneennens 23
Figure 18. AIr POrt COUES WINUOW .......ccueiiiiiiiiiieiieiie ettt sttt te e te s e b e e besseesbeebesbeeneesbeesbeeneenreas 23
Lo O RS I @ 1 =T oo - T gl [T o SRS SSSSSRPR 23
FIgUre 20. GOING TO HNK ..o ettt sttt b e bt s et e b e e st e sbe e e e ebeenbeeneeabeenbeeneenreas 24
Figure 21. Site SEArCH WINGOW ......c..ciiiiieie ettt sta e te e esre e teaseesaeestesneesteeneeaseesneeneennens 24
Figure 22. Custom Per Diem RAte WINAOW ........ccuiiiiiiiiiiiieiiee sttt st sbe st e b neenneas 25
Figure 23. Standard US Rate Search WINUOWS ..........c.coviieiiiiiiieieesie et saa e e sneesaeenaenneas 25
Figure 24. FOreign ATBAS TINK ........oiuiiii ettt sttt et e st e beasb e sbe e nbesbeenbe e e e sbeenbeeneenreas 26
Figure 25. TDY Destination and AIrPOrt WINAOW ..........cceeiiiierieiieieese e e ese e see e asae e e saa e sreesseaseesseensessens 26
Figure 26. Mode of Transportation fIEl0..........ccooei i e 26
Lo O A o o I (o] ] (o] oIS SOSSRPR 27
Figure 28. Travel AUthOMIZAtION THINEIAIY........oiiiiiii ettt sttt e sbe e nreas 27
Figure 29. Departing Calendar ICON..........cccuiiiiieii ettt e e sre e e ste e e e sseesreenaenreas 28
FIGUIE 30, CAIBNUA ...ttt b ettt et b e b e e s e s bt e s b e e s teebe e ebe e b e ebeenbeeneesbeenbeeneenreas 28
Figure 31. DeParture TIME IMBNU .........ccieiieeieieeieeie e ste e e steesteeaestaesteesaesseesseesaesseesteaseesseesseeneesseeneeaseesseensensens 28
Figure 32. Departing From and AIrPOIt WINGOW ..........uoiiiiiiieiieie ettt ee e saesseesaesneesneas 28
Figure 33. Mode Of TranSPOMAtiON ...........ciiiiieieeie ettt e e e teaseesaeeaeeneesteeneesseesneeneenreas 29
Figure 34. Trip PIANNET WINAOW .......oouiiiiiiiiiieieesie ettt sttt sbe et e ene e nbe et e sbeesbeeneenreas 29
Figure 35. Create Trip Summary AuthOrization WINAOW ..........cceiiueiieieniesi e see e sie e see e e e naesneas 30
FIGUIE 36. THIP SUMIMAIY ....otiitiiitietieiie sttt sttt et e sttt et ek e b e e s b e s bt e nbe e st e eb e et e e nbeebeenbeenbeabeenbeeneenneas 31
Figure 37. Save Reservation Details WINAOW ...........cciieiiiiiiieie st sra e e sneenaennees 32
Figure 38. RESEIVALION DELAIlS.......c.oiiiiiiiiie et ettt sttt beeneenreas 32
Figure 39. Send t0 Travel AGENT WINUOW ........cccuiiieiiiie et eeae e sta e e s e eneeaseesneeneenneas 33
Figure 40. Trip Confirmation WINGOW .........couiiieiiiie ettt reesbe e b e sbeeeesbeesbeeneenneas 33
Figure 41. ReSErvations DETAIIS .........ccueiiiiiiie et e st e saesneeste e esseenteennenneas 34
Figure 42. Retrieve RESEIVAtION WINAOW. ........ccuiiiiiiiiieiisie ettt sttt ee i ste et sbeenbesneenreas 34
Figure 43. CoNFIrMAtiON COUE .......ccviieiieie ettt e st e te et e s re e teaseesseestenneesteeneesseesneeneennens 34
Figure 44. ReSErvation DEtailS..........coui i ettt ettt b et be e nneas 35
Figure 45. Edit LOAgiNg ESTIMALION. .........coiiiiiiieie et e e e esae e e ste e esseesneenaenneas 35
Page 5 of 170



E2 User Guide

Figure 46. Edit LOAGING EXPENSES. ......eiitiiii ettt sttt sttt sttt e sbe e be s be e teaseesbeebesseesbeenbesbeesbeeneenreas 36
FIQUIE 47. REIMDUISEMENT TYPE. . etiiieitieieeie st ete st e et e st e st e e e e este et e et e sbeesteaseesteesteaseesaeeseeaneenseeneeaseenseeneenneas 36
Figure 48. Estimated EXPENSES WINTUOW .........coiiiiiiieiiieiesieesieeie s ste et steeste e ste e tesseesbeesesseesteeeesseessesneesseas 37
Figure 49. Daily LOAGING RALE ......ccuviieiieieee ettt et e s te e esneestenneesteeneeaseesneeneenneas 37
Figure 50. Estimated Daily EXPENSES WINCOW ........cceiuiiiiiiiieiieiie ettt sbe e sseesteeeesseessesneesseas 38
Figure 51. Estimated Daily Expenses - Official Days Off..........cccooiiiiiiiiiiiiciee e 39
Figure 52. Per Diem M & IE - Estimated Daily EXPENSES .......coviiiiiiiiiiieiieie et 40
Figure 53. Per DIeM MeEal WINUOW...........couiiiiiieie ettt e ste e e te e tessaesaeeaesneesteeneeaseesneeneennens 41
Figure 54. Transportation and Other EXPENSES. ........uciieiiiieieerieeiesieesiessiesiee et e e sseesaeestesseesbeessesseesaesneesseas 42
FIgUre 55. EXPENSES WINUOW .......oeiiiiieiiieie e sieesie sttt ae st ta et e et esteesaessaesteesteaseeaeeneesneenseeneeaneenneeneennens 42
Figure 56. Edit EXPENSE TINK......oouiiiiiie ittt sttt et b e sbe e b s beenbeeneenneas 43
Figure 57. Add EXPense AMOUNT WINAOW.........ccuiiieiuieieieesiesieseesteseesseesteasaesseesseaseesseesseasssssessssssssssesssesssessens 44
Figure 58. Add EXPENSE WINTOW.........ciiiiiiiiiiitieie ettt sttt sttt e seesteesteeseesbeebeaseesbeesbeenbesbeesbeeneenneas 45
Figure 59. EXPenses PENTING WINGOW .........cciuiiieriiiieiiesieeiesee et stae e esae st staesaessaesteasaesseesseensesseensesseesseensessens 45
Figure 60. EXPense drop-00WN MENU .......cc.oiuiiiiiiiaie e sieeiesiee e eesteestessaesseestesseesseesbeaseesseesteessessesnsessesssesssessens 46
Figure 61. Save Added EXPENSES WINUOW. ......cccueiuiiieiieie et se et ste e e et sseesaeaaessaesaeeneesseesneeneennens 47
Figure 62. Expense AUthOrization SUMMAIY .........ccooiiiiiiiieiie ettt sa e sre b sreesbeeneenreas 48
Figure 63. Expenses, Funding, and TravVel AQVANCES..........coiveiviieiieie et ae e nnees 48
FIGUIE B4. AU REMAIKS .....iiieiiitieiiie ettt ettt b et e bt e st e st e s be e bt e b e ebeenbe e e e sbeenbeeneenneas 48
Figure 65. CloSe REMAIKS FIEIU ........ociiiiee e sa e e te e s re e neeneenneas 49
Figure 66. Field Display REMAIKS ........cciiiiie ettt bbb nbe e nneas 49
Lo O e YT a0 N (AN o] o] (0 1Y T SO SSSSSRRR 49
Figure 68. CONFIrMAtiON WINAOW...........oiiiiiiiiiieii ettt ettt st te e e b e e ste st e nbe et e sbeenbeeneenneas 50
Figure 69. AUNOTIZAtION SUMIMAIY ......ciieiiiieieeiesie et s e se e s e ste e sraesteaseesseesseeseesseesaeaseesseesseeneeaseesseeneensens 50
Figure 70. SAVE TrIP @S TEMPIALE .....c.ei ittt b e et bt sbe et beesbeeneenneas 50
Figure 71. MY APPIOVAIS TINK........ocuiiieiiee ettt e e s ta e teaseesaeesaesneenteeneeaseesneeneennens 52
1o UL I T o 1 SO OSOPSRRPR 53
Figure 73. Review Travel AUtNOIZation WINAOW .........c.ooiiiiiiiiieieie s 53
Figure 74. Approve Travel AUTNOTIZALION ...........cov ittt e e eeenneas 54
Figure 75. Trip Locations and Cabin Class REVIBW ............coiiiiiiiiiiieiesie ettt 55
Figure 76. Edit Estimated Lodging and Meals EXPENSES ......ccecveiieiieieiie ettt eneas 55
Figure 77. EStimated Daily EXPENSES .......oiuiiiiiiiiiieieieit ettt bbbttt bbb b 56
Figure 78. Traveler's Daily EXDPENSES .......ccuiiiiieiie ettt ettt te e te s e s be et e sneeste e s e sseesteeneenreas 57
FIQUIe 79. SNArEd LOUGING ...cveiieeiieiieieieeete ittt bbbt bbbt e e bbb e bt bt e s e e ne e 58
Figure 80.0FfICIal DAYS Off.......cci ittt e et e e e e re e s te e e e s reesteenaenneas 59
Figure 81. AULNOIIZALION SUMMAIY ......oiuiiiiitiitiitieiiei ettt b et skttt et e b e b e b e bt st e ne e e 60
Figure 82. Review Estimated Transportation and Other EXPENSES ......ccecveiveiieiieiieieeie e sie e seeste e sree e eneas 61
Figure 83. Lodging and Meals AUthOrization SUMMATY .........ccoiiiiieiiinireseseeesee et 62
Figure 84. Edit Total Allocated to Accounting Codes liNK ...........ccoiviiiiiiiicccc e 62
Figure 85. Add and Save ACCOUNTING COUEBS ........cuiiiiiieiieiti sttt sb et 64
Figure 86. Save Selected AcCOUNtS aNd CONLINUE .......ceeiiieiieiieii ettt e sreesreeaenreas 64
Figure 87. Add ANOher ACCOUNT COUE .........eiuiiiieiieieieite sttt bbbttt b bt nns 65
Figure 88. Add and Save New ACCOUNLING COUE .......ccveiiiiieieeie ettt ste et sre e reenteare e reeaenreas 66
Figure 89. PErCENT 10 AIIOCALE ........oieiiiiiiee ettt b bbbt bt e e 67
Figure 90. Remaining Amount to Be AHOCALEM ..........cccocviiiiii e eneas 67
Figure 91. Zero REMAINING AIMOUNT........ccuiiiitiitiitieieiet ettt se bbbt e et e b et et e b e b e ebeese e e e e e e 68

Page 6 of 170



E2 User Guide

FIgure 92. SAVE N0 CONTINUE........ouiiie ittt sttt e s bt e st e st e e be e st e sbeesbesbeenbeenbeabeenbeeneenreas 68
FIGUIE 93, SPIIT FUNGS.....cvieie ettt et e s e s be e te e st e s te e teaseesaeeseeaneesteeneeaneenneeneenneas 69
Figure 94. Split Finds Detail - ACCOUNT COUE.........oiuiiieiiiieiieie ettt sbeesbe e nreas 70
Figure 95. Split-Funding Details - CONTINUE..........eoiuiiiieieeie et sae e re e e sreesaeeneenneas 71
FIgUre 96. SAVE N0 CONTINUE.......coiuiiie ettt ettt e bt be s e et e e beese e sbeesbesbeenbeenbeabeenbeeneenneas 71
FIQUIE 97. SHEFUNAS TINK......iiiiiieice ettt e e e s e teeseesae e e e sneesteeneeaneenneeneennens 72
Figure 98. SPIt-FUNAING DELAIL........cceiiieiiiiiiie ettt sae b sbe e b e sbeesbeeneenreas 72
Figure 99. Split-FUNdiNg ACCOUNTING COSES......uueiuiiieiieiieeieseesteeiesteestesreesteetessaesteesteaseesseaeesseesseensesseesseeneessens 73
Figure 100. Continue Split-Funding ACCOUNTING COUES........oieiiiiieiiieiesiie sttt sae e nreas 73
Figure 101. Save Split-Funding Accounting Codes and CONLINUE ..........cccueieereeierieeresie e e eee e sreeneas 74
Figure 102. ApProve SPHt-FUNGING ......cciiiiiiie ettt b et e reesbeeneenreas 74
Figure 103. Add Remarks t0 SPlit-FUNAING........c.ccviiiiiiee et esreenaennees 75
Figure 104. OptioNal REMAIKS .......cc.iiiiiiiiieie ittt e e e be e beesbesbe e sbesneesbeeneesbeesbeeneenreas 75
Figure 105. Add Remarks CONFIMMALION .......c.ccveiiiiieiieie ettt e e ste e sneesneeneenneas 76
Figure 106. PENAING APPIOVEX ......cuiiiiiiieitieie sttt sttt st te s e sbeesbe e st e sbe e beaseesbeenbeeseesbeenbesbeenbeeneenneas 76
Figure 107. Return to Travel - Add RemMarks lINK ..........ccooieiieiiic et 77
Figure 108. Return t0 TraVRIEr TINK .........ooiiiiiee ettt ettt sb e nbe e nneas 78
Figure 109. OptioNal REMAIKS .......cc.iiiieiieiieeiesiese ettt et e st e e esse e se et e s se e teeseesseestesneesseeneeaseesseeneennens 78
Figure 110. Remarks Added SUCCESSTUIIY .......cc.ooii e 78
Figure 111. Confirm REtUIN 10 TIAVEIET .......cviiieeee ettt sre e sreesneenaenneas 79
FIgure 112, MY TraVEI LINK.......oiieieiie et ettt sttt b e e b et e et e sbeenbeeneenreas 80
Figure 113. AmMend A THIP HINK ..ot e e e s te e e sneesneenaenneas 80
FIGUIE 114, SEIECT THIP ID .ttt sttt b e bt s e b e e bt e st e e bt et e ebe e nbeenbeabeenbeeneenreas 81
Figure 115. Proceed Amending Trip Confirmation...........cocoiieiiiieieeie e nnees 81

Figure 116.
Figure 117.
Figure 118.
Figure 119.
Figure 120.
Figure 121.
Figure 122.
Figure 123.
Figure 124.
Figure 125.
Figure 126.
Figure 127.
Figure 128.
Figure 129.
Figure 130.
Figure 131.
Figure 132.
Figure 133.
Figure 134.
Figure 135.
Figure 136.
Figure 137.

F N o] o=t a o [T I I T T 1 SRR PP RPRTRRRRRPR 81

Edit Estimated Transportation and Other EXPENSES .........coviveiieriiieieere e sae e 82
Ao [0l o T=T S SRS SRURSRSRPRI 82
Enter and Save Pending EXPENSES. ......ccuiiiieiiieiesie et 83
Lodging and Meals AUthOrization SUMMANY ..........ccccoiiieiiiieie e 83
Save ReSErVAtioN DEtailS.........ccviiiiiiiiee e e e 84
Send Reservation Details t0 APPIOVEL ......cc.vciuieieiieie et st sre et sbe e e sreesreeaeanaesreens 84
Reservations CONTIMMALION ........c.iiiiiieie et e e e e sreeneesseesneeneennees 84
Approver SUbMIttal SUCCESSTUL...........ooiiecc e 84
MY APPFOVAIS LINK ...ttt 85
= a0 T To AN o] o1 ()7 | OSSR 85
Total Allocated t0 ACCOUNTING COUES ......ooviieiiiiiiirieeieee e 85
Edit Total Allocated to ACCOUNTING COUES.........ccviieiieie ettt eneas 86
Verify, Save and Continue Amount to be AHlOCated...........ccevieiiiierie e 86
Edit Total Allocated to ACCOUNTING COUES.........cieiiiiieiie ettt re e eneas 87
SEIECE MYTTAVE ...ttt b bbbttt n e 88
SEIECE TTAVEl AGVANCES ......oveviiiecieeieeiieie ettt bbbttt ettt be st bt b e ne e e e nas 88
Select and Create Travel AGVANCE ........ocviiiiiieieciese e re e nne e 88
Send Travel AAVANCE t0 APPIOVEN ........cieeieeie et eeseesteeste s e steeae e sraete s e e s baebesssesraeseeneaseenreens 89
TraVEl AQVANCE STALUS. .....eviiieiiieiieeie ettt sttt be et esraeste e e e e reenseeaeaneesreeneeaneenseans 89
Pending TraVel AGVANCES..........ccviiieie ettt ae e s be et e s e steeteareesbeenteeneenreereanes 90
SEIECE MY APPIOVAIS ...t bbbttt b et 91

Page 7 of 170



E2 User Guide

Figure 138. SEIECt AUVANCE ID ......c.oiiiiieie ettt bbbt e st s bt e b e bt e sbe e e e sbeenbeeneenreas 91
Figure 139. Enter Accounting Code DEtailS...........ccueiiieiiiiieiie st e e nnenneas 92
Figure 140. Total Allocate to ACCOUNTING COUES .......couiiiiiiiiieiieeie sttt eesbe b neenreas 93
Figure 141. Account Code Created - Save and CONLINUE .........ccveiieieeiieiieie e ee e a e nnees 94
Figure 142. Approve Travel AdvanCe DEtail............ccooioiiiiiiiiii e 95
Figure 143. Travel Advance Pending APPrOVAl ...........cooiiiiiieiieie et ee et sresne e e aenneas 95
FIGUIE 144, SEIECT THIP ID .ottt ettt sttt b e bt ettt b e e bt e Rt e e bt et e ebeenbeenbesbeenbeeneenreas 96
Figure 145. Lodging and MEAIS HINK.........cc.eiieiieiiiie sttt esaeesae s e sre e e e sseesneeneenneas 97
Figure 146. Verify Lodging and MEAIS............ooiiiiiiiiieiiee ettt be e nneas 98
Figure 147. SaVe LOAQING AMOUNES .....c..viiuiiieieeieeieseesteetesteesteeeessaesseasaesseesseasaesseesseassesseesseassesseessessessseansensens 99
Figure 148. Update SUCCESSTUL ......c.eiiiie ettt et re e b et re e b e 100
Figure 149. Receipt and Trip Date DetailS .........ccveieiiiiiee e nne e 101
Figure 150. Daily EXPENSES SAVEM .......oiueiiiiiiiiiieiieeie ettt sttt sttt st be et e s b e e sbesneesbeenbeaneenne e 102
Figure 151. SeleCt MEalS ANT SAVE .........ccciiiiiiieie ettt te et esteesaeareenreeaeaneenneens 103
Figure 152. Select and Save Official Days Off.........c.oooiiiiiii e 104
Figure 153. Transportation and Other lINK ..........ccooiiiiiie e 106
Figure 154. Expanded Transportation and Other fIeld ............cooioiiiiiii e 107
Figure 155. Enter ACtUal *LCU AMOUNL......ccuiiiiiieieeieseese et e sttt te e sta e tessaessaesaesseesteeeesreeaeaneenseens 108
FIgure 156. SAVE *LCU AIMOUNT ......couiiiiitieieeie sttt ettt se et e be et e s b e sbeesbeabeesbeesbesseesbeaseesbeenbeaseenrens 109
Figure 157. REVIEW COSE VAITANCE .......ocveiieeieciesteesie e eesteese st e ste et e s e e te et e saesteestessaesteeseesseesteaseensaeneeaneenseens 110
FIgUre 158. VOUCKNEE TOAIS ......eeiiieiiieiiiie ettt bbbt re et e e b neenbe e 111
FIQUIE 159. SEIECT CONLINUE. ... ccuiiiteeie ettt et e et e st e e e s st e steesseeseesseeneeaneenreenneaneenseens 112
Figure 160. Send TO APPrOVEL DELAIIS ........coiuiiiiiieie ettt b et r e ae e nbe e 113
Figure 161. Select Final or NOt FINal VOUCKET ...........ooiiiiee e 114
Figure 162. AMOUNT 10 ATTOCALE .......oouiiiieieee ettt bbb be et e st e beenteeneenre e 115
Figure 163. View/Edit Advances and LIQUIAALION .........cccvcoeiieiiiie e a e nne e 115
Figure 164. Verify and Save Travel AMOuNt t0 AGVANCE .........coveiviiieiieie ettt 116
FIQUIE 165. SAVE SUCCESSTUL ...ttt b bbbt 117
Figure 166. AcCept and SEN t0 APPIOVEN.......ccviiuiiieieeiteeteste e st ete s e ste e s e e s e et e ssaesteesesteesreesesseesraensesseenseens 117
Figure 167.0utside AdVANCES VEITICALION. ........coiiiiiiiiitiiiii it 118
Figure 168. Voucher Sent t0 APPrOVEr IMESSAUE.........ccuiiueeieiieieeitestesteeste s e ste et esraesteesteaaesraesteaseesraesesseenseens 118
Figure 169. My APPrOVAIS LINK .....oueiiiiitiiiiiie bbbttt 119
Figure 170. SEleCt VOUCNEIS LINK ........oiiiiiieiiiiccie ettt te et e s raesteena e teeneaneenneens 119
o (=3 A =] =T A I g PSP U TP PSP PP 119
FIQUIE 172, COSE WVAITANCE .....ecuveieieite ettt ettt e e st e st e e st e st e e teasa e s ae e beenteeteeabeestesseeseeaseesteeneeaneenneans 120
FIQUIE 173, VOUCKET LMK ...ttt bbbttt bbbttt e e 121
Figure 174. ReVIEW Claimed EXPENSES .......eciviiieiieiieeieseeste e st e steeae e e steestesseestaesessaesteessesseesreesessaeseaseesseens 122
Figure 175. Daily Expense Summary - Date link and Date Column...........cocoviiiiiiiiii e 123
Figure 176. Daily EXPENSE SUMIMAIY .......ciiiiiiiiiiteeite ettt stte st e et te et ae s taete s e steessessaestaeeesseesraenseaneenreens 123
Figure 177. EXPense t0 D8 REUUCET. .........c.oiiiiiiiieieee ettt bbbt 124
Figure 178. Enter Summary and SUDIMIL............cooiiiiii e 125
Figure 179. SElECt VOUCKET TINK .....o.viiiiiiiiieeiee e bbbttt 125
Figure 180. Enter Total to Accounting Codes lINK..........ocvoiiiiiiiiiiic e 126
FIQUIE 181, FIM APPIOVAL .....ciiiiieiieeeeeet et bbbttt bbbt n s 127
FIQUIE 182. AGG REMAIKS ... .eeiiiiieite ettt ettt s et e st e et e et e e s be et e eaeesteesteaseesseeseeaseesreenneaneenreans 128
Figure 183. Add Optional REMAIKS .........oouiiiiiiiii it 128

Page 8 of 170



E2 User Guide

Figure 184. Cl0Se OPtioNal REMAIKS.........cciiiiiiieiieie ettt ettt et neenre e 129
1o UL IS 1 T O] 111 o PSSR 129
Figure 186. SUCCESSTUL APPIOVAL.......c.eiiiiiiieeiee ettt e et re et e et neenne e 129
FIGUIE 187 INEW USEI ACCESS. .. ee.veeteeuieitieiteestesteesteastesseesteesseaseesseassesseesseesseaseesseessesssesseesseassesseessesseesseessessenssenns 130
Figure 188 Initialize Security INFOrMAION .........coiiiiiiie e e 130
Figure 189 Edit Password INFOIMALION .........cueiiiiiiie ittt e e raeaeaneenneens 131
Figure 190 RUIES OF BENAVIOL ........ccueiiiiie ettt sttt e be et e s reenbeenbesneenre e 131
FIGUIE 191 HOME PAGE.......eeiieieiiesie ettt ettt ettt et e et e e e sa e e se et e e nteataeteene e seeneeaneenraenneaneenneans 132
Figure 192 MY Profile LINK .......ooiieiie ettt sttt sttt ne et e et reenne e 134
FIGUIE 193 USEE PrOTIIE.......eeiice ettt ettt e st et e e st e st e et e eseesteeneeaneenreenneaneenneens 135
Figure 194 Default HOME SHTE .......ocuiiii ettt sttt s re et e et reenne e 136
Figure 195 Edit Default HOME PagE.........ccvoiiiieieeie ettt te e e e s tennaesraeneeneenne e 136
Figure 196 Default HOMESITE.........ooiiiiiie ettt st e e e e e re e beentesreenbe e 137
Figure 197 Edit Default HOME SITE .......ccveii ettt ettt e na e reeneeneenneens 137
Figure 198 Return t0 USEI ProOfIle.........ooiiiiieie ettt nne e 137
Figure 199 Edit Address INFOrmation LINK..........cccueoeiioiiiieie e re e nne e 138
Figure 200 Edit Address INFOrmMation SCIEEN .........ccuiiiiiiiiiiie et nae e 138
Figure 201 Address INFOIMALION.........uiiieiicieciece et e e te e e e s e steeeeeneesraenneaneenseens 138
Figure 202 Edit Email Information Field LNk ...........cccooiiiiiiii e 139
Figure 203 Edit EMAIl SCIEEN .......ecie ettt s et e et s e teeaesreesteaneenraeneeeneenneens 139
Figure 204 Travel Arranger - Edit Arrangers lINK ..o e 140
Figure 205 Travel Arranger - SEArCH SCIEENM .......ccviiv it eie st ste e e ettt be e e sraesreeeesreeeeaneenreens 140
Figure 206 Travel Arranger - Delete Travel AITANQEL........oouiiiie ittt se e sne e 141
Figure 207 Credit Card INformation LiNK............cccooiiiiioiiie e a e e e 142
Figure 208. Edit Credit Card INfOrmation LINK ...........ccoiiiiiiiiiii e 143
Figure 209 Edit Credit Card Information WINOW.............cccueiieiiiie e 143
Figure 210 SUCCESSTUI Credit Card SAVE .........coviiiiiieiieie ettt e re et e s s e reeneaneenne e 144
Figure 211 Edit Travel PreferenCes LINK.........coiiiiiiiiieeesese e 145
FIgure 212. OBE ACCOUNT SCIBEN......c.viitieiiteieeteesteete et te e st e st et e st e s te e ae e e e s teebesssesteesseaseesseesaeaseesreensesneenseans 146
Figure 213 Flight PreferenCes WINUOW ..........coiiiiiiiiiieiiesi e 147
Figure 214 Save FIIGNt PrefErENCES ......ccviii ettt et et te e e s e teeneaneenne e 147
Figure 215 Hotel PreferenCes WINGOW...........ooiiiiiiieieie ettt bbb 148
Figure 216 Rental Car PreferenCeS LINK.........ooiiiiiie ittt ra e sae e e teene e enne e 149
Figure 217 Rental Car Preference WINUOW ..........cooiiiiiiieiiisee ettt 149
Figure 218 Frequent Traveler Program LiNK ..ottt ta e nne e 150
Figure 219. Add Frequent TraVeler PrOgQram. ...t 150
Figure 220 Save Frequent Flier INfOrmation ............cccooiiiiiiiic i 151
Figure 221 Add Travel DOCUMENT WINUOW ........coiiiiiiieieiesie et 152
Figure 222 Save Travel DOCUMENT ........c.oiiiiieiice ettt ettt e et e e re e te et e e e e sseesreenneaneenneens 152
FIQUIe 223 ACCOUNT WINTOW.......coueiiiiiiiiitiite ettt bbbttt b bbbttt n s 153
Figure 224 Select View APProval ROULING........c.coiiiiiiiiiecie ettt sraesre e raene e e nne e 154
FIQUIE 225 VIEW RUIES LINK......eiiiiiiiiieie et bbb bbbt 154
FIQUIE 226 BaCK BULLON .......viiiiiicce ettt ettt e sa e et e s e be e s teeeeaaeesteennesneenneens 155
Figure 227 Edit Favorite ACCOUNTING COUR .......cuiiiiiiiiiitiieee ettt 155
Figure 228. Accounting Code Search WINAOW ............coiviiiiiiiicis e nne e 156
FIgure 229. CONTINUE SEAICN........c.eiiieeiiitieie et bbbttt b e bbbttt et e e 156

Page 9 of 170



E2 User Guide

Figure 230 REfING SEAICH COUR .....oueiiiiii ettt b et s s e teenbesneenre e 157
Figure 231. Display Available Accounting Codes WINUOW..........ccveueieeieiiiesieeiesieseesie e ss e e sae e e 158
Figure 232. SeleCt ACCOUNTING COUR .......coiiiiiiiieieeie ettt sttt re et e ne et e e b neenbe e 159
Figure 233. Close Accounting CoUeS SEAICH .........ccveiiiiiiiice e nne e 160
Figure 234. Return 10 USEI PrOTII.. ..o et ne e 160
Figure 235. Edit Password INTOrMAtION ............cueiiiiiiieiiee et e reene e nne e 161
Figure 236. CoNtiNUe EAIt PASSWOIT ........cciiiiiieiieie ettt st e s teeaesneenne e 161
FIQUIE 237. SAVE PASSWOIT .......veiiieiieieciesie e ee st e et e ta e e st e s teesteeseestaesaeasaesseeteeseeasaesseaneesseeneeaseesraenneaneenseans 162
Figure 238. Credentials Updated Successfully WINAOW ...........cccooiiiiiiiiiiiiee e 162
Figure 239. Print USEr Profile........c.i oot e et e e reeae e e nne e 162
Figure 240. Completed USEr PrOFIIE ...ttt nne e 163
Figure 241 SEleCt CUITENCY COUR ......cuiiie ettt e te et e st e et esseesteesseere e teenseaneesreenneaneenseens 165
Figure 242. Travel Authorization Foreign CurrenCy FOIMAL...........cooiuiiiiiiniiniie i 165
Figure 243. EXPeNnses PENAING A ........ooiieeiieieee ettt e e e et et esra e seeseeaneesraenneaneenseens 166
Figure 244. Local Currency DiSDUISEMENT.........oiuiiiiiieiiiie ettt b et nbe e 166
Figure 245. Travel Voucher Foreign CurrenCy FOIMAL.........cccviieiieieiieeieeie e e eie e e sie e sie e enee s 167

Page 10 of 170



E2 User Guide

This page intentionally left blank

Page 11 of 170



E2 User Guide

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:

. In the 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 Car Preferences

P car Type | intermediate v || 2 door || automatic v

: Spedal Requests 1st Selection “ cClear Selection
2nd Selection | Clear Selaction

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.

et Spzcial Instructions

The changes to your profile are effective immediately and have been autamatically sent to CW Government Traug @
»
eaTrgRl
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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.

e 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.

¢ 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.

e 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.

e 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

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

Figure 1. E2 URL

3. Once you select the Enter key, the E2 Solutions Login window will appear.
4. Inthe E2 Solutions Login screen, enter your E2 Solutions Username, Password, and select the Login
button.

\ 2 4

O

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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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.

L

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

O

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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Figure 6. Loading in Progress Window

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

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 Type... w

Traveler name: TOM TRIMBLE

Trip ID: Mew
Select Travel Tupe. v

T¥he of travel: >

Specific travel purpose:

onference
Dependent Trawvel
Educational Allowance
Educational Travel
Emergency Yisitation Trawvel
Entitlement
Home Leave/RTP
Infarmatianal keeting
Long Term Training
Long Term Travel/Training
Medical Evacuation Trawvel
Felocation
Rest and Recuperation
Site Wizit
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 TRIMBLE
Trip ID: Mew

Type of tr; L. .
ecific travel purpose: |Site Visit to Kiew )

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.

|
> qJsite 1] Begin : fram WAEHINGTON,DD [-]
Departing: Time: Departing from: . Airport: %
mmiddip | [EEle] 2 aM v |[wasHINGTON WAS
Arriving: Going to: . Airport: 5\/{}-"
: rnddd/ ey '
Mode of transportation: | COMMERCIAL PLANE ~
will you need to reserve a hotel? | Will you need to reserve a rental car? [
Reason for stop: | Temporay Duty %

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:
— T

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

]
=
[xul
[
& R [ 102 1=

(4 October 2008
Sun Mon Tue Wed Thu

IS 15 & 1o m

'n
=

IR 5 |5 e
= R e 2

i Sat

| A Date - Microsoft Internet ... g@@

()

Figure 12. Departing Calendar Date

10. In the Time field, select the drop down arrow and select the preferred Departure Time.

Time:

24M

v

Moming - 8 Ak
Noon - 12 P
Afternoon - 4 PM
Ewening - 8 FM

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.

|—> q Deéartiné from: .'

WASHINGTOMN

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 not the United States, then select the Search button after selecting
the country and skip to step 12d.

13. In the 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 hitps:/lets. uat.carlson.com/ThinkCAP/sitesearch.e2 - Microsoft Internet Explorer. E@@

Ssiesearcn ————————————————

To locate the per diem rate for your TDY Site, use the Country, State, and Site options belows.
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 COMUS lacations, if the city and county are not listed, use the Standard US Rate Search.

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

>
» Country: | UNITED STATES v

»
» tate: | DISTRICT OF COLUMBIA

Site:

iry is the United

Rate valid on: (mm/dd/yyyy): [oa/07/z008 =
>
A
Per Diem
HPE.\ Custom Site:  County: State:  Lodging  M&IE
' WASHINGTON ) DIST OF COLUMBIA oc 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.

WiAS

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. If the Departing Country is not 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.
—O
Airport selection process for United States airports
Figure 17. Select Country window
>____ —
— <O Airport selection process for all other airports.

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:
L rornddd b '-'

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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Figure 20. Going To link

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

a.

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

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

If the 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.

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.

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.

- | https:flets. uat.carlson.com/ThinkCAP/sitesearch.e? - Microsoft Internet Explorer Q@@

Cseseara ——————————

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 OCONUS locations, if the city or town is not listed, select 'Other' from the country search
results to enter your location degail

>
> WRMNE v
T = country s the United
States.
State:
Site:
Rate valid on: (mm/dd/yyyy): [o4/07/2008 =
C
» (G o=
Per Diem
ity: Custom Site: Lodging M&IE
K1Y 220,00 124.00
JTHER 127.00 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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osoft 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 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: | MALAWT v

A state andfor site must be salected if the country is the United
Statas.

State:
Site:
Rate valid on: {mm/dd/yyyy): [04/08/2008 =
Per Diem ~
City: ustom Site? Lodging M&IE
BLANTYRE - USAID [ M \ 115.00 45.00
LILONGWE - USAID | ¥ 1 114.00 45.00
MANGOCHI - USAID \ M /] 147.00 45.00
OTHER - USAID N4 91.00 45.00
——
BLANTYRE 115.00 71.00
LILONGWE 114.00 73.00
v

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. Inthe 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 All State Airports button.
d. Inthe new Standard US Rate Search screen, select the appropriate Airport Code.

A https:/fets. uat.carlson.com/ThinkCAP/serviet/LayoutMgr7LAYOUT=/E2E/Travel/e2stdus... = |[B)[K]

Standard US Rate Search
State: | vIRGINIA v Town f City: [pasve

[[_Show Hearby Airperts ] [ Show All State Airparts |

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

Ison.com/ThinkCAP/sitesear,

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.

»
O T T T, T T LI T C ey e e e e e, o e, Standard US Rate Search,

For OCOMNUS |ocations, if the city or town is not listed, select 'Other' from the country search
results to enter your location details.

—— City State Country Distance
States CHARLOTTESVILLE A us 50 ML/ 80 KM S
State: | gelect State.. v WASHINGTON DULLES WA us 73 ML/ 117 KM E
Site: MORGANTOWN wy us 63 MI/ 139 KM N
Rate valid on: (mm/dd/yyyy): [0a/07/2008 = CLARKSBURG FAIRMON wy us 84 MI/ 135 KM Nwi
NATIONAL AFT DC us 95 MI/ 153 KM E
LYNCHBURG A us 104 M1/ 167 KM 5
JOHNSTOWN 23 us 104 MI/ 167 KM N
LATROBE PA us 106 MI/ 171 KM N
ALTOONA PA us 106 MI/ 171 KM N

standard US Rate Search

Use the Show Mearby firports button to locate airports near the selected state and town/city, or
use the Show All State Airports button to find all airports in the selected state. You must provide a3
state and site when using either search,

< State: | vIRGINIA v > —>< Towen / City: [pazye
i; P C Shou Nearby Airports | Show All State Alrparts =) v
Figure 23. Standard US Rate Search windows
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23. For OCONUS location when the TDY City does not appear in the list of available cities associated with the

Country, perform the following actions:

a. Inthe Site Search screen and in the Country field, select from the drop down box Other Foreign

Localities and select the Search button.

b. Inthe Search results section, select the Foreign Areas link.

A hitps:Hets.uat.carlson.com/ThinkCAP/sitesearch.e27groupld=sitestisiteld=Ot fieldld~de... [= |[5][%]

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 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 listed, select 'Other’ from the country search
L

results to enter your location di
» - T m
P> C_Country: [ L FOREIGH A _
it A Tontry is the United

Rate valid on: (mm/dd/yyyy}: 04/07/2008 =

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

Csiesearan ———————————

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

Country: | 0THER FOREIGN LOCALITIES v

A stste andfor site must be salectad IF the country is the United
States

State:
Site:
Rate valid on: (mm/dd/yyyy): [04/07/2008 =
Per Diem
Citys Custom Site: Lodging MiIE
FORELGN 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.

ort: %

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.

I —— —
Moot < COMMERCIAL PLANE v

COMMERCIAL PLANE w

COMMERCIAL AUTO
oo s

[ et

COMMERCIAL WVESSEL

FERRY

GOWT aUTO

FEOWT BUS

GOWT PLAME [Military ar AT

GOWT TRAIM

FO0WT WESSEL

Mot Applicable / Mo Cost

Private Auto Mileage - Govt Auto Availlable and Committed
Privvate Auto Mileage - Gowt Auto Available and Mot Committed
Private Auta Mileage - Gaowt Auta Mat Available

PRIW&TE MOTORCYCLE

FRIVATE PLANE

SLBw/AY

T

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 hutel?@ 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 Temporam Duty  »

O T emporary Doty
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.

—_—
—
|—>< [Site 2] End: from K¥IY, UKR to WASHINGTORN, DC [
\

Departing: Time: Departing from: Airport: (283

mmdddd | [l 8.aM ~ [k KBP

Arriving: i . N !
q: Going to: Airport: 2=

mmddd ppp [ WisSHINGTON WAS

Mode of transportation: | COMMERCIAL PLANE v

Figure 28. Travel Authorization Itinerary

29. From the Departing field, select Calendar icon.
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Departing:
i A7

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.

(4 October 2008 0
Sun Mon Tue Wed Thu Fri Sat

28 29 30 3 4

10 1
> ()
24 25
31 1

BIE Iy |
NS [ =
B3 I [
BN | o0 =
IS5 e

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

Time:

B A v
Morning - 8 4k
Noon - 12 FM
Afternoor - 4 PR
Evening - 8 PM
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: %

Figure 32. Departing From and Airport window

33. In the 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.

Arrlwng Going to: . Airport: %

AIFPOrE:
mﬂa;znna ———————> < WASHINGTON Was | >
N G T

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: Mew
Type of travel: Site Vigit ~
Specific travel purpose: |Site Visit to Kiew
[Site 1] Begin: from WASHINGTOM, DC on 10/13/2008 to K¥IY, UKR [-1
Departing: Time: Departing from: . Airport: %
1041342008 v 8aM | WASHINGTON WAS
Arriving: Going to: . Airport: %
10/14/2008 =0 K KEP
Mode of transportation: | COMMERCIAL PLANE -
Will you need to reserve a hotel? Will you need to reserve a rental car? O
Reason for stop: | Temporary Duty v
+ Add travel destination H+ Add break
[Site 2] End : from K¥IV, UKR on 10/18/2008 to WASHINGTON, DC [-]
Departing: Time; Departing from: Airport: %
10/18/2008 = [k KBP
Arriving: Going to: . Airport: %
10/18/2008 [ WASHINGTON WS
Mode of transportation: | COMMERCIAL PLANE -
XD =

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 1D Trip Status
TOM TRIMBLE 18132 New Authorization

Authorization Summary

Help with this page

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 cP
Departs: WAS Mon 13-0ct-2008 05:00 AM
KYIY, UKR
Arrives: KBP Tue 14-Oct-2005 CP Temparary Duty Wiew Per Diem M M

Departs: KBP Sat 15-0ct-2005 05:00 AM

WASHINGTON, DC
Arrives: WAS Sat 15-0ct-2008

*PA-C = Government Auto Available and Comrmitted, PA-NA = Government Auto Mot Available, PA-NC = Government Auto
Available and Mot Cormmitted.

Duration: & Days

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 your trip.
O Coach
O Business
O First
-

Expenses, Funding, and Travel Advances
Edit Estimated Lodging 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 sAuthorizationAoucher

Optional Remarks:
Add Remarks

MNext Step

[ Download Cost Construction Worksheet ][ Send To Appraover ][ Delete Authorization ]
[ Upload Cost Construction Worksheet ]

Save Trip As Template

If you wish to save this Trip as a template to be used later, please enter a Template Mame.

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

Template Mame: [ shared

Itinerary Authorization History Attach Documents Daily Expenses Currency Miew 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:
a. Type of Travel
b. Isthe Type of Travel correct for the trip?
c. Specific Travel Purpose
d. Does the Purpose clearly state the reason for the travel?
e. Departure, TDY, and Return locations
f. Do the locations match the reservation?
g. Departure and Arrival Dates
h. Do the dates match the reservation, if you already have a reservation?
i.

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

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

= lIs the stop for TDY, Authorized Delay, or Rest Stop?
I. Per Diem

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

= Do you need a hotel or rental car?

, T >

Figure 36. Trip Summary

Page 31 of 170



E2 User Guide

39. In the 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

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

Reservation Details

| Please select the cabin class for your trip.
& Coach

< O Business

L irst

Save

\ 4

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

information.
» C Reservation Details)

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

reservations after completing the lodaing expense area will overwrite entered information.

Retrieve Reseryations or Make Reservations prior to entering lodging expenses, Retrieving reseryations ar making

Ve )
T HTave o Tarel auenit Colioete yanr travel Teeerranare, ol end to Travel Agent,
—— o

[ Make Reservation ] [ Fetrizve Reservation J [Back]

Itinerary Authorization History Attach Docurments Daily Expenses Currency Miew Docurnents

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

MNote to Travel Agent :

updated and saved vour Travel Preferences before you request assistance from an agent.

Your request will be automatically routed to your TMC, Please note that you must have completed your Profile and

r NOTE: Entering additional comments in this section is optional

L and, if entered, additional TMC fees may apply.

R
ltinerary Authorization History Attach Documents Daily Expenses Currency Wiew Documents

()

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 expenses,
Retrieving reservations or making reservations after completing the lodaging expense area will overwrite entered
infarmation.

» C Reservation Details)
Please select the cabin class for your trip,

® Coach
O Business
O First

Save

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 Res
iR e

i Status
Reservations Booked

Ao [
T >

Show Sites
Air travel will be charged to a Centrally Billed Account

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.

To have a travel agent complete your travel resewﬂmml Agent.

N
T m’% Retriave Rasesrvation MBack ]
Itinerary Authorization History Attach Docurnents Daily Expenses Currency Miew Docurments

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 TRIMELE 15132 Reservations Booked

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

Fad

Southwest Confirmation Code (opt):

> C‘
Itinerary Authorization History Attach Docurnents 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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A

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 AuthorizationAdoucher

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

Authorization Summary

Transportation & Other Expenses

Lodging and Meals Expenses

Traveler Name Trip ID
TOM TRIMBLE 18152

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

Reimbursement Type Legend

Actual Expenses = Actual expenses for lodging and meals - Not 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 - Not 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 Rate, Daily Tax, or Current MEIE below to edi? vour lodging and meals expenses,

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

KYIV¥, UKR o
ATTIvEST it c ol Per Diem b Saua 220,00 mwu—rc? 682 00 )&s2, D
Departs: KBFP Sat 15-Oct-200

Itinerary Authorization History Attach Docurnents Daily Expenses Currency View Documents

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: KEBF Tue 14-0Oct-2005 | Per Diem ¥ [save ]

Departs: KBP Sat 18-0ct-2008 [ -4 3] Expenses

Actual Lodaing
Actual Meals
P U= TN —

>
Itinerary @M
=]

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 18132

Expenses For: EYIV, TER

Reimbhursement Type: Per Diem

Limit reimbursement to per diem

Filter by Date Range (hoth fields are required): Booked Lodging &poly to all displayed
Begin Date (mm/dd/yyyy): |10/153/2008 =
End Date (mm/dd/yyyy): [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/200 0,00 93.00 Qpen
Tue 14/0ct/200 220,00 124.00  Open
wed 15/ 0ct/200 220,00 124.00  Open
Thu 16/0ct/2008 220,00 1z24.00 Dpen
Fri 17/0ct/2003 ¥2U-UU/ 1z24.00 Dpen
— N7 w

Whichever Is lowest between "Booked Lodging™ or "Allowed Lodging™ will be the expense transferred to the lYoucher,

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

Shared Lodging  Official Days Off Per Dierm M&IE

Figure 48. Estimated Expenses window

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

Zz0.00 )_  5B0.00  B80.00 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 TRIMBLE 18132
Expenses For: EYTV, TER
Reimbursement Type: Per Diem
Lirit reimbursement to per diem
Filter by Date Range (both fields are required): Booked Lodging Apply to all displayed
Begin Date (mm/dd/yyyy): 10/13/2008 [EE~
End Date {mm/dd/fyyyy): |10/18/2008 [
Trip Dates: 101372008 to 101872008
Daily Per -
Booked Allowed Lodging Estimated Diem
Trip Date Lodging Lodging Tax M&IE Rate
Mon 13/0ct/2008 (0,00 93.00 Cpen
Tue 14/0ct/2008  |220.00 124.00 Open
wed 15/0ct/2008  |220.00 124.00 Qpen
Thu 16/0ct/2008 220,00 124.00  Open
Fri 17/0ct/2008 220,00 1z24.00 Dpen
W
Whichever Is lowest between "Booked Lodging ™ or "Allowed Lodging ™ will be the expense transferred to the Voucher,
To access Shared Lodging, Official Days Off, or Per Diem M&IE dlick the following links:
> &ared Ludqir‘& 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: Ifall 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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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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Estimated Daily Expenses

Traveler Name
TOM TRIMBLE

Trip ID
18132

Expenses For: EYIV, TER

Reimbursement Type: Per Diem

Limit reimbursement to per diem

Filter by Date Range (haoth fields are required):

Booked Lodging Apply to all displayed
Begin Date {(mm/dd/yyyy): 10/13/2008 =l
End Date {(mm/fdd/yyyy): [10/18/2002 =+
Trip Dates: 10/13/2008 to 10/18/2008
Daily Per ~

Booked Allowed Lodging Estimated Diem

Trip Date Lodging Lodging Tax ME&IE Rate

Mon 13/0ct/2008 0.00 93.00 Cpen

Tue 14/0ct/2005 2z0.00 124.00 Cpen

wed 15/0ct/2008  [220.00 174,00  Cpen

Thu 1&/Cct/2008  [220.00 174,00  Cpen

Fri 17/0ct/2008  |220,00 124.00  Open

Whichever I lowest between "Soaked Lodging ™ or “Alfowed Lodaging T will be the expense transforred to the Youcher,

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

SHeTET e e Per Diem M&IE)
e

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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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.

Figure 53. Per Diem Meal window
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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 - Not To Exceed a total of 200%
Actual Lodging = actual expenses for lodging and prescribed M&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 M2IE 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 MEIE below to edi? 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
KYIV¥, UKR
Arrives: KBP Tue 14-Oct-2008 | Per Diem v 220,00 _ 880,00 880,00 0.00 682,00 £82.00 Open
Departs: KBFP Sat 15-Oct-2008

Itinerary Authorization History Attach Docurnents Daily Expenses Currency View Documents

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
TRIMELE, 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.

Filter by Date Range

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

Delete Edit

Date Expense Description Amount Copy Expense Expense

Edit

10/13/2008 Airfare 0.00 Copy F Exnense

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

Expenses Pending Add

[Delete | [ Add Expense_|

Itinerary Authorization History Attach Docurnents Daily Expenses Currency Miew Documnents

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 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,

Eilter by Date Range

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

Delete Edit
Date Expense Description Amount Copy Expense Eppenag
»
> Edit
107132008 Airfare o0.00 Copy L] Expense.
10/13/2008 VYoucher Transaction Fee WTF 13.75 N/A
Total:

$13.75

Expenses Pending Add

[(Delete | [save | [ Add expense
Itinerary Authorization History Attach Docurnents Daily Expenses Currency Miew 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
¢1NnNN NN

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 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
Cancel

Expense: Airfare

Date of Expense =l

(mm/dd/yyyy): [10/13/2008

Description: |.D.ir'Fare

2 % > 2744|00 D

Site: | kT v
10/13/2008 Woucher Transaction Fee WTF 13.75 /A
Total: $13.75

Expenses Pending Add
[Delem Add Expense ]

Itinerary Authaorization History Attach Docurnents Daily Expenses Currency Wiew 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

. . Edit

10/13/2008 Airfare Airfare 2,744.00 Copy F —

10/13/2008 VYaoucher Transaction Fee WTF 13.75 MR
Total: $2,757.75

Expenses Pending Add

[ Ererer ] [ a\.!u Add Expense D
e ——————

Itinerary Authorization History Attach Docurnents Daily Expenses Currency VMiew 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
Hide

. Cancel

Expense: |Choose an Expense V|

Date of Expense =
L, (mm/fddfyyyy) !

Description: |

Amount: | [

ite: |F\IIOw selection of site based on date

[ Delete ] [Sa-.-e] [ Add Expense
Itinerary Authorization History Attach Docurnents Daily Expenses Currency Miew Docurments

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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oo oe

BT sage Fee (Charged by Bank)

Airfare

Birth Certificate Fees

Currency Conversion Fees

Excess Baggage Fees

Fuel

Internet Service

Qther Reimbursable Expenses Incurred

(Parkin

PassPort Fees

Private Auto - Advantageous to Government
Private Motorcycle - Advantageous to Government
Rental Car

Rental Car Tax

TMZ 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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Expenses Pending Add
ide
/1 Cancel
Expense: Internet Service
Date of Expense v
(mm/dd/yyyy): |10/18/2008
Description: |Internet Service at Hotel
Amount: |75.00 |
Site: KYTW
Hide
= Cancel
Expense: Parking
Date of Expense =
(mm/dd/yyyy): |10/18/2008
Description: [Parking at Airport
/ Amount: [30.00 |
> Site: WASHINGTCON
Hide
\ ) Cancel
Expense: TMC Fee
Date of Expense [E=
(mm/dd/yyyy): [10/13/2008
Description: |
Amount: [10.50 |
Site: allow selection of site based on date w
Hide
E Cancel
Expense: Private Auto - Advantageous to Government
Date of Expense =N
(mm/ddyyyy): |10/18/2008
Description: [Mileage to and from Airport
Amount: [a3 [
Site: allow selection of site based on date w
c / A\
T umq Save l Add Expense ]
Itinerary Authaorization History Attach Docurents Daily Expenses Currency Wiew Docurnents

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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_»< Authorization Summary Dpdaing & Meals Expenses
S —

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,

» ﬁ P
Expenses Saved Successfully
Charges for ATM Withdrawals and Traveler's Checks.

Delete Edit .
Date Expense Description Amount Copy Expense Expense
; : Edit
1041372008 airfare airfare 2,744.00 Copy O Eripense
Edit
10/13/2008 TMC Fee 10.50 Copy O Exnense
) 10/13/2008 Woucher Transaction Fee VTF 1375 M/A
» -
77N 1o/18/z008 Internet Service iGN 75.00  Copy E Edic
at Hotel Expense
Private Auto - Advantageous Mileage to and Edit
10/18/2008 to Government from Airport SRR Copy O Expense
g Parking at Edit
10/18/2008 Parking airport 80,00 Copy O Evpense
\Total: $2,965.17 v

Expenses Pending Add
[(celete | [save | [__Add Expense

Ltinerary Authorization History Attach Docurnents Daily Expenses Currency Miew Documents

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.

| Optional 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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A 4

(
L
S——

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 Voucher, 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.

MNext Step

——

L Download Cost Construction Warksheet '} Send To Approver JD Delete Authorization ]
Upload Caost Construction Worksheet ]

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 Yes or Cancel if No. If the authorization accurately reflects the reservations made, select the OK button
otherwise select the Cancel button.
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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 Summary

bl RS
7 TErT=ErT

This Authorization has heen 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.

Trip Summary

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

Wiew 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 sawve this Trip as a template to be used later, please enter a Template Mame.

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

ee———
: |Kiev Ternplate Shared »( Sawe Trip Termplate

Itinerary Authaorization Histary Attach Docurnents Daily Expenses Currency Wiew Docurnents

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
Authorization including:

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

e Estimated Lodging and Meals Expenses

e Estimated Transportation and Other Expenses

e Total Estimated Expense

o Edit Total Allocated to Accounting Codes (Funds Committer)

1. After accessing and logging into E2 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.

> O

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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5

Figure 72. Trip ID
3. Review Travel Authorization.

Approve Travel Authorization

Traveler Name
TOM TRIMBLE

Trip ID
18132

Trip Status

Authorization Summary

Revievs Authorization

Pending Authorization Approval (COMDITIONAL ROUTING POOL)

Help with this page

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

Date Generated: 04-Apr-20032

wWiew Approval Routing Path

Figure 73. Review Travel Authorization window

Page 53 of 170



E2 User Guide

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 (COMDITIOMAL ROUTING POOL)

Authorization Summary
Help with this page

Review Authorization
Type of Travel: Site visit
Specific Travel Purpose: Site Visit to Kiev
Document Number:

Wiew Sporoval Routing Path
Date Generated: 04-4pr-2008

Departure Rental
Site: Mode: Per Diem: Hotel: Car: Crossed IDL?
WASHINGTON, DC cp
Departs: WAS Mon 13-0ct-2008 05:00 AM
KYIY¥, UKR
Arrives: KEP Tue 14-Oct-2008 cP Wiew Per Diemn N M

Departs: KBP Sat 16-Oct-2005 05:00 AM

WASHINGTON, DC
Arrives: WAS Sat 15-Oct-Z008

*PA-C = Government Auto Available and Committed, PA-MA = Government Auto Not Available, PA-NC = Government Auto
Available and Mot Comnmitted.

Duration: 6 Days

Reservation Details

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

Expenses, Funding, and Travel Advances

Edit Estimated Lodqging and Meals Expenses $1,562.00
Edit Estimated Transportation and Other Expenses $2,965.17
¥iew Estimated Total Expenses $4,527.17

Edit Total Allocated to Accounting Codes $0.00

Printable Authorizationf/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.

Departure Rental
Site: Mode: Per Diem: Hotel: Car: Crossed IDL?
WASHINGTON, DC CP
Departs: WAS Mon 13-Oct-Z008 05:00 AM
KYIY, UKR
=P <\ Arrives: KBP Tue 14-Oct-2008 CP Wiew Per Diem N N

Departs: KBP Sat 15-Oct-2005 08:00 AM

WASHIMGTON, DC
rrives: WaAS Sat 15-0Oct-20038

*PA-C = Government Auta Available and Commnitted, PA-NA = Government Auto Mot Available, PA-NC = Gavernment Auto
Available and Mot Committed.

Duration: 6 Days

Reservation Details

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

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.

Expenses, Funding, and Travel Advances

» <__Edit Estimated Ludiin: and Meals Eernses %1:562.00 >
Edit Estimated Transportatl penses $2,965.17

VYiew Estimated Total Expenses $4,527.17

Edit Total Allocated to Accounting Codes $0.00

N o O el D

Figure 76. Edit Estimated Lodging and Meals Expenses

N

In the 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 Location 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

~ctual Expenses = actual expenses for lodging and meals - Mok To Exceed a total of 200%

Actual Lodging = Actual expenses for lodging and prescribed M2IE rate - Mok To Exceed a total of 200%
Actual Meals = Actual expenses for meals and prescribed lodging rate - Mot To Exceed a total of 300%

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 Bate, Dally Tax, or Current MEIE below fo 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

4.

KYIY, UKR
Arrives: REBP Tue IH—GEEQD@ b
o8

Departs: KBP Sat 15-Oct-20

220,00 50,00 §80.00 0.00 652,00 682.

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
Limit reimbursement to per diem
¥LCU = Local Currency Unit
*USD = United States Dollar
*¥*USE = United States Dollar Equivalent
Filter by Date Range (hoth fields are required):
Begin Date {(mm/ddfyyyy): 10/13/2008 [~
End Date (mm/ddfyyyy): [10/18/2008 [E~
Trip Dates: 10/13/2008 to 10/18/2008
Daily
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 *UsD *UsD Rate
Mon 13/0ct/2008 1.00000 0.00 220,00 93.00 Cpen
Tue 14/0ct/2008 1.00000 220,00 220,00 1z24.00 Cpen
Wed 15/0ct/2008 1.00000 220,00 220,00 1z24.00 Cpen
Thu 16/0ct/2008 1.00000 220,00 220,00 1z24.00 Cpen
Fri 17/0ct/2008 1.00000 zz0.00 Zz0.00 1z4.00 Cpen 2
The US Dollar conversion rate is an estimate based on today's exchange rate,
Exchange rates in effect on the date the expense s incurred will be entered on the Trave! Youcher,
Lodging expenses transferred to the Voucher will be ‘Booked Lodging *LOL or "Alawed Lodging *LOL, whichever Iz lower,
To access Shared Lodging, Official Days Off, or Per Diem M&IE click the following links:
Shared Lodging Official Days Off Per Dierm MRIE
*Please note that since this site is categorized as OCONUS, 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 done, 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 18132

Expenses for: EYTV, TEER

Flease make sure that the Daily Lodging Rate is only your portion for the double occupancy rate,

If applicable, adjust the Daily Lodging Tax,

Filter by Date Ranage (both fields are reguired):

Begin Date (mm/ddfyyy¥): [10/13/z002 =
End Date (mm/dd/yyyy): [1o/18/2008 =

Trip Dates: 1041372008 to 10/18/2008

L] Select all dates

¢ Lodging Trip Date Lo’

Mon 13/0ct/2008

Tue 14/0ct/2005

> '< Wed 15/0ct/2008

Thu 16/0ct/Z008

Fri 17/0ct/Z008

- v

Sat 1800 200G

Itinerary Authorization History Attach Docurnents Daily Expenses Wiew Docurnents

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

Expenses for: EYIV, TEE

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

Trip ID
15132

Filter by Date Range (both fields are required):

Begin Date {(mm/dd/y¥y¥): [10/13/2008 [l
End Date (mm/fdd/yyy¥): [10/15/z008 [E=lM

Trip Dates: 10/13/2008 to 101872008

( Official Day OFf Trip Date

Mon 13/0ct/2003

Tue 14/0ct/2008

> '< wed 15/0ct/2005

Thu 16/0ct/2008

Fri 17/0ct/2008

Sat 18Ot 2005

o

Itinerary Authaorization History Attach Documents Daily Expenses View Documents

» &)

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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L;(M’izatinn SU@
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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 lodaing and meals - Mot To Excesd a total of 200%

Actual Lodging = Actual expenses for lodging and prescribed MEIE rate - Mot To Exceed a total of 2300%
Actual Meals = Actual expenses for meals and prescribed lodging rate - Mot To Exceed a total of 200%

Conference = Conference expenses for lodging and prescribed MAIE 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, Dally Tax, or Current MEIE bolow to edit your lodging and rmeals 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 Tue 14-Oct-2005 | Per Diem v 220.00 _ 88000 88000 000  A52.00 &32.00 Open

Departs: KBP Sat 18-Oct-2008

Itinerary Authorization History Attach Documents Daily Expenses Miew Documents

Figure 81. Authorization Summary
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4.1.4 Estimated Transportation and Other Expenses Review
In the Authorization Summary screen under the Expenses, Funding, and Travel Advances section, select the

1.
Edit Estimated Transportation and Other Expenses link.

Expenses, Funding, and Travel Advances
di inated-l-gdging-and-pMeals-Exponsastl 562,00
1ew Estimated lotal Expenses $4,527.17

Edit Total Allocated to Accounting Codes $0.00

\ 4

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

- 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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— (Fotharization SMDduinu & Meals Expenses
v

Estimated Transportation and Other Expenses

Traveler Name Trip ID
TRIMBLE, TOM 18132

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 Wiew

10/13/2008 TMC Fee 10.50 Wiew

10/13/2008 Woucher Transaction Fee WTF 13.75 [

< 10/18/2008 Internet Service ikl 75.00 View

at Hotel
Private Auto - Advantageous to Mileage to and .

10/18/2008 Government from Airport Gtk iew

\ 10/18/2008 Parking Parking at Airport g0.00 Wiew
Total: $2,965.17

Itinerary Authorization History Attach Docurnents Daily Expenses Miew Documents

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 Lodging 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 $D.DD>

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_MNEW

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 button to the right of the data
entry field, Or to pre-fill the segment data from an existing account code, click on an accounting code link in the
Templates section below,

P BEFY {(Numeric Only{4) ) [z0o07 Search

EBFY {Alpha Numeric{4) ) Search

» Fund (Any Character Except %(20) ) [nc-u4 Search
Operating Unit (Any Character Except %{20} ) Search

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

P pistribution (Any Character Except %(20) ) [oo1-300 Search
Program Element {(Any Character Except % (20} ) Search
Sub-element (Any Character Except %(20) ) Search

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

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

P Commitment Type and No (Any Character Except %({36) } [Tg-oooosTgoo044

» Commitment Line No {(Numeric Only(10} ) [1

>
= 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.

Q0o

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 helow or use the search feature.

Total Amount: $4527.17

Reraining Amount To Be Allocated: £

- N

” Add... Search... [ Save and Continue

] [ Cancel

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
15132

Account Code Created.

Description: Available: Allocated: Allocate: Allocate:

Balance % to Dollars to  Add to Delete
Default: Accounting Code: Favorite: Code:

2007 MAAC-H4 MNAMNA00T-
® SO00.MAMABAMA MNANANA TO- 0.0o

0.00 /100,00 ¢f4sz7.17 | LddTo

- Delete
0oo0sTOO0044 .1 Fawvarite
Total = [

VeI Ie TGS Rehtty Remaining Amount To Be Allocated: §
=

Dl ——

[ == } [ 5 ;(LL Save and Continue )[ Cancel ]

S ——————————

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.
account code.

If the travel authorization is funded from multiple accounting codes, select the Add button to add another
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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 WA AC-Xd WA WA, 00L- add To
@ QOO0 MAMA MNANA NANANATS- 0.00 0.00 %100.00| §/4527.17 EEvenite Delete
00008TCO0044 .1 —
Total = §

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

— N
v G Add... ]D Search... ] [ Save and Continue ] [ Cancel ]
e —

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.

0 Qo0 oT®
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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 buthon 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 below.

P BEFY (Mumeric Only(4) } [z007 Search

EBFY {Alpha Numeric(4) ) Search

$» Fund {(Any Character Except %{20) ) [cp-=-T Search
Operating Unit (Any Character Except %(20) ) Search
Program Area (Any Character Except %{20}) ) Search
P 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 %(20) ) Search
Benefiting Geo Area (Any Character Except %{20) ) Search
Sub-0Object Code (Any Character Except %{20) ) Search

Operating Unit Defined (Any Character Except %{20) ) Search
Accounting Template {(Any Character Except %{50) )

P Commitment Type and No (Any Character Except %({36) ) [Tg-o000sTQo0044

P Commitment Line No {(Numeric Only(10)} ) 2

'
” Save Cancel

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 . A8C-%4 MA NS 001 add Ta
O SO0 MAMA MA NS NA ML NATC- 0.00 0.00 %/(30.00 $2263.39 ESvohite Delete
Qoo0ST 00044 ,1 —
2007 . MA CO-=-T.MNAMNA110- add To
@ MLAMA MAMA NS MNAMNAMNATS- 0.00 0.00 %50.00 $2263.58 Favorite Celete
Oo0o0sTOOo0044 .2 —
Total = k3 “
Total Amount: $4527.17 Remaining Amount To Be Allocated: §
e
~ B
ad. .. CE=m Save and Continue Split Funds...

Figure 88. Add and Save New Accounting Code

3. Inthe 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: fallocate: \ Allocate: Favorite: Code:
2007 MAAC-%d A NAD01- add To
{:} SO0 A MA A MAMNA NS NS TO- 0.00 0.00 %|30.00 226339 Favorite Celete
00008TOO0044 .1
2007 . MA.CO-X-T.MNAMNA.110- add To
@ LA MA A NS MA NS MNATO- 0.0 0.0040 %%/30.00 226338 ESnchite Celete
0O008TQ00044 .2 —

Total V -
Total Amount: $4527.17 Remain 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
18132
Account Code Created.

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

2007.M8 AC-H4 MAMNA 00T add Ta
o0 AR A AL TR A TET u.ua T $|13&7.00 Favarite Delete
a0008To00044 .1

2007 .Ma CO-%-T.MA MNA.110-

(O] P RS S A MA TG 0.00 0.00 % 0.00 $/0.00 ?:\?D-tl'—i?ce Delete
00005To00044 .2 E—
Total = 3 W
ruLar =TI et L Femamnimng Aamount [0 Be ﬁllucat%d(% :
[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 VValue. 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
18132
Account Code Created.
Balance % to Dollars to  Add to Delete
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 . MAAC-W4 MAMA001- add To
O QO00.MA MAMA MNAMANA NS TS 0.00 0.00 % 34.61 $1567.00 Favorite Delete
0o00sTOO0044 .1
2007 MACD-%-T. WA MNA110- - add To
1O T e TP T P T e T e T P T e T .00 To0 wmes = (4)2960.17 Favorite Delete
0000aTo00044 .2 .
Total = k3 w
Total sonopnt: £4527F 4 o F=8 T o m LMO
A= = L L a L= R == Lo 1= T el
[Add... ] [ Search.., ] [ 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.
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 . a8C-%4 . Ma . MNA.001- add Ta
O SO0 MAMA MA M NA MO NATG- 0.o0o0 0.00 %3461 $/1567.00 EEvohite Delete
Qo005T 00044 ,1 —
2007 . Ma8 Ch-=-T.MNAMNAL1O- add Tao
@ MLMA A MA A DA A RA T 0.o0o0 0.00 % 63.29 §|2960.17 EEvchite Celete
Oo00sTOOoO044 .2
Total = % -
Total Amount: $4527.17 Remaining Amount To Be Allocated: §
—_—
L > Save and Continue Split Funds...

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 . MA AC-H4 WA MNA 001 add To
O SO0 A MA M MAMAMA NS TS- 0.00 0.00 %|34.61 $/1567.00 Favorite Delete
0o00sTOO0044 .1 —
2007 MA CO-R-T.NAMAL10- add To
@ PLAA A A A A NA NS T 0.00 0.00 %|65.39 $/2960.17 Favorite Delete
00008TO00044 .2
Total o |3 w
Total Amount: $4527.17 REW Be Allocated: £
AT T Seardh [ Sue and Continue F([ Split Funds... ])
SN i
Figure 93. Split Funds
2.

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

Accounting Code. In the 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 ($): Accounting Code: Detail Toggle
Airfare 2744.00 l«JACDXTNANAHD Pl Il N A, LA A A, NA TO-00008TQ00044. 2 + Detail
> {2007 MaAC ><4 P LA D0T-900 A A A A NS A NA TA-00008T200044.1
2007 NACD=AT NARNAT T 0-M.NA A, I A NA TO-00008TQ00044.2
Expense Type: Amount ($): Accounting Code: Detail Toggle
Internet Service 75.00 FA_CD—X—T_NA.NA.'I 10-hA AN A LA A MA RA NATQ-00008TA00044.2 |» Detail
Expense Type: Amount ($): Accounting Code: Detail Toggle
Lodging gg0.00 IJA_CD-X—T_NA.NA.'I T0-RANA N A A NA MNANA NATAQ-00008TA00044.2 |+ Detail
Expense Type: Amount ($): Accounting Code: Detail Toggle
?nec?cllse:::als 6582.00 FA.CD—X—T.NA.NAJ T0-hA NA N A A A MARNA NATQ-00008TO00044.2 |» Detail
Expense Type: Amount ($): Accounting Code: Detail Toggle
Parking g0.00 FA.CD-X—T.NA.NA.'I 10 A A A A A A NA TO-00008T Q000442+ 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 ($): Accounting Code: Detail Toggle
Private Auto -
adwvantageous ta 41.92 FA.CD—X—T.NA.NA.11D—M.NA.NA.NA.NA.NA.NA.NA.TO—DDDDBTQDDDM.E hd Dretail
Government
Expense Type: Amount ($): Accounting Code: Detail Toggle
THMC Fee 10.50 PA_CD—X—T_NA.NA.11D—M.NA.NA.NA.NA.NA.NA.NA.TO—DDDDBTQDDD44_2 A Detail
Expense Type: Amount ($): Accounting Code: Detail Toggle
Woucher .
Transaction Fee 13.75 FA.CD-X—T.NA.NAJ1D-M.N»’-\.NA.NA.NA.NA.NA.NA.TO-DDDDBTODDDM_E A Cretail
>
Figure 95. Split-Funding Details - Continue
4. Inthe Selected Accounts screen, 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:
Z007.MAAC-Xd NANA001- add Ta
O SO0 MA MA MNA MM MNA NS TO- 0.00 0.00 %3481 $/1367.00 Favorite Delete
0O008TQ00044 .1 —
2007 . MA CO-R-T.MAMAL10- add To
@ FLAA A A A A A S T 0.00 0.00 %|65.39 $/2960.17 Favorite Delete
0o00sToO0044 .2
Total = % “
Total amount: $4527.17 /\Remaining Amount To Be allocated: §
(IEECATE eanﬁﬁ Save and Caontinue ﬁ Split Funds... ]
e —— I

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. 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-=4 WA MA 001 - add To
O QO00.MA MAMA MNAMANA NS TS- 0.00 0.00 %3461 $1367.00 Favorite Celete
0o00sToO0044 .1 —
2007 . MACD-%-T. NAMNA110- add To
@ FLMA A NA A NS MNAMA T 0.00 0.00 %/63.39 $2960.17 Favorite Celete
00003700044 .2
Total = k3 w
Total smount: §4527.17 REW Be Allocated: £
[CAIT T search [ Sue and Continue ‘([ split Funds... ])
\ /

Figure 97. Slit Funds link

2. Inthe 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: Detail Toggle

; D i e rie ittt e herteieiepemieigbemirbemrfrbemferirmioeforbeben Sl = i >
A rare =L UL PL(L) LI Co ) I o O I I i O Y P R P T P T P o R L W ML PR LB oy by i >

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.

Page 72 of 170



E2 User Guide

Split-Funding Details

Trip Id
18132

Expense Type: Amount (§):

Accounting Code: Detail Toggle
Airfare 2744.00 | Mo Detail
Amount ($): Accounting Code:
> < Jeso.00 200?.NA.CD-X-T.NA.Nn.nn-M.NA.Nn.NA.N.q.NA.NA.NA.TQ-DDDDSTQDDDD
Amount ($): ILCC.OLn ting.Code:
>
» 2094,00

2007 MA AC-x4 NANA.O0L-900.MA MNA NAMNANANANATG-00005TQ00044 .1

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.NA.HU-M.NA.NA.NA.NA.NA.NA.NA.TO-UUUUBTOUUU44.2 v Dretail
Government

Expense Type: Amount ($):

Accounting Code:
TMC Fee

PA.CD—X—T.NA.NA.1 10-b A MNA MANA NA NA NATC-00008TQ00044.2 v

Detail Toggle
10.50

Detail

Expense Type: Amount ($):

Woucher
Transaction Fee BEGEAS

Accounting Code:

Detail Toggle
PA.CD-X—T.NA.NA.1 1 0-hed s T LA A A A A TC-00008TQ00044.2  »

Detail

=3 @)

Figure 100. Continue Split-Funding Accounting Codes

5. Inthe Selected Accounts screen, select the Save and Continue button.
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Selected Accounts
Trip Id
18132
[oX-1C-1119 o g uoindrs o Aaua oo erele F
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Fawvorite: Code:
2007 MAAC-2d M MA001- add To
O SO0 M MNA MAMNA A MNAMNS TO- 0.00 2094.00 % 4 Favorite Delete
0o00sTOO00044 .1
2007 . MACO-H-T.MA MNA110- add Te
@ P A WA LA WA NSNS TO- 0.00 243317 % 4 Favorite Delete
0o0o0sTOO00044 .2
Total < k3 -
Total Amount: $4527.17 Remaining Amount To Be Allocated: §
A
L 1L ~— —N
yaa s oomy EWF Save and Continue ) Split Funds... ] [ Clear 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.

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
approval by all approval levels.

Optional Remarks:

FROM DATE

Traveler April 4, 2008 at 09;47;AM
This is a test booking. Please do not ticket

MNext Step P

>

> ([ Approve ]p Return to Travelar ][ Unlack ]
v

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 13132 Pending Authorization Approval COMDITIOMAL ROUTING POCOL
Opfional Remarks:
»i(dd Remarks
FROM DATE
Traveler april 4, 2008 at 09:47:AM

This is a test booking, Flease do not ticket

Mote to Approver:

Itinerary Authorization History Attach Docurnents Daily Expenses Wiew Docurnents

Figure 103. Add Remarks to Split-Funding

Approve and Return to Traveler buttons.

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

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

authorization, and select the Add Remarks button.

THE APPENDIX NUMBER FOR REMARKS.

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

ber Diemn Authorized

\ 4

A
P —

—
I Add Rernarks DCIDSE ]
Click "Close” button to close this popup and refresh the underlying summary screen,

\ 4

Optional Remarks:

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:

—><rk5 added successfully.

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

..

Pending Approval
Trip 18132 successfully approved.

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

Mo record found

Showing 0 - 0 of O

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. To return 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 18132 Pending Authorization Approval CONDITIONAL ROUTING POOL

Optiopal Remarks:

Cadd Remarks )

FROM DATE ~
Traveler april 4, 2008 at 0947 1AM
This is a test booking, Please do not ticket
A e Al DE 2000 o4 024 SNk b
Mote to Approver:
FPlease enter Eeason for Rewmsion in Approver's Remarles
Reason:| Flease Change dates of travel v
Select Reason... _ -
Accounting Code notwalid for period specified aily Expenses View Documents
Booked itinerany Must match trawvel authorization
Business clags not authorized for air trasel Copyri

Car size booked is not acceptable

Change Purpose for Trawel

Errorin FundCites - must correct

Expense Ineligible for Reimbursement

First class not authorized for air traoel

Mode of trawel not Authorized

Must book air using Contracted CityPair airfare
Must book hotel using FedRooms

hust boolk hotel within Perdiem for destination
kust depart and arrive from your HomeSite
Mustinclude estimated 'Other Costs'
Mustuse Government Lodging program
Other

Provide additional Authorization remarks

CQuestion about TDY 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 required

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 09:47:4M

This is & test booking. Please do not ticket

Next Step

f i-\pprou? Return to Travelar Unlack

Figure 108. Return to Traveler link

{Optional Remarks:

e )

v

— — ~/

I Add Rermarks )Close ]
Click "Close” button to close this popup and refresh the underlying summary screen,

v

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.

7 N

f—iecteFrmrrrare{| Close

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

Page 78 of 170



E2 User Guide

Approval Confirmation

Traveler Name Trip ID Status
TOM TRIMBLE 18132 Pending Authaorization Approval COMDITIONAL ROUTING POOL

Optional Remarks:
Add Remarks

FROM DATE ”~
Traveler april 4, 2008 at 09:47:AM
This is a test booking. Please do not ticket
Ao e Aol 2E SOMAS —F O A SR v
Mote to Approver:
Please enter Reason for Eewision in Approver's Remarks .
Reason;:| Flease Change dates of trawel A
Colomt Boscon . [—]
» Confirm Cancel
Accounting Code notwalid for period specified aily Expenses View Documents ———
Booked itinerary Must match trasvel authorization
Business class not authorized for air tracvel Copyri

Car size booked is not acceptable

Change Purpose for Travel

Errarin FundCites - must correct

Expense Ineligible for Reimbursement

First class not authorized for air travel

Mode of travel not Autharized

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

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

Must use Government Lodging program
Cither

v

Flease Restate travel purpose
Frovide additional Authorization remarks

Cluestion about TOY site(s) Add, Delete ar Change site(s)
Fental car not allowed

Llze alternate airport for lower contracted citypair airfare cost
Lse of Gowvernment transporation required

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 Voucher 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.

L—»O
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

Trips Traveler Name
: Amend A Trié > TOM TRIMBLE
Copy Other's Trip
Create NFS Trip

v

+ Advanced Filtering Options

Trio Templates Orded Trip ID e [:[ Sort Ascending ][ Sort Descen: ding ]
Search Trips Trip ID OA # Destination Departure Date Approver Status Copy Trip
18132 KYTV, UKR 13-0Oct-2008 Open Voucher Copy

Open Authorizations
Amend Open Authorizations Showing 1 - 1 of 1

Group Authorizations

Local Travel & Misc Claims

Supplemental Vouchers
Voucher Reclaims

Delinguent Advances
Travel Advances
Mileage Rates

Per Diem Rates
Repaorts

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 Available for Amendment

Trips
Amend A Trip Trig ID: Destination: Dep Date: Approver Name: Status:
T T T 18L32) KXYTV, UKR 10/13/2008 N/ Open Voucher

Create NFS Trip
Trip Templates
Search Trips

Open Authorizations
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.

>

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 i ID Trip Status

T T RITMTELE > @ Revised Authorization

Authorization Summary

Help with this page

changes

Other
— [NOTE Status has been changed to Revised on Amended Authorization - 18132-1 ... You may now make ynur]

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 and Other
Expenses link to add additional expenses or change the amount of expenses.
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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
Edj imated Lodaing and

8.

10
1%

In the Estimated Transportation and Other Expenses screen, select the Add Expense button to add an

\ 4

Edit Estimated Transportation and Other Expenses $2,965.17
B —e

U )

Edit Total Allocated to Accounting Codes $4,527.17

Printable Authorization/Voucher

Figure 117. Edit Estimated Transportation and Other Expenses

expense type not included on the original Travel Authorization.

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

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
. . Edit
10/13/2008 Ajrfare Ajrfare 2,744.00 Cop F Expence
- Edit
10/13/2008 TMC Fee 10.50 Copy |:| Evpenze
10/13/2008 Woucher Transaction Fee WTF 13.75 N/ A&
: Internet Service . Edit
10/18/2008 Internet Service at Hotel 75.00 Copy F Expence
Private Auto - Advantageous  Mileage to and . Edit
10/18/2008 to Government from Airport SR Copy O Expense
: Farking at , Edit
10/18/2008 Parking Airport 80.00 Copy il Exponce
Total: §2,965.17 v
Expenses Pending Add
m= Add Expense

Figure 118. Add Expense

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

a.
b.

In the Expense field, select the drop down box and select Expense Type.

In the 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
Expense:

T

ide Cancel

Other Reimbursable Expenses Incurred W

Elr

VY

Date of Expense
(mm/dd/yyyy):
Description:

|10/17/2008

|r\-1i5.c: Expenses

\ 2 4

Amount LCU: |s00.00 Look-up Code 001
Currency Name: Us Dollars
DOS Exchange Rate: 1.00000

uUs Dollar Equivalent:
Site:

v

Allow selection of site based on date |V

c q N
T uéﬁ‘h* Save 2 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.

1! ]

»qEuthorization Summary bodging & Meals Expenses
s MMary,

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 yvou to make edits.

Filter by Date Range
Expenses Saved Successfully

Delete Edit &
Date Expense Description Amount *USE Copy Expense Expense
’ ’ Edit
10/13/2008 Airfare Airfare 2,744.00 Cop ] Expence
Edit
10/13/2008 TMC Fee 10.50 Cop I:‘ Expense
10/13/2008 Woucher Transaction Fee WTF 13.75 NfA
> Other Reimbursable Expenses . Edit
> .
10/17/2008 Incurred Misc Expenses 500.00 Copy ] Expense
. Internet Service . Edit
10/18/2008 Internet Service at Hotel 75.00 Copy il —
Private Auto - Advantageous Mileage to and ., Edit
10/18/2008 to Government from Airport gL Copy O Expense
Darkina at Edit

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

Flease select the cabin class for your trip.
@ Coach

) Business
L Eirst
— (

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.

v

Figure 121. Save Reservation Details

(=Y
Il

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

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

18.

MNext Step

T
g
[
[=
i
[

T T T et :n Send To Approver } Cancel Amendment ]

[ Upload Cost Construction Worksheet ]

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.

-

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
TCOM TRIMELE 18132-1

Pending Authorization Approval (CONDITIONAL ROUTING POOL)
Authorization Summary

Help with this page
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 a travel 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. Log into E2 Solutions.
3. From the Main Menu bar, select the My Approvals link.
D
>
Figure 125. My Approvals Link
4. In the Pending Approval screen, select the Trip ID to be approved.
Approvals Pending Approval
Lt Select Approval List to View: | Trip-by-Trip autherizations Pending Tour approval v
b + Advanced Filtering Options
Open Authorization
amendments Order by | Departure Date |v| [ Sort Ascending | [ Sort Descending |
Group Authorizations inlD Traveler Name Destination Departure Date Yiew Original Status
Local Travel & Mist Clams “TRIMBLE, TOM KYIV, UKR 13-0et-2008 18132 Pending Autharization Approval (COMDITIOMAL ROUTING POOL)
Wouchers [3) Showing 1 - 1 of 1
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 Lodging and Meals Expenses $1,562.00
Edit Estimated Transportation and Other Expenses $3,.465.17
View Estimated Total Expenses $5,027.17

L 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

> Edit Total Allocated to Accounting Codes $4,527.17

Printable Authorization/Noucher

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.

10 . - .

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
1B.well.

Selected Accounts
Trip Id
15132-1

Balance %% to Dollars to Delete
Default: Accounting Code: Description: Awvailable: Allocated: Allocate: Allocate: Code:
2007 MA.AC-H4 M &.MA 001~
® SO0 DA WA NS A S NS TO- 0.o0o 5027.17 %%100.00 $/5027.17 Delete
00008TS0 0044.1
Total =% 4
Total Amount: $5027.17 <éemaining Amount To Be allocated: $>
—— —
B ey g Save and Continue P Cancel

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.

L

— D

Figure 131. Select MyTravel

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

Travel Center

Tring

Amend & Trip
Copy Other's Trip
Create NFS Trip
Trip Templates
Search Trips

Open Autharizations
Amend Open Authorizations
Group Authorizations

Local Travel & Misc Claims
Supplemental Youchers
Woucher Redlaims

ances

A 4

Travel Advances
Mileage Fates
Per Diem Rates
Repaorts

Traveler Name
TOM TRIMBLE

Order by | Trip ID v |[_sortascending |[_ SortDescanding |

TripID OA# Destination
KYIV, UKR
KYIV, UKR

Departure Date Approver

BURKE, THOMAS P

Status
isizz-1
18132

13-0Oct-2008

13-0ct-2008 Armended

+ Advanced Filtering Options

Pending Authorization Approval (CONDITIONAL ROUTING POOL)

Copy Trip
Capy
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

A

dvance button.

Travel Center

Trins

Amend & Trip
Copy Other's Trip
Create NFS Trin
Trip Templates
Search Trips

Open Authorizations
&mend Open Authorizations
Group Authorizations

current Travel Advance Requests

Traveler Name
TOM TRIMBLE

order by [ Trip 1d v

Id  RequestDate Trip Id Dest. City Departure Date

Status

Amount

Mo record found

Approver

Dowing 00 oro

Local Travel & Misc Claims
Supplernental Youchers
Woucher Redaims

Delinguent Advances
Travel sdvances
Mileane Rates

Per Diem Rates
Reports

\ 4

Select a trip:

Creste Travel Advance

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:
K I 10/13/2008

Optional Remarks:
Add Rerarks

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.

546.00 USD is the recommended advance amount for this travel advance request. You have already requested
andjor received 0.00 USD in total advances for this trip, Yiew advance History for details on outstanding advance
requests,

Docurment Humber:
Select an option: | cagh  w

Advance amount: 546 | in the selected currency.

Currency conversion rate: 1.0000
LS Dollar Equivalent: S46.00 USD

Total Allocated to Accounting Codes: $0.00
Printable Advance

[save] [ cancelBeauest |[Back]

»( Send to Approver )]

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 w|[ sotascending [ Sort Descending |

i i £ Status A
[|1135 29-Apr-2008 18132-1  KYIW 13-Oct-2008 Pending Approval (CONDITIONAL ROUTING POOL) $546.00 BURKE, THOMAS P '

Showing 1 -1 of1

Select a trip: | Please selectatrip. v | [ Create Travel Advance |

Figure 135. Travel Advance Status
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Approvals Pending Approval

Trips

Select Approval List to View: | Trip-by-Trip Authorizations Pending Yaur Appraval v
Open Autharizations
Open Authorization Order by | Departure Date &
Asmendments
Trip ID Traveler Name Destination Departure Date View Original Status

Group Authorizations

Local Travel & Misc Claims

Wouchers (3

woud]
> Showing 0 - 0 of 0
Travel Advances {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. Loginto E2 Solutions
2. From the Approvers Main Menu bar, select the My Approvals link.

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: ¢

“~\
> qud...)[ 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 N o
Select Approval List to View: | Travel advances Panding Your Approvs| -

Dpen Authorizations
St S b i + Advanced Filtering Options
Open Authorization
Amendments order by | 1d v |[_sortascending | [ Sort Descending |
Group Authorizations d Trip 1d Traveler Name Request Date Amount Status
———— §132-1  TRIMBLE, TOM 29-Apr-2008 $546.00 Pending Approval (CONDITIONAL ROUTING POOL)
‘ouchers (3) showing 1 -1 of 1
woucher Redlaim
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.

Do o0 oT®

Add Accounting Codes

Financial System Name: PHDENIX_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 segrent, click the Search button to the right of the data
entry field. Or to pre-fill the segment data from an existing account code, click on an accounting code link inthe
Templates section below.

n

P BBFY (Numeric Only(4) ) 2007 Search

EBFY (Alpha Mumeric{4) ) Search

P Fund {(Any Character Except %{20) ) [ac-ua4 Search
Operating Unit {Any Character Except %({20} ) Search

Program Area (Any Character Except 2%(20) ) Search

» Distribution {(Any Character Except %{20) ) [o01-200 Search
Program Element {Any Character Except % (20} ) Search
Sub-element {Any Character Except % ({20} ) Search

Team Division {Any Character Except % ({20} ) Search
Benefiting Geo Area {(Any Character Except %{20) ) Search
Sub-0Object Code {Any Character Except %({20)} ) Search

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

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

P» Commitment Type and Mo {(Any Character Except %{36) ) TG-00008TQOO044

P Commitment Line Mo {(Mumeric Only{10)} }[3

> ﬁ
» 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 (CONMDITIOMAL ROUTIMG POOL)
Destination: Departure Date:

KT 10/13/2008

Routing Path
wWiew 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
reqguire additional approval.

545.60 USD is the recommended advance amount for this travel advance request. You have already requested
andfor received 0.00 USD in total advances for this trip, View Advance History for details on outstanding advance
requests,

Document Mumber:
Select an option:
advance amaount: in the selected currency.

Currency conversion rate: 1.0000
LS Dollar Equivalent: S46.00 USD

/
#(Wﬁted to Accounting Codes: $0.00

Printable Advance

[ Approve ][ Return to Traveler ] [ Unlack ]

Authorization History

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
— fccount Code Created,)
Balance %% to Dollars to  Add to Delete
Default: Accounting Code: Description: Available: Allocated: Allocate: Allocate: Favorite: Code:
2007 . MA AC-=4 WA NA.O01- add To

@ Q00 M MANAMAMNAMAMNATO- 0.00 0.00 %/100.00 | §3546.00 Eaohite Delete
0oo0sTOO0044 .3 —

Total = k3

Total Amount: £546.00

Remaining Amount To Be sllocated: &

—————

L 1L n
A O TP Save and Continue

Figure 141. Account Code Created - Save and Continue

Cancel|

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

TOM TRIMBLE 18152-1 1135 Pending Approval (COMNDITIONAL ROUTING POOL)
Destination: Departure Date:

KT 10/13/2008

Routing Path
Wiew approval Routing Path

Optional Remarks:

545,00 USD is the total recommended advance amount far this trip which is based on 80% of your allowahble Meals and
Incidental trip expenses, Exceeding this amount up to your mazimum possible advance amount of S46.00 USD may
require additional appraval.

545.60 USD is the recommended advance amount for this travel advance request. vou have already requested
andfor received 0.00 USD in total advances for this trip, View Advance History for details on outstanding advance
requests,

Docurment Murmber:
Select an option:

Advance amount: in the selected currency.

Currency conversion rate; 1.0000

LS Dollar Equivalent: 546.00 USD

Total Allocated to Accounting Codes: $546.00
Printable Advance

h
> \L Approueﬂ Feturn to Traveler ] [ Unlaock ]

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.

| ,peﬂdi'ﬁg'n'ppl Gudl
q_Travel Advance 1135 for Trip 18132-1 successfully approved.

MT i O Bppraval v

Order by | Id R

Iid 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.

In the Pending Travel screen, select the Trip ID for the completed trip.

Pending Travel

Trip ID Destination Departure Date Approver Status
(18132-1 ) KXY, UKR 13-0ct-2008 Open Voucher
18132 KYIW, UKR 13-Oct-2008 amended

View all Travel Authorizations

Figure 144. Select Trip ID

7.1.1 Lodging and Meals

1.

In the Travel Voucher screen, select the Lodging and Meals link.
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fsezoanes s aensea P

TOM TRIMBLE 18132-1

Trip Dates: 10/13/2008 to 10/18/2008
Duration: 6 Days

.
Open Youcher

AMOUNT LIsoursed: $o%o.u0u

g
Subtotal: $5,027.17 $5,027.17 $0.00
Payments Applied: { $0.00) { $0.00) ( $0.00)
Net 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 $0.00 $0.00
Qutstanding Advance Balance: $546.00 $546.00 $546.00

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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Traveler Name Trip ID
TOM TRIMBLE 158132-1

Reimbursement Type Legend

Actual Expenses = Actual expenses for iodging and meals - Not To Exceed a total of 300%

Actual Lodging = Actual expenses for lodging and prescribed M&IE rate - Not 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

Reduced = Limit reimbursement to the following reduced per diem amounts

Chick 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 ‘O

Figure 146. Verify Lodging and Meals
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Daily Expenses

Traveler Name Trip ID
ToOM TRIMBLE 18132-1

Expenses For: EYIV, TEER

Reimbhursement Type: Per Diem

Limit reimbursement to per diem
*LCU = Local Currency Unit

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

Filter by Date Fange (both fields are required): 3:;?;d$3§ii5§ | apply to sl displayed
Begin Date (mm/dd/yyyy): [10/13/2008 == Daily Lodging *LEU Apply to all displayed
End Date (mm/dd/yyyy): [10/12/z008 =~ B Cunﬂ Apply to 5l displaved
Currency Rate Llse*dufsoé' Apnly to all displaed

Currency Rate Remarl
apply to all displayed

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

Trip Date Receipt " Code  Rate Usedfor *USE  Remark  *LCU *USE  *USD #
Man 13/0ct/2008  [10/13/2008 | [EF| (001 E 220,00 0.00
)
Tue 14/0ct/zo0g  [10/14/2008 | [EFe| (oo F 220,00 || 220,00
=
wied 15/0ct/2008  [1971572008 | [Fgiel (001 O ~| |2z0.00 || 220.00
Thu 16/0ct/z005  |10/16/2008 =| oo1 zz0.00 ) 2z0.00
O L
3 >

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

Shared Lodging Official Days Off Per Diem M&IE

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

bjs
N (D)5

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

Figure 147. Save Lodging Amounts

2. After selecting the Save button, the Daily Expenses screen will refresh with the Update Successful message.
Next, select the Per Diem M&IE link.

Page 99 of 170



E2 User Guide

Update Successful
Traveler Name

Daily Expenses

Trip ID
TOM TRIMBLE 18152-1
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 Receipt
(rarn/dd/ vy )
H 1 *
Begin Date {(mm/dd/yyyy): [1o/13/2008 | |22 Daily Lodging *LCU
Look-Up Local Currency
End Date (mm/dd/yyyy): [1o/1e/2008 | [T Code
Currency Rate Used for

Currency Rate Remark

Apply to all displayed

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

v| Apply to all displayed
Apply to all displayed

Apply to all displayved

Apply to all displaved

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

o
Tue 14/0ct/2005  [10/14/2008 v| 001 [ 220,00 | 220.00
wed 15/0ct/z008  |10/15/2008 | [EFw| ool F 220,00 | 220.00
Thu 16/0ct/z00s (1071672008 | [EFw| [oo1 F 220,00 | z20.00
Fri 17/0ct/z008 (1071772008 | [EFw| (ool F 220,00 | zz0.00
Sat 18/0ct/zons 1071872008 | [FEle] [oo1 Ll 0.00 b
£ >
To access Shared Lodging, Official Days Off, or Per Diem MIE dick the following links:
0= 10=1%) |_l.|ul=1ir|gk Q/Qﬁ’icial Dags O > Per Diern MeIE
*Please note that since this site is categorized as OCONUS, the Lodging Taxes are not applicable,

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

2.

expenses.

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.

Page 100 of 170



E2 User Guide

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.

Daily Expenses

—>update Successful

Traveler Name Trip ID
TOM TRIMELE 18132-1

Expenses For: EYTV, TER

Reimbursement Type: Per Diem

Limnit 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): 3?§$nggd33$ii5§ [ apply to 2ll displayed
Begin Date (mm/dd/yyyy): [10/13/2008 (= Bsilijtedaina bell Apply to all displayed
End Date (mm/dd/yyyy): [10/15/2008 =~ ecketn o Currcegj Apply to all displaved
Currency Rate Llse*dugoé’ ool to all displayed

Currency Rate Remark
Apply to all displaved

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

M
Tue 14/0ct/z008  |10/14/2008 vl ool [ 2z0.00 | z2z0.00
wed 15/0ct/2008 [10/15/2008 | [EFw| 001 [ 2z0.00 | z2z0.00
Thu 16/0ct/z008  [10/16/2008 | [FEw| (ool [l 220,00 | 220.00
Fri17/0ct/z00s  |10/17/2008 | [Eg| (001 [ zz0.00 | 220.00
Sat 18/0ct/200s  |10/18/2008 | [l [oo1 L 0.00 v
£ >
To access Shared Lodging, Official Days Off, or Per Diem MAIE cick the following links:
1A= =10 L LS ) = S T er Diem MaIE
*Please note that since this site is categorized as OCONUS, the Lodging Taxes are not applicable.

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

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
TOM TRIMBLE

Expenses For: EYIV, UER

Reimbursement Type: Per Diem

Lirmit 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):

Trip ID
18132-1

Begin Date {mm/ddfyyyy): "l
End Date {mm/ddfyyyy): 'l

Date of Receipt [1p/12/2008 .
» |
Apply to Sl displayed
> imm/ddArryy) ‘ Apply to all displayed
Daily Lodging *LCU (200,00 Apply to all displayed

Look-Up Local Currency

Filter D ates

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

enet [ apoly to all displaved

Currency Rate Used forl:l .
*SE Apply to all displayed

Apply to all displayed

(- N
Tue 14/0ct/2008 [E~| [oo1 | O

) A
| kT

Wed 15/0ct/2008 @] (o0 | O | 240,00
-
»
Thu 16/0ct/2008 E=] [oo1 | O | :| 2}0.00
Fri 17/0ct/2008 @] [ooz | O

Sat 18/0ct/2008 [ MECE! | M
<

| J 2}0.00
| N1 Ao

| £

IR

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

Shared Lodging  Official Days Off Per Diem M2JIE

*Please naote that since this site is categorized as OCONLUS, the Lodging Taxes are not applicablge—

N

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. Select the Save button.

Official Days Off

Traveler Name Trip ID
TOM TRIMBLE 18152-1

Expenses for; EYIV, TEER

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/¥¥¥¥): [10/13/2008 =~
End Date (mm/ddfyyy¥): [10/15/2003 =~

Trip Dates: 10/13/2008 to 101872008

Official Day Off Trip Date -
(~ F Mon 13/0ct/2008
i Tue 14/0ct/2008
Wed 15/0ct/2008
> < U
F Thu 16/0ct/2005
i Fri 17/0ct/2008
< M Sat 18/00H20N8 v

A 4

( Save

Figure 151. Select Meals and Save
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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.

Traveler Name
TOM TRIMBLE

Expenses for: EYIV, TEER

Per Diem Meals and Incidental Expenses

Trip ID
18132-1

Filter by Date Range (both fields are required):

Beqgin Date (mm/ddfyy¥¥): [10/13/2008 Er
End Date (mm/dd/yyyy): [1o/15/2008 Bzl

Trip Dates: 10/13/2008 to 101872008

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

>
'[ [ select all breakfast meals [ select all lunch meals [ Select all dinner meals ]

Breakfast Lunch Dinner

X

Trip Date Provided Provided Provided Incidental Per Diem
(Mon 13/0ct/2008 25,00 124,00
Tue 14/0ct/2008 | | F 25.00 124.00
Wed 15/0ct/2008 [l [l O 25,00 124,00
Thu 16/0ct/2008 | | F 25.00 124.00
Fri 17/0ct/2008 [l [l O 25.00 124,00
\G4t 18/0ct/2008 O O F 25.00 124,00

< Save

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.

the dollar amounts.

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

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

e amaiasis saassaee P e g rmvmvean

TOM TRIMBLE 18132-1 Open Voucher

Trip Dates: 10/13/2008 to 10/18/2008 AMOUNT DIspursed: $546.U0
Duration: & Days

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: 40,00 $0.00 $0.00

Pay the Traveler: $0.00 $0.00 $0.00

Outstanding Advance Balance: $546.00 $546.00 $546.00

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 Youcher ID
TRIMBLE, TOM 181352-1 1
Trip Dates: 10/13/2008 To 101872008
*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 sirfare Airfare 2,744.00 Copy | Exponee
Edit
10413752008 TMC Fee 10.50 Copy |:| Exponse
Other Reimb ble E - Edit
3 10/17/2008 In.:frrre;m Hrsable EXRENSES  Misc Expenses 500.00 Copy —&=—> (.. e#
. Internet Service Edit
10/18/2008 Internet Service at Hotel 75.00  Copy O ExDonee
Private Auto - Advantageous Mileage to and Edit
10/18/2008 to Government from Airport e Copy O Expense
. Parking at Edit
@/18/2008 Farking pirport g0.00  Copy | Exponee
W
Expenses Pending Add
[ Delats ] [Saue ] [ 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 18132-1 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

Tor T

- ===t L] Expense a
Cancel
Expense: Cther Reimmbursable Expenses Incurred
Date of Expense =l
(mm/dd/yyyy): ~ |10/17/2008
Date of Receipt =l
(mm/ddfyyyy): |10/17/2008
Description: [Misc Fxpense
=lnmuunt*Ll:U: [ 500,00 ] Look-up Code ool
Currency Mame: Us Daollars
DOS Exchange Rate: 1 Allow me to enter oy own exchange rate
us Dollar Equivalent: 500.00
Site: KTV i
1 nn Trtarnat i Internet Service c nn Can | _Edit b
Expenses Pending Add
[ Delete ] [Saue] [ Add Expense ]

Figure 155. Enter Actual *LCU Amount

c. Inthe 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 *LCU field, and select the Save button.

Page 108 of 170



E2 User Guide

Transportation and Other Expenses

Traveler Name Trip ID ¥oucher ID
TRIMBLE, TOM 18132-1 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 - e L= Expense a
Cancel
Expense: Cther Reimbursable Expenses Incurred
Date of Expense =
(mm/ddfyyyy): |10/17/2008
Date of Receipt [
(mm/ddfyyyy): |10/17/2008
Description: Misc Expenses
> [Amount*LCU: 300.00 ] Lock-up Code |01

Currency Mame: Us Dollars
DOS Exchange Rate: 1 Allow me to enter my own exchange rate
Us Dollar Equivalent: 500.00
Site: K IW e

1nd e denn Trtarnat Sari Internet Service S oo | Edit »

Expenses Pending Add

[ Certte [Saue]) Add Expense ]
S —

Figure 156. Save *LCU 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 VVariance link.
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7.

O

T & LUl L LE IRy UL

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

will display the details of the expenses and allow you to make edits.

> I

Traveler Name Trip ID Youcher ID
TRIMBLE, TOM 18132-1 1

In this screen you can copy, edit, or delete an existing expense, or you can add a new expense. Selecting the Edit link

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, review Section 8.1 of the

user guide.
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\ 4

O

Trip ID
18132-1

EXpense: Estimated: Actual: Ditterence:
Trip Duration: 6 days 6 days 0 days
Number Of Sites Visited: 1 1 o
Lodging Expense: $880.00 £880.00 $£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 t41.92 £0.00
TMC Fee: £10.50 £10.50 $0.00
Youcher Transaction Fee: $£13.75 £13.75 $£0.00

n
»

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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e sisasean eepe ma O,
TOM TRIMBLE 18132-1 Open Youcher
Trip Dates: 10/13/2008 to 10/18/2008 AMOURT LISDUTSEd:  $590.UU
Duration: 6 Days
L $5,027.17 Open Youcher
Subtotal: $5,027.17 $5,027.17 $0.00
Payments Applied: { $0.00) ( $0.00) { $0.00)
Net 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 $0.00 $0.00
Outstanding Advance Balance: $546.00 $546.00 $546.00
O
>

Figure 159. Select Continue
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Allocations to Traveler must equal or exceed payments applied.

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 mermo iterns on individual credit cards.
Travel Charge Card: refers to the amount charged to the government charge card issued to the individual traveler. This
option 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 items 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-pocket expenses such as cash or government issued charge card expenses that are paid directly by the

traveler.

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 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.

Figure 160. Send To Approver Details

10. In the 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) Cpen Youcher

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

Cut-off Date: (raratddl 10/18/2008
@my final voucher for this trip.

This is not my final voucher for this trip. O

If you choose ‘This is my final wvoucher for this trip' you will not be able to file additional expenses for this trip without
completing a Supplemental Woucher,

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.,

Travel Charge

Expense Category: Amount to Allocate:V\Agency Billed: Card: Direct to Traveler: Total:
Transaction Fee $13.75
Lodging 0,00 0.00 g&0, 00 $550.00
Meals & IE 0,00 0,00 £82.00 $652.00
Airfare
*not editable CERE R
TMC Fee 10,50 0,00 0.o0 $10.50
a

- >
Other Reimbursable Expenses 0.00 o.00 s00.00 $300.00
Incurred
Private Auto - Advantageous to 0.00 o.00 41,92 441,92
Gaovernment
Farking 0,00 0,00 &0.00 $80.00
Internet Service 0.00 0.0o 75.00 $75.00

Tatals \ ) $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
option is enabled when the Agency's financial systerm 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 iterns 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-pocket expenses such as cash or government issued charge card expenses that are paid directly by the
traveler,

Figure 162. Amount to Allocate

» C | wiew/Edit Advances and Liquidation I D

Total Traveler: %

Less Liquidated Advance Amount: $

Total amount to traveler: %

Outstanding Advance Balance: %

Deposit 1: | Check ¥| percent 1:| 100 1% 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. In the 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.

Page 115 of 170



E2 User Guide

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 dick Add Advance Received Outside of EZ Solutions
and enter the amount from your Optional Farm 261,

Type of Type of Date Date Currency Conversion Foreign Amount

Advance Payment Requested Approved Status Code Rate Anmount U.5.E
Trawvel CASH 04/29/2008 04/29/2008 Closed ool 1.000000 S46.000 $546.00
Total requested advances: 546,00

Travel Advance Liquidation
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: S46.0 ]

Amount to be paid to Traveler:

Outstanding Advance Balance:

o K|[5eve )

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 vour 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.5.E
Trawel CASH 04/29/2008 04/29/20038 Closed oo1 1.000000 S46.000 $546.00
Total requested advances: 546,00

Travel Advance Liquidation

Total Paid Advances: $546.00

Remaining amount to be liquidated: 546,00

Total Dishursed to Traveler on Youcher {1):
Less amount of advance(s) to liquidate on this Youcher: S46.0

Amount to be paid to Traveler:

Outstanding Advance Balance:

> (@)

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&OOTE: The Send to Approver button will not be enabled until after the Accept box is selected.

14.

Voucher Acceptance Policy

In accordance with Federal regulations all single receipts of £75 and greater and all lodging receipts should be retained
for a period of & years and 3 maonths.,

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 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

:\[ Send To Approver ] ncel

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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D

Figure 167.0Outside 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 T LE

< Youcher for trip 18132-1 has been sent to approver. Please process any unused or partially used tickets.
[ —

+ Advanced Filtering Options

order by | Trip ID v |[__sortAscending | [ Sort Descending |
Trip ID oa # Destination Departure Date Approver Status Copy Trip
15132-1 KYIV, UKR 13-0ct-2008 Pending Voucher Approval Copy
18132 KYTM, UKR 13-Cct-2008 Amended Copy
Showing 1 - £ of 2
[ Manage Historical Trips | [ Craste Travel Authorization il

Figure 168. Voucher Sent to Approver Message
17. This completes the travel voucher process for the trip.

Page 118 of 170



E2 User Guide

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.

> D

Figure 169. My Approvals Link

3. Inthe Pending Approval screen and in the Approvals box, select the Vouchers link.

Approvals Pending Approval
Trips i it
Select Approval List to View: | Trip-by-Trip Autharizations Pending Your Approval v
Qpen suthorizations
Open Authorization Order by | Departure Date v
Amendments
Trip ID Traveler Name Destination Departure Date View Original Status

Group Autharizations

Lesuc) 8. Misc Claims
No record found

Woucher Reclaim

Showing 0 - 0 of 0
Travel &dvances

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.

Select Approval List to ¥iew: | youchers Pending Your Approval -

+ Advanced Filtering Options
Order by | Departure Date | » [ Sort Ascending ][ Sort Descending ]
Youcher ID Traveler Name Destination Departure Date Status
17996 (1 BURKE, PALL & CAIRO, EGY 20-0ct-2008 Pending Woucher Approval (BURKE, THOMAS P)
18132-1 (1 TRIMBLE, TOM KXW, UKR 13-0ct-2008 Pending Youcher Approval (BURKE, THOMAS P}
17139 (1) BURKE, PALL & INDIAMAPOLIS, 1N 21-Apr-2006 Pending Voucher Approval (BURKE, THOMAS P)
17175 (1) BURKE, PALL & BOSTON, MA 21-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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avcics o

A 4

Pop aw 1o svaus
TOM TRIMBLE 18132-1 Open Voucher
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
CQutstanding Advance Balance: $546.00 $546.00 $546.00

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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Trip ID
18132-1

Trip Duration: 6 days 6 days 0 days

Number Of Sites Visited: 1 1 u]

Lodging Expense: $£880.00 $£880.00 £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

g ]

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 Voucher 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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Qutstanding Advance Balance: $546.00 I $546.00 $546.00

sl

Figure 174. Review Claimed Expenses

8. 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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\ 4

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 WYoucher Approval
Trip Dates: 10/13/2008 to 101872008
Daily Expense Details for: 1071372008
Amount ~
Expense Expenses Claimed Amount Approved Remarks
Category: Type: Description: Rate: Basis: (%): [£3H Remarks: History:
Lodging Lodging KTV, UKR .00 uspD .00 .00 _
Lodaing Lodging Tax KTV, LKR Kaluli] usD a0 Rali] _
Meals Meals Perdiem  KYIV, UkR .0on usoD 93.00 23,00 _
Cther TMC Fee Rululs} UsD 10.50 10,50 _
Transportation  Airfare Airfare .aoo Ush  2744.00 2744.,00 _
L'
ST aniz ro an4= ro

Figure 176. Daily Expense Summary
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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 ¥Youcher ID Status
TOM TRIMBLE 18132-1(1) Pending Youcher Approval

Trip Dates: 101372008 to 1071872008
Daily Expense Details for: 1017 /2008

Amount

Expense Claimed Amount Approved
Category: Expenses Type: Description: Rate: Basis: ({$): {$): Remarks:
Ladging Ladging KTV, UKR Kalulu] Uso z2zo.o0 220,00
Lodging Lodging Tax KT, UKR 000 usD .00 .00
Meals Meals Perdiem KYTV, UKR .0on UsD  124.00 124,00
. hrbi-Feain s bie-Exp : dtdiseEnp . e ‘w
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: 10/13/2008 to 101872008

Daily Expense Details for: 1017 /2008

Amount
Expense Claimed Amount Approved
Category: Expenses Type: Description: Rate: Basis: (%) Remarks:
Lodging Lodging KYIV, UKR Naluli] UsD  220.00 220,00
Lodging Lodging Tax KYIV, UKR Naluli] usD a0 oo
Meals Meals Perdiem KYIV, UKR 000 UsSD 1z24.00 124,00
TRrer TNEr Relnoar, 150.00] |Other eﬂp$>
' zhould W
Totals: 644.00 644.00
< >

I~
g Subrmit Cancel

Figure 178. Enter Summary and Submit
4. When finished reviewing and correcting all expenses, select the Voucher link.

-

Traveler Name Youcher ID Status
TOM TRIMBLE 18132-1(1) Pending Youcher Approval

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.

Aravsigr Naiig Rl EIilR-10-110 3
TOM TRIMBLE 18132-1 Open VYoucher
Wansirhae Coimaes wamee
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

\ 4

Figure 180. Enter Total to Accounting Codes link
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s aveicy o
TOM TRIMBLE

Lo aw
18132-1

Subtotal:

EITTTIETETRN
Open Voucher

$4,677.17

$4,677.17

$0.00

Payments Applied:

( $546.00)

( $546.00)

( $0.00)

Met 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

Qutstanding Ad|

\ 4

=

To be
comp

TSN

leted by

CA Anhy

n
>

$1,362.92

$0.00

$546.00

$546.00

-

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.

B.NOTE: The remaining steps are required of all approvers not just FM.

J.
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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
TOM TRIMELE

Trip ID

Status
18132-1(1)

Pending Youcher Approva
Trip Dates: 10/13/2008 to 10/18/2008
Note to Approver:

OplisnalBemarks:

Figure 182. Add Remarks

8. Inthe 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.

—1
— >

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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—_ >

\

Figure 184. Close Optional Remarks
10. In the Approval Confirmation screen, the remarks will display. Select the Confirm button.

Approval Confirmation

Traveler Name

Trip ID Status
TOM TRIMBLE

16132-1(1)

Pending Voucher fppraval

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

Optional Remarks:
Add Remarks

- '
FROM DATE

|| approver May 5, 2008 at 01:24:PM

The travel voucher is approved with a reduction to Other Expenses incurred expense type,

.
> cf

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.

Figure 185. Confirm

Pending Approval

oucher 18132-1 {1) successfully approved.

SelecrRppr Lot oy TETTErs Fending Your Approval v

+ Advanced Filtering Options

order by | Departure Date v | [ SortAscending | [ Sort Descending |

¥oucher ID Traveler Name Destination

Departure Date Status
17996 (1) BURKE, PAUL & CAIRC, EGY 20-0ct-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 & BOSTOMN, MA 21-lan-2008

Pending Youcher Approval (BURKE, THOMAS P)

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. Once an E2
Solutions user account is created, the user will receive an email from system indicating an account is available for
the new user.

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, PaullMICTOMBSE :CWGT)

Dear Totmn Trunble,

This etnail is to ng

TOT LI LT ST

T olutions account has been established. To create your security profile, please click on the following link to log on

If you have any questions, please contact your Agency System Administrator. Policy prohibits E23olutions Custotner Supportt from assisting with login
or password related 1zsues.

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
ID.

_—_—

Figure 188 Initialize Security Information

4. In the 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.

gsol utions®

Edit Password Information

Se@ P o0

Enter your password, Passwords must be between 8 and 12 characters, MUst contain St least 1 numeric characker, 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: [ ee
Confirm New Password: [ eeee
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 vour
passward

First Security Question: whao is your favorite artist? 3

Security Answer: eees

Confirm Security Answer: sase

Second Security Question: What was the name of your first pet? v

Security Answer: [

Confirm Security Answer: [ |

Figure 189 Edit Password Information

5. Inthe Rules of Behavior screen, read the Rules of Behavior list and then select the | have read and
acknowledge the Rules of Behavior button.

<l ]

[a————— P——

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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Figure 191 Home Page
7. This completes the New User Access process for E2 Solutions.
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9. E2 Solutions User Profile

Each user of EZ 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.

o

Figure 192 My Profile Link
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User Profile

Traveler Name
TOM TRIMBLE

Please click the Edit Address Information link belows to enter address information for this user account.

Last Login Information
Login Time: Mon, 24 Mar 2008 12:39 PM CDT

Personal Profile Edit Profile
Position Title:
Employee ID: TRIM4221

Ticket Preference: Electronic

Default Homesite Edit Homesite
Default Homesite: "WASHINGTOM, DC
Default Depart Airport: DCA-Mational Airport (Reagan)

Address Information Edit Address Information
Mailing Address: Mot on record
Telephone Number: Not on record (Work)
Mot on record (Home)
Mot on record (Fax)
Mot on record (AlE 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 EZ2 Solutions

Primary Email: pburke@usaid.gov

The alternate email addresses can be an alternate email for vou, supervisor, or a manager to receive information
about travel arrangerments made through EZ Solutions

Alternate Email: Mot on record
Alternate Email: Mot on record
Travel Arrangers Edit Arrangers

Credit Card Information Edit Credit Card Information
Trawvel Charge Card: MNone Without a Travel Charge Card or a Personal Credit Card you will not be

Personal Credit Card: able to book hotel reservations

MNone

Travel Preferences
TMC Profile ID: MAA

Fegister PRI Certificate

Other Features
wWigw Approval Routing
Edit Favorite Accounting Code

Edit Password Information
Printable Profile

Figure 193 User Profile
2. After selecting the My Profile link, the User Profile screen will appear.

Page 135 of 170



E2 User Guide

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.

DefautHoTmes ite > Edit Homesite®)

Default Homesite: \“WASHIMNGTOMN, DiC
Default Depart Airport: DCA-Mational Alrport (Reagan)

Figure 194 Default Home Site
2. To change your Default Home site in the Default Home site screen, select the Edit Home site link.

Default Homesite:
# P C Edit Homesite

Default Airport: DCA [0 Lo i

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 Homecita

e
—

fﬂNACOSTIA M=
BOLLING AFR

COUNTY: DIST OF COLUMBIA
FT. MCHAIR

MARIMNE BARRACKS

Maval MEDICAL COMMAMND

Maval RESEARCH LABORATORY
MaValL SECURITY STATIORN

U.S. MAaVAL OBSERVATORYT

US. SOLDIERS AMD ATRMENE HOME
WALTER REED ARMY MEDICAL CTR
WASHIMGTOMN

WASHIMGTON MAVAL 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: WASHINGTOM, DC Edj ite
Dofault dicnost. o P Edit sirpart

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: [s

Country: | UNITED STATES v

A state may oy be sefacted 5 the country iz the United States.

State: | select State.., b

Code: Airport Name: State: Country:
DCA  Mational Airport {Reagan) DC us

WaAS  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: WASHINGTOM, DC Edit Homesite
Default Airport: DCA Edit Airport

NG
> Return to User Profile

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: Mot on record (Work)
Mot on record (Home)
Mot on record (Fax)
Mot on record (Al 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 dishursements when a mailing address is required.

Add or edit your mailing address and then select Save.
*Required Information
Address line 1*: (1300 Pennsyluania Avenus W

Address line 2:

City*: [washingten

State*: | DISTRICT OF COLUMBIA v

Zip Code*: [z02523

Work Phone*: [z2z-555-1212 (#rea code and telephone number

VYVVYVYYY

Home Phone*: [zz2-555-1313 (Area code and telephone number,

Alt Phone: (area code and telephone number

)
)
)
)

Fax: (&rea 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 Addeggs: 1300 Pennsylvania Avenue MW

Washington, DC 20523

Telephnx mhber: 222-555-1212 (Work)

222-595-1313 (Home)

Mot on record (Fax)
Mot on record (&t 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. If 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.

T £

P CEdit 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 3 manager to receive information about travel arrangements made through E2 Solutions
Alternate Email: Mot on record

Alternate Email: Not on recard

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

You are allowed up to three email addresses. The primary must be for vou,
slternate email addresses can be used for yourself, Travel Arrangers, or other
co-workers who need to receive emails about your trips.

*Required Fields
Primary Email Address: * [phurke@usaid. gou

Alternate Email Address:

Alternate Email Address:

.
NE =

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 Ecit 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:

Lame:
BURKE, JUDITH

BURKE, PAUL A4

BURKE, PAULT
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 sddresses

Name: Delete Arranger:
=P ELURKE, PAULT Delete

To delete a travel arranger from
your list of travel arrangers select
the Delete link next to the person
vou would like to delete.

Return 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.

NOTE: Entering Personal or Travel Charge Card information is optional. Hotels do require a credit card to
hold a reservation.

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 Mame Card Type Card Number Expiration Date Delete Card Edit Card

Cancel
Travel Charge Card

» Type of Card: MASTERCARD

P Card Number: |

P Expiration Month: January w

P Expiration Year: 2008

Personal Credit Mo Card on File
Card

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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Credit Card Information

> @ Credit Card Information
Travel Charge Card: MNone Without a Travel Charge Card or a Personal Credr i

Personal Credit Card: able to book hotel reservations
Mone

Figure 208. Edit Credit Card Information Link
2. Inthe Credit Card Information screen, perform the following actions:
a. From the 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.

© 0o

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 Cefault R

Save Defaults

Credit Card Information

Card Mame Card Type Card Humber Expiration Date Delete Card Edit Card

Travel Charge Mo Card on File Edit
Card

>
>

Personal Credit Mo card on File

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 w

Credit Card Information

Card Name Card Type Card Number Expiration Date Delete Card Edit Card

'.':':_:‘3' Charge | crepcarD 0 R T 3D 10/2009 O

Personal Credit

Card Mo Card on File

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 ID 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.

e —
TraverPTefeTrenTes » C Edit Travel Preferences))|

TMC Profile ID: MN/2

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 ID 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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0

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.

Horne Airport Find city/airpart

P SeatPreference | Selectone v
[]show detailed seat availability information.

Measl Preference | standard b

n
»
n
»

referred Airines | 15t Selection ¥ | clear Selaction

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

My Account Flight Preferences

The Home Airport is listed and defined
in the E2 Solutions user profile screen.

Figure 213 Flight Preferences Window

2. Inthe Flight Preferences screen, perform the following actions

In the Seat Preference field, select the drop down box to choose your Seat Preference.

In the Meal Preference field, select the drop down box to choose your Meal Preference.
In the Preferred Airline field, select up to three Airline Preferences.

OPTIONAL.: In the Special Instructions text box, enter Special Instructions for the TMC.

a.

b.
C.
d

TMC Transaction Fee.

NOTE: Adding remarks in the Special Instructions fields will result in an increase to the

When finished, select Save button.

preferred Chain: | 1st Selection

Special Instructions

Mv Account Hotel Preferences

Znd Selection W | Clear Selection

3rd Selection * | Clear Selection
Special Requests | 15t Selection | Clear Selection

2nd Selection | Clear Selection

3rd Selection | Clear Selection

W | Clear Selection

The changes to your profile are effective immmedistely and have been autornatically sent to W Government Traw b
candel Saue/l

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: In the Special Instructions field, enter Special Instructions for hotels.

3. When finished, select the Save button.

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.

O

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. Inthe 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.

Mv Account Rental Car Preferences

P car Type |intermediate v || 2 door || automatic ¥

P Special Requests 1st Selection W | 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 immediately and have been automatically sent to CW Government Travgladge.
>
o

——

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.

Figure 218 Frequent Traveler Program Link

2. Inthe Frequent Traveler Programs screen, select the Add Frequent Traveler Program button.

My Account Frequent Traveler Programs

Please DO NOT include;

- your SOUTHWEST AIRLINES, JET BLUE AIRLINES or AIR TRAN Frequent Flyer Numbers as this will inhibit completion of yvour reservations.

- ahy spaces of punctuation marks with your frequent flyer numbers.

My Frequent Traveler Programs

vou have not entered fraquent traveler programs ta your "My Fraquent Traveler Pragrams" section,

To add a frequent traveler program click the "add Frequent Traveler Program” button.

Add Fr 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.

Mv Account Frequent Traveler Program Information

Please DO NOT include;

- your SOUTHWEST AIRLINES, JET BLUE AIRLINES or AIR TRAN Frequent Flyer Numbers as this will inhibit completion of your
reservations,
- any spaces or punctuation marks with your frequent flyer numbers,

Program Type

wender | Selectone

Account Murnber

The changes to your profile are effective immediately and have bean autormnatically sent to CW Governmant Trav c,
e
TETON Save

Figure 220 Save Frequent Flier Information
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9.8.4 Passport and Travel Visas

1.
2.

In the Travel Preferences section of the My Account screen, select the Frequent Traveler Program link.
In the 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 Document” button to add a new Passport or Travel Visa,

My Travel Documents

“ou have not entered travel docurnents o your "My Travel Documents" section,

To add a travel document click the "Add Travel Document” button,

el Add Travel Document

e |

Figure 221 Add Travel Document Window

Mv Account Travel Document Information

“You can add a new travel docurnent or rodify an existing travel document. Please enter the travel docurnent information and then dick the "Save" button,

Document Type | Passport v

Country | (Select Countny

Murnber

Expirstion Date | harch - (03) v || 25 «||z009

The changes to your profile are effective immedistely snd have been sutormaticslly sent to CW Gouernment Trayshmiag.
LLLLL ] @b

Figure 222 Save Travel Document

In the 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. Log Out

After entering and completing the Travel Preferences section of your TMC Profile, select the Logout link

from the menu bar.

In the Logout screen, select the red ‘X’ to close the window.
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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 Features
‘igw Approval Routing D
Edit Favornte 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 TRIMBLE

Routing Templates Applied:
[Template Name Level Applied
CWGET DEMO TEMPLATE 1 Minor Customer

COMDITIONAL ROUTING-WVOUCHER 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

Routing Templates Applied:

[Template Name Level Applied

Disable for User

i GT DEMO TEMPLATE 1 Minor Customer

Miew Rules

Name: CONDITIONAL ROUTING-AUTH Tlg:
Rule Name Document Type Priority

all Authorizations Trip 20

Pool Name

CONDITIONAL ROUTING POOL
CONDITIONAL ROUTING POOL
CONDITIONAL ROUTING POOL
CONDITIONAL ROUTING POOL

Specific City Trip S

Specific Country Trip 10

All Travel Advances Travel Advance S0

CONDITIONAL ROUTING-YOUCHER Individual View Rules

Individual Routing Rules:
Mo rules.

Figure 226 Back Button

9.9.2 Favorite Accounting Codes (Place Holder -To Be Determined)

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 Favorite Accounting Code
Edli o

Printable Profile

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,

Figure 228. Accounting Code Search Window

3. Inthe Accounting Code Search screen, select the Drill-Down Search radio button and select the Continue
button.

Figure 229. Continue Search

4. Inthe 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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" ——]
A https:#lets. uat.carlson.com/ThinkCAP/serviet/LayoutMgr?L AYOUT=/shared/acctcodes/SearchPopup@SAY - Microsoft Internet Exp... g@g|

Accounting Codes Search:

1) AGCT/BUR | 1900 % | Refine Search

2.) BFY 2006 % | Refine Search

Results 1 -2 of 2

Accounting Code: Description: Available Funds:

[0 1900~2006~19 S01130000~4320~NA~3205190100~4320~1100~MNA~332000~NA

o
1900~2006~19 S0113000P~D136~NA~D3I165621797~1370~2155~NA~MNA~NA

u]

Showing 1 - 2 of 2

Select

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.

availab

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

le Account Codes based on what you previously defined, select Search button.
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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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r —
A https:#lets. uat.carlson.com/ThinkCAP/serviet/LayoutMgr?L AYOUT=/shared/acctcodes/SearchPopup@SAY - Microsoft Internet Exp... g@]g|

Accounting Codes Search:

1900 » | Refine Search

2006 » | Refine Search

1.) AGCY/BUR

2.3 BFY

Results 1 -2 of 2

Available Funds:

Description:
0

Accounting Code:
1900~2006-~19__ 501130000~4320~NA~3205190100~4320~1100~MNA~332000-~MNA
a

O

1900~2006~19 S0113000P~D136~NA~D3165821797~15370~2155~NA~NA~NE
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,
é ‘J 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:
Mo

Accounting Code:

1900~2006r19

S0113000P~D136rNA~DI105621FIF 137002155 M A r MArTIA

Balance Available;

Delete From Favorites:

0 Delete

[(search.. J[ Return to User Profile
A https:{fets. uat.carlson.com/ThinkCAP/servlet/LayoutMgr?LAY OUT=/sharedfacctcodes/SearchPopup@SAV. - Microsoft Internet Exp... g@g| 2008 CW Government

Accounting Codes Search:

1) AGCY/BUR 1900 % | Refine Search

2.) BFY 2006 + | Refine Search

Results 1 -2 of 2

Accounting Code:

Description: Awvailable Funds:
D 1900~2006~19 501130000~4320~MNA~3205190100~4320~1100~NA~332000~MA

L}
1900~2006~19_ S0113000P~D136~NA~D3165821797~1370~2155~MA~NA~NA

0

Showing 1 - 2 of 2

Please choose your account(s) and click the Select button prior to moving to a different page.
Otherwise your selectioni(s) will be lost.

é ‘3 Local intramet

Figure 233. Close Accounting Codes Search

8. In the Favorite Accounts screen, select the Return to User Profile button.

Favorite Accounts

Description:  Local Travel: Accounting Code:
No

1900~2006~19 50113000P~D1 36~NA~DEIAGE21 797157 02T GG~ MNA~N AN A

Balance Available: Delete From Favorites:

0 Delete

] Return to User Profile

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

wWiew Approval Routin
Edit Favaorite Accounting Code

& Edit Password Information
Printable 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

Cancel
Edit Password Information Authentication

To edit your password information, provide your current password OR answers to your security questions.

> Mstnrd: .......... | >

OR
O Who is your favorite artist?:

What was the name of your first pet?:

> ([ Continu= | D

Printable Profile

Figure 236. Continue Edit Password

4. Inthe Edit Password Information screen, perform the following actions:

—ST@ e oo o

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.
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Edit Password Information

Enter your password, Passwards 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:

ssennersnne
Confirm New Password:

A 4

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: wha is your favorite artist? v
Security Answer:

Confirm Security Answer: e

Second Security Question: what was the name of your first pet? v
Security Answer:

Confirm Security Answer: sesneesr

D) )

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.

—
< 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 ID, 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
wigw Approval Routin
Edit Favorite Accounting Code

Edit P, grd Infarmation
P Friritahls Profile s

Figure 239. Print User Profile
2. Inthe User Profile screen, select the Print this Page button.
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A Travelers Profile - Microsoft Internet Explorer

Print This Page

User Profile for TOM TRIMBLE - Apr 03 2008

Position Title:

Address Information:

Ticket Preference: Electronic
Employee ID Number: TRIM43Z21
Default Homesite: WaASHINGTOMN, DC

Email Information:

Mailing Address: 1100 wilson Blvd
Rosslyn, Wa 22209

Telephone Numbers: 571 555 1212 {Home)
703 555 1212 (Wark)
Mot on record (Fax)

Travel Arrangers:

Primary Address: pburke@usaid.goy
Alternate Address: Not on record
Alternate Address: Mot on record

BURKE, PAUL T

Favorite Accounting Codes:

Description Local Travel Active Accounting Code

Credit Card Information:

Approval Routing Rules

Credit Card: << Suppressed for securty ==

Document Type Priority

Rule

Approval Pool Name

Travel Advance 50

all Travel Advances

CONDITIONAL ROUTING POOL

Specific City

CONDITIONAL ROUTING POOL

Specific Country

CONDITIONAL ROUTING POOL

all Authorizations

CONDITIONAL ROUTING POOL

Trip 5

Trip 10
Trip z0
Voucher 10

all Wouchers

CONDITIOMAL ROUTING POOL

Voucher Reclaim 10

all Youcher Reclaims CONDITIOMAL 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: |Taxi ;I
Date of Expense [
(mm/dd/yyyy): |6/3/2008
Description: ITaxi
Amount LCU: |1|:||:| Look-up Code EGP Apply |
Currency Name: Egyptian Pound
Agency Exchange S £O000
Rate: '
Us Dollar Equivalent: L1Z 52

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

Dbject CBA Card Traveler | Authorized
Accounting 5t¥ing Code Amount Amount Amount Amount
SFgment Mares: BEFV.EBFY F_und.Operatin%Unit.Dro Fam Areg.Dibs_trihutio .Program EIemerg:.Suh
Element.Team Dlulslon.Beneﬁtlng Geo AreaProgram Target.Sub Object Code,Cofmmitrment Mbr
2007, MA, AD-H, 176-0131,110-011,001-200, 0000000,00-2CL . Q1EPR, 20616587099, g . . .
£ TR s 0has e L TR 0.00 0.00 1204,00 1%04.00
%933488108.CD-POP.N"#ID.DQD-UDI L 000-DCHA-W . 0, 01AA, AFAID , 11, MA, 1110001, 0.o0o0 0.00 SEE8.47 SE8.47
2007, MA , AD-X  1T76-01E1 ., 1104011, 001-900, 0000000.00-BOL. O1EPR . 2061687099, G B
110, MA, 2100301, 1090 .EGP n.00 n.oo Sl e
2007, 2 T POP A, 0 -001 ., 000-DCHA-W . 0., 01AA, A/AID . 11 . HA 1110001, 5 B B
AR pms a5 1=amrail /! 0.00 0.00 313682 2136.82
0.00 [} 2472.47 2472.47
Local Currency
TF Currency Code Amounts
U.S. Dollar
; ot ; Summary Amounts
Figure 242. Travel Authorization Foreign Currency Format Yy

Page 165 of 170



E2 User Guide

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: |.ﬁ.irfare ;I
Date of Expense [
(mm/dd/yyyyy: ~ |6/3/2008
Date of Receipt v
(mm/ddfyyyyy:  |6/3/2008
Description: I.ﬁ.irplane Tickets
Amount LCU: [1z000 Look-up Code EGP
Currency Name: Egyptian Pound
:;erl'!l:? Exchange 5.69000 Allow me to enter my own exchange rate
US Dollar Equivalent]_2108.96

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: ¢ 1475.51

Less Liquidated Advance Amount: $| 0, 00
Total amount to traveler: §[ 1475.51

Outstanding Advance Balance: $| 0,00

INELRH EGPC1 Local Currency Check, EGE =3 SRR ~| Percent 1:| 100 1¢f 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
Dbject CBA Card Traveler | Authorized
Accounting 5tHing Code Amount Amount Amount Amount
Srgment Mames: BBFY.EBFY Unit.Dro_Igram Areg.Dibs.tributiog.Drograrr\ Elemerl)t.Sub
Element.Team Divizien.Benefi rogram Target,Sub Object Code, Cofnmitment Mbr
2007, MA , AD-X, 176-0131,110-011,001-200, 0000000,00-B2L ., O1EPR . 2061687099, 8 3 B B
2907 A b g fres O 0.00 0.o00 1204.00 1204.00
%953438108.CD-POP.A!’AID.020-001 L 000-DCHA-W, O, 01AA, A/AID . 11, MA, 1110001, 0.00 0.o00 S6E8.47 SEE.47
%9334 ' -POP . A/AID, 020-001 . 000-DCHA-W . 0, 0144, A/AID, 11, N& L 1110001, 0.00 0.00 3136.82 136,82
0.o00 0.0, 24F72.47 247 2.47F
[ < \
TF Currency Code Local Currency
U.S. Dollar

Figure 245. Travel Voucher Foreign Currency Format

Summary Amounts
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13. Appendix C Special Trip Types

Special Trip Types and Expected Entitlements
Note: Please confirm expected entitlements with M/AS/TT policy office to ensure policy compliance

Duty Point

Transportation,
Shipping and Other

Suggested Reimbursement

Trip Type Airfare Enroute Per Diem | Daily MEIE Lodging P Exp type Special Hote
ta toifrom
airport and Link provided for: 3
airport tax Reduced - this allows redo-s-— TEAM 3TN a0 =
RER YES no *no *no allree- T rm mmmmmanes LR
- H

Click on this link to display the Special Trip Types and Expected Entitlements spreadsheet:

C:\Documents and
Settings\Imansir\USAI

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.
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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.

Genervd Remarks
Travel 1z authorized beginning onfabout to
onfabout

and return

Ex: Travel is authorized beginning onfabout 10/ 12067
otfabout 10/5/2007.

Mo lodging 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\USAI
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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 Voucher
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