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[bookmark: _Toc3785637]E2 ENHANCEMENTS 

Additional features and enhancements have been implemented in the Department’s travel management system, E2 Solutions. These enhancements improve and automate E2 processes, and change the look and feel of E2 for travelers, arrangers, and approvers in certain areas. The implemented enhancements to date are listed and are explained in further detail below: 

1. Automated Addition of TMC Fees 
2. Automated Reimbursement Type for Airfare Set Based on Reservations 
3. Automated De-Obligation of Travel Funds 
4. Return Rejected Documents Back to the Traveler 
5. Display of Fare Type Information with the Itinerary 
6. Expedited Self-Service for Expired Passwords 
7. Add Air Reservation to an Existing Hotel and/or Rental Car Reservation 
8. Cancel Air Reservations by Segment 
9. Change Travel Date on Voucher without an Amendment 
10. New Reports – Transaction Fees and Booked Reservations 
11. New Name for System – Generated Authorization, Voucher, and Local Travel Transaction Record 
12. Delete Attachments 
13. Improved Faxed Attachment Process 
14. GetThere Keep Alive 
15. Travel for Others Filter Options 
16. Retain Voucher Expense Data after Trip Amendment 
17. Increased File Attachment Size 
18. Expand Document Return Options 
19. Cancel a Reservation from within an Authorization 
20. New User Interface 
21. Edit Traveler Charge Card Information 
22. New Authorization Amendment Summary View

[bookmark: _1._Automated_Addition][bookmark: _Toc3785638]1. Automated Addition of TMC Fees 
What is happening and why? 

E2 will automatically populate a Travel Management Center (TMC) fee in the Expense list for the last reservation made via the online booking tool or with a TMC agent. Note, travelers are responsible for manually adding additional TMC fee expense(s) from previous reservation(s) or reservation changes to the voucher. 

What will you notice? 

The TMC fee, which previously had to be manually added in E2 by the traveler, will now be automatically added to both the authorization and voucher as described below: 
· Authorization: E2 automatically populates an estimated TMC fee to the authorization expense list when a reservation is associated to an authorization. 
· Voucher: The last TMC fee expense will be automatically updated on the voucher once the actual fee information is received from the ticket data. However, travelers must manually enter additional TMC fee expense(s) if multiple fees were incurred. 
Note: TMC fees are not one-time fees and are charged every time travelers make or update reservations. If a traveler first makes air reservations prior to a trip then adds hotel reservations later, they are charged two separate TMC fees. Additionally travelers are charged an additional TMC fee each time they make a change to ticketed reservations. TMC fees are non-refundable and must be expensed when reservations are canceled. 
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What actions do you need to take? 

Travelers must cross-check TMC fees listed on the voucher to the travel invoice and traveler charge card (TCC) statement to validate all TMC fees are included on the voucher. 
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[bookmark: _2._Automated_Reimbursement][bookmark: _Toc3785639]2. Automated Reimbursement Type for Airfare Set Based on Reservations 
What is happening and why? 

Reimbursement type (i.e., Traveler or Agency Billed) for airfare expenses will automatically default based on the method of payment associated with the reservation. With this enhancement, reimbursements will be directed to the correct account that paid for the airfare expense. 

What will you notice? 

E2 will automatically assign the “Pay To” value for an airfare expense on the authorization and voucher based on the method of payment used when the reservation was made. In most cases, the online booking payment default is TCC, which will default the “Pay To” value for the airfare expense to the Traveler. If the user does not have a TCC and the default is the Centrally Billed Account (CBA), the “Pay To” value for the airfare expense will default to Agency Billed. 
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Airfare expense with defaulted Pay To value based on the method of payment
Changes made to airfare reservations on approved authorizations that result in the use of a different method of payment will not update the “Pay To” value on the authorization; however, the “Pay To” value will be updated on the voucher. 

What actions do you need to take? 

Travelers must maintain their TCC information and preferred payment methods for air, rail, and hotel charges at all times. These settings can be updated by accessing the Profile tab, clicking the Edit Travel Preferences link, and then clicking the Charge Cards link. Updates to these settings will reflect in new travel documents and will not update in open travel documents. 
[bookmark: _3._Automatic_De-Obligation][bookmark: _Toc3785640]3. Automatic De-Obligation of Travel Funds 
What is happening and why? 

Approved authorizations will be automatically canceled if there is no voucher processed within 100 days after the trip end date. With this enhancement, funds will automatically be returned to the agency’s financial system when no voucher has been submitted. 

What will you notice? 

E2 will automatically send the traveler notifications at the following intervals when a trip that has ended is in Authorization Approved or Open Voucher status, or no voucher has been created: 
· Reminder at 30 days – Initial reminder to alert the traveler that a voucher has not been processed as of 30 days after the trip end date. 
· Warning at 60 days – Initial warning 60 days after the trip end date stating that the authorization will be canceled in 40 days if a voucher has not been processed. 
· Final Warning at 90 days – Final warning 90 days after the trip end date stating that the authorization will be canceled in 10 days if a voucher has not been processed. 
· Cancellation at 100 days – Notification to the traveler and final approver that the authorization has been canceled since a voucher was not processed within 100 days of the trip end date. 
What actions do you need to take? 

If you receive a reminder or warning notification in regards to a trip that was completed, you must submit a travel voucher before the date listed in the notification to avoid automatic cancelation of your travel authorization. If your trip is canceled, you will need to create a new authorization and voucher if you need to claim expenses for the trip. 
[bookmark: _4._Return_Rejected][bookmark: _Toc3785641]4. Return Rejected Documents Back to the Traveler 
What is happening and why? 

Documents rejected by Delphi, DOT’s financial system, will be returned directly to the traveler. Prior to this enhancement, rejected documents were returned to either the first approver or the last approver. Now the traveler will have the ability to view the rejected document and the reason for rejection to complete edits themselves. 

What will you notice? 

E2 will send the traveler an email notification if a document is rejected. When the traveler views the rejected document, a warning message will appear at the top of the Summary page with the reason for the rejection. Any comments added by the E2 administrator will be available via the Remarks link, in OTHER ACTIONS, on the left side of the page. 

What actions do you need to take? 

If you receive an email notification regarding your document being rejected, please follow the instructions provided in the email to make the appropriate corrections to the document before resubmitting. 
[bookmark: _5._Display_of][bookmark: _Toc3785642]5. Display of Fare Type Information with the Itinerary 
What is happening and why? 

Authorizations and vouchers will display more detailed airfare reservation information, including fare types and rules (e.g., refundable or non-refundable). Travelers and approvers will have access to more information regarding airfare reservations when making reservations and approving travel documents. 

What will you notice? 

An additional column for Fare Type will be added for air reservations within the Reservation step of an authorization, and a legend to help travelers decode the fare type information will show below the air reservations. 
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Fare type information will also be included in the following areas: 
· After clicking the Manage Trip Reservations link at the bottom of the Reservation step, the Summary column will include the fare type information. 
· The reservation section of the Trip Dashboard will include fare type information under the Description column. 
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Manage Trip Reservations window showing fare type details
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Reservations section of Trip Dashboard showing fare type details
· After clicking the Itinerary link in either OTHER ACTIONS on the authorization workflow or QUICK LINKS on the Trip Dashboard, the Class, Flight, and Seat column will include fare type. 
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Itinerary window from Trip Dashboard showing fare type details
[bookmark: _6._Expedited_Self-Service][bookmark: _Toc3785643]6. Expedited Self-Service for Expired Passwords 
What is happening and why? 

The self-service password reset process will become easier and faster. The initial step requiring a user to use an email link to reset an expired password will be eliminated. 

What will you notice? 

E2 will detect the expired password at the log in attempt and present the user with security questions. After entering the answers correctly and clicking Continue, the user will complete new security credentials (i.e., new password and security questions and answers), click Save, accept the Warning Message and Privacy Notice, and will be logged in to E2. 

What actions do you need to take? 

No action is required. 
[bookmark: _7._Add_air][bookmark: _Toc3785644]7. Add air reservation to an existing hotel and/or rental car reservation 
What is happening and why? 

Users will be able to either add an air reservation to (1) an existing hotel and/or car reservation, or (2) at the Trip Review and Checkout section at the end of the booking process. Users can also add a car or hotel reservation to an existing trip. Prior to this enhancement, users had to create a separate air reservation if they had booked a hotel and/or car reservation previously. Now users can easily add an air reservation to an existing trip without going through the process of creating a new reservation. 

What will you notice? 

From E2 the user will click Change Reservation to access an existing trip. Within the existing trip, an Add to Your Trip section will contain a dropdown for the user to select a hotel, air, or car to add to the trip. The user can also add a reservation at the Trip Review and Checkout section by clicking the Add to This Trip link. 

What actions do you need to take? 

Detailed instructions on how to use this enhancement are provided below: 

If your reservation is not yet associated with an authorization: 
1. Click Show Held Reservations from the My E2 Trips tab. The Held Reservations window appears. 
2. Locate the reservation on the list and click Change. The online booking site appears. 
3. Use the Add to Your Trip drop down menu to select the changes you want, such as adding a flight, hotel, or rental car. The online booking site moves you through the process. 
4. After confirming your changes, you are automatically returned to E2 and prompted to create an authorization from the changed reservation or save it for later. 
If your reservation is associated with an authorization that has not been submitted for approval: 
1. Locate the trip on the My E2 Trips tab. Click the Show link for the authorization to access the Authorization tab and workflow. 
2. Go to the Reservation step. Locate the reservation on the list and click Change Reservation. The E2 online booking site appears, showing your reservation information. 
3. Use the Add to Your Trip drop down menu to select the changes you want, such as adding a flight, hotel, or rental car. The online booking site moves you through the process. 
4. After confirming your changes, you are automatically returned to E2. Complete the authorization and submit it for approval. 
If your reservation is associated with an approved authorization: 
1. You must amend your authorization and then change your reservation. Click Amend Authorization on the Trip Dashboard. 
2. Go to the Reservation step. Locate the reservation on the list and click Change Reservation. The E2 online booking site appears, showing your reservation information. 
3. Use the Add to Your Trip drop down menu to select the changes you want, such as adding a flight, hotel, or rental car. The online booking site moves you through the process. After confirming your changes, you are automatically returned to E2. 
4. Complete the workflow. You should always review Site Details to be sure they reflect the changed reservation information. Submit your amended authorization for approval. 
[bookmark: _8._Cancel_Air][bookmark: _Toc3785645]8. Cancel Air Reservations by Segment 
What is happening and why? 

Users will be able to cancel flights individually for bookings that aren’t ticketed. This enhancement will give users greater flexibility and allow them to cancel a flight if their itinerary changes. 

What will you notice? 

Users will be able to cancel flights from the Trip Review and Checkout section in GetThere or by Accessing an Existing Trip in E2. 

What actions do you need to take? 

Users can cancel a flight in the Trip Review and Checkout section of GetThere by clicking the Remove This Flight link next to the particular flight. To access an existing trip in E2, the user would click Change Reservation. 
Detailed instructions on how to use this enhancement are provided below: 

If your reservation is not yet associated with an authorization: 
1. Click Show Held Reservations from the My E2 Trips tab. The Held Reservations window appears. 
2. Locate the reservation on the list and click Change. The online booking site appears. 
3. Under the Traveler Information section, each flight will have a Remove This Flight link. Click the Remove This Flight link to cancel individual air segments without canceling the entire booking. The online booking site moves you through the process. 
4. After confirming your changes, you are automatically returned to E2 and are prompted to create an authorization from the changed reservation or save it for later. 
If your reservation is associated with an authorization that has not been submitted for approval: 
1. Locate the trip on the My E2 Trips tab. If necessary, click the Show link for the authorization to access the Authorization tab and workflow. 
2. Go to the Reservation step. Locate the reservation on the list and click Change Reservation. The E2 online booking site appears, showing your reservation information. 
3. Under the Traveler Information section, each flight will have a Remove This Flight link. Click the Remove This Flight link to cancel individual air segments without canceling the entire booking. The online booking site moves you through the process. 
4. After confirming your changes, you are automatically returned to E2. Complete the authorization and submit it for approval. 
If your reservation is associated with an approved authorization: 
1. You must amend your authorization and then change your reservation. Click Amend Authorization on the Trip Dashboard. 
2. Go to the Reservation step. Locate the reservation on the list and click Change Reservation. The E2 online booking site appears, showing your reservation information. 
3. Under the Traveler Information section, each flight will have a Remove This Flight link. Click the Remove This Flight link to cancel individual air segments without canceling the entire booking. 
4. Complete the workflow. You should always review Site Details to be sure they reflect the changed reservation information. Submit your amended authorization for approval. 
[bookmark: _9._Change_Travel][bookmark: _Toc3785646]9. Change Travel Dates on Voucher without an Amendment 
What is happening and why? 

Users will be able to change departure and return dates, and sites information directly from a final voucher, without requiring an amendment to the authorization. 

What will you notice? 

When completing a final voucher, users can modify departure and return dates and sites on the Basic Information page. Select Final Voucher and Update Site Details option from the ‘For This Trip This Is The’ dropdown list located at the bottom of the Basic Information page. 
[image: ]

After the Basic Information page is saved, the Claim Expenses between End Date field is locked and the traveler is directed to the Site Details step in the voucher workflow. If date or site changes were made in error, delete the voucher and start again. 

Note: The adjusted voucher becomes the final voucher for the trip and the voucher cut-off date will update to reflect the new trip end date. In some situations, itinerary changes may impact information that cannot be updated on the voucher, such as a reduced expense amount for meals and incidentals. In this situation, users should amend the authorization to include the itinerary changes and update associated information (i.e., expenses). Once the amended authorization is approved, users can submit a final voucher for approval. Users cannot make itinerary changes that impact trip vouchers already submitted for approval. All other site detail changes are permitted. 

What actions do you need to take? 

Users should include in the Remarks section of the voucher an explanation for the changes (i.e., meeting ended early). The Remarks link is located under the OTHER ACTIONS column. 
[bookmark: _10._New_Reports][bookmark: _Toc3785647]10. New Reports – Transaction Fees and Booked Reservations 
What is happening and why? 

Two new reports will be available in the Reports feature in E2 to review transaction fees and booked reservations. 



What will you notice? 
· Transaction Fees (FIN005I): This is an interactive report that provides voucher transaction fees (VTF) and TMC fees for vouchers or local travel claims in Closed or Awaiting Payment statuses only. Administrators can utilize this report to view information about travelers, trips, and local travel claims that include transaction fee expenses. This report can be filtered to show transaction fees associated with account codes for specific funding organizations. Note, the data in this report is refreshed overnight. 

· Booked Reservations (RES004I): This is an interactive report that provides information about booked reservations, including the traveler name, confirmation number, booking and departure dates, and the last date to ticket. This report does not contain reservations booked directly by the TMC that have not been retrieved into E2 by the traveler. Note, this report contains live data and is updated in real-time. 
What actions do you need to take? 

The Transaction Fees report requires, at a minimum, minor level report access. For additional information regarding the reports, search and review the Report Catalog via Find Answers. 
[bookmark: _11._New_Name][bookmark: _Toc3785648]11. New Name for System-Generated Authorization, Voucher, and Local Travel Transaction Record 
What is happening and why? 

E2 generates and automatically attaches a printable record to travel documents (i.e., authorization, voucher, local travel) after final document approval. This printable record is available to users from the document Summary page, in the Remarks and Attachments section. 
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Previously titled Printable <document> (i.e., Printable Authorization) will display as <document> Financial System Transaction Record (i.e., Authorization Financial System Transaction Record) to better reflect the content and purpose of the file. 



What will you notice? 

Documents that receive final approval will have a <document> Financial System Transaction Record file attached in document Summary page. No changes will be made to any existing printable records and will remain attached from the same location. 
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Printable Authorization Financial System Transaction Record

What actions do you need to take?
 
No action is required. 
[bookmark: _12._Delete_Attachments][bookmark: _Toc3785649]12. Delete Attachments 
What is happening and why? 

Travelers, approvers, and arrangers will be able to delete attachments, including faxed and expense- level attachments, from all E2 document types. The delete option does not apply to system-generated attachments. 

What will you notice?
 
E2 will log an entry in the history file whenever a user adds or deletes an attachment. Attachments added to a trip prior to release 16.2 will not have a corresponding history entry notating when the attachment was added. However, if the attachment is deleted after release 16.2 is deployed, E2 will record a history entry for the deletion. 

What actions do you need to take? 

To delete an attachment, follow the steps below: 
Trip Level Attachments 
1. Access the Receipts and Attachments section of the Summary page. 
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2. Click the Edit Details link. The Trip-Level Attachments window appears. Click the Delete link to remove uploaded or faxed files. A prompt will appear to confirm the action.
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3. Click Exit Window when you are finished. Adding and deleting attachments will add entries to the trip history file. 
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Expense Level Attachments 
1. Locate the expense on the list and click the Modify link. The Edit Expense window appears, showing the Detail tab by default. 
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2. Click the Receipts tab. If there are existing receipts, they will appear in the list. Click the Delete link to remove the file.
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3. Click Exit Window when finished. Deleting receipts will add entries to the document history file. However, if you delete an expense, including an expense that also has attached receipts, no entry will be added to the document history file. 
[image: ]
[bookmark: _13._Improved_Faxed][bookmark: _Toc3785650]13. Improved Faxed Attachment Process 
What is happening and why? 

The E2 fax feature will allow the automatic addition of faxed attachments to a trip or local travel claim. This will automate retrieval of faxed documents directly into travel documents. Faxed documents will appear within 30 minutes of transmission and are automatically listed along with uploaded attachments. As explained above, faxed attachments can also be deleted. See Delete Attachments for more information. Additionally, E2 logs an entry in the document history file when a user attaches a document via fax or deletes a faxed attachment. 

What will you notice? 

The Display Faxed Documents and Retrieve Faxes links are no longer necessary and have been removed. Faxes attached to documents prior to the 16.2 production deployment will be migrated through the new fax tools and will automatically be available after the16.2 deployment from the document’s Attachment link or via the Receipts and Attachments section of the document Summary page. 

What actions do you need to take? 
1. Click the Attachments link in the OTHER ACTIONS section. The Trip-Level Attachments window appears. 

2. Click the Attach Fax link. The Fax Attachment(s) section appears. 
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3. Click the Print the Fax Cover Page link. A printable version of the cover sheet appears. 
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4. Click Print This Page. 
[image: ]
5. Fax the cover page, along with the information you want to attach to the document, to the number shown on the fax cover page. 
6. The system will retrieve the faxed document from the vendor and attach the document(s) in the trip or local travel claim within 30 minutes after transmittal. The faxed attachment will not include the fax cover sheet. 
[bookmark: _14._GetThere_Keep][bookmark: _Toc3785651]14. GetThere Keep Alive 
What is happening and why? 

E2 sessions for the online booking tool, GetThere, will remain active for up to 60 minutes while selecting, modifying, and reviewing travel reservations. This will allow users to complete travel reservation related tasks without interruption. 

What will you notice? 

This enhancement extends your session time in GetThere. You will return to the E2 login page once you exceed the time limit; however, your reservations changes will save. New reservations will display in the held reservations section until you associate them with a travel authorization. If you log out of GetThere without making, modifying, or canceling a reservation, no reservation changes will appear in E2. 

What actions do you need to take? 

No action is required. 
[bookmark: _15._Travel_for][bookmark: _Toc3785652]15. Travel for Others Filter Option 
What is happening and why? 

For arrangers, the Travel for Others section will automatically display the full list of travelers they are designated to arrange travel for with their current access permissions. This will allow arrangers easier access to travelers. 

What will you notice? 

The “Only show travelers for whom you are designated travel arranger” will be unchecked as the default, and the page will show the full list of assigned travelers (e.g., for an arranger with minor customer access, all travelers in the arranger’s minor customer). 
Travel for Others Page View for Arrangers 

What actions do you need to take? 

No action is required. 
[bookmark: _16._Retain_Voucher][bookmark: _Toc3785653]16. Retain Voucher Expense after Trip Amendment 
What is happening and why? 

Previously, when amending an authorization for an “in progress” voucher (i.e., a voucher in an Open or Revised status), the amendment process deleted the initial voucher. This enhancement provides users with two options to copy over expense changes and settings onto the final voucher. The user will have the option to use expenses from the amended authorization or in progress voucher. This will save users time and reduce the amount of rework to complete the final voucher. 

What will you notice? 

When you are creating a voucher after amending an authorization, you will have two options to select from for Transportation and Other (T&O) Expenses on the Basic Information workflow step: 
1. Use Only Approved Amendment Expenses, or 
2. Use Only Pre Amendment Voucher Expenses. 
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Voucher Basic Information Page







What actions do you need to take? 

If you amend an authorization and would like to use this feature, follow the steps outlined below: 
1. Create a new voucher after the authorization amendment is approved. 
2. Decide what T&O expense option to select on the voucher Basic Information workflow step. 
a. “Use Only Approved Amendment Expense.” Examples of when this option could be used include: 
· Copying over mileage and other expenses estimated on authorization, 
· Retaining expense mapping settings as adjusted on the authorization, and 
· Copying over travel expenses not captured in E2 reservations that were entered on the authorization (i.e., booked outside of E2). 
b. “Use Only Pre Amendment Voucher Expenses.” This option uses only the T&O expenses from the “in progress” voucher on the new voucher. Previously, the “in progress” voucher expenses would delete during the amendment process. Associated remarks and attachments are also included. Estimated T&O expenses from the amended authorization will not map to the new voucher. An example of when this option could be used is provided below: 
Example for “Use Only Pre Amendment Voucher Expenses” 
A user created a voucher with POV and lodging tax in the expenses. However, the user realized they did not request actual lodging for the first day. 
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In Progress Voucher Expense Page







The user is required to amend the authorization to include actual expenses. The user adds the actual lodging for the first day along with taxes for each day of lodging. 
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Amended Authorization Expenses Page

The user creates a second voucher and updates the basic information after the authorization amendment is approved. 
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Basic Information Page for Updated Voucher

The user selects “Use Only Pre Amendment Voucher Expenses” for T&O expenses. The expense screen on the second voucher displays the Pre-Amendment Voucher Expenses along with the lodging expense change that completed on the authorization amendment. 

[image: ]
Updated Voucher Expense Page

The user completes the remaining steps and submits the second voucher for approval. 
[bookmark: _17._Increased_File][bookmark: _Toc3785654]17. Increased File Attachment Size 
What is happening and why? 

The attachment size restriction on supporting documentation for vouchers will increase from two Megabytes to ten Megabytes. To date, travelers have generally had to attach multiple receipt files due to attachment size limitations. This new enhancement will allow E2 users to attach a single, larger attachment that contains multiple receipts, which not only reduces the amount of effort travelers invest in attaching receipts, but reduces the number of files an approver needs to open as part of the review process. E2 users can also continue to upload multiple documents, if preferred. 

What will you notice?
 
This enhancement will be available for (1) trip-level attachments when submitting authorizations and (2) expense receipts when adding or editing voucher expenses. 
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This enhancement will not impact existing limitations to the number of attachments allowed for trip attachments (i.e., no limit) and expenses (i.e., limited to five). 

What actions do you need to take? 

No action is required. 
[bookmark: _18._Expand_Document][bookmark: _Toc3785655]18. Expand Document Return Options 
What is happening and why? 

Approvers now have the option to return any document type (e.g., Authorizations, Advances, Local Travel Claims, Vouchers, etc.) to the traveler or to any prior approval level for revision. To date, approvers could only return documents to travelers. The document must then go through all prior levels of the approval process again before the document reached the final approval step. This new enhancement will allow E2 users to target the specific revision and associated approval level, which not only reduces the amount of effort for travelers and approvers, but also reduces the overall approval processing time. Approvers may also continue to return documents to the traveler for revision. 

What will you notice? 

Email Notifications 
When a document is returned to the traveler for revision, an email notification is sent to the traveler. When a document is returned to the primary approver, an email notification is sent to both the traveler and the approver. If the routing pool does not have a primary approver, an email notification is sent to all members of the routing pool. This will keep the traveler informed about the status of the document. 

Trip History 
When a document is returned to the traveler or a prior approval level, the return is documented in the Routing History as shown below. This will help travelers and approvers track the document through the approval process. 
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Document Status
When a document is returned to a prior approval level, the document status will remain as “Pending Approval” or “Pending Approval (Rejected by Agency).” When a document is returned to the traveler, the status of the trip will display as “Revised.” All voucher expenses will remain attached to the voucher when it is returned to a prior approval level. This will help ensure the traveler is reimbursed correctly. 

What actions do you need to take? 

The following steps must be completed to return a document to the traveler or any prior approval level: 
1. Click the Return button at the bottom of the Summary page. A Confirm Action window will appear. 
a. [image: ]
2. Select the person or group to whom the document will be returned. 
3. Select the reason for returning the authorization from the Reason drop-down list. 
4. Enter any necessary remarks in the Remarks field. 
5. Click Confirm to return the document. 
[bookmark: _19._Cancel_a][bookmark: _Toc3785656]19. Cancel a Reservation from within an Authorization 
What is happening and why? 

Users will have the ability to cancel a reservation directly from the Manage Trip Reservations window. Prior to this enhancement, users could only cancel a reservation through the Held Reservations window, as the Manage Reservations window only allowed users to remove reservations. This created a usability concern as users often misunderstood the function of the Remove link (i.e., users believed that removing a reservation was equivalent to canceling the reservation). Travelers who attempted to cancel a reservation using the Remove link would then be penalized for reservations not properly canceled in a timely manner. Now, users can easily cancel all components of the reservation (i.e., air, hotel, rental car) without any confusion or additional steps. 

What will you notice? 

A Cancel Reservation column has been added with a Cancel link in the Manage Trip Reservations window. Selecting the Cancel link cancels the reservation and removes it from the authorization. 
[image: ]

What actions do you need to take? 

Complete the following steps to cancel a reservation from the authorization: 
1. From the Reservation window, click the Manage Trip Reservations link. 
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2. Click Cancel to completely cancel the corresponding reservation and remove it from the authorization. The authorization will still remain available. 
[image: ]
Note: If you only need to cancel some reservation components, you should change the reservation. For more information on changing reservations, refer to QRC23 Changing Reservations or search for answer 4175 via E2 Find Answers. 
3. When the Cancel link is selected, a Confirm Action window displays to warn you that canceled reservations cannot be restored. Click Confirm to continue and cancel the reservation. When the reservation is canceled, you are automatically returned to the Manage Trip Reservations window. 
4. Click Exit Window to close the Manage Trip Reservations window and return to the Reservation step. 
[bookmark: _20._New_User][bookmark: _Toc3785657]20. New User Interface 
What is happening and why? 

E2 users will see a new interface that is more closely aligned to modern commercial travel-booking sites. This change will improve the users’ travel booking experience by providing more efficient ways to navigate E2 and manage travel.
 
What will you notice? 

The new E2 interface provides a clean and streamlined design. Users will see changes to the following areas within E2: 
· Updated colors, fonts, icons, and page layout styles; 
· Improved Collapse and Expand section indicators; 
· Clearer wording for making reservations and creating authorization actions (e.g., replaced the Quick Links list on the At a Glace tab with a Start a Travel Document section, changed the Shop First option to Make Reservations); 
· Added yellow highlighting on the unsuccessful login message that appears at the top of the page (e.g., Your last login was Wed, 31 Jan 2018 3:17 PM CST. There have been 2 unsuccessful attempts since your last login.); and 
· Added a new design to the Remarks section replacing the alternating blue and white rows with blue speech bubbles. 
The screenshots below provide a preview of some of these changes. 

[image: ]

[image: ]






What actions do you need to take? 

Continue using E2 as before and enjoy the new design! The FAA Travel Team is updating the E2 User Guides to reflect the UI changes, and these resources will be available on the E2 Online Help / Find Answers page. 
[bookmark: _21._Edit_Traveler][bookmark: _Toc3785658]21. Edit Traveler Charge Card Information 
What is happening and why? 

E2 users can edit saved TCC numbers, types, and expiration dates without having to delete and reenter card information in the Edit Credit Card Information section of their profiles. This will make updating new TCC information easier and faster in E2 in cases of lost or expired charge cards. 

What will you notice? 

The Edit Credit Card Information page, accessed from the User Profile section, has new options to allow users to update or edit TCC information without deleting existing cards or resetting Online Booking Charge Card Default settings. 
Review the following steps to update your TCC information. 
1. Click your Name in the top right corner of the E2 homepage and then Profile. 
2. On the User Profile page, scroll down and click the Edit Credit Card Information link. 
[image: ]
3. Modify TCC information in the respective fields. 
· Select the Type of Card from the Type of Card drop-down. 
· Enter the card number (without spaces or dashes) in the Card Number field. 
· Select the card’s expiration date using the Expiration Date drop-down lists. 
[image: ]
4. Click Save Changes at the bottom of the screen to update your user profile. The changes will push to the TMC for future online or agent assisted reservations. 
Review the following steps to delete existing credit card information. 
1. Click the trash can icon ([image: ] ). 
2. The fields will reset and remove the card information from your profile. 
3. Existing Online Booking Charge Card Defaults for that card are removed and reset to Select One. 
4. When you enter a new TCC, update the Online Booking Charge Card Defaults section to Traveler Charge Card for the airfare, rail, or hotel guarantee options. 

[image: ]
5. Click Save Changes when all selections are complete. 
What actions do you need to take? 

Travelers need to keep their TCC information up to date in their E2 profile to help avoid reservation complications when booking travel in E2. Additionally, travelers should only enter TCC information in E2 to book travel or for travel expenses. Personal charge cards may not be used. 
[bookmark: _22._New_Authorization][bookmark: _Toc3785659]22. New Authorization Amendment Summary View 
What is happening and why? 

Starting Friday, December 14, 2018, E2 approvers will be able to view a consolidated list of the changes made to amended authorizations. This feature will enable approvers to quickly compare previous versions of authorizations and identify cost differences. 

What will you notice? 

The Authorization page will have a View Amendment Changes link under the Other Actions section that will open the Amendment Changes Summary window. 
[image: ]

Approvers can compare the following authorization details to identify trip changes: 
· Trip Type 
· Trip Duration 
· Number of Sites 
· Mode of Transportation (To First Site) 
· Lodging Reimbursement Type 
· M&IE Reimbursement Type 
· Account Code: 
· Added if the current trip contains an account code not on the previous trip 
· Deleted if the previous trip contains an account code not on the current trip 
· Added/Deleted if both the current and previous trip contain account codes not on the other trip 
· Blank if no account codes were added or deleted 
· Transportation Expenses (total of all transportation expenses less any expenses for airfare, airline charge fees, and unused tickets) 
· Airfare Expenses (total of all airfare, airline charge fees, and unused tickets expenses) 
· Lodging Expenses (total of all lodging fee expenses) 
· M&IE Expenses (total of all M&IE expenses) 
· Other Expenses (total of all other expenses less any voucher transaction fee expenses) 
· Voucher Transaction Fee 
· Estimated Expense Total (total of all expenses) 

What actions do you need to take? 

Follow the steps outlined below to use this feature: 
1. Click the My Approvals tab, select from the list of travelers’ trips, and click Show. 
2. On the Trip Dashboard page, identify the most recent authorization document or select a previous authorization document to compare earlier amendments. Click Show to the right of the document details. The Authorization page will appear. 
3. Click the View Amendment Changes link under Other Actions on the left sidebar. A window will appear listing the differences side-by-side between the authorization selected and previous version. 


ESC eTravel Admin
1

image3.png
[FEES TOTALING 33.079P CHARGED IN ADDITION TO TKT PRICE,
FEE USD33.07PP-AIR AGENT INITIATED DOMESTIC

MName Invoice / Ticket / Date

Base Taxi a2 Iax3 Total
ar81zjoerz1ceseses/doMAIE  USDAD3TZ  30.28US 82020 20.20XT 62,90
472817/000SFCTRF/16MAY1E 33.07 33.07
Total Amount 29547

Form of Payment: VEOOXXXXIOX

CWTSato Invoice with TMC Fee Charge





image4.png
30-Sep-2015
30-Sep-2015

30-Sep-2015
30-Sep-2015

Type

Rental Car

Meals and Incidentals

Amount Description
610.84 Commercial Plane expense generated from Confirmation Number: QTEFLY
21821 Lodging expense in Ontario, CA, Unied States including lodging taxes

‘Commercial Auto expense generated from Confirmation Number: QTEFLY and

21598 endor Dolar Rent a Car

19050 MEE expense in Ontari, CA, United States

Traveler

Traveler




image5.png
Step 2 : Reservation

Terveler Name: 31T AMBER Tip - 221522 Authorizaton Status: Sesised Authorzation

i Your st dee to ke i resruntion s 16-Jr-2016. |

Confirmation Number: QKVIBRIT

Air &
eperwetete From To T S IO vewor  Lowvpane  f e
Toestay sy 15, orarnematons Catesrom | o | coonouy 71 U Moy Setember nnc chage
-ty o5 = = Reehaton
Ty dsony 21, Dt Ot motorsl . | coonony s Urfed  Mondo Scomber Gonae
201508 Siom o onD) Kiines 205 Rewnston

Fare Typer YCA:Goutconac e CA: ot canvos e rted vty B Go convact e busoss cose_DG: Gt sz i va oty
Reratamiene . R onardaele e

Fare type information for air reservation




image6.png
Manage Trip Reservations
Confirmation Code: Retrieve|

Confirmation
Select Gont ‘Summary

06-Dec-2015 05-24am Air travel
& usocwn from O'Hare Intemational (ORD) to Dallas/Ft Worth Intl (DFW)





image7.png
Confirmation Number

BINZDX

—
08-Dec-2015 06:24am Air ravel, Hotel, Car Rental
from O'Hare Intemational (ORD) to Dallas/Ft Worth

i

Status.

Reservations Booked

Ticket

No

Show

®





image8.png
tinerary.
Confirmation: USOCHH

Air &
Coutmaton /B, Frant 3 Sea o
Vendor contmaton /€T3 Dats & Times =
Economy Glss T
ort Tussdo.Deceor 05, 231505 24am
Untdnnes oocoms | o 6220 e e D 8. 201 ot Qs lismatond (0P
ol i curen oviem
Sconamycies I
Einf ot oy, ecember 1000 0 (L
umeaannes  oseows | DT o iy Desemoes 10 01503 4epm SASUT oM OFVD.

Estimated Amount: 306.20 USD.

Faro Type: YCA: Gortcortractfare CA: Qo carract far imiod avalanity CD: Gort cemrac far business closs
15+ Cort - contiact T imicd avalabity  REF: Rckundablo aro. NRF: Non 1ofndabie fars

Ticket Data

No ticket data available.

Exit Window|




image9.png
00 Dashiourt | Voucher

bkl Step 1 : Voucher Basic Information

Traveler Name: KOREY TANNER

TADID: 224483 VoucherTD: 1

Voucer Ty Pl Vowchr s Gon vt |

OTHER ACTIONS
Remaks
Atadments

P Voucher

o vistary

hew Roubng fistory

overnde o

EXTRAS

Greste T,

Specific Travel Purpose:
Trip Begin Date:
Trip End Date:
Claim Expenses Between:
Begin Date:
£nd Date:
Document Number:

For this trip this s the:*

save ond west s sove]

Oracla
25-1an-2015
273302015

25-Jan-2016
27-1an-2015

R

Final Voucher and Update Site Details

[T P

Pt e

Voucher Basic Information Page





image10.png
Receipts and Attachments - Edit Details

C)

Display Faxed Documents

Trip Attachments - Trip ID: 224476

uploaded By Date Submitted File Name Show
£2 Solutions 2aDec NS TLOT4 AN putnorization Financial System Transaction Record Show

Receipts and Attachments Section





image11.png
E2 Travel Authorization Financial System Transaction Record

Tue Doc 29 12:56:23 CST 2015

PRIVACY ACT NOTICE: The followng information  provited 1o comply wihthe Prizacy Act f 1674(F S 3-57) The réormation requested on the
form s recurec under e pIOVSOS of 5U.S.C. Clispter Z7{es amenced, Execatve Oroers 11009l July 22. 1871, and 11020/ March 27, 1662, for
the purpoza o fasitating autherization action and the raquet for advanee of funds for tavel and cther @xpensas 1o be incurred under adminitraive.
“The ioTTa0n contaned 1 i form i be 126 by the Federal agency DTesrs an eTDIOYESS Who have 3 nesd for Such rformabonin he.
perfomence of their dbes. Informstion wil be bensfer=d io sppropriste Federal State. loca, o forsign agencies when relevant i civl, Gimnsl o
roguistory investigations, or procesuions. Failura o provids the inforaion recured wil rcultin iy or suspansion of the proceszng of t fom.

Autnorization Information

Doemant Norvbar T Sk Ausrorzatond Typs of Autherizaton
Toooz244m2 Auboicason fpproved 224482 Topeby T Autroraton
Troveler Oficel Duty Sisien e Travel Cherge Coré

JANREUTLER Mnespors. MV N





image12.png
Receipts and Attachments - Edit De

Trip Attachments - Trip T0: 229371

Upleaded By Date submittad File Name

Show
o 10-May-2015 10:24:57 5

RAKES, MARY S e Conference Sthegule pif show

S L0-may-2015 10:65108

e TripReseipts odf Show




image13.png
Trp-Level Atiachments.

e Lo 2 g A oo 70 .

Note: Deleted attachments cannot be restored without

i e ety Snon seme
e menioaen mou (5 uploading the attachment again.
B Ars you sure you wish to delata this attachmant?

Atacn s




image14.png
Document History

130y 6 Wed 08 24PV e by MATY SRS

ey 02451 s o ot CaSDar USALD MK 1 - S ADNINT)
ey e 05591 . Msman Conernes Serad s it e by ERY S RAKES
o W05 B e T 5 34 AR S RAKES.
ey B30 Adman i 5 s by NARY S AKES

G SR SN W s S o P SR A WA




image15.png
Step 4 : Expenses ®

e opers L)
P e ——
- pp— e e





image16.png
Edit Expense - Registration fee for $450.00 on 15-Aug-2016

Detsil | Remaria | Receipis

L ———

Add New Recelpt

‘a0 Keceint
Size Lint: 2 egebytes - Allowe Types: FO=

FileName Dt Atiached fttached By
TopRescipt o 1.4ay-2015 033837 PMCOT FAKES, MARY 3





image17.png
Document History.

ey 16 Wed 055090 _Cument isus Osen Vauener.
15Mey 16 Wed 0350PM - Crtac by NARY S RAKES

180Mey 16 Wed 09.50PM - Crestzc for Mine Cusiomer USAID - Mo 1 - &S (ADMINT)
5Ny 16 Wed 05:5 10 - Ateshment TrpRESCIEH.pot 63100 Bf MARY S RAKES
18May16 Wed D5:55PM - Aechment TripReselot. oo deeled by MARY S RAKES

Deperture dates and timea sre shown in local tie for departurs location. Expiration dates and imes are shown in Cental Time





image18.png
Add New Attachment

Add Attachment
Size Limit: 2 Megabytes - Allowed Types: POF

File Name Date Attached Atiached By Show Delete

it wingow] (R e Afh P okt atach a fred





image19.png
e ‘Click to print the fax cover page.

1. Print the Fax Cover®age

2. Faxthe Cover Page with your attachment(s) to the fax number noted on the Cover
Page.

After correctly faxing the Fax Cover Page with your attachment(s), the documents will

display above within a few moments.




image20.png
Print This Page || Gose:

IR

22971

This cover sheet must be the first page faxed with the bar code at
the top of the page.

Never include private or sensitive information, such as
social security, credit card or bank account number in fax.

Include this cover sheet with the receipts and fax to:
1-877-396-5780

E2 TRAVEL DOCUMENT/EXPENSE REPORTING
Traveler name: MARY RAKES

Trip Id #:229371

Standard Document #:
Date Submitted: 10-May-2016

Number of pages attached: (including cover page)




image21.png
Step 1 : Voucher Basi )
Only appears if you are creating a voucher after amending an

authorization and the amendment process deleted a voucher in
Traveler Neme: JanTaMsR  Tep OPeN” or "Reviced” status.

-- Select "Use Only Pre Amendment Voucher Expenses” to use only
|, Some expenses may conflict with the TRO expenses from the deleted voucher on this new voucher.
o Standard expense mapping for T&O expenses on the amended
Bosic Infermation authorization will not be performed. (This does not impact lodging,
meals and incidentals, or transportation expenses derived from
reservations assodated with the trip, such as airfare and rental car
Type of Travel: expense.)
Spacific Travel Purpose:
Select "Use Only Approved Amendment Expenses” to create this

Trip Begin Date: - -
new voucher using standard expense mapping processes for all

Trip End Date:

expenses.
Claim Expenses Between:
Begin Date: 21-Mar-2017
End Date:* [25-Mar-2017

{((Transportation and Other Expenses:* [Use Orly Pre Amendment Voucher Expenses v

Document Number: (System Assigned)
For this trip this is the:* Select One v

Save and Next Step




image22.png
Expenses - Edit Detalls.

Travel Charge Card: 1510

Traveler:
Unassigned.

Amount:

7148
.00

286,58

1t voucher

Order by: [Date v | Sart Ascending|Sart Dascending]

Date
602018

6ov201s

06 Nov201s

06-Nov2015

sov201a

Trpe
Locgng
Meas ana ncicentals

Priate AL Mieage
Priate At Auheresd

Priate AL Mieago
Pikaie AL AUhoizEd

Voucher Transacton Fas.

Amount
458.04 Lodging expense in Dallas, T, Uniac Staes ncluding ocging ires.

22400 MBIE xponso I Dalas, X Uniod St

14472 From es oty 258 mies @ $0540per e
14472 From 1y o res 268 mies @ 0540 per e

15,10 Veucher Transacion Fee

PayTo
Taveier

Tavoir
Taveier
Tavelr

TravelCraige
s

atactmenti)

Show
snow

show

Show

Stowing 1-5of 5

Romar] Rocucsa@




image23.png
Step 4 : Expenses @

Travelor Name: HELISSA A HATHERLY.

Tip 10: 2760

Authorization Status: v 2uthorzsion

| @ ot expenses ave e e sucesty.

Expense Tnformation

Travel charge Cord: 15,10

Traveler:

Unassigned:

100004
000
09534

Filter options.

Order by: Date

oeNovanta

e
Vests ang ncsonaie

P e eage
P e Svmresa

vt s g
P i Svmresa

[Sort Ascending/Sort Descending

amount Descrtion

A7a0s LoSan0 Sxpensein Datas, T, Unded 5ams mcwsng
ocgrg s

22400 WA wpensain Dl T, Unied St

16990 From ey lcaton - 35 mies @ 50540 pr s
16899 Fom o caton o - 350 s @ 50340 .

Pyt
Tavdar

s e
e

oy Copy Deite
ooy
oaty

Hoany copy Osies

Hoany copy Osies




image24.png
Step 1 : Voucher Basic Information

Traveler Names MELISSA A HATHERLY

THPTD: 2780131 VoucherID:  Vouche

Basic Information

Type of Travel:
specific Travel
Teip Begin Da
Teip End Date

urpose:

Claim Expenses Between:

Begin Date:
End Date:+

Hission (Operational)
test 16,4 retain voucher during auth amend proces
05-Nov-2016

6Nov-2016

ov-2016 ]

Transportation and Other Expenses:* [ Seizct e

Document Numbe:

For this trip this is the:t

Select One
Use Only Approved Amendiment Experses
Use Only Pre Amendment Voucher Expe

2nd voucher after auth
Jamendment approved




image25.png
[rovernome: wscn e wio, 2] [vovberto 1 ] vohertion s vihrstas o v |

[© sskinrmaion s bt e |

®
order by: [Date v
o e e s oy com oo
o Lot T et
L . T et
T o T L T e T ot Cony Dao
novanie [IEARMINS 1147 oy res- 208 mies @S540 per e e i cony osee




image26.png
“Trip-Level Attachments

Never include private or sensitive information, such as social security, credit card or bank.
‘account number n fax.

Q) usability Conference.pdf was successfully uploaded.

e v

et g

Atlowed Types: FOF

File Name.

Dote Atached Attached By Show  Delets
Ussbity Corference pdf 18-4an.2017 021432 PN CST Show  Deete
Exit Window|

Eax

Trip-Level Attachments Showing 10 Megabyte Attachment Size Limit

Edit Expense - Parking for $75.00 on 09-May-2017

[7)
et Remams | Recsipts

Never include private or sensitive Information, such as social security, credit card, or bank
account number in fax.

mm-_

Allomed Types: POF

File Nams.

Date Atisched

Show Delete

[Exit Window|

Edit Expense Window Showing 10 Megabyte Attachment Size Limit




image27.png
View Routing History ®

Traveler Nome: ROGER TRIMBELL Teip 10; 240917 Authorization Stetus; Pending Authorzotion Aogrovel
Routing History

e Acton Routng vestory Detasn

1A 2017 1049 14 Stmernt e Avoroval Pook RICK TEST POOL bt

A0 0414 Suemisd i Apgeovel ot DOL DEVPOOL L1 sy History entries showing document

R0 133534 Surmited i Apwoned Peok DOLDEVPOOL L1 ad3 FETUMEd tO Agprover and Traveler.

22017 133838 Neroved

1A 201T 133834 Locked s Axrorec

12802007 H Retumest o Agprowr By AP DEV S ABBATE

124002017 134120 Locked 5 Accrover TRABELL RCXM| Fiower oy TRMBELL. RICK M

2200 134238 i e Apgenel Poot DOL DEY 7 a0 o ik AT Amerastons dov pect

A 20T 134240 Acxored

w017 134330 Locked s Aprover "ABEATE, DEV S ke 35 appeovor by ASBATE. CEV S

C-May 2017 150930 Retuems o Teaveks Br Acprons DEV'S ABGATE

eparture dates wnc Urves e shown n focal trvefor deparirs locaton, EXpiraton dates and times are shown in Cantral Tome

Routing History Window




image28.png
Appmve Unlock

Return Button

Return Toz*

Travolor
Reason:¢  [DOED MDEHART POOL (LINCOLN, IRIS)

|DOED MDEHART POOLZ
Note: Remarics cannot b edited or daieted. Review all information before proceeding.

Allowed Characters: 42-720-34 ()/: 7T ,."_-

Remarks:

2000 characters lef.

D0 you want to proceed?

‘Confirm|Cancel

Confirm Action Window




image29.png
Manage Trip Reservations
Confirmetion code: [ |Reiiierd

Contrmanon
Sokct Nmber
v WG

[ wimo

[Selact and Ciosesaect]Ext Windon]

camel

‘Manage Trip Reservations window showing Cancel link





image30.png
e |

T ——————

e

ot B S e e L SmmE
o

oo S e Y, Smmim—

o v 0 bz et g St

o o e~

PR pR—

T -

Reservation window showing Manage Trip Reservations link





image31.png
Manage Trip Reservations
Confirmation Code: [Retievel

Connrmanion
setect. LRI summary Reservations Reservation
130042017 07.15em A v

from 51 Poul Intemctional (EF) to B0 Ar Teminal (Oowen Fiekd) ¢,
v wceva e Show  Mowe

Nemurcae fre. Non Retindsble

Gancel

[Saloct and ciose]

Manage Trip Reservations window showing Cancel link




image32.png
ﬁmmm

Current Login Page View New Login Page View

e Loca Tavel

ek Links | Shop it v

‘Current Homepage View





image33.png
(G wes wsrmows TawesoRomess  vewsocuiais o

AtaGlance Trips  LocalTravel  Open Authorization  Group Authorization

| ik Yourlastlogin was Mon, 19 Mar 2018 $:47 AM COT. There have been 1 unsuccessful atermprssince your st o)

&3 Start a Travel Document Bulletins.

‘What would you ke to do today? | Make Reservations . n O roue

‘New Homepage View




image34.png
Credit Card Information

[ Eat Creat Gorg Tnformatien |

Travel Charoe Card: Without a Travel Charge Card or a Personal Cradit Card you will not be 3516 © BOOK
None hotel raservations.

User Profile, Credit Card Information Section





image35.png
npestea Nocwimis

Credit Card Information Page





image36.png




image37.png
Online Booking Charge Card Defaults




image38.png
Other Actions
o —
Prinatie Auharization

Compact Prinibie
Authorzation

Dy Expenses Summary
Trp Hizory

View Routig Patn

View Routing History

Travel Agene Assisance.

|

“Amendment hanges summary
Desi
ToTee

M Of st Frstie)
LosgrgremmusenencTioe
(PP ————
o e
Araresoerses

Loy eeres

e Euses

Esumaced Bpense Tl

w361
Carteence meran g

15070050

assers
Cortenc ove TanTanng
sone

Other Actions Options

‘Amendment Changes Summary Window





image1.png
ézsmutmns’




image2.png
[ — E— e
e e 46240 Carmmarca Plore e e rom ot TSRS
T
RS- 45172 Lo s s i, o, s e g g s 1T
R — [ —— T
Ernate futo e cag= rom Home to. miles mile. raveler
e TSRO a0q o omsto e 24miss s 503 .
T et s e
sivpe e 5307 St P g o Gt . o
Erer—— o =

Voucher Expense Screen With TMC Fee Amount





image39.png
! E Enterprise Services Center




image40.png




