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1 Introduction

This document contains information regarding the group authorization process for E2 Solutions users
utilizing both Federal Travel Regulations (FTR) and Joint Travel Regulations (JTR). Features and options
specific to JTR functionality will be indicated when possible.

1.1 Understanding Travel Authorizations

In E2 Solutions (E2), an authorization is a request to travel. There are several types of authorizations,
outlined in the following table. This user guide covers creating and amending group authorizations (GAs),
and creating a trip under a GA. USCG may use group authorizations when multiple travelers from the
same office or unit are attending a conference.

Authorization Type Description

Trip-by-Trip A simple request to travel. This is a one-time request for a specific travel
itinerary. Also called "TDY travel.”

Open (Blanket) An open authorization (often known as a "blanket authorization" or OA) is a

Authorization preapproved request to travel at a future date. It may be limited to specific time

periods, locations, or maximum costs. An open authorization can cover trips for
up to one fiscal year.

Trip Under an Open After an open authorization is approved, you can create requests to travel

Authorization under the OA. As long as the individual travel request conforms to all of the
properties and limitations of the open authorization, it automatically inherits the
approval status of the open authorization and does not require additional
approval steps.

Group Authorization A request for a group of travelers to go to a common destination or itinerary.
The group authorization allows each traveler to depart from (and return to) their
own home site.

Trip Under a Group After the group travel authorization is complete and approved, each traveler is

Authorization notified that they can create an authorization for travel under the GA. As long as
the individual authorization conforms to all of the properties and limitations of
the group authorization, it automatically inherits the approval status of the group
authorization and does not require additional approval steps.

Dependent Travel This is a request to travel for a dependent (e.g., spouse, child). Dependent
travel requests may be single requests, or may be requests to travel under an
open authorization. There are specific restrictions that apply to dependent
travel.

NOTE: Trips created under a GA are also available for amendment. The process is the same as
amending an authorization. (Refer to UG26 — Amending Authorizations for more information on this
process.) GAs have an identifying number that appears in the OA/GA# column of the trips list.

CWTSatoTravel Proprietary & Confidential Page 3



USCG UG80 Creating Group Authorizations

2  Getting Started

There are two ways to start a group authorization in E2. From your My E2 page:

e Select Create Group Authorization from the Start a Travel Document list on the At a Glance
tab.

e Select the Group Authorization tab, and then click Start a New Group Authorization.
You can also access group authorizations that were previously started but not completed.

e Select the My E2 Group Authorization tab, locate the GA on the list, and then click the Show
link.

e From the My E2 At a Glance tab, click the link to the GA in the To Do List. Depending on the
number of documents requiring your attention, however, this link may not always be available.

CWTSatoTravel Proprietary & Confidential Page 4
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3  Completing the Basic Information Step

The Basic Information step is the first step in the group authorization workflow. This page requires you to
enter the basic information required for the group authorization, including the type of travel and travel
purpose.

From the My E2 At a Glance tab, complete the following steps.

1. Select Create Group Authorization from the Start a Travel Document list.

Make Reservations

Show Held Reservations
Create an Authorization
Creats Local Travel Claim

Create Open Authorization
What would you like to do today?

{E:! Start a Travel Document

Figure 1: Start a Travel Document — Create Group Authorization option

2. Click Go. This displays the Group Authorization Basic Information page.

Step 1: Group Authorization Basic Information &

Owner Name: RIS LINCOLN Group Authorization |D: Group Authorization Status: New

Basic Information

Type of Travel® | Select Type of Travel... W |

Specific Travel Purpose:® | |

Document Mumber: (Systemn Assigned)

*Required

Save and Next Step Save

Figure 2: Group Authorization Basic Information page

3. Enter the required information.

a. Select the type of travel for which you are creating the group authorization from the Type
of Travel drop-down list.

NOTE: The options available in the Type of Travel drop-down list reflect your agency's
travel policy. If the option you need is not available, contact your travel assist team for
clarification and assistance.

b. Enter the purpose of the trip in the Specific Travel Purpose field.
c. The Document Number field is disabled and displays (System Assigned). E2 will
automatically assign a document number when the GA is sent for approval.

CWTSatoTravel Proprietary & Confidential Page 5
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4. Click Save and Next Step to save your changes and move to the next step in the GA workflow,
or click Save to save your changes and remain on the Group Authorization Basic Information

page.

TIP: If you navigate away from the Group Authorization Basic Information page before you save
your changes, the group authorization is not created or assigned a GA ID, and your input is lost.

CWTSatoTravel Proprietary & Confidential Page 6



USCG UG80 Creating Group Authorizations

4  Completing the Site Details Step

The Site Details page for a group authorization is very similar to the Site Details page for a standard
authorization. Use this page to provide travel details for the group; these details become part of the
limitations for group authorization travelers. Authorizations created under the group authorization must
conform to the GA specifications to inherit the approval status of the group authorization. If they do not

conform to the limitations, they are routed for individual approval.

collapse or expand all sections

Step 2 : Group Authorization Site Details @
Owner Name: RIS LINCOLN Group Authorization |D:  GA40123 Group Authorization Status: New
[Site 1] Begin: Homesite
. e
Departing Date:* | | =
Departing Time:* | Morning - 08:00 AM |
Departing From: Traveler's Homesite
Going To* |
. e
Arrival Date:* | u
Mode of Transportation:* | Commercial Plane A4
Add Site
[Site 2] End: to Homesite
. e
Returning Date:* iy
Returning From: *
Returning To: Traveler's Homesite
. .
Arrival Date:* | | o
Arrival Time:* [ Momning - 08:00 AM V|
Mode of Transportation:® | Commercial Plane ¥
*Required
Save and Next Step Save Back to Step 1: Basic Information

~

Figure 3: Group Authorization Site Details page

Complete the following steps.

1. Enter the requested information in the "Begin" section.

a. Departing Date — Enter the group's date of departure in the field (formatted DD-MMM-

YYYY), or click the calendar icon to select the date from the drop-down calendar.
Travelers must begin travel within one day of this date.

CWTSatoTravel
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NOTE: If you enter the date in another format, E2 will convert it to the appropriate format,
if possible.

b. Departing Time — Select the time the group will be leaving from the drop-down list.

c. Departing From — This field defaults to Traveler's Homesite and cannot be changed.
When the traveler creates an authorization under this GA, they may have the option of
selecting a different departure site, if their travel policy supports that capability.

d. Going To — Enter three or more characters from the name of the location to which the
group is traveling, pause, and then select the city from the drop-down list. You can also
click the globe icon (.) to select the city.

e. Arrival Date — Enter the group's anticipated date of arrival at the "going to" location in the
field, or click the calendar icon to select the date from the drop-down calendar.

f. Mode of Transportation — Select the mode of transportation to be used by the group
when traveling between the "departing from" and "going to" locations from the drop-down
list. The field defaults to Commercial Plane.

2. Enter the requested information in the "End" section.

3.
4,

a. Returning Date — Enter the date the group will be returning in the field, or click the
calendar icon to select the date from the drop-down calendar. Travelers must end travel
within one day of this date.

b. Returning To — This field defaults to Traveler's Homesite and cannot be changed. When
the traveler creates an authorization under this GA, they may have the option of selecting
a different return site, if their travel policy supports that capability.

c. Arrival Date — Enter the group's anticipated date of arrival at the "returning to" location in
the field, or click the calendar icon to select the date from the drop-down calendar.

d. Arrival Time — Select the time you will be arriving from the drop-down list.

e. Mode of Transportation — Select the mode of transportation to be used for the group's
return from the drop-down list.

Click Add Site between segments to add additional destinations to the group's travel plans.
Click Save and Next Step.

4.1 Search Location

The Search Location window displays when you click the globe icon (.). Use it to search for locations
(i.e., per diem sites). Complete the following steps.

1. Select the location's country from the Country drop-down list.
2. If you selected United States in the Country field, select the location's state from the State drop-
down list.
3. Enter all or part of the location's name in the Site field.
4. Verify the date shown in the Rate valid on field is correct. If necessary, you can enter a date in
the field, or click the calendar icon to select a date from the drop-down list.
5. Click Search. The window displays a list of sites matching your search criteria.
TIP: Results are limited to 100 items. To narrow the search, enter additional characters in the
Site field, and then click Search again.
6. Click the radio button next to the site you want to select.
7. Click Save and Close to select that site and return to the Site Details page.
4.1.1 Standard Rate or County, Other, Foreign Areas, or Non-Foreign Areas
If you cannot find the correct per diem location, select one of the following options (at the bottom
of the Search Location window).
CWTSatoTravel Proprietary & Confidential Page 8
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4.2 Add aSite

Standard Rate or County (for a location in the United States)
Other
Foreign Areas or Non-Foreign Areas (for a foreign location)

These options cause a City Name field to display on the Site Details page. Enter the actual travel
destination in the appropriate City Name field (Departing From or Going To) that displays below
the per diem location field. Do not include the state or country information in a City Name field;
enter only the location name.

Under certain circumstances, you may want or need to add an additional site to the group's travel plans.
Complete the following steps.

1. Click Add Site, which adds a site between your beginning and ending destinations.
2. Verify or change the existing information.

a.

Departing Date — Enter the date of the group's departure for the new site in the field, or
click the calendar icon to select a date from the drop-down calendar. The field defaults to
the "Begin" departure date plus one day, or the departure date plus one day for any site
added prior to the new site.

Departing Time — Select the time the group plans to depart for the new site from the
drop-down list.

Departing From — This field is read only and defaults to the previous destination.

Going To — Enter three or more characters for the name of the new location to which the
group is traveling, pause, and then select the new city from the drop-down list.

Arrival Date — Enter the date you plan to arrive at the new site in the field, or click the
calendar icon to select a date from the drop-down calendar. The field defaults to the
previous site's departure date plus one day.

Mode of Transportation — Select the mode of transportation to be used by the group to
travel to the new site from the drop-down list. The field defaults to Commercial Plane.

3. Click Save to save your entries.

CWTSatoTravel
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[Site 1) Begin: Homesite on 13-Feb-2013 to Peorla, IL, United States

p | —

Departing Date:* [19-Feb-2018 |

Departing Time:* [Moemng - 0800 AM v |

Departing From: Traveler= Homesite

Going To:* |Peana, IL, Urmed States

Arrival Datec* 19-Feb-2018 |2

Mode of Transportation:* i,c,umm,cr[,ld F'L-lre o V-
Add Sita

[Site 2] From: Peoria, I, United States on 21-Feb 2015 Lo Bloomington, I, United States

Departing Date:* ‘21»5'-?-4)-;018 | vy

Departing Time:* [ Momng - 0600 AM W |

Departing From Peoria, IL United States

Golng Tor* [Bloomington IL, United States

Arrival Date* 21-F | =

Mode of Transportation:* “ Commercial Auto s

Add Site

[Site 3] End: Bloomington, IL, United States on 22-Feb-2012 to Homesite

Rl
Returning Date:* |22-Fen-2018 | *
Returning From: * Bloomingtan, IL United States
Returning To Travelers Homesite
Arrival Date:* [22-Fen2018 e
Arrtval Time:* [Motming - 08 00 AM v |
Mode of Transportation:* | Commesciat Plans v
Require
 and Naxt Step Savw Sck 50 Shep 1 Bewe Information

Remeve Ste

Figure 4: Group Authorization Site Details — Multiple destinations

CWTSatoTravel
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5 Completing the Travelers Step

This step allows you to select the travelers that will be part of the group. When the group authorization is
approved, each traveler will be notified via email, and may see a To Do List item to create a travel
authorization for the GA.

A group authorization must include at least two travelers. As owner of the group authorization, you may
also be a traveler within the group, but this is not required.

Travelers

Order by: Sort Ascending = Sort Descending
Rental Car

Traveler Name Email Address Authorized Remove

o No travelers have been added.

Select Travelers &

Save and Next Step Save Back to Step 2: Site Details

Figure 5: Group Authorization Travelers page

Complete the following steps.

1. Click the Select Travelers link. This displays the Traveler Selection window.

Traveler Selection

M Search For Traveler

Last Mame: | |

First Mame: | |

E2 Userld: | |

Email: | |

Search

Save and Close Save Exit Window

Figure 6: Traveler Selection window

CWTSatoTravel Proprietary & Confidential Page 11
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2. Enter at least one character in any of the available fields.

3. Click Search. A list of users matching your search criteria displays below the Search for Traveler
panel.

e You are limited to travelers within your office or workgroup.
e You may be a traveler on the group authorization, but it is not required.

Traveler Selection
- R , -
A Search For Traveler
Last Name: | | E2 User Id: |LISCg- |
First Name: | | Email: | |
Search
Select Name E2 Userld Email Address
- JACKSOM JEREMY USCG-0011223 Jeremy Jackson@uscg.com
JAMESON, JENMNA USCGE-9900112 Jenna.Jameson@uscg.com
(] JOHNSONJALYMNM USCGE-8800000 Jalynn Johnson@uscg.com
| JOMES JOMATHAN USCGE-7788000 Jonathan_Jones@uscg.com
MCDONALD,CATHERINE USCGE-1122334 Catherine.McDonald@uscg.mi
L g - EE——— . - - - e
Save and Close Save Exit Window

Figure 7: Traveler Selection — Search results

4. Click the Select check box to the left of each traveler you want to include on the group
authorization.

5. Click Save. The Group Authorization Travelers page is updated with your selections.

Repeat steps 2-5 until you have selected all travelers for the GA.

7. Click Save and Close to save your selections, close the Traveler Selection window, and return to
the Group Authorization Travelers page. The page now includes a list of all selected travelers.

o

Travelers

Order by | Laut Name V| Sorf Ascending  Satt Descending
~ Aol Car
rirveler Name Emad Address 2 Hewniiree
Authoreed
OPES. INGRD MdenartSCATsatst aet com v o
LAWRENCE, 1SA4C moemant o

LARCASTER, 1AN moens

select Travelers &

Sava and Naxt Stop Saw Beck 15 Sen 3 Ste Detaly

Figure 8: Group Authorization Travelers — Selected travelers

CWTSatoTravel Proprietary & Confidential Page 12
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8. Review the list and make changes, if needed.
e Authorize a rental car for one or more travelers.
e Remove a traveler from the list.

9. Click Save and Next Step.

5.1 Authorizing Rental Cars

You can authorize one or more travelers on the group authorization to book a rental car for the trip. Only
travelers who are authorized to book a rental car can add a rental car reservation to their authorization,
without requiring the authorization be routed for individual approval. Travelers who are not authorized to
book a rental car are not prevented from making the rental car reservation, but this action will cause the
authorization created from the GA to be routed for approval.

Select the Rental Car Authorized check box for each traveler authorized to book a rental car.

5.2 Removing Travelers

Click a Remove link to remove the corresponding traveler from the list and the group authorization. This
displays a Confirm Action window. Click Confirm to confirm your action and remove the traveler.

CWTSatoTravel Proprietary & Confidential Page 13
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6 Completing the Expenses Step

Use the Group Authorization Expense Details page to provide an estimate of expenses per traveler. Any
trips created from the GA that exceed the estimated expense threshold will be routed for approval.

You can also select additional reimbursement types that will be available to the travelers for the trips
created from the GA. The Per Diem and Reduced reimbursement types are always available; the other
options available for selection include:

e Actual lodging
e Actual M&IE
e Zero expenses

Step 4 : Group Authorization Expense Details @
Owner Name: IRIS LINCOLN Group Authorization ID:  GA40128 Group Authorization 5tatus: MNew

Expense Details

Estimated Expenses per Traveler:® |

Allow reimbursement types: W Actual lodging
M Actual M&IE
vl zero Expenses
*Required

Save and Next Step Save Back to Step 3: Travelers

Figure 9: Group Authorization Expense Details page

Complete the following steps.

1. Enter the maximum amount of estimated expenses allowed per traveler in the Estimated
Expenses per Traveler field. If a traveler's trip exceeds this limitation, that authorization will be
routed for approval.

2. The Per Diem and Reduced reimbursement types are available to travelers by default. Use the
Allow reimbursement types check boxes to select the additional reimbursement types available
for trips created from the GA.

3. Click Save and Next Step.

CWTSatoTravel Proprietary & Confidential Page 14
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7  Completing the Accounting Step

The Group Authorization Accounting page is used to select the accounts to fund the GA. During the
approval process, the document will route to your Funds Manager and then your AO, and the necessary
POET lines will be added for the GA. Once the GA is approved, the selected account code will be
automatically added to each trip created under the GA.

Click the Save and Next Step button to move to the next step in the group authorization process.

Step 5: Group Authorization Accounting «

Owner Name: [RIS LINCOLN Group Authorization ID:  GA40125 Group Authorization Status: New

l 1- No account codes selected. Click the 'Select Account Codes' link below to add an account code.

Accounting
6 Mo account codes selected.

Select Account Codes &

Save and Next Step Save Back to Step 4: Expense Details

Figure 10: Group Authorization Accounting page

CWTSatoTravel Proprietary & Confidential Page 15
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Completing the Summary Step

The Group Authorization Summary page allows you to review the group authorization and make sure it is
correct before you submit it for approval.

Step 6 : Group Authorization Summary o

Owner Naone: CASLTS GARCIA Group Aurhonzateon D GARTS Sroup Authoraacon Statusi  New
coEagse of axpand all se
Basic Idormation - E4A Details =
Type of Trave co TTEMDANCE (P4
Specific Travel Purpose: Co
Ouranon 4 Da
Document Number term e
Site Detadls - fdit Detady =
{Site 1] Begin: Homesite on 01 Dec- 2021 10 Les Vegas, NV, Usited States ~
[Sie 2] End: Laa Vegas, NV, United States co 04-Dec 2021 to Homestie ~
Traveles - Ldif Deiady .

LastNome v| Sotdscending Sort Descending

Rarawl C
Troveler Name Ermail Address .

Authorized
ALD, CATHERING

Casverine McDoraldBuscg mi
N, ENNA

JenrajamessnJLacg com
Expense Detais- Ldit Datalls

Por Travelier Expenses

Alkow reimbursemsnt ypes

Acceunting - il Delais

o No account codat selected

Remarks - Ldn Detaily

o NO remarss found

Receipts and Attachesents - Egit Detlails

Artached Documents

Sead %0 Approww

flack 30 Steg S Acoounnine

Figure 11: Group Authorization Summary page

CWTSatoTravel
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Complete the following steps to submit the GA for approval.

1. Review the information in each section. If you need to make changes, click the Edit Details link
in the section header to return to that workflow step.

2. When you are finished, scroll to the bottom of the page and click Send to Approver. This
displays a Confirm Action window.

3. Click Confirm. Typically, the document will route to your funds manager and then your AO, but
routing may vary for your unit or office.

CWTSatoTravel Proprietary & Confidential Page 17
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9

9.1

Other Actions Available

The Other Actions section on the left side of E2 provides links to actions that are commonly performed
while creating a group authorization, including:

Adding remarks
Attaching documentation

Printing the group authorization
Viewing document history
Viewing the approval routing path
Viewing routing history

Add Remarks

You can add remarks to the group authorization. Remarks may be used to explain a selection, or provide
additional information to others who have access to the document, such as approvers, auditors, or
administrators. Complete the following steps to add remarks to the group authorization.

1. Click the Remarks link in the Other Actions section. This displays the Remarks window.
2. Click the Add Remarks tab.

Remarks for GA35547

View Remarks Add Remarks

Mote: Remarks cannot be edited or deleted. Review &ll information before proceeding.

Allowed: Az-Zz095()/:7@,."_-

2000 characters left.

Save and Close Save Exit Window

Figure 12: Remarks — Add Remarks tab for a group authorization

Enter your remarks and review them. Remarks cannot be edited or deleted after you save them;
make any changes before saving.

TIP: Avoid copying and pasting text from other applications. Doing so may result in invalid
character errors.

Click Save and Close to save your remarks and close the Remarks window.

CWTSatoTravel

Proprietary & Confidential Page 18



USCG UG80 Creating Group Authorizations

9.2 Attach Documentation

In some cases, you may want to attach supporting documentation to your travel request. E2 allows you to
upload or fax documents and attach them to the group authorization. These documents will remain
attached to the GA, and can be accessed and viewed by approvers and auditors.

Complete the following steps.

1. Click the Attachments link in the Other Actions section. This displays the Group Authorization
Attachments window. The maximum file size and allowed file type information display below the
Add Attachment link.

Group Authorization Attachments

Add New Attachment

Add Attachment

Size Limit: 10 Megabytes - Allowed Types:
PDFJPGJPEG,GIFTIFFTIF.PNGEMP.XLS XLSX,DOC, DOCKTXT

File Name Date Attached Attached By Show Delete

Exit Window Attach Fax

Figure 13: Group Authorization Attachments window

2. Click the Add Attachment link. This displays the system Choose File window.

Select the PDF file you want to attach to the group authorization.

4. Click Open. You are returned to the Group Authorization Attachments window. A success
message displays when the document is attached, and the new document appears in the list.

w

CWTSatoTravel Proprietary & Confidential Page 19
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Group Authorization Attachments

,ﬂ Usability Conference.pdf was successfully uploaded.

Add Mew Attachment

Add Attachment

Size Limit: 10 Megabytes - Allowed Types:
PDFJPGJPEG,GIF TIFF TIF,PNG,BMP XL XLSX, DOC DOCK, TXT

File Name Date Attached Attached By Show

Usability Conference.pdf 24-Jan-2018 01:53:25 PM C5T LAWREMNCE, ISAAC show

Exit Window Artach Fax

Figure 14: Group Authorization Attachments — Attached Document

5. Click the Show link to view the document.
TIP: If this is not the document you want attached to the group authorization, click Delete to
remove the file. You are able to delete attached files at any time prior to final approval, as long as
you have edit privileges for the document. Adding and deleting receipts will add entries to the
history file.

6. Click Exit Window.

9.2.1 Attaching a Document via Fax

If you have paper documents, you can attach them to the group authorization via fax, if that
capability is available to you. Complete the following steps.

1. Click the Attachments link in the Other Actions section. This displays the Group
Authorization Attachments window.

2. Click the Attach Fax link, which opens the Fax Attachment(s) section in the window.

3. Click the Print the Fax Cover Page link. This displays a printable version of the cover
sheet. The fax cover page includes a special bar code that associates the fax with the
group authorization and includes the phone number to use; the fax cover page must be
the first page of your fax.

4. Click Print This Page.

5. Fax the cover page, along with the documents you want to attach to the group
authorization, to the number shown on your fax cover page. The fax will automatically be
added to the list of attached documents within 30 minutes of receipt.

NOTE: Adding an attachment via fax will add an entry to the history file.
CWTSatoTravel Proprietary & Confidential Page 20
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9.3 Print the Group Authorization

Complete the following steps to review the printable version of the group authorization.

1. Click the Printable Group Authorization link in the Other Actions section. The group
authorization appears as a PDF file in a new browser window.

2. Click the Print icon (E) to print the document.

TIP: Under certain circumstances, the document may appear as an HTML file with a Print button.

If this occurs, click Print to print the group authorization.

Official Group Authorization
24-Jan-2018

PRIVACY ACT NOTICE: The following information is provided to comply with the Privacy Act of 1974(P_5. 93-579). The information requested
an the form is required under the provisions of 5 1U.S.C. Chapter 57(as amended), Executive Orders 11609 of July 22, 1971, and 1102 of March 27,
1962, for the purpose of facilitating authorization action and the request for advance of funds for travel and other expenses to be incurred under
administrative. The information contained in this form will be used by the Federal agency officers and employees who have a need for such information
in the performance of their duties. Information will be transferred to appropriate Federal, State, local, or foreign agencies when relevant to civil, criminal
or regulatory investigations, or prosecutions. Failure to provide the information required will result in delay or suspension of the processing of this form.

Document Number: 35547G

Peoria, IL United States

Owner name Status Group Authorization Id
LINCOLN, IRIS Revised GA35547

Arrive Depart

19-Feb-2018 22 -Feb-2018
Destination Estimated Expense per

Traveler
1500.00 USD

Authorized Travelers

LAWRENCE, ISAAC
LOPES, INGRID (R)
LANCASTER, IAN

"R" Indicates Rental Car Authorized

Purpose of Travel

Quarterly site visit

Reimbursement Type Allowed

Actual lodging
Actual meals
Zero Expenses

Approving Official

Accounting Codes

0201M2007.8.2008.EP000000.JMB.21010.0.000.170.N.0000.000000.000000
1100M2017.8.2017.EYER0000.664.21010.0.000.000.N.0000.000000.000000

Remarks:

Figure 15: Printable Group Authorization

9.4 View Group Authorization History

Click the View History link in the Other Actions section to display the Group Authorization History page.
This page allows you to view an audit trail of actions taken on the group authorization, including the date

CWTSatoTravel Proprietary & Confidential

Page 21



USCG UG80 Creating Group Authorizations

and time of the event, actions take on the document, document status, and user who performed the

action.

Group Authorization History &

Owner Name: CARLOS GARCIA Group Authorization ID:  GAS735 Group Authorization Status: New

Document History

03Nov21 Wed 06:48AM - Current status New Authorization
03Now21 Wed 06:48AM - Created by CARLOS GARCIA

03Nowv21 Wed 06:48AM - Created for Minor Customer:Base National Capital Region Minor Customer 2 (CG02)

Departure dates and times are shown in local time for departure location. Expiration dates and times are shown in Central Time.

Figure 16: Group Authorization History page

9.5 View

the Routing Path

When a group authorization has been submitted for approval, the status of the document changes to
Pending Authorization Approval, and it is sent on a specific path that may include multiple approval steps,
triggered by a set of rules that are applied to the GA. Click the View Routing Path link in the Other

Actions

section to display the View Routing Path page, which allows you to view the routing path for the

group authorization and, if allowed, make minor changes.

Group authorizations will typically route to the Funds Manager routing pool, and then the AO routing pool,
for approval. The View Routing Path page lists all of the steps in the approval path for the group
authorization, and includes the following information:

Step — The number of the step in the path.

Approver Pool — The name of the approver group assigned to the step. The person who
approves the group authorization is a member of this approver group.

Approval Reason — The rule that triggered the approval step.

Action — The action to be taken. Some steps are informational only, while others require an
approval.

Reserved By — The name of the approver who is currently responsible for completing this step.

View Routing Path

Owner Name: CARLOS GARCIA Group Autherization ID:  GAB735 Group Autherization Status: Pending Approva
Routing Path
Delete Step Approwver Pool Approval Reason Action Reserved By Pool Members
1 FUNDS APPROVER Al Group Authorizations Approval Select Pool Member. . v

2 AD APPROVER POOL All Group Authorizations Approval

Figure 17: View Routing Path — Group Authorization

CWTSatoTravel
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95.1 Change the Approver

If the group authorization has a status of Pending Approval, you can change the approver
responsible for the current step. The Pool Members drop-down list displays all members of the
approver group associated with the approval step. For example, if the current approver is
unavailable, you can select another approver from the same group to handle the GA.

Complete the following steps to change the approver.

1. Click the View Routing Path link in the Other Actions section. This displays the View

Routing Path page.

2. Select the new approver from the Pool Members drop-down list.
3. Click Save to save your changes.

9.6 View Routing History

Click the View Routing History link in the Other Actions section to display the View Routing History

page. This page provides a log of approval routing events for the group authorization, including date and
time of the event, action that triggered the event, and event details.

View Routing History «

Owner Name: CARLOS GARCIA Group Authorization ID: GAS735  Group Authorization Status: Pending Approva

Routing History

Date Action Routing History Details
03-Nov-2021 07:01:29 Submitted for Approval Pool FUNDS APPROVER added for rule All Group Authorizations.
03-Nov-2021 07:01:29 Submitted for Approval Pool AO APPROVER POOL added for rule All Group Authorizations.

Departure dates and times are shown in local time for departure location. Expiration dates and times are shown in Central Time.

Figure 18: View Routing History — Group Authorization
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10

10.1

10.2

Extras

The Extras section on the left side of every workflow page contains links to additional functions that you
may need to perform, but that may take you out of the document workflow. Extras actions include:

e Displaying the Group Authorization list
e Deleting the group authorization

TIP: Always save any change you have made before you click an Extras link.

Group Authorization List

Click the Group Authorization List link in the Extras section to go to the My E2 Group Authorization
tab.

AtaGlance  Trips LocalTravel  Open Authorization  Group Authorization
Order by: | Departure Date v | Sort Ascending = Sort Descending
GA# Destinations  Purpose Departure Status Approver Show  Archive

Date

Tuscaloosa, AL - i
2305- r _May-2 i show  Archive
GA32305-1 United States TW Conference 07-May-2018  Approved how  Arch

Peoria, IL
cc \ =P oy - ) ’ , .
GA35547 United States Quarterly site visit 19-Feb-2018 Pending Approval LAWRENCE, ISAAC Show

Showing 1-2 of 2

Start a New Group Authonzation

Figure 19: My E2 — Group Authorization tab

Delete the Group Authorization
Plans change. E2 helps you manage those changing plans by allowing you to delete a GA.

e You can only delete a GA that has not been submitted for approval. If the GA has been approved,
it cannot be deleted; it must be canceled.

o If your GA has a status of Pending Approval and you want to delete it, ask the approver to return
the document to you. When the GA has been returned to you for revision, you can delete it.

The Delete Group Authorization link is available at any point in the group authorization process, after
completing the Basic Information page but before submitting the group authorization for approval.
Complete the following steps.

1. Click the Delete Group Authorization link in the Extras section. This displays a Confirm Action
window asking you to confirm whether you want to delete the GA.

2. Click Confirm. The OA is removed from the system, and a success message displays to confirm
the GA was successfully deleted.
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11 Recalling a GA from the Approval Process

If you need to change a group authorization after you submit it for approval, but before it completes the
approval process, you can recall the document. Recalling a document removes it from the approval
process and changes the document's status from Pending Approval to Revised. (You can recall a group
authorization that is pending approval at any time until it receives final approval.) You can make your

changes and then resubmit the GA for approval.

Complete the following steps.

1. Locate the group authorization on the My E2 Group Authorization tab.

2. Click the Show link. If the Group Authorization Summary page for the correct version of the GA

displays, skip to step 6.
3. Click the GA Dashboard tab.

e

Locate the GA in the Group Authorizations section of the GA Dashboard.
5. Click the Show link. This displays the Group Authorization Summary page for the GA.

Step 6 : Group Authorization Summary «

Basic information - Yiew Details

Site Details - Yiew Details

Travelers - Yiew Dedaits
Expanse Details - View Detaily
Accounting - Yiew Detaily
Remarks - Edit Details

Receipts and Attachments - Edit Detafls

Sacv o ep S Accoyrpng

Owner Namse: RIS LINCOLS Group Authorizavon @ GA35S537 Group Authorizatian Szat

Figure 20: Group Authorization Summary — Recall button

6. Click Recall. This displays a Confirm Action window.

=~

Click Confirm. The status of the document changes to Revised.
8. Make your changes and then resubmit the group authorization for approval.
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12

12.1

Canceling a Group Authorization

If all trips created from a group authorization have a status of New, Revised, or Pending Approval, you
can cancel the GA after it has been approved. If authorizations created from the GA have already been
approved, you may still be able to cancel the GA. All travelers with approved authorizations from the GA,

however, must cancel their trips.

To cancel the group authorization, click the Cancel Group Authorization link in the Extras section on the

GA Dashboard.

e Group Authorization Dashboard

GA Dashboand
N N Group Aurranganion 10

Coonip Asthacirabians

Ammsad Group Authorizntion

Figure 21: Group Authorization Dashboard — Cancel Group Authorization link

NOTE: If the Cancel Group Authorization link is not available, the document may be pending approval

or travelers may already have approved trips created from the GA.

Results

When you cancel a GA, the following results occur:

e Travelers will receive an email confirming the cancellation of the GA, and advising the traveler to

delete or cancel any travel plans created under the GA.

o |If atravel authorization created under the GA is pending approval, the traveler can recall the

document. If the document is not recalled, the approver is prevented from approving the

document and must return it to the traveler. The traveler can delete the authorization after it is

recalled or returned to them.

e Travelers will be unable to complete an authorization created under the GA. They will be directed

to delete or cancel the document.
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13 Amending a Group Authorization

You can make changes to a group authorization by amending the approved GA. You can change the
following information:

Travel dates
Travelers

NOTE: You can add or remove travelers. You cannot, however, remove a traveler from the GA if
they have created an authorization under the GA, and that authorization has been approved.

Estimated expenses per traveler
Reimbursement types
Accounting codes

NOTE: When an amended GA is routed for approval, the Funds Manager can add accounting
codes, but cannot remove an accounting code from the GA.

Complete the following steps.

1.
2.

4,
5.
6.

Locate the group authorization you want to amend on the My E2 Group Authorization tab.
Click the Show link. This displays the Group Authorization Dashboard page for that GA.

A Dasttranid

b Group Authorization Dashboard

( Acvvenidd Gecup Avthuilaathon )

Figure 22: Group Authorization Dashboard — Amend Group Authorization button

Click Amend Group Authorization. A Confirm Action window displays to alert you that you are
attempting to create an amendment to an existing group authorization, and that you will be
required to resubmit the GA to your approver.

Click Confirm. This displays the Group Authorization Basic Information page.

Make your changes.

Click Send to Approver to resubmit the group authorization.

13.1 Amended Group Authorizations

After you make the changes, the amended group authorization is routed for approval. When the amended
GA is approved, travelers receive email notification and the following actions occur:

If a traveler is removed from the GA, any authorization created under the GA, that has not yet
been approved, is no longer associated with the GA. The traveler can delete or cancel the
authorization. If the traveler needs to retain their travel plans, the authorization can be submitted
for approval as a regular TDY (single trip) authorization.

Travelers who are added to the GA can create authorizations from the GA.

CWTSatoTravel
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14

14.1

Creating a Travel Authorization from a GA

Accessing the GA

Select from the following methods to get started when creating an authorization from a group
authorization.

Each traveler on a group authorization is notified via email when the GA receives final approval. A Create
Travel Authorization link for the GA also appears in the travelers' To Do Lists, on the My E2 At a
Glance tab.

14.1.1 To Do List
Click the My E2 At a Glance tab, and then click the Create Travel Authorization link for the GA
in the To Do List.
To Do List
Create Travel Authorization for GA32303-1 TW Conference to Tuscalocsa, AL United States
departing 07-May-2018.
Create Travel Authorization for GA35547 Quarterly site visit to Peoria, IL United States departing 19-
Feb-2018. \
Create Travel Authorizati§n for GA2BB03 Arizona Site Visits to Phoenix, AZ United States
departing 05-Jun-2017.
Figure 23: To Do List — Create Travel Authorization link
14.1.2 Start a Travel Document
Complete the following steps.
1. Select Create an Authorization from the Start a Travel Document list on the My E2 At a
Glance tab.
2. Click Go. This displays the Authorizations Exist window.
Authorizations Exist
OA/GA # Purpose Destinations Start Date End Date Show
Salem Site Boston, MA United 11-0Oct- 15-Oct-
GATEOTEE i States 2021 2021 —
R _ Apopka Site Orlando, FL United 22-Sep- 24-Sep- "
GATEOTET st States 2021 2021 e
01-5ep- 31-Dec-
32 5 Y Trav 3 ] [
OA329235 EOY Travel CONWUS and OCONUS 2021 2021 Shov
OA or GA selection: [ Do not use an available authorization V]
Create Tnip Exit Window
Figure 24: Authorizations Exist window
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3. Select the GA from the OA or GA selection drop-down list.
4. Click Create Trip.

14.1.3 My E2 Trips Tab
Complete the following steps.

1. Click Start a New Authorization on the My E2 Trips tab. This displays the
Authorizations Exist window.

2. Select the GA from the OA or GA selection drop-down list.

3. Click Create Trip.

14.2 Creating the Authorization

When the authorization's Basic Information workflow page displays, complete the following steps to
create the authorization from the GA.

Step 1: Basic Information «
Traveler Name: [AN LAMNCASTER Group Authorization ID:  GA32305-1 Trip ID:  New Authorization Status: MNew

BEasic Information

Type of Travel:* | Conference v |

Specific Travel Purpose:® |T"-"-ar Conference |

Document Number: [System Assigned)

*Required

Save and Next Step Save

Figure 25: Authorization From a GA — Basic Information page

1. Click Save and Next Step on the authorization's Basic Information page to create the
authorization.
2. Complete all workflow steps, including making or managing reservations.

TIP: Refer to UG25 — Creating Authorizations for more information on this process.

e Click the Group Authorization Details link in the Other Actions section to display the
Group Authorization Details window, which allows you to review important information
about the GA.
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Group Authorization details for GA32305-1

Owner Name: RIS LINCOLN

Default Travel Purpose: TW Conference

First date of travel: 07-May-2018

Last date of travel: 10-May-2018

Destination: Tuscaloosa, AL United 5tates

Figure 26: Group Authorization Details window

e At each step of the workflow, fields reflect default information established on the GA. In
some instance this information can be changed, but that action may result in the
authorization being routed for approval, instead of inheriting the approval status of the
GA.

e Warning message will display when you make changes that will result in routing the
authorization for approval.

3. When you reach the Summary step, review the authorization for accuracy and completeness.
4. Click Complete Authorization.

o |f the authorization conforms to the properties and limitations of the GA, it automatically
inherits the approval status of the GA.

o If the authorization is outside of the GA's properties and limitations, you are notified that
the authorization will be routed for approval.
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CWTSatoTravel Web Site: http://www.cwtsatotravel.com
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