23 July 2024

ETS Reserve Orders
Travel Guide for PPC

gove hinkCAP/e2/homepage?execution=e2s1 A 7/ & 39 m = = (
‘2

L, Your last login was Sat, 9 Sep 2023 4:22 PM CDT. There have been 1 unsuccessful attempts since your last login.

£ Start a Travel Document

Bulletins

What would you like to do today? v @ o urgent bulletins found.
Pending I

@ notodolistitems found.
Additional

€ o additional notices found.

Make this my default page @

Copyright 2003-2023 CW Government Travel

Go to OPEN AUTHORIZATION, your Orders are auto-populated by Direct
Access once they are Funded by DXR.
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Select “Create a Trip” under the orders that correspond with your dates.

ps://e2.gov.cwtsatotravel.com/ThinkCAP/e2 /homepag

&« C @ A nw

2
éSD"“‘D"S MYE2 MYAPPROVALS ~TRAVELFOR OTHERS VIEW DOCUMENTS

ADMINISTRATION ~ REPORTS

AaGlance Trps  LocalTravel  OpenAuthorization  Group Authorization

v Filter Options
Order by:| Start Date SortAscending | Sort Descending
oaz Destinations Start Date End Date Purpose Status Approver Copy Archive
0A1499803 CONUS and OCONUS 19-5ep-2023 225ep2023 RSV Open Copy
25Mar-2023 RSV Open Create = Trip Copy
Showing 1 -2 of 2

OAT477766-2 CONUS and OCONUS. 12-Mar-2023

Start a New Open Authorization
Make this my defauit page @

Copyright 2003-2023 CW Government Travel

Privacy Policy
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Begin filling out based on your Order notes

& C @ ) https;//e2.gov.cwisatotravel.com/ThinkCAP/e2/authorization?execution=e3s1

Ay @8 7/ @ 8D = R

(8

2
éSulut\uns MYE2 MYAPPROVALS ~TRAVELFOROTHERS VIEWDOCUMENTS ~ADMINISTRATION ~REPORTS

Basic Information . .
o Step 1: Basic Information &

2

Traveler Name: | Open Authorization ID: | TripID: New Authorization Status: New

2 -
4 BasicInformation
5
6) T Type of Travel:* | Select Type of Travel v
L8 [ )
em A )
ed
Travelers for this trip:**
Name Relationship

5t one wraveler must be selected

Save and Next Step Save

Privacy Policy

Type of Travel : Training

Specific Travel Purpose: “ADT-AT at Base Seattle”; or

STAR Vallejo”; or “ADT-AT for C-School”, etc

Copyright 2003-2023 CW Government Travel

“ADT-AT ISO CGC POLAR
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< C @ O htpsy /ThinkCAP, Ay B8 7 @ 8 0m et R

é Solutions”  Myez  MYAPPROVALS  TRAVEL VIEW REPORTS _

Basic Inft i . .
Ozt ey Step 1 : Basic Information o
2 Reservation

3) site Details Traveler Name— Open Authorization ID: _ TripID: New  Authorization Status: New
4/ Lapenses Basic Information
5) Accounting
6/ Travel Policy Type of Travel:* [ TRAINING -
7/ summary Specific Travel Purpose:* [MFSAWCD Exercise
Document Number:  (System Assigned)
Extras
Trips List
i s *Required
Delete Authorization not
allowed at this time
CanceliD: nat b2
allowed atthistime
Prinable Profile
Neme Relationship

At least one raveler must be selected

Privacy Policy Copyright 2003-2023 CW Government Travel
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Reservations must be made through SATO. ***|f you are authorized in your Order Notes to travel
before or after the ADT-AT Order dates to complete IDT, you MUST NOT make your FLIGHT
Reservations in the system. You will need to call SATO directly to make those Flight reservations

and they MUST have a copy of your Orders detailing in the Order notes your authorization to travel
outside of Order dates.™***

N ) () https;//e2.gov.cwtsatotravel.com/ThinkCAP/e2/dashboard?execution=e4s1

/2. .
éS‘J'”t‘U”S MYE2 MYAPPROVALS TRAVELFOROTHERS VIEWDOCUMENTS ~ADMINISTRATION ~REPORTS

Trip Dashboard  Authorization

1) B Inf atiol .
. Step 2 : Reservation &
© Reservation

3/ Site Details Traveler Name: | Open Authorization ID: Trip ID: Authorization Status: New Authorizatior
4 Expenses =

5) Accounting D Basic Information has been successfully updated.

§ /iraveiEolicy Confirmation Number:

7 summary Make New Re: n

Manage Trip

Next Step Back to Step 1: Basic Informarion

Other Actions

Privacy Policy Copyright 2003-2C
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Home

rofiie

City Pair Search | Per Diem Rates 2

* Book travel

[ Fignt or [] Train

* Hotel search location

Airport, city, or address

1/ G0 ORRT®NaR b ottt e2sci

[l Hoel [ ] car

23 July 2024

A
@HepZ O RetimtoE2

~ JetBlue Reservations
JetBlue reservations can oy be
selected online where they are noted
as the contract carrer by the U.S.
Flag and the government coniract
fare (see fare rules) Is confirmed.

*Checkin * Check out

mmiddlyy mm/ddlyy reservation cannot be confirmed

< o e N >
& More tools. v
Amouncemerts
T TR, R WP WORAToN P T
o o

Trip review and checkout R

w Trip details

> Legena

© Fearooms Propery

Expand al | Colapse

(rovarm

Crange this hotel | Remove tis hotel

4:00 PM 12:00 PM
Tue, Sep 19,2023 Fi Sep 22,2023

Speciai Note: FeaRooms Rate Includes *4pm Cancer™iniemet”

For Gicial Government Travel 2 Gueen Beds Wi Park View Sereny Bed - Luxury Linens - M3 Clock

Canceilation
12am 1856523
Guarantes rules

Estimaied average nightl rale
Before tanes and fees $320 47

vsa (ca) masier cara (%)

Estimated sum of ighty rstes  $961.40
Estmates taxes and tees_$108,87
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Ensure you check your billing information - BILL TO and select: Travel
Card.

(3 https//uncl.gov.getthere.net, 125ite=e2solutions. usegewgts2&twatermark=38sitel D=36032448transIndex=0%3A0.0.0.0%3A08&sid= 5828&itoken=81492142; AL @
GIETICAIT EXOIESS (K] UNTETS CIUD CAry (UC] UISCOVEr CaTu (U] JC0 Creuit Cara (¢ s er Cara (G OpuiTia (Op) VISa (V] VIS4 (Vs TIdSIerCaru (Cay master Garg (Ky
Estimated average nightly rate Estimated sum of nightly rates  $961.40
Before taxes and fees: $320.47 Estimated taves and fees  §108.87

Including taxes and fees: $356.76
Estimated hotel total §1,070.27

» Traveler details

+ Billing information

Ifyour reservation Is being charged to a centrally billed account, in liew of an individual Gevemment Card, approval wil be necessary in order to issue the ticket.

Reserving hotel accommodations through the online tool requires a credit card to guarantee your reservation. Please select the Personal or Government
Issue card to use for this purpose.

Hotel billing information

| Travel Charge Card v
Select one
Travel Charge Card
49 Address line 1:  State/province:

L Temporary card

oo Address line 2 Postal code:
Name on card: City Country:

» Delivery information

» Additional information

~ Estimated trip cost breakdown

Vancouver, WA - Hotel total £ $1,070.27
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Input email address to have your itinerary sent to:

te=e2solutio nsindex=0%3A0.0.0.0%

//wx1.gov.getthere.net/buildhotelitin.ac

= ity * State/Province * Postal code
Seattle WA 98174

* Country
UsA v

* Telephone #

+ Additional information

Additional e-mail address 1

[

Additional e-mail address 2

Additional e-mail address 3

Please be advised, typing any text in the box below will result in agent infervention which will increase the transaction fee from the online booking fee to an agent assist transaction fee. Instructions should not be more

than 100 characters long and should not include special characters such as dash (), apastrophe () or hash (#).

General Needs or Special Requests

y
390 characters remaining
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»5¢//wx].gov.getthere.net/bL Lact dir%2Feuscg

k=38sitelD= 0.0.0.0%3A085id= 1492142a71c791642ba... A [} 1% e 7/ a

This is important! If you Open Authorization has not received approval

yet, your ticket will NOT be purchased. So be sure to check the status
of your Open Authorization.
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/2
éSDmt“’”‘ MYE2 MYAPPROVALS TRAVELFOROTHERS VIEWDOCUMENTS ~ADMINISTRATION ~REPORTS

Trip Dashboard  Authorization

1 Basic Information

Step 2 : Reservation @
© Reservation

3) Site Deta Traveler Name: | Open Authorization ID: Trip 1D: (
4 Expenses
5) ey €D Booking complete for trip - 13507935, reservation confirmation code(s): KTLMTY.
5 JpirEVEloNy Confirmation Number: KTLMTY
7. Ssummary
Hotel =
Other Actions Checkin Date Checkout Date
Open Autharization D Tuesday, Seprember 19, 2023 04:00pm Friday, Seprember 23, 2023 12:00pm
emarks
e Make New Reservation

Refresh Reservation Details

Privacy Policy

Authorization Status: Reservations Booked

Address Vendor
HILTON VANCOUVER WASHINGTON Hilton Hotels

Vendor Confirmation

3423228568

Change Existing Reservation

Chang:

Copyright 2003-2023 CW Government Travel

If you created a Reservation prior to Creating a Trip under OPEN
AUTHORIZATION, you can add that reservation by “Manage Trip
Reservation”. You will enter the Confirmation Code and select the
reservation to be added to your Trip.

10
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< C @ () httpsi//e2.gov.cwtsatotravel.com/ThinkCAP/e2/dashboard?:

T/ BaSICINOFMATon Step 3: Site Details @

AT / @ 80 m 1=

3}

2/ Reservation

© site Details Traveler Name: [0 | Open Authorization ID: Trip 10: [N Authorization Status: Reservations Booked

4 Expenses

collapse or expand all sections
5/ Accounting [Site 1] Begin: Seattle, WA, United States on 19-Sep-2023 to Vancouver, WA, United States

6 Travel Policy

7/ summary Departing Date:* 19-Sep-2023 =
Departing Time:* 0700 AM v

Other Actions.

s Departing From: * [Tacoma, WA, United States | ®
Going To:# [Vancouver, WA, United States | ®
Arrival Date:* 19 5ep 2023 =
Mode of Transportation:* [ Private Auto |
Reason For Stop:* Temporary Duty
Add Site Add Break

[Site 2] End: Vancouver, WA, United States on 22-Sep-2023 to Seattle, WA, United States -~

Returning Date:* 22-Sep2023 =

Returning From: Vancouver, WA, United States

Returning To:* [Tacoma, WA, United States | ®
Arrival Date:® &

Arrival Time:+#

Mode of Transportation:* (Privats Auto v
*Required if trip duration i less than th

Save and Next Step Save Back to 51

Site Details is every leg of your trip from your Home; to Duty location; back to
your Home. That includes if you took a taxi from home to airport, plane to
another city; shuttle to duty location; perform DUTY; and back (Shuttle from
duty location to airport; Plane to home airport; Taxi from airport to Home).

11
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< C R @ https://e2.gov.cwsatotravel.com/ThinkCAP/e2/dashboard?execution=eds5 A /& 8 0m ¢ ®| 6
2 o =
MY E2 MYAPPROVALS ~ TRAVEL FOROTHERS  VIEW DOCUMENTS  ADMINISTRATION REPORTS
e
Lodging Expenses
~ Filter Options  ~ Apply to All Displayed Expenses
Lodging Site: Vancouver, WA, United States
Order by: SortAscending || Sort Descending
Date Reimbursemen it Type Per Diem Rate Amount Allowed Estimated Tax PayTo Day Off Shared Notes Alerts
19-5ep-2023 1g200 [ 33630) 18200 | 0.00] [Travel Charge Carav| 0 O
20-5ep-2023 18200 [ 33630 12200 | 000| [Travel Charge Card ] O [OJ
. . fodify Del
21-5ep-2023 18200 [ 33630] 18200 | 0.00] | Traveler v o O ©
22:5ep-2022 Per Diem 18200 000 000 0.00 [m] No =
Running Totals: 100890  546.00 0.00 -
Total Estimated Lodging: 546,00 o -
-
Saveand Close  [JSETS Exit Window
Polic ight nment T

Expenses be sure to enter the estimated costs for those AUTHORIZED taxis/Lyft/Uber/Shuttle, etc.

For Lodging, you will enter the amount charged (if it is over PER DIEM, you must have authorization
to stay at that specific hotel or find another hotel within Per Diem). If you know the taxes, enter
that as well. Be sure to select where you want the reimbursement paid to. If you selected Bill to:
TRAVEL CARD, be sure to change Pay to: TRAVEL CHARGE CARD. Otherwise, it will pay out to you
and you must pay your credit card.

12
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ttion=edss

550"1“0"5' MYE2  MYAPPROVALS ~TRAVELFOR OTHERS ~VIEWDOCUMENTS ~ADMINISTRATION ~REPORTS

Trip Dashboard  Authorization

1/ BasicInformation
2 Reservation

3) site Details

@ Expenses

5. Accounting

6 Travel Policy

7 summary.

Other Actions

Open Authorization Details
Remarks

Attachments

Printable Authorization

Compact Printable
Authorization

Daily Expenses Summary
Tinerary

Trip History

View Routing History
Travel Agent Assistance

Comparative Airfare

Extras
Trips List

Create Trip Template
Cancel Authorization

Princable Profile

Privacy Policy,

Step 4 : Expenses @

Traveler Name SN 0pen Authorization 10: [N Trip o: [ Authorization Status: Reservetions Booked

Expense Information

Travel Charge Card: 560.94

Traveler: 259.00
Unassigned: 0.00
Amount 828.94

v Filter Options

Orderby: Sort Ascending
Date Type

19-5ep2023  Lodging

19-5ep-2023  Mesals and Incidentals.

Tosepag THCFee Onin wiour e

r Rail)

22-52p-2023  Voucher Transaction Fee

Add New Expense

Sort Descending

Amount Description

546.00 Lodging expense in Vancouver, WA, United States indluding lodging taxes

259,00 MAIE expense in Vancouver, WA, United States

744

Estimated TMC Fee expense generated from Confirmation Number:
KTl

16.50 Voucher Transaction Fee

Next Step Back 1o Step 3 Site Details

13

PayTo
Travel Charge
Card
Traveler

Travel Charge
Card

Travel Charge
Card

Alerts

Modify
Modify
Modify

Modify

Copy Delete

Copy Delete

Showing 1 -4 of 4

Remark™ Reduced @B

Copyright 2003-2023 CW Government Travel
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Verify the Amount Allocated is less than the Obligated Balance. If it is not, your
Orders may be underfunded and will need to be address by Admin/DXR. Or
you will need to verify your Flight/Hotel are within the Government Rates.

AT E 4 e L W 1= %

< U L) Nitpsy/e<.gov.cwisatotravel.com/ | NiNkLAF/eZ/ dashboard {execution=edso
¢2Solutions N
o MY E2 MYAPPROVALS TRAVELFOR OTHERS  VIEW DOCUMENTS  ADMINISTRATION  REPORTS
Trip Dashboard ~ Authorization
1 Basic Information "
Step 5 : Accounting @
2 Reservation
3 Site Details Traveler Name: Open Autherization ID: | Trip 1D: (I ) Authorization Status: Reservations Booked
4 Expenses Accounting
© Accounting
6 Travel Policy Description Account Code ‘Obligated Balance Amount Allocated Percent Allocated ‘Add to Favorites Delete
7 Summary UCGIX13DXR\2: \SE SEA PERS SUPPORT ... $1200.00 3| 82894 100.00 6 Add Delete
Total: $828.94 00.00%
Other Actions Remaining amount to be allocated: 50.00
Total claim amount: $828.94

Open Authorization Details
Remarks

Attachments
Select Account Codes

Printable Authorization

Compact Printable

aily Expense Save and Next Step [N Back to Step 4: Expenses

Copyright 2003-2023 CW Government Travel

Privacy Policy

14
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If anything is outside Travel Policy, you will be asked to justify it prior to
completing the Trip Authorization. Just because you listed a
justification does not mean the Government will accept it and will
reimburse you the full amount!

< C @ o~

»5//e2.gov.cwtsatotravel.com/ThinkCAP/e2

A W 7/ @ ¢ m o= 5 @
éSol\mons MYE2 MYAPPROVALS TRAVELFOROTHERS VIEWDOCUMENTS ~ADMINISTRATION ~REPORTS 1 [
Trip Dashboard  Authorization
1 Basic Information i
Step 6: Travel Policy &
2/ Reservation
3 site Details Traveler Name: { Open Authorization ID: Trip ID: Authorization Status: Reservations Booked
4 Expenses
S Achiatig L, This policy item s incomplete: Hotel Rate Over Per Diem.
© Travel Policy _
) Accounting information has been saved successfully.
7) Summary
collapse or expand all sections
OtherAchions Travel Policy Justifications -~
Open Authorization Details
Rerme Policy tem Information Explanation
Actachments
B able AehriorToorion Hotel Riate Over Per Diem See Travel Policy Warnings Select one v
Compact Printable
Authorization
Daily Expenses Summary
Ieinerary Travel Policy Warnings -~
Trip History
View Routing Hiscory Policy Irem Information
Travel Agent Assistance Lodging per diem exceeded on one or mare days in:
, 2z
- OB R er BerDe -Vancouver, WA, United States (19-Sep-202:
Extras
Trips Lise City Pair Information -
Create Trip Template
Cancel Authorization All fares listed are one way fares per GSA City Pair Program.
bl Bt City Pair Contract Airline YCA Fare CA Fare P Fare (B Fare
SeattlerTacoma International Airport (SEA) > Portland (PDX) Delta Airlin 115.00 75.00 0.00 000

<0 Step 5: Accounting

Save and Next Step Save

15
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« C @ () https//e2.goy m/ThinkCAP, ution=ads7 AN B 7 @ & o = % @
.
ézsmutmns' MYE2 MYAPPROVALS ~TRAVELFOR OTHERS VIEWDOCUMENTS ADMINISTRATION ~REPORTS _V
TripDashboard  Authorization
1/ Basic Information -
Step 6 : Travel Policy @
2 Reservation
3) Site Details Teavcier None: I | O} <: fixthorennoniD: _ Trip 10: [ Authorization Status: Reservions Booked
4 Expenses
=) Accotiting £, This policy item s incomplete: Hotel Rate Over Per Diem.
© Travel Policy
Q Accounting information has been saved successfully.
7) summary
collapse or expand all sections
it e Travel Policy Justifications ~
Gpen Autharization Decails
Remarks . 5
Policy ltem Information Explanation
Atachments
b AT oramn Hotel Rate Over Per Diem See Travel Policy Warnings [No response
Compact Princable
Authorization
Daily Expenses Summary *Required
Icinerary Travel Policy Warnings oY
Trip Hiscory
View Roting Histary Palicy Item Information
Travel Agent Assistance Lodging per diem exceeded on one or mere days in:
Eh Hotel Rate Over Per Diem - Vancouver, WA, United States (19-5ep-2023)
Extras
Trips List ity Pair Information =
Create Trip Template
Cancel Authorization All fares listed are one way fares per GSA City Pair Program.
Frimable Profile City Pair Contract Airline YCA Fare CA Fare -CP Fare -CB Fare
Seattle/Tacoma International Airport (SEA) > Portland (PDX) Delta Airlines 115.00 75.00 0.00 0.00
Save and Next Step Save Back o Step 5: Accounting
v

16
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Review Summary before submission.

&« C @A & https://e2.gove m/ThinkCAP/e2/dashboard?e edss Ay S @& & o= w @
2

éSNU“U"S MYE2 MYAPPROVALS TRAVELFOROTHERS VIEWDOCUMENTS ADMINISTRATION ~REPORTS v
TripDashboard  Authorization
1 Basic Information

Step 7:Summary @
2 Reservation
3) Site Details Sraveier Narell | Open Authorization In: Trip D4 Authorization Status: Reservations Booked
4 Expenses collapse or expand all sections
§ Accounting Basic Information - Edit Details ~
6 Travel Policy
© summary Type of Travel: TRAINING

Specific Travel Purpose: MFSA WCD Exercise

Other Actions. Document Number: (System Assigned)
Open Authorization Details
Remarks

Reservation - Edit Details ~
Attachments
Princable Authorization

Confirmation Number: KTLMTY

Compact Printable
Authorization Hotel ER
Daily Expenses Summary
Ieinerary Checkin Date Checkout Date Address Vendor Vendor Confirmation
Trip Hiscory Tuesday, Seprember 19, 2023 Friday, Seprember 22, 2023 301W 6TH STREET VANCOUVER WA 98660 US Hiton 3423228568
View Routing History
Travel Agent Assistance
Comparative Airfare

Site Details - Edit Details ~
Extras
Trips List [Site 1] Begin: Tacoma, WA, United States on 19-Sep-2023 to Vancouver, WA, United States ~
Create Trip Template
Cancel Authorization [site 2] End: Vancouver, WA, United States on 22-Sep-2023 to Tacoma, WA, United States 3
Prinable Profile

Expenses- Edit Details ~

Travel Charge Card: 569.94
Traveler. 255,00

Hnsccianad Ann

17
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() hitps/fe2.gov.cwisatotravel.com/ThinkCAP/22/d

Total claim amount: $828.94

Travel Policy Justifications - Edit Details -~
Palicy Item Information Explanation

Hotel Rate Over Per Diem See Travel Palicy Warnings No response
Travel Policy Warnings 5
Policy Item Information

ing nex or more days in:
iotel Rate Gver per Diem Lodging per d one or more daysin;
- Vancouw (19-Sep-2023)

City Pair Information -~
All fares listed are one way fares per GSA City Pair Program

Ctry Pair Contract Airline YCA Fare CAFare cP Fare CB Fare
Seattle/Tacoma International Airport (SEA) > Portland (PDX) Deltz Airlines 115.00 75.00 0.00 0.00
Remarks - Edit Details -~
& noremaris found
Receipts and Attachments -~

Artached Documents

@ no receipts or attachments found,

Complete Trip Authorization

Frraoinht ANAD NS AR F rinrnm it Tranl

UPLOAD your Orders (ADT-AT; ADT-OTD; ADOS, etc). These will tell
SATO what is authoized for your travel AND you need this for your
TRAVEL VOUCHER after your travel to be reimbursed.

18
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% htpsy/e ThinkCAP/

A B /£ @ 8 0O o= % (E

Add New Attachment.

Add Aftachment

Size Limit: 10 Megabytes - Allowed Types:
PDFJPG.JPEG.GIF.TIFF.TIF,PNG,BMP XLS XLSX. DOC, DOCX.TXT

File Name

19
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3l
=

) hitps;//e2.gov.cwtsatotravel.com/ThinkCAP/e2/dashboard?execution=eds8 Ay /s @& ¢ m

Travel Poliey Warning -~
Information
em
L

City Pair Information Trip-Level Attachments -

() e e 8 e B T vt

numberin fax.
YCAFare ~CA Fare -CP Fare -CB Fare

‘ (-] DT-OTD.pdf was successfully uploaded. ‘ o o

Remarks - Edit Details Add New Attachment -~
Add Attachment | Expand Remarks

Authorization Remarks - Trip ID: 13507835 Size Limit: 10 Megabytes - Allowed Types:

PDFJPGJPEG,GIF, TIFF,TIF,PNG,BMP.XLS,XLSX.DOC, DOCX.TXT

File Name Date Attached Attached By Show Delete
s 10-5ep-2023 12:36:07 P § S Do
OTD.pef T [ 2now Leete

Receipts and Attachments - Edit Details " ~
Exit Window Attach Fax

Copvright 2003-20. N Government Trave

UPLOAD your Orders (ADT-AT; ADT-OTD; ADOS, etc). These will tell
SATO what is authoized for your travel AND you need this for your
TRAVEL VOUCHER after your travel to be reimbursed.

20
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Once completed, select Complete Trip Authorization. The system will request
you confirm anything outside Travel Policy.

1 NUpPSi//ec.gov.owtsatotravel.com/ | NiNkLAF/eZ/dasnboara fexecution=eass @ s W 1= %

If you exceed the cost of Authorized PER DIEM, you may incur the cost of the difference
on yourself. Be sure to make Reservations within authorized Government Rate.

21
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This is where you verify your Authorization is Approved and your
Reservations may be ticketed by SATO within 3 days of Travel.

& C n )  https://e2.gov.cwisatotravel.com/ThinkCAP/e2/homepage?exscution=e5s1 A S moE B @
2
éSolutlons MYE2  MYAPPROVALS TRAVELFOROTHERS VIEWDOCUMENTS ADMINISTRATION ~REPORTS
AtaGlance  Trips  LocalTravel ~ Open Authorization  Group Authorization
., Your last login was Sat, 9 Sep 2023 4:22 PM CDT. There have been 1 unsuccessful attempts since your last login.
2 Authorization complete. No additional approvals.
v Filter Options
Order by: [ Departure Date v| | Sort Ascending |~ Sort Descending
Tripld OA/GA# Destination Departure Date Purpose Approver Autt Voucher Advance Show Copy Trip Archive
13507335 0A1499803 Vancouver, WA, United States 185002023 MFSAWCD Exercise Show
133280841 Seatac, WA, Uniced States 22-Aug-2023 FLETC Cogritive Interview Training Show
128476704 QA1477766°2 Seatac, WA, Unised States 12-Mar-2023 500884 Reserve CPOA 12 March to 25 March 2023 Show
& InProgress | &% Revised Pending Complete | % Canceled

Start a New Authorization Make Reservations Show Held Reservation Copy From Another Trip

Privacy Policy:

22

Make this my default page &

Copyright 2003-2023 CW Government Travel
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ONCE YOU COMPLETE TRAVEL, you will STILL need to create a
VOUCHER for reimbursement of your Travel. rrom your homepage, you will select the

TRIPS tab. Select SHOW to open the Trip.

& @ /(B8

5://e2.gov.cwtsatotravel.com/ThinkCA tion=e5s1 A S @ O m & R @
2Solutions- {
MYE2Z MYAPPROVALS TRAVELFOROTHERS ~VIEWDOCUMENTS ~ADMINISTRATION ~ REPORTS
AtaGlance LocalTravel  Open Authorization  Group Authorization
Your last login was Sat, 9 Sep 2023 4:22 PM CDT. There have been 1 unsuccessful attempts since your last login.
‘ a Authorization complete. No additional approvals.
~ Filter Options
Order by:[ Departure Date v| | SortAscending | Sort Descending
Tripld OA/GA% Destination Departure Date Purpose Approver Auth Vouche Advance Copy Trip Archive
13507935 OA1499803 Vancouver, WA, United States 19-Sep-2023 MFSA WCD Exercise D
133280841 Seatac, WA, United States 22-Aug-2023 FLETC Cognitive Interview Training Sho
12847670-4 014777662 Seatac, WA, United 12-Mar-2023 500884 Reserve CPOA 12 March to 25 March 2023 Show
Showing
4 InProgress | * Revised Pending Complete | % Canceled

Start a New Authorization Make Reservations Show Held Reservation Copy From Another Trip

Privacy Policy
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23 July 2024

This will open your Trip Dashboard. The first section is the
Authorization you created for your Trip. You will need to AMEND your Authorization for

exact totals for your expenses (hotel taxes, taxi/Lyft/Uber costs, etc) and upload Receipts. Select AMEND
AUTHORIZATION.

25 olution
Tri Dashisoard
Trip Dashboard
Quiek Link
erary o {
pse or expar sion:
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FFFFF show
Greate Vouch
Advances -
Create Travel Ad
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N ep 202 -
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23 July 2024

You will MODIFY the expenses that require changes, ie. add Hotel Tax.

UMENTS  ADMINISTRATION

TripDashboard  Authorization

Information -

Lodging Expenses

Loding Ste:Vencouver, WA, Uniid Stes
T

orcert Srt Ascending | SortDescending
ol

Dsie  ReimbursementType  PerDismRate Amount Alowed Esimated Tax PayTo Doy OF Shared Notes

195ep-2023  Per Diem 18200 18200 18200 2408 Travel Charge d No No Ve Confiman

P [ — 24 T s be he seusezrs

N5ep N PerDiem w00 00 18200 2408 Tnairamscs o

[N [, co e

[ 72
Toca Etimated Lodging. 51824

[t 1] Begin Tacoma, WA, Uit Sateson 19-5 2023t Vo 5
5t 2] Enck Vancouver, WA, Unted St on 2 S S

Show
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23 July 2024

Or ADD expenses not previously listed, ie mileage to and from home to
duty location.
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23 July 2024

Verify your Accounting. Amount Allocated should be less than the
Obligated Balance.

DOCUMENTS  ADMINISTRATION  REPORTS [ HMIDT v

:

TripDashboard  Authorization

Step 5: Accounting o

1

2

5 Traveter namal Open Auchorization 1D Trip 10 Authorizstion sestus: <

4 Expenses Accounting Detals

© Accounting

O Tommn: Daserption e Coce —r Parcent Allocated

7) summare DE023VD13ANA31010 BASE SEA PERS SUPPORT o s176 100005
Tota

be allocated:

Remaining amount

Other Actians
Opn Aumerizstion Details Total claim amount
Asachments

Printable Authoriz

CompaesPriniable.
Authorization

4 Expenses

Backo 5t

Daity

View Routing Hi

Trave Agen s

Comparative A

Printable Profie

overnment Tra

Copyright 2003
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23 July 2024

On Summary page, you will UPLOAD all receipts and any amendments.
Then select Complete Trip Authorization.

< C @ () httpsy/e2.gov.cwtsatotravel.com/ThinkCAP/e2/dashboard?execution=e3s9 a A % /7 @ ¢ O ¢t % &
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Once Authorization is complete, select TRIP Dashboard tab.

23 July 2024

The second section is for your Reimbursement: VOUCHER. You will

CREATE VOUCHER.

Trip Dashboard

Amend Authorization

.............

STRATION  REPORTS

;;;;;
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23 July 2024

It will open a condense version of your Travel Authorization, specific to
Basic Information, Expenses, Accounting, and Summary. Verify the
information is accurate for each.
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Review Summary for accurac

23 July 2024

y and ensure receip

ts/orders are uploaded.

ésm utions”  y £2

Trip Dashiosrd  Voucher

1) Basic Inform

2) Expenses

Other Actions
Open Autnarization Dessis
czanmans

Printable Voucher

2
View Cose
Summary

rincable Voucher

Frintable Profile

MY APPROVALS

TRAVEL FOR OTHERS

v

Step 4: Voucher Summary o

Traveler Name

DOCUMENTS  ADMINISTRATION  REPORTS

Trip 0 Voucher D 1 Vouener Type: Voueher Status: Czzedvaucner
i receipts greater

Basic Information - View Defalls

Type of Travel TRAINING

Specific Travel Purpose: MFSAWCD Exercise

Trip Begin Datz: 19.5ep-2023

Trip End Date:

Claim Expenses Between

Begin Date:

End Date:

Document Number.

For ehis trip chis is the:

Expenses - View Details

Trau

ssigne

orderty SotAscending

Date
3sep2023
T2ser2023
Tesenaezs
ssepa0zs
Tasee2z
21sep2023

225ep202z

) Charge Card: 732.18

as3sa

T7ecs

Type
Losgrg

Miats and Incidentals

Por: Privase Auka Autnarized
2o Privece Ak Autnarized
TUC Fee Onfine withast e
or ai)

Parking

Veusner Transac:

22:5ep-2023

Amount

stz

2800

Bl

s262

724

000

1650

, Fom

Sort Descending

Description
Losging expense in Vancouser, WA, Unites States inclusing logging taxs

MEIE expanis in Vansauen W, Unised Sizies

¥4 39560, USA - 140 miles

coma, WA 88406, USA o Vancouver,
©40555 par mie

Fram Vancoier, WA 38660, USh 12 Tacoms, WA 38408, USA - 1414 miles
©30.655 par mile

TN Fee expense generted rom Confirmation Number: NCVHFL.

Horel parking.

nee Tranzacizn Fee

PayTe
Travel Charge

Tra

T2

T

Trsuel Charze
Travel Charge

Travel Charge
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Aceounting - View Detsile

Deseription

SupPOAT.

Travel Policy Justifi

Travel Policy Warnings

@ 1o ove poley warmings o

City Pair Information

ANl Fares listed are ane way fares per GSA City Pair Frogram.
City Pair

SesmizTaes

reenstional Alrpart (SE4] > Partisnd (POX)

Remarks

23 July 2024

Obiiganzd Baiance
50.00

Total:

Remaining amount £ be allocated:

Contract Airline

Dakz Airlimas

Total claim amount:

YCAFars

11500

-ChFare
7500

Ameunt Allsestzd
s117802
117602

000
117602

P Fare
000

-CBFars
000

Parcant Allacatsd

100.00%

100.00%

Authorization Remarks-Trip ID: 13507935 -
arcise is hosted at Hi mﬂ’anmuv  ROteT Giretted par orders to stay at horel outside tha PER DIEM
Authorization Remarks - Trip ID: 13507935-1
v

Receipts and Attachments - Edit Details

Trip Attachments - Trip ID: 135079352
Uplosded By

£2 Solutions
£2 Solutions

£2 Solutions

£2 Solutions

£2 Solutions

Then Submit Vouc

Date Submitted
10-Sep-2022 12:36:07 PM COT
10-5ep-2023 12:37:12 P €OT
14-5ep-2023 35442 PM COT
15-Sep-2023 10:40:23 AM COT
22.5ep-2022 2:43:22 PM CDT
22:5ep-2023 2:4421 PM COT

5-5p-2023 1:03:56 PM CDT

er.

File Name

Autherization Financia| Syssem Transaciion Recard

fon Recard

Authorization Financial System Transs
NCVHEL par
FOLIODETE 2023092070912 paf

Autherization Financial System Tra n Recard

Voucher Financial System Transaction Record: 1
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