A/OPR/LS Business Process for Creating Travel Authorizations in E2 Solutions
The Office of Language Services (A/OPR/LS) made E2 Solutions (E2) its standard TDY travel management application in February 2009.  Travelers should no longer use the standalone online booking engine (OBE) at www.cwgt.com.  The OBE is now embedded in E2.  However, since the OBE can only be accessed after a travel authorization has been created in E2, some changes are necessary in the business process for creating travel authorizations.
Each traveler is now responsible for creating the basic travel authorization in E2 and booking reservations through the OBE or by calling a Carlson agent.  After the reservations have been booked or retrieved into the authorization, the traveler is finished with the authorization and should log off E2.  Scott Henderson, the travel arranger, will finalize the authorization and send it forward for approval.  
Travelers must complete each section of their E2 user profile before creating an authorization.  They must add Scott Henderson as their travel arranger and add HendersonSM@state.gov as an alternate email address.  Step-by-step instructions for completing the profile are in the Welcome to Global eTravel document.
Travelers should follow these steps to create basic travel authorizations in E2:

1. Log-in to E² Solutions at https://ets.prod.carlson.com
2. On the Home page, under Current Trips, click the Create Travel Authorization button
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Figure 1 – Current Trips Screen
3. Click the Type of travel drop-down list and select a type of travel.

4. Click in the Specific travel purpose field and type the specific purpose.

Note:  The Type of travel and Specific travel purpose are required fields.
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Figure 2 – Trip Planner Screen

5. Enter a date in the Departing date field or click on the calendar icon to select a departure date in the [Site 1] Begin section.

Note:
Departing Time defaults to 8:00 AM.  Edit the departing time if necessary.

6. Review the Departing from location, click on the Departing from: link to edit if necessary.

7. Review the Departing Airport information, click on the Airport: link to edit if necessary.

8. Enter a date in the Arriving date field or click on the calendar icon to select an arrival date in the [Site 1] Begin section.
9. Click the Going to: link to add the Temporary Duty Location.
Note:
The Country field defaults to the United States.  If travel is OCONUS (Outside the Continental United States), the user will select the country, enter the site name and then click the Search button.  The city with the per diem rate will display.  Click on the city name and the per diem rate will carry through to the travel authorization.  


If travel is CONUS (Continental United States), the user will click the State drop-down list, select a state, enter the site name and then click the Search button.  The city with the per diem rate will display.  Click on the city name and the per diem rate will carry through to the travel authorization.  
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Figure 3 – Site Search Screen

10. The Arriving Airport field will automatically populate.  Click on the Airport: link to edit if necessary.

11. The Mode of transportation defaults to Commercial Plane.  

Note:
The Mode of transportation field only needs to be changed if the mode of transportation is other than commercial plane being paid by the Centrally Billed Account.  

Note:
Placing a check mark in the box for Will you need to reserve a hotel? and/or Will you need to reserve a rental car? enables search criteria for the GetThere Online Booking Engine.

12. Select a Reason for stop.

13. Enter a date in the Departing date field or click on the calendar icon to select a departure date in the [Site 2] End section.  

Note:
Departing Time defaults to 8:00 AM.  Edit the departing time if necessary.
14. Review the Departing from location, click on the Departing from: link to edit if necessary.

15. Review the Departing Airport information, click on the Airport: link to edit if necessary.

16. Click in the Arriving date field to auto-populate the return date in the [Site 2] End section.
Note:
The Arriving Date may need to be changed if crossing the International Date Line.  

17. Review the Going to location, click on the Going to: link to edit if necessary.

18. Review the Arriving Airport information, click on the Airport: link to edit if necessary.

19. The Mode of transportation defaults to Commercial Plane.

Note:
The Mode of transportation field only needs to be changed if the mode of transportation is other than commercial plane being paid by the Centrally Billed Account.

20. Click the Next Step button.

Note:  The Trip Planner data will be lost if you do not click the Next Step button.
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Figure 4 – Trip Planner Screen
21. Select the Cabin Class for this trip.

22. Click the Save button.
23. Click the Reservation Details link.

24. Click Make Reservation to access the OBE.  It will search for flights based on the information you entered in the Trip Planner section.
Note:
A warning message may appear in reference to missing charge card information.  You only need charge card information if you are booking hotels with the OBE.  If you are not, click Make Reservation again.  If you are booking hotels, click Back, click the My Profile tab and enter card info in your user profile.
25. After selecting all flights, click Purchase Trip on last screen of OBE.
Retrieving Reservations in E2 Solutions

It is essential to Retrieve Reservations into the travel authorization if the reservations are booked by a travel agent instead of through the online booking engine (OBE) within E2.  This action links the travel authorization with the reservation.  Once linked, when the travel authorization is approved, E2 automatically notifies the Travel Management Center (TMC) to issue the ticket and transfers the fiscal strip information to the TMC.  

Failure to retrieve a reservation made by a TMC travel agent may result in the airline ticket not being issued.  All Retrievals must happen before the authorization routes to the first approving official.

Follow these steps to retrieve a reservation:

1. Have the six-digit alphanumeric confirmation code (also called a PNR) found in the email from the TMC available.

2. From the Create Travel Authorization screen, click Reservation Details link, then click the Retrieve Reservation button.

3. Enter the confirmation code in the appropriate field (Any second confirmation code can be entered in the Southwest field).  Click the Retrieve button.
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Figure 1 – Retrieve Existing Reservation Screen

4. Once you have successfully retrieved the reservation, the Itinerary appears, click the Accept button.
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Figure 2 – Retrieve Existing Reservation Screen

5. The screen refreshes and a confirmation message displays stating that the itinerary was successfully updated.  Click the Next Step button.
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Figure 3 – Reservation Details Screen
You can now view the reservation details by clicking the Itinerary link at the bottom of the Create Travel Authorization screen.

Airline, hotel, and rental car expenses contained in the reservation will automatically update those expense fields on the Travel Authorization.

Note:
E2 Solutions will automatically notify the TMC when the travel authorization is approved, and the tickets will be issued according to the established business process - usually two business days prior to departure.

The Ticket Data link at the bottom of screen updates when the ticket is issued.

6. Check the Itinerary link at the bottom of the Create Travel Authorization screen to see the PNR is attached before clicking Logout at the top of the screen.

If the Reservation Code cannot be retrieved, follow these steps below:

1. If the traveler’s TMC Profile ID was not associated to the reservation code at time of booking, the following error message displays.  Contact the TMC to have them add the TMC Profile ID that is displayed in the User Profile.  The TMC can be reached by calling 1-866-654-5593, option 2

Note:  If the Traveler has multiple TMC Profile IDs, this can also make it difficult to retrieve a reservation.  Please ask the travel agents to only associate the most current TMC Profile ID with the reservation.  The most current TMC Profile ID will be the one that exists within the traveler’s User Profile.
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Figure 4 – Retrieve Existing Reservation Screen

2. Once the TMC has associated the current TMC Profile ID to the traveler’s confirmation code, a Retrieve Reservation can be retrieved using Steps 1 - 5.
1.

