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E-Travel Online Air Preference Settings

Air Preferences allow users the ability to
choose different price options. Search for
State Contract Fares and Search for Lower
Fares are permanent settings that allow con-

tract fares and lower rates to display.

Accept Penalty Fares, Accept Connections, and
Search for Fares Using Multiple Airports are
default settings that can be unselected for
different price options.

Accept Penalty Fares allows lower priced pen-
alty fares to display in the flight selection box.
Penalty fares are identified by the Penalty:
YES indicator shown directly above the View
Rules link on the right side of the screen. Click
on View Rules to see the applicable penalties.

Unselecting Accept Penalty Fares allows non-
penalty higher fares to display. Most often,
the class of service is Coach (Y) and the indi-
cator display is Penalty: NO.

Accept Connections can be unselected to nar-

row the flight search to display only direct

E-Travel Fees
Effective April 2 - July 1

e Unassisted $8.85
e Assisted $19.04
e Change / Refund $10.27

flights. Be sure to leave the box checked for
flights that DO require a connection, otherwise
an error will appear and flight options will not

display.

Search for Fares Using Multiple Airports broad-
ens the search to display airports within close
proximity. For example, a search in the
Washington DC area will display 3 airports:
Dulles (IAD), Baltimore (BWI), and Reagan

(DCA).

Air Preference settings are located in the Pro-
file tab and in the Travel tab. The Profile
contains the default settings and should not be
changed. The Travel tab settings match the
default settings, and these are the settings that
should be changed on a trip-by-trip basis
when necessary. Once a trip is booked, the
Travel tab settings, if changed, will revert

back to the default setting.

When a substantial lower fare is found outside
of E-Travel Online, check the Air Preference
The Ac-
cept Penalty Fares box may be unchecked. If

settings under View My Preferences.

lower fares are the primary search choice,
the Accept Penalty Fares box must be checked
in the Profile/Travel
Helpdesk, Travel Coordinators, or the ETMT
can assist with preference settings.

Preferences. The

Providing a CTS Form of Payment to Vendors

Preferred Hotel/Car Vendors - Hotels in the
Preferred Hotel Program and Budget in An-
chorage, Fairbanks, Juneau, and Kenai will
accept the CC Authorization form for a CTS
form of payment. Travel planners are respon-
sible to provide the CTS Authorization form to
vendors after booking in E-Travel Online. The
form must either be faxed to the vendor or a
request may be sent to USTravel asking them
to send it. (A $4 surcharge applies.) US-
Travel will provide the CC Authorization to
vendors for reservations they initiate as part
of the agent assist fee.

Non-Preferred Hotel/Car Vendors - Travel
planners must pre-arrange billing with the

hotel or car vendors. USTravel is not author-

ized to make billing arrangements for the
state. They can provide One Card payment
information to any vendor, but can only pro-
vide the CTS information to Preferred Hotel

vendors and to Budget.

Some in-state non-preferred vendors will ac-
cept a CTS form of payment, while most out-of
-state vendors may not. Travel planners need
to inquire directly with the vendor to arrange
billing.

Some rental car companies allow the state to
set up billing arrangements with a CTS by
joining their clubs. Hertz allows this option for
frequent travel to the same city. Further de-
tails are available by contacting the ETMT or
the department Travel Coordinator.

Travel E-Qs

There will be a random
quarterly drawing in
June for a prize from the answers
submitted by April 16, 2012 to:
doa.dof.e-travel@alaska.gov

1. What E-Travel changes have
helped you the most2

2. What Delta Airlines policy
change affects Alaska Airlines

MVP members?

3. Which preference setting dis-
plays low fares?

4. Who is responsible to arrange
vendor billing for CTS pay-

ments?

Contest prize winnings are considered
non-cash compensation, and will be
included as W2 earnings.

We’'re on the Web!
http:/ /statetravel.alaska.gov

E-Travel Office

ETMT

Kathy Adair
State Travel Manager
(907) 465-6534

Carmen Phelps
Accountant IV
(907) 465-2447

FAX: (907) 465-3798

Email: doa.dof.e-travel@alaska.gov

USTravel

E-Travel Online Help Desk
(907) 500-4290 / 877-500-4290

Email: e-travelhelp@ustravel.com

Reservation Call Center

(907) 500-4292 / 866-762-8728
FAX: (907) 465-8288

Email: e-travelaprvi@ustravel.com

Research
Email: soaresearch@ustravel.com
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