
for when another airline can 
be booked over Alaska Air-
lines.  One of the below excep-
tions must be selected from 
the drop-down list in the 
booking tool.   

 Cost differential in excess 
of $35 one-way/$70 round-
trip 

 Schedule requires an addi-
tional overnight (Flight 
departures before 7:00 a.m. 
or arrives after 10:00 p.m.) 

 Inadequate capacity (Sold-
out) 

 Emergency travel departing 
within 4-hours 

The Department Travel Coor-
dinator will receive a notifica-
tion if the exception selected 
can not be validated by the 
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Expedited TSA Screening 

TSA recently announced 
changes to the expedited 
screening program. 

Travelers that “opted-in” to 
TSA Pre✓ via a frequent flier 
program, will notice a reduc-
tion in the frequency in 
which they are chosen if they 
have not completed a pro-
gram application and paid a 
membership fee. 

There are a couple of trusted 
travel programs to chose 

from depending on traveler 
eligibility.  Once successfully 
enrolled in one of the pro-
grams a Known Traveler 
Number (KTN) is issued. 

 TSA Pre Application Pro-
gram will issue a KTN 
that will usually begin with 
the two letters TT. 

 CBP Global Entry, Nexus, 
Sentri will issue a KTN 
that consists of nine digits 
usually beginning with 98. 

Meeting the Market Share 

The KTN can be saved in 
the Personal Information 
section of the E-Travel pro-
file and will append to each 
reservation.  This does not 
guarantee expedited screen-
ing and travelers that do not 
have a KTN may no longer 
be randomly selected for 
expedited TSA screening. 

Travelers are encouraged to 
contact TSA for guidelines 
and questions www.tsa.gov. 

The primary goal for a travel 
arranger is to procure travel 
reservations that achieve the  
travelers business objective at 
the lowest cost.  This can be 
challenging when there are also 
contract requirements and 
traveler preferences to consid-
er. 

Eighty percent of the top ten 
markets the State of Alaska 
travels to are served by Alaska 
Airlines.  The agreement with 
Alaska Airlines is important 
because it provides a discount 
at the point of sale in all of 
their destinations, which saves 
over $1.6 million annually in 
Executive Branch and Medi-
caid airfare (see Fiscal Year 
2014 Reports).  

To benefit from the highest 
Alaska Airlines discount level 
and achieve the savings poten-
tial in all destinations, market 
share targets must be met in 
designated cities. 

To help the arranger determine 
when market share is required 
E-Travel Online will prompt 
an out of policy notification. 

There are specific exceptions 

Memorial Day May 25 
 

We cherish too, the 
poppy red that grows 
on fields where valor 
led; it seems to signal 
to the skies that blood 
of heroes never dies. 

~ Moina Michael ~ 

E-Travel Management Team. 

When the policy notification is 
not displayed, the arranger can 
select the most suitable itiner-
ary on any airline. 

It is important to consider fees 
and restrictions when selecting 
other airlines. 

 Baggage Fee Costs 

 Change Fee Costs 

 Name Change Restrictions 

 No-Show/Cance l la t ion 
Restrictions 

The contracts with Delta Air, 
Ravn Alaska, and several small 
rural air carriers waive some 
fees and restrictions, and pro-
vide air savings at the point of 
sale.  When procuring travel, 
these airlines should be consid-
ered over other airlines.  

http://doa.alaska.gov/dof/travel/coordinators.html
http://doa.alaska.gov/dof/travel/coordinators.html
http://www.dhs.gov/comparison-chart
http://www.dhs.gov/comparison-chart
http://www.tsa.gov/tsa-precheckR-application-program
http://www.tsa.gov/tsa-precheckR-application-program
http://www.cbp.gov/travel/trusted-traveler-programs
http://www.cbp.gov/travel/trusted-traveler-programs
http://www.tsa.gov
http://doa.alaska.gov/dof/travel/reports.html
http://doa.alaska.gov/dof/travel/reports.html


Employees can now enroll in 
shorter E-Travel topic-specific 
sessions in LearnAlaska.  The 
courses will rotate each month. 
The current full-length session 
will continue to be offered 
every other month. 

 Search Functionality and 
Policy Overview: Covers 
the basic booking process 
with a focus on market 
share and policy notifica-
tions. 

 Trip Changes and Can-
cellations: Covers the basic 
process for cancelling or 
changing a trip in the tool 
with an overview on adding 
components to an existing 
reservation, duplicating a 
trip, and using templates. 

 Rural Vendors and CTS 
Authorization: Covers 
booking rural vendors with 
an overview of the CTS 
authorization process. 

E-Travel Information 
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Danielle Meier 

State Travel Manager 

907-465-6534 

Carmen Phelps 

Accountant IV 

907-465-2447 

doa.dof.e-travel@alaska.gov 

http://statetravel.alaska.gov 

Corporate Travel Management 

Online Help Desk 

877-500-4290 / 907-500-4290 

e-travelhelp@travelctm.com 

Reservation Call Center 

866-762-8728 / 907-500-4292 

e-travelaprvl@travelctm.com 

E-Travel Management 

Understanding Codeshare Agreements 

Codeshare, in simple terms, 
is when a reservation is made 
on one airline and the flight 
is flown by another airline. 

The intent is to provide a 
wider selection of destina-
tions than an individual air-
line can offer on its own. 

There are a few benefits to 
purchasing codeshares tick-
ets; the traveler is protected 
by both carriers in the event 
of a flight cancellation or 
delay, baggage is transferred 
between cities, and mileage is 
automatically accrued to a 
single airline account. 

The disadvantages are that 
voluntary ticket changes can 
be expensive and carry heavy 
restrictions.  In addition, 
many travelers are confused 
as to which airline to check-
in with.  For more on check-
ing in for codeshare flights 
visit alaskaair.com.  

How do codeshare tickets 
affect market share and 
other State business 
needs? 

Travel arrangers should con-
sider using the codeshare 
flight when there is a policy 
icon (as shown in the image 
below) and when the fare 

difference is less than $35 
one-way or $70 roundtrip. 

If there is no policy notifica-
tion displayed the recom-
mendation is to purchase the 
ticket on the operating air-
lines flight, unless there is a 
substantial savings to book as 
a codeshare. 

The challenge for the State is 
that unused tickets with a 
codeshare flight can not be 
applied to any other traveler; 
(they are nontransferable) 
therefore, the funds are lost 
if the original traveler is una-
ble to use the value on a fu-
ture reservation. 

Test your E-Travel Knowledge!   

Send your response to the ETMT 
by May 22, and your name will be 
entered into the quarterly drawing. 

1. Why is the Alaska Airlines 
agreement important to the 
State of Alaska? 

2. When booking in E-Travel, 
how does a travel arranger 
know when Alaska Airlines 
should be purchased? 

3. Besides the point of sale 
savings, what other benefits 
do air contracts provide? 

4. If a traveler has a KTN 
where should it be stored? 

5. What are the benefits of 
purchasing codeshare tick-
ets? 

6. What are the challenges 
with purchasing codeshare 
tickets? 

Search Function: May 12 - 10:30  

Trip Changes: May 28 - 10:30   

Rural Vendors: Jun 9 - 10:30 

Full Basic Training: Jun 25 - 9:30 

 

Login to LearnAlaska  

Enter etravel  in the search box.   

Select desired training course  

Select desired training date 

Select Enroll 

 

To access the WebEx and phone bridge 

on training day, login to LearnAlaska 

within 15 minutes of the start of the 

session. 

Please take a few minutes 

to let us know how we are doing. 

E-Travel Program - Quarterly Survey 

E-Travel Online Training Enrollment 

And Quarterly Survey 

Happy Mother’s Day ~ May 10 

http://www.alaskaair.com/content/travel-info/before-your-trip/codeshare-information.aspx
mailto:doa.dof.e-travel@alaska.gov?subject=E-Travel%20Knowledge
http://doa.alaska.gov/dof/learnalaska/index.html
https://www.surveymonkey.com/s/E-Travel_Satisfaction_Mar2015-May2015

