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GetThere Supported Browser Versions

GetThere uses web technologies to enhance the traveler’s experience and provide increased
functionality. To maximize traveler usability of the application, GetThere recommends using the
latest non-beta browser version from the list of supported browser versions below. Other browsers
may function, but are not fully supported. The list will be reviewed annually and updated as needed
upon review.

Supported Browser Versions:

- Chrome (latest stable)

- Firefox (latest stable)

- Internet Explorer 11 (from a Windows 8 Desktop without the touch interface* from 14.06)
- Internet Explorer 11 (from a Windows 7 Desktop)

- Internet Explorer 10 (from a Windows 7 Desktop)

- Internet Explorer 9

- Internet Explorer 8

- Safari (latest stable)
* NOTE: Windows 8 offers a touch interface in addition to the regular interface. GetThere is certified only using the regular interface
and NOT with the touch interface

When accessing GetThere with a supported browser, the following browser settings are enabled by
default:

Cookies

A cookie is a file that is sent from a Web site to store information about the user and his/her
preferences. GetThere can use session cookies to customize the application based on the user’s
previous actions. To function correctly, the traveler’'s browser must have session cookies enabled.
By default, each browser enables session cookies.

JavaScript
JavaScript is a programming language used to create specific site functionality. JavaScript must be

enabled for the application to function correctly. By default, each browser enables JavaScript.

Cascading Style Sheets (CSS)

CSS controls the look of a Web page (for example, positioning, font, font size, and color). GetThere
uses CSS to control the look of each item on a page and to enhance system performance. CSS
must be enabled for the application to function properly. By default, each browser enables CSS.

HTML Frames

The ability to load the GetThere application inside of HTML frames has been disabled in Internet
Explorer (IE) 6 due to security vulnerabilities with that browser version. If an IE 6 user visits a page
that loads the GetThere application inside frames, the application will overtake the parent window.

Site Administration in Multiple Tabs

When working in Site Administration and making changes for different sub-sites, it is best practice to
NEVER open multiple tabs within the same browser. If you are copying data (like strings) the
recommendation is to cut and paste it from the first sub-site into something like Notepad before you
close that sub-site and move to the next one. Or, if you're making configuration changes, it is
recommended to open a new browser session. This does not mean a new “tab” within the same
browser but a separate browser instance (window).

The issue is that when using multiple tabs to simultaneously modify multiple sub-sites this is known
to cause cross site conflicts as browsers are designed to maintain state fullness when new tabs are
opened. For example, if you were working on the Sabre Inc. site in Tab 1 and on Tab 2 you opened
the ABC Corp site, when you go and save the changes in Tab 2 (ABC Corp site), it actually saves
the changes you made on Tab 1 (Sabre Inc. site).
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Connectivity and Response Time

GetThere is a web-based tool and is subject to connectivity slowdowns. This tool is configured with
company policy and contracts, and “eye candy” is kept to a minimum to help reduce bandwidth
requirements. However, there are other reasons that may cause slower than normal internet speeds.

Connection to internet (modem or broadband connection)

Network traffic

Network maintenance

Browser compatibility — Refer to the previous section of the user guide for suggested browsers.
If possible, try different browsers. If one seems to be slow, switch to another.

YV VY

There is no maximum amount of users the server can handle and data uploads will not interfere with
site performance. If you are experiencing frequent issues with speed, check the above items including
switching browsers. To report slow response times, document the browsers used, date, time of day,
and the action you are performing. Send this information to the E-Travel Management Team (ETMT) at
doa.dof.e-travel@alaska.gov.
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Introduction

Beginning November 9, 2009, the State Travel Office was replaced with E-Travel Services under the
State’s new travel management contract.

In 2013, the online booking tool, ResX, was replaced with the new tool GetThere.

Travelers can use this tool to research air, hotel, and car options that can be saved outside of the

booking tool and accessed by their travel planners.

This guide provides instructions on how to perform the following tasks:

>
>
>

Y VVY

Login to E-Travel Online
Navigate E-Travel Online
Complete a booking using:

o Air
o Car
o Hotel

Exchange, Cancel, Void, and Refund
Book travel with a generic profile
Send a CTS Authorization Form
Request to book Rural Air/Ferry Travel
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Logging In

1. To access E-Travel Online, enter the following URL into the web browser:
https://dof.doa.alaska.gov/dof/sabre/login.

2. Enter your Enterprise User ID in the User ID text box.

Enter your Password in the Password text box.

4. Click on the Login button.

w

Login

To login, please use your Enterprise email User ID and password (just as if you are logging into your
Microsoft Outlook email account or the State of Alaska Web Mail application). Your email User ID usually
consists of your first and middle initials and your last name, you may verify your user ID using the State
Employee Directory &.

If you are having trouble with your password please contact your department's assigned Enterprise
Directory Password Administrator &. If you experience any other technical difficulties please contact the
Division of Finance webmaster.

This application is provided as a service to state employees by the Division of Finance and is intended for state business use only.
Unautherized access/tampering is punishable under Alaska Criminal Statutes AS 11.46.200, AS 11.46.484, A5 11.46.740.

Please enter your User ID:

Password:
[ | SOA Password Change &
Forgot password?

To change or retrieve your password, click on the SOA Password Change link or the Forgot password link
on the login page.

Note: Your username and password cannot be changed by the travel agency or in E-Travel Online.

Note: Your session will time out after 15 minutes of no activity.
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Travel Arranger Homepage

The Travel Arranger homepage enables arrangers to quickly view their list of travelers and start a
booking with one click. It also allows them to quickly view their frequent travelers’ upcoming trips and
any required profile updates.

The Traveler tab enables the arranger to quickly view active trips and profile alerts, access profile
settings and templates, and book travel for that traveler.

The Travel Arranger tab is composed of two different panes. The left pane contains a list of all travelers
assigned to the arranger. The right pane is dedicated to a new category of travelers, Frequent Travelers.
This pane contains three tabs, Frequent Travelers, Trips — List View, and Trips — Calendar View.

(e Psh v © Hel Vemon Planner v
T: |
n

w Travel arranger

Frequent wovelers Trips . List view Trips - Colendar view
My travelers

& Vernon Planner

Travedor (U of 10) Meorts © E-mait Mrone Namber
Bear, Yornon

FIN FINANCE E, & Select Frequent Travelers

Meler, Daniolle i
Safect the ohack Doxes 10 3040 ravelers 1o e Freguent Travelers tab You may select up 1o 10 ravekerns

1. Travel arranger’s name and site name.

Languages available —click the v and select from the dropdown, to change.

3. List of the arranger’s travelers - click the checkbox to select/de-select a traveler as a frequent
traveler (name becomes bold). A maximum of 10 may be checked.

4. Message advising how to add to the Frequent Traveler list. The message will display until at
least one frequent traveler has been assigned.

N
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More Than 50 Travelers

When the arranger has more than 50 travelers, a search box displays.
» Enter the traveler’s name and click Search.

The, My travelers, area is populated and the arranger is able to click the checkbox to select/de-select the
traveler as a frequent traveler. To search for a generic profile, use the last name box to enter the three-
letter division code.

My travelers

&= Vernon Planner

You have more than 50 travelers.
Enter a name to search for a
traveler.

Last name First name

If the arranger clicks Search without entering a first or last name, an error message displays.

@ Your search could

not be completed.

You did not enter
enough information to
complete a search.
Verify that you have
used a first name and/or
last name and try your
search again

If the search did not find any matching names, an error message displays.

@ We could not find any

names that match
your search criteria.
Please try again. Enter
the traveler's full first
andfor last name and
then click the Search
Again button

When the search finds results, the area is populated and the arranger is able to click the checkbox to
select/de-select the traveler as a frequent traveler (name becomes bolded).
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Frequent Travelers Tab

The right pane of the Travel arranger tab is dedicated to Frequent travelers. This pane includes three
tabs containing frequent traveler information and frequent traveler trip information in a list and
calendar view.

w Travel arranger

Frequeat travotors Trips . List view Tripe  Colendan view
My travelers

B vernon Planner
¥ Boar Vemoo

Trawelar (2 o1 19) Alons @ Emall Phono Nusnber

ALuEC $07-500-4292

B e stafbediBirmek
FiN FINANCE - o
rieln daciielle msler@alankn 07 4F5-E5
]

1. Travelers selected (checked) in My travelers. A maximum of 10 traveler names display. Click the
traveler’s name to book travel for that traveler.

Profile Alerts - when the icons are active, hover over and pop-up text will provide detail.
Traveler’s email address hyperlink — click the hyperlink to send an email to the traveler.

The day/business phone number listed in the traveler’s profile.

Click the % icon to remove a traveler from the Frequent Travelers list. When the icon is clicked,
the following warning message displays:

v FIN FINANCE

¥ Moler, Danielie

ukhwnN

Are you sure you want to remaove Frequent Traveler status for this name?

oK | ’ Cancel

If OK is selected, the traveler will be removed from the Frequent Travelers list and their trips will be
removed from the Trips — List View and Trips — Calendar View tabs, the traveler’s name will return to
normal text in the My Travelers list, and the checkmark will be removed from the box in the My
Travelers list.
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Trips Tab - List View
Frequent travelers I Trips - List view I Trips - Calendar view

Traveler Location Date Trip Type Record # Status

Bear. Vernon Anchorage 09/11/16 - 10/01/16 xE HYWXGX In progress
FIN FINANCE 1 Juneau 10/02/16 - 10/04/16 E. CKGFUY Ticketed
Meier, Danielle Juneau 10/02/16 - 10/04/16 xE HETJQV Ticketed

EN S N N N

The trip information is only viewable for a two-week period. If one or more trips have been modified, the list may not reflect the changes. To
update the information, view the trip. To view all the trips for a traveler, click on the traveler's name and select View All Trips from the Active

Trips tab.

1. Sort the list by clicking the links: Traveler, Location, Date, Trip Type, Record #, or Status. The
default sort is Traveler (in alphabetical order) with a secondary sort of Date. The primary sort is
in bold.

2. Traveler — The list of travelers (from the Frequent Traveler Tab) with upcoming trips. Click the
name to display the Home page for that traveler and book their travel. Only one traveler may
be accessed at a time.

3. Location —The traveler’s destination. For trips in progress, the current location of the traveler
will display.

4. Date —The outbound and return travel dates. Trips occurring within the next fourteen days
from today’s date will display. Trips that have already begun are included in the display.

5. Trip Type — The components of the itinerary. The icon only displays once for each component in
the trip.
e There is a flight segment in the itinerary.
o There is a hotel segment in the itinerary.
e Thereis a car segment in the itinerary.

6. Record #— The travel agency record locator. If multiple record locators exist, they will make up
one link. Click the link to view the trip details.

7. Status - The current itinerary status.
e Active — The trip has been purchased, but has not yet been ticketed.
o Ticketed — The trip has been purchased and ticketed. Travel has not yet started.
e In Progress — The trip has started, but not yet ended.

If the Traveler Arranger has removed the checkmarks from all checkboxes in the Frequent Travelers

section, the following text displays: To view details for frequent travelers, check the box next to the
name.
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Trips Tab - Calendar View

Frequent travelers Trips - List view I Trips - Calendar view |

Legend: « Actve 4 Ticketed & In progress

Ek September 2016 - October 2016
El F 3 S M T w T F S 5 M T w T
3

30 1 2 4 5 6 7 8 9 10 1 12 13
EiM FINANCE i Anchorage ([ 4 Juneau (10/02/16 - 1
Bear. Wernon A| & Juneau (10/02/16 - 1 4 Sitka (10/09/16 - 10/
[ 4

The trip information is only viewable for a two-week period. If one or more trips have been modified, the list may not reflect the changes. To
update the information, view the trip. To view all the trips for a traveler, click on the traveler's name and select View All Trips from the Active
Trips tab.

1. Click the Legend link to display a definition of each icon status.

Indicates an active trip that has not yet been ticketed (in the process of being ticketed)

Indicates an upcoming ticketed trip

Q % <

Indicates a trip in progress

2. The calendar is viewable for a 2-week period from today’s date (the current date and time of the
user).

3. Travelers selected (checked) in My Travelers. Click the name to book travel for that traveler.

4. A date bar with the trip status icon, destination, and outbound and return dates of the trip. The
bar begins on the first date of the trip and continues until the last day of the trip. Click the
destination name to view the trip details. Putting your mouse over the text displays the
complete trip name and trip status. If the traveler has overlapping trips, a second calendar row
displays listing the second trip. The name of the traveler is not repeated in the traveler column.

The date bar will also be color-coded based on the status of the trip:
Active — Green

Ticketed — Blue
In Progress — Pink

If the Traveler Arranger has removed the checkmarks from all checkboxes in the Frequent Travelers
section, the following text displays: To view details for frequent travelers, check the box next to the
name.

Note: Modified trips may not be reflected in the calendar.
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Traveler’s Tab

Upon logging in to the site, the Travel Arranger window displays. In the example below, Vernon Planner

is the Travel Arranger.

% @English v  @Halp | Vemon Planner v

w Travel arranger

Frequent travelors Trige . List view Trign - Calendat viow
My travelers
Vernon Planner
= NN TV AT AR T, Travewlee |1 of 10§ Alnrts © E.malt Phone Namber
7 Bear, Vesnoo /
Sax_\esran ndin_stafoed@inveicom coms «rsovazse

GEMERK

Upon selecting the traveler name, the traveler view displays.

Rural Request  Preferred Hotels  CTS Authorization  E-Travel Online Guide  Training Videos

@ Fighshy v © Hew Varmon Planner v

/

» Travel ar ranger IAnangm travel tor Vermon Bear I

x Book travel v Flight Hotet Car

a Manage trips o Round-trip Ofwes-way BT
B Templates / Shop by schedule ®) Shop by price

é’ Unused tickets o @ Fxact dates H-1 1o 3 days

& Profile . .

f More toois

From here the arranger can quickly view active trips and profile alerts, access profile settings and

templates, and book travel. Links to travel forms are available at the top of the page.

Revised December 2016
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Traveler Homepage

After logging in, the Home page displays. The Home page is where you begin planning your trip. You
also have access to trips, templates, and profile pages. You may also view company announcements,
access other travel related tabs, and link to various travel tools to assist you in planning your travel.
Links to various travel forms are available on the grey bar at the top of the page.

To return to this page at any time, click the Home tab on the menu bar.

Rural Request  Preferred Hotels  CTS Authorization  E-Travel Online Guide  Training Videos

Q@ English v © Help Vernon Planner v

a

» Travel arranger Armanging travel fcr

' Fligh Hotel Car
X Book travel 9
a Manage trips €) Round-tnp One-vay Multi-destination
= Templates Shop by schedule (@ Shop by price
@ VUnused tickets @ @ Exactdates ++ 1 to 3 days
6 Profile Frem T
f Mare tools
Depant Return
Leaves v Laaves v

State Resources & Service
Information

Moming (8:00 am) v Moming (8.00 am) v

The Division of Finance webpage

contains program Information and

travel resources: such as. links o

Service Standerds, FAQS, State » Advanced search options
Travel Policy, and Travel Forms

o Coach. Non Refundabl
For additional program information - bl i
select “Vigw full message”

Search

View full m

b
w
n
W
4]
o

* = requred

A carousel containing E-Travel information is located at the bottom left side of the screen. The carousel
displays one of four screens in rotating succession. You can click on 1-4 to display information. Click on
the View Full Message link to display detailed information.
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Search

1. Check the desired trip components (Flight, Hotel, and/or Car) that you wish to book.
2. Select your trip type (Round-trip, One-way, or Multi-destination).
3. Choose how you want to shop for flights, by schedule or by price.

Note: When shopping by price, you have the option of comparing fares at surrounding airports or
viewing fares up to 3 days around the dates you selected.

4. Enter departure and destination cities, dates, times, and other flight availability options.
5. Click on the Search button.

Tip: Use the Morning, Afternoon, and Evening options to get flights to display 8 hours both ways from
the time shown. Using specific times is sometimes too restrictive.

Tip: If there is more than a 4-hour layover time in a connecting city the Multi-destination search option
may return better results.

| Flight Hotal Car
-
Round-trip One-~ay Muthdesiiralion  a——
Shop by schedule @ Shop by price
® Exact gates +- 110 3 days
From To
Dspant Retum

LBaves

» Acvarced search optans

Coach, Non Refundable

» The Advanced Search Options area can be expanded to select more options, such as Refundable
and Non Refundable tickets.

w Advanced search options

Class of service

ach -

Fare type preforence
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Uncertain City

If you type in a city name and the system is unsure which city/airport you want, a list displays for you to
select the correct city/airport. A list also displays if a city has no airport.

» Your trip so far

Select an airport

A

Sorry, but you cannot book online reservations for a trip to this location "null”.

Your site administrator has restricted online booking to or from this destination. Companies may restrict
travel to or from specific locations because of travel policies, international pricing issues, or government
travel recommendations or restrictions. Please enter an alternate location and try your request again or

contact your travel manager or travel agency for more information.

More than one location found matching atlanta, us

» Modify search

Airport name (location) State/province Country

() Hartsfield-Jackson (ATL) GA USA

() Athens Municipal (AHN) GA USA

() Garden Harris County (PIM) GA USA
Revised December 2016

Page |13



E-Travel Online User Guide

Flight Availability (Shop by Price)

The Shop by Price page displays a matrix with the lowest fares available based on the original search
criteria. You can sort by airline, number of stops, or fare.

The flight options (based on the original search criteria) will display below the matrix.
» Click the Select button to choose the flight(s) you would like.

Note: You can choose to Search by Schedule by clicking on the link if there is no itinerary option that will
meet your needs.

e e ) Vi b et wcaitier
i o) /
@ Zoasy o

L’ \ 154,00 USD

7] Davartare / » \ =

400 AN ppfhin - .
Erwl

. Pigrt 90 M

v o

)T ANV . e

Erals 154,00 USD

Sy

v -t
Ervels

=

- A A

v

4 S V. B il

e ive ‘ 159,36 USD
KMl S M 3 Al

Other links include additional pages of itinerary options, airport information, equipment details, fare
rules, and seat map. The seat map will display available seats to select from prior to selecting the flight.

Looking from left to right you can view:

departure times

arrival times

airline, codeshare information if applicable, flight number, equipment type, class of service
number of stops, flight time, flight mileage, on-time percentage, seat map

company preferred indicator

price estimate

VVVVYYVY
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Flight Availability (Shop by Schedule)

The Shop by Schedule displays options for each leg of travel. The price is displayed when all segments
have been selected.

» Click the Select button to choose the flight(s) you would like.

Select a flight

s S

V| Degatian e Gewct

Sekct

» Once you select the departure, the return options display. Click the Select button to choose the
flight(s) you would like.

Select a flight

101
g nmm \

| Degans LA S Lemct

00 AM

1

Other links on the page include airport information, equipment details, and a page of additional flight
options.

Looking from left to right you can view:

departure times

arrival times

airline, codeshare information if applicable, flight number, equipment type, class of service
number of stops, flight time, flight mileage, on-time percentage, seat map

company preferred indicator

price estimate (not currently enabled when shopping by schedule)

VVVVYYVY
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Lower Fare Option

Once the outbound and return flights have been selected, the screen displays the price for your original
selection and alternative itineraries with the same or lower price.

> Select your preferred flight option.

Your selected itinerary
i g Depart Amive B Negotiated
ik ANC FAl 166.22 USD
Flight 2803 - DEHAVILLAND DASH 2-400 940 AM 10:43 AM
Coach View seats Wed, Nov 16 Wed, Nov 16 Select
Fare rules
i = Fver Depart Arrive
ik FAI AMNC
Flight 2818 - DEHAVILLAND DASH 8-400 7:50 AM 9:05 AM
Coach View seats Thu, Nov 17 Thu, Nowv 17
Fare rules
Low fare options
The following tineraries, including nearby airports, may also fit your schedule and budget.
Filters 11 flights Sortby | Price (estimate) B
Reset fiters
Option 1
Flight times
. £ ){ Depart Arive 154.00 USD
Departure s ; ANC FAl @ Out of poli
Flight 800 - DeHavilland Dash-8 policy
amE 6:00 AM 711 AN
Wed, Nov 16 = Wed, Nov 16 Coach View seats Wed, Nov 16 Wed, Nov 16 Select
6:00 AM 10:00 AM Mon. Flight time 1:11,
281 miles
‘ . Fare rules
I:‘ Arrival
£ )) Depart Arive
Fight 901 - DeHaviland Dash- - Ane
[ - DeHavilland Dash-
Return - FAIto ANC g = 7:35 AM 8:50 AM
Coach View seats
Departure Nonstop, Flight time 115, Thu, Now 17 Thu, Nov 17
281 miles
Thu, Nov 17 - Thu, Nov 17 Fare rules
6:00 AM 4:00 PM
ir - ]
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Travel Policy

You can use the out-of-policy information in choosing your itinerary options to assist in achieving the

state’s cost management objectives.

Oul of pokcy

Thes trave! ophion is out of poticy foe
the foliowing reasons

50 fights s o This airline is not authorgsd U
Option * A company preferred artine s
avatabie
£rm) I -
Fight 000 - DeHavaiand Dasn-8 A_NC F_Al @ Ouf of polcy
6:00 AM 7:11 AM

Coach Viaw seals

Wed. Nov 16

Wed Noy 16

eHavitand Dash-& o ANG
et iomaliscb Y o Y7 8:50 AM
Thu, Nov 17 Thu, Now 17

Select

If you choose flights that are out of policy, the following screen displays. You can perform one of the
following actions:

» Choose a reason for non-compliance from the drop down list to continue.

> Start over based on state travel policy.

> Click the back button on your browser bar to return to the list of flights and select a flight that is
not out of policy.

Out of policy

A Trs ety does not LSS certan elements Flease redew your options and Suome the informaton booe

Sotte of your chost ey were deangnated Oul of FORY v Ihe S80wng Megsonds)

o THes 200 1 00l siInoeet - ANC - FX

o Then @0 18 0ol sithoriged - AT - AN

o A company prefemed arkne 15 avalable

\1""-",‘«)» gnaie vy You Gd DOt CRODSE aN INLPOSCY OpBoe
IVERINGHT REGLIRE BEFCORE TA AFTER 10F

ALASKA AR CANCELLED OR 0L DO

ALASKA FRICE GREATER DY 2% OW OR 70 AT
EMERGENCY TRAVEL VWITHN £ MR

HORCONPLT
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Seat Selection

After the itinerary has been selected, a seat map displays for the first air segment. You can scroll to the
front and back of the plane if necessary to see more seats. Exit row seats cannot be confirmed at this
time.

> Referring to the legend, click on an available seat to select it.
> Click the Select button to go to the next seat or the next step in the booking process.

G Please note (hat Vernon Bear prefers a window seat \

Wed, Nov 18

10 11 12 13 14 15 16 17 W 19 20

[ 7 8 0

Passenger 1

Select a Seal -

Fignt 1
Fight 2

Legend

. Mvalabia seat
Premium sedl [lor qualiing freguent
I qvedecs

n Fremium seal (Tee

Availabie oat row seat Saeat unavaiiatis

Precmum el row sas (for qualfyng Gasttakan
Nredpasah lravelars

Pramuam sol (ow 163 fes Eall o ARE1Imust be rescQRl 3 Jitport

Skp seat selechons Select

Note: If the Skip seat selections button is selected and you have a seat preference in your profile, the
tool requests a seat according to what is saved in the profile based on seat availability. If there is no
preference in the profile, the tool first requests an aisle seat and then window starting from the rear of
the plane.

Note: Seat assignments are not guaranteed but are a request to the participating airline. Exit row
seating will not be confirmed in this tool due to carrier restrictions and preferred seating B is reserved
for MVP travelers and may not be confirmed if selected, due to carrier restrictions.

Note: The blue bar displays the traveler’s seating preference. If the traveler’s seating preference does
not display, go to the Travel Preferences, Flight Preferences screen and make sure that the Show
detailed seat availability information box is checked.
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Hotel Search

The hotel search defaults the check in and check out dates to the dates of the booked flights. The

property results display in the List View. The view can be changed by selecting the Show map link on
the left side above the filters.

Both views provide the same filtering options. There are three filter options to choose from Distance,
Hotel Name, and Amenities.

Select a hotel

The List View of properties provides a list of properties that met the search criteria. The list can be
extended by selecting the Show more hotels link on the bottom of the page.

The filters can be used to reduce the property options displayed and the Sort By (on the right side of the
page) allows the user to re-sort by Distance or by Preferred Hotels.

Select a hotel

ey ““." et
" P
L] ' . Soid ot

f o &

ﬂ v see o
T b wdn Ao SETIY LA
I

IR PR E R R RERREREREREEEEREEEREEEEEREREEREESR,

e T T S T T R R T B R R T T R R T R R R R R

Sold oul
¥ Hoae
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The Map View provides icon overlays for individual hotels and hotel clusters that met the search
criteria. The property results can be filtered to reduce the property results.

To view individual properties or clusters, hover over the icon. This is a great option for metropolitan

areas when a preferred hotel is not available or exceeds the $300 per night policy.

Select a hotel

Acpet, Gty w addmana

€ St by

E Carmery leratons (1

[
© Eeorch Cartar

? Carert sébecser

@ retele

© Muore bolahs

© Praberras Setets

D O of poficy hotels

© Bokd wx budels

Fllery

Arvareaes

AL sccawadle (18

Aot shutthe (13

31 of 11 naten

mmeori);

Eapabdunt rechaded (11 HES WaAT

<

e Watertrarm L odge
8%t ran

% '.g
.- S
- e

75UsSD

Ve raten

» Click the View rates button (from either the list or map view) to review available rates and room

types.

% Photos

PIKES WATERFRONT LODGE
@© State Preferred

1850 Hoselton Road
Fairbanks AK 99709 USA
1.0 miles NE

Amenities

\ 75USD

View rates

The View rates page displays all available rates and a link to More rate details. There are also links to
the property Description, Amenities, Directions, and Photos on the top of the page.
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b ’ .~ o AT, 200
Tueret tppen Hotw 1des Nocer 1oten

' P R L s L e wenlyy 2w sty 3 Fide Negmiated i
Ratiom s Foss Lacal Cats Son Stme OF Alnke Rons Inchaoes Besadinst 70.90 USO

wats fles w1 Cuser Steds Simer Yiew Ot aone wanl by I e by ie L1
s Flafagu st Scs Ttme [ Alyies Sode rxtades Mesday ko 7800 USD Cadn t

> Click the Select button or select the More rate details link for the details and cancellation policy.

The Rate Details & Cancellation Policy page.

Rate details and cancellation policy

I Canceflutun poicy, Caneel A Lamt £ Dargx Fyvst T Acovsd Te Avoat A 1 gt & Caresd Paeaty
Cawrge

2
e "
Spec i raquasts
The thed of iy bt -y ok L -
v N »
'
e s " 2
of e " vhweictont acce
You e oW brd | wt \

> Select up to three Special Requests then click Select room or select Back to rates.

Once the room has been selected, the Trip Review & Checkout page displays. If a car has been
requested, the Car Search page displays.

Note: Out-of-policy options are indicated with the red circle icon. Actual lodging expenses that exceed
$300 room rate per night, excluding taxes, must be approved in advance by the department
commissioners or designee (AAM 60.240).

Qe Of Alaska, 1 ¥ng Deluxe Mourtaimn Inkst Or City Vew Hi Speed B 55 Wedt arcel by 24 hours Q State Negotiated Hote
9 95 Day-Sarenity Bed befare theck it 400.00 USD Select
fome rate details
@ Out of pelicy
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Car Search

The pick-up location defaults to your flight destination airport and the pick-up and return dates and
times default to the dates and times of the flights you booked. You may also choose to book a car near
your selected hotel or at a specific address.

» Click the Airport or Address button to open the applicable page.

P-ck—uh&{on‘

Search cars

\gck-up location

The following may be options when booking a car (based on company policy):

Pick up and drop off location

Type of car

Fuel type, transmission type, 4WD/AWD
Special equipment

YV VY

Using the Express Booking button will automatically book the lowest car contract rate available based
on the traveler car preference (the default is set to Intermediate) and the Trip Review & Checkout page
will display.

Using the Search button will display car availability.

Skip car search Express booking Search
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The state preferred car companies are marked with stars. Three stars indicate the preferred contract

vendors. Select your preferred car option by clicking on the link that indicates the Total Price.

Select a car

PFickap 1105 AM. Moy 1€, 2018 Faicturna AN (PR}
Orap-oft 700 AN, Nos 172090 Fashanes, AX FAN

Mot ty sagrch

Butont
e

Farzarss, AN (FA)

8485 Aipor Wiy 50 ©

W7 ATLO88
=
34,89 USD

Car deta
Salez
===

e

Faimanks, AX [Fal|
360 Dule Pz
1-907-2234000

=3
39.28 USD

Car getain
Salwz

Hertz.

Ll

Farzmrss AN (FAL

D400 Alrpart Wiy Sulin 18

ANl Ldas
=
4244 USD

Car detalsy

34,89 USD

Car aetate

19.28 USD

Car detaln

35,12 USD

Car detals

10.24 USD

Car detads

—_—
4153 USD

Car getain

39.97 USD

Car detals

=
42.58 USD

Covw oelem

==
4481 USD

Cov oetnin

="

43,60 USD

Cor octas

Son by

Comgasy praference

=X
57.24 USD

Cor deteen

50.13 USD

Car oetein

=10
135,28 USD

Car detars

-
=

Once the rate has been selected, the Trip Review & Checkout page will display.
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Completing the Reservation

After selecting your car, the Trip Review & Checkout screen displays. At this point modifications can be

made prior to purchasing the trip.

Note: Important information displays at the top of the Trip Review & Checkout screen. Information
stored in your profile pre-populates in the appropriate corresponding fields of the checkout page. If the
mandatory fields in a section on this page are completed (pre-populated from the profile or site settings

where applicable), the section is collapsed even when non mandatory fields are empty.

If any required field (marked with a red asterisk) is empty, then the entire section is displayed expanded
and a message displays in the section’s top bar stating: Please complete the mandatory fields marked
with an asterisk. The only exception to this rule is the Trip Details and Estimated Trip Cost sections

which are always expanded by default as they contain the itinerary and cost details.

CTE Paymont Reminger - Travel Arrangers mus! secd Buspst 370 Freferted Mot 13 CTS Ayforization foom

Note: Any section can be expanded or opened by clicking on the section title or expand all sections by

clicking the Expand All link in the upper right corner.

Legend: Wi Company Preferred Expand &4l Collapse All

» Trip Details I( @ Add to this trip )ll( = Save as template )l

» Complete and verify all information, then click Purchase Trip to complete your booking or you

can select Start Over and you will be directed to the home page.

WARMING: If you are not suthorized to purchase your own traved, requests to porchase travel will need 10 be sobimitted from an suthorized Travel Planner. You can

save Ihin teservation as & femplate and than notity your Travel Desk that o reservation s pending a0 they can complete the approvsl and purchass process for

you

Pisane ailow 1530 minutes befors 3008s%ing your traye! from puer Trigy

for satety reasons, the transportistion of hazardous materials in carry-on and checked Baggage s prohibited. Examples of hazardous matenals include

explosives, peToss lw, and Harmmable Squids, For a full st of prohibied deme, check your carrier's websile

By purchasing, | sgree 10 the hazardous matanals restrctons \

Pyrchase Trp
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Add to Trip

> Click the Add to Trip link in the upper right corner on the Trip Details line if you need to add to
this trip. The Add to Trip light box displays.

Legesd sk Company Freferred Expand A3 Cifiopse A)
= Trip Detalls \ O Addm tha v \"l I: S50d ae lergiae \,;
Fiight Detais foeatry

ANC 10 FAI - Non-stop Change thes fight Remove ths thght
Wed, Nov 16 0.40 AM - 10.43 AM Anchorage, AK (ANC) to Gt
Fairbanks, AKX (FAl) Faght 200
Fare Rules Seot 168
Cisss Coach

> Select from the drop down list the trip element you wish to add.
» Click the Add Item button.

Add to this trip

3 hotal room
8 car
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Purchase the Trip

After clicking Purchase Trip, a pop-up window appears to advise that your credit card will be charged if
you continue.

» Click OK once to confirm the purchase.

You are about to purchase a reservation If you cheose o proceed. you accep! all applicable rules and your charge card will e bitied. Click OK to condrm your purchase or dick
CANCEL

OK Cancsl

An itinerary confirmation displays.
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Reservation Complete

The Reservation Complete screen provides all of the booking details. A copy of the itinerary can be
printed or downloaded.

Reservalion complete

P —

B tripcas

suan

Revised December 2016 Page |27



E-Travel Online User Guide

You can now log out or start a new trip.

In addition to the displayed confirmation, an itinerary confirmation is emailed to you similar to the one

below.

Booking Confirmation

Tour resercanion confionation appeans bebiw. 4 Tisal sy will be sent Shortly. For cm and hotel madiflcatond, thit 5 voor Sl cosfimunce. Thank 500 S mukiey

pans o] preervationn theosgh oo ste

Thia confiemutem w for ot Dcataon porposes ondy, 39 mor respond 15 thas mvall

CONFIRMATION NINMBERS

SABKE Necoed Locwer » QOUNID

Azltiae Recoed Loctes ). AS-JOOLEB (Alaiks Axtian)

Ca Renti Coafiomugiee #1° ET- IS 1S4ESTCOUNT (Experprese)

1500el Covdrmmanco *1 ST-RIYLVDELA (Soepire Monputalts Fesoorces)

NAME(S) OF PEOPLE TRAVELING
Nagae Verson Beiy
el sndad

AIR

FRgMEqup . Alaka Auteess 2807 DEHAVILLAND DASH 3400
Depart Wednesday, Nov 16 243 AM Ancherage (ANC)
Aszrre Wiednentay, Nov 16 1043 AM Fasrbaes (FAL)
Shopn am-drp

Cum Coxk

trara Comfemmet

Scats Reguencd 138

CAR

Ventor Enempne

Pekep Wadsoudsy, New 16 1100 AM Faife Faictuks Axport

Adde @0 Dile 34

T™ 12074474006

Drop-Oet Tharadsy, Noe 1) 700 AM Facty Fartado Axpet

Adkea 4960 Dade 34

Tel 19074374900

Cx s Frerreedun

Ceefumsen d  13L5154887C00NT

Rae 35,70 USDrdady Unfinted Milieage; B Day. 3370, Exvra Hoor: 10.93
Tozal Car Cant, 4100 LSD

Spexaud Begpmaty:
HOTEL
Tane ik Wmartroen Lodps

Locasen Faztwd, AKX

Adkes 1253 Heselon Read. Fiertunks, AE 99700 US4
Check-m Widnesdyy, Nov 16 199 ?M

Ceck-ar Theraday, Nor 37 1000 AM

el Confirrsation & KEVINDFIA

Nurhes of Bosent |

Phome 13274454500

Fax 15074568515

Avernge R 3100 USD (per sigh rove)

Bpecidl Regueas: o smaking comn

AlR

FaghaEquy. Al Agfiass J518 DEHAVILLAND DASH §.400
Tharsday, Nov 17 753 AM Fantad (TAD
Thaasday, Now 11905 AM Ancharage (ANC)

e ep

Coak

Confeawe

Seats Regaemest 17D

AERE!

FARE INFORMATION

flass Asrtare (per perocn) 129 MU
Toru Taves mad or Appleaiie foos (po posee) 36 44 USD
Tomal Flght (per pervo) exchiding Ax Sxns. 166 22 USD

Faght sogrresn mase be ticketed by clom of bexsews sz Teestay Oct 4 2016

Fare Detale. ANC AS FAISL B9AS ANCSI 1SUSD1 29 TSEND TPANCFAL XFANCIZALE &
Pesaky NON-ENDORSADLE VALID ON AS ONLY

AGENCY INFORMATION
Ageney” Corporae Trived Slaagessend
Tesson, Alnica, US
Mhooe  WOT-S00-4282
DELIVERY INFORMATION
Detver T
Namr Voo Dewr
Addmm PO Box 110004
TINEAU AK w811
Pome. 0720040231
Emal  pale aaffedltrswiom com
Shpeent E-Txks

PAYMENT INFORMATION
Nva Card Naszber: 1111

SPECIAL REQUESTS
Cemasl Semaas o Specal Meeds ey

HAVE A GREAT T3IP
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Duplicate a Trip

The Duplicate Trip functionality may be used to expedite the booking process when you have multiple

travelers with similar travel arrangements. This functionality is only available immediately after a trip is
purchased.

Note: The name in the drop down defaults to Myself.

» Select the correct traveler profile from the drop down menu.
» Click Duplicate Trip.

This will recreate the entire previously booked trip with all the components (air, car, and hotel). Any
component can be modified. For example, if the car is not needed it can be removed. If the traveler
wants a different hotel, it can be modified.

Review all components and prices and proceed to purchase. Follow these steps for each traveler.

Estimated Trip Cost Breakdown

Farbanks AKX -HaleiTatal 2 8100 USD
avhais A4 Sar Tolal 2 41 63USD

Top Totat$  288.85 USD

2 PMe3sa not2 sl s 08l & tased or avadatie Niorrelon. The esdmaied Zout Mmay ROl NCLOE Mxes and feed

VL 000000000000 000000000000e0

et cEDants at the Pies Yigtert
Bl rentainlf kb Erasprae Y30 Mo 8 v |

£.omadl aneracy

Send 8 2ogry of yout Enerary Dy ool Cslender silschimenls are Acided T ixegrale & & Coendar progrs

.l Beerary

Duglicate trip \

Dighoate 1 axnct b 131 snaMer pernae”

\ :
Ospicee Irp
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Non-Profiled Traveler Booking

Select the generic profile from the My Travelers list to begin booking travel for a non-profiled traveler. In
the example below, FIN FINANCE is the name of the generic profile.

w Travel arranger

Frequent travelers Trips - List view Trips - Calendar view
My travelers
85 Vernon Planner
T Traveier (1 of 10) Alerts © E-r
Bear Vemon
Fitd PINANCE . &
7! FIN FINANCE ‘_\
GENERC

Once the generic profile is selected, follow the Profiled Traveler procedures to book a trip.

» Travel arranger Arranging frave

' Flight Hotel Car

¥H Booktravel

The only difference will be a few required entries on the final Trip Review & Check Out page in Section 2
and Section 4.

00T L N Y L

A Framaegmarms must De e by COoE o BuULIEA on Ocisbee 94
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» Section 2, Traveler Information - ENTER the traveler’s first name and middle name or initial in

the First Name field box. REMOVE THE GENERIC PROFILE NAME from the Last Name box and
ENTER the traveler’s last name.

. Traveler Information
FOR GENERIC PROFILES Remove generic last name and insert FIRST and LAST name in correct boxes

Who 15 traveling?

* First ana Midae Name * Last Name

Enter First Name

remove and enler

FIN FINANCE

traveler's lasl name

Provde TSA mformation Far Faster Cneck-in

* Dane of betn

Month - ay j Yaear |=

Provide frequent imveler numbers if avakatie
* Gendes

Redaness mumber

Selectong (=

Loyaity Fanners Dis
Tiw '

Loyaity Frogram Frequert Fiyer Number
Anty specal reguests?

Alaska \d
Special Needs

No information entered

Mea Requests (when possinie)

standard 'J

» Section 4, Traveler Contact Information — It is not necessary to remove the GENERIC profile
name from this section. DO ENTER the traveler’s email and phone number here.

= Travalar Contact Information

* Retpen! / " AGGress Line 1
FIN FINANCE Do NOT remove the generic name PO Box 110204

Ticket Type

Adoress Lne 2
ETickst |=

E-man Address /

City * State/Province
Enter Traveler Email JUNEAL AK
* 2ip Cooe
oast
* Country

usa

v
* TRIEPO0OE W /

Enter Traveler Phone

Continue by following the same steps used for a profiled traveler to complete this booking
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Profiles

From the Home page, you can click on the Profile option on the left menu bar to update your profile.

> Click on the link containing the information you would like to update.

H  Bock yauw
EON youd nane. odiniss, prons furbed and
28 Maage ros © race mnecut peviral Hhrmeton
B0 1877 AL MO, OF TRV Chanpe cand Iriematon
S .. e ¢ e o » g chers Who
B Tampales -l satinga Bt Sre a-rdd atiuns for poursdd| ans chhers who

o
& Unused sckats

& Prote / Travedes preferences

F gt Yo e AL ROy, OF NEMOve RGUent fpar 1M boyey

TRCOIVR SR Gf yOuF FNenY

/- Muwre ook ol boyuity, e yaly progrars
Fanp:n ans sam Ad modidy, OF TeMOVe PSSO AN DIV Viaa
roomesan
Figh pretereccey E pour prefecaccos 190 xrioes. senl seiecton
Stote Resources & Sanvice el POl BNd G0N0 (O30S
Information 1T pTeferencen B your prefwrarces £ kel chars and specel

Qs

Ex iy prederancen b nerisl ca agencies ol
1/Pe, 037 M8, DANIMISECN 3N 1pOCH requons
E gour prvfirwscen o tvw formed. deling
TUTENTY. pretened targuape a0 BNy

Contematon Seftrgs

Note: Be sure to click the Save button at the bottom of each screen being modified to save your
changes.

Note: Below are a two profile sections that are important to review.

> Frequent Traveler - Mileage numbers should be entered in this section of the profile.

Fraquent travelsr

Wy Frequent Traveler Programs

Beat Weatern T
Progien ppe: ke
Verndor! S0M Viote
Account rumier 250758

o B /

> Flight Preferences - To have the seat preference display on the seat map, check the box.

tem ml fre nage

Flight preferances m

= T TR T
T

Voeme parpent
Trweel prvterances
Sestprefereron] ANSOw ¥
& 19 2ees
v Trow e e o ¥y TR T

1350
Nowl prefessrce

Prodoriod srbees 1
= 18 ]

v o

e v | Ciny peincrio
seincton o peieinn Armger satngs

T
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> TSA Pre-check — Insert your global know travel number (KTN) provided by TSA in the additional
TSA Information field. Typically, the KTN will begin with two letters. Ex: XX123456

Personal information

= iguned

Traveler's idenuficanon

Nume wmen les

Name, address, and phone Number

VO EVE P EEE5F 000000000000 0000

Erdigmcy Costact Phose:
Adtisnal TSA Iefurmaticn:

Koomn Trmesler Married OF apphcate) XX 20456

Trarvel Momberships:
Ploase nom D3 @ IRIEnO0al ol
Nrime Stalus. AR ASNWOOLD 7K -
Dettarxher _ssiect *

Below is an example of the Personal Information page.

Persanal iInfarmation

Tix s e oWy, EEIEROON KGed I yoLs arafle Fuy de Emated

Bl TS00 U000 N 50 00 79 A NS e e St o PN G0 Yy ot i SO € Exscec woem
Eaiiec aodanes
)

FoM same Carree

Mabiw vamre edrrrz e
Eanad wbiiess! pie_ stz @uavessr.coo Uy
Gendar: |- v e
D of Wity | T e B - 7 e =
Dedrres rsvtier e - 7T

Deprartrrrt DOA

Unimsn

Agancy Purposes Ondy - Please do not sdit thess Salds,

Phane fedt formm sasnple: XXX XXX XXXX)

Camriry: | US4 .
ABNens B0 Sce 1NET4
Aot 3
SOty sy
T Wme ot prveiiser Ax
Foatal code:
Wb paine. 2

Heeve prove

Wodie Paone w

Expwntnes daly omnwntenn [ om ¥

Erverpmrey [ aramt § wae

Zmmgeccy Curtas: Neme
Fmesgeccy Contact Prone
Azctsnal 754 btarmaree:
Mecrwn Towestel Wianive | ¥ appisabin) | zogner
Trawet Nerbecn ox
TYesar 1o8s S e 4t syt =
Asne s Aanna MM PLOLD MK ¢
DWIROTN | st .
Drtver Merebserstyip [E3: AAS - 420 1234 123
Diter Mewiberstip (5 AARP - 123 1234 123}
e
Sakest Sesaratary Seat Reuast fiom Ovap Damn LISt | B Row - NOPGOLD evy ¥
Awabs Ar Axto Upgrane

T R Py p——
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Create a Trip Template

You can create a template from a researched trip or from a purchased trip to use to purchase future
travel. A template can be used to book recurring travel very quickly and easily.

» Click the Save as Template link in the upper right corner.

==

- Trip Detals O s iy &S

Eliakt Nataile

» Enter the template name and click the Save Template button.

Save as trip template

Save this trip as a trip template if you plan on booking this itinerary
again.

Template name

Save template

A message displays indicating your template is saved.
» Click the Back button to return to your booking.

Home

Templates
Trip Template Saved

Your trip has been saved as a trip template.

Back
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Access a Trip Template

> Click on the Templates option to use a saved template.

p Travel arranger Arranging travel for Vernon Bear

Flight | | Hot

¥ Book travel

g= \anage tripso/ Round-tr
Bs Templates (") shop by sche

» Click on the View All Templates link. All templates display.

I I Templates iew ab fempiates
N Book travel /

ﬂ Manage irps @

> Select the template you wish to use.

Tempiate name Locasions Duraton Tptype  Template ty
NUANC 13 16MAR Juness Hemmoral Aport (NU) J Gay Fige Acquered Som Weanor 5 \
Anchorage Ted Stevens it Apt Sear
AN
UAF - [ I,:-' AZQUNOa F0m Voo {
Viskes \
oom
Renta

> Enter your new trip dates and click the Price Itinerary button.

Template details

Tempiate name: JNU-ANG 13-18MAR

To Setele Pun Tg ferngiate. £ Moe Dyesie bty

Fight detalls

JNU te ANC
o= Begn) 1008 A v A U} %) -
wed M 13 201 L@ I harage. AR (A MASES AirTes
ort ¢

PP PPPPPPPPPVPOPIPVLISFIO2

Usa this trip template

W rrplak o creae WRarestnn aetect pour tawed dades wed then clic the P

=l

et Fres ey

> To delete a template, select the template and click the Delete button at the bottom of the
display.
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Share a Trip Template

Once saved, a template can be shared with another user.
» On the Home page, click on Templates.

p Travel arranger Arranging travel for Vernon Bear

¥ Book travel Fignt [ ] Hot

g8 \anage trips‘o/ Round-ir
s Templates () shop by sche

> Locate the template you want to share.
> Click on Share Template.

Template details

Tempiate nama’ testing tha hotel tampiate issus

To desets thes i lempere. c5ch e Devere Dt
Share tempiate
Flight detmis
1 trp wrgeats
w e
JNU to ANC I
Tinesd ANn (Segn) Y 5% PM -G 40 LAl AKX () ) e by oy lengiwe
N How & 0 N A torade AKX (ANC) ARG ATnes

Figtt 67

» Enter the last name of the person that you want to share the template.
» Click on Search.

Share your template with a traveler

Plense entar (he Nrst abdior st name of 0 kravess wilh ahom you war 20 shars your lempiale and Bhen

Carvel Search

> Select the desired Traveler’s Name.

Templates
Select a travedsr o share your template
Tavelars name Phone E-mail
20 Wemon MO N mAes- GmManeans 'T'\’-.“."I‘ on m'
Bear Vemon 007-L00- 4002 e stanoro@ travecam com Sewct
B Wnttion na_cok e i1 aveian com Select

Note: A confirmation displays confirming the template has been shared.

Revised December 2016

Page | 36



E-Travel Online User Guide

Saving Trip Research

Trip research cannot be saved in the booking tool but may be saved by using Microsoft XPS Document
Writer, a printing option found on all computers using Microsoft programs. You can use Document
Writer to store the copy of the itinerary in a travel folder pre-established by each department, and then,
if desired, attach a copy to an email to send to a selected recipient.

After building the itinerary for air, car, and/or hotel, the Trip Review & Checkout screen displays.

(Trip review and checkou)

» Using the File option at the top of the screen, click on Print.

New: tan Cers T
1 Duplicste tel Cerd-K

New: window Chie N

New secsion

Cpn (NS TRS

Save as.., Ctri+5

Llose tab Clels'd

Page :V

Brent,,, CtieP

Pret pregew...

» Locate and select the Microsoft XPS Document Writer.

General |Opti0n5|
Select Prirter ~
|7 l,-;uFax /

= Microsoft XPS Document Writer

» Click on Save the file as.
> Save in a folder location determined by your department.
» Tosend in an email, locate the saved itinerary and attach to the email.

Note: Depending on how the computer is set up, either the Save the file as screen with folder options or
a flashing icon in the task bar displays.
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Manage Trips

From the Manage trips option on the left menu bar, you can view trips on hold, upcoming trips, past
trips, and cancelled trips.

> Click anywhere on the booking you want to view, modify, or cancel.

Trips aw all tipe
| ¥ Baook travel

2B Menage tnps @ Location Date Trip type Recora # Status
B lempiates ST 106 — 100516 x TORRTX Active
& Unused tickats o 1010 5 UpComing mps are shown. T vow T compiato ket of 1ips, chck viow il trps

The following is an example of a previously booked trip.

Trip details

Mon, Oct 03, 2016 - Wed, Oct 05, 2016

Legend: ek Company Preferred

Confirmation information

Record locator (PNR)
TQPXTX

Airline confirmation
Delta Air Lines: HNEXAX

Deliver to
Vernon Bear

PO Box 110204
JUNEAU, AK 99811

AV S S S S SV Y
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Cancellations, Voids, and Refunds

» To cancel a trip, display it from Trips and click Cancel Trip.
The Cancellation Information page requires a step to reconfirm the request.

» If you still wish to cancel this trip, click the check box that you agree to cancel this trip and click
the Cancel Trip Now button.

9 Your 11 dating BCketing processeg, iy cause errors, Prior 1o canceling, verify yoor tip hes been Bckieted by checking your tripa

Cancel trip

AL heres Wi

Air cancellation details

AL wpgremy wEn ey tmerary be cancelied I fve tare & siolie A retand reguest wil be processed accardng 2 fe fare

Hotel cancellation details

Ty Y0 mey be charged addtonsl pansry fews S canceerg

Cances tng naw

You may receive different messages when cancelling a trip. The system will determine if you are within
the airline’s grace period and if the ticket is eligible for a refund.

Cancelling within the airline’s grace period:
> You may be eligible for a credit. This means that if you cancel within the airlines’ grace period,
the system will automatically void the ticket and credit the value back to the original form of
payment.

Cancelling outside of the airline’s grace period:

> If your ticket is non-refundable, the value of that ticket will be available as a credit to use
towards a new trip.
> If your ticket is refundable, the value will be credited back to the original form of payment.
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The Cancellation Confirmation page advises what action has taken place. The standard cancellation
email is sent with additional information. Additional text includes refund/void breakdown information,
text, and ticket number. If the ticket is non-refundable, no additional text will be included.

Cancellation confirmation

D This trip has been successfully cancelled.
All tems within this itinerary have been cancelled.
Please print this page for your records.

Original trip information

Record locator [PNR)
Qouyio

Airline confirmation
Alaska Airlines: JGOLEB

Hotel confirmation
Pikes Waterfront Lodge: KHYLWVDF1A

Car confirmation
Enterprize: 181515488TCOUNT

Deliver to
ernon Bear

PO Box 110204
JUNEAL, AK 9811
USA

There may be times when the system is not able to determine the amount of the refund and the
following message will display:

All items within this itinerary have been cancelled. Please contact your travel agency to
determine your refund amount or if there are any penalties associated with this cancellation.
Please print this page for your records.

When the tool is able to give you a refund amount but agent intervention is required, the system may
display the following message:

All items within this itinerary have been cancelled and a credit request for {0} has been submitted
to your travel agency for processing. After the agency submits the request to the airline, it may
take up to two billing cycles for the credit to appear on the statement of the card used to
purchase this trip. Please print this page for your records.
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In addition to the displayed cancellation, an itinerary cancellation notice is emailed to you. The

following is an example of a cancelled trip notice.

Note: The Record Creation Time is Pacific Standard Time.

Booking Cancellation
THIS RESERVATION HAS BEEN CANCELLED

SOAQ2 Record Identifier: 1475507379.98867 tnustravel dir/soal2
Record Creation Time:  2016-10-03 15:12:15.0
This PNR was queued to: SABRE

CONFIRMATION NUMBERS

SABRE Record Locator #2  QOUYID

Airline Record Locator #1: AS-TGOLEB (Alaska Airlines)

Car Rental Confirmation #1: ET-1815134887COUNT (Enterprise)

Hotel Confirmation #1: SC-KHYLVDF1A (Sceptre Hospitality Resources)

NAME(S) OF PEOPLE TRAVELING
Name: Vernon Bear

Meal: standard

ATR

FlightEquip.: Alaska Airlines 2803 DEHAVILLAND DASH §-400
Depart: Wednesday, Nov 16 9:40 AM Anchorage (ANC)

Arrive: Wednesday, Nov 16 10:43 AM Fairbanks (FAI)

CAR

Vendor: Enterprize

Pick-up: Wednesday, Nov 16 11:00 AM Faifai Fairbanks Airport
Drop-Off: Thursday, Nov 17 7:00 AM Faifai Fairbanks Airport
Car size: Intermediate

Confirmation #: 1815154887COUNT

HOTEL

Nate: Pikes Waterfront Lodge
Location: Fairbanks, AK

Check-in: Wednesday, Nov 16 3:00 PM
Check-out: Thursday, Nov 17 11:00 AM

Hotel Confirmation #: KHYLVDF1A

Number of Rooms: 1

Average Rate: §1.00 USD (per night/room)
Special Requests: non-smoking room

ATR

FlightEquip.: Alaska Airlines 2818 DEHAVILLAND DASH 8-400
Depart: Thursday. Nov 17 7:50 AM Fairbanks (FAT)

Arrive: Thursday, Nov 17 9:05 AM Anchorage (ANC)

FARE INFORMATION

Base Airfare (per person): 129.78 USD
Total Taxes and/or Applicable fees (per person): 36.44 USD
Total Flight (per person) excluding Air Extras: 166.22 USD

Flight segments must be ticketed by close of business on Tuesday, Oct 4, 2016

Penalty: NON-ENDORSABLE/VALID ON AS ONLY /
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Online Exchanges

E-Travel Online allows travelers to modify and exchange existing air reservations. Travelers will be able
to view the complete exchange calculation with price differences and penalties.

Note: This process is only applicable to pending trip changes.

It is important to understand the system capabilities. In order for a request to process seamlessly, the
ticket and reservation must be eligible. Here is a brief list of situations to consider:

Eligible for online changes

e Reservations that have not previously been changed, refunded, or voided.
e Reservations containing one-way, round-trip, or multiple destinations.

e Reservations with a single ticket (single carrier or mixed carrier).

¢ Reservations for pending travel.

Ineligible for online changes

e Reservations containing split tickets (more than one ticket).
e Reservations containing rural carriers.

e Reservations with waitlisted segments.
e Reservations containing unconfirmed segments that have not been processed: for example, airline

schedule changes and unconfirmed upgrades.

To exchange an existing reservation, complete the following steps:

» Click on the Trips tab, and then select View All Trips.
> Select the trip to be changed.

_ Trips : e all trig

x Book travel

= Manage trips @ / Location Date Trip type Record # Status /
B Tomplstes uneat N2/ 16 — 10/04/1¢ x KGEUY Tickoted

4;‘/ Unused tickets € oo 102116 - 100418 X BTN Ticketed

& Frofile A
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» Click Modify this flight.

= Paget dotaky (Mul Destimecnn)

SIT to ORD - 1 Stop

——) Crange tha fight

ilois »Fivime

[ Orsirne Check-in in avatatim 26 heurn Beltrs Ihe sceotiies Sepatturs re.

Dwpert ~rie
Tight 52 Sest 24C Shes, AX (51 Saalle WA (SEA)
Cias Cusch 1152 A0 420 PM
Sat, Oct 35 Sat.0a 15
T Degant aniw
Fight 26 Seat 29C Seatls, WA {SZA) Cheago, & (08D)
Clase: Coett 530 PM 1116 PM
S, Oct 15 Sul_Oct 15
ORD to SEA - Non-stop Crmege tha Mgt
» Enter new information and click Begin Search.
Modify flight
* From v
s ORD
Desart . J—
Luass E] 1100 an E'
Cate) Cuas
Coach {lv
Fare ype
Moo Refundable B
ye—— Sascen
> Flight options will appear. Click Select on the desired flight.
Select a flight
Shte, AK (5T s Tcagn. L (O
1 Syies Sorihy Select one 3
B e Cwnant rre © Mopmanee
£3 - Boees TAT-400 T SEA Crgmal total
Coaeh hew aaats 11,62 AM 420 P\ 630.50 USD
18len Pight Srom 3 31 E2R meites St D 15 Sat 02 1S
Fare fuey Cont ts chyege
ﬁ"* Cwpwt - 152.16 USD
0 - Bosng TIT-300 SEA ORD AT
Coach View sosty 1245 AM 641 A0 e
Moo, Faght tmw 308 <711 avée Sus, Ot 38 S0e, Oct 40

Fare fukey

A Dt cule

ORD - 5EA Some o onginal licket

SEA - SIT Zarw ma argas txhet
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> Review the trip and continue with the normal booking process.

Note: Be sure to review the cost to change.

* Top Dt L I
Faght Datatn
ST ta ORD - 2 Stops Crawge #u Sgpt

Set, Oct 1t 1162 AN - 4.26 B

A7 m—— T e

» P POPOPPPPPIPIPIPLPSLPSLSLPSLPOSLOOOOSO
-
Sesl Assigaoment

If the tool is unable to determine whether you can use the original value, the message below will display
above the seat map.

Modify flight

@ Mo flights are available on the airline(s] booked in your original ticket.
The system is unable to provide new flight options because the airline(s) in your original ticket are not available or do not travel that route on the specified date
or time. Please modify your search oiteria and try again or contact your Travel Administrator

* From *To

SIT DAL

Depart

1001518 Leaves Izl 11:00 am IZ|

Cabin class

Coach |Z|

Fare type

Non Refundable IZI

Once the modification is complete, the Reservation Complete page will display.
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A confirmation email will be sent with the modification(s) information. A final itinerary will follow with
the new flights, ticket numbers, and prices.

The reservation confirmation appears below. The Final itinerary is sent within 30 minutes.

This confirmation is for notification purposes only, do not respond to this email.

3k 3k 3k sk 3k 3k 3k %k sk sk sk 3k ok 3k sk ok ok sk 3k sk ok sk sk sk ok 5k %k ok 5k sk ok sk 3k sk sk 5k sk 3k 3k 5k sk 3k 3k ok 3k 3k 3k %k sk 3k ok 5k 3k 5k 5k %k 3k >k >k 3k %k %k ok 3k %k >k %k *k k¥

CONFIRMATION NUMBERS

SABRE Record Locator #: GUCFZT

Airline Record Locator #1 AS-MFEAHB (Alaska Airlines)

3k 3k sk 3k 3k sk 3k ok sk sk sk sk sk sk sk sk sk sk sk sk sk sk 3k 3k 3k 3k 3k sk sk sk sk >k >k sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk 3k 5k 3k 3k 3k sk sk %k 3k >k >k sk sk sk sk ok %k %k %k %k ok k

Name(s) of people Traveling

Name: Vernon Bear

Meal: standard

Fare Details: ANC AS JNU251.86AS ANC251.86USD503.72END ZPANCIJNUOYAKOCDVO XF ANC3JNU4.5
Penalty: NON-ENDORSABLE/VALID ON AS ONLY /

3k 3k 3k ok 3k 3k ok 3k 3k 3k 3k 3k 3k 3k 3k 3k %k ok 3k 3k >k %k 3k 3k 3k 3k 3k >k 3k 3k %k 3k 3k 3k 3k 3k 3k 3k 3k 3k %k >k 3k 3k >k %k 3k >k >k 3k 3k %k 3k 3k %k 3k 3k 3k >k %k 3k %k 3k 3k %k %k %k >k *k k

ITINERARY

AIR

Flight/Equip.: Alaska Airlines 64

Depart: Anchorage (ANC) Monday, Aug 19 12:45 PM
Arrive: Juneau (JNU) Monday, Aug 19 2:19 PM
Stops: non-stop; Miles: 568

Class: Coach

Status: Confirmed

Seats Requested:

AIR

Flight/Equip.: Alaska Airlines 61

Depart: Juneau (JNU) Wednesday, Aug 21 10:05 AM

Arrive: Anchorage (ANC) Wednesday, Aug 21 1:50 PM

Stops: 1; Miles:

Class: Coach

Status: Confirmed

Seats Requested:

3K 3k 3k 3k 3k 3k 3k 3k 3k sk 3k 3k 3k sk 3k 3k 3k 3k sk 3k 3k 3k 3k sk 3k 3k 3k 3k 3k 3k 3k 3k sk 3k 3k 3k sk 3k 3k 3k 3k 3k 3k 3k 3k 3k sk 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k >k 3k 3k 3k >k %k k sk ok k k k
Base Airfare (per person) 503.72 USD

Total Taxes and/or Applicable fees (per person) 54.18 USD Total Flight (per person) 557.90 USD Flight segments
must be ticketed by close of business on Thursday, May 23, 2013

Penalty: NON-ENDORSABLE/VALID ON AS ONLY /,

New Flight Total (including taxes and/or applicable fees): 557.90 USD Original Flight Total (including taxes and/or
applicable fees): 557.90 USD Fare Difference: 0.00 USD Reissue Penalty Fee: 0.00 USD Applied Fare Difference:
0.00 USD Total Cost to Change: 0.00 USD

3k 3k sk ok 3k 3k 3k sk ok sk ok 3k 3k 3k sk ok sk ok 3k 3k ok %k ok sk 3k 3k 3k 3k sk ok 3k 3k 3k 3k 3k sk ok 3k 3k 3k sk 3k sk ok 3k 3k 3k 3k >k 3k 3k 3k 3k 3k 3k %k 3k %k 3k 3k %k %k ok 3k %k 3k %k k %k k

PAYMENT INFORMATION
Original ticket number: 0277230424070

Name on charge card: Vernon J Bear

Visa Card Number: 1111

EEEEEEEEEEEEEEEEEEEEEEELELEEEEEEEEEEELEEEEEEEEEEEEEEEEEEEEEEELEEEEEEEE ]
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Unused Tickets on File

Unused tickets display in the main menu of the traveler’s profile and in air search results.

After selecting the unused ticket tab, unused tickets will display in the right pane with the Airline,
Expiration and Original Fare Information.

> Highlight and select the air carrier to display ticket information.

Unused tickets
¥ Book travel

i possibie. book on the carmiers listed Delow Our travel agency may apply a credit on your
= Manage trips € venall
&= Templates Airfine Expiration Original fare
& Unused tickets @ / Deita Ar Lines 06/06/17 $365.80
‘ Profie A Alaska a7z $151.00
&~ More lools

Alaska a7 $541.00

State Resources & Service = s Informat valia as of 100516

nform .

Int ation Camer Alaska

The Division of Finance webpage Expration date o1TNT

contains program Information and

iravel resources. such as. Imks to Passenger name BEAR/NERNON

Service Standards FAQS. State

Trave| Polcy, and Trave! Forms Ticket number 0271234567801
5 QDoS

For adational program nfoamation Bsue date 00O

s Wi o ~ -

solect “View full message Onginal fare $551 00

\iew full message stimated vaue s

Tickeded linerary D716 -

Unused ticket information will display in air carrier results and only for the carrier it can be applied to.

Option 1
pha 7Ty Depart Arrive 3 Negotiated
hk ANC SEA 507.02 USD
Flight 86 - Boeing 737-900 8:.05 AM 12:30 PM
Coach View seats Wed. Oct 12 Wed, Oct 12 Select
Operated by Alaska Alrlines
Non-stop, Flighttime 3:25, 1445 miles
Fare rules 4 Unused tickets may apply
b = Hns Depart Arrive
ok SEA ANC
Flight 121 - 73Q 12:30 AM 3:07 AM
Coach View seats Thu, Oct 13 Thu, Oct 13
Operated by Alaska Airlines
Non-stop, Flighttime 3:37, 1448 miles
Fare rules
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> Select the Unused tickets may apply link, to bring up a pop up window, displaying ticket
information.

Your unused tickets

If you book the carrier with which you have an unused lickel. your travel agency may credit the value of that unused ticket

BEAR/VERNON Ticketed itineraty Sat, Sep 17, 2018 Estmatad yalue
Tickst # 0271234557891 —

At Ty issued Fri, Sep 08, 2016 Inginat tsme
Expires Sun, Sep 17, 2017 551.00 USD

This mformabon 15 valid as of Wed, Oct 08 2016

To apply an unused ticket on file towards a new trip, insert the unused ticket number
in the special instruction box on the Trip review and checkout page, prior to purchasing.

Trip review and checkout

A\ Flight segments must be ticketed by close of business on October 05.

Please Note: NON-ENDORSABLENVALID ON AS ONLY /
Fares not guaranteed until ticketed.

Click on the Fare Rules link for itinerary rules and restrictions prior to purchase.

Legend: ik Company Preferred Expand All  Collapse All

» Trip Details ( © Add to this trip )( = Save as template )

Lo 2F oF oF oF o oF oF oF oF oF oF oF oF oF oF oF oF oF oF oF oF oF oF oF oF oF &

» Reporting Information

Special Instructions
~ (Optional - Additional E-Mail Address for
Travel Planner)

Send a copy of your reservation to the following e-mail address(es).
Additional E-mail Address 1:

General Needs or Special Requests: (390 characters maximum)
NOTE: Any request for travel agent assistance will result in a higher fee at time of purchase.
Corporate Travel Management is not authorized to proceed with ticketing if the ticket entered in this box is not eligible for

reissue. You may provide additional approval in this box if you want to ensure this itinerary is purchased without the unused
ticket value applied.
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CTS Authorization

When a SUPER CTS or HOTEL CTS is used as payment for a hotel, the vendor will require an authorization
in order to charge the card. Travel arrangers booking for a traveler that does not have a One Card will
need to initiate the request to send an authorization to the vendor. The form will be faxed to hotels in
state and out-of-state, provided the hotel has a valid fax number. The In-State hotels will receive a form
that includes the State’s Tax Exempt number.

To initiate the authorization request, the arranger must select “Yes, Send Authorization” on the billing
page prior to submitting for purchase. This is a required field.

* 8end CTS Authorization to Hotel Vendor?

No, Thank You
Yes, Send Authorization

The CTS Authorization is sent to the vendor within 3 days of check-in. A copy of the submitted form is
stored in CTM’s database with the charge card information masked. Travel Coordinators will have
access to SmartBill, which is view only access to check the status of CTS forms submitted by Travel
Arrangers.

Note: This process only applies to hotel authorizations. Travel arrangers will still need to complete
the CTS Authorization for Budget rental car in Anchorage, Fairbanks, and Juneau when applicable.

The Budget CTS Authorization can be found in three places when using E-Travel Online: under More
Tools on the Home Page, on the header of the Car Search page, and at the top of the Reservation
Complete Page.

X =
88 W iis O
Bhne Tt

Mote Some varmbons sy hase MiStEed S 10r spucdl Blng Mnasguments
Contract Rates May Be Avatiabie - fockong 3 confract rfe 1 nol muandatory, 2o recoommensed Th

RPANTNIE My D pormdha A costs 1 ey The fraet sty i s ot

Do not use your browser's BACK bullon after purchasing Thes may cause duphcate bookings
0 Y it

Moditying your tnp dunn xeling processing, may cause errors. Pnor 1o making modifications, vernify your tnp has
been submitted by chocking y¢

Preferred Hotel Program Information Car Rental CTS Authorization Form Rural Online Reguest

Revised December 2016 Page |48



E-Travel Online User Guide

Rural Air Online Request

Rural carriers do not have full access to a Global Distribution System (GDS) and therefore cannot be
booked in E-Travel Online along with mainline carriers. A rural air online request tool is available for
users that need to research or purchase travel not available in E-Travel Online.

Links to the rural air online request tool are located at the top of the page and on the bottom left of the
Traveler/Travel Arranger home page (under More Tools).

Rural Request Preferrad Hotels

ALASKR
3T

» Travel arranger

H  Book travel

Accessing a Traveler or Generic profile:
The system will need to know if travel will be booked using a Travelers profile or a Generic profile. All
fields with an asterisk * are required. Select Yes or No.

*  |f the Traveler has a travel profile select, Yes from the drop-down menu.
*  |f using a Generic profile select, No from the drop-down menu.

If Yes, Enter the Traveler Profile Information to Log in.

Traveler or Generic profile information is required in order to access this system.
Please enter the profile information below.

Dosas the traveler have & Travel Profile?

e LI-}’;:.)IY'T et

* Travelar Profile Nasne (Note some traveler profiles contan the middie inhal Pleasa see the Personal Information in the E-Traved
Prohie)

LAST FIRST or FIRSTX (& DOEUANE & DOE/JANEX)

* Employee 1D (G-cigits)

* Travel Arrangar Information D

FULL NAME PHONE

G

1. Department — Select your department from the drop-down list.

2. Traveler Profile Name - LAST/FIRST or if the traveler has a middle name or initial
LAST/FIRST(MI) EX: SMITH/JOHN or SMITH/JOHNX. See the Personal information in E-Travel
Profile to verify middle name or initial is present.

3. Employee ID - Traveler’s employee number.

. Travel Arranger Information — Enter the traveler arranger’s full name and phone number.

5. Login

=Y

Revised December 2016 Page |49



E-Travel Online User Guide

If No, Enter the Generic Profile Information and travelers name to log in.

Traveler or Generic profile information is required in order to access this system,
Please enter the profile information below.

Does the traveler have a Travel Profile?

* Department
'
* Generic Pome Name (This i1s the information i the last name field in E-Travel, with no spaces)
DIVGENERIC

* Enter the Lagal Name of the traveler

LAST FIRST

* Travel Arranger Information
FULL NAME PHOMNE

Loignr

1. Department — Select your department from the drop-down list.

2. Generic Profile Name — This is the name of the generic profile with no spaces. The profile
information is found in E-Travel Online under My travelers. If you have more than 50
travelers, enter the division code in the last name field.

Example in E-Travel Online

My travelers

B Planner Bear

[/ Bear, Vernon
[v Div Generic

3. Enter the Legal Name of the traveler — Enter the traveler’s last name and first name.
4. Travel Arranger Information — Enter the traveler arranger’s full name and phone number.
5. Loginto access the rural air search function.

Rural Home Page:

The Rural Home page is where you begin booking rural travel (Search Flights). This page also includes
access to Trip Lists (past and pending trips) and the CTS Authorization Form.

{j & Aotw DOAFNFENANCE
B Baowing For: DEAROMN

B -

foral Home Page Seartn Fights Trp List CTS Authoozyton

Flight Saarch
+rotel

O Way " 1Ty
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» Travel profile information used for this booking. Profile information will include the correct
payment and email addresses upon final.

> Log out will close the current profile and will take you back to the original log in page.

» To return to the Rural Home page at any time, click the Rural Home Page link in the blue bar.

Flight Search:

Flight Search

Hotel 1

One Way Round Trip || 2

" From < I 3 - - To
JUNEAU (JNU) + HAINES (HNS) -

* Depart m Check Out

10/20/2016 Morning ~  10/21/2016

Search E |

1. To add a hotel to the itinerary, check the Hotel box. The system will prompt for the check-out
date for a one-way trip or a return date for a round-trip.
a. Note: Request a car on the purchase page.
2. Select your trip type (Round-trip or One-way).
a. Note: Multiple Destination trips can be created by using the one-way search function
and selecting the Add to this Trip button in the Trip Details page.
3. Select city names from the drop-down list in the From and To Fields.
4. Enter/Select the dates and time preferences for travel.
5. Select Search.

Itinerary Selection:
The departure options will display.

To modify the search options, use the Modify Search function. This will redisplay a flight search box on
the Rural Home Page for changes.

Modify Search

Departure
1]
) Option 1 !
Carrier on Depart Arrive One Way
Request JUNEAU HAINES Estimate
Marning Morning
10/20/2016 10/20/2016 $189.00

1. Select the desired flight option.
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Modify Search

Departure Option 1 JNU - HNS

Select Hotel: Property Not Listed «

Hotel Information

3 Propony Name Enler "Holel Requestad® If you do nol know the property info
Address HAMNES AK

Strest Cily Stats i
Phone

) Return

2. If you have selected to book a hotel, the Hotel menu will appear below your selected flight.
Select a hotel from the drop-down list. If a hotel is not listed, enter the requested hotel
information in the Property Name field.

> Enter the Property Name (require field),
> Enter the Address and Phone Information (optional fields).

3. Click on the Return tab to view return flight options.

Hotel Captain's Choice

Return
tion 1 4
Carrier on Depart Arrive One Way
Request HAINES JUNEAU Estimate
Morning Morning
10/21/2016 10/21/2016 $189.00

Make Request /

4. Select the desired flight.

> Select Make Request to continue to the Trip Details page.
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Trip Details:
Review the Trip Details prior to submitting your request.

Trip Details \ \

Add to this trip | Cancel Current Request

-\
1
I

o Remove this flight
1 JMU to HMS - Mon-stop
Travad Dl Trawal Tima C Ty Pars ;é:]P_'S'.éj Ar “Esfimaied Fara
10/2002016  Morning JUMEAL to HAIMES Carrier On 5185.00
Request

= . . . \ Remove this hotel
I | Captain's Cheice 108 2nd Avenue Morth, Haines, AK 99827

Chaci-in Chaci-Cut Praparty Phane

10202016 10/21/2016

" Remove this flight

L7 HMS to JNU - Mon-stop

Trawal Dale Travel Tima G Ty Pairs ;EJP_'S'.Ej AT “Esfimaled Fars

10/21/2016  Evening HAIMES to JUMEAL Carrier On 5165.00
Request

Trip Questions

This trip will include non-rural segments
Finalize trip
Apply credit on file
Purchase fully refundable ticket
Traveler is allowed to make changes
Rural car needed if available

Special Instructions

P
Tromper or Escort Travel {Enter travelers names in Special Instructions)

*All fares and inventory are estimated. Actual costs and fight times will be reflected on the final itinerary. The State
travel office will secure the lowest fare offered at the time of booking, unless refundable fares are requested above.
Submit Regquest

» Add trip elements via the Add to this trip button. (Note: Multi-destination)

> Cancel Current Request takes you back to the Flight Search page. No trip is submitted or
saved.

> To remove trip elements, select the Remove this button.
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Trip Questions:

Trip Questions

# This trip will include non-rural segments
Record Locator: E

« Finalize trip
Approved By:

« Apply credit on file

TkU'Confirm #:

Estimated “Value:

Purchase fully refundable ticket,
« Traveler is allowed to make chafiges
Rural car needed if available
ﬁ.pecial Instructions

*All fares and inventory are estimated. Actual costs and flight times will be reflected on the final tinerary. The State
travel office wil 5e:ucx~.-est fare offered at the time of bocking, unless refundable fares are requested above.

1]
10

Submit Request

> This trip will include non-rural segments — Selecting this option prompts a box for a Record
Locator. If you are combining your rural request with a trip booked online, insert the record
locator.

> Finalize trip — If the trip has been approved, provide the approvers name and a final
itinerary will be sent. If no approver's name is provided, a preliminary itinerary will be sent.

> Apply credit on file - To apply an unused ticket on file, insert the unused ticket number or
confirmation number and estimated value of the ticket.

> Purchase fully refundable ticket — Select this option for a refundable ticket.

> Traveler is allowed to make changes — By default traveler is not allowed to make changes,
selecting this confirms traveler is allowed to make changes.

> Rural car needed if available — Insert car vendor information in the special instruction box
below, if you have a preference. If no preference is entered, the agent will confirm an
intermediate size at the lowest rate available at the time of booking.

> Special Instructions — Enter hotel, car, ferry, or special information needing to be associated
with the rural request in the box. Example: Enter car information for ferries or hotel/car
vendors.

> Select the Submit Request button. You will be directed to a confirmation page.

Request Submitted

Your request has been submitted, you will receive a confirmation itinerary once confirmed or a response
advising of availability.

e 1072096 £ 3215 P /
Mrmation Codes FMMRLG

Reguest Stalus Pending

1 Fapnt 10202016 JNU 10 MNE YY

2 Hoted 1QV202016 - 10721/2016 Captam's Choice 108 Ind Avenue North. Haines, AK S5827

3 Faght 12172016 HNS 0 JNU YY
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Rural Home Page Search Flights

CTS Authorization

> To view current and past trips, select Trip List from the top menu.

Rural Home Page Search Flights Trip List

CTS Authorization

Past Requests

Requested Conf Stops \
10/7/2016 4:32 PM  FMMRLG  JNU-HNS HNS-JNU

View Details Book Again
10/4/2016 11:06 AM DIWNCG ANC-BET

View Details Book Again
9/30/2016 10:14 AM HWSPXV ANC-FAI FAI-OME OME-KTS

View Details Book Again

> You can View Details of a trip or book your trip again.
Booking Request \
Request Date: 10/7/2016 4:32:15 PM Book Again
Request Confirmation Code: FMMRLG
1 Flight 10/20/2016 JNU to HNS Y'Y

2 Hotel 10/20/2016 - 10/21/2016 Captain's Choice 108 2nd Avenue North, Haines, AK 99827

3 Flight 10/21/2016 HNS to JNU Y'Y

Book Again:
> Select your Dates, Times and Click Make Request.

This will take to you to the Trip Details page, where you can submit your new trip.

Re-Book Request

Original Request Date: 10/7/2016 4:32:15 PM
Original Request Confirmation Code: FMMRLG

Seg# Date ( Time ( Carrier Origin Destination

1 Marning = JUNEAU To:  HAINES
2 Captain's Choice 108 2nd Avenue North, Haines AK 99827
3 Evening = HAINES To:  JUNEAU
Make Request | ff——
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