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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 on Windows 7) Microsoft Edge (latest stable on Windows 10 without
Modzilla Firefox (latest stable on Windows 7) a touch interface)
Internet Explorer 11 (latest stable on Windows 8 Desktop Safari (latest stable on macOS)

without the touch interface)
Internet Explorer 11 (latest stable on Windows 7 Desktop)

* NOTE: Windows 8 and 10 offer a touch interface in addition to the regular interface. GetThere is supported for the
regular interface only.

*NOTE: GetThere has been manually tested using Microsoft Edge and no issues were found. But this browser has not
completed formal automated testing and is therefore not yet officially supported by GetThere. If you encounter an issue
that is specific to the Microsoft Edge browser, please report this through the normal issue reporting process.

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.
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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

YV V V

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.

There is no maximum number 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.

Travelers can use this tool to research air, hotel, and car options and create a template to share with their Travel
Arranger to expedite the purchase process once approved.

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

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

Air

Car

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

YV VYV
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Logging In

To access E-Travel Online, enter the following into the web browser: https://dof.doa.alaska.gov/dof/sabre/login.
Enter your Enterprise User ID in the User ID text box. This is your LDAP ID, not Employee ID.

Enter your Password in the Password text box.

. Click on the Login button.

A WNR

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.
Unauthorized access/tampering is punishable under Alaska Criminal Statutes AS 11.46.200, AS 11.46.484, AS 11.46.740.

Please enter your User ID:

Password:

SOA Password Change &
Forgot password?

Login

To change or retrieve your password, select the SOA Password Change 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.

Depending on system access your department grants you, the Home page will either be the Travel Arranger
homepage, or the Traveler homepage.

Please contact your Department Travel Administrator if you need access to the system.
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Travel Arranger Homepage

Upon logging in to the site, the Travel Arranger window displays.

In the example below, Vernon Planner is the Travel Arranger. On this page, the Arranger can select a profile and begin
booking travel or manage profiles, pending travel, unused tickets, trip templates, or access other Travel resources.

ms“ @ English v © Help= @ Logout
[_Jor

# Home & Profile = Manage trips & Unused tickets m Trip templates

Rural Request & | Preferred Hotels & | E-Travel Online Guide & raining Videos & | State Travel Resources &

& Travel arranger A

My Travelers Trips List

Name a Search
O Frequent Traveler Name‘l// O Alerts Preferences Actions
© Bear, Vernon 0 Airines 3 Hatels H Select
@ DIV GENERIC a a Select
D O Traveler, Fake Select

Up to 50 profiles will be listed in the table. Arrangers can use either the scroll or search feature. Arrangers assigned to
more than 50 profiles will use either feature as well. However, using the Frequent traveler feature may be helpful.
Arrangers can check up to 50 profiles as Frequent and they will display in the table.

> To use the Search feature, Enter the traveler’s last name and click Search. To search for generic profiles,

enter the three-letter division code to the last name field.
TIP: Using the User ID option to search and enter the travelers Employee ID.

My Travelers Trips List

MName =& Search
@ Frequent Traveler Name | O Alerts Preferences Actions
© Bear, Vernon 0 Airlines 3 Hotels : Select
© DIV GENERIC a : Select
I:I @ Traveler, Fake Select

When results are found the options are populated in the table. The arranger can click the Select button to book travel
or select/de-select the box under Frequent to manage their frequent traveler list.
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If the search did not find any matching names, an error message displays. Check the spelling of the name or try
entering the Employee ID using the User ID search option.

& Travel arranger

My Travelers Trips List

Name = miles Search

@ We couldn't find any travelers with 'miles' from your list of assigned travelers.
Review your search criteria and try again using a different search category, alternate spelling or by reducing/increasing the amount of characters provided. The provided
search mechanism will only find travelers that have been assigned to you as their arranger. To view those travelers you can select Add/remove my travelers.

O Frequent Traveler Name } O Alerts Preferences Actions

To Book Travel:
Search for the profile using the scroll or search feature and click the Select button on the travel profile you wish to
arrange travel for. This can be a travel profile or a Generic profile, which is used when the traveler does not have a

personal profile.

@ Travel arranger ~
My Travelers Trips List
Name = Search
© Frequent Traveler Name | O Alerts Preferences Actions
© Bear, Vernon 0 Airlines 3 Hotels T Select
© DIV GENERIC a a H Select
D O Traveler, Fake H Select

A webpage pop-up message will appear, click OK.

Do you want to select a different traveler?

You will lose changes andfor incomplete itineraries.

Cancel

Upon selecting the profile name, the traveler view displays, and you may begin the booking process.
To Manage the Travel Arranger Homepage:

The Travel Arranger homepage is composed of two tabs, which will allow arrangers to quickly view their list of
frequent travelers or search for other profiles and start a booking or view frequent travelers’ upcoming trips.

The My Travelers tab reflects the list of travelers and travel groups that are assigned to the arranger. Up to 50 profiles
will display in the table and the arranger can use the scroll or search function to find a specific profile.
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The Trips List tab allows the arranger to quickly manage travel that has already been booked including travelers
currently in Travel Status; however the travel will only be listed here if the profile has been checked as “Frequent” (see
#3 below).

msm @ English v @ Help@ ® Log out
[ _Jor
Em E/‘ Vernon Planner Site: s0a02

# Home & Profile = Manage trips & Unused tickets B Trip templates

Rural Request (" | Preferred Hotels (2 | E-Travel Online Guide (2 | Training Videos | State Travel Resources (£

@ Travel arranger A

My Travelers  Trips List

Name = Search
O Frequent ‘ Traveler Name | O Alerts Preferences Actions
@ Bear, Vernon 0 Airlines 3 Hotels H Select
© DIV GENERIC a H Seledt
I:‘ © Traveler, Fake 3 Select

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. A
maximum of 50 Frequent Travelers may be checked.

My Travelers Trips List

Name = Search

O Frequent ‘ Traveler Name | ‘ O Alerts ‘ Preferences Actions

© Bear, Vernon 0 Airlines 3 Hotels H Select
© DIV GENERIC a ‘—E H Select

l:‘ © Traveler, Fake H Select

1. Travelers selected (checked) in My travelers. A

maximum of 50 traveler names display. Click Traveler Details x
F t Al
the traveler’s name to book travel for that @ Frequen ! o
t | R lick th heckb t Traveler, Fake
raveler. Re-click the checkbox to remove a Employes ID- 123456

traveler from the Frequent Travelers list. User ID: 123456

. . . Email: jsmith@fakeemail.com a

2. Profile Alerts - when the icons are active, hover

over and pop-up text will provide detail. [] l 3 ' > 6 Traveler, Fake

3. Traveler details —— click the email hyperlink to
send an email to the traveler.
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Trips List View

@ Travel arranger A
My Travelers Trips List
]l — (2] [=] (=]
Traveler | Location | Date | Trip Type | Record #1] Status |
-
Bear V“"'“"\ Kodiak 09/15/20 - 09/17/20 FHE &= BAHONG In progress
1
DIV GENERIC Anchorage 09/17/20 - 09/18/20 A& ZCYSIA Ticketed
Traveler, Fake Anchorage 09/18/20 - 09/21/20 D UOOFAQ Active

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

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.

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.
* There is a flight segment in the itinerary.
* There is a hotel segment in the itinerary.
* There is 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.
* Active — The trip has been purchased but has not yet been ticketed.
* Ticketed — The trip has been purchased and ticketed. Travel has not yet started.
* InProgress — The trip has started, but not yet ended.
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Traveler’s Tab

msn Q@ English v ® Help® ® Log out

[
Em Vernon Planner Site: s0a02

A Home & Profile &8 Manage trips & Unused tickets I Trip templates

Rural Request® | Preferred Hotels & | E-Travel Online Guide @ | Training Videos @ |  State Travel Resources &

@ Travel arranger (Arranging travel for Vernon John Bear) /

~
¥ Book travel / v COVID-19 Travel Alerts (posted
5/12/2020)
COVID-19 Travel Alerts can change
£ M 100l daily so CTM has created a
ore tools

repository of alerts for quick access.
Please bookmark this page:

CTM’s One-Stop Shop of COVID-19

m Announcements (posted 04/24/2020) Information.

Your E-Travel Agent Team is available to help

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.

Note: If you have “Purchase Authority” in E-Travel Online and attempt to use your profile for another traveler, you will
purchase a ticket for yourself not the person you intended. A Generic Profile must be used for any traveler that does
not have their own travel profile. Never use your profile and change the name on the purchase page. Contact your
Department Travel Administrator if an employee needs a travel profile.
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Traveler Homepage

The home page is where you begin planning your trip. You also have access to manage your profile, pending travel,
view unused tickets, trip templates, and a link to other Travel resources that may aid in compliance to Statewide policy
and procedures.

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

A carousel containing E-Travel information is located at the right side of the screen. The carousel may have multiple
pages that will rotate. These pages will contain Travel Alerts and other important info.

msu @ English ~ @ Help © Log out
[
Em Vernon Planner Site: soal2

# Home & Profile B Manage trips 4 Unused tickets I Trip templates

Rural Request@ |  Preferred Hotels & | E-Travel Online Guide @ |  Training Videos @ |  State Travel Resources &

@ Travel arranger (Arranging travel fof Vernon John Bear) / \ ~

X Book travel N COVID-19 Travel Alerts (posted
5/12/2020)

COVID-19 Travel Alerts can change
daily so CTM has created a

repository of alerts for quick
access.

# More tools v

Please bookmark this page:

m Announcements (posted 04/24/2020) CTM’s One-5top Shop of

COVID-19 Information.
Your E-Travel Agent Team is available to help

8:00 a.m.- 5:00 p.m., Monday-Friday
For phone assistance call: 1-866-762-8728
Online help email: e-travelhelp@travelctm.com
Reservation assistance email: e-travelaprvi@travelctm.com
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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 time 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.
a. Selecting the Hotel toggle displays the required *Hotel search location box at the bottom.
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.

Note: The *Hotel search location field will allow travelers to choose a different location than the arriving city airport.
Insert the airport, city, or address location prior to selecting the green search button. This will populate hotels based
on the search criteria. Ex: WWA will display hotel results in Wasilla.

If multiple hotels are needed, start with entering the first hotel stay on the search page. Then on the Trip Review &
Checkout page, select the Add to this trip button on the top right of the page.

A Book travel ~
«| Fligh | Hotel car & * = required
) q

Round-trip One-way Multi-destination

) Search by time (@) Search by price  (What's this?)

* From *To
ANC
@) Exact dates ) +/-1to 3 days
* Depart * Time
Leaves at ~ Morning (8:00 -
- . -~
* Retumn Morning (8:00 am)
Leaves at » Afternoon (1:00 pm)

Evening (6:00 pm)
12:00 am

» Advanced search (Coach, Mon Refundable)

* Hotel search location * Check in * Check out Rooms

1 v

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

P Advanced search options
Class of service

Coach v

Fare type preference

Non Refundable v

* = required Search

Note: 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 September 2021 14| Page



Flight Availability (Search by Price)

The Search 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.

Select a flight

Mon, Oct 23, 2017 to Tue, Oct 24, 2017 /
Anchorage, AK (ANC) to Seattle, WA (SEA)  # Edit 2earch

Lowest priced options ) Rezet
Non-stops 1 stop 2+ stops
7%6{% 38 from 202 USD & from 248 USD -
@ Company preferred To see expanded detailed information
and to select a flight, click anywhere
ADELTA & from 267 USD _ in the flight result box
Collapsed View

Sort by ® Company preferred
Price (estimate) ~ Depart 201.90 USD
Filters 50 flights ; /'é A

AS B2 (Operated by Alaska Airlines)

Reset fiters ] ) .
TR TE Tl A E (30, Mon, Oct 23, 6:00 AM = 10:34 AM (3h 34m)

Departure B (ﬁ)—{éjl ---------------------------------------------------
O O
Mon, Oct 23 Mon, Oct 23 Return
12:00 AM 4:00 PM
_ Faskr
Arrival AS 121 (Operated by Alaska Airines)
Mon, Oct 23 Mon, Oct 23 Tue, Oct 24, 11:55 PM = £ 2:28 AM (3h 33m)
5:00 AM 8:00 PM

(e a { anar
g ==Y ) T
|554) { AN )

Return - SEA to ANC

Departure

O {0 © Company preferred

Tue, Oct 24 Wed, Oct 25

10:00 AM 12:00 AM Depart 218-90 USD
s ¥

Note: You can choose to search by time by clicking on the link Edit Search if there are no flight options that will meet
your need.

Collapsed View — Each flight option provides an overview of that flight and can be easily compared to other flight
results.

Collapsed view includes:

airline, codeshare information if applicable, flight number and equipment type
departure and arrival times

number of stops and flight time

company preferred indicator

price estimate

YV VVYVYVYVY
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Sort DY @ Company preferred
Price (estimate) ~ Depart 201.90 USD
Fili 50 flight Jé' i
liers ants AS BB (Operated by Alaska Airlines)
Reset fiters ) ) X
Outbound - ANC to SEA WMon, Oct 23, 6:00 AM — 10:34 AM (3h 34m)
Departure T -I".E)—I'Ej----------------- il
Mon, Ot 22 Mon, Oct Return
12:00 AM 4:00 PM
_ Tashr
Arrival AS 121 (Operated by Alaska Airlines)
Mon, Cct 23 Mon, Oct 23 ct 24, 11:55 PM — A 2:28 AM (3h 33m)
5:00 AM 8:00 PM
————————— R =) ANC )=
Return - 3EA to ANC
Departure
O O Depart x
Tue, Oct 24 Wed, Oct 25 7% Expanded View
10:00 AM 12:00 AM ® Company preferred
Arrival
O O Mon, Oct 23 AS 88 (Operated by Alazka Airlines)
Tue, Cict 24 Wed, Oct 25 Anchurage,'AK (AN(‘:}, 6:00 AN Coach
1-:00 PM 7-00 AM W Seattle, WA (SEA), 10:34 AN Fare rules
1445 miles Boeing 737-900
. Flight time 3:34 Preview seat map
Price
201.80 UsSD 287.21 UsD Return
Stops © Company preferred
Mon-stop (44) Tue, Oct 24 AS 121 (Operated by Alaska Airlines)
(ST T Seattle, WA (SEA), 11:55 PM Coach
) M Anchorage, AK (ANC), 2:28 AN A Different date Wed, Oct 25 Fare rules
2+ stops 1445 miles Boeing 737-900
Flight time 3:33 Preview seat map
Airlines
Selectal Clear Select
Alaska Airlines (44)

Expanded View includes:

airline and company preferred indicator
departure and return cities, dates of travel
departure and arrival times for the flight’s origin and destination

YVVVYVY

flight mileage, flight time and seat map

Click the Select button to choose the flight(s) you would like.
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Flight Availability (Search by Time)

The Search by time displays options for each leg of travel. The price is displayed when all segments are selected.

» Expand the flight choice and click the Select button to choose the flight(s) you would like.

Select departing flight

Mon, Oct 23, 2017 Anchorage, AK (ANC) to Seattle, WA (SEA)  # Edit search

Sort by

Select one ~
Filters 16 of 39 flights,

Reset filighrs

Flight time
Departure
Mon, Oct 23 Tue, Oct 24
12:00 AM 12:00 AM
Arrival
Mon, Oct23 Tue, Oct 24
5:00 AM 9:00 AM
Price
0,00 USD 22 22 USD

shr

AS 94

7:00 AM = 11:36 AM (3h 36m)

@ Company preferred

Coach

Non Refundable

e

© Company preferred

Mon, Oct 23

Anchorage, AK (ANC), 7:00 AM
= Seattle, WA (SEA), 11:36 AM
1446 miles

Flight time 3:36

AS 04

Coach Non Refundable
Boeing 737-900
Preview seat map

Select

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

Select returning flight

Tue, Oct 24, 2017 Seattle, WA (SEA) to Anchorage, AK (ANC)  # Edit search

Sort by
Select one ~

Filters 15 of 39 flights

Reset filters,

Flight time

Departure

Tue, Oct 24 Wed, Oct 25

12:00 AM 12:00 AM

Arrival

Tue, Oct 24 Wed, Oct 25

8:00 AM 3:00 PM

Price

0.00USD 1,374.90 USD
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AS 89

5:45 PM — 8:20 PM (3h 35m)

& Company preferred

Coach

Non Refundable

f ™ 4 Y
~{sEA NG } e

\ J \

athr

© Company preferred

Tue, Oct 24

Seattle, WA (SEA), 545 PM

& Anchorage, AK (ANC), 8:20 PM
1446 miles

Flight time 3:35

AS 80

Coach Non Refundable
Boeing 737-800
Preview seat map

Select
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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.

Review low fare options

Mon, Oct 23, 2017 to Tue, Oct 24, 2017 Anchorage, AK (ANC) to Seattle, WA (SEA)

Your selected itinerary

# Edit search

Depart

> lgekr

AT 94

Mon, Oct 23, 7:00 AM = 11:36 AM (3h 36m)

@ Company preferred

297.21 USD

Negotiated rate

e {anC ) (5E8 )
Return
4
AS 88
Tue, Oct 24, 5:45 PM = 8:20 PM (3h 35m)
(=) (anc)
Low fare options
The following itineraries, including nearby airports, may also fit your schedule and budget.
Sort by @ Company preferred
Price (estimate) v Depart 201.90 USD
. _ sk
Filters g lont= AS 88 (Operated by Alaska Airlines)
Reset fiters ] ) )
Outbound - ANC to SEA Mon, Oct 23, 6:00 AM — 10:34 AN (3h 34m)
Departure ------IE\—{:;P---
Mon, Oct 23 Man, Oct 23 Return
12:00 AM 12:00 PM
_ Fashr
Arrival AS 121 (Operated by Alaska Airlines)
O O
Mon, Oct 23 Man, Oct 23 Tue, Oct 24, 11:55 PM — A 2:28 AM (3h 33m)
5:00 AM 5:00 PM
RN PEIIPPRY g-vey SRR grey
(=) ()
Return - SEA to ANC
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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.

The booking tool is configured to alert users when a segment of travel is Out of Policy with a preferred airline or when
a lower fare is offered.

@ Out of policy & Company preferred
gk / 118.50 USD

AS 116

3:25 AM = 7:50 AM (3h 25m)

I ™ T
----------------------- { ANC — G, = = = ==
. J y

~

7%:? X

& Company preferred

Thu, Apr 15 AS 116
Anchorage, AK [ANC), 3:25 AM Coach

e Seattle, WA (SEA), 7-50 AM Fare rules
1446 miles

Boeing 737-700

Flight time 3:25 Preview seat map

= @ Why is this out of policy?

This travel option 15 out of policy for the following reasons:
« A lower-priced flight option is available.

Select

The system alerts users when a lower fare is available in air results.

If you choose flights that are Out of Policy, the following policy messaging displays.

The reason(s) the selected flight(s) is considered “Out of Policy” is displayed above the list of exceptions.
You can perform one of the following actions:

1. Start over and book a state compliant itinerary.

2. 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.
3. Choose a reason from the list to continue.
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A This itinerary does not include certain elements. Please review your options and submit the information below.

Some of your choices were designated Out of Policy for the following reason(s):

+ A lower-priced flight option is available.

* Please designate why you did not choose an in-policy option.

_- LOWER - PRICE DECLINED FOR FLIGHT TIMES OFFERED OUTSIDE BUSINESS HOURS
_- LOWER - PRICE DECLINED FOR ROUTING/CONNECTIONS OFFERED

_- LOWER - PRICE DECLINED FOR REFUNDABLE FARE

_- LOWER - PRICE DECLINED FOR FIRST/BUSINESS CLASS OR PAID UPGRADE

_- LOWER - PRICE DECLINED TO USE ALASKA AIR CONTRACT FARE

* = required Start over Continue

A prompt will also display in Reporting Information on the Trip and Review check out page, if you have not selected
Alaska Airlines.

Choose a reason from the list.

* Alaska Airlines was not selected for one or more segments of this itinerary. Please select a reason from the drop down menu.

(select)

(select)

Declined Alaska Air because the fare was greater than 35 one way / 70 roundtrip
Declined Alaska Air because the flight times offered did not meet the business need

Declined Alaska Air because there were no flights available within 4 hours of travel or flight was sold out

The reason code selected is reported to the E-Travel Management and the Department Travel Coordinators. When the
lowest fare is not selected, it is reported monthly.

Branded Fares
Branded fares (Basic Economy) are the bundling of features that are related to price, service tiers, or levels. These
types of fares may offer a lower price than the lowest unbranded fare but may have costly restrictions.

Basic Economy fare attributes include, but are not limited to, the following types of restrictions: refunds, changes,
priority boarding, reserved seating, and the restriction of mileage accrual. These types of restrictions are not ideal for
business travelers and therefore are blocked from purchase in E-Travel Online.

If an agency wishes to purchase a basic economy fare, they may contact CTM directly and the reservation will be
documented with approval of the fare restrictions.
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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 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.

B Please note that Vernon Bear prefers 3 window seat \

wWed. Nov 18

> Tewhea > Tirdiwry
Fiaht 2519 (ANC
0 DASH 8400

ACH (rereSning seatn 44%)

FAl

m

m

1

10 11 12 13 14 5 8 17 W%

& 7 8 Q 19

21

Passenger 1

Salecl a Sem w

Fagnt 1
Fant 2

Legend

. Avalabin saat
n Brermiurn
B mium seat (e

Mvallabie eat row seaat

seal (1of qualiing fecseen Premum el row saM Jor guatfyrg

i yendecy A lravelars

N

Pramusm sol o 1638 (I

Saat unavaiiatie

Sasttaren

Eall row Ses imust be y

Skp seat sekechons

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 £ 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, unless you are
selecting a different airport, city, or address location on the original search page. 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.

If multiple hotel nights are needed, use the Add to this trip button on the Trip Review & Checkout page before
purchasing. In addition to multiple hotel nights in different locations, the system allows up to 3 rooms to be booked.

Both views provide the same filtering options.

oo » There are five filtering options to choose from: Hide Sold out, Hide out of
“Bellévue policy, Distance, Hotel Name, and Amenities.

1 MDD

’l 151 1.[{
@20 1xMapQuest @ TomTom @

Show map ¥

Select a hotel
Filters

Reset filters * Airport, city, or address * Check in * Check out Rooms * = required
SEA 10/31/20 11/01/20 1 v Search

D —— / £ Company locations < Current location

[ ] Hide out of policy TS

) 7
Bu \\ {)/BT“O" 439 of 439 hotels Sort by | Preferred hotels v

© NASPO Value Point

Distance from: Seattle. WA okl / ‘ e -

i 7 5 : 16720 International Boulevard Sea Tac WA 98188
1
within 30 miles v Property Filters ik

C Reset Property Filters ﬁim 0.3 miles NE 9 Map & Amenities

E Company locations ) Photos b

[ ] Hide sold out il
Hotel name ¢
[] Hide out of policy o o o o -+=+=- Show more
Distance from: SEA ?f SHeRoYate font
ES
Amenities G 0 000 P 0O FEIPEIFT 00008

[ | ADA accessible (194)

©NASPO Value Point

STAYPINEAPPLE MAXWELL 103 USD
300 Roy Street Seattle WA 98109 USA

12.3 miles N 9 Map & Amenities

:E]Photos ‘ v

@ Note - Complimentary: On-site fitness center, Local phone call, Toll free/calling card access, High
speed internet access

—

Show more

Show more hotels

Skip hotel search Modify hotel search

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.

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.
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Select a hotel

* Airport, city, or address *Check in * Check out Rooms * = required

ANC 10/31/20 11/01/20 1 ¥

E Company locations

Search

€ Current location

< Show list

84 of 84 hotels Sortby Preferred hotels |12

E Company locations (2) ? |
@ Points of interest (3) O . 3 e sorfas

Q search center 23 3 ’

? Current selection

@ Hotels 3 g g ® f
© More hotels | 9 v
© britorrad ictsis 2 Lakefront Millennium ~ —5o*"

@ Out of policy hotels Hoc Laks, . © Company Prefered

; 5 TG
© Sold out hotels | - - - 3 %
Proj Filters ; 2 3 2 :
b 5 G i £
C Reset Property Fitters ternationy. Alrport-Rd: = OJ 5 7
g

+

W 40t A\,

[] Hide soid out ! o o

[] Hide out of policy Welntotnajony 4%0 :
R e

Distance from: ANC 3
3
- 2
within 30 miles 57 t
‘ E
B} Company locations. 3
ua

Hotel name

T. S MAPBOX © TOTOM | TERME

Name or chain © Company Prefemed

Amenities LAKEFRONT MILLENNIUM 125 USD
[] ADA accessible (37) 4800 SPENARD RD Anchorage AK 89517 USA

(] Airport shutte (33) 1.6 miles NE | Amenities

[] Breakfast included (37) v
[] coffee in room (55) # Note - Compiimentary: Daily parking, On-site fitness center, Local phone call, Transportation to/from airport

S Shiow:more
[] Eco friendly

Click the V¥ button (from either the list or map view) to review available rates and room types.

©@ Company Preferred
LAKEFRONT MILLENNIUM 125 USD
4800 SPENARD RD Anchorage AK 99517 USA
1.6 miles NE 9 Map & Amenities
[za] Photos v
@ Note - Complimentary: Daily parking, On-site fitness center, Local phone call, Transportation to/from
AINPOTT e Show more

This expanded page displays all available rates. There are also tabs to the property Details, Amenities, and Map on the
top of the page.

Room Rates Details Amenities Map

Room rates for Sat, Oct 31, 2020 - Sun, Nov 1, 2020

Room types Room rates
State Of Alaska-Ro-Onsite Rest, Deluxe 2 Queen ACC - 33sgm - O State Negotiated Rate
Free WIFI - Coffee Maker - Mini Fridge - In Rm Safe State Of 125.00 USD Select
Alaska-Ro-Onsite Restaurant

Cancel by 6pm day of check in
+ Rate details —————"—

» Click the Select button or select the + rate details link for the details and cancellation policy.
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The Rate Details & Cancellation Policy page.

Rate details and cancellation policy

Cancellation policy. Cancel By 4pm One Day Prior To Arrival To Avoid 1 Night Charge

Mu0009843 Lakefront Millennium

Deluxe 2 Queen ACC - 33sgm - Free Internet -

Coffee Maker - Mini Fridge - In Rm Safe

Government - Valid Us Id Required- Valid Us

Government Id - Government Employees Only.non

94.00 Per Night Starting 23oct For 1 Night

94.00 Total Rate Starting 23oct For 1 Night

Deposit Policy: Accepted Forms Of Deposit -

Credit Card

Cancellation Policy: Cancel By 4pm One Day Prior To Arrival To
Avoid 1 Night Charge

Guarantee Policy: Valid Credit Card Required®. A Valid Credit Card Is Required T

Special requests

The hotel will be notified of your requests, but your selections may not be available at check-in. Please select up to

three.

non-smoking room D king bed

[ ] nign floor [ ] tow floor

|:| away from elevators D away from ice machine
|:| hypoallergenic room D wheelchair accessible

I:' smoking room

You can add additional hotels when you check out.

Back to rates Select room

> 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).

Stay For Breakfast, Stay For Breakfast Rate, Includes See Rate Rules, Guest Room, Cancel by 2 days before 359.95 USD Select
1 King Or 2 Double check in.
More rate details @ Out of policy
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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.

Pick-upegatio
Airport Hotel Address
Address
* City
Sea I'Ch Ca rS State/province Zip/postal code
N/A - Not Applicable ~
k-up location
Country
Airport Hotel Address USA -
* Pick-up Distance from address
ANC Within 10mi/16km e
l:‘ Drop off at a different location l:‘ Drop off at a different location

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

Pick up and drop off location
Type of car

Transmission type

Special equipment

YV V V V

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

The contracted car companies are noted as Company preferred. Select your preferred car option by clicking on the link
that indicates the Total Price.

Note: National may not be flagged as a Company preferred, but it is not Out of Policy. Book National over any vendor
noted as Out of Policy as insurance and liability are offered under the contract rate.
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Once the rate has been selected, the Trip Review & Checkout page will display.

Hertz /
& Company preferred

Anchorage, AK (ANC)

4555 International Airport Road

907-243-4118

Not available Total price Total price Total price Not available
usD 49.61 USD 53.48 USD
Details Details Details
Select Select Select
dollar.
Anchorage, AK (ANC)
4940 West International Road In Terminal
907 248-5338
Total price Total price Total price Total price Total price
29.57 USD 29.57 USD 32.07 USD 33.33US8D 49.60 USD
@ Out of policy @ Out of policy @ Out of policy @ Out of policy @ Out of policy
Details Details Details Details Details
Select Select Select Select Select
Revised September 2021
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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. Permanently

vmg Information Verify Form of Payment

Flight billing information
* Bill to

onecard v

Charge card type: Visa

Charge card number: X0000000000(1111  Address line 1:  State/province:
Expiration date: 8/2019 Address line 2. Postal code:
Name on card: City: Country:

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: i Company Preferred Expand Al Collapse All

» Trip Details l( ¢ Add to this trip )H( [E) Save as template )

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.

WARNING: If you are not autheorized to purchase your own travel, requests to purchase travel will need to be submitted from an autherized Travel Planner. You
can save this reservation as a template and then notify your Travel Desk that a reservation is pending so they can complete the approval and purchase
process for you.

Please allow 15-30 minutes before accessing your travel from your Trips.

For safety reasons. the transportation of hazardous materials in carry-on and checked baggage is prohibited. Examples of hazardous materials include explosives, aerosols,
and flammable liquids. For a full list of prohibited items, check your carrier's website

By purchasing, | agree to the hazardous materials restrictions.

* = required Start Over Purchase Trip
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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.

~ Trip details
© Add to this trip ) C B 3ave as template )

- Flight details (Roundtrip)

JNU to ANC - 2 Stops Change this flight Remove this flight

» Select from the drop down list the trip element you wish to add.

> Click the Add Item button.

Add to this trip

Add

fair

air
d ote 00

This feature is helpful when multiple hotels in different locations are needed, also when using
the Template feature.
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Purchase the Trip

Note: If you have “Purchase Authority” in E-Travel Online and attempt to use your profile for another traveler, you will
purchase a ticket for yourself not the person you intended. A Generic Profile must be used for any traveler that does
not have their own travel profile. Never use your profile and change the name on the purchase page. Contact your
Department Travel Administrator if an employee needs a travel profile.

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 choose to proceed, you accept all

applicable rules and your charge card will be billed. Click OK to confirm your purchase or
click CANCEL.

Cancel OK

An itinerary confirmation displays.

Reservation Complete

The Reservation Complete screen provides all the booking details. A copy of the itinerary can be printed or
downloaded. In addition to the displayed confirmation, a Booking Confirmation is emailed. The Booking Confirmation
page contains all travel details. You can now log out or start a new trip.

Reservation complete

320 FM 7:16 PM

~ Estimated trip cost breakdown

» Trip synchronization

» Duplicate trip
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Duplicate a Trip

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 on the Trip Review and Checkout by using either the Add to this trip button (at the top of the
page) or remove the segments that are not needed. For example, if the car is not needed on the duplicated
itinerary, 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.

B Alaska Airlines flight 61 on Oct 24

) Alaska Airlines flight 66 on Oct 25

B Hotel stay in Anchorage at the Lakefront Millennium from Oct 24 fo Oct 25
8 Car rental at ANC with Budget from Oct 24 to Oct 25

E-mail a copy of your itinerary. iCalendar attachments are included to integrate with your calendar.

v Duplicate trip

Duplicate this trip for another person? ,_.r

‘Myself —

bear, vernon
Generic

Duplicate trip
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Booking for a Non-Profiled Traveler

Click the Select button next to 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. You will enter the traveler

name and TSA information on the purchase page.

@ Travel arranger

My Travelers Trips List

Name =
O Frequent Traveler Name | O Alerts Preferences
© Bear, Vernon 0 Airlines 3 Hotels
O DIV GENERIC a

I:‘ O Traveler, Fake

Search

Actions

Selec/
Selec

Select

TIP: If you frequently book for non-profiled travelers, check the box under “Frequent” to keep the generic in the

table of travel profiles and easy to find.

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

@ Travel arranger (Arranging trave
¥« Book travel /

Flight [ |Hotel [ | cCar

Round-trip One-way Multi-destination

The only difference in the booking process will be a few required entries on the final Trip Review & Check Out

page in Section 2 and Section 4.

BYIL I NN S AN N T

Trip review and checkout

A W Seg A ! D Mhexd by 3 n Ouvioter 04

Piease Nete: NOHLEN
o ot gisa

Revised September 2021

31|Page



» Section 2, Traveler Information - 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 is traveling?

* First and Middle Name: * Last Name:

Enter First Name FIN FINANCE

remove and enter
traveler's last name

Provide TSA Information For Faster Check-in

* Date of birth:

Month B Day B Year B _ _ _
Provide frequent traveler numbers if available.
* Gender: Redress number: Loyalty Partners Disclaimer
Select one |Z| Travelingon:  Alaska
Loyalty Program: Frequent Flyer Number:
Any special requests? Alaska E|
Special Needs:
No information entered H

Meal Requests (when possible):

standard B

» 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.

~ Traveler Contact Information

* Recipient: / * Address Line 1:
FIN FINANCE Do NOT remove the generic name PO Box 110204
Ticket Type: Address Line 2:

E-Ticket |+]
E-mail Address: / * City * State/Province:

Enter Traveler Email JUNEAU AK

* Zip Code:
99811

* Country:

USA H

* Telephone #:

Enter Traveler Phone
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Profiles

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

ALASKR
Elliiatl

# Home & Profile &8 Manage trips 4 Unused tickets

i Trip templates

' RuralRequest | (' Preferred Hotels | (& E-Travel Online Guide | (£ Training Videos
> Click on the link containing the information you would like to update.
Home Trips Profile
Help with this page
Profile

Profile settings

Personal information
E-mail seftings

Profile settings

Personal informafion Edit your name, address, phone number, and miscellaneous personal information

Travel preferences
E-mail settings Edit the e-mail address for yourself and others who receive copies of your itinerary.

Frequent traveler
Passport and visas

Flight preferences

Travel preferences Hotel preferences

L.ar preferences
Freguenttraveler Add, modify, or remove frequent flyer, rail loyalty, hotel loyalty, and car loyalty programs. gi?; ;z;:;:zi:
it preferences
Passport and visas Add, modify, or remove passport and travel visa information. =
Arranger settings
Elight preferences Edit your preferences for airlines, seat selection, meal types, and special requests
My travelers
Hotel Preferences FEdit your preferences for hotel chains and special requests

My arrangers
Car preferences Edit your preferences for rental car agencies, car type, car size, transmission, and special requests

Site preferences

Edit your preferences for time format, default currency, preferred language, and itinerary confirmation settings

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 — Airline mileage numbers should be entered in this section of the profile.

Hame

frips Pmlils

Froquent traveksd

Wy Froquent Travelsr Programs

Heal eamss

PR a0
(PR T =N

Aoz ol rmvier . 25EETE

Hack | Aabil s (Raad TVEVE b A TRI YT | ‘/

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

B vem el Prs naze
Flight preferances

o BT
e NTR LN

ol el
Woere perpent
Trweel prvterances
Sedtprefersrnn . ANSOs ¢
v

< |3 pueie
- FasAy ’ Eamt u
Nowl prefesance:  eontar . ¥

Psi el
ML
Prodorrod srbees | 11 ppechor &

X7

v — I prasrea ey
. 1 el QelNisr )

2red Mzt . 3% aretmtersge

I wwaczon . pemrs
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» TSA Pre-check — Insert your global Known Traveler Number (KTN) provided by TSA in the Known Traveler
Number field. Typically, the KTN will begin with two letters. Ex: XX123456

Personal information

* = required

Traveler's ldentification

Name: Vernon Bear
Work phone 907-555-555

Email: v_bear@fakeemail.com

Name, address, and phone number

CEPEECPOEEF00 0000000000000

Do Not Enter Frequent Traveler Humbers In This Section.
Known Traveler Humber (KTH): /
(Ex: TT10C1XK): [ XX123456

Elite Travel Membership Information:

Elite status must be updated annually

Alaska Airlines Elite Status: | AS MVP GOLD 75K
Delta Elite Status: | DL Silver v
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Trip Templates

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. This feature is helpful for obtaining a state-authorized
fare quote for travel approvals not included in the Annual Travel Plan and for deviated travel. Travel that deviates
from a State authorized itinerary, including dates, fare type, or destination must have a proper quote attached to the
final travel packet. If the quote is missing or not obtained in E-Travel Online, there may be financial consequences to

the Traveler. [Refer to AAM 60.080 Interruption or Deviation of Travel for Traveler Convenience]

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

= Trip Dataiks (-

ikt Matnile

> 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

Access a Trip Template

» Click on the Templates option to use a saved template.
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ALASKA
Elftiaarel

# Home & Profile & Manage trips 4 Unused tickets I8 Trip templates

' Rural Request | (&' Preferred Hotels | (&' E-Travel Online Guide | (& Training Videos

@ Travel arranger (Arranging travel for Vernon Bear)

> All templates display. Select the template you wish to use.

Trip templates

Juneau to Anchorage Trip Mar 13-16th

A
3 day Juneau International Airport (JNU)
Acquired from Vernon Bear Anchorage Ted Stevens Intl Apt (ANC)

Select

Vernon Bear Template x
0 day Anchorage Ted Stevens Intl Apt (ANC)
Acquired from Vernon Bear Fairbanks International (FAl)

Select

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

~ Trip details

= Flight details (Roundtrip)

JNU - ANC

7%{‘, Depart e

Alaska Airlines Juneau, ’“‘K (INU) Anchorage, AK (ANC)
Flight 51 10:08 AM Wed, Mar 13, 2013 143 PN

Class: Coach

V3000000000000 0000000000000000

Use this trip template

To use this trip template to create a new reservation, select your travel dates and then click the Price itinerary button

Depart /
05/29/19
Return ("
05/30/19
Cancel Delete Price itinerary

» To delete a template, select the template and click the Delete button at the bottom of the display.

Share a Trip Template

Once saved, a template can be shared with another user.

» On the Home page, click on Templates.
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# Home & Profile &= Manage trips 4 Unused tickets @ Trip templates

' Rural Request | [ Preferred Hotels | (& E-Travel Online Guide | (& Training Videos

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

Template details

Template name: nonref joe trip april 16
To delete this trip template, click the Delete button.

»{Trip details

Share template
To share this trip template with anather user, click the Share Template button.

Share template

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

Share your template with a traveler

Please enter the first and/or last name of the traveler with whom you want to share your template and then
click Search.

First name

Last name /

* = required Cancel Search

> Select the desired Traveler’'s Name.

Select a traveler to share your template
Traveler's name Phone E-mail
Bear, Vemon 907-555-5556 v_bear@fakeemail.com Select
Smith, John 907-500-4260 jsmith@fakeemail.com Select
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Saving Trip Research

Trip research cannot be saved in the booking tool, but the itinerary and cost can be saved to your desktop. You can
use Adobe PDF or Document Writer to save a copy of the itinerary in a travel folder pre-established by your agency.
Please note that travel that deviates from the state-authorized travel plan, including dates, destination, or fare, must
have an official quote from E-Travel in order for the traveler to be reimbursed. If a proper quote is missing in the final
travel packet, there may be financial consequences to the Traveler. [Refer to AAM 60.080 Interruption or Deviation of
Travel for Traveler Convenience]

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

(Trip review and checkoul)

Figrt Delsin

INV 3 AND + 7 5305

m Announcements

To save your trip information:

» From your browser's top menu, select "File" and "Print" from the drop-down list. This will display the print window.
From the list of printers, select "Adobe PDF" and select Print.

Save PDF File AS (name file) and select an appropriate folder to save. Click Save.

The document will be saved and will open in PDF. You can print if necessary.

This fare quote is required for the authorization and reimbursement of deviated travel.

To expedite the purchase, once approved, go back to E-Travel and Save as Template. Do not submit for purchase.
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Manage Trips

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

ALASKR
Bl

# Home  &Profle  EManagetrips @) 4 Unusedtickets @) B8 Trip templates

(£ Rural Request | (£ Preferred Hotels | (£ E-Travel Online Guide | (& Training Videos

» Select the booking you want to view, modify, or cancel.

Expand all | Collapse al
% Claim offline reservation Display ~ All Trips ~| For  Myself i
+ Active trips (3)

Vernon Bear Q2
Bethel Record #
May 27, 2019 - 10:456 AM ULMLZC
Ticketed \

Select
Vernon Bear *0
Aniak Record #
May 286, 2019 - 9:40 AM JGJINSZ
Ticketed

Select

The following is an example of a previously booked trip.

Trip details

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

Legend: sk Company Preferred

Confirmation information

Record locator (PNR)
TQPXTX

Airline confirmation
Delta Air Lines: HNEXAX

Deliver to
Vernon Bear

PO Box 110204
JUNEAU. AK 99811

VAV Y S S S S Y Y 3 S Y A
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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.

Camculbog yout 1t

Cancel trip

Air cancellation details

3taerty WO thve tnerery B Canceled. I e T

Hotel cancellation details

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.

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

[ This trip has been successfully cancelled.
All ftems wiithin this tinerary have been cancelied
Please print this page for your records.

Criginal trip information

Record locator (PHR)
QouYD

Airline confirmation
Alaska Airlines: JGOLEB

Hotel confirmation
Pikes Waterfront Lodge: KHYLWVDF1A

Car confirmation
Enterprise: 1815154887COUNT

Deliver to
Vernon Bear

PO Box 110204
JUNEAU, AK 99811
usa
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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 can 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.

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

SOA02 Record Identifier: 1475507379.98867 tnustravel dir/soa02
Record Creation Time:  2016-10-03 15:12:15.0
This PNR was queued to: SABRE

CONFIRMATION NUMBERS
SABRE Record Locator 1 QOUYID
Airline Record Locator #1:  AS-TGOLEB (Alaska Airlines)

NAME(S) OF PEOPLE TRAVELING
Name: Vernon Bear
Meal: standard

ATR

FlightEquip.: Alaska Airlines 2803 DEHAVILLAND DASH 8-400
Depart: Wednesday, Nov 16 9:40 AM Anchorage (ANC)
Arrive: Wednesday. Nov 16 10:43 AM Fairbanks (FAT)

ATR

FlightEquip.: Alaska Airlines 2818 DEHAVILLAND DASH 8-400
Depart: Thursday. Nov 17 7:30 AM Fairbanks (FAI)

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

FARE INFORMATION

Base Airfare (per person): 12078 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 the unassisted fee

. Reservations that have not previously been changed, refunded, or voided.
. Reservations containing one-way, round-trip, or multiple destinations.
. Reservations with a single ticket (single carrier or mixed carrier). @ Reservations for pending travel.

Ineligible for the unassisted fee

. Reservations containing split tickets (more than one ticket).

. Reservations containing rural carriers.

. Reservations with waitlisted segments.

. 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 Manage Trips tab.
> Select the trip to be changed.

ALASKE
EltiiaaEl

# Home & Profile & Manage trips o 4 Unused tickets 8 Trip templates

(£ Rural Request | (£ Preferred Hotels | (£ E-Travel Online Guide | (£ Training Videos

Manage trips

Expand all | Collapse all

% Claim offline reservation Display ~ All Trips

~ Active trips (1)

Vernon Bear

Seattle Record #
May 30, 2019 - 6:00 AM GKBWQM
Ticketed

xO&

Select

> Click change this flight.
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~ Flight details (Roundirip)

ANC to SEA - Non-stop

%W Depart

Flight 88 Seat 16A SRS, LLE(EUE)
Class: Coach 6:00 AM
Thu, May 30, 2019

SEA to ANC - Non-stop

s Change this flight

Arrive
Seattle, WA (SEA)

10:30 AM
Thu, May 30, 2019

Change this flight
7? ﬁﬁ 67 Depart Arrive
Flighés Seat 12F Seattle, WA (SEA) Anchorage, AK (ANC)
Class: Coach 5:55 PM 8:30 PM
Fri, May 31, 2019 Fri, May 31, 2019
> Enter new information and click Begin Search.
Modify flight
* From *To
ANC SEA
Date
Leaves & 6:00 am v

» Advanced search (Coach, Non Refundable)

* = required

™

Search

> Flight options will appear. Click Select on the desired flight.

AS 138, AS 2698 (Operated by HORIZON AIR AS ALASKAHORIZON)

2.10 AM = 9:30 AM (6h 20m)

...... S, Y cy o S )

e

@ Company preferred

Fri, May 31

Anchorage, AK {ANC), 2:10 AM
‘s Portiand, OR (PDX), 6:45 AM
1538 miles

Flight time 3:35

@ Layover (1h 50m)

Portiand, OR (PDX)

@ Gompany preferred

Fri, May 31
Portland, OR (PDX), 8:35 AM
& Seattle, WA (SEA), 930 AM

© Company preferred
125.00 USD

Cost to change

x
AS 136
Coach
Fare Rules

Boeing 737-700
Preview seat map

AS 2698 (Operated by HORIZON AIR AS ALASKAHORIZON)
Coach
Fare Rules

129 miles DEHAVILLAND DASH 8-400
Flight time 0:55 Preview seat map
Original fotal 536.74 USD
Costto change 125.00 USD
Cast breakdown Select
> Review the trip and continue with the normal booking process.

Note: Be sure to review the cost to change.
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~ Trip Details ¢ @ Add 1o this trip 3

Flight Details Roundtrip

ANC to SEA - 1 Stop Change this flight

Fri, May 31 2:10 AM - 6:45 AM Anchorage, AK (ANC) to -ﬂ/@fg

Portland, OR (PDX) ® Company preferred

Fare Rules Flight 1268
Seat not assigned
Class: Goach

8:35 AM - 9:30 AM Partland, OR (PDX) to
Seattle, WA (SEA)
Fare Rules

Flignt 2698
Seat not assigned
Class Goach

= Estimated Trip Cost

Newfight otal. 52114 USD
Original Flight Total. . 536,74 USD
Fare Difierence” 15,60 USD

Reissue Penalty Fee: 125,00 USD
Applied Fare Difference: 0.00 USD
Total Costto Change: 425,00 USD

This amount will be eharged to your original form of payment

Original Flight Tatal + Total Cost to Change: 1 661.74 USD
Federal Way, WA - Hotel Total: § 107.99 USD

Seatac, WA - Car Total £ 124 51 USD

Changed Trip Total T §04.24 USD

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 oriteria and try again or contact your Travel Administrator.

* From = Te
ST DAL
Depart
1015186 Leaves IZI 11:00 am IZI
Cabin class

Once the modification is complete, the Reservation Complete page will display.

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 3k 3k 3k 3k 3k 3k 3k ok 3k 3k ok 3k 3k 3k 3k 3k 3k ok 3k 3k ok 3k 3k ok 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k ok 3k 3k 3k 3k 3k %k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k %k ok 3k 3k %k k ok ¥

CONFIRMATION NUMBERS

SABRE Record Locator #: GUCFZT

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

3k 3k 3k 3k >k sk >k >k 5k 3k 3k 3k 3k >k sk 3k 3k 3k 3k >k 5k 3k >k 5k >k 5k 3k %k >k 5k 3k >k 5k >k >k 3k %k >k 3k >k 5k 3k >k 5k 3k >k 3k 3k >k 3k 3k >k >k 3k %k 5k 3k >k 5k 3k %k >k %k %k 3k %k *k Kk k

Name(s) of people Traveling

Name: Vernon Bear

Meal: standard

Fare Details: ANC AS JNU251.86AS ANC251.86USD503.72END ZPANCJNUOYAKOCDVO XF ANC3JNU4.5
Penalty: NON-ENDORSABLE/VALID ON AS ONLY /
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3k 3k 3k 3k 3k 3k 3k 3k 3k 3k ok 3k 3k 3k 3k 3k 3k 3k Sk ok 3k Sk 3k ok 3k 3k ok 3k Sk 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k %k ok 3k 3k %k k ok 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:

3k 3k 3k 3k 3k Sk 3k 3k 3k ok 3k 3k 3k ok 3k Sk 3k 3k Sk 3k 3k sk 3k 3k 3k Sk ok 3k Sk 3k 3k Sk 3k 3k 3k Sk 3k 3k Sk 3k 3k 3k 3k 3k 3k Sk 3k 3k 3k 3k 3k Sk 3k 3k 3k 3k 3k 3k Sk 3k 3k 3k ok 3k 3k ok kK k ok

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 3k 3k 3k 3k 3k 3k sk 3k 3k 3k 3k 3k 3k Sk 3k 3k sk 3k 3k sk ok 3k 3k sk 3k 3k sk ok 3k sk 3k 3k 3k sk 3k 3k sk 3k 3k 3k 3k 3k sk ok 3k 3k ok 3k 3k sk 3k 3k 3k ok 3k 3k sk 3k 3k sk ok ok ok ok ok kok ok

PAYMENT INFORMATION
Original ticket number: 0277230424070

Name on charge card: Vernon J Bear

Visa Card Number: 1111

Revised September 2021

45 | Page




Unused Tickets on File

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

Efhiiel _—
# Home & Profile & Manage trips @) 4 Unusedtickets @) B8 Trip templates

(£ Rural Request | (£ Preferred Hotels | (£ E-Travel Online Guide | (& Training Videos

@ Travel arranger (Arranging travel for Vernon Bear)

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

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

# Home Arranging travel for Vernon Bear

Unused tickets
Airline Expires Original fare
Alaska Tue, Nov 12, 2019 592.22 USD
Alaska Sun, Dec 15, 2019 692.46 USD
Alaska Sun, Dec 15, 2019 692.46 USD
Alaska Wed, Feb 19, 2020 534.45 USD

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

© Company preferred
gk 66.49 USD
AS 127 (Operated by Alaska Airlines) MAIN
6:00 AM — 6:55 AM (55m)
rrrrrrrrrrrrrrrrr ) s )
~
sk x
@ Company preferred
Thu, Jun 20 AS 127 (Operated by Alaska Airlines)
Anchorage, AK (ANC), 6:00 AM MAIN
& Fairbanks, AK (FAI), 6:55 AM Coach
261 miles Fare rules
Flight time 0:55 Boeing 737-900
Preview seat map
Select
@ Uniised tickets may apply
> Select the Unused tickets may apply link, to bring up a pop-up window, displaying ticket information.
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Your unused tickets

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

BEAR/VERNON Ticketed itinerary Mon, Nov 12, 2018 Estimated value
Ticket # 0277217642366 —_

7%}/{” Issued Mon, Oct 22, 2018 Original fare
Expires Tue, Nov 12, 2019 592.22 USD

This information is valid as of Tue, May 28, 2019

To apply an unused ticket on file towards a new trip, select a ticket number from the list provided on the Trip
review and checkout page, prior to purchasing.

Trip review and checkout

A Fiight segments must be ticketed by close of business on September 23

Your travel selections include non-refundable fares. If your ticket is not used on or by the travel date(s) specified on your tickets,
the unused portion may have no value after that date and/or after the flight has departed.

Please Note: NONREF/FAREDIF/CXL BY FLT TIME OR NOVALUE/VALID AS/
Fares not guaranteed until ticketed

Click on the Fare Rules link for itinerary rules and restrictions prior to purchase.
Expand all | Collapse all
» Trip details

XYYV IIIIIIIIIIIIIIVIIVIIIIIIY

» Reporting Information * = Required

~ Special Instructions 4/

Send a copy of your reservation to the following e-mail address(es)

Additional e-mail address 1

NOTE: Any request for travel agent assistance will result in a higher fee at time of purchase.

If you have rural segments enter them in the special instructions below. If you have an unused ticket not listed below you may enter it
here.

General Needs or Special Requests

y
390 characters remaining

~ Estimated trip cost breakdown

Ask travel agency to apply balance of unused ticket(s) to airfare
Your travel agency may not be able to apply some or all of your unused ticket balance.

D Ticket # 0277497372892 : 190.12 UsSD
D Ticket # 0277548169823 1 1,289.00 USD

[] Ticket# 0277663125313 246 98 USD

Flignttotal ¥ 135.90 USD
Triptotal ¥ 135.90 USD

I Please note that this total is based on available information. The estimated cost may not include taxes and fees.
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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.

* Does a CTS Authorization need to be sent to a 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 the database.

Note: This process only applies to hotel authorizations. Travel arrangers will need to contact any other vendor that
is not listed to make billing arrangements.
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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).

Hﬁu"'ﬂ.
# Home & Profile & Manage trips 4 Unused tickets B Trip templates

Z' Rural Request | (& Preferred Hotels | (£ E-Travel Online Guide | (& Training Videos

™~

&» Travel arranger

A Book travel

£ More tools *

Arranger settings \ Travel Tools
My travelers RURAL ONLINE REQUEST

My arrangers PREFERRED HOTEL SPREADSHEET

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.

> If the Traveler has a travel profile select, Yes from the drop-down menu.
> If 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.

Does the traveler have & Travel Profile?

* Deparipept

* Travetar Profile Name (Note some traveler profiles contamn the middie intial. Please sea the Personal Information in the £-Traved
Prafia)

LAST FIRST or FIRSTX ¢ )

* Employee 1D {6-digits)

* Travel Arrangar Information B

FULL NAME PHONE

sl

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.

3. Employee ID - Traveler’s employee number.
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4. Travel Arranger Information — Enter the traveler arranger’s full name and phone number.
5. Login

> See the Personal information in E-Travel Profile to verify middle name or initial is present.

ALASKA
EfhimtL

Traveler: Vernon J Bear Site: soal2

Home Trips Profile Templates

Personal information

* = required

Name, address, and phone number

For your security, information stored in your profile may be masked.

MOTE: Call 1-800-654-5659 to have the name on your Alaska Airines mieage account match the name on your Government issued picture ID.

*First name: |Vernon

Middle name: |John

*Last name: |Bear

* E-mail address: |v_bear@fakeemail com

Lar o ¥ % o8 o o o0 ¥ oF o8 o oF ¥ o8 o8 oF % o oF 2% oF % & o & o

| Profile Information Fields: |

Please, do not edit profie information fields. /
Employee ID: |123456

Profile Name: |ggaR/VERNONS

Do Not Enter Frequent Traveler Numbers In This Section,
Known Traveler Humber (KTH):
(Ex: TTHXHAKX): 98123456
Elite Travel Membership Information:
Elite status must be updated annually
Alaska Airlines Elite Status:
Delta Elite Status:

Additional Seat Preference: | Exit Row

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

* Genenc Profile Name (This is the information m the last name field in E-Travel, with no spaces)
DIVGENERIC

* Enter the Lagal Name of the traveler

J
/

ﬂ

LAST FIRST

* Travel Arranger Information

FULL NAME PHOMNE

Logn
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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

= Planner Bear

[+ Bear, Vernon
[l 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. Login to 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.

I @ Profile Name: MEIER/DAI

&5 Employee ID: 324334

msn-n' } Logout

Rural Home Page Search Flights Trip List

> 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

I Hotel II.

One Way Round Trip | 2

" From < !3 ll P TO
JUNEAU (JNU) »  HAINES {HNS) -

* Depart m Check Out

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

Search | 5
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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.
Note: Request a car on the purchase page.

2. Select your trip type (Round-trip or One-way).
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.

Enter/Select the dates and time preferences for travel.

5. Select Search.

P

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
Carrier on Depart Avrrive Cne Way
Request JUNEAU HAINES Estimate
Morning Morning
10/20/2016 10/20/2016 $189.00

1. Select the desired flight option.

Modify Search

Departure Option 1 JNU - HNS

Seiect Hotel. Property Not Listed « D

Hotel Information

* Property Name Enles "Holel Roquestad® If you do nol know the propesty info
Address HANES AK
Streat Cit Stats 2
Phone
..3
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.
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Hotel Captain's Choice

Return
Carrier on Depart Arrive One Way
Request HAINES JUNEAL Estimate
Morning Morning
10/21/2016 10/21/2016 $189.00

Make Request 4/

4. Select the desired flight.
> Select Make Request to continue to the Trip Details page.
Trip Details:

Review the Trip Details prior to submitting your request.

Trip Details \ \

Add to this trip | Cancel Current Request

) | Remove this flight
VL JNU to HMS - Mon-stop

Travel Time City Pars Ar
horning JUNEAL to HAINES Carrier On

Reguest
B | . X § \ Remove this hotel
Captain's Cheice 108 2nd Avenue Morth, Haines, AK 99827

Property Fhanz

> 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.

Trip Questions:

Trip Questions

* Approved By:
TAPO or TA:

1 This trip will include non-rural segments

[ Apply credit on file

(IPurchase fully refundable ticket

(I Traveler is allowed to make changes

[(IRural car needed if available

[Jsend CTS Authorization to Hotel or Car Vendor
[ travel is Long Term

Special Instructions

Trooper or Escort Travel (Enter travelers names in Special Instructions)
*All fares and inventory are estimated. Actual costs and flight 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 Request
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> Approved By: - If the trip has been approved, provide the approvers name and a final itinerary will be sent. Do
not submit the request if the trip has not been approved.

» 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.

> 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.

> Send CTS Authorization to Hotel or Car Vendor — To have CTM assist with rural billing, check the box.

» Special Instructions — Enter any unused ticket request, 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.

Reguest Submitted

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

Refuead Date 10072096 £ 32 15 P ‘,.r""
Retnies] Confirmation Code FMMRLG
Reguet Siales Pending

I I'-Imll 1ERIE0TE JNU D HNE Y'Y

2 Hoted 1RV E - 102120 E Caplain's Choice 108 Ind Avenls Morth, Haines, AK SG82T

I Flight IO T20TE HMNS o LYY

Trip List:

Rural Home Page Search Flights CTS Authorization

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

3 Flight 10/21/2016 HNS fo JNU YY

Duplicate Trip / 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 v JUNEAU To: HAINES

2 Captain's Choice 108 2nd Avenue North, Haines AK 99827
3 Evening v HAINES To: JUNEAU

Wake Reques! | «ff—
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