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Rules Of The Road

The following are a few tips for Travel Service Bridge users:

· Do not use your internet browser’s navigation tools except for the Print function.  The service was designed with its own navigational tools.

· Single clicks are to be used throughout the service.

· Keep in mind that you are actually on the Internet.  The speed of the application depends on your connection.

· Make sure the web page completely loads before entering information.

· When entering phone numbers or credit card numbers do not include parentheses ( ) or 
hyphens (-). 

Please report any functional problems to the Travel Service Call Center via phone at 1-866-876-8020.

New User Procedures 

This section of the guide steps you through accessing your Travel Service Bridge account and setting up your User Profile.  It will also help you become familiar with the Travel Service Bridge Solution.  

Note: You must complete the steps in this section before you may create travel plans for yourself using the service as a self-service or have your reservations alternately prepared by your travel arranger through the telephone. 

Initial Login

You may access all of the Travel Service Bridge functions via the internet from the home page.  

To gain access to your account you must enter your Member ID and Personal Identification Number (PIN).  USDA provided this information. If you have not received your MemberID and PIN, please contact your agency Travel Policy User Group member or your Customer Service Advocate.  Now that you have your Member ID and PIN, follow the steps below to login to the system.

1.
Open your internet browser (such as Internet Explorer) and type www.fedtraveler.com in the address bar.  

NOTE:   Please be sure to type in www.fedtraveler.com – DO NOT OMIT THE “ER” in Traveler
The Travel Service home page appears as follows:
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Figure I - 1:  The Travel Service Home page

Note:  The Travel Service has incorporated all travel-related information such as Weather, Map, and Universal Currency Converter, ATM Locator, Food Courts, and Other Travel Services to the Travel Homepage under “Travel Planning.”  The Home page also displays related information to Travel Regulations, GSA Travel Information, Department of State Travel Advisories, Safety Guide, Flight and Airport Information, and Latest Travel News.

2.
Be sure you click the Start Your Journey button.  The Login page will appear.

3.
Enter your Member ID (USDA Provided ID) by typing it in the field provided. (See Figure 1-2 below.)

4.
Enter your PIN by typing it in the field provided.  The first time you login to the system, you will use the last 4 characters that were assigned to you by USDA for your PIN.  

Note:  For subsequent logins, if you forget your PIN, enter your Member ID then click on the link, “Forgot your PIN? Click here.”  Follow the onscreen instructions, and a random PIN will then be e-mailed to you.
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Figure  I - 2:  The Login page

6.
Once you have entered the required information click the Login button. (See Figure 1 – 2 above.)  

7.
The Privacy Act Notice statement appears and you must read the Privacy Act statement, then you click OK to continue. (See Figure 1-3  below.)
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Figure I - 3:  You must agree to the Privacy Act Notice before continuing.

8. The Travel Service system will prompt you to verify your e-mail address before logging into the Travel Service.  This is an extremely important step because your email address is the address to which all your travel reservations, itineraries, changes/cancellations, transaction fees, and transaction information will be transmitted.  Because of the many non-standard addresses in use at USDA this step is critical.  If you are using a travel arranger—you need to enter your arranger’s email address into your profile later in the New User Setup process.

Note:  This verification will only occur upon initial sign on.  Thereafter, the system will open to the Traveler Desktop.  However—if you need to review and/or change this profile information you can click on your blue-colored name on the Traveler Desktop to gain access to this profile information and to make changes.  See the Traveler Desktop section at the end of this document.
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Figure I - 4:  Verify your e-mail address.

9.
If your e-mail address is correct continue by clicking SUBMIT.  If your e-mail address is incorrect, modify the information then click SUBMIT.  

Note:  Please make sure that your email is correct because this is the address to which all the correspondence between the Travel Service and you the traveler is routed.  Wrong email address means you cannot receive your travel reservations or anything related to your trip, including the purchase price and the transaction fees, which you will need to file with your travel voucher.

10.
Click OK in the pop-up window that appears.  (See Figure 1-5 below.)
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Figure I - 5:  Pop-up window for e-mail verification.

11. A confirmation window will appear explaining that a temporary PIN has been e-mailed to your account.  You will need to retrieve this PIN from your e-mail application before continuing.  (See Figure 1-6 below.)  
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Figure I - 6:  Confirmation window for e-mail verification.

12.
Select the Continue menu option to return to the Login page. (See Figure 1 - 6 above.)

NOTE:  This is where you will use the “Temporary Pin” received via email “Refreshed PIN” after “Step 11”

You must wait for the email with Subject:  “Refreshed PIN” to get the new temporary PIN.

13.
Once you have retrieved your temporary PIN from your e-mail, use it to log into the Travel Service at www.Fedtraveler.com.  Enter your Member ID and temporary PIN then select OK when the Privacy Act Notice statement appears.
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Figure I - 7:  Sign on again using the temporary PIN.

14.
The New User web page will load with the Welcome message.  To set up your profile continue to the next section titled Setting Up Your User Profile. (See Figure 1 – 8 below.)

Setting Up Your User Profile

NOTE:  Do not use the <BACK> button on your browser; those functions are built into this web application.  The Back button will kick the user out of the application and force him/her to sign on again.

As a new user signing onto the Travel Service Bridge, you are required to follow the steps in the New User module to verify and/or enter required information.  The required fields contain an asterisk to the left of them or appear highlighted (depending on your browser type).  You must complete this process to setup your Travel Service Bridge User Profile.

1.
Click the Next menu option to proceed to subsequent User Profile pages. (See Figure 1-8 below.)
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Figure I - 8:  Welcome screen for first time login.

2.   The Personal Information page of your profile appears.  Enter/verify the data displayed.Required fields appear marked by a red asterisk.  (See Figure 1 - 9 below.) 

3.
To select a state, click the drop-down arrow located to the right of the State field, ([image: image10.emf]

), and choose the appropriate two-letter abbreviation.  
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Figure I - 9:  Personal Information page.

4.
Enter the required information. You may use your office address in lieu of your home address, as you prefer.  A default airport code may be entered; however this is not critical for the Travel Service Bridge Solution.  (See Figure 1 - 9 above.) Select Next to proceed to Financial Information.  Disregard the Financial Information data box and select Next to proceed to the Employment Information box. 

Note: To exit the system and return to the Login page at any time, select the Log Off menu option.  However, doing so will cancel any changes you have made.
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Figure I - 10:  Employment Information page.

Disregard the two check boxes at the bottom of the page, they are not active for the Travel Services Bridge solution.  

5.
To enter data on this page, click in the appropriate field then type your information.  For fields with a drop-down arrow, ([image: image13.emf]

), click the arrow and select the appropriate option.  (See Figure 1 -10 above.)  

6.
Enter your e-mail address in the E-Mail Address1 field.  This is the only required field on this page.  (See Figure 1 – 10 above.)

Note:  This field is required in order to use the Online Booking Engine.  You will receive notification of any changes to your travel reservations and confirmations of your ticket purchases via the e-mail address entered in this field.  

7. In the E-Mail Address 2 field, which is optional, you may enter a device-e-mail, for example, Palm Pilot, Web-enabled Cell Phone or Blackberry device, Also, if an alternate preparer will create travel documents for you, enter that person’s e-mail address in this field.   (See Figure 1 – 10 above.)  

8.
Select the Next menu option to continue to the Credit Card page.  The Government Card, the Purchase Card, and the Personal Card will be displayed.  Disregard the Purchase and Personal Cards. (See Figure 1 - 11 below.) 
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Figure I - 11:  Government Card page.

9.
To enter data on the Government card page, also known as employees travel charge card, click in the appropriate field then type your information or carefully review the data that was provided by USDA.  Make certain that this number is your personal government travel card, currently the Visa card from the Bank of America.  If the data is correct, then move on.  Please ensure that your credit card selection reflects VISA.  This is the only valid selection.  If it is incorrect, then please update it and re-verify that it is correct.  For fields with a drop-down arrow, ([image: image15.emf]

), click the arrow and select the appropriate option.  (See Figure 1 - 11 above.)

10.
Select the Next menu option to continue to the Save Profile page.  
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Figure 1 - 12:  Save Profile page.

11.
On the Save Profile page, enter the temporary refresher PIN you received from the system via e-mail in the Old Pin field.  (See Figure 1 - 12 above.)

12.
In the New PIN field you must create your own pin.  Your New PIN must consist of at least 8 characters and a maximum of 20; a new PIN must also contain at least (1) upper case letter, (1) lower case letter and (1) number, e.g. Dogcatcher12.

13.
Re-enter your new PIN in the Confirm New PIN field.  (See Figure 1 - 12 above.)

14.
Click the Click here to save profile button.  (See Figure 1 – 12 above.)Note:  Any changes made to your User Profile must be physically saved by coming to this page and entering your PIN then clicking the Click here to save profile button.

15.
After saving your profile the Travel Desktop page appears.  From this page you may access all the other functionality of the travel system.  
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Hint:  If you need to review and/or change this profile information you can click on your blue-colored name on the Traveler Desktop to gain access to this profile information and to make changes.
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