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   PRE-IMPLEMENTATION READINESS GUIDE

CLIENT FACT SHEET

The information listed below is required to gain access to our Online Booking Engine.

1) Reporting Structure (provide the structure for reporting levels, i.e. agency, bureau, office)
2) Agency Name:

3) Agency Address:   
4) Ticket Delivery Address:  

AUXILIARY ACCESS RIGHTS

The information provided in this table will be used to identify online booking engine administration privileges.  The Itinerary feature grants the user privileges to view and change travel itineraries within an organization.  The Reports feature grants the user privileges to create ad hoc and standard reports.  The Global System Administrator (GSA) feature grants the users privileges to maintain all organizations within their agency (the number of Global System Administrations should be minimal).  The Local System Administrator (LSA) feature grants administrative privileges within their organization.  
	TABLE OF

AUXILLARY ACCESS RIGHTS

	OBE Itinerary and Reporting 

	Organization Name
	User Name
	Last 4 Characters of Member ID
	Check the box that pertains

	
	
	
	Itinerary
	Reports
	GSA
	LSA

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Organization Name shall be obtained from the approved list of Names defined by your implementation specialist.
USER PROFILE REQUIREMENTS

The information provided in this file format will be uploaded into the FedTraveler.com database from a text file.  The file must be delimited with commas.  Any blank field must contain a delimiter.  Please note that any apostrophes in a record will be deleted from the data before being uploaded to the database.  Data fields specified below represent one record.

	FEDTRAVELER.COM'S STANDARD DATA ELEMENTS FOR MASS LOADS

	TRAVELER PROFILE
	 
	 
	 
	 
	 

	Seq

No.
	Group
	Data Element
	Data Type
	Len.
	Req/Opt
	Description

	1
	Organization Name
	Organization Name
	Alphanumeric
	20
	R
	Name of the organization as defined by FedTraveler.com

	2
	Traveler 
	Traveler SSN
	Numeric
	9
	R
	Employee SSN #-no dashes, hyphens or periods

	3
	Traveler 
	First Name
	Alphanumeric
	25
	R
	Employee First Name

	4
	Traveler 
	Middle Initial
	Alphanumeric
	1
	O
	Employee Middle Name or Initial

	5
	Traveler
	Last Name
	Alphanumeric
	25
	R
	Employee Last Name

	6
	Traveler 
	Home Address
	Alphanumeric
	35
	O
	Employee Home Address

	7
	Traveler 
	Home City
	Alphanumeric
	30
	O
	Employee Home City

	8
	Traveler 
	Home State 
	Alphanumeric
	2
	O
	Employee Home State or Province

	9
	Traveler 
	Home Zip 
	Alphanumeric
	10
	O
	Employee Home Zip code or Postal Code

	10
	Traveler
	Home Country
	Alphanumeric
	3
	O
	Employee Home Country Code

	11
	Traveler 
	Home Phone
	Alphanumeric
	12
	O
	Employee Home Phone Number- no dashes, hyphens or periods

	12
	Official Duty Station
	Job Title
	Alphanumeric
	30
	O
	Employee Job Title

	13
	Official Duty Station
	Employee Type
	Alphanumeric
	20
	O
	OPM Job Type

	14
	Official Duty Station
	Security Clearance 
	Alphanumeric
	50
	O
	Employee Security Clearance

	15
	Official Duty Station
	Office Address
	Alphanumeric
	35
	O
	Duty Station Address

	16
	Official Duty Station
	Office Room
	Alphanumeric
	10
	O
	Default office number.

	17
	Official Duty Station
	Office City
	Alphanumeric
	30
	O
	Employee's permanent duty station city

	18
	Official Duty Station
	Office State
	Alphanumeric
	2
	O
	Employee's permanent duty station state

	19
	Official Duty Station
	Office Zip
	Alphanumeric
	10
	O
	

	20
	Official Duty Station
	Office Country
	Alphanumeric
	3
	O
	

	21
	Official Duty Station
	Office Phone
	Alphanumeric
	12
	O
	No dashes, hyphens or periods

	22
	Official Duty Station
	Office Primary Email Address
	Alphanumeric
	100
	O
	Required for notification from booking engine.

	23
	Official Duty Station
	Office Facsimile
	Alphanumeric
	12
	O
	No dashes, hyphens or periods

	24
	Official Duty Station
	Office Secondary Email Address
	Alphanumeric
	100
	O
	Alternate email address

	25
	Accounts Data
	Traveler Bank ID Number
	Numeric
	10
	O
	Bank ID number for the Bank Name. Although this information is in the Agency HR or Financial System for regular payroll deposits, the traveler may wish to provide alternate Bank name and account.  No dashes, hyphens or periods

	26
	Accounts Data
	Traveler Bank Routing Number
	Numeric
	20
	O
	Routing number for the Bank Name. Although this information is in the Agency HR or Financial System for regular payroll deposits, the traveler may wish to provide alternate Bank name and account.  No dashes, hyphens or periods

	27
	Accounts Data
	Traveler Bank Account Number
	Numeric
	20
	O
	Bank Account# where reimbursements are credited to. Although this information is in the Agency HR or Financial System for regular payroll deposits, the traveler may wish to provide alternate Bank name and account.  No dashes, hyphens or periods

	28
	Accounts Data
	Traveler Bank Account Type
	Alphanumeric
	15
	O
	Bank Account Type where reimbursements are credited to. Although this information is in the Agency HR or Financial System for regular payroll deposits, the traveler may wish to provide alternate Bank Account type.

	29
	Accounts Data
	Traveler Bank Name
	Alphanumeric
	20
	O
	Bank Name where employee reimbursements are credited to. Although this information is in the Agency HR or Financial System for regular payroll deposits, the traveler may wish to provide alternate Bank name and account

	30
	Accounts Data
	Traveler Bank Address
	Alphanumeric
	35
	O
	

	31
	Accounts Data
	Traveler Bank City
	Alphanumeric
	30
	O
	

	32
	Accounts Data
	Traveler Bank State
	Alphanumeric
	2
	O
	

	33
	Accounts Data
	Traveler Bank Zip
	Alphanumeric
	10
	O
	

	34
	Accounts Data
	Traveler Bank Country
	Alphanumeric
	3
	O
	

	36
	Accounts Data
	GCIBC Card Number
	Numeric
	20
	O
	Government Contractor Issued, Individually Billed Charge Card- No dashes, hyphens or periods

	37
	Accounts Data
	GCIBC Expiration Date
	Alphanumeric
	6
	O
	Expiration date of the card.

	38
	Accounts Data
	GCIBC Name on Card
	Alphanumeric
	50
	O
	Traveler name as it appears on card

	39
	Accounts Data
	GCIBC Card Type
	Alphanumeric
	2
	O
	Type of credit card (VI for VISA)

	40
	Accounts Data
	Personal Card Number#1
	Numeric
	20
	O
	Personal Charge Card Number. Can have multiple Charge Card Numbers.

	41
	Accounts Data
	Personal Expiration Date#1
	Alphanumeric
	6
	O
	Expiration date of the Personal Charge card

	42
	Accounts Data
	Personal Name on Card#1
	Alphanumeric
	50
	O
	Traveler name as it appears on card

	43
	Accounts Data
	Personal Card Type#1
	Alphanumeric
	2
	O
	Type of credit card 

	44
	Accounts Data
	Personal Card Number#2
	Numeric
	20
	O
	Personal Charge Card Number. Can have multiple Charge Card Numbers.

	45
	Accounts Data
	Personal Expiration Date#2
	Alphanumeric
	6
	O
	Expiration date of the Personal Charge card

	46
	Accounts Data
	Personal Name on Card#2
	Alphanumeric
	50
	O
	Traveler name as it appears on card

	47
	Accounts Data
	Personal Card Type#2
	Alphanumeric
	2
	O
	Type of credit card 

	48
	Accounts Data
	Personal Card Number#3
	Numeric
	20
	O
	Personal Charge Card Number. Can have multiple Charge Card Numbers.  No dashes, hyphens or periods

	49
	Accounts Data
	Personal Expiration Date#3
	Alphanumeric
	6
	O
	Expiration date of the Personal Charge card

	50
	Accounts Data
	Personal Name on Card#3
	Alphanumeric
	50
	O
	Traveler name as it appears on card

	51
	Accounts Data
	Personal Card Type#3
	Alphanumeric
	2
	O
	Type of credit card 

	52
	Accounts Data
	Personal Card Number#4
	Numeric
	20
	O
	Personal Charge Card Number. Can have multiple Charge Card Numbers.

	53
	Accounts Data
	Personal Expiration Date#4
	Alphanumeric
	6
	O
	Expiration date of the Personal Charge card

	54
	Accounts Data
	Personal Name on Card#4
	Alphanumeric
	50
	O
	Traveler name as it appears on card

	55
	Accounts Data
	Personal Card Type#4
	Alphanumeric
	2
	O
	Type of credit card 

	56
	Accounts Data
	Purchase Card Number
	Numeric
	20
	O
	Personal Charge Card Number. Can have multiple Charge Card Numbers.  No dashes, hyphens or periods

	57
	Accounts Data
	Purchase Expiration Date
	Alphanumeric
	6
	O
	Expiration date of the Purchase card

	58
	Accounts Data
	Purchase Name on Card
	Alphanumeric
	50
	O
	Name as it appears on card

	59
	Accounts Data
	Purchase Card Type
	Alphanumeric
	2
	O
	Type of credit card

	60
	Traveler Default Info
	Traveler Default Airport Code 
	Alphanumeric
	3
	O
	Airport Code traveler wants to depart from (example BWI)

	61
	Traveler Default Info
	Traveler Default Airport Name
	Alphanumeric
	30
	O
	Airport Name traveler wants to depart from

	62
	Traveler Default Info
	Traveler Default Approval Chain
	Alphanumeric
	20
	R
	Determines the routing of travel documents

	63
	Traveler Default Info
	Traveler Default Cost Center 
	Alphanumeric
	130
	R
	Determines what cost center will be de-obligated or obligated

	64
	Accounts Data
	URL of Traveler  Bank
	Alphanumeric
	50
	O
	

	65
	Accounts Data
	Traveler Vendor Code
	Alphanumeric
	10
	O
	Accounting system vendor master code


COST CENTER REQUIREMENTS

The information provided in this file format will be uploaded into the FedTraveler.com database from a text file.  The file must be delimited with commas.  Any blank field must contain a delimiter.  Please note that any apostrophes in a record will be deleted from the data before being uploaded to the database.  Data fields specified below represent one record.  

	STANDARD DATA ELEMENTS FOR MASS LOADS

	COST CENTER
	 
	 
	 
	 
	 

	Seq

No.
	Group
	Data Element
	Data Type
	Len.
	Req/Opt
	Description

	1
	System
	Organization Name
	Alphanumeric
	20
	R
	Name of the organization as defined by FedTraveler.com

	2
	Funding and Accounting Information
	Cost Center Number
	Numeric
	150
	R
	Authorized Accounting Code String

	3
	Funding and Accounting Information
	Cost Center Description
	Alphanumeric
	50
	R
	Authorized Accounting Code Description

	4
	Funding and Accounting Information
	Cost Center Initial Balance
	Alphanumeric
	13
	O
	Authorized Amount for Account Codes

	5
	Funding and Accounting Information
	Cost Center Current Balance
	Alphanumeric
	13
	O
	Authorized Amount for Account Codes

	6
	Funding and Accounting Information
	Cost Center Cumulative Amount
	Alphanumeric
	13
	O
	Authorized Amount for Account Codes

	7
	Funding and Accounting Information
	Cost Center Appropriation Job Title
	Alphanumeric
	50
	O
	Authorized Approving Officials

	8
	Funding and Accounting Information
	Cost Center Appropriation
	Alphanumeric
	150
	O
	Appropriation Number Provided by Government

	9
	Funding and Accounting Information
	Cost Center Budget Point
	Alphanumeric
	50
	O
	

	10
	Funding and Accounting Information
	Cost Center Allowance Code
	Alphanumeric
	5
	O
	

	11
	Funding and Accounting Information
	Cost Center Data Element #1
	Alphanumeric
	100
	O
	Additional Accounting Fields

	12
	Funding and Accounting Information
	Cost Center Data Element #2
	Alphanumeric
	100
	O
	Additional Accounting Fields

	13
	Funding and Accounting Information
	Cost Center Data Element #3
	Alphanumeric
	100
	O
	Additional Accounting Fields

	14
	Funding and Accounting Information
	Cost Center Data Element #4
	Alphanumeric
	100
	O
	Additional Accounting Fields


JOB TITLE REQUIREMENTS

The information provided in this file format will be uploaded into the FedTraveler.com database from a text file.  The file must be delimited with commas.  Any blank field must contain a delimiter.  Please note that any apostrophes in a record will be deleted from the data before being uploaded to the database.  Data fields specified below represent one record.

	STANDARD DATA ELEMENTS FOR MASS LOADS

	JOB TITLE 

	Seq

No.
	Group
	Data Element
	Data Type
	Len.
	Req/Opt
	Description

	1
	System Key
	Organization Name
	Alphanumeric
	20
	R
	Name of the organization as defined by FedTraveler.com

	2
	System Key
	Job Title Name
	Alphanumeric
	10
	R
	Unique Name for each Job Title.

	3
	User ID
	Member ID
	Numeric
	9
	R
	Member ID of alternate user 1 authorized to approve travel documents.


Organization Name shall be defined by the implementation specialist and provided to the agency.  Job Titles being created for an organization shall contain the unique number assigned to the Organization ID except when the Job Title represents another organization.  In this case, use the unique number assigned to the Organization whose Job Title is being referenced.  This capability supports cross-organization Job Titles.  

Each Job Title (functional group) can hold up to ten approving officials.  A Job Title (functional group) consist of all three data element fields.  The first set represents the primary approving official in the group.  Set two through nine contains the approving officials that have responsibility for approvals when an approver delegates their approval authority.  Sequence numbers one through three must occur at least once but can occur up to nine times for each Job Title (functional group).    
We recommend having at least 2 approving officials per Job Title, a primary and an alternate.  This will ensure a timely approval process for all documents in the event one approving official is away from the office.  Each Organization ID and SSN set shall represent valid data for an organization that will be confirmed by the client during implementation.

APPROVAL HIERARCHY REQUIREMENTS

The information provided in this file format will be uploaded into the FedTraveler.com database from a text file.  The file must be delimited with commas.  Any blank field must contain a delimiter.  Please note that any apostrophes in a record will be deleted from the data before being uploaded to the database.  Data fields specified below represent one record.

	STANDARD DATA ELEMENTS FOR MASS LOADS

	APPROVAL HIERARCHY 

	Seq. No.
	Group
	Data Element
	Data Type
	Length
	Status
	Description

	1
	Organization Name
System Key
	Organization Hierarchy Name
	Alphanumeric
	20
	R
	Name of the organization as defined by FedTraveler.com

	2
	Approval Chain Name

System Key
	Approval Hierarchy Name
	Alphanumeric
	20
	R
	Unique Name for each Approval Hierarchy. (spaces are not allowed

	3
	Organization Name

System Key
	Organization Hierarchy Name
	Alphanumeric
	10
	R
	Unique Name for each Organization.

	4
	Travel Plan Path

Job Title
System Key
	Job Title Name
	Alphanumeric
	9
	R
	Level 1 Job Title of approver authorized to approve Travel Plans. (spaces are allowed)

	5
	Organization Name

System Key
	Organization Hierarchy Name
	Alphanumeric
	10
	R
	Unique Name for each Organization.

	6
	Expense Report Path

Job Title

System Key
	Job Title Name
	Alphanumeric
	9
	R
	Level 1 Job Title of approver authorized to approve Expense Reports. (spaces are allowed)


Approval Chain Name shall be defined by the agency/organization.  In the illustration above the Standard Data Element Chart outlines the process of setting up the approval chain for your organization.  As you can see, there are two sides to the approval process, the Travel Plan and the Expense Report.  The last Job Title for each path represents the final approver.  Both sides can be routed independently from one another.  See example below.

	Travel Plan Path
	Expense Report Path

	Travel Clerk
	Travel Clerk

	Supervisor (Final Approver)
	Budget

	
	Supervisor

	
	Director (Final Approver)


Sequence number two can hold up to fifty (50) levels for the Approval Hierarchy path for the Travel Plan and fifty (50) levels for the Approval Hierarchy path for the Expense Report.  We recommend that you minimize the approval levels for each Approval Hierarchy path so the document can be approved in a timely manner.  Each Organization ID and TP Job Title set and Organization ID and ER Job Title shall represent valid data for an organization that will be confirmed by the client during implementation.

NETWORK/COMMUNICATION QUESTIONS & RECOMMENDATIONS

FedTraveler.com – Recommended Workstation and Internet Browser Settings

Target audience:  IRM/IT personnel

The following chart presents the recommended configuration and settings for usage with the FedTraveler.com travel application.  While browser settings are referenced, in some environments these will not be configurable by the end user.  In this case, the “Browser Settings” section can be ignored.

	Configuration
	Minimal
	Optimal

	CPU Speed
	450 mhz or higher
	800 mhz or higher

	System RAM
	128 MB or higher
	512 MB or higher

	Operating System
	Windows 2000 or Windows XP, with latest SP
	Windows 2000 or 

Windows XP, with latest SP

	Monitor Settings
	800x600 or higher
	800x600 or higher

	Browser Version
	Internet Explorer 5.0 or higher with 128-bit encryption
	Internet Explorer 6.0 SP1 or higher with 128-bit encryption

	Browser Settings
	Allow Cookies and Java-script from FedTraveler.com and wwts.com websites
	Allow Cookies and Java-script from FedTraveler.com and wwts.com websites

	Desktop Network Access
	10 Mbps or higher
	100 Mbps or higher

	Web Page Loading Time
	www.FedTraveler.com loads in less than 4 seconds
	www.FedTraveler.com loads in less than 2 seconds


Browser Settings

Allow Java-script:  Launch Internet Explorer, go to Tools | Internet Options | Security.  Select “Trusted Sites” and click the “Sites” button.  Use the “Add” button on the resulting page to include the following two URLs:

https://www.qualityagent.wwts.com
https://www.FedTraveler.com
Allow Cookies:  Launch Internet Explorer, go to Tools | Internet Options | Privacy.  Select “Edit” and enter the following two sites into the “Address of Web site” field, clicking “Allow” after each one:

wwts.com

fedtraveler.com

Please fill out the information below and return to the FedTraveler.com Implementation Department.

NETWORK AND COMMUNICATION QUESTIONS:

1) What type of connection and speed do you use to connect to the Internet?  

	Connectivity
	Agency Setup

	Connection:
	

	Connection Type:
	


Example:  Connectivity
Connection:  via Network or Dial up modem


Connection Type: T1 or T2 etc.

2) To gain access to FedTraveler.com you need to have access to www.FedTraveler.com.  What implication does this have on the agencies firewalls?   

_____________________________________ 


__________________

Agency Signature
           Date
CREDIT CARD AUTHORIZATION FORM
All information is Confidential and For Internal Use Only

Please fax to:  301-459-0993

Attention:  Implementation Department

4200 Parliament Place

Suite 406

Lanham, MD 20706

Please fill out the information below and return to the FedTraveler.com Implementation Department.
GENERAL INFORMATION

	Name:  

	Job Title/Position:

	Organization’s Name:
	Dept/Facility:

	Organization Address:

	Business Telephone:
	Travel Coordinator’s Name:

	Business Fax:
	E-Mail Address:


CREDIT CARD INFORMATION

	Credit Card
	Name as it appears on card
	Account Number
	Expiration Date
	Type (MasterCard/Visa)

	
	
	
	
	

	
	
	
	
	


Types of purchases allowed on this card (Please check one):

This card can be used to purchase airline tickets only FORMCHECKBOX 

This card may be used to purchase airline tickets and to guarantee hotel and rental car reservations FORMCHECKBOX 

I hereby authorize FedTraveler.com to charge the credit card listed above for any charges relating to travel itinerary requests by me or my travel coordinator by telephone, facsimile, or e-mail.

_____________________________________ 


__________________


Agency Signature
           Date

If additional centrally billed credit cards need to be added, please make additional copies of this form.
       ORGANIZATION SETUP
FEDTRAVELER.COM BUSINESS RULES

This section of the guide is used to determine your organization setup within FedTraveler.com.  Please fill out the information below and return to the FedTraveler.com Implementation Department.
	ORGANIZATION SECURITY


	Toolbox 

 FORMCHECKBOX 
 Disable Toolbox
	Reporting

 FORMCHECKBOX 
 Disable Reports
	Sponsored Travel

 FORMCHECKBOX 
 Disable Toolbox

	Training

 FORMCHECKBOX 
 Disable Toolbox
	Support

 FORMCHECKBOX 
 Disable Toolbox
	Group Travel

 FORMCHECKBOX 
 Disable Toolbox

	Blanket Travel

 FORMCHECKBOX 
 Disable Toolbox 
	Interim Report

 FORMCHECKBOX 
 Disable Toolbox
	Document Duplication

 FORMCHECKBOX 
 Disable Toolbox

	Fund Certifier

 FORMCHECKBOX 
 Disable Toolbox 
	Split Pay

 FORMCHECKBOX 
 Disable Toolbox 
	Advance

 FORMCHECKBOX 
 Disable Toolbox

	Training Report

 FORMCHECKBOX 
 Disable Toolbox
	System

 FORMCHECKBOX 
 Disable Toolbox
	Travel Plan

 FORMCHECKBOX 
 Disable Toolbox

	Not to Exceed

 FORMCHECKBOX 
 Disable Toolbox
	Approve Own Docs
 FORMCHECKBOX 
 Disable Approve Own Docs
	Change Own Admin Code
 FORMCHECKBOX 
 Disable Change Own Admin Code


	APPROVAL TRIGGERS
  This section of your organization profile is used to route documents to dynamic approver’s which are setup to approve special events or expenses selected in the Travel Plan.  The Travel Plan will be routed to the dynamic approver(s) first before it is routed to the final approver.



	*Approval Trigger
	Job Title
	Approving Official Name

	Foreign Travel
	
	

	Rental Car
	
	

	Actual Necessary 150%
	
	

	Actual Necessary 300%
	
	

	Sponsored Travel
	
	

	Centrally Billed
	
	

	Not to Exceed
	
	

	First Class
	
	


	Document
	Amount
	Job Title
	Approving Official Name

	Expense Report Greater Than
	
	
	

	Local Expense Greater Than
	
	
	


*Approval Trigger Routing Order:  Below is the order in which a document will be routed to a dynamic approver if one or all the options below are selected in the Travel Plan.    
1. Fund Certifier (This option is setup under the cost center object)
2. Foreign Travel

3. Actual Necessary 150% Or 300%

4. Sponsored Travel Or Not To Exceed (Depends on which document was created by the traveler/alternate preparer)

5. Centrally Billed

6. First Class

7. Rental Car

	PIN EXPIRATION


	30 Days
	 FORMCHECKBOX 


	60 Days
	 FORMCHECKBOX 


	90 Days
	 FORMCHECKBOX 


	120 Days
	 FORMCHECKBOX 



	ACCOUNTING SYSTEM


	Accounting System
	

	Bank Vendor Code (CB if multiple codes)
	

	Alt Bank Vendor Code (IB)
	

	Alt Bank Vendor Code (SC)
	

	Alt Bank Vendor Code (PC)
	

	Centrally Billed Card Number:
	

	Name on Centrally Billed Card:
	

	Centrally Billed Card Expiration
	Month:

Year:



	Centrally Billed Card Type
	


Note:  See the section of this guide titled “Customer-Defined Document Numbering” for detail information in setting up your document-numbering scheme.

	DOCUMENT NUMBER


	Enter Starting Sequence Number, then select Originating Object and enter any applicable Position or Text information in the fields provided. Click Continue to submit or Cancel to go back.

	Organization Sequence Currently: 
	Global Sequence Currently:

	 FORMCHECKBOX 
 Use global sequence numbering (numbers incremented across entire company).

	Starting Sequence Number:
	

	 FORMCHECKBOX 
Check this to set current sequence number to value in above textbox.

	Schema Position
	*Originating Object
	Position in Object
	Text Character

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	

	14
	
	
	

	15
	
	
	

	16
	
	
	

	17
	
	
	


Below are the options available for setting up your document numbering scheme for your organization.
*Options:

1. Text

2. Blank Space

3. Admin Code

4. Cost Center

5. Document Type

6. Last Name

7. Social Security Number

8. Month

9. Fiscal Year

	JUSTIFICATION OPTIONS
(The expenses listed below will require a justification to be entered 
before the document can be submitted for approval)



	List expenses 

below to be justified
	List expenses

below to be justified
	List expenses

below to be justified

	Dry Cleaning/Laundry (sample)
	
	

	
	
	

	
	
	

	
	
	


	ORGANIZATION DEFAULTS


	Default Cost Center:  This field is used to populate a default cost center in the Travel Plan in the event the traveler doesn’t have a default cost center in their user profile.  This field is completely optional.  If you leave this field blank than the user will have to select a cost center from the list provided to FedTraveler.com from your agency.
	

	Default Object Class:  This field is used when an agency has a static object class for travel.  The object class field will populate automatically with the information entered here.  This field is completely optional.  If you leave this field blank than the user will have to select an object class from the list provided to FedTraveler.com from your agency.
	

	Default CONUS MAIE:
	$31

	Default CONUS Lodging:
	$55

	Default OCONUS MAIE:
	$15

	Default OCONUS Lodging:
	$25


	LOCAL EXPENSES
(The Local Expense field cannot contain more than 20 characters)


	System Defaults
	View
	Hide
	Job Title
	Approving Official Name

	Taxi
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Ink Pens
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Registration Fee
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Tolls
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Subway
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Bus Fare
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Pencils
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Paper
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Markers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Parking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Mileage Cost
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	


The expenses shown are default expenses that come with the service.  To add more simply enter them to the list below.  You have the option to assign specific approvers to each expense in the Associated Job Title cells.
	LOCAL EXPENSES
 (agency defined expenses)



	Local Expense
	Job Title
	Approving Official Name

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	OBJECT CLASS
  (This field must contain 4 alphanumeric characters)


	Description
	Code

	Travel (sample)
	2100

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	OTHER EXPENSES
  (The Other Expense field cannot contain more than 20 characters)


	System Defaults
	View
	Hide
	Job Title
	Approving Official Name

	Registration Fee
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Personal Phone
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Business Phone
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	ATM Fee
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Mileage
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Excess Baggage Fee
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Porter
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Tolls
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Gasoline
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Miscellaneous
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Parking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Limousine
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Taxi
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	


The expenses shown are default expenses that come with the service.  To add more simply enter them to the list below.  You have the option to assign specific approvers to each expense in the Associated Job Title cells.
	OTHER EXPENSES
 (agency defined expenses)



	Other Expenses
	Job Title
	Approving Official Name

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	PROJECT CODES  
(The Project Code field cannot contain more than 20 characters)



	Project Code
	Title

	0001 (sample)
	Education Committee

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	PURPOSE CODE (system defaults)

 (The Purpose Code field for the short description cannot contain more than 19 characters.  The long description field cannot contain more than 100 characters)



	Site Visit
	Long Description (Optional)



	Information Meeting
	

	Training Attendance
	

	Speech/Presentation
	

	Conference
	

	Relocation
	

	Entitlement Travel
	


The codes shown are default purpose codes that come with the service.  To add more simply enter them to the list below.  
	PURPOSE CODES
 (agency defined codes)



	Short Description
	Long Description

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


FEDTRAVELER.COM DEPARTMENTAL BUSINESS RULES
	Business Rule Define at Customer Level (Department)

	Advances

1. Advance types

	Project Codes (refer to section titled “Organization Setup” for more information)

	Purpose Codes (refer to section titled “Organization Setup” for more information)

	Object Class (refer to section titled “Organization Setup” for more information)

	Fiscal Year Extension

	Off-line Reservation Procedures

	Emergency Travel Procedures


SITE SURVEY REPORT
Please fill out the Site Survey Report for each agency and return to the FedTraveler.com Implementation Department.

	Process & Pages
	Environment
	Response Times

	 
	
	 

	Place: 
	
	 

	Organization: 
	
	 

	Environment:  
	RM
	RM

	Operating System: 
	 
	 

	Browser Types Tested: 
	 
	 

	Testing Criteria 
	 
	 

	Response Time Measured in: Seconds
	 
	 

	 
	 
	 

	Preparing Travel Plans & Amended Travel Plans
	 
	 

	1.   From Login page to Organizer page
	 
	 

	2.   From Organizer page to Desktop page
	 
	 

	3.   From Desktop page to Travel Plan page
	 
	 

	4.   Click add for segment 1
	 
	 

	5.   Click Cities menu option, list box appears
	 
	 

	6.   Click add for segment 2
	 
	 

	7.   Click add for return home segment 
	 
	 

	Reservations
	 
	 

	8.   From Travel Plan page to Reservation page
	 
	 

	Manual Reservations
	 
	 

	9.   From Reservation page to Mileage page
	 
	 

	10. From Mileage page to Reservation page
	 
	 

	Other Expenses
	 
	 

	11. From Travel Plan page to Other Expenses page
	 
	 

	12. From Adding expense to Saving expense
	 
	 

	13. From Other Expenses page to Travel Plan page
	 
	 

	Days Excluded
	 
	 

	14. From Travel Plan page to Days Excluded page
	 
	 

	15. From Days Excluded page to Travel Plan page
	 
	 

	Justification
	 
	 

	16. From Travel Plan page to Justification page
	
	 

	17. From Justification page to Travel Plan page
	 
	 

	Complete Plan (Financial Summary)
	 
	 

	18. From Travel Plan page to Financial Summary page 
	 
	 

	19. From Fin. Summary page to Cost Center page 
	 
	 

	20. Advance amount calculation
	 
	 

	21. From Financial Summary page to Desktop page
	 
	 

	
	
	

	Approving Documents 
	 
	 

	22. From Organizer page to Approval Desktop page
	 
	 

	23. From Approval Desktop page to Approval page
	 
	 

	24. From Approval page to Financial Summary page
	 
	 

	25. From Financial Summary page to Approval page
	 
	 

	26. From Approval page to Itinerary page
	 
	 

	27. From Itinerary page to Approval page
	 
	 

	28. From Approval page to Justification page
	 
	 

	29. From Justification page to Approval page
	 
	 

	30. From Approval page to Summary page
	 
	 

	31. From Summary page to Approval page
	 
	 

	32. Form Approval page to Approval Desktop page
	 
	 

	33. From Approval Desktop page to Portal page
	 
	 

	
	
	

	Preparing Expense Reports
	 
	 

	34. From Organizer page to Desktop page
	 
	 

	35. From Desktop page to Expense Report page
	 
	 

	36. From Expense Report to Meals page
	 
	 

	37. From Meals page to Expense Report
	 
	 

	38. From Expense Report to Lodging page
	 
	 

	39. From Lodging page to Expense Report
	 
	 

	40. From Expense Report to Transportation page
	 
	 

	41. From Transportation page to Expense Report
	 
	 

	42. From Expense Report to Rental Car page
	 
	 

	43. From Rental Car page to Expense Report
	 
	 

	Other Expenses
	 
	 

	44. From Expense Report page to Other Expenses page
	 
	 

	45. Saving added expense
	 
	 

	46. From Other Expense page to Expense Report page 
	 
	 

	Receipts
	 
	 

	47. From Expense Report page to Receipts page
	 
	 

	48. From Receipts page to Expense Report page
	 
	 

	Financial Summary
	 
	 

	49. From Expense Report page to Financial Summary page
	 
	 

	50. From Financial Summary page to Cost Center page 
	 
	 

	51. From Financial Summary page to Desktop page
	 
	 


Invitational Traveler

This traveler is defined as an individual traveling on behalf on your agency, but is not an employee.  They could be traveling for the following reasons:

· Conference

· Training

· Seminar

· Interview

1. What is your agency policy on invitational travel?

2. Are they authorized to travel on your agency centrally bill account or do they use their personal credit card?

3. Do they use government or commercial airfares?

4. Do they use government or commercial hotel rates?

5. Do they use government or commercial rental car rates?
By signing this form you are authorizing the Implementation Department to begin setting up your account based on the information provided to us in this document.

_____________________________________ 


__________________


Agency Signature
           Date

     CUSTOMER-DEFINED DOCUMENT NUMBERING

CUSTOMER-DEFINED DOCUMENT NUMBERING
INTRODUCTION
The FedTraveler.com system gives customers the ability to define a portion of the document number so as to conform to their current practices and the needs of their accounting systems.  This is usually planned out by the customer’s accounting department in conjunction with the FedTraveler.com implementation team to ensure uniqueness of documents in both systems.  With proper planning, it should be easy to identify a document in FedTraveler.com by the document number in the customer’s accounting system, and vice versa.

[image: image6.png]


DOCUMENT SEQUENCE NUMBERS
The sequence numbers in FedTraveler.com either increment document numbers by organization or increment document numbers across your entire company – the choice is yours.  In addition, you have the ability to tell FedTraveler.com the sequence number from which to start counting.  This comes in handy if you are bringing up the FedTraveler.com system mid-year and want to ensure that all document numbers remain unique in your accounting system.  

Please note that the purpose of the sequence numbers is to keep the documents unique, not to keep a count of all documents generated for each customer or organization.  This is because document numbers are generated at the time a document is created in FedTraveler.com – if the document is canceled, that document number does not make it to your accounting system.  Documents are transferred to your accounting system in chronological order, not sequential order, since the transfer between systems occurs in order of the time of final approval.  Document 18 for Organization A may arrive in your system before Document 12 for Organization A because Document 12 was submitted for approval 2 days after Document 18.

PARTS OF THE FEDTRAVELER.COM DOCUMENT NUMBER
The document number that is presented to the end user is 29 characters long.  The first 17 characters contain of customer-defined values, the next 7 characters contain the document sequence number, and the final 5 characters consist of additional sequence numbers that tell FedTraveler.com if the document is an amendment or blanket transaction.  These additional sequence numbers pertain only to the current document.

Sample FedTraveler.com Document Number:

USERDEFINEDVALUES000000100000

CUSTOMER-DEFINED VALUES
Each organization has the ability to control what goes into the 17 customer-defined characters of the document number.  By customer-defined, we mean that the characters are automatically filled in according to business rules that are established during the implementation process.  It is not possible for individual users to assign document numbers on the fly. 

DESIGNING YOUR DOCUMENT NUMBERING SCHEME
To help you get a better understanding of how the customer-defined document numbering works, take a look at the screen-shot below.  Figure 1 shows a portion of the Document Number Definition page.  Each organization in your Department has its own page, so it is possible for different organizations to have different document numbering schemes, if necessary.  Although it is possible for each organization in your company to use their own sequencing numbers, this might cause uniqueness problems if not carefully thought out.

The first column, Schema Position, represents the position (1-17) of the character in the customer-defined portion of the document number.  The second column, Originating Object, allows you to choose where that character will come from.  The next column, Position in Object, is where you specify the character position to take from the originating object and place in the FedTraveler.com document number schema position.  The final column, Text Character, is where you specify a character that you always want to appear in that FedTraveler.com document number position (if you choose TEXT from the Originating Object list box).

FIGURE 1 – DOCUMENT NUMBER DEFINITION SCREEN
[image: image7.png]



For example, if you want positions 1-4 of the customer-defined document number to contain the last four digits of the traveler’s social security number, the page in the screen-shot would look something like this:

	Schema Position
	Originating Object
	Position in Object
	Text Character

	1
	    Social Security No.
	6
	

	2
	    Social Security No.
	7
	

	3
	     Social Security No.
	8
	

	4
	     Social Security No.
	9
	


ORIGINATING OBJECTS 
The following is a description of the Originating Objects that are available for use in the 17 customer-defined positions of the FedTraveler.com document number and some tips on how they might benefit your Department.

ADMIN CODE 
Comes from the default approval chain in the traveler’s user profile – length varies by customer.

BLANK SPACE 
The blank space is only used if your company decides not to use the customer-defined document numbering schema at all. Web browsers ignore them when rendering a page, so it impossible for your end users to accurately identify documents when calling our help desk if spaces are used in the document number.  We recommend using a text character to fill up unused positions in your customer-defined string – 1 character.

COST CENTER (ACCOUNTING STRING) 
Comes from default Cost Center in the traveler’s user profile (what we call a “Cost Center” in FedTraveler.com might be known by the term “Accounting String” in your company). Many of our customers’ accounting strings contain organization, budget, and other accounting data.  Including sections of the accounting string in the document number is a good way to group your documents by organization, budget, or whatever other accounting fields that your company uses in your accounting strings – length varies by customer.

DOCUMENT TYPE 
T is displayed for a travel document; L is displayed for a local expense document.  This field represents 1 character.

FISCAL YEAR 
Displays current fiscal year according to the date set in your company profile and automatically rolls over from one year to the next.  Keep in mind that the document number is generated when the end user opens a new Travel Plan or Local Expense Report so the fiscal year included in the document number reflects that moment, not the date of travel.  Including fiscal year in your document-numbering scheme is a good way to ensure uniqueness of document numbers across multiple years while retaining the ability to restart the numeric sequencing at the beginning of each fiscal year – 2 digits.

LAST NAME
Comes from traveler’s user profile – variable length

MONTH 
Displays current calendar month; not fiscal month or accounting period.   This field represents 2 characters.

SSN

Defined in the traveler’s user profile, this field represents 9 characters.

TEXT
Designated alphanumeric character appears in schema position of customer-defined strings.
ONLINE BOOKING PROCEDURES 
ONLINE BOOKING INFORMATION
Please fill out the information below and return to the FedTraveler.com Implementation Department.

1)   If you choose we can show the credit card number used to purchase the airline ticket on the itinerary.  Please select which option you would like for your credit card to be displayed by placing an “X” in the checkbox.
	Full Credit Card Number
	The credit card number with the last four numbers omitted and replaced with XXXX (ex. 412847893456xxxx)
	No credit card information shown on the itinerary

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



2) Does your agency use a Centrally Billed Credit Card for purchasing tickets?  

If yes, is it used for holding hotel and car reservations also?

3) How many business days prior to travel would you like tickets issued?
BOOKING ENGINE DISPLAY
Please select the order that you would like the initial view of the online booking engine page to be displayed to your travelers by placing an “X” in the box.

	*Flash Facts (list schedules)
	 FORMCHECKBOX 


	*Quick Quote (list itinerary options)
	 FORMCHECKBOX 



*Flash Facts – Displays a list of flight schedules to the traveler so they can select the best outbound and inbound flights for their trip.  Once their flights have been selected they will receive the fare options for their itinerary.
*Quick Quote – List pre-package itineraries with the fare option for the traveler to select the best available schedule for their trip.

ADDITIONAL INFORMATION

1) What TMC is currently being used at your site?
By signing this form you are authorizing the Implementation Department to begin setting up your account based on the information provided in this document.
_____________________________________ 


__________________


Agency Signature
           Date

FEDTRAVELER.COM ONLINE BOOKING QUESTIONNAIRE
Please answer the questions below and return a copy of the questionnaire to the FedTraveler.com Implementation Team.

Customization Options

A)  PASSENGER_TYPE

1) Is the customer eligible for general consumer, state or federal government fares, military fares?

2) If government, do they wish to see penalty fares that are matching or lower than the contract airfares offered?

B) Form of Payment options

1) Will travelers use individual credit cards for airline tickets and car/hotel guarantee or?

2) Will all airline tickets be charged to a centrally billed credit card?

a) If yes, may individuals override centrally billed credit card by entering an alternate credit card at time of purchase?(refers to business travel)

b) If yes, may the card be used for car/hotel guarantee?

c) If yes, customer must complete and sign a credit card authorization form. The form must be returned by fax or mail. 

d) If no, individuals must enter a credit card for car/hotel usage in their individual traveler user profile. 

C) Exception Alert E-mails

The exception alert e-mail will automatically be sent to the travel manager when the user does not accept the lowest fare offered.   This notification only applies to the Lowest Published fare option.
1) Do you wish to activate or deactivate the exception alert email?

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


2) If you wish to activate alert at what amount of missed savings should the email alert be sent?

	List Amount of Missed Savings
	$


3) Will a single or multi tier alert system be implemented?

	 FORMCHECKBOX 
 Single
	 FORMCHECKBOX 
 Multi-Tier


a. If a multi tier system is desired.  The customer must supply us with the alert chain to submit the email notification. 

	Alert Chain
	Organization Name
	User Name
	Member ID

	Primary
	
	
	

	Alternate 1
	
	
	

	Alternate 2
	
	
	

	Alternate 3
	
	
	


D)  E-mail & Fax Options

FedTraveler.com can be configured to e-mail itineraries and invoices in specific formats such as text only, standard with or without fee, standard with or without credit card, standard with last 4 digits of credit card masked etc. 

1) Determine the desired default e-mail and fax style

2) Individuals may change the default e-mail style for itineraries they create. 

3) Business Travel Updates may be turned off for an entire organization if desired. They also can be selected or de-selected by the individual user. 

E) Fees Display

1) Does the customer wish to see the fees displayed with the fares in FedTraveler.com?

2) Should the fee charged appear on the itinerary and invoice?

F) Unused Tickets

1) Will the organization allow users to share transferable credits? If they choose to enable this feature, transferable credits will be offered to any traveler when the unused tickets are applicable. 

G) Reporting 

1) Establish user information for individuals who will require FedTraveler.com Booking Engine report access. Build FedTraveler.com user records and enable FedTraveler.com reporter for each individual.
2) Determine level of customized reporting, if any, is required. 

3) If trip reporting is desired, determine whether users or travel manager should be prompted for reporting data at time of purchase or will report data be contained in the traveler profile. 

4) Will customized reports need to be created for the customer?

H) Preferred Vendor Agreements
Please select an option by placing an “X” in the checkbox.

1) Does your agency have a preferred airline carrier?

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


If yes, please list the airlines below in the order you wish to have them displayed:

	Air Contracts Name
	Preferred Vendor Agreement Number

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


2) In the list below, please identify which fare types you wish to have displayed to your travelers:

	Fare Types
	Indicate below if you wish to display the fare types listed

	International Flights
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Limited GDS Carriers
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Max Segments
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Multiple Airports
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


3). Is there a default rental car size for your agency?

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


If yes, please list them below:

	Car Contracts Name
	Rental Car Size
	Preferred Vendor Agreement Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4). Is there a default hotel chain for your agency?

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


If yes, please list them below:

	Hotel Chain Contracts
	Hotel Property Contracts
	Preferred Vendor Agreement Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2) Fax or e-mail copies of all preferred vendor agreements to the FedTraveler.com Implementation Department.
I) Paper Tickets
If Paper Tickets need to be issued where do we send them?
By signing this form you are authorizing the Implementation Department to begin setting up your account based on the information provided to us in this document.

_____________________________________ 


__________________


Agency Signature
           Date

                                     OFFLINE & EMERGENCY TRAVEL PROCEDURES
EMERGENCY AND OFF-LINE TRAVEL PROCEDURES
OVERVIEW

As a new user to FedTraveler.com we would like to give you a brief overview of the procedures for making emergency and off-line travel reservations.

EMERGENCY NOTIFICATION

Emergency travel is defined as same day travel or en-route to the airport, on weekends, holidays, or last minute travel that will take place outside the FedTraveler.com Call Center hours.  The twenty-four (24) hour service center does not require document numbers for assistance in booking or modifying reservations.

  EMERGENCY TRAVEL CONTACT INFORMATION (LIVE AGENT)

	Telephone Number
	Hours of Operation 

	800-888-6517
	9:01 pm EST through 7:59 am EST (Monday through Friday)
24 hours during weekends and holidays


When contacting the after hours call center the traveler should have the following information available:

· Reference code:  
· Record Locator Number: (I.e. BBYZLE) if they already have an existing reservation

OFF-LINE RESERVATIONS

A traveler may contact an off-line representative to assist them in booking or modifying their travel reservations.  Usually this option is utilized when booking group travel, multi-city travel destinations or modifying an existing reservation.  

Note:  When contacting an off-line agent there will be a surcharge associated with your reservation.

ASSISTANCE WITH RESERVATIONS DURING BUSINESS HOURS (LIVE AGENT)

	Telephone Number
	Hours of Operation 

	
	


Contact Information will be issued during implementation.
To make an off-line reservation have the following information accessible:

· The travelers 28 digit document number that will be attached to the reservation. (I.e. ZZZZZZZZZZZ999T43000004300000) This information is located on the reservation page within your Travel Plan

· The traveler’s name

· Flight information (Date, time and place of travel)

Note:  Clients will be referred directly to FedTraveler.com for reasons such as:

· Missing document number

· Clients who may need assistance with the FedTraveler.com Online Booking

· New Employees requesting FedTraveler.com login assistance

· Assistance with creating documents

FEDTRAVELER.COM CALL CENTER

The FedTraveler.com Call Center should be utilize by travelers who do not have an onsite Customer Account Specialist (CAS Rep) to assist them with technical and end-to-end questions relating to our Electronic Travel Service (eTS).  The helpdesk is available Monday through Friday from 8am to 9pm EST.

ASSISTANCE WITH FEDTRAVELER.COM ELECTRONIC TRAVEL SERVICE (eTS) DURING BUSINESS AND NON-BUSINESS HOURS (LIVE AGENT)

	Telephone Number
	Hours of Operation 

	
	

	

	1. Is prior approval needed for off-line and emergency travel before ticketing?
If so, please provide at least two employee names to contact for authorization


	YES
	NO

	2. 
	Name:

Office Phone:

Mobile Phone:

	3. 
	Name:

Office Phone:

Mobile Phone:

	4. Do you authorize your travelers to ticket their itinerary before the purchase date?  

If so, we can provide a purchase button to be shown to your travelers once their document has been approved.


	YES
	NO

	
	


Note:  If a traveler is changing their original travel location or adding additional travel location(s) they must contact an off-line agent to make the change.
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