eTravel
For help, contact the Budget Office: 515-251-2266, 515-251-2251, or 515-251-2271
Handbook F-15, Travel & Relocation & Pub. 78 for travel questions.
Online Quick start Guide – http://blue.usps.gov/travelhelp/  eTravel help – http://blue.usps.gov/travelhelp/faq.htm
Regeana Arrowood -Atalissa IA 52720 – 1/6/2010
EAS Employees, including PMRs, MUST set up an “eTravel Net to Bank” EFT account: All other employees can do this also to 
receive a faster direct deposit. Otherwise, they will receive a check in the mail. On Blue pg, under Essential Links > PostalEASE 
> I agree (on Restricted Information pg) Enter Employee ID # & USPS pin. > Login > eTravel Net to Bank (scroll down) > Continue (on Welcome pg)
Fill out banking information. > Validate or Submit 
To set up a new employee with an eTravel account: On eAccess, request access for the traveler: 
On Blue pg, in address bar, type: eaccess > Go. Welcome pg comes up. 
 If you know their UID or EID: (on left) Type in employee’s UID or EID. > Next > Request Access (scroll down)> Next. In box, type: etr. 
If not checked, Click ( Applications. > Search. Dbl. click E-TRAVEL in lower box. Fill out information on “Request Access” pg. 
Verify that approving manager is correct. If not, change it. > Next. If all is correct: > Submit Request.
If you don’t know their Employee UID: > Enter Application (on right side) Type Ace Logon ID & password. > Log On.

> Manager Options > View user profile. Type 1st & last name (scroll down) > Search (scroll down) Name & UID appears on left side. 
Write down employee’s UID #. > Back (bottom of pg – to Manager Options pg) > Add, Modify, or Revoke Access. Type employee’s User ID (UID) > Next. (scroll down) > Next. In box, type 1st few letters of program: type etr. If not checked, Click ( Applications. 
> Search. When list appears on screen, Dbl click E-TRAVEL. Fill out information on “Request Access” pg as follows:

Employee Type: Bargaining or Non Bargaining as applicable. Back Office Location: STLASC. 

Did you remember to create accounts payable via Postal Ease EFT to eTravel Coordinator? Yes
Did you remember to request only eligible access? Yes. My Approving Manager for this Request: Search & select your Manager, Postmaster, MPOO, or eTravel approver. > Next. If all information is correct: > Submit Request
To Enter eTravel: On Blue page, under Essential Links > eTravel OR on ACE II computer: > ( (green folder-top toolbar) 

> eTravel. On eTravel pg: > Enter eTravel. Enter ACE ID & Password. > Log On

To update user account & preferences: On top right corner of pg, click “My Info” icon (middle icon-looks like a person)
Click in box to Change, update, or add information to your account settings.

To enter a new report for mileage:  > Create a new Expense Report (Click the question mark to the left of any line for help) 

Type report name – 1st name initial, last name – trip destination – trip start date – trip end date. (Only 1 date is needed if trip was made in one day.) Example – JDOEMILAN1/02/-1/04/2010  

Policy & Report Date are preset.

Business Purpose: (Type a short sentence. Example – Hazmat training)

Nature of Travel: Click down arrow & choose Domestic or International Travel

Purpose of Travel: Click down arrow & click on best option.

Finance Number: The finance # this trip is charged to.

Trip Start & End Date: Click in box & calendar appears to right. Find correct month & click on the date.

Comment: Type any additional information needed.  
Local Tracking: Enter Local Tracking Code from list. > OK
If you didn’t have any Company Credit card expenses, skip blue section & > Add Other Expenses (bottom right)  
Company Card Transactions page: Add any credit card transactions to this report by clicking in box to left of expense to add a checkmark. 

When finished - > Add to Report (above date of transactions) To remove a transaction: check box to left & > Move Back to Unassigned > Go to Expense List
Expense Type: * (Choose from list on right & click on correct expense) (Privately owned Automobile – if for mileage)
Transaction Date: * (Click month & date on right)

Description: (optional) 

Currency: * (US, Dollar is default or choose from list on right)

Payment Type: * (Choose Govt Travel Card or Other)

Finance Number: * (your finance # or finance # expense is to be charged)
Number of Miles * (Deduct local work commute miles)

Amount in USD: * (Enter expense amount)(If mileage-Amount will calculate automatically after you save entry)
Comment: (This is required for Airfare, Car rental, or Hotel expense unless you add the expense from Company Card Transactions pg)

(If you deducted local commute miles, explain: Total miles _ _ minus local commute miles _ _ = _ _ miles)

To add another expense: > Add Another Expense
To itemize expense: > Itemize   (To exit without saving: > Cancel) 
When finished: > Save & Go to Expense List
If finished: > Submit (top, right side). When you click “Submit” Approver pg appears.
Expense Report Approver: * (If approver not listed, on right in “Search Field” type 1st few letters > Search

If correct approver is listed: > OK > Print. Select report format. > View Preview > Print > Print > Close
To Log out, click (small computer) icon in top right corner. 
To get a government travel card – All employees traveling more than twice a year should have a card.
From Hawkeye pg: > Frequently Requested Topics > Travel > Travel. Under “Quick links for new travelers” 
> Government Travel Card > CitiBank Travel Card Setup Form (6/5/06)

Message: “You are about to leave the Hawkeye District. Click below to access. > CitiBank Travel Card Setup Form (6/5/06) Read instructions & fill out form. Fax or mail to CitiBank. Numbers & address on form.
