BOOKING TRAVEL

STEP 1: Go to USDA eAuthentication
Login using your LincPass and clicking
on the LOG IN icon. Alternatively, you
may login by entering your User ID &
Password and then clicking on the
LOGIN button.

AT s (g Wt A<y
USDA eAuthentication

T, — -

=
EAS

Home About oAuthentcaton Mol Contact Us Find m LAA

Quick Links

eAuthentication Login

2 ]|

Administranos Links

User 10
Paswword:

LOG IN

LincPass (PIV)

[ LincPass (PIV) ? | User ID & Password
[

1 forget My User 1D | Passwerd

STEP 2: Agree to Privacy Act Notice
Logging into eAuthentication will take
you to Concur’s Privacy Act Notice
page. Read the Warning and Privacy
Act Notice then click on the | Agree
button to continue to the Concur Home

page.
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STEP 3: Select Travel Tab

From the CGE Home page, select the
Travel tab in the upper left hand side of
the page.
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STEP 4: Choose Type of Authorization
and Reservation

From the Travel Home page, select the
New Authorization from Travel option.
Then select the reservation type to
begin entering your search criteria
(Air/Rail, Car, etc.). When searching for
Air or Rail, select the radio button next
to Round Trip, One Way, or Multi-
Segment.

Note: In CGE, booking rail is the same
process as booking air.
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STEP 5: Enter Temporary Duty Location

— Reference Point
Identify your Temporary Duty (TDY)
location by searching for a geographic

reference point. Select the radio button

next to Reference point and enter the
location in the search field. Then select
“Find Location” and confirm. Be sure
that the TDY Per Diem Location field
shows the correct location for your
mission. You can change the Per Diem
location by selecting the drop down
arrow and choosing another location.

STEP 6: Enter Air Search Criteria

Enter the departure and arrival airports.

Enter the departure and return dates.
Adjust the search times as needed.
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STEP 7: Enter Car and Hotel

Search Criteria If you require a rental
car select the check box next to “Pick -
up/Drop -off car at airport.” To search
for a hotel, select the check box next to
“Find a Hotel” and choose your hotel
search criteria. You can search for a

hotel near an airport, a specific address,

or a reference point/zip code.
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STEP 8: Select Search

Select the Search button to begin
searching for the air, car, and hotel
options.
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STEP 9: Select Flights

The airfare search results page shows a
list of matching flights and fares. The
green fare button and the 3 stars
indicate that this is a government
contracted (City Pair) fare and should
be the first choice. A yellow fare button
(not shown) indicates that a fare is not
the lowest logical cost and will require a
justification. A red fare button (not
shown) indicates that a fare is outside
of policy and will require a justification.
Select the Fares button in the Price
column to show the fare options and
details. Note: For Round Trip searches,
each fare listed includes both the
departure and return legs of the trip.
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STEP 10: Select Fare

From the flight details window, select
the radio button below the airfare.
Gov't. Contract Discounted
(Refundable) fares should be chosen
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STEP 11: Select Flight Payment Type Ehocne a coecht cand £ e et
On the Trip Payment Information page,
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STEP 13: Search Hotel Rates

The hotel search results page shows a
list of hotels matching the search
criteria. Hotels that participate in the
FedRooms program are indicated by the
maroon star and should be the first
choice. Select the “choose room”
button to see the available rates for
that hotel. Note: The Per Diem rate for
this TDY at the top of the page.
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STEP 14: Select Hotel

CGE displays a list of available room
rates for the selected hotel with a
selection button for each. Green
indicates that this is a FedRooms rate.
Yellow (not shown) indicates a
FedRooms rate that is not the lowest
cost. Red (not shown) indicates that this
is not a Fedrooms rate and will require
a justification. Choose the room rate by
selecting the radio button next to the
appropriate room type and rate and
selecting “Reserve”. Note: Add your
hotel rewards number by selecting
“Add a Program” if it is not already
included in your profile.

51| 1150 E Callax Ave RN 108
| Demver, GO 80218 %169
-t ¥ 078 miles | vigw map rale Mis hossl
o] p— mane info | comparne: choose room g
2. Sheraton Denver Downbown Hotel
1550 Counl Place adudadks $156
Denver, CO 802025107 3410
s Q;_”_g mekss | yee map Tale M hohs|
w mizie ik | compans choose room
o 3 |:|Cl |!i FedRooms Cxi Dom 4p Intl 24hr 1 King Bed Mon-smaicng Room With Free Wi-fi Safe Coffes b
WY Misesr (Rute Code MKITGU) (Apolia)

$109 ] FedRooms Cxi Dom 4p inti 24hr Acoessible 1 King Bed Mor-smoking Room With Safety Bars 5
i Balmroam (Rete Code: PHKLZGA (Apalia) '

. Dimrs Miomdimbion Miwbn, Bimeons Sk, 8 W Dol Ko, ostrtcfimans Movoncnss AR, £ afioch o B e S ivsmsrmaes, 7} sobs, s

Bate details / Cancellstion policy

W the foligwing Hotel Frogram: | Na Program seiscied [= |

[ Reserve I

STEP 15: Agree to Hotel Policy

Read the hotel rate details and
cancellation policy and select the box
next to “l agree to the hotel’s rate rules,
restrictions, and/or cancellation policy.”
Then select Continue.
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STEP 16: Review Travel Details

From the Travel Details page, review all
of your reservations before confirming.
Important: Notice the ticketing date
and cancellation information in the
center of the Trip Overview section.
Scroll to the bottom of the page to
review all of your choices. To make any
changes, select the “Change” link for
that segment of the reservation. To
cancel part of your reservation, select
the “Cancel” link next to that segment
of the reservation.

Trip Name: Trip from Washéngton to Denver
Start Date: Sep 16 2014
End Date: Sep 19 2004

Created: May 14, 2014 Alex Rotinson (Mocied May 14,
2018)

Add to your itinerary

Ou Qu

Descriptioes: (No Descrighon Avalable) 7 <~ O Bactiog O Bas
Agency Record Locator: RITDSG -~
Passengers: Alex Rober R O 2

Total Estimated Coat: 3368.77 USD [

—pe  Feservations must be approved and ticketed no
tater thare 05162014 9:55 PM Eastern
The g will be sutcmaticaily cancelled if it is not
approved before the deadline,

STEP 17: Continued: Review Travel
Details

Continue to scroll to the end of the
page. If everything is in order, select the
Next button to continue. Note:
Selecting the Cancel button will cancel
the entire trip.

Flight Baltimore, MD (BWI1) to Denver, CO (DEN)

Southwest 2151

?

If you close at this point your reservation may be cancelled, Mote: A&ny part of the trip that is instant purchase
or has depodil required will nol e cancelled.

STEP 18: Trip Booking Information

On the Trip Booking Information page,
enter a description of your trip. This will
auto populate on the Authorization.
Select a Trip Purpose from the drop
down menu. Select “Next” to continue.
Note: Only enter a comment for the
travel agent when absolutely necessary
as this will incur an additional fee.
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Please ember infarmation about this trip then press Neot o linalize yow reservation I you chase at this paind
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STEP 19: Trip Confirmation (" Tip Overview

Review the trip details once more on i s T o Vs aasn 5 Dacver

the Trip Confirmation page before Start Date: Sep 16. 2014
. End Date: Sep 192014
booking. Scroll to the bottom of the Crested: May 14, 2014, Alex Robinson (Modified My 14, 2014)
page to review each segment of the e It FYogion O Wl
. Trip Purpose: MISSION (OPERATIONAL)
trip. Agency Record Locator: R1TDSG

Passengers: Alex Robert Robsnson
Total Estimated Cost: S858.77 USD

Resorvations must be approved and ticketed no later than: 05152014 9:55 PM Eastern
The trip will be autoenatically cancelled if it is not approved before the deadline.

Flight Baltimore, MD (BWI1) to Denver, CO (DEN)
Southwest 2151

Departure: 10:05 AM Confirmation: ME57XQ

Seat: No seat assignment Status: Bocked deectly in Southwest MESTXO

Baltimore Washngton Intl Arpt (BW1)
Duration: & hours
Nonstop

STEP 20: Confirm Booking -umm dane... Please canfim this dinerary.

At the bottom of the Trip Confirmation | Dspizy T || <= Previcus || Confimm Socking=> || Cancel
page, select the Confirm Booking
button to finalize the reservations.

You have successfully booked travel in CGE!

To continue with the Authorization, see the job aid “Creating an Authorization from a Travel Reservation.”




