	Getting Started With the On-line Booking Tool
	Revised :  April 30, 2007  (11:57 AM)



This job aid provides the steps for getting started in the On-line Booking Tool (OBT).

	Procedure
	Overview and Steps
	Glossary & Important Notes

	Getting Started – Overview 

	
	1. Obtain your TAN Prefix.

2. Request your TIN & temporary password.

3. Receive TIN & temporary password.

4. Log onto the TAV portal .
5. Change your temporary password .

6. Read & Accept “Privacy Notice Statement”.

7. Create your Profile.

8. Modify your Profile (As a Travel Arranger or Traveller).

	TAN:             Travel Authorization Number. 
Also called Trip TAN .

A unique number, consisting of the TAN Prefix [see below] + 5 additional numbers given to each authorized trip.  A TAN usually begins with the traveller’s TAN prefix.

TAN Code:   Another name for TAN Prefix.
TAV:             Travel AcXess Voyage.

The On-Line Booking Tool (OBT) is accessed from the TAV Portal at its web address: 
 http://travel-voyage.gc.ca .

TIN:               Traveller Identification Number.

A unique number that follows you wherever you go throughout your career within the Government of Canada (GC).  If you move to another section or Department, you must modify your profile in the TAV portal.

Portal:          An internal GC website that acts as a gateway to GC travel services & information.
Profile:         Set of individualized data & information associated with a Traveller or Travel Arranger.

	I.  Getting your TAN Prefix

	
	1. Obtain your TAN Prefix from your TAN Holder.

Important – you can not proceed without it!
	TAN Prefix:  Consists of 3 letters & a number.

Also referred to as TAN Code.
It identifies whose budget the cost of the trip comes out of.

TAN Holder: Usually your Finance Officer or the designated person who hands out the TAN for each authorized trip.

	II.  Getting your TIN & Password

	Access the TAV Portal
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	1. Launch Internet Explorer (IE) browser.
2. Type the TAV Portal web address: 
            http://travel-voyage.gc.ca.
3. Select the language of your choice.

	Note:  Internet Expolrer is the recommended browser. If using, Netscape some finctionality withthin the OBT may be lost. 



	Requesting your TIN
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	1. Access the TAV portal home page.

2. Click Request TIN option.

3. Enter your Name.  
4. Click Submit.

	TAV:   Travel AcXess Voyage.



	Selecting Your E-mail Address     
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	Once you have entered your name, you will have three options to identify your secure government of Canada e-mail address:
Option 1: SMTP E-mail

If your name does not appear in the list in option #2, you may have an SMTP email address. 

1. Enter your SMTP E-mail address.

2. Re-enter your SMTP E-mail address to confirm.

3. Click Submit. 

	You must have a secure Government of Canada email address (X.400 or SMTP) identified in your traveller profile to receive your travel documention electronically.
SMTP: Simple Mail Transfer Protocol.  A form of secure Government email. 

Note: Currently only PWGSC, RCMP and Statistics Canada are configured to use SMTP in the TAV solution. 
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	Option 2: X.400 E-mail 

If your name appears on this list, you have an X.400 email address. 
1. Select the radio buttom beside your x.400 email address.
2. Click Submit.

3. Your TIN and temporary password will be emailed to you.
If your name does not appear in optnion #2 and your departemtns has X.400 e-mail, you can expand your search results:

1. Click Retry.
2. Re-type the first three letters of your last name followed by asterisk (*).
3. Re-type the first three letters of your first name followed by an asterisk (*).
4. Click Submit.
5. Your TIN and temporary password will be emailed to you.
	In the portal, an asterisk is a “wild card.”  It allows you to expand your search results.  

Example.: if your name is Smith-D’Arcy – you can type Smi*, D’Ar*  to capture all the options.
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	Option 3: No Government of Canada E-mail.
If your name did not appear in option #2, X.400 email, and you do not have an SMTP email address: 

1. Select last option that reads “Do not have a Government of Canada e-mail address….”

2. Click Submit.

3. Complete all required fields. 
4. Click  Submit.
5. Call the TSD to receive your TIN & temporary password over the phone.


	


	Completing the TIN Request Form
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	1. Complete all mandatory fields.
2. Select a Secret Question.

3. Enter an Answer to Secret Question. 

4. Select Continue.


	Mandatory fields are indicated with a red asterisk *.
The Answer  to your Secret Question  is case sensitive.

Be sure to Remember your Secret Question & Answer!!


	Receiving your TIN & Temporary Password
	There are two methods to receive your TIN and password:

1. By Email:
a. You will received two emails – one with your TIN and another with your temporary password.
b. Open the two emails in preparation for the next step – “Logging onto the Portal”.
2. By Phone:
a. Write down your TIN and temporary password.  Repeat them back to the TSD agent to ensure accuracy.  File for safekeeping or future reference .
b. Have these handy in preparation for the next step – “Logging onto the Portal
	If have not received your TIN and temporary password via email  within 2 hours of submitting your request,  call the TAV Support Desk (TSD) to follow up. 

TSD: TAV Support Desk 1-800-514-3798.


	III.  Logging onto the Portal
	
	

	Logging into the Portal
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	1. Access the TAV portal at http://travel-voyage.gc.ca.
2. Select the Language.

3. Click Login.

4. Place your cursor in the Traveller Identification Number (TIN) field.

5. Open the Travel AcXess Voyage e-mail.  Do a copy & paste of your TIN from the email into the Traveller Identification (TIN) field.

6. Repeat steps 4-5 for your Temporary Password.

7. Click Login.

8. Click on the drop-down menu in the Secret Question field and scroll down to select your Secret Question.

9. Place your cursor in the Answer to Secret Question field and type your answer.

10. Click Submit.

	Note: If there is a period at the end of the password, be sure to INCLUDE it – it is also part of the password.

	Completing the New User Setup

[image: image11.png]2 Travel e portail Trave
| Fie Edt View Favorites Tools Help

| wpack - - D[ A Qearch (idravorwes Prveds F[E- DA || 0 - [funks
] & snagit

Xess Voyage portal

rosoft Internet Explorer (0] x|

Guide | address

ContactUs _[Help ___[Search __[Publiservice |
[Home ] AboutUs

Alex Reshetnikoy Step 1 Step 2 Step 3 Step 4
Logout Change my
Temporary e NOUE Greate myProfle  Canfirmation

Password
First Time Login

New User Welcome
Before you begin

using the senvices an Before you begin using the services on this portal, you must complete all the
this portal, you must steps in the New User Setup:
complate all the steps
in the New User o Step 1 - Change your terporary password to one that is unique to
Setup. you- Incomplete

o Step 2- Accept the Government of Canada Privacy Notice Statement
Ifyou require - Incomplete
assistance during the o Step 3- Create your Profile - Incomplete
New User Setup, o Step 4- Receive confirmation on completion of the New User Setup -
please referto the Incomplete

Help pages, or contact
the Travel Ackess

Voyage Support Desk | continue |
at1-800-514-3798

Ifyou exitthe New
User Setup at any time
before completing all
steps, you will be
directed to the
appropriate step at
your next login

|
|5 [ intermet 7
@O FNReBE S “ E1Travel Acke... @)Maromedia ... | [Juat Tvap... | S4TIN-Reshet... | Spassword-R...| [ AESE P BRAHEZE 201m

|€] Opening page https:/jtravel-voyage.qc.cajstsi,portal?_nfpb=trues, pagelabel=new_user_setup_pageslanguage=en. .. [ (|

HAstart||| 1 [





	The New-User Setup is a one time, four step process. 

The  4 steps are:
     1…Change temporary password.
     2…Read the Privacy Notice Statement.
     3…Create your profile.
     4…Confirmation.

1. Click Continue.
	

	Step 1 – Changing your Temporary Password
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	1. Copy & paste your temporary password from your Travel AcXess Voyage email into the Temporary Password field.

2. Type your new password in the New Password field.

3. Retype the new password in the Confirm New Password field to confirm it.

4. Click Continue.
5. Click Continue again to get to the Privacy Notice Statement.


	

	Step 2 – Accepting the Privacy Notice Statement
	1. Read through the Privacy Notice Statement.
2. Click Accept and Continue .
	Note:  If you “decline”, you will not be allowed to create your profile.  You will be unable to book travel for yourself or someone else.

	Step 3 – Beginning Your Profile
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	1. Complete the fields using straight typing or drop-down menus as required.
2. Verify all the information you have entered is correct.
3. Click Continue.

4. Read through & print the Confirmation Page. 
5. Click Continue .
You have completed your New User Setup.  You are now ready to Modify your Profile.  This can be done now or later.

	 All mandatory fields are indicated with a red asterisk ( * ).

Any error messages may be the result of input not supported by the system.  It will let you know.

It is recommended to print  & file the confirmation page.  It contains the list of Departmental Administrator Contacts for your department and does not appear again on the Portal. 



	
	
	

	IV.  Modifying Your Profile
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Searching For a Travel Arranger
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Assigning Access Rights to Your Travel Arranger
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Identifyting Yourself as a Travel Arranger
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To identify yourself as a Travel Arranger please check the box below. Your name
will appear in the list of Authorized Travel Arrangers giving other Travellers the
abilityto designate you.

Important Notices
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Confirm changes to Profile

Alex Reshetnikov

‘You are about to update the Profile for Alex Reshetnikov. Select Continue to
proceed or select Retum to Profile ta continue editing the Profile. If you select

Continue, please wait for confirmation that your changes have been saved (this
may take a few moments).

Return to Profile
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	1. Access the TAV home page using Internet Explorer.

2. Click Profile / Manage E-Mail .
a. If you are the Traveller – go Section A below.
b. If you are the Travel Arranger – go to Section  below .
A.   Traveller

1. Select the Department tab.

2. Scroll down to the middle of eth tab to select your Travel Arranger.
3. Click Click here to select a Primary Arranger.

4. Type in the First & Last names in the appropriate boxes.
5. Click Search.

6. Select the correct name.
7. Click Continue.

You can Deny, Grant or Remove your travel arrangers access to your profile at any time.

1. Scroll back down to the  middle of the tab to the Travel Arrangers section. 
2. Click on the drop-down menu to select the Travel Arranger’s Access Rights.

3. Select the rights that you wish to grant your Arranger.
4. Scroll back up to the top of the screen, and click Save & Exit.

5. Click Continue.

B.   Travel Arranger

1. Under Personal Contact Information, scroll down to the bottom of the screen.
2. Under Other Personal Information, select I am a Travel Arranger.

3. Scroll back up to the top of the screen, and click Save & Exit.

4. Click Continue. 
Save Profile screen appears asking you to confirm the changes.

My Profile screen appears confirming changes .


	Troubleshooting:  

If the name of your Travel Arranger does not appear in the results list:

a.  Make sure the person you selected has indicated him/herself as a Travel Arranger in his/her own profile.

b.  The spelling of the name is correct.
(Tip:  Type the name using the asterisk “*” wild card.  E.g.: Res*).

Grant – access to profile & OBT allows your Arranger both book your travel and access to your profile.

Deny – access to profile subset in OBT only lets your Arranger to book flights on your behalf.  He/she does not see the personal information (such as credit card numbers) in your profile.

Remove – no access to profile or OBT removes the individual name.  He/she will no longer be able to book flights on your behalf.
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