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Legend

The following table lists the symbols that will be used throughout the detailed user guide.

	Symbol
	Name
	Description

	►
	Activity
	Instructions for an activity

	
	Tip
	Tip provided to the user

	Bold
	Interactive Object Reference
	A reference to an interactive object in the portal such as buttons, links, etc.

	Italics
	Page Name
	A reference to a page in the portal.


Table 1:  Symbol Dictionary

1 Introduction
The Travel AcXess Voyage portal is a Web-based, single point of access solution that integrates different travel-related tools, information and services, allowing travellers to gain access to, and personalize content in a secure environment.  

1.1 Background to Travel AcXess Voyage TC "Welcome to Travel AcXess Voyage" \f C \l "1"  

Under the Shared Travel Services Initiative (STSI), the contract for the delivery of Government of Canada (GC) travel services was awarded to a new supplier, Accenture, and its team of subcontractors American Express, Concur Technologies and Bell Canada.  Collectively, the services provided by the new contractor and subcontractors are known as Travel AcXess Voyage.

When Travel AcXess Voyage is fully implemented, employees will benefit from an automated and integrated travel experience – from start to finish.  With a new full-service travel agency, an on-line booking tool, a convenient GC travel card, responsive 24/7 traveller support and eventually an automated authorization and expense management tool.  Employees will be able to manage travel simply and efficiently.

The On-line Booking Tool (OBT) allows employees to book travel from their desktop. Travellers can use the OBT to review and reserve travel.  Itinerary confirmation and e-tickets are automatically handled through secure e-mail if the traveller has a valid Government of Canada e-mail address. 

The Full Service Travel Agency is accessible via a dedicated Government of Canada (GC) telephone line, a facsimile line and a valid Government of Canada e-mail address.  Advanced telephone and interactive voice response systems determine caller requirements in order to route each caller to a travel clerk.  Itinerary confirmation and tickets can be sent through a valid Government of Canada e-mail address, by facsimile or by mail, at a date and time established by the travel clerk and traveller or Travel Arranger.

Versatility of Access

Travellers can choose how they access Travel AcXess Voyage services. At certain times, it may be beneficial to use the OBT to research and book travel; at other times, such as when travelling internationally, it may be preferable to use the travel agency. The OBT is the ideal tool for booking domestic and trans-border travel. The Full Service Travel Agency is recommended for complex international travel.
1.2 Purpose of the Travel AcXess Voyage Detailed On-line Booking Tool Guide

The Detailed On-line Booking Tool Guide is intended to show travellers how to book travel. The Detailed On-line Booking Tool Guide outlines procedures and tips that will help travellers to use the On-line Booking Tool successfully. 

1.3 Intended Audience of the Travel AcXess Voyage Detailed On-line Booking Tool   Guide

The intended audience of the Travel AcXess Voyage Detailed On-line Booking Tool Guide is all Government of Canada (GC) travellers who intend to use Travel AcXess Voyage services. 

1.4 Structure of the Travel AcXess Voyage  Detailed On-line Booking Tool Guide

The Detailed On-line Booking Tool Guide is structured in 14 sections and one appendix. The sections are as follows:

1. Introduction

2. Logging into the On-line Booking Tool

3. Starting your Reservation

4. Reserving Air/Hotel/Car

5. Reserving Airline/Rail Seats

6. Reserving a Hotel

7. Reserving a Car

8. Confirming your Reservation

9. Modifying/Cancelling a Reservation

10. Cancelling a Trip

11. Using Help

12. Logging Out

13. Travel Arranger – How to use the On-Line Booking Tool when acting as a Travel Arranger

Appendix A: Making VIA Rail Reservations and Miscellaneous Information.
2 Booking Travel as a Traveller
2.1 Accessing The OBT- Logging In on the TAV Portal Page


The first step to accessing the Travel AcXess Voyage On-line Booking Tool is to access the Travel AcXess Voyage Portal at http://travel-voyage.gc.ca. When the portal Language Selection page appears, select your preferred language, English or French to proceed to the Welcome page.  On the Welcome page select the Login link and the Login page - shown below - will appear. 

Proceed with the login by entering your Traveller Identification Number (TIN) and Password.  Please note that your Password is case sensitive.
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Figure 1: Portal Login Page

►    Logging into the Travel AcXess Voyage portal

1. Type your Traveller Identification Number into the TIN field.

2. Type your Password into the Password field.

3. Select Login to proceed.

Once you are signed-in to the portal and are situated on the portal Home page, you are now ready to continue through the steps of the travel process.  

The first step of the process is to estimate the cost of a trip. If you have already created a Trip Plan by estimating the cost of your trip, or have decided to instead begin booking your trip immediately, you are now ready to book your trip, using the On-line Booking Tool (OBT). 

The Book Travel process is slightly different for EMT and non-EMT users.  

2.2 Accessing the On-line Booking Tool as a Non-EMT User

As a non-EMT user, there are two different ways in which you can access the OBT to start booking your travel.  From the portal Home page, you can select either of the following links, located in the Travel Services section of the left navigation bar:

1. Plan My Trip: This link will direct you to the Plan Trip page, from where you can select Enter TAN and Book to access the Book Travel page. 

2. Book My Travel: This link will navigate you directly to the Book Travel pages. 
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Figure 2: Portal Home Page – Non – EMT User

►    Accessing the Book Travel Page

1. Select the Book My Travel link in the Travel Services section of the left navigation bar. 
You will proceed to the Book Travel page. 
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Figure 3: Book Travel Page – Non – EMT User

On the Book Travel page you can enter a TAN to proceed to the OBT.  You can also see various other ways to book your trip, in case you are unable to book on-line.

►    Accessing the OBT

1. Enter a valid TAN in the text field;

2. Select the orange Book Travel button. 

[image: image109.png]> > Travel

> NcXess
>’ Voyage




(Tips: 1. If the TAN you entered is validated successfully, the OBT Begin Search page will load.  If the TAN is not validated successfully, you will receive an error message as in Figure 4. The OBT Begin Search page will not load if the TAN validation was unsuccessful.
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Figure 4: TAN Validation Error Message

2.3 Accessing the On-line Booking Tool (OBT) as an EMT User

As an EMT user, there are two different ways in which you can access the OBT to start booking your travel.  From the portal Home page, you can select either of the following links, located in the Travel Services section of the left navigation bar:

1. Plan My Trip: This link will direct you to the Plan Trip page, where you can select Enter TAN and Book to access the Book Travel – Enter TAN and Book page. 

2. Book My Travel: This link will navigate you directly to the Book Travel pages. From the Book Travel pages, you can access the OBT from the Authorized Plans page and/or the Enter TAN and Book page.
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Figure 5: Portal Home Page – EMT User

►    Accessing the Book Travel Pages

1. Select the Book My Travel link under Travel Services in the left navigation bar. 
You will proceed to the Authorized Plans page of the Book Travel pages. 

2.3.1 Authorized Plans 
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Figure 6: Authorized Plans Page

The Authorized Plans page is the default page of the Book Travel process.  On this page you can see all of the details concerning your Trip Plans for which you have already received a TAN.  You can view the read-only details of a trip by selecting a Trip Plan Name.

From this page, you can access the OBT to book a trip for one of the Trip Plans listed here. As from any of the other Book Travel pages, you can also access the other pages by selecting the appropriate tab.

►    Accessing the OBT

1. Select the OBT icon (black suitcase) associated with the trip you want to book. 

You will now proceed to the first page of the OBT, where the information from your Trip Plan will be pre-populated into the OBT search fields. 
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(Tips: 1. Should you have decided to bypass the Trip Estimation process, but have nonetheless submitted a Travel Request, you will still be able to obtain a TAN. This TAN will be displayed on the Authorized Plans page, without a trip name or details, but will still be available for booking. 

2. If you have already accessed the OBT for a particular Trip Plan you will see a confirmation screen as in figure 7. If you select the Yes – Go to OBT button you will continue to the OBT. Selecting the Return to Book Travel button will return you to the previous page you visited (the Book Travel pages of the portal).


3. Once you purchase a trip for one of the Trip Plans listed on the Authorized Plans pages, the Trip Plan and associated TAN will be moved to the Trip History page.
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4. The system will automatically delete Trip Plans that have not yet been booked and that have an associated TAN whose status changes from “Available” to “Deleted”, “Purged”, or “Cancelled”.
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Figure 7: OBT Entry Confirmation Screen

2.3.2  Enter TAN and Book

After selecting the Enter TAN and Book tab, you are directed to the Enter TAN and Book page.  
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Figure 8: Enter TAN and Book Page

You must enter a valid TAN before proceeding to the OBT to book a trip.  The TAN may be obtained online, through the EMT Travel request process, or offline in emergency situations.  

►    Accessing the OBT

1. Enter a valid TAN in the text field;

2. Select the orange Book Travel button. 
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(Tips: 1. If the TAN you entered is validated successfully, the OBT page will load.  If the TAN is not validated successfully, you will receive an error message, and the OBT page will not load.


2. If you have already accessed the OBT for a particular Trip Plan you will see a confirmation screen If you select the Yes – Go to OBT button you will continue to the OBT. Selecting the Return to Book Travel button will return you to the previous page you visited (the Book Travel pages of the portal).
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3. If you book a trip using an Offline TAN prior to completing a Travel Request, you will still need to complete a Travel Request before creating an Expense Report.  

3 Starting Your Reservation

3.1 Welcome/ Begin Search - Overview
After selecting On-line Booking Tool the OBT home/Begin Search page appears. This is where you select the components of your trip. When travelling on GC business, many travellers will fly to a destination, pick up a car rental and stay at a hotel. The OBT provides the opportunity to make these reservations on-line, through a rather intuitive process.  Simply follow the prompts and you’ll quickly discover how easy it is to book a trip.
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 Figure 9: Begin Search Page
Details of this screen will be discussed in the next few pages.
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(Tip:  1. Throughout this module there are references to “travel reservations” and/or
                   “bookings”. Both terms essentially mean the same and are used interchangeably.

3.2 Welcome/ Begin Search – Continued

There are numerous prompts on the home/Begin Search page.  At the top of the screen the various tabs Home, My Trips, Help and Logout provide navigational options. 
To the left, the message “Welcome Tommy Traveller” identifies who has signed into the OBT.

The Government of Canada Travel Policies link provides information on the Government of Canada’s travel policy. (See below for more details).
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Figure 10: Begin Search page

►    Reviewing page prompts at the top of the screen.
1. Select the Government of Canada Travel Policies provides travel policy   

     information when making reservations.
2. Select Home at any point in your reservation to return to this page. 

3. My Trips provides a list of your upcoming trips, past trips, and cancelled trips.
4. Help provides assistance on how to navigate the OBT.

5. Logout signs you out of the OBT and returns you to the portal.  

6. Select the language tab beside Site Language to view in either French or English.

(Tip:  1. When working in the OBT be sure to refer to the tabs/buttons and important 
                    messages at the top of the screen.
4 Reserving Air/Hotel/Car

4.1 Starting Your Reservation
Under Select Trip Requirements, Flight, Hotel and Car are selected by default.  Choose your requirements by selecting or de-selecting the checkboxes beside each option.  
Beside Select Trip Type, the system defaults to round trip. When travelling on a one-way basis or to multiple destinations, select the corresponding prompts. 
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Figure 11: Begin Search – Select Trip Requirements and Trip Type
►    Selecting components of the itinerary and trip type.
1. Select a Flight and/or Hotel and/or Car.  If all three are required leave the      

                                 check-mark defaults. 
2. Select either a round trip, one-way trip or multiple destination trip.
Continue on the Begin Search page by entering your trip details.
4.2 Selecting Your Search Type

After selecting your trip requirements and your trip type, you can identify how you would like to search in the On-line Booking Tool by using the Search Type radio buttons.  You should always choose Schedule, which is selected by default.
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Figure 12: Begin Search - Search Type

►    Selecting your Search Type

1. Under Search Type, select the Schedule radio button.


(Tips:  1. By default, the OBT will have the Schedule search type radio button selected for you.  Please note that it is recommended to leave the Schedule radio button selected to conduct your search. 

2. The Schedule search type shows flight results for departing segments, then shows the results for the next leg of your trip on a different page.  After you have selected all your flight options, the OBT will then display the price of your flight itinerary.

4.3 Selecting Destination Cities/Airports
In the Enter Trip Details section of the Begin Search page, the “From city/airport” and “To city/airport” fields are where you enter your departure and arrival city information.  (In this exhibit, Ottawa and Toronto have been entered). The date fields on the right hand side default to the day after you have signed into the OBT.  These will need to be changed to reflect your desired travel dates.
Using the airport or railway station codes for your destinations will expedite the booking process. If you have entered a preferred departure airport in your Traveller Profile, the airport code will appear in the “From city/airport” field.
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Figure 13: Begin Search  – Enter Trip Details 
►    Entering departure and arrival city information.

1. In the “From city/airport” and “To city/airport” fields, enter your departure and arrival city names or 3 letter codes.    
2. Common 3 letter codes can be displayed by selecting Common airport codes at the top of the screen.
4.4 Selecting Common Airport Codes
When selecting Common airport codes, a list of the more common 3 letter codes for Canada, the United States and international destinations are displayed. Make note of the airport codes and proceed by typing them into the “From city/airport” and “To city/airport” fields.
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Figure 14: Begin Search – Enter Trip Details 

►    Entering departure and arrival city information.

1. Make note of the 3 letter codes of the cities to which you are flying. 

2. Close the window by selecting File and Close in your Internet browser.

When the page is closed the Begin Search page will appear.


(Tip: 1. The travel industry uses 3 letter codes to represent airports, rail terminals and cities.

                                These codes are part of the computer language used in the reservation systems by 

                                 airlines and travel agencies.  

  2.  If you are unable to locate an airport code, please contact the Travel AcXess Voyage    

       Support Desk.


4.5 Selecting Dates 

The next step is to enter your outbound and return dates. Date formats default to DD/MM/YY.  
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Figure 15: Begin Search – Enter Trip Details - Dates
►    Selecting the departure and return dates
1. When placing your cursor in the date fields the dynamic calendars automatically 
       default to the current month. Select the desired month by scrolling on Next (at top of 
       calendar).
2. Select the date (day) that you want to travel. It will automatically insert in the date field. 

3. Do the same for the return flight, by placing your cursor in the Return Date/Time  field.

4. Proceed by selecting times.  (This is explained on the next page).


(Tip: 1. When using the OBT, do not use the BACK button on your Web browser to 

                return to the previous page as this may cause errors in the system . Look for prompts

                and navigational buttons elsewhere on the page to navigate through the OBT.

4.6 Selecting Times 

The next step is to select your departing and returning times.  
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Figure 16: Begin Search – Enter Trip Details - Times

►    Selecting the departure and return times.

1. Select the drop-down-arrow to choose your times.
2. Select the desired time.

3. Do the same for the return flight.

4. Proceed by selecting the type of ticket (This is explained on the next page).

You can also select times by choosing Morning, Afternoon or Evening. (This is shown in the previous exhibit).  By selecting Morning you are requesting flights scheduled to depart between the earliest flight of the day and noon.  Selecting Afternoon requests flights scheduled to depart between 12 Noon and 6 p.m.  By selecting Evening you are requesting flights scheduled to depart after 6 p.m.  If you want to arrive at a specific time, you can change the prompt “leaves” to “arrives” by selecting the drop-down-arrow and selecting the “arrives” prompt.  As shown in the exhibit, all times default to the 24 hour clock.

(Tip: 1. Please note that the times available in the Departure Date/Time and the Return Date/Time drop-down menus are displayed as “0:00” for midnight to “23:00” for 11:00 PM.

2.  For the Morning, Afternoon and Evening options, the times are separated in the following manner:
Morning = 0600-1300
Afternoon = 1300-1800
Evening = 1800-2359


4.7 Selecting Ticket Type 

The next step is to select the class of service and the type of ticket and fare.  In this exhibit, refer to Cabin Class and Ticket Type. 
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Figure 17: Begin Search – Enter Trip Details – Cabin Class and Ticket Type

►    Selecting the Cabin Class and the Ticket Type.
1. Select the drop-down-arrow Cabin Class. This normally defaults to economy/économique but if authorized to travel business class, select business.

(Tip: 1. Economy class is the main or regular cabin on an aircraft.  Unlike first class or business class, economy class offers the least expensive or lowest available airfares.
2.  Please note that if you wish to book VIA 1 rail, you will have to select Business from the Cabin Class drop down menu.

2. Select the drop-down-arrow beside Ticket Type. This normally defaults to Lowest Available, however you can select one of three other options which are displayed in the exhibit.

(Tip: 1. The options available in the Ticket Type field are:
· Lowest Available – displays the lowest airfares available 4 hours prior to and after your requested departure time. This period provides you the opportunity to choose the lowest fare available, as outlined in the GC Travel Directive. 

· No advance purchase – displays fares that do not require an advance booking period.  To take advantage of reduced airfares many airlines require that you reserve 3, 7, 14 or 21 days in advance. 

· No penalty – displays fares that do not have a penalty for cancelling or making changes once the ticket has been issued. 

· Unrestricted – displays fares that have no restrictions penalty, or advance purchase restrictions.  Typically these are the most expensive fares.


4.8 Arrival and Departure Information 

The Arrival and Departure Information section on the Begin Search page allows you to search for the status of a particular flight when needed.  This section of the page allows you to verify if your flight is departing or arriving on time and also allows you to review the departure or arrival gate number for your flight. You can verify the status of a flight for the previous day, the current day, or the next day.  Please note that selecting these prompts is not part of the reservation process.  
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Figure 18: Begin Search – Arrival and Departure Information
            ►    Checking the status of a specific flight.
1. Beside the Check Status for  [Flight] on field, select the drop-down-arrow and choose the date.

2. Beside Airline, select the drop-down-arrow and pick the departing or arriving airline.

3. Type in the Flight number in the Flight field.

4. Select Check Flight Status.
4.9 Requesting Assistance - Requesting Flights
At the bottom of most screens, you will notice, the Need Assistance? message.
By calling the 1-800 number displayed and selecting one of the options, you will be connected to Travel AcXess Voyage where specially trained individuals are available to provide password assistance, navigational assistance and all other technical assistance. 

The disclaimer below the phone number makes reference to Sabre which is the reservation system or platform on which the OBT runs. 
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Figure 19: Begin Search – Need Assistance and Requesting Flights
Proceed with the reservation by selecting the Begin Search button.

►    Selecting flights based on your search criteria.

1. Select Begin Search to continue.
4.10 Selecting Common Airport Codes

In the event that city names were typed in the “From city/airport” and “To city/airport” fields, and not the 3 letter airport codes, additional pages will appear, prompting selection for the desired airports. 
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Figure 20: Entering city names in “From city/airport” and “To city/airport” fields. 

►    Typing city names in the “From city/airport” and “To city/airport” fields.

1. Enter the names of the cities needed in the “From city/airport” and “To city/airport” fields.

2. Select Begin Search to proceed.

When city names and not three letter codes are used, the OBT will proceed to the Uncertain City/Airport pages.

4.11 Uncertain City/Airport – Departure Point
Once the Begin Search button is selected, the OBT will process your request and display the Uncertain City/Airport page. This is because Ottawa and Toronto were typed in the departure and arrival city fields, and not the 3 letter codes, normally recognized by the system. However, if you inserted the 3 letter airport/city codes instead of the actual city name, this screen would be by-passed. 
When reviewing each page, be sure to read the message or Warning at the top of the screen. In this example the message says More than one city was found matching with your entry of Ottawa.
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Figure 21: Uncertain City/Airport – Origin City
►    Selecting the desired City/Airport.

1. Choose the Select button beside the desired departure city. 

(Tips:  1.  Selecting the City/Airport name will provide more information.  

2. In the right panel, the Reservation Steps box defines where you are in the 
                      booking process. At this point the reservation is at the Select Flights step.

                  3. In addition to the airport information note how rail details display as well.

4.12 Uncertain City/Airport - Destination

After choosing Select on the previous screen the OBT displays the Uncertain City/Airport page for the next city in your itinerary.  In this case Toronto displays as it was requested as the destination point. Three locations are shown.  Toronto Pearson (YYZ), Toronto City Centre (YTZ) - (Island Airport) and the main rail station (YBZ).  If you are not familiar with the airports/rail stations listed, and have questions about their locations etc., contact Travel AcXess Voyage for further information. Remember, as mentioned on the previous page, if you inserted the 3 letter airport/city codes in the “From city/airport” and “To city/airport” fields, instead of the actual city name, this screen would be by-passed. 
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Figure 22: Uncertain City/Airport – Destination City

►    Selecting the desired City/Airport.

1. Choose the Select button beside the desired city. 

When choosing the Select button, the OBT will process the request by searching for the city pairs and times requested.

(Tip: 1. Remember to refer to the Common airport codes link at the top of the  

                 home/Begin Search page for a list of the more frequently used airport/rail
                 codes.

4.13 Selecting Available Flights – Departure
The response to your search criteria displays all flights sorted by the departure time closest to your inquiry.  In this exhibit departure times at or near 9:00 a.m. appear. Details pertaining to flight numbers, class of service, dates, departure and arrival times, and aircraft type appear directly below Departs 09:00. 
Directly below the message box the * Indicates Government negotiated rates may apply suggests that a GC negotiated airfare may apply to this flight.  When reserving flights, you are encouraged to consider these special rates.  The Government of Canada negotiated rates are reduced airfares arranged or negotiated between the GC and the airlines. 
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Figure 23: Available Flights 
►    Selecting the departing flight
1. Choose Select beside the desired flight.

(Tip: 1. Consider selecting the links for additional information.  For instance, if you select the 
                                Airbus A319 link, a description of the aircraft will appear.

  2. The OBT specifies how flights are sorted. Note that by default the flights are sorted by departure time. 

 
4.14 Selecting Available Flights - Arrival
As completed when selecting your departure flight, you will have to select your return flight on the Available Flights page.  In this exhibit, the flight departing as close to 9 am appears at the top.

Much like the previous page, there are numerous comments worth noting.  For example, some flights have a link called Important Notice which, when selected, will provide you with additional information.  In this exhibit, if you select the Important Notice link for the WestJet flight, the OBT will bring up a text box indicating that “Flights with Instant Purchase carriers may not be booked in combination with other carriers.”  This suggests that you cannot book WestJet in conjunction with other carriers.  In other words if you book a WestJet flight on the outbound, WestJet must be selected on the return.  It cannot be sold in conjunction with Air Canada or other carriers.  This is generally because of ticketing agreements between airlines. 
Please note that the OBT will not stop you from combining a flight with an Instant Purchase carrier and other carriers but it is highly recommended to avoid doing this.


( Tip: 1. An Instant Purchase carrier offers fares that must be purchased at time of booking. Typically there is no exchange value if the traveller cannot fly as originally booked and can only be changed with applicable penalties/fees..
 
[image: image25.png]* Indicates Government negotiated rates may apply/Vous pourriez avoir droit aux tarifs négociés du gouvernement

Available Flights

Toronto (YYZ) to Ottawa (YOW)

Sorted By: Time (clossst to inquiry)

Leave:

Flight 2 of 2
i, 14 Jul 2006

Ailine/Flight AV | Daparts AV Arives AV Hotes

Preferance AV

Etimated price AV

s

Departs 00:10

Finish Building Your Itinerary For Camplate Price

Toronto, Ontario (YZ) Ottaus, Ontaris (YOW) WA on-time

a1 cHunon 1430, 2006 09110 14 Jul, 2006 10110 non-stop fight

Departure city

Finish Building Your Itinerary For Camplate Price

Hiahi 543 e frow find ctu/siport
Eednorms Toralfight time 1100
Tl ighe Al ciy
— fvz find ctu/siport
Departs 08:10 Soarch Type:
Finish Building Your Itinerary For Complete Price. @ schedule  Price
Toronto, Ontario (VZ) Oftasa, Ontaris (YOU) WA on-time
8T 005 550 14 i 200605550 non-sop Fiaht <martore DatelTime
Hiahe 52 prepry = Oaparture DaterT,
Economy Total flight time 1:00 10 x| |Jul =f|9:00 hd
Return Date/Time
Departs 03:00 Important otics [ Aviz importante || [14.2] [Ju =] [em0 =]

Cabin Class:

Finish Building Your Itinerary For Complete Price.

\VVIE=Tyere Totonts, Ontaris (Y2) Gttawa, Ontarie (YOW) WA anvtime econormy/écanormioue =
Flight 815 T43ul, 2006 08100 14 Jul, 2006 03165 non-stop flight
Ticket Type:
Ecanamy 563 kit [Eaz]
Total flight time 1:03 LowestAvailable =
Departs 10:10

Search Again




Figure 24: Available Flights
►    Selecting the return flight.
1. Choose Select beside the desired flight.
When the flights are selected, the OBT will proceed by looking for the fares based on your search criteria.

(Tip: 1. You cannot book charter flights, air carriers not in the Sabre GDS system, consolidators, bus transportation, foreign rail travel and sea ferries in the OBT.  Should you want to reserve these services, please contact Travel AcXess Voyage for assistance.  
2. Please note that if the return trip that you select is with a different carrier than your departing trip, and if the return trip carrier is an instant purchase carrier, your reservation will be considered to be two separate trips and you will be charged the applicable fees for two transactions.


4.15 Requesting Low Fare Options
The Low Fare Options page presents the flights you selected as well as other low fare options.  In this exhibit, the Air Canada flights show a higher fare than WestJet.  The WestJet flights displayed offer lower fares. (Three sets of WestJet flights are shown as they depart and return at different times).

In the event there are no Low Fare options this screen will not display.  The OBT will proceed to seat selection which is described in section 5.1.

The Government of Canada policy stipulates that you try to select the lowest available fares.  In this scenario WestJest should have been selected, however to demonstrate some upcoming scenarios, Air Canada has been selected. 
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Figure 25: Low Fare Options
►    Selecting flight based on pricing options.
1.    Choose Select beside the desired flights.

In this display, both the outbound and return flights are shown.  Before selecting your flights, be sure to double-check your departure and arrival cities and the corresponding times.

2
(Tip: 1. When different airlines offer the same fare, select the airline offering the negotiated 
fare. In the case of foreign airlines that offer the same fare, select the Canadian carrier.
2.  On this page, for both your outbound and return flights, the OBT searches for the least expensive flights 4 hours before and 4 hours after the time you selected. For instance with a 9:00 a.m. departure request, it will search for flights 4 hours before 9:00 a.m. and 4 hours after 9:00 a.m.
3.  If you select a fare which is not the lowest available, the Policy Compliance page will appear with a warning message requesting that you document why you have not selected the lowest available fare.  This is explained in the next section.

4.16 Policy Compliance
Whenever a higher fare is selected, the Policy Compliance page appears. This page requires that you document why you have not selected the lowest available fare.  The Warning at the top of the screen, requests that you select a reason. 

To continue with the booking, you can 1) Start Over and choose a lower fare option or 2) retain your selection and proceed by choosing a reason for selecting a higher fare.
[image: image27.png]Policy Compliance P Select Flights

Select Hotel Rooms
Outof Policy Reasons Select Rental Cars

You have not selected the lowest fare, please | Vous navez pas choisi o (al o pius bas ||| Feview Mnerary
A\ Warning | select a reason from the dropdown list below and | Veuillez sélectionner la raison dans le menu ||| Checkout
then click Continue. déroulant ci-dessous, puis cliquez sur Continuer. Checkout Complete
Your trip does not comply with travel policy because: e

© an auailable lover-priced itinerary was not selected. YOw To Yvz

Flight 445 YOW to Y2
Dep. 10 Jul at 03:00

. A, 10 Jul 3t 10,05
Deciined Lowest Fare - Chose directrouting over cheaper connection Seri s

air[Choose a Reasan

Refus du plus bas tarif- Selection d'un vol direct au liew d'un vayage moins cher a ¥¥zTo Yo

Reduested Fullfare to utize an Upgrade certiicate )

Demande du plein tarif pour utiistion d'un certicat de surclassement

Declined Lowest Fare - Departure/Arival times L Flight 444 Y72 to Yow

Dep. 14 Jul at 03,10
A, 14 201 3t 10110

Reefus du plus bas tarif- Heures de depart et d'anivee
Declined Lowest Fare - Travelling with associate
Refus du plus bas tarif- Deplacement avec une autre persanne
520052 Declined Lowest Fare - Unable to comply with fare restricions

G GetThere

Refus du plus bs tarif- Impossibilite de se conformer aux restictions tarifaires <.





Figure 26: Policy Compliance – Out of Policy Reasons
►    Selecting an out of policy reason
1. Select the drop-down-arrow to display the list of Out of Policy Reasons.
2. Scroll down to review the entire list.
3. Select the desired policy reason.
4. Select Continue to proceed.

When the reason code has been selected the OBT will proceed to seat selection.

(Tips:  1. This screen will only appear if and when you do not select the lowest available 
                        priced flights.
                                2.  Should you have any questions about the travel policy refer to the Government of
                                     Canada Travel Policies link at the top of the home/Begin Search page.  You can 
                                      also contact your Designated Departmental Travel Co-ordinator.  A list of co-
                                      ordinator names and contact information is available in the Treasury Board 
                                     Website.  

5 Reserving Airline/Rail Seats

5.1 Selecting Seats
The Reserve Seats pages display seat maps of the flights selected.  In some cases seat selection may not be available.  Some airlines do not offer advance seat selection.  Others may close or no longer display their map at a designated time prior to departure.

The legend in this exhibit clearly highlights seats available for selection, seats that are taken or unavailable, exit row seats (usually reserved for check-in) and premium seats.

Only the seats in the class of service (business or economy) in which you travel will be available for selection.


[image: image28]
Figure 27: Reserve Seats – Seat Selection
►    Selecting a seat
1. Compare the legend with the seat map to locate available seats.
2. Select your desired seat. The number will insert in the Seat field located to the left of

       the legend.
3. Select Next Seat Selection.


If available, a seat map for your next flight (s) will appear after selecting Next Seat Selection. 

(Tips:  1. Flights with Instant Purchase carriers, including carriers like WestJet, CanJet and others, may not be booked on the same leg of a trip in combination with other carriers.  
5.2 Seat Selection - unavailable 

When seats are not available for selection, the Reserve Seats page with the message, “At this time you cannot select seats for this flight.” appears. To proceed, follow the screen prompts described below. 

[image: image29]
Figure 28: Reserve Seats – Seat Selection Unavailable
►    By-passing seat section
1. Select Reserve Seats.
Despite the appearance of the Skip Seat Selection button, select Reserve Seats when seat selection is not available.

(Tip: 1. As mentioned on the previous page, seat maps do not always appear. This may be  

                                because airlines do not provide advance seat selection via the OBT, or seat selection   

                                may not available when booking a day or two prior to departure.  

2.  Please note that if you have selected WestJet flights, although you will not be able to select your specific seats on the Reserve Seats pages, WestJet will determine your seats depending on your airline seating preference that you may enter in your Traveller Profile in the Travel AcXess Voyage portal.  You can add your airline seating preference under the Travel Preferences tab of your Traveller Profile in the portal.

6 Reserving A Hotel

6.1 Hotel Selection – Overview 

When hotel accommodation is selected as a trip requirement at the start of the reservation, the Hotel Search screen automatically appears after seat selection. Before reviewing how to search for accommodation, make note of the Message at the top of the screen. This highlights the link to the Government of Canada Accommodation and Car Rental Directory, (ACRD) which provides information on accommodation and car rental agencies that offer the GC discounted rates.
The reference to the “Accommodation Directory Discount Rates are listed as Preferred Properties” is addressed on the next page. The Please note box, explains which charge cards are to be used for guaranteeing hotels and paying for air and rail bookings. This too will be discussed in detail in section 8.7. 
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Figure 29: Hotel Selection – Important Messages
►    Displaying the Accommodation and Car Rental Directory
1. Select Government of Canada Accommodation and Car Rental Directory to access information on booking accommodation and cars which offer discounted rates to the GC.  

2. Scroll down to see the Hotel Search fields.
3. Select the Search button.
6.2 Searching For a Hotel
The Hotel Search page automatically defaults to the dates and city entered at the start of the reservation. In the Search for hotels by field, preferred properties is the automatic default.  Preferred properties refers to hotels and other types of accommodation that offer discounted rates to the GC.  These discounted rates are identified by the reference to negotiated rates shown in the exhibit below.
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Figure 30: Hotel Search
►    Display hotel information.
1. Select the More Hotel Info link to view additional details for the property.
2. Select Cancellation Policy to view the hotel’s cancellation policy.
3. Selecting Check Rates will display the room rates that can be requested.

4. Scroll down to see additional properties.
By clicking on the drop-down-arrow beside preferred properties you can also select accommodation by airport location, reference point, downtown city location, address or by postal code. When doing so however, some properties listed may not be displayed in the ACRD. Properties that do offer GC discounted rates will be identified by a red star. 

(Tip: 1. Please note that if your flight is scheduled to arrive after midnight, the OBT will, by default, select the hotel dates for the day after your departure.  Therefore, please always ensure that you verify that the Check In and Check Out dates are the correct dates on the Hotel Search page. 

6.3 Searching For a Hotel Continued
By scrolling down on Hotel Search pages, you’ll discover the number of preferred properties at a given location.   (This exhibit shows over one hundred and forty nine properties in the Toronto area). Since not all hotels are located in the downtown core or at the airport , it is recommended that you select the link under the hotel name to find the exact location and address information.
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Figure 31: Hotel Search – Viewing All Properties.
►    Selecting hotel descriptions
1. Select the property name link or the More Hotel Info link to view a description of the hotel.

(Tips:  1. Be sure to scroll the length of each screen as there are often navigational 
                      buttons to help proceed through the booking.
2.  In this example, you can select Skip This Hotel Search if a hotel reservation is not required.
3. Although there may not always be an option to print, you can easily print the contents of your page by selecting the print icon in your browser. 

6.4 Hotel Descriptions
The hotel description provides address, telephone and Fax information. Other details such as Check-In and Check-Out times, property descriptions, and location are also displayed. When booking a GC rate, please refer to the ACRD for information on terms and conditions and rates that are specific to the GC. 
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Figure 32: Hotel Description
►    Reviewing the hotel description
1. Select the Return button to return Hotel Search page. 

(Tip: 1. Ensure that you refer to the ACRD for terms and conditions and rates that are 
                   specific to the GC.


6.5 Checking Hotel Rates 
Once back on the Hotel Search screen, make note of the Check Rates button. Check Rates will display the room rates of the hotel you requested.  
If you see “Approximate Rate Not Available” located to the far right of the name of the hotel and above the Check Rates button, rooms for this hotel cannot be booked via the OBT. This does not mean to say that every room is sold out. You can ask that Travel AcXess Voyage search for accommodation by selecting the Check Rates button. A page will appear prompting you to take further action. This is explained on the next page.  
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Figure 33: Hotel Search – Check Rate
►    Reviewing the rates at a selected hotel.
1. Select Check Rates to review more details on the nightly rate requested. The Select
        Room rate screen will appear.
6.6 Selecting Hotels Not Available in the OBT  
When selecting the Check Rates button for a hotel which has “Approximate Rate Not Available” as described on the previous page, the Select Room page appears with 3 prompts.  
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Figure 34: Hotel Not Available – Requesting an Alternative.

►    Requesting further action for a hotel not available in the OBT. 

1. Select I want to add this hotel to my itinerary and allow a travel agent to book it for 
me to send a message to Travel AcXess Voyage requesting they contact the hotel directly to book possible accommodation. The OBT will then prompt you to proceed with the reservation.   Please note that you may incur an additional fee by doing so since a travel agent will be assisting you in your reservation.
2. Select I want to go back and select a different hotel to return to the previous page

     and select a different property. 

3. Selecting I want to skip this hotel search discontinues the search for accommodation

     and proceed with the next step in the reservation.
4. Once you have selected an option, select Continue to proceed to the next step in your reservation.

To continue with requesting a hotel it is assumed the user (on the previous page) selected Check Rates
to review more details on the nightly rate requested. The Select Room screen will appear.
6.7 Hotel Room Descriptions 
The Select Room page provides a description of the room, the rules (cancellation policy) and rate in Canadian dollars. Rates are generally quoted on a per night basis based on single occupancy and are exclusive of tax.  Remember however, if the property offers discounted rates to the GC, please refer to the ACRD for GC specific terms and conditions and rates.
It is recommended that you select the Rules link to see more details.
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Figure 35: Select Room
►    Reviewing Hotel Descriptions and Rules
1. Select Rules in the Room Rules column to review a description of the hotel’s

      cancellation policy.
On the Select Room page, smoking and non-smoking rooms are generally listed, as well as the amenities available in each room.  These descriptions are provided by the hotel and will vary in detail from property to property.  As previously mentioned, for properties that offer discounted rates to the GC, please refer to the ACRD for terms and conditions and rates.
6.8 Hotel Rules 

The Rules page displays a detailed description of the accommodation and cancellation policy and should be referred to when booking accommodation with properties that do not offer discounted rates. 

The information comes from the reservation system sponsored by worldwide airlines and hotel properties; therefore their descriptions may be in English only.


[image: image37]
Figure 36: Hotel Rules Page
►    Reviewing the Rules Page
1. Once the Rules page has been reviewed, select Close Window to return to the Select
       Room page.
6.9 Selecting a Hotel Room
The Select Room page appears after reviewing the Rules page. Assuming you are in agreement with the rate, the room can be requested by choosing Select.
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Figure 37: Select Room

►    Selecting a Room
1. Choose Select to request a room.
The OBT will request the hotel accommodation and proceed directly to the car rental screen if you had identified that you be needed a car rental on the Begin Search page.

(Tip: 1. A final reminder; if a property offers discounted rates to the GC, 
                  please refer to the ACRD for GC specific terms and conditions and 
                  rates.

7 Reserving A Car
7.1 Car Search Overview
When a request for a car rental is selected as a trip requirement at the start of the reservation, the Car Search screen automatically appears after hotel selection. Before reviewing how to search for car rentals, make note of the Message at the top of the screen. This highlights the link to the Government of Canada Accommodation and Car Rental Directory (ACRD).
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Figure 38: Car Selection – Important Messages

►    Displaying the Accommodation and Car Rental Directory (ACRD)
4. Select Government of Canada Accommodation and Car Rental Directory to access information on booking accommodation and cars that offer discounted rates to the GC.
5. Scroll down on this page to see the car rental prompts.

(Tip:  1. When each page is displayed, remember to review the possible messages at 
                   the top.  These generally contain important details that should be considered 
                   when making a reservation.

   

7.2 Requesting a Car Size
The Car Search page automatically defaults to the dates and city you entered. The pick-up and drop-off location is always at the airport of arrival.  Changes can be made to the locations and dates if desired. Select Find airport location and follow the screen prompts. 

The Car Size field defaults to intermediate. This can be changed to a different size by selecting the drop-down-arrow and viewing alternatives such as economy, compact, full size etc. Authorization may be required when selecting a larger car size. 


(Tip:  1. Please note that if you have specified a different car size in your Traveller Profile in the portal, this information will be sent to the OBT and will be populated in the Car Size field as the default selection.  
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Figure 39: Car Search
►    Changing pre-populated car fields

1. Select the drop-down-arrow beside at the airport only if a non airport location is required.
2. Change the Pick-Up Location and Date/Time and Drop of Location and Date/Time fields by selecting the drop-down-arrows and choosing an alternative. This is required only if you want to change the existing information.  Please note that the pick up time must be 8:00 in the morning or later otherwise there may be very few, if any, search results.
3. Select the drop-down-arrow beside Car Size to select another size car.
7.3 Car Rental Special Requests
Under More Search Options there is the opportunity to change the Car Transmission (from automatic to standard), ask for Special Requests, and designate a preferred car rental agency. (Normally, this is not required) The Special Requests option allows selection of up to three features (such as a cell phone, luggage rack or automatic locks).  Keep in mind that these are on a request basis only. 

[image: image41]
Figure 40: Car Search – More Search Options
►    Selecting Car Transmission, Special Request and Preferred Agencies
1. Select the drop-down-arrow beside the desired category. ie: Car Transmission,  Special Requests, or Preferred Agencies.
2. Select your preference within each category. (Repeat process for additional requests).

(Tip:  1.  Please note that you must reference the ACRD for the city location and to determine which agencies to select in the preferred agencies drop down menus before you conduct your search. 
2. Please note that it is required that you verify the rate for the agency which is also in the ACRD.   


7.4 Car Search Navigation
The navigation buttons Skip This Car Search, Express Booking and Search Cars displayed at the bottom of the screen provide three different options. All of which are explained below.
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Figure 41: Car Search - Navigation
►    Selecting Car Search Options
1. Select Skip This Car Search to ignore the car request and proceed with the reservation. 
2. Select Search Cars to proceed with the reservation.
When selecting Search Cars, the Select Car page will appear.

(Tip:  1.  Please note that it is not recommended to use the Express Booking feature as this does not identify agencies that are in the ACRD.
7.5 Selecting a Car
The Select Car page displays a variety of car companies based on your search criteria.  The name of the company, car details, mileage (kilometer rate) and pricing details are provided. These prices or rates generally do not include taxes or charges for special requests.  Extra day rates and weekend rates are highlighted in the pricing details. 
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Figure 42: Select Car
►    Selecting a car
1. Choose the rate link beside the preferred car company.  
The OBT will request your car rental and proceed to the Review Trip Screen.


(Tips:  1. To help you choose a car company, access the ACRD.  This provides a complete 
                                   listing of preferred car rental companies and their respective rates.

2. Under the car company name, pay special attention to Terminal Pick Up
         and Off Terminal Pick Up.  Terminal pick up usually means that the car counter 
         is either within the airport or if “off terminal”, a short bus ride away.
3.  If you select a car size that is larger than intermediate, the Policy Compliance page will appear with a warning message requesting that you document why you have not selected an intermediate size car.  This is explained in the next section.

7.6 Policy Compliance
The Policy Compliance page will only appear if and when you have chosen a car size larger than intermediate.  This page requires that you document why you have not selected an intermediate size car.  The Warning message at the top of the screen requests that you select a reason for your selection. 

To continue with the booking, you must choose a reason for selecting a car size larger than intermediate.
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Figure 43: Policy Compliance – Out of Policy Reasons

►    Selecting an out of policy reason

1. Select the drop-down-arrow to display the list of Out of Policy Reasons.

2. Scroll down to review the entire list.

3. Select the desired policy reason.

4. Select Continue to proceed.

When the reason code has been selected, the OBT will proceed to the Review Trip page.


(Tips:  1. This screen will only appear if and when you do not select an intermediate size car.


8 Confirming Your Reservation

8.1 Reviewing a Trip 
The Review Trip screen provides a complete summary of the flights, hotel and car rental requested. Carefully review the itinerary flight times and dates, car rental pick-up and drop-off dates and hotel check-in and check-out dates. 

When booking through the OBT however, tickets are issued virtually immediately. The date reference to when the flight segments must be ticketed by close of business on (date) can be ignored.  Once the ticket is issued, you will receive an e-mail providing a link to Sabre Virtually There, an on-line travel documentation service, where you can download your travel documents.  If you do not have a valid Government of Canada e-mail address, you will receive fax copies of your travel documents.  In the meantime, if you have any questions about the fare, access the Fare Rules to verify possible restrictions and cancellation penalties once the ticket has been issued.
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Figure 44: Review Trip
►    Selecting the Fare Rule page.
1. Select Fare Rules (directly below the Flight icon/information) to view more detail on the restrictions of the fare selected.
8.2 Reviewing Fare Rules
The Fare Rules page provides details on the fare selected. This includes penalty information that may apply when changing or canceling a trip after the airline ticket has been issued. Fare Rules are provided by the central reservation system that runs the OBT. At times the information may appear quite technical so it is recommended that you contact Travel AcXess Voyage for clarification on interpreting fares.

.  

[image: image46]
Figure 45: Flight Fare Rules
►    Reviewing Flight Fare Rules and proceeding.
1. Scroll to the bottom of the screen to locate the Return button.
2. Select Return.
Selecting Return will take you back to the previous Review Trip page.
8.3 Review Trip – Additional prompts
By scrolling down the Review Trip page there are additional buttons you should consider.
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Figure 46: Review Trip – Screen Prompts
►    Reviewing additional prompts.
1. Select Modify or Remove when changing or removing a segment within the

        reservation.  (Refer to section 10.4 for more details)
2. Click on Select Seats if you want to return to the Reserve Seats page to add or modify your flight seat assignments.  (Refer to section 5 for more details on reserving your flight seats).  
3. Select Add Item to add an additional hotel room or car rental to the reservation.

4. Select Start Over to ignore the current reservation and proceed with a new one.
5.   Select Continue to proceed with the reservation.

If you want to add a hotel room or car rental select the drop-down beside Add - in or near prompt lists the cities that you have traveled to or from.  (In this exhibit Ottawa and Toronto). This feature is particularly important when booking multiple destination trips. If for instance you are flying from Ottawa to Toronto to Montreal and back to Ottawa the hotel or car search screens would default to the Toronto locations only.  If you want to book a hotel room and car in Montreal, you would then have to access the Add Item feature. This is explained in more detail on the next page. 
Select Continue and the Passenger Information page displays.
8.4 Review Trip – Additional prompts

As outlined on the previous section, if you want to add a hotel room or car rental in more than one city select the drop-down-arrow beside Add Item. This exhibit shows an itinerary, Ottawa to Toronto to Montreal and back to Ottawa.  When making the reservation, the OBT will display the hotel and/or car search pages for Toronto (the first stop in your itinerary) only. The page you request hotel/car in additional cities is on the Review Trip page. 


[image: image48]
Figure 47: Adding Additional  Itinerary Segments
►    Adding additional accommodation and or cars.

1. Under Need to add something, select Add a hotel room (or car).

2. Select the next city in your itinerary.  (In this case Montreal).

3. Select Add Item. The OBT will default to the Hotel Search page where you would

      request your accommodation.
4. Select Continue to proceed with the reservation.

Follow the same process for requesting an additional car.  Begin by selecting Add a car.
8.5 Passenger Information
The Passenger Information page validates information about you, the traveller.

Information from the Traveller Profile automatically appears in these fields.  Changes made on this page will apply only to this booking.  If you want to make permanent changes, you need to access and modify your Traveller Profile. Changes will then appear in your next reservation.
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Figure 48: Passenger Information
►    Verifying/Selecting Passenger Information.
1. Select the drop-down-arrow beside Meal to select a meal preference other than a standard meal.  Examples would be vegetarian or low sodium.
2. Select the drop-down-arrow beside Special Requests to request a special  service

     such as wheelchair assistance.
Under Frequent Traveller Programs, the Frequent Flyer Number and Frequent Guest Number fields are available for you to add your membership numbers if not already pre-populated. Under Emergency Contact Information, please ensure the contact information is accurate. 
Assuming all is in order, select Continue to proceed.

8.6 Purchasing Information 
On the Purchasing Information screen be sure to review the information under Passenger Information.  This confirms meal requests, Frequent Traveller Programs numbers and seat assignment. 

Under the Delivery Address the reference to paper tickets generally refer to VIA Rail tickets. These are couriered to the address associated with your TAN. Most airline tickets are “e-tickets” meaning that they are electronically produced and e-mailed or faxed to your attention.  Upon receipt you simply keep your e-ticket confirmation and present it at the airport check-in counter. 
.  
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Figure 49: Purchasing Information 

►    Verifying your Purchasing Information
1. Continue to scroll down to review additional information. 

The * to the right of the fields, signifies that each box must be completed with the appropriate information.

8.7 Payment Information
When scrolling down the Purchasing Information page, Payment Information appears.   The DRCTC (Designated Responsibility Centre Travel Card) is normally used to pay for your flights and rail tickets.  The DTC (Designated Travel Card) shown in the field beside Hotel Card, is the charge card used to guarantee your hotel accommodation.  This may be changed to another credit card by selecting the drop-down-arrow in the Card Nickname field and selecting from the list.   Like the DRCTC, the DTC and your personal cards need to be previously set up in your Traveller Profile in the portal.  If you do not have a DTC card and you have previously entered your other personal card in your Traveller Profile, then this card will be populated in the Card Nickname field by default.
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Figure 50: Purchasing Information – Payment Information
►    Reviewing Payment information.
1.  Review your payment information to ensure the Card Type is correct.  If not, review  

 your Traveller Profile.
2.  Scroll down to review additional information.

Guaranteeing your accommodation simply means that your charge card is on file with the hotel – this was done when making the booking -  and will hold or guarantee your room until you arrive.  If you do not guarantee your room, it may be released if you don’t arrive before the check-in deadline. (This policy varies with each property).  Once accommodation is guaranteed, it is your responsibility to cancel the room if not required. Otherwise the hotel could charge you a minimum of one night’s accommodation to your charge card. This policy varies, so please be sure to check the ACRD for the terms and conditions of the properties that offer GC discounted rates. For other properties, review the rules pages as previously discussed.

8.8 Purchasing Information – E-mail Confirmations and International Travel Waivers
As you continue to scroll down, documentation information is also provided as a reminder for Travellers who may need to travel internationally. Please do not put check marks in the boxes above each description.  Please note that international travel refers to any trip outside of Canada and the United States.
If you are not travelling with a Canadian passport, and your travel takes you outside of Canada, please alert Travel AcXess Voyage by noting this in the General Requests or Special Needs field on the Purchasing Information page (see section 8.9). 
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Figure 51: Purchasing Information - International Travel Only
►    Reviewing International Documentation Waivers.
1.  Carefully review the information on this page, then continue to scroll down.

(Tips:  1. Please note that it is not recommended to use the OBT for international travel.

8.9 Purchasing Information – General Requests or Special Needs
The General Requests or Special Needs field is to be completed when information needs to be communicated to Travel Access Voyage.  
Comments may include travel documentation information that was discussed on the previous page.  For example, it is here that you can advise Travel Access Voyage that you are not Travelling with a valid Canadian passport.  
►    In-putting the General Requests or Special Needs.
1. Complete the General Requests or Special Needs section when information needs to be communicated to Travel Access Voyage.  
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Figure 52: Purchasing Information – General Requests or Special Needs

2. Remove any unnecessary information in the General Requests or Special Needs box.
3. Select Purchase Trip when you are ready to buy your ticket.

(Tips:  1.  Please note that if you add information in this section, you may incur additional transaction costs since this will require travel counselor assistance.
2.  Please ensure you delete any pre-populated information from the General Requests or Special Needs box that is not applicable to your current booking. Failure to do so may result in higher transaction fees.


8.10 Error Message – Example
It is important to review the messages at the top of each page. As an example, on this page the error message suggests that a mandatory field was not completed. Simply scroll down and complete all fields designated with an asterisk. 
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Figure 53: Error Page
►    Responding to an Error Message
1. Scroll down the page and complete all fields designated with an asterisk. 
2. Select Purchase Trip to continue.

When selecting Purchase Trip, the OBT will verify your request with a final message.

(Tip: 1. If and when you complete the fields on a page, press continue.  If the same page 
                   re-appears there is the possibility that the required information was entered 
                   incorrectly or not at all.

8.11 Warning Messages
Prior to confirming your purchase, the OBT will generate a warning sign advising that your credit card will be charged for the value of your ticket. At this point you can continue with the booking or cancel the request.  If you cancel after this point you may be subject to cancellation penalties.
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Figure 54: Booking Prompt
►    Confirming your ticket purchase.
1. Select OK to approve charges to your credit card.  Please note that air or rail bookings will be charged to your DRCTC and not your personal credit card. 
2. Select Purchase Trip if you are satisfied with your travel arrangements, and aware of the penalties that could apply in the event of a change or cancellation.

After purchasing the trip, the Reservation Complete page will appear.


(Tip.  1. Be sure to read the pop-up windows as they generally contain important information.

8.12 Reviewing the Completed Reservation 
The Reservation Complete page provides the details of your trip.  Carefully review all dates, times and costs as well as the ticketing information at the top of the screen.
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Figure 55: Reservation Complete
►    Reviewing the Reservation Complete page. 
1. Select Print This Itinerary – under Trip Downloads – to generate a print out of your reservation.
2. Scroll down to see additional information.

(Tip: 1. Remember to view the right panel as you work through the reservation process.  
                                Notice how Reservation Steps are now complete. 


8.13 Reservation Complete – Additional Information 
Further scrolling on the first section of the Reservation Complete page displays important details such as confirmation numbers, delivery instructions and a notation of your special requests. 
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Figure 56: Reservation Complete – Confirmation Information
The Record Locator (PNR) is the reference number that you need to quote when speaking with the counsellors at Travel AcXess Voyage. Knowing this number will help them retrieve your reservation.

The Airline, Hotel and Car Confirmation are reference numbers generated by the reservation systems of the respective travel companies.  When dealing with these companies directly, such as when you check in, you might want to keep these numbers handy as they help display your reservation information.

The Deliver To and Special Instructions as well as the Passenger Information and Emergency Contact Information confirm what was entered in your Traveller Profile.

Travel Agency Information is the address and phone number of Travel AcXess Voyage.

9 Creating and Using My Templates

A template or “My Template”, as referred to in the On-line Booking Tool (OBT), is simply an itinerary saved in the form of a shell or template. When you save a template, the system saves the travel cities, flight information, hotels, and rental cars. When you want to use a template in the future, you can now enter the new travel dates and the system searches for flights that match your new travel times as well as the same hotel and rental car vendors. You can then make reservations for the new travel dates. Templates are very helpful when:  
a) You are unable to complete your booking and research at one time (i.e. work interruptions, obtaining a TAN).  
b) You use the same trip routing for multiple trips. 
c) Travel Arrangers must quickly book the same trip for multiple travellers.
9.1 Saving Templates
You can create a template from any one of the following pages: Review Trip, Passenger Information, Purchasing Information, or Reservation Complete.  The Trip Name box can be found at the bottom of the page.
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Figure 57: Save as Template

►    Saving a Template
1. Enter the desired name for the template in the Trip Name Field
2. Select Save as Template

(Tip:  1. This exhibit shows the example Ottawa-Vancouver RT-Air-Htl-Car, which means a return (roundtrip) airfare to Toronto with hotel accommodation and a car rental.  Providing detail in the Trip Name field will help in the future as you may have several different templates to choose from.  

The advantage of saving a template on any one of these pages is that you can save the parameters of the reservation prior to completing it.  For instance, if you booked your air, hotel and car, and for whatever reason, did not want to complete the reservation by purchasing your trip, you can keep your selections by saving as a template prior to logging out. Keep in mind however, that when logging out, or exiting a reservation prior to purchasing your trip, your air, hotel and car space are not guaranteed until you select the Purchase Trip button.
The My Templates page verifies that the template has been saved.

►    After Saving a Template

1. Select Return to review your list of templates.

or

2. Select Home or My Trips to access other functionality within the OBT.
[image: image59.jpg]5, Travel
; =2 3> AcXess
o >’ Voyage

Welcome Vernon Bear Home | My Trips | My Templates | Help | Logout

Site: gocenglish
ly Templates

Your trip has been saved a5  trip template.

To use this trip template, clck the "Trip Template" link in the "My Trips" saction.





Figure 58: My Templates - Saved

3. Select Logout to exit the OBT.


(Tip:   1.  When you save a template, it will not save your travel dates, special requests and/or special instructions (including drop-down fields or text fields for general requests or special needs) and it will not save your seat selection.  However, if you have special requests entered in your Traveller Profile which are usually pre-populated in the OBT on the Review Trip, Passenger Information or Purchasing Information pages, this information will still be pre-populated for you in the OBT when you are using a template. 
2.   If you would like to add special requests or instructions for different segments of your reservation when using a template, you can do so by selecting Modify next to the segment you would like to change once you are on the Review Trip page.
3.   If you are using a template that another user has shared with you, your Traveller Profile information will still be pre-populated on the Review Trip, Passenger Information or Purchasing Information pages for your reservation.

9.2 Viewing Your List of Templates
If you are going on a trip similar to one that you have previously saved as a template, you can access that template on the My Templates page in order to use it. This will save time from having to work though the entire reservation process.
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Figure 59: Home/Begin Search

►    Viewing My Templates
1. Select the My Templates tab at the top of the page. 
On the My Templates page, a list of templates will appear.  

(Tip:     Your list of templates can consist of templates from two different sources:

1. Personal Trip Templates are templates you create. They are available for your use only.

2. Shared Trip Templates are templates that other users have created and shared with you.


9.3 Using My Templates

You can use any of your templates to make travel reservations for new trips to the same cities.
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Figure 60: My Templates - List of Templates

►    Selecting a Template

1. On the My Templates page, click the Select button next to the template you want to use.
The My Templates page displays the components of a previous trip saved as a template. 
The dates under Use This Trip Template defaults to the date the page is displayed. The dates in the Trip Template Details section reflect the travel dates of the original reservation.
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Figure 61: My Templates

►    Selecting the Departure and Return Dates

1. Under Use This Trip Template, select the My trip begins drop-down arrows and choose the date when your trip will begin. 
2. Repeat step 1 for the My trip ends row.
3. Select Price to continue.

At this point, the OBT will search for matching air, car, and hotel reservations and display the Review Trip page.  Review the new selections and then purchase your trip.

(Tip:  1.  If the flight that your are searching for with your template is sold out, the OBT will offer the original flight at a full fare, as well as offer lower priced alternative flights. If you still attempt to book the original sold out flight, you will receive a pricing error.  At this point, you may modify the search and try again or you may go back to the Begin Search page.
2.  If the flight you are searching for with your template does not operate on the new date that you have selected, the OBT will offer the next scheduled flight and do a low fare option comparison against the new itinerary.

9.4 Renaming My Templates
You can assign a new name to a template. It is helpful to assign a name that includes the destination of the trip and the purpose of the trip.

(Tip:    1.  If you rename a template that has been shared with you, or that you have shared with others, the name of the template will change for all users who have access to that template.
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Figure 62: My Templates - List of Templates

►    Renaming a Template

1. On the My Templates page, click the Select button next to the template you want to rename.
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Figure 63: My Templates – Rename

2. Enter the new name for the template in the Template Name box and select Save.
9.5 Sharing My Templates
You can share a template you created with another user.


(Tip:    1.  All users, not just Travel Arrangers, can share templates.  However, you cannot share a template that you have received from other Travellers. 

[image: image65.jpg]Welcome Tommy Traveller Home | My Trips | My Templates | Help | Logout

Site: goctitest

My Templates

Templsta Name Locatians Duration | Trip Type | Template Type | Salact
. AireHtl-car You/Intemational ' (YOW) [select |
Ottawa-Vancouver RT-AirH-Car Youl Dol (COW) | 10ay  Flight  Personsl Template

& 20052006 GatThare LP. - Al ights razervad
GetThere




Figure 64: My Templates - List of Templates

►    Sharing a Template
1. On the My Templates page, click the Select button next to the template you want to share. The system displays the details of the selected template.
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Figure 65: My Templates - Share Template

2. Scroll to the bottom of the page and select Share Template.
[image: image67.jpg]Welcome Tommy Traveller Home | My Trips | My Templates | Help | Logout

Site: goctitest

My Templates

Search for a User to Share your Template.

Plaase anter any of the follouing information and then click the "Search” button.

First Name. Last Name

Cacet] [Esam]

& 20052005 GatThare L P, - Al ights razervad
GetThere




Figure 66: Share Template

3. On the Search page, enter the first and last name of the user you want to share your template with and then select Search. The page refreshes and displays a list of users that match the search criteria you entered.
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Figure 67: Share Template - Search Results

4. Click the Select button next to the user with whom you want to share the template. The Trip Template Details page is displayed along with a confirmation message. The user you selected can now view and use your template.
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Figure 68: Share Template - Confirmation Page
9.6 Acquiring Templates from Another User

Please note that the “Acquire Trip Templates” functionality will not be activated for the Government of Canada employees.

9.7 Deleting My Templates
If you no longer use a template, you can delete it from your list of templates.

(Tip:    1. Please note that if you delete a template that has been shared with you or that you have shared with others, the template will only be deleted from your view. Everyone else, who had access to the template before you deleted it, will continue to have access after you delete it. 

►    Deleting a Template

1. In the navigation bar of the OBT, select My Templates.
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Figure 69: My Templates - List of Templates

2. On the My Templates page, click the Select button next to the template you wish to delete.
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Figure 70: My Templates - Delete

3. Select Delete. The My Templates page is displayed along with a confirmation message.
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Figure 71: My Templates - Delete Confirmation

10 Modifying/Cancelling a Reservation

10.1 Accessing the On-line Booking Tool as a Traveller in order to Modify or Cancel a Trip

In order to be able to access the On-line Booking Tool (OBT), you must first be logged into the Travel AcXess Voyage (TAV) portal.  
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Figure 72: TAV Portal - Homepage

►    Accessing the OBT in order to modify or cancel a trip through the Authorized Plans tab
1. Once you are logged into the TAV portal, select the Book My Travel link under the Travel Services section on the left side of the page.  The Book Travel page of the TAV portal will appear with the Authorized Plans tab selected by default.   


(Tip:    1. Please note that you will only see the four tabs of the Book Travel page (Authorized Plans, Submitted Plans, Enter TAN and Book and Trip History) if you have been identified as a user of the Expense Management Tool (EMT) by your department.
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Figure 73: TAV Portal - Book Travel Page
2. To access the OBT, select the suitcase icon associated to your approved trip.  Selecting the suitcase icon will automatically direct you to the On-line Booking Tool (OBT).  
If you have previously selected the suitcase icon from the Authorized Plans tab to access the OBT with the same TAN, you will be prompted to confirm that you still want to continue to the OBT or to return to the Book Travel page. 
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Figure 74: TAV Portal - Plan Previously Submitted
3. If you select Yes – Go to OBT, you will be directed to the OBT and if you select Return to Book Travel, you will be returned to the Authorized Plans tab of the Book Travel page.  

In a situation where you have received an off-line TAN for your trip, you can enter your TAN on the Enter TAN and Book tab and select Book Travel to access the OBT.
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Figure 75: TAV Portal - Book Travel Page

►    Accessing the OBT in order to modify or cancel a trip through the Enter TAN and Book tab

1. From the Book Travel page, select the Enter TAN and Book tab to type your TAN and access the OBT.  
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Figure 76: TAV Portal - Enter TAN and Book

2. Once you are on the Enter TAN and Book tab, enter the TAN for your trip in the field and select Book Travel. 

(Tip:    1. Please ensure to enter the same TAN as was used to book your trip when accessing the OBT to modify or cancel a trip.
2.  Please note that if you do not have access to the EMT, you will be redirected to this page when you select the Book My Trip link under the Travel Services section of the left navigation bar.  


10.2 Accessing the On-line Booking Tool as a Travel Arranger in order to Modify or Cancel a Trip

As a Travel Arranger, you may need to access the OBT to modify or cancel a trip for your Travellers.  
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Figure 77: TAV Portal - Homepage

►    Accessing the OBT on behalf of an EMT user in order to modify or cancel a trip through the Authorized Plans tab

1. In order to access the portal as one of the Travellers assigned to you, select Manage Travellers under the Travel Services section.  The Manage Travellers page will appear.
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Figure 78: TAV Portal - Manage Travellers

2. Once you are on the Manage Travellers page, you can select the Book Travel icon beside a Traveller’s name to access his/her Book Travel page.
[image: image80.png]Government - Gouvernement .
St Gotamaen Canadid

Py
[Home __ [AboutUs __TSiteMap _TFAQ ____ Tiearing ]

53

PR Travel AcXess Voyagess <

mail
Change Password
Personalization

Privacy Notice You are booking for Tommy Traveller
Statement

1 This will open in a new window.

“The trp plans listed in this table have been assigned a TAN and are ready for
Logout booking

Toview the details of atrp plan, selectthe Trip Plan Name. Please note that you

ot oty ot oo s oo e

You currenty have @
o Favourites To proceed directlyto OBT for booking, select the &8 icon,

selected. To add
favourites go to the
Personalization If your government organization does not support JavaScript, you will have to
Page use one of the following options below to book travel.

= Phone atravel counsellor at 1-800-514-3798,

RSN |- cuomian cecroncresenaton om

Request »  Faxyour reservation.

Manaoe Travelers 1P Plan tame | TAN
Vancouver 'VANCOUVER, BC,

Travel Information Ottawa TORONTO;

Travel Policies Toronto Aller  SPW949203 PEARSON INTL, ON, 2006/03/07 ‘Q

About the Agency Retour CANADA




Figure 79: TAV Portal - Book Travel

3. From the Authorized Plans tab, select the suitcase icon associated to the desired trip, to access the On-line Booking Tool on behalf of the chosen Traveller.
►    Accessing the OBT on behalf of a user who does not have access to the EMT in order to modify or cancel a trip through the Enter TAN and Book tab
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Figure 80: TAV Portal - Homepage

1. In order to access the portal as one of the Travellers assigned to you, select Manage Travellers under the Travel Services section.  The Manage Travellers page will appear.
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Figure 81: TAV Portal - Manage Travellers

2. In order to access the OBT on a user’s behalf who does not have access to the EMT, you must select the Book Travel icon.  In this case, you would select the Book Travel icon next to the user Rick Recommender who does not have access to the EMT.  The Book Travel page will appear.

(Tip:    1. From the Manage Travellers page, you may notice that some of your Travellers are not EMT users as they don’t have the Plan Trip icon (i.e. In the screenshot above, the user Rick Recommender does not have the Plan Trip icon that Amy Approver and Tommy Traveller both have).   Only EMT users will have this icon under the Actions column.
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Figure 82: TAV Portal – Book Travel
3. Once on the Book Travel page, you must type the trip TAN in the field and select the Book Travel button.  
4. Selecting the Book Travel button will open a new Internet window and direct you to the Begin Search page of the OBT.


(Tip:    1.  Please ensure to enter the same TAN as was used to book the trip when accessing the OBT to modify or cancel a trip for a Traveller.

10.3 Modifying and/or Cancelling an Existing Reservation
Modifying or cancelling a reservation through the OBT can only be made prior to the reservation being ticketed. If the reservation has already been ticketed, contact Travel AcXess Voyage for assistance. This will be discussed in detail in the next few pages.  
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Figure 83: Begin Search – Modifying a Reservation
►    Modifying an existing reservation that has not been ticketed.
1. Once you have accessed the OBT through the TAV portal, select My Trips in the menu bar at the top of the home/Begin Search page.

(Tip: 1. Airline tickets are issued virtually immediately after a reservation is made. 
 
10.4 Selecting Trips to Modify

The My Trips screen lists the previously booked or Upcoming Trips, the Past Trips and the Cancelled Trips.  
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Figure 84: My Trips
►    Selecting a reservation to modify or cancel.
1. Select View beside the desired itinerary that you want to modify or cancel.
When the View button is selected, a summary of the trip will appear.   If changes are not required select Exit My Trips

(Tip: 1. The “Record #” and the 6 alpha characters under Notes represent the file locator code which you need when calling Travel AcXess Voyage.
2.  The following describes the three sections of the My Trips page:

· Upcoming Trips is a list of itineraries or future trips that have been purchased, but not yet traveled.
· Past Trips lists travel previously taken.  These trips appear in the OBT for 25 months.  Displaying Past Trips can be handy if you need to refer to a previous itinerary.
· Cancelled Trips list itineraries that have been purchased and subsequently cancelled. Similar to Past Trips, Cancelled Trips will appear in the OBT for 25 months. Refer to the Cancelled Trips to verify that your reservation has been cancelled.


10.5 Modifying a reservation that has been ticketed
If a reservation has been ticketed, the My Trips page will not display links to prompt you to modify or cancel your reservation. These links normally appear in the column directly below the date.  Should this be the case, contact Travel AcXess Voyage and they will assist with the modification or cancellation of the reservation.

Cancellation and modification prompts are explained on the next page.
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Figure 85: Review of a ticketed reservation. 

►    Reviewing a ticketed reservation.

1. As there are no links available to cancel or modify the reservation, contact Travel AcXess Voyage for assistance.

(Tip: 1. Please note that you may still add or modify your flight seat assignments even after your reservation has been ticketed by clicking on the Select Seats button.  This will redirect you to the Reserve Seats page.  (Refer to section 5 for more details on reserving your flight seats).  

10.6 Modifying or Removing Segments
If your reservation has not been ticketed, the My Trips page displaying the Modify and Remove buttons will appear. There may be 4 distinct segments depending on your reservation.  The first is the air segment, (Ottawa to Toronto), followed by the hotel, car and return flight segments. To change a segment, select Modify.  To cancel a segment, select Remove.

(Removing a segment will completely delete this item from your itinerary. Only one segment can be modified or removed at a time).
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Figure 86: My Trips - Modification
►    Modifying/Cancelling an itinerary segment.
1. Select Modify to change an itinerary segment.
2. Select Remove to cancel an itinerary segment.
Cancelling an entire reservation is reviewed in section 10. 
10.7 Confirming Modified Segments
When modifying the flight, a warning sign will display suggesting that the original fare cannot be guaranteed. This is because the airfare you originally reserved may no longer be available.
.  
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Figure 87: My Trip - Confirmation
►    Confirming the itinerary modification.
1. Select Ok to proceed with the modification. 
The OBT modifies the segment by removing it from the itinerary.  The Begin Search screen will then appear. 

10.8 Begin Search – After Modification 

When a segment has been modified the Begin Search screen re-appears prompting you to select your new segment. (In this exhibit you are prompted to select a new air itinerary).  
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Figure 88: Begin Search – Selecting a New Flight
►    Selecting a new flight.
1. Enter the flight destinations, dates and/or times using the same method outlined in section 4. 
2. Select Begin Search to proceed.

After selecting Begin Search the OBT will display available flights. At this point resume making your reservation as per the normal steps.
In this exhibit, the “From city/airport” and “To city/airport” fields are pre-populated with “YOW” (for Ottawa International Airport) and “YYZ” for (Toronto Pearson Airport) as these were the destinations selected at the start of the initial reservation.

Notice under Current Itinerary, the original flight still appears.
11 Cancelling a Trip
11.1 Cancelling an Itinerary/Trip
Cancelling a reservation is slightly different than modifying. When cancelling a trip, you cancel the entire itinerary and not specific segments as you would when modifying. 

As mentioned earlier, cancelling a trip cannot be done through the OBT if the reservation has been ticketed. Should this be the case, contact Travel AcXess Voyage for assistance.
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Figure 89: My Trips – Cancelling a Trip
►    Cancelling an itinerary
1. Scroll down on the My Trips page until you see the Cancel Trip button.
2. Select Cancel Trip to cancel your entire reservation - all segments of your itinerary.

11.2 Cancellation Details
Prior to cancelling the reservation, the Cancellation Details page appears. Agreeing to the cancellation is required before proceeding.
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Figure 90: Cancellation Details
►    Cancellation details
1. Beside I have read the information above and agree to cancelling this trip, insert a check mark into the box if you are ready to proceed.

2. Select Cancel Trip Now and the Cancellation Confirmation page will appear.

11.3 Confirming a Cancelled Reservation
After canceling the reservation, the Cancellation Confirmation page appears. This confirms that the reservation has been cancelled.
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Figure 91: Cancellation – Confirmation

►    Confirming a cancelled reservation.

1. Select My Trips to view your cancelled reservation.

(Tip: 1. Users are not able to cancel a trip involving an instant purchase carrier. Should it be necessary to cancel a trip involving an instant purchase carrier, contact Travel AcXess Voyage.

11.4 Reviewing Upcoming, Past and Cancelled Trips
The My Trips page now displays your trip in the Cancelled Trips section.
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Figure 92: My Trip – View Segments
►    Selecting Upcoming, Past and Cancelled Trips
1.  Select View beside the desired trip – in the Select column – to see complete details.
12 Using Help
12.1 Accessing Help
For specific OBT functionality there is a Help tab available at the top of each page. By selecting Help you have access to details showing you how to perform virtually every function. This includes, but not limited to, booking flights, hotels and cars and all other transactions required to complete your reservation.
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Figure 93: Begin Search – Accessing Help
►    Selecting Help
1. Select the Help tab (at the top-right of the page). 
12.2 Help- Displaying main page
When Help is displayed, the Welcome to Help for Your Business Travel Tool appears.

Help in the OBT has a similar layout to those in other software applications.
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Figure 94: Help Main Page
►    Review Help Tabs
Contents provides a high level overview of the application.  Select the various links to review more information. 
Index displays a comprehensive list of subjects that assist with the booking process. More detail on accessing index items are addressed on the next page.

Search provides the opportunity to “search” for a procedure.  For instance if you want to learn how to cancel a trip, type cancel into the search field and enter.  A list of subjects based on your keyword will appear.

Glossary defines a few travel terms to help understand the terminology used in the OBT. 

Print allows you to print the topic (s) displayed on your screen.

12.3 Help – Index Function
The Index function can be quite useful when accessing information on OBT formats.
[image: image96.jpg]@comems %}@Sumn Aﬁloﬂj Print ] [-search-

(e

Type in the keyword to find:

Gar preferences
Gar reservations
adding to upcoming trips
making
searching for

hn i o e I

charge ¢, Searching for a Rental Car

ata

Searching for a Rental Car

When you need to book 3 car rantal for your trip, you can antar
your saarch criteria and then selact tha car you vant £ book
From = lst of car vendors and car typas.

You can search for 3 car at the airport you are arriving at or at 3
location vithin your arrival city, If your site administrator allovs
you to saarch for cars at a city location.

How Do,

for 2 car at the airport
iy Location for a car at 2 location vithin 3 city

fight 522 Scarching for a Rental Car atthe Afport_travel reservations.

frequent waver progran i e
passport information
passwords
ravel visa information
upcorming trps
charge cards
addng
modiying
removing
sdating

N

Searching for a Rental Car at the Airport

When you need to resarve 3 car for your trip, you can enter
your saarch crteria and then select the car you vant to reserve
From = lst of car vendors and car types.

To search for a car at the airport

Y. R e e e s e




Figure 95: Help – Index
►    Using the Index function within Help
1. Select the Index tab to activate the Index.
2. In the Type in the keyword to find field type the topic of interest.
3. Press enter on your keyboard.
In this exhibit, the keyword Car was used and several options appeared, including car preferences, car reservations. Under car reservations notice the sub-categories, adding to upcoming trips, making and searching for. 

4. Select the subject of interest - in this exhibit searching for. This displays additional sub-menus including Searching for a Rental Car, Searching for a Rental Car at a City Location, Searching for a Rental Car at the Airport.  

Select the preferred subject and detail will appear in the right panel – in this exhibit Searching for a Rental Car at the Airport was the topic selected.
13 Logging Out

13.1 Steps to Logging Out
The Logout button is located at the bottom of the Reservation Complete page and in the top right corner of each page of the OBT.
Logging out is strongly recommended for reasons of confidentiality and security.  The session auto-logs out after 20 minutes of inactivity. When logged out, you will return to the Portal.
.  
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Figure 96: Recreation Complete – Logging Out

►    Selecting Logout

1. Select Logout to proceed.
13.2 Logging Out Confirmation
The Your session has been logged out screen appears after you have logged out or when the OBT times out. 

If your computer is inactive after 20 minutes, the session will time out automatically.  To continue, select the Travel AcXess Voyage Portal link.  Once in the portal, you can select the Home button to return to the Home page.  
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Figure 97: Session Logged Out

►    Returning to the Portal

1. Select the Travel AcXess Voyage Portal link to return to the portal.


(Tip: 1. When the session times out, all segments you have booked prior to purchasing 
                   your trip will be lost, so, when making a reservation, try not to let the system
                   sit inactive for more than 20 minutes.
2. In the event that your OBT session has not been used for 20 minutes your session will be automatically timed out for security reasons.  When this occurs you will receive a message which indicates that your session has expired.  Select the Travel AcXess Voyage Portal link which will redirect you to the portal and inform you that you are no longer logged into the system. To login again select the Login link under User Status.  The system will prompt you to sign into the portal once again.  Once logged in, please proceed to the OBT to book your travel.

14 Travel Arranger

14.1 Travel Arranger Introduction

A Travel Arranger is an individual who has been designated to make travel reservations and manage traveller profiles on behalf of other employees.  The Travel Arranger logs into the Travel Access Voyage (TAV) portal with their own TIN and then needs to choose the traveller for who he/she wishes to book a trip from the Manage Travellers page. 
.  
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Figure 98: Travel Arranger Home Page

►    Accessing the Manage Travellers Page 

1. From the portal Home page select the Manage Travellers link in the Travel Services section of the left navigation bar. 

You will proceed to the Manage Travellers page.
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Figure 99: Manage Travellers Page

►    Choosing the Traveller and the Action

1. Select the airplane icon associated to the traveller for whom you wish to book a trip. 

You will be directed to the Book Travel page, on the Authorized Plans tab.
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Figure 100: Book Travel – EMT User Traveller

►    Accessing the OBT – EMT User

1. Select the suitcase icon associated to the trip you wish to book.

You will proceed to the On-line Booking Tool home/Begin Search page.

If the traveller for whom you are booking a trip is a non- EMT User, you will instead be directed to the page in the figure below.
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Figure 101: Book Travel – Non EMT User Traveller

►    Accessing the OBT – Non-EMT User

1. Enter the TAN for trip in the text box. 

2. Select the orange Book Travel button.

You will proceed to the On-line Booking Tool home/Begin Search page.


(Tip: 1.  Please note that when you enter a TAN in the portal for one of your travellers, the TAN will be associated to this individual’s TIN.  Therefore, once the TAN has been associated to one TIN, you will not be able to use this TAN for any other traveller.


14.2 Arranging Travel For:

At the top left of the home/Begin Search page you will notice the name of the individual for whom you are arranging travel. 

At this point proceed with the reservation following normal steps.
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Figure 102: Home Page/Begin Search – Arrange Travel For

►    Arranging travel for another employee.

1. Verify that you have selected the right traveller. 

2. Proceed by following normal steps to making a reservation.


(Tip: 1.  In the event that a Travel Arranger does not have a valid Government of Canada e-mail address but wants to receive a copy of their traveller’s travel itinerary they need to state this as a request (including their fax number) in the General Requests or Special Needs section of the OBT when making the booking.


Appendix A
A.1
Reserving VIA Rail
Making a VIA Rail reservation is similar to booking a flight. Just as you would when booking flights you will see the same pages prompting you to enter your dates, destinations and class of service etc. 
Similar to airports, VIA Rail stations are identified by 3 letter codes. To locate these codes, select the Common Via Rail station codes link at the top of the home/Begin Search page.
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Figure 103: Partial list of Common VIA Rail 3 letter Station Codes
►    Selecting Via Rail station codes.
1. Make note of the VIA station code, and close the page by selecting File and Close in the Internet browser.

(Tip: 1. The major difference between booking a flight and making a VIA Rail reservation is that you will not receive an electronic ticket with VIA Rail.  You will receive a paper ticket delivered to your TAN address which you have entered in your Traveller Profile in the TAV portal.


A.2
VIA Rail – Selecting Available Times
On the Available Flights screens, notice how VIA Rail (and only VIA) appears. Just as you would for a flight, choose Select beside the desired departure time.
[image: image105.png]* Indicates Government negotiated rates may apply/Vous pourriez avoir droit aux tarifs négociés du gouvernement.

Available Flights

Ottawa (XDS) to Toronto (YBZ)

Sorted By: Time (clossst to inquiry)

Flight 10f 2

Leaves: Hon, 10 ul 2006

Ailine/Flight AV | Daparts AV

Arives AV

Notes

Preferance AV

Etimated price AV

s

Departs 08:40

Finish Building Your Itinerary For Camplate Price

w/ne

Flight 45
Ecanamy

10 ul, 2006 08140

Ottaus, Ontaris (XDS) Toronto, Ontario (YBZ) WA on-time
10ul, 2006 13:00

7 stop flight
347 km

Total flight time 4:20
Trsin

Departs 06:00

Finish Building Your Itinerary For Camplate Price

w/ne

Flight 41
Ecanamy

10 ul, 2006 08100

Ottsus, Ontaria (XDS) Teronts, Ontario (YEZ.
10ul, 2006 10:13

WA on-time
7 stop flight

347 km

Total flight time 4:13
Trsin

Departs 12:30

Finish Building Your Itinerary For Camplate Price

w/ne

Flight 45
Ecanamy

1001, 2006 1230

Ottsus, Ontaris (XDS) Teronts, Ontaria (YEZ.
10ul, 2006 16156

WA on-time
6 stop flight

347 kM

Total flight time 4:26
Trsin

Departure city:
o5 Find citu/airport
Arival City:

ez Find aty/sirport

Search Type
@ schadule

© prica

Departure Date/Time!

07| [Jul =] [a00 -

Return Date/Tirme.

Cabin Class
econormy/écanormioue =

Ticket Type:
Lowest Available -





Figure 104: Available Flights – Rail 
►    Selecting Via Rail.
1. Click on Select beside the desired train.

(Tip: 1. Please note that if you wish to book VIA 1 rail, you will have to select Business from the Cabin Class drop down menu on the Begin Search page of the OBT.

2.  If your search results show flights with the rail results, this means that the trip does not have a direct routing.  You will have to create your trip as multiple destination trip going through major VIA Rail stations.  For example, if you are travelling from Montreal to London Ontario, you would have to book your trip from Montreal to Toronto, then from Toronto to London. 


A.3
VIA Rail – Seat Selection
VIA Rail seats cannot be requested through the OBT, so proceed by selecting Reserve Seats. (Even though the screen displays a Skip Seat Selection button, continue by selecting Reserve Seats.)
VIA passengers travelling in regular economy select their seats when boarding the train.  For VIA 1 or business class passengers, the VIA reservation system automatically assigns seats, however, this information does not appear in the OBT.  Please consult your itinerary for the assigned seats or contact Travel AcXess Voyage.
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Figure 105: VIA Rail Seat Selection
►    Selecting Seats
1. Select Reserve Seats.  (The VIA reservation system automatically assigns seats)
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