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Enter your departure 
and arrival 
information. 

Click on the globe to 
add the locations. 

If you have added 
travel reservations this 
will automatically be 
completed IAW your 
reservations. 



Choose the “State” from the drop 
down and enter the City in the 
“Site” box and click “Search”.

Select the appropriate location for Per Diem rate purposes.

Click “Save and Close”

1.

2.

3.



Select the “Mode of Transportation” from the drop down. 
POV is only authorized with written approval from XO.

Click “Save and Next Step”



Verify all entitlements are accurate.

If you added your travel reservations in 
Step 2 your airfare and lodging will 
automatically populate in your expenses.

This expense is automatically added to 
every auth/claim don’t worry about it.

If auth POV by ADMIN/XO click “Add New Expense”



THIS SLIDE IS ONLY FOR MEMBERS WHO HAVE WRITTEN APPROVAL
FOR POV REIMBURSEMENT FROM XO/ADMIN ON THEIR CG-2070



THIS SLIDE IS ONLY FOR MEMBERS WHO HAVE WRITTEN APPROVAL
FOR POV REIMBURSEMENT FROM XO/ADMIN ON THEIR CG-2070



Double Check all expenses have been added and verified

Click “Next Step”



If your trip includes travel from FY21 (September 2021) 
please refer to “ETS Guide: Account Codes for FY21 & 
FY22 Travel” to assist in adding your account codes

Click “Select Account Codes” to add accounting information





If your amount isn’t exactly this that is 
okay, this amount is going to change 
depending on specific travel entitlements.

Click “Save and Next Step”



This is a good example of what it looks like if you haven’t followed policy when 
arranging travel. Because this isn’t a real authorization I did not actually make hotel 
reservations. If you neglect to make your travel reservations in ETS and attach it to 
your authorization, or you pick a flight/hotel/rental car that is out of policy you will 
have to give a policy justification and possibly an amendment from admin. 

If you book everything according to policy there will be nothing to do on this page. 

Click “Save and Next Step”



FOR ALL TRAVEL THAT BEGINS AFTER 05JAN22 CURRENT GUIDANCE SAYS THAT CG-2070s ARE NOT NEEDED

If you have any documents to attach to your 
authorization click “attachments” to add.

Examples of attachments for an authorization 
are a TDY Request (CG-2070) or an approved 
conference request form. 



Click “Add Attachment” and choose 
the documents you want to upload



Click “Exit window” after the 
attachment is successfully uploaded



Scroll down and click “Send to Approver”

This will send your authorization to the Funds 
Approvers, once they review and approve it 
will be forwarded to the Authorizing Official 
for approval. 



  
AUTHORIZATION HAS BEEN 

APPROVED BY AN AUTH. OFFICIAL
WILL YOU BE ABLE TO PRINT OFF 
YOUR TRAVEL AUTHORIZATION 

(“ORDERS”)

SEE THE NEXT SLIDES FOR A 
GUIDE TO PRINT A COPY OF YOUR 

E2 TRAVEL AUTH





This example authorization has not been approved by an AO. Once it is 
approved there will be a green check mark in the “Auth” column

YOUR AUTHORIZATION MUST BE APPROVED FOR YOUR PRINTED 
TRAVEL AUTHORIZATION TO BE VALID
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