Away We Go Travel

Management Council — October 4, 2022




Away We Go Travel

Away We Go Travel (AWGT) is available to RSCCD employees to
arrange airfare for reasonable and necessary business-related travel
by air.

AWGT offers an online travel portal for reservation requests during
core business hours of Monday — Friday, 9:00 a.m. —4:00 p.m. and is
available 24/7 for those who may need assistance while travelling.

This service allows employees to charge airfare to a District account
Initially and make payment to the account via purchase requisition.



Away We Go Travel

Contact:

On-line portal: https://www.awaywegotravel.com

Email: awaywegotravel@outlook.com

Phone: (562) 690-3339


https://www.awaywegotravel.com/
mailto:awaywegotravel@outlook.com

Away We Go Travel

Step 1 — Conference Travel Form Step 2 — Contact AWGT

= Complete a Conference Request " For employees who are travelling,
Claim Form: log into www.awaywegotravel.com
https://rsccd.edu/Departments/Fis website.

cal-Services/Pages/Fiscal-Services-
Department-Forms.aspx

= For groups of 10 or more travelers,
= Estimate airfare cost contact AWGT at: (562) 690-3339 to

set up a group profile
= Obtain management pagroupp

approval/signature on form


https://rsccd.edu/Departments/Fiscal-Services/Pages/Fiscal-Services-Department-Forms.aspx
https://rsccd.edu/Departments/Fiscal-Services/Pages/Fiscal-Services-Department-Forms.aspx
https://rsccd.edu/Departments/Fiscal-Services/Pages/Fiscal-Services-Department-Forms.aspx
http://www.awaywegotravel.com/

Away We Go Travel

Business Travel Q=i

Step 3 — Create a profile

Facilitating business clients for over twenty years.
= Click “New Traveler” to create

a profile

= After a travel profile has been
created, choose “Repeat
Traveler” for future use

m CI | C k “ Tra ve I er P rofl I e” to e d |t New Traveler Repeat Traveler Traveler Profile



Away We Go Travel

New Jraveler Reservation {2 - Business Travel - New Traveler Reservation
Requestor Name * @ Requestor Phone * @ Requestor Email * @ Organization @

Step 4 — Traveler’s Profile >
= Enter traveler’s information Traveler First Name * @ Traveler Middie Name @ Travele Last Name * @ Traveler Gender * @
= Verify all information is correct Must Match Legal Must Match Legal 0 Must Match Legal 0 o

prior to clicking “submit”
. FIEIdS must matCh the Traveler Birth Date * @ Traveler Cell Phone * @ Traveler Email * @ Comments @

information on your legal travel

ID (Drivers License, Passport, etc.) ittt il i skl

= You may edit the information as
Changes are necessa r'y’ prior to Return Date @ Return From @ Return To @ Return Time @
next request.

Preferred Carrier @ Fare Type @ Authorization @ ** FAA Airport Codes @

~ Bundled - Adv Seat, Carryon, Fee fi  « LAX - Los Angeles, CA ~



Away We Go Travel

Organization:

e Select RSCCD
Rancho Santiago
Community
College District

/

T

Comments:

e Add frequent flier
mile account
number

e Add seat
preference (aisle,
window, front of

plane, rear, etc.

/

Fare Type:

e Do not change
from default —
“Bundled”

/

Authorization:

e Type in —
Purchase
Requisition
Number

/



Away We Go Travel

AWGT will provide a quote “Itinerary” for your review within 10-15 minutes after
receiving your request. If itinerary is acceptable, follow these steps:

1. Immediately process a purchase requisition (PR) for the cost of the airfare as airlines will only hold reservations for 24 hours.
= Vendor: Farmers & Merchants, vendor # 2428705
Include the following on the PR:
= Name of employee traveling
= Event information, e.g, ACCJC Accreditation Training or ACCCA Annual Conference
= Dates: Outbound flight and Return flight
» Location: City and State (reminder, refer to list of restricted states: https://oag.ca.gov/ab1887)
= Two line items: 1) cost of airfare 2) Service fee which is $35 per transaction
= Request management approval of PR in approval queue.

2. Respond to email from AWGT indicating the flight is acceptable and provide the PR number within 24 hours of receiving the
itinerary. If you prefer changes, please communicate via the itinerary email.

Please note the following: The itinerary is a quote, it is not a confirmed ticket. If the employee fails to provide a response to the
email and include a PR number within 24 hours, the itinerary is automatically deleted by the system. You will need to start over.


https://oag.ca.gov/ab1887

Away We Go Travel

Itinerary Sample:
@ revay We Go “Travel DLI-TRP

Desk Level Instruction - Company Confidential 01 Mar 3015 M b @ Taacel DLLTEP
. ) 01 Mar 2015
Desk Level Instruction - Company Confidential
Purpose UNITED AIRLINES UA Flight Number 2034 Tuesday, 27 December

M

The purpose of this instruction is to help differentiate between a fravel guiofe and a fickefed reservafion CONFIRMED, CONFIRMATION DTFVB1

using TripCase Quotes (Ifinerary) contain estimated costs while ficketed reservations (Invoices) contain actual

Departure: SFO SAN FRANCISCO, CA
charges made. ) L . ) ) 10:35PM
The quote is locted in the “Priority Notes from your Travel Arranger” section and includes the total with all Terminal 3
taxes and fees (including agency fees) in US dollars, The ticketing requirement (last day to purchase) is also
stated. Generally the price will hold until close of business of the date stated. however, the airlines reserve the Arrival: LAX LOS ANGELES. CA
right to change fares at any time until tickered. Ticket(s) will only be issued once authorization is received. 11:59PM ’
- Terminal 7
Away We Go Travel - Please verify flight times prior to departure
562690 3339 Itinerary
awaywegotravel@outiook.com Cabin: Economy Duration: 1hour{s) and Z4minute(s)
Distance (in Miles]: 33T
Meal: Mo Meal Service Aijrcrafi BOEING 737-2800 JET

Shutruk Nahunte
Priority Motes from your Travel Arranger Seat(s) 20D
TOTAL W/ TAXES AND FEES 247.20 - PURCHASE BY 25AUG

ther Motes from your Trawvel Arranger
Trip to: SAN FRANCISCO, CA Reservation code: QDEwWMI * " AGEMCY FEES NOM-REFUNDABLE - TICKETS NON-TRANSFERABLE "

Passenger(s): HNAHUNTE/SHUTRUK Airline Reservation Code: DTFVB1 (UA)

WERIFY ALL INFORMATION - NAMES DATES. TIMES,CITIES AND FLIGHTS
CORRECTION/CHAMGE MAY BE POSSIBLE WITHIN 24HRS OF TICKET ISSUE

CHECK-IM 24HRS PRICOR TO FLIGHT USING AIRLINE WEBSITE
ﬁ UNITED AIRLINES UA Flight Mumber 2051 Swunday, 25 December CAMCELLATION, IF APPLICABLE, MUST BE MADE PRIOR TO FLIGHT TIME
COMNFIRMED, CONFIRMATIONE DTFVEB1 -
ACCEPTABLE COVID TEST RESULTS MAY BE REQUIRED TO TRAWVEL
Departure: LAX LOS AMNGELES, CA
B:15AM
Terminal 7

BAGGAGE POLICIES AND FEES WARY BY AIRLINE, FREQUENT FLYER
STATUS, SERVICE CLASS, NUMBER: OF BAGS, TYPE, SIZE AND WEIGHT.

CHAMNGES MAY BE POSSIBLE PRIOR TO DEPARTURE WITH A POSSIELE

Arrival: SFO SAN FRANCISCO, CA PENALTY. ASSESSED PER TICKET. PLUS ANY FARE DIFFERENCE.

S0AM -

Terminal 3 CREDIT,LESS ANY PEMNALTY PER TICKET, MAY BE USED FOR FUTURE
TRAVEL WHICH MUST BE COMPLETED WITHIN ONE YEAR FROM IMITLAL
DATE OF PURCHASE. NO CANCEL PRIOR TO FLIGHT FORFEITS FUNDS
Please verify flight times prior to departure i
FEDERAL LAW FORBIDS THE CARRIAGE OF CERTAIN HAZARDOUS
MATERIALS, SUCH AS AEROSOLS, FIREWORKSE AND FLAMMABLE

Cabin: Econemy Duration: Thour{s) and 35minute(s) LIQUIDS ABOARD THE AIRCRAFT. IF YOU DO NOT UNDERSTAND
Distance (in Miles): 237 THESE RESTRICTIONS. CONTACT YOUR AIRLINE OR GO TC
Meal: Mo Meal Service Aircraf: M8 PACK SAFE - HAZMAT AT WWW.FAA GOVIABOUT/INITIATIVES
Shutruk Nahunte IMPORTANT INFO WWW AWAYWEGOTRAVEL COMIMEORTANT-INFORMATION-2/

Seat(s) 20D -
- THANK YOU FOR CHOOSING AWAY WE GO TRAVEL CST 1006258-10




Away We Go Travel

Electronic Invoice Sample:

;ﬁwy Bl ga Tracvel DLI-TRP
Desk Level Instruction - Company Confidential 01 Mar 2015 M % ﬁﬂ W DLLTEP

Desk Level Instruction - Company Cenfidential

Omnce ticketed. a subsequent email is sent with an invoice. frnveices are generared oniv when a debit o1
credir is ransacted. The notes section contains the Airline Confimrmation number and ticketing authorization. Fram SFO SAN FRAMNCISCO, Ca Deeprts 10:330pm

Away Te Go Travel
Phone: S62-690-3339

awaywegotzavel@oatlook com
To LAX LOS ANGELES, o2 arrives 11:39pm

Durstion
Electronic Invoice

Prepared For:

1hr(s] 24mings)

MNAHUNTE/SHUTRUK Type BOEMG TET-200 JET neal
E— [p—
saLES FERSON AH
Se2t(s] Detaits NAHUNTE/SHUTRUS Seatfs)—25a
INWOICE NUMEER 2081181
Ticket Information
INWOICE ISSUE DWETE 24 Aug 2022 Service Fee XD OS2E11E252 Passenger MASUNTE/SHUTRUIK
RECORD LOCATOR DTFVB1 Billed W OO0 IS 1 uso 30.00
Ticket Mumber AM TFITEETEIL Puzzanger MAMUNTE/SHUTRUK
CUSTOMER reULEER rsccoa
Billed toc W RO MO AL uso * 21720
G
prasa—
Total bass fare smount uss z05.18
[
AUMLIKE COMPIBRATION — DFFVEL Totsd Taxes UED 3213
s v amcas
Net Creas Card Billing *USD 247 20
Tots amownt Due uso c.o0

DATE: Sun, Dec 25
Flight UNITED AIRLIFGES 2051

0 MERARY MO 5
= AGEMCY FEES MON-REF UMD ABLE - THOCETS MOM-TRARSFERABLE = =

From LAX LOS ANGELES, CA Departs E:135am -
VERPY AL IMFORMATICN - WAMIES DLATES TIMES CITIES AND FLIGHTS CORRECTIOM/CHANGE MAY BE FESS BLE WITHIN
AN OO TICKET tSUE
CHECK AN 24HRS PRI TO FLIGHT USING AMMLINE WERSTE CANCELLATION IF AFPLICASLE MUST SE MAGE PROR 1O FLIGHT
To SFO SAN FRANCISCO, CA Arrives =cs0pm T
ACCEFTASLE COMID TEST RESULTS MAY BE RECAIIRED F0 TRAVEL
BAGGAGE FOLCIES AN FEES WARY B¥ AIRINE FRECUENT FLYER STATUS SERVICE CLASS NUMEER OF BAGS TYPE SIIE AND

Durstion ‘Casin WEKGHT.

CHANGES AT BE POSSELE FRICR TO DEFANTURE WITH A POSSIBLE FEMALTY ASSESSED FER TIOKET PLUS ANY FARE

=) 3miny oS EmERCE.

S S er CREDT LSS ANY PENALTY PER TICCET MY BE LISED FOR FUTURE
L BoEmS s TRAVEL WHICH BLIST B COMPLETED: WITHIM CNE YEAR FROM INITIAL
DATE OF PURCHASE | MO CAMCEL PRSI TO FLIGHT FORFEITS FURDS

== Han step FEDERAL LAW FOABEDS THE CARAGE OF CERTAIN HAZARDOUS

MAATERIALS SUCH AS AERGSOLS FIREWCIKS AND FLAMMASLE

Sear(s| Detnitz MAHUNTE/SHUTRUS seat(z)— 280 LRI ABELARE THE ARERART. IF YOU B0 MOT UKDERSTARE
THESE BESTRIETIONS CENTACT 1EUR ARLINE S G5 T8

PACK SAFE - HATMAT AT Wi/ W Fal SOV ABOUTARITIA TIVES

DATE: Tue, Dec 27
Flight LNITED AIRLIMES 2034

R TAMT INFO AW AW A E GO TRAVEL OO MO TAM TN FORM ATION- 2/

- THAMK VO FOR CHODSING AWAY WE 50 TRAVEL




Complete Conference Claim Request Form (CRF), obtain Management approval on CRF
prior to contacting AWGT.

Access online portal for AWGT for individuals, call AWGT for groups.

Click “New Traveler” to create profile, and request itinerary. Click Repeat Traveler if
profile has been completed.

Review itinerary email from AWGT, if acceptable, immediately process PR and obtain
management approval of PR in Colleague. Must be charged to a 5210 object code.

Respond to AWGT with your approval to process airfare, provide PR number in email.
Must be completed within 24 hours of original email from AWGT. AWGT will not ticket
a fare if an approved PR number is not provided.

If itinerary is not acceptable, communicate via email directly with AWGT.

Purchasing Services will process a purchase order, Accounts Payable will make payment
to the District account. Refer to BP/AR 7400 for travel guidelines.
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