FAA Mission Essential/Emergency Travel and Canceling Trips in E2. 
You must be authorized to travel by your Agency, contact your travel POC’s for more information.
E2 Solutions will remain active during furlough.
· If your travel authorization is finally approved by your organization in E2 and then rejected by the financial system due to no funds available (showing in a revised status), follow the manual authorization process and call CWTSato to have your reservations ticketed, provide the confirmation code associated with your reservations.
· If no approvers are available, follow the manual authorization process:
· Obtain written approval from an official authorized to approve travel.
· Book reservations via the “Make Reservations” feature on the E2 homepage.
· After confirmation, a code will appear—save this code.
· Four (4) business days before departure, call CWTSato and provide the confirmation code to complete booking and ensure ticketing.
· Create and process the travel authorization in E2 after the furlough has ended.

Canceling a Trip or Reservation in E2
To avoid cancellation fees, it’s your responsibility to cancel any trip or reservation you no longer plan to take.
If you have made held reservations, you must cancel both the reservation and the trip. When you log into E2, a warning message will appear on your landing page if you have any items listed under Held Reservations.

Canceling an Approved Authorization (before your trip starts)
1. Log into E2.
1. Click the Trips tab at the top.
1. Find your upcoming trip and click Show.
1. In the left column, under Extras, select Cancel Trip.
1. Follow the prompts to cancel the trip and review whether any expenses still need to be vouchered.

Canceling a Trip with a Pending Authorization
1. Log into E2.
1. Click the Trips tab at the top.
1. Find your unapproved trip and click Show.
1. Scroll to the bottom and click Recall.
1. After recalling the document:
· Go back to the Trips tab and click Show for that trip.
· In the left column, under Extras, select Cancel Trip.
· Follow the prompts to cancel the trip and check if any expenses still need to be vouchered.

Canceling Held Reservations
1. Log into E2.
1. If you have held reservations, a warning message will appear on your landing page.
1. From the At A Glance tab, open the Start a Travel Document drop-down list and select Show Held Reservations.
1. Click Cancel next to the reservation you want to remove, then confirm the action when prompted.
For more detailed guidance please see ESC's User Guide "Canceling a Document".
For more information, visit the FAA's Furlough Guidance page.
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