Announcement:  New Travel Processes

COLSA now has the Deltek electronic Time and Expense system for entering all expense authorizations and expense reports.  Employees must fill out an electronic Expense Authorization (EA), located at https://tande.colsa.com/DeltekTC/welcome.msv, for travel beforehand.  Travel Inc will no longer be part of our travel approving process.

Effective immediately, COLSA will no longer require Travel Incorporated to obtain approval from your supervisor before completing your travel reservations.  This approval process will commence internally within the Deltek Time & Expense system when you fill out the EA. When you receive approval from your supervisor to travel via Deltek, you must then contact Travel Inc to advise them to purchase your ticket.  Please see the new travel 

processes below.

1. Contact Travel Incorporated to obtain estimated cost of your travel request at 877.805.7114 or use the online Trip Manager. Use this information to estimate the cost of your  entire trip to fill out an EA. 

2. Travel Incorporated will send you an eItinerary, but will NOT purchase your reservation at that time.

3. You will obtain approval from your supervisor via Deltek. 

4. Once approval is obtained, you will request Travel Inc to PURCHASE your ticket by responding from within the eItinerary you received via email from Travel Incorporated by clicking PURCHASE TICKET NOW.  Please see the attached screenshot to see where this link is located within the eItinerary.

* Note:  Your reservation will not be purchased until YOU advise Travel Inc. 

ACTION NEEDED:  We need your help to make this a smooth transition for COLSA and Travel Incorporated.

Please log into your Travel Incorporated eProfile to update your email recipients.  Your profile may contain up to 4 additional email addresses to receive a copy of your Travel eItinerary.  So if your supervisor or Project Manager would like to receive a copy of your eItinerary, enter their e-mail address in there.  Please take a look and remove any email addresses that are no longer required.  You may not be aware of all who currently receive your eItineraries, so please take a moment to review your eProfile.

1. To access your eProfile

2. Go to the COLSA Travel Portal at 

3. http://online.travelinc.com/Services/index.cfm?CID=colsa
4. Click on View my Personal Travel Portal

5. Enter Company:  COLSA

6. Enter User Name:  last name (space) first initial   **Example:  Greene E

7. Enter your Password: 

When you return from your trip, if there are any changes of dates or additional project numbers that need to be added from what was originally entered on the Deltek authorization, you must change those dates to reflect the actual business dates or add the project numbers BEFORE you start your "Expense Report".  In starting your actual "Expense Report", make sure to pull in the correct expense authorization from the selection drop down box under "AUTHORIZATION".  As always, the travel department is very willing to help whenever needed.

Eileen Luther:  256-964-5280 or eluther@colsa.com

Melissa Brown:  256-964-5288 or mbrown@colsa.com

Thank you so much for your support.

