CALTRANS TRAVEL TIP 2004-15
NEW PROCEDURES TO REQUEST A RESX ACCOUNT
(September 27, 2004)

This note has been approved by Clark Paulsen, Acting Chief of the Division of
Accounting, to be sent to All Caltrans E-Mail Users by the Travel Policy
Section. The Caltrans Travel Tip is intended to communicate the
Department's travel policies quickly and efficiently to all Caltrans employees.

In April 2004, the Department implemented an on-line booking
system (ResX) to reduce travel agency fees. ResX allows travelling
employees to request airline tickets, rental cars (at airport
locations), and hotel accommodations electronically.

Effective immediately, the process to request a ResX account has changed.
Below are the instructions for travelling employees and supervisors.

Travelling Employees (non-supervisory)

Please call Navigant’s call center, known as EC Help, at 1-866-299-7374 and
provide the following information:

Name

Employee ID Number (without the "s")

District

Supervisor's Name

Supervisor's Employee ID Number (without the "s")

EC Help will establish the account and verify that the traveler’s supervisor is
listed as a "Trip Authorizer" within the system. If a supervisor is not
authorized in ResX, EC Help will verify who is available, in the interim, to
approve travel for a specific District.

Instructions for using the system can be accessed through the Internet at

http://www.dot.ca.gov/ha/asc/travel/resx.htm
Supervisors

Supervisors who do not have a ResX account and who approve travel requests
must contact the Division of Accounting for access. See below for a list of
contacts and required information. Once established, an e-mail will be sent
with instructions on how to access and use the system.


http://www.dot.ca.gov/hq/asc/travel/ch10/1ResX.htm

To gain access to ResX, please e-mail either:

Nancy Ledesma
Jackie Wood
Gilbert Petrissans

The e-mail must include:

Name

Employee ID Number (without the "s")

District

Manager’s Name

Manager’s Employee ID Number (without the "s")

If you have questions or require additional information, please contact either
Nancy Ledesma at (916) 227-9092 or CALNET 498-9092 or Gilbert Petrissans
at (916) 227-9079 CALNET 498-9079.

For individuals with sensory disabilities, documents may be
obtained in alternate formats. To obtain such services, please e-mail
Gilbert Petrissans at Gilbert_Petrissans/HQ/Caltrans/CAGov@DOT or
Nancy_Ledesma/HQ/Caltrans/CAGov@DOT. TTY users may also call
1-800-735-2922.

Happy Travels.
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