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Hello All,
 
As many of you are gearing up for our December Commission meeting there has been some issues with the agency’s travel card not
automatically loading when trying to purchase airline tickets on Atmos. If you see the screen below, please make sure that the flights you
are selecting are flights at the government rate. To make sure that you are only viewing flights at the government rate, make sure that you
are on your Atomos business account and that you select “WA State govt” in the special fares dropdown AND that the “Show only special
fares” box is selected (see page 26 and 27 in the SCC Travel Tips PDF and screenshots below). As always, let me know if you have any
questions or are having any issues!
 
 

 
What to select to ONLY view government rates:
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Travel How-To 







Enterprise How-To







Start by going to www.enterprise.com



http://www.enterprise.com/





In the Location field enter your pick up 
location (in this example we are using SeaTac Airport)







In the Promotion Code or Account 
Number field enter: XZ45A55







The state contract no longer states what the 
“preferred” vehicle type is, however please choose 


the most economical vehicle that meets your 
business needs. 


(Also note at the top the account number was added, it now says
 WAS WA ST CONSERVATION COMM-NASPO)







Next, it will ask if you want to add on any extras, we do not get special 
contract pricing for any of these features and you must be able to show 


a business need for these charges.







Next it will ask for your contact information, and for you to 
confirm the purpose of the trip is for State Conservation 


Commission business, once you confirm the purpose of the trip 
is for State Conservation Commission, another box will pop up 


asking for the billing # 17199917.







Next it will offer to save you time at the counter by providing your 
drivers license number. You are not required to do this online, you can 


do it at the time of pick up. Click Reserve Now. You should get an email 
confirmation.







Reminder about refueling of rental vehicles:


It is preferred that you use option C, refuel the vehicle before it is returned, as this is the most cost effective 
method for the state. If special circumstances arise, weather/traffic delays and you run the risk of missing 
your flight, it’s okay to return the vehicle with less than a full tank of gas. This should only be done when you 


run the risk of missing your flight. If you need to do this please send an email explaining the situation to 
Sarah & Ashley so we can put it with the bill for audit purposes.







Hertz How-To







Go to: https://www.hertz.com/rentacar/ap/ap-login



https://www.hertz.com/rentacar/ap/ap-login

https://www.hertz.com/rentacar/ap/ap-login

https://www.hertz.com/rentacar/ap/ap-login





In the Applicant Program Number 
field enter 44114197. Click Login.







Please enter password: 
Conserve01







You are ready to reserve your vehicle. 
Please make sure that the “1 Code Applied” is shown on this page.







The state contract no longer states what the “preferred” vehicle type is, 
however please choose the most economical vehicle that meets your business 


needs. 







Next, it will ask if you want to add on any extras. Insurance coverage is pre-
selected and there is no need to make any changes. 


We do not get special contract pricing for any additional features and you must be able to 
show a business need for any of these charges.







Please enter your driver 
information and enter “0” in the 


Authorization Number field. Click 
Submit.







It is preferred that you return the vehicle with a full tank 
of gas, as this is the most cost effective method for the 


state. 


If special circumstances arise, weather/traffic delays and you run the risk of missing 
your flight, it’s okay to return the vehicle with less than a full tank of gas. This should only be done 
when you run the risk of missing your flight. If you need to do this, please send an email explaining 


the situation to Sarah & Ashley so we can put it with the bill for audit purposes.







Drive safe and don’t forget your 
driver’s license!







Alaska Atmos How-To







Atmos for Business


• If you don’t already have an Atmos for 
Business account, please contact Ashley 
Wood to setup 







Go to alaskaair.com
•  Click the person icon in the top right hand 


corner and hit the “Sign-in” button



https://www.alaskaair.com/search/





Enter your User ID and password 
and hit the “Sign-in” box


Per State 
Contract







Once signed in, click on the box that will 
have your first initial. Then click “Switch to 


business account” to ensure you will be able 
to book government airfare rates







Enter your desired airports and dates and make sure you 
select “WA State govt” in the Special Fares dropdown. 


Ensure that it says “State Conservation Commission in the 
upper right hand corner.







You will also need to select the “Show 
only special fares” box. Then select 


“Search flights” box







If you are automatically signed into your business 
account when you sign in, your screen will look like 


this. Make sure to select the “Show only special 
fares” box and select “WA State Govt” in the 


dropdown







You will know that you are viewing 
government rates if you only see one flight 
option and flights are labeled “Main”. Select 


the flight you would like







Select return flight you would like. Make 
sure you are still only viewing government 
fares by ensuring that there is still only one 
option for flights and they are labeled “Main”







Confirm flight details and select “Add to cart” 
button.







Confirm flight is refundable and that total 
cost is within the price on state contract for 


flight route. Hit “Continue to checkout”







Select Passenger name in dropdown- whether 
yourself or employee you are booking flight for 







Select contact in the “Contact name” dropdown 
and then hit green “Continue” button at bottom of 


page







Either select or skip seat selection. Only 
select seats that are labeled “Main” and do 


not have an extra cost.







Once seat selection is complete, make sure the 
total due for seats is $0 and hit “Continue to 


payment” button







The final page will be the payment screen. 
Ensure name, flights and price are 


correct….







Any add on outside of flight base price and 
associated taxes are NOT allowed per state 


contract and will need to be reimbursed if selected. 
Select NO for travel insurance and EverGreen 


Journey options







Make sure SCC Travel Card is selected and all information is inputted. 
Make sure you are purchasing at government rate. There will be a 


notice that states what is highlighted below. Hit “Purchase”







That’s it!
You will get an email confirmation with flight 


information. Send email to 
awood@scc.wa.gov 



mailto:awood@scc.wa.gov





Guidelines on Personal Time 
while on Business


This Photo by Unknown Author is licensed under CC BY-SA



https://commons.wikimedia.org/wiki/File:Hybrid_vacation.JPG

https://creativecommons.org/licenses/by-sa/3.0/

https://creativecommons.org/licenses/by-sa/3.0/

https://creativecommons.org/licenses/by-sa/3.0/





Personal Leave while on Business 
Guidelines


• Per the Official of Financial Management, it is allowable to take personal leave 
while travelling on business as long as agency doesn’t incur any extra expenses 
beyond what the agency normally would incur. To demonstrate that there will be 
no extra costs, proper documentation is required







Personal Leave while on Business 
Guidelines (continued)


• If you are wanting to take personal leave, contact Sarah and Ashley and they will 
help guide you with capturing appropriate documentation. For the following will 
be required to document that will be no extra costs:
o Screenshot of flight with amounts that you would be purchasing if ending trip like you normally 


would and not taking personal leave
o Work with hotel to make sure that any personal charges will be on personal card and that work 


related charges will be charged to SCC
o Any costs such as parking that will include personal and work expenditures should be paid on 


personal card and you can ask for reimbursement for work related expenditures via TEMS
• Contact supervisor for HR purposes to get approval of leave ahead of time
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From: Wood, Ashley (SCC) <AWood@scc.wa.gov> 
Sent: Tuesday, October 28, 2025 8:20 AM
To: SCC DL All Staff <sccallstaff@scc.wa.gov>
Subject: Updated Travel Presentation

 
Good Morning,
 
Atmos has made some changes with the process of booking flights on their website. I have updated the travel presentation and it is
attached. Please feel free to reach out if you have any questions!
 
Ashley Wood, Fiscal Analyst



Washington State Conservation Commission
Office: 360-878-4093
Office hours: 7:00 am – 4:00 pm | scc.wa.gov
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