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STEP 2: I book a trip 

I access my mission in NOTILUS 

 
 

 
 
I book a travel service 

 
 

 
 
 

  
 
 

My mission is created in 
NOTILUS (following my 
mission request in 
ETAMINE). 
Its status is To be 
completed 

The Généralités (Overview) 
tab contains the information 
entered in ETAMINE: it 
cannot be modified. 

The Voyage (trip) tab allows 
you to access the GOELETT 
portal to book a trip (plane, 
train, accommodation in 
France and abroad, car 
rental...). 

I accept the popup window 
opening 

1. I complete / modify if 
necessary 

2. I click on Réserver (book) 
to initiate the search on 
GOELETT 
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STEP 2: I book a trip 

By clicking on "Réserver" (book), I go directly to the GOELETT portal, where the 
information related to my service request is automatically transferred. 

 
 
 

 
 

 
 

 

 

 
 
 

  

  
 
 

After clicking on "Réserver" (book), wait for the booking status to display 
"Validation en attente" (validation pending) and check the message below, then 
close the GOELETT tab so that the bookings are integrated into NOTILUS. 

1. I select the service of my 
choice.  
(e.g. For transportation, first 
the outward journey, then the 
return). 
 
2. To add another service, 
click on Ajouter plus (Add 
more).  
 
3. Once I've chosen the 
service(s), I click on Suivant 
(next). 

5. I close the GOELETT tab 

4. I accept the terms and 
conditions and click on 
Réserver (Book). 
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STEP 2: I book a trip 

Bookings are repatriated and synchronized in Notilus 

 
 
 

 
 

 
 
 

6. I confirm the repatriation of 
my bookings in NOTILUS 
 
 
 
 
 
 
 
Following repatriation of the 
services (or travel segments), 
the mission is upgraded to 
« OM valorisé » status. 
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ETAPE 3 : I adjust my costs if necessary 

I continue to complete my mission  
 

 
 
I remember to modify my per diem if necessary 

 
 
I add a charge not entered in Etamine 

 

 
 
 

Expenses tab 
I always adjust my costs as 
closely as possible:  
- deduct overnight stays if 
accommodation has been 
booked via the market 
(GOELETT services) 
- add an expense not 
foreseen in ETAMINE, 
- modify or delete a cost 
downgraded from ETAMINE 
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ETAPE 3 : I adjust my costs if necessary 

I add a receipt 

 
 
I issue my mission statement 

 
 
 

 
 
 

 
 
If necessary, I get my signed OM back  
 
I'm now ready for my mission. 

Once I have issued my 
mission, it changes its status 
to Contrôle de 
confirmation (Compliance 
check). 
 
This is an automatic check of  
- destination,  
- provisional budget and,  
- dates. 
  
In there is a discrepancy 
between the data validated in 
ETAMINE and that present in 
NOTILUS, the mission is set 
to Arbitrage DU/RA 
(direction arbitration) status.  
In this case, the mission must 
be revalidated by the 
direction (but in NOTILUS).  
Once validated, the mission 
changes its status to Emis 
Budgétaire (budget  
Issued). 
If no discrepancy is detected, 
the mission automatically 
changes status to Emis 
Budgétaire (budget  
Issued). 
 
The administrator validates 
the budget. 
My OM is now validated. 
This status triggers the issue 
of tickets and vouchers.  
 
You're ready to leave on your 
mission. 

Supplements tab 
I add one or more 
attachments if necessary. 
 
NB: documents added in 
ETAMINE are not transferred 
to NOTILUS. 


