Travel Manager Instructions for Posting

the Diners Club( Club Cash( Enrollment Form
Downloading and Opening the File
For ease of use, the Enrollment Form is a Microsoft Word “Template” that has been made available to Travel Managers in the ChargeSmarts “Form Library” or has been sent to you as an e-mail attachment. To access the appropriate Template Enrollment Form:

· Go to www.chargesmarts.com.
· Click on “Travel Management Resources”.

· Click on “Forms and Manuals”.

· Save the Club Cash Enrollment Form to your desktop by right-clicking on the link  and choosing the location to which you would like to save it.

Opening a “Template” requires that you follow steps that are somewhat different than the steps followed in opening a document:

· Open Microsoft Word. 

· Choose the “File” option from the menu bar.

· Choose “Open”.

· Locate the file on your desktop.

· Double-click on the file name.

· The Enrollment Form will now be open as a “Template”. You can confirm this by seeing the “.dot” at the end of the file name at the top of the window.

· As with any other file, you may save the Enrollment Form by any name (providing you do not change the “.dot”) or to any location you wish, through the “Save As” process.  

Posting or Routing

There are several ways to distribute the Diners Club Club Cash Enrollment Form to your employees. Here are the three most common:

1) Distribute via e-mail.

· Using your Organization’s e-mail system, the employee sends you an e-mail requesting the Enrollment Form.

· You respond to the e-mail, including the Enrollment Form template as an attachment.

2) Provide the file for download from your Organization’s intranet site.

· Using HTML (or equivalent), you can place the Enrollment Form on your Organization’s intranet site in a format that can be downloaded.

· Here is a sample HTML tag that can be used to download the Enrollment Form from an intranet site:
<a href="ftp://clubcash.dot">Diners Club Club Cash Enrollment Form</a>

3) Provide the file for download from your Organization’s shared file or directory.

· In your organization’s shared file system, place a copy of the Enrollment Form template(s).

· Travel Manager sends a message to all employees notifying them of the exact location (or communicates using alternative methods).
