
1 

Booking a Trip 

 To book for a guest traveler: 

1. At the top of the search, the booker clicks Book for a guest.

2. Using the Travel Wizard, the booker:

 Chooses the appropriate city pairs, dates, and other options. 

 Clicks Search. 

3. On the search results pages, the booker:

 Chooses the desired flight. 

 Clicks Reserve. 

4. On the Review pages, the booker:

 Enters the name of the guest. 

 Completes all other required fields. 

 Provides any applicable frequent traveler account numbers. 

 Selects a seat (if available). 
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 Makes the appropriate choice for payment: 

• Corporate Credit Card

• Booker's Credit Card

• Temporary (traveler's) Credit Card

The Review and Reserve Flight page is shown below. Each segment type 

(air, hotel, car, etc.) has its own review page. The booker must specify only 

the non-profiled traveler's information on the first review page. This traveler's 

information should be pre-populated on any subsequent review pages. 
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5. On the itinerary, the booker:

 Reviews the itinerary for accuracy.

 Clicks Next.
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6. On the Trip Booking Information page, the booker:

 Adds a description.

 Enters one or more (comma separated) email addresses in the Send a

copy of the confirmation to field. 
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 Clicks Next. 

Then, the trip is displayed in Upcoming Trips and will show the guest's name. 




