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Frequent Traveler Profile information Icons

o B This traveler has not authorized you to
make profile changes. Ask the traveler to
update their profile setting allowing you to
make changes.

o The traveler’s passport/visa is about to
expire, or has expired.

e B3 The traveler’s credit card is about to expire,
or has expired.

e [ The traveler’s email address and/or country
setting have not been stored

Click on an icon to update that information in the
profile

Frequent Traveler Controls
e i Unassigns the traveler from the Frequent
Traveler list

Email Link
e Click on the email link to launch your email
editor and send an email to the traveler.
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Addf Remove Travelers

1. Click 2ddrRemove Travelers on the My Travelers

-
2. Click and search for the

traveler’s name

3. Click m for the traveler’s name you want
to add to your list of travelers

Remove a Traveler from the My Travelers page

1. Click fodiRemove Travelers on the My Travelers

2. Click EEM2¥E for the traveler’s name you want
to remove from the list.
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Select Frequent Travelers.

Select the check hoxes to add travelers to the Frequent Travelers tab.
You may select up to 10 travelers at a time.

Aol Remove Travelers

1. Select the check boxes to add travelers to the
Frequent Traveler tab. You may select up to 10
travelers.

Unassign a Frequent Traveler
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Addf Remove Travelers

1. Uncheck the check boxes to remove travelers
from the Frequent Traveler tab.
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2. OR click on the & to remove travelers from
the Frequent Traveler tab.
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1. To view a list of travelers’ active trips, click the | ©N)- traveler.
checkboxes next to their names. A list of active n Egh\
trips for the next two weeks displays to the right. My Iravelers R | e T
A . Travel - — —
Trips have the status of Active, In Progress, On S Samon - e = —_—_d =
; ) : [ s
. [+ Cator, Anita B Ll Cator, Anita B — - T . R
HOId’ or T|c_ketgd._ . . [~ Gatti, Marilyn Hatch, Karen et = - = —
Frequent Travelers H@@H Jipso Calendapilics | [# Hatch, Karen Jordan, Tyra _:_r‘:" e T r e e s e
Traveler + Location Date Trip Type  Record # Status [ Jordan, Tyra Watz, Antaine z-i — :—. ‘--—n--— 3
Cator, Anita B Paris 080408 - 030605 ¥ B LuHwxe Active [# Katz, Antoine T ==-C -
Hatch, aren  Chicagn  USM308- 081308 2= & BNMONA on Hold [~ Mamartow, Carrie 1 =L = - e -
Jordan, Tyta  Houston  OS04/08 - 050603 )} EOMICE Ticketed |_ herritt, Ryan ?:'_ — e —
| Kstz Antoine  Mimi» 0720005 - 082608 go e MYDLJY JJIMDNY I Progress| [~ Pace, Trey —— e e e —
. . . = - =
2. Click the Record # or Status link to view the :: T e — =
Trip Details page for that trip. s ]
Add/ Remove Travelers One click access to all trips, templates and profiles
Trips - Calendar View Active Trips
1. If you want to see a calendar view of travelers’ 1. The traveler’s tab is displayed with the Active Trips || Traveler Templates || Arranger Templates |
active trips, click the checkboxes next to their traveler’s name. E:t_at g;ﬁ;s — T;uzp_ ﬁ %
- - A3z ¥ Ve
r(‘:"’I‘T“ES-h > week “Trios - Calendar \View” tab 2. Continue the booking process. e e e
2. IC t‘ e 2 wee ‘ rps - Calendar View ta P OBMAE - DBNSIDE 5y VAL, Ticketed
feguent lraselors EEsaListiian g ey Yot = n Hol
Frequent Travel \ p p; e e Yok 081 605 - 0820005 B PPOLJKD Qn Hold
Legend: (o Active &3 OnHold O Ticketed & InProgress Al
Profile Alert for: Anita Cator
| : [ “ @ 1. Your passportiisa iz about to expire oF has expired . modify | delete | Tem p | ates
Cator, Anita B L Paris (0B/04/... &7 London (08/08/08-08/120... {p Austin.. e 2. “our credit card is about to expire or has expired. modify | delete 1 Active Trips | | Traveler Templates | | Arranger Templates | Legend
Hatch, Karen Chicago (050305-08M 3i03)
featz, Artoine . SR e Flight or [ Train Hotel Rental Car L5 Anita's template DRALLAK » B 2l
B e (2O PR _ - &  Clent vist - Chicago PDX-ORD B & ‘
(O] Round-trip L3 One-way ) Multi-destination '& First Template DRALORD )} 3
e ¥indicatesa trip In progress From (arportorcty): e (ammertor ciy) G Annual Seminar and Exhibits BFV-JFK » &
. - . - - DR
« ¥ indicates an upcoming ticketed trip. | | |
. o indicates a trlp on hold. (0523108 ||| leaves v || Morning (5:00 am) v PrOfIlE,: Access
indi . 0 that h Py e == | If profiles are enabled and the arranger can update
o S | k aves v || Morning (5: amj) ™ , . . .
. Indicates an active trip that nas not the traveler’s profile, this section appears:
been ticketed. More search Opions T R e [ —
H i = Classof service Dolor =it amet, consectetusr adipiscing elt. Donec eleifend negue nec nisi. In viverr
3. Click the Clty & Miami » (07/20/08-08/28/08) link L lectus, Suspendisse potert. In consactetuer magna id elit, Pelentesque iaculis,
to dlsplay the t“p detall page * Personal Informatian = Dizplay Preferences
* Charge Cards = Profile History
* E-mail Settings = Web Connect




