Once you have logged in, click on the dropdown next to your name, if you do not see the
traveler you need in the list (it holds the last 10 you have worked on), click on “Select
Another User
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Enter the first or last name of the traveler you are needing to work on and click search
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To select & user, enter their member ID or other information to search for a specific user. IF no search criteria s specified, all users will be returned.
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You may or may not get a similar name list, simply click the “select” button next to the
name you need.
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Under the “Trip Research” section, click on VIEW next to the trip you need and then
click purchase and it will walk you through the rest of the booking and prompt you for
the TR number.

Travel Preferences Trip List

Yiew my preferences [

@ Round Trip © One way O Multiple Cties Select visw ta view mars detalls, modify the trip ar confirm the status of & trip awaiting ticksting (tip status is not updated on this pags), IF you he
atrip, the defadlt name is {unnamed).
From To
DSH Imporfla Trip Impork Trip Enter the record locator to import a trip.
Departure date Time
] Depart [ Select time (1] Trip Research
Return date Tirne OMADFYW -Grace Test gm%m Tue, Apr 12 A= Research diew | Delete
iz Depart [ Select time [

include car Pending Trips

[include hatel [

@ Search By Price (O 5earch By Schedule " "
Trip Archives

Itinerary Preference | Custom Built Itinerar: .
¥ - Grace Testing TRX stuff DSHLDEN Tue, May 10 4 Past Travel iew | Delete




