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Home Step 1: AirSelect Hotel Prepayment Early Reimbursement
Register a New Trip Step 2: Request Reservation Conference Prepayment Final Reimbursement
Lookup Trip Data Step 3: Confirm Reservation Foreign Wire Prepayment

Cancel a Trip Cash Advance
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HOTEL PREPAYMENT
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CASH ADVANCE

Prepayments may
look slightly different,
but we have not

changed
functionality.
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Home Step 1: AirSelect Hotel Prepayment Early Reimbursement

Register a New Trip Step 2: Request Reservation Conference Prepayment Final Reimbursement
Lookup Trip Data Step 3: Confirm Reservation Foreign Wire Prepayment
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STEP 1: AIRSELECT (REQUEST FLIGHT OPTIONS)
STEP 2: REQUEST ON HOLD RESERVATION
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The Most significant
changes are under
Request Airfare:
Steps 2 & 3 are
integrated into the

online application. ,
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Home Step 1: AirSelect Hotel Prepayment Early Reimbursement
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Lookup Trip Data Step 3: Confirm Reservation Foreign Wire Prepayment
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REGISTER A NEW TRIP

Please note - we
have reorganized
some functions

under Trip Data.
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Trip Data Request Airfare Prepayments Reimbursements
Home Step 1: AirSelect Hotel Prepayment Early Reimbursement
Register a New Trip Step 2: Request Reservation Conference Prepayment Final Reimbursement

Lookup Trip Data Step 3: Confirm Reservation Foreign Wire Prepayment
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Regqister Trip
Register Trip - (part 1 of 5)

You can now select your

Requestor Information department information from

past trips — saving time on
data entry

Requestor: Test Requestor
Employee ID: 00123456
Requestor E-mail:TravelPlanner@utah.edu

Department: | Travel Testing
Campus Address: Travel Testing
402 Park
Phone:| ., 581.7142
Addtl Notification E-mail

Reimbursements

Trip Data

Home
Register a New Trip
Lookup Trip Data

Early Reimbursement

Final Reimbursement

Cancel a Trip
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Register Trip - (part 2 of 5)

Traveler Information

Your Travelers in the last year: || ~| OR ‘ “New Tr i'

Traveler, Test - (No EmplID)
1122 Somewhere Building

(801) 581-1122
Test. Traveler@utah.edu

Travelers from the
previous year are also
available for selection to
auto-populate many
required fields.
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STEP 1: AIRSELECT (REQUEST FLIGHT OPTIONS) r -

STEP 2: REQUEST ON HOLD RESERVATION

—

SIGNIFICANT

CHANGE:
There are now three

ways to submit a P
Step 2... —

Trip Data Request Airfare P ants
Home Step 1: AirSelect Hotel Preg ibursement

Register a New Trip Step 2: Request Reservation Conference Prepayme: . Final Reimbursement
Lookup Trip Data Step 3: Confirm Reservation Foreign Wire Prepayment
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Request Airfare

Request Airfare Options

Travel #: | 442577

Requestor

+ Suzie TravelPlanner
EmplID: 00123456

E-Mail: TravelPlanner@utah.edu

Dept: Travel Testing

Address: 402 Park Step 2 ON HOLD
Phone: (801) 581-7142 f
Reservation:

----- Trip Info is used to

Type of Trip: Simple Round Trip auto-populate — saving
s s e e s b time on data entry.
Trip 03/18/2013 - 03/19/2013
Duration:  pepart From
Country: USA
State: UT
City: SALT LAKE CITY

City: SAN DIEGO

Click here to begin airfare reservations.
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Step 2: Request ON HOLD Reservation - (part 3 of 5)

Hold Space for Specific Flights

NOTE:

If traveler’'s confirmed ticket does not match ID presented at the
mmmmmogmmmu_rgmc and any cost
O e S Py L S S — A New question has

PERURER— e been added for For

Does this traveler have a current -
profile on file with our agency? the convenience of

If traveler has a profile, enter "profile” in the appropriate fields. For i
s Fieralinr o MRl P Rl e Medallion members.

Is the traveler a medallion member?  Yes No

Yes No

America Domestic
Traveler Name as it appears on Gov't issued ID Fly s

[ ] Type of Fare:| --- Select Fare Type ---
Issuing Country from Traveler's Gov't issued ID

[ I e P
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Step 2: R t ON HOLD R tion - rt4of5
- p— SERENESON - AP il The three methods

Hold Space for Specific Flights for submitting a

ﬁ Step 2 are on
Upload File with Flights Enter Flight Segments these tabs.

-

Outbound Segment #1
DELTA AIR LINES -] Departs:
(1344 | )

03/11/2013 | 7ime
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system should know  EEEEEEjEEEECEDEioEEEEEE]™

[2s][ 28] 27][ 2a][ 2s][ 30] | 2a][ 29][ 30] [ 26]|_27][ 28][ 29| 30][ 3]

depart dates and
return dates from

. . AirSelect Hotel Prepayment Early Reimbursement

RGQISter Trlp- 2: Request Reservation Conference Prepayment Final Reimbursement

Looku step 3: Confirm Reservation Foreign Wire Prepayment
Cancel a Trip Cash Advance
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Step 2: Request ON HOLD Reservation - (part 4 of 5)

Hold Space for Specific Flights

REIMBURSEMENTS

Travel Tidbits Blog | Training

-
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(+) Outbound () Return () Additional

L]

Outbound Segment #1
DELTA AIR LINES v| Departsi| 03/11/2013 08:00 AM | Salt Lake City, UT (SLC)
{ 1344 | Arrives: 93!1;(2013 7 }0:00 AMﬁ San Diego, CA (SAN)
San Andres Island, Colombia
(ADZ)
fi Santa Cruz Huatulco, Mexi
NOTE: Price is NOT guarantee i
Person| San Diego, CA (NZY)

Santa Fe, NM (SAF)

San Salvador, El Salvador (SAL)
| San Diego, CA (SAN)

San Pedro Sula, Honduras (SAP)

San Antonio, TX (SAT)

Santa Barbara, CA (SBA)

San Luis Obispo/Paso Robls, CA
(SBP)

)

)

Reimbursements

Early Reimbursement

Fnal Reimbursement
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Step 2: Request ON HOLD Reservation - (part 4 of 5)

Hold Space for Specific Flights

_ peceemERIEEERR

f: Y

Outbound Segments |
DELTA AIR LINES Departs: Mon, Mar 11 2013 08:00 AM - Salt Lake City, UT (SLC)
Flight: 1344 Arrives: Mon, Mar 11 2013 10:00 AM - San Diego, CA (SAN)
Return Segments
DELTA AIR LINES Departs: Tue, Mar 12 2013 05:00 PM - San Diego, CA (SAN)
Flight: 1669 Arrives: Tue, Mar 12 2013 06:20 PM - Salt Lake City, UT (SLC)

A pmant

@nteed until Step 3: Confirm Reservation is complete.
SIE1Clga el (o =1p[V4=1-Jcted Per Person Price:| $529.00]
segments for user
convenience and
increased agent

accuracy.
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We have added space
to tell agents when
Step 2: Request ON HOLD Rese non-employee travelers
require the same
itinerary

HOME TRIP DATA REQUEST AIRFARE

Hold Space for Specific Flights

How many additional non-emplyee passengers
are flying on the same itinerary with this traveler?

Additional Information:

Reserve Rental Car?: ( Yes (+No

Reserve Hotel Room?: (*Xes ( No I will be traveling with a spouse:
NOTE:If yes, requires personal Credit Card, Agent will call Planner. Test R. Spouse

Hotel Chlln:l HILTON ] Please reference Frequent Flyer number: DL22987422

Hotel Dates if Different:| J |

Please indicate: Wheelchair assistance or other special service
requirements. Other information that may be helpful to agent.

ek | Sult”

Use this “additional”
= information field to
n a . e
i provide additional
Home {otel Prepayment Early Reimbursement

Ranictor a New Trin passenger Conferance Pranavment Fnal Reimhiircemeant

repayments Reimbursements

information.
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Step 2: Request ON HOLD Reservation - (Successfully Submitted)

Hold Space for Specific Flights

Thank you for your AirSelect - Step 2 Request.

N

You can expect same day ON HOLD reservation for Step 2 submissi ed by 3pm.
You will also receive an email confirming this submission.

Thank you for using this form.

Watch for success
Trip Data Req messages to be sure all

Home Ster. required information has Early Reimbursement
Register a New Trip Step . Final Reimbursement

Lookup Trip Data Step 3: been entered.
Cancel a Trip

Copyright © 201< ..
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- - STEP 1: AIRSELECT (REQUEST FLIGHT OPTIONS) f

e
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-~ '_:-_, E STEP 2: REQUEST ON HOLD RESERVATION

@ : STEF QNFIRM RESERVATION
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We have added
functionality to upload
flight quotes/itineraries to
avoid tedious segment

entry... A

Trip Data Request Ain.. Reimbursements
Home Step 1: AirSelect Hotel Prepayment Early Reimbursement

Register a New Trip Step 2: Request Reservation Conference Prepayment Final Reimbursement
Lookup Trip Data Step 3: Confirm Reservation Foreign Wire Prepayment
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Step 2: Request ON HOLD Reservation - (part 4 of 5)

Hold Space for Specific Flights

lach PDF Itineraryy SanDiegoTestDelta.pdf

Choose the ‘
' middle tab to DT guaranteed until Step 3: Confirm Reservation is complete.

Expected Per Person Price: 9.00
upload a ' $529.00]

proposed

Tn, itinerary Request Airfare Prepayr-

Home Step 1: AirSelect
Register a New Trip Step 2: Request Reservation

Lookup Trip Data Step 3: Confirm Reservation Part 4 Of 5 on Ste 2
Cancel a Trip Upload a PDF of an

itinerary/quote travelers
may find on travel sites like
Delta.com or Travelocity.
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STEP 1: AIRSELECT (REQUEST FLIGHT OPTIONS) r :
: i STEP 2: REQUEST ON HOLD RESERVATION

t‘R STEP 3: CONFIRM RESERVATION € The easiest way
’ to use Step 2 is
still from a Step 1
Air Select email.

Trip Data Request Airfare Reimbursements
Home Step 1: AirSelect Hotel Prepayment Early Reimbursement
Register a New Trip Step 2: Request Reservation Conference Prepayment Final Reimbursement

Lookup Trip Data Step 3: Confirm Reservation Foreign Wire Prepayment




Return: Tuesday, March 12, 09:00 AM
From: San Diego, CA (SAN) - Lindbergh Intl To: Salt Lake City, UT (SLC) - Salt Lake City International Airport

Depart Arrive Flight |Class |Seats |Stops
1(06:15 AM San Diego (SAN) 09:13 AM Salt Lake Cit i 14 9 0
2|10:14 AM San Diego (SAN) 01:04 PM Salt Lak 9 0
3/01:10 PM San Diego (SAN) 04:00 PM Sal After Smelttlng a Step 1 tO 9 0
4(04:30 PM San Diego (SAN) 07:20 PM [ 9 0
5(06:20 PM San Diego (SAN) 09:10 PM our agents, you receive an 0
6/06:59 PM San Diego (SAN) 12:29 A email showing your flight 1

Price Matrix for 100 least expensi OpthﬂS. s 'CIICk desired
choice, and...

Note: Fares here do not include Univeg 2s appear in

blue

[lalalals]

-

4
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HOME TRIP DATA REQUEST AIRFARE
The segments auto-populate
Step 2: Request ON HOLD Rese the Step 2 for you —
Hold Space for Specific Flights Greatest Time Saving Option!

l AirSelect Segments

-

Delta Air Lines Departs: Mon, Mar 11 2013 03:02 PM - Salt Lake City, UT (SLC)
Flight: 2078 Arrives: Mon, Mar 11 2013 03:55 PM - San Diego, CA (SAN)

Delta Air Lines Departs: Tue, Mar 12 2013 04:30 PM - San Diego, CA (SAN)
Flight: 2078 Arrives: Tue, Mar 12 2013 07:20 PM - Salt Lake City, UT (SLC)

NOTE: Price is NOT guaranteed until Step 3: Confirm Reservation is complete.

Expected Per Person Price:| $631.80| M u

Trip Data Request Airfare Prepayments Reimbursements

Home Step 1: AirSelect Hotel Prepayment Early Reimbursement
Register a New Trip Step 2: Request Reservation Conference Prepayment Final Reimbursement
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STEP 1: AIRSELECT (REQUEST FLIGHT OPTIONS)
STEP 2: REQUEST ON HOLD RESERVATION

STEP 3: CONFIRM RESERVATION

‘v, Z4USEeFACHIdeposits
i sen S Ml ST S Step 3: Confirm
| RA S e Now uses Trip Data
as well, resulting in
less data entry for
planners!

Trip Data Request Airfare Reimbursements
Home Step 1: AirSelect Hotel Prepayment Early Reimbursement
Register a New Trip Step 2: Request Reservation Conference Prepayment Final Reimbursement

Lookup Trip Data Step 3: Confirm Reservation Foreign Wire Prepayment
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Step 3: Confirm Reservation

Confirm Reservation for Individual Travelers

4 )

Travel #: 442578 Are both departure and Yes
return dates accurate? no
Agency Locator: || |
Traveler Name as it " Yes
appears on Gov issued ID (Test Traveler ] Are mwm No
Travel Planner: | Test Requestor s the -l
Phone#:| (801) 581-7142 o
E-mail:| TravelPlanner@utah.edu =
. Is Traveler's name spelled Yes
Booki Amy Johnson ; .
SR correctly, is complete, and o
matches either their Driver's
BU ORG FUND ACTIVITY PROJECT ACCOUNT License or Passport?
{01 Jloo3s7 J2000 Jf10058 | (60000 | Have you submitted a

Only Agency Locator and
accuracy questions to the
right need to be entered —

the rest is auto-populated o
from trip data! -
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Step 3: Confirm Reservation

Confirm Reservation for Individual Travelers

Thank you for using this form to confirm your reservation

ﬁ You will also receive an email confirming this submission.
m You will be sent an Email itinerary receipt with a ticket number - telling you the process is complete.
We cannot change tickets 24 hours after issue.
The cost of changes after 24 hours will be the responsibility of the Traveler's department. OK

Trip Data Reimbursements
Home Early Reimbursement
Register a New Trip Final Reimbursement

Lookup Trip Data Please Note:

Cancel a Trip

Issued tickets cannot be
voided after 24 hours
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T@M@U@@

Use “REQUEST AIRFA'RE”
to book State Contracts and E

Umversny) discount-
« 3 V If you have any questions,

comments, or concerns, don'’t
hesitate to use the ASK US

button! -
X S = Most Improvements to our a5
. A, system are based upon user Lo
Home Step 1: Au feed baCk- Early Reimbursement
Register a New Trip Step 2: Request ; Final Reimbursement
Lookup Trip Data Step 3: Confirm Reservauo sayment

Cancel a Trip Cash Advance




