When and how to use the Guest Traveler profile
The Guest Traveler profile should be used for one time travelers.

Before using the Guest Traveler profile, verify the traveler does not already have a profile in the
system. There are two ways to verify profiles.

1. Check your drop down list on your homepage to see if you are already assigned as a Delegate
for the traveler:

Q Mobile Azsistant nc.admin a5 ckinseyonesal Carol for Myself = Caral's Profile Help Cloze

Cl Travel presents My selt
Banks, Johnie
Boaothe, Keona
PersonalAssistant Callaghan, Cela Btional Accelerator Facility
Draniel, Gloria

. _ H 1, Christi
Home Trawvel Dining Entertainment HMmEL, risting -
Sundeen. Coleman, Gayle

Traweler, Guest

* . 0 alerts
Travel Req Wiliams, LaChelle
. .. I =~ FProfile

2. If you do not see the traveler listed, go to your Profile:

Q Maokile Assistant nc.admin a3 ckinseyoneal Caral far Myself ™ Caral's Profile Helg Close

)

Jeffegun Lab

@Thomas Jeffarson Mationel Accelerator Facility

Select EDIT next to Delegates:
Profile

# Carol Kinsey.Oneal's Personal Information

Contact details | Edit Business address | Edit Home address | Edit
Business Email: kinzeyi@jlab.org G285 HOFSTADTER RD.
Business Phone: 1 - 757-269-7519 SUITE 4
Business Fax: 1 - 757-269-7074 MEWPORT MNEWS WA 23606
Business Mobile: ----- Lz
Profile details Delegates | Edit 4(7
Edit personal info Payment methods | Edit dd People | can book for (§)
Edlit emerency contact Hotel: Carol Kingey-OkMesl J.Banks, K Boothe, C.Callaghan and S others
Change Passvord Dining: Carol Kinsey-Ofleal People who can book for me (2}
Event Tickets: Caral Kingey-Oleal K. Boathe, G Daniel

You have 1 _credt card saved



Select Become a Delegate under People | Can Book For:

# People | Can Book For

You have access to these people's account:

Callaghan, Cel
Daniel, Gloria
H .

% Become a delegate %

Email address
banksi@ijlab org
khocothe@jlab.org
callaghagjlab.org
gdsnieli@ijlak .arg
chummel@jlab.org
sundesni@ilab.org
travels@iakb.org
lachelle@@ilab org

Delete
Delete
Delete
Delete
Delete
Delete
Delete
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# People Who Can Book For Me

These people have access to your account:

Hame

Email address
kboothe@ilab org
gdanieli@ijlab arg

Enter the traveler’s name or email address to search:

# Search

Search for zomeone within JLAB and become a delegste for them.

Mame or email address: | hzayedi@ijlab.arg

| Search

If the traveler is found, hit Select and they will be added to your drop down list where you can

select them and book travel under their

profile:

# Search

Search for someone within JLAB and become a delegate far them.

Marme ar email address: | hzayvedi@ilab org

Search

AN RIBSUIES - v e

Hame
® Sayed, Hisham

Cancel

Email address
heayedi@jlab org



If you do not find the traveler using either two methods above, you would then use the Guest Traveler
profile.

When you select the Guest Traveler profile, you will go straight to booking the trip. Then on the final
Purchase Page, you will be asked to enter the traveler’s name and information.

Items to note:

- You can add frequent flyer numbers, hotel requests and numbers, and car membership
information.

- By clicking EDIT next to Air, Hotel, and Car, you will be able to add any frequent travel
information. NOTE: These will not add to the Guest Traveler profile. This will only apply to
the current trip.

Optional preferences

Flights

L
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Meal
Standard bt

Flight special requests

|:| Yizually impaired traveller
|:| Hearing impaired traveler

|:| Wheelchair - can ascend and
descend stairs

|:| Wheelchair - cannot azcend or
descend stairs "

Delta Air Lines Membership

Delta Air Lines W

Humber

Hotel

m
=



You can also add Trip Itinerary or Flight Status Notifications for this trip.
Nutiﬁcatiuns ...................................................................................................................................................................................................................

Matifications contain information and updates about your services. You can have them sent to you by email, voice message, or mobile text. vou can alzo have them sent to friends, family, and

colleagues.
Travel notifications

[*ou do not have any Motifications set up

To add & Matification, click below:

= Trip dinerary

Email | ‘oice message

[~ I

# Flight status update %

You will receive a pop up box allowing you to add the method you wish to receive the

notifications:

Manage Hotifications

Select a Notification - Select a delivery method e
" Email Voice message  Mobile text
Flight status update
¥ = F
® O O

Flight status update

You will receive yaur first update
three hours before your scheduled
flight time. &fter that, you will only
receive an update if vour flight
status changes.

Cancel

Email address

Email note (optional)

4000 characters remaining

[ ] Save this Hotification to my Profile

NOTE: Do not check the box to “Save this Notification to my Profile” (highlighted in yellow

hiohile text

above). Checking this box will save the notification you set to the Guest Traveler profile and the
next person who uses the Guest Traveler profile will have that notification as well.



If you do see a notification already set, you can delete it from the reservation: (Also, send an

email to E-Solutions@citravel.com so we can permanently remove.)
Notifications

Matifications contain information and updates about your services. You can have them sent to you by email, voice message, or mobile text. vou can alzo have them sent to friends | family, and
colleagues.
Travel notifications

\l/ Etmil “oice message Mokile text

: : & ]

Edit Delete neclarki@citra...

You will then complete the reservation as normal.

If you have any questions, please email E-Solutions@citravel.com.



mailto:E-Solutions@citravel.com
mailto:E-Solutions@citravel.com

