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Introduction — Program Overview & Resources

Welcome to the Orbitz for Business travel program for the University of
Connecticut. This User Guide is designed to assist UConn employees in
obtaining access to the system and understanding their roles on Orbitz for
Business (OFB).

Orbitz versus Orbitz for Business

Resources

WWW.ORBITZFORBUSINESS.COM - This specific Internet address
ensures that you receive access to your company’s negotiated agreements
with preferred suppliers and the policies of your travel department are
highlighted accordingly.

877-ORBITZ1 /7 (877) 672-4891 — Priority toll free number provides quick
access to the Orbitz Customer Service Center, staffed by professional
corporate travel consultants. The Orbitz for Business customer service center
is staffed 24/7/365.

Roles & Responsibilities

An employee may play one of three possible roles in supporting the
Orbitz for Business travel program:

Traveler(s) — Individual employees who are authorized to book their own
business travel on the Orbitz for Business Web site.

Travel Arranger(s) -Responsible for making the business travel
arrangements for a specifically assigned individual or group of
individuals.

Travel Administrator(s) (Gail Devereux) —

Responsible for the overall management of the program. Travel
Administrators add and remove employees from the program and determine
what employees are designated with travel arranger privileges. They also
establish and maintain your company’s travel policies within the Orbitz for
Business program.



Access/Reqistration

One of the toughest hurdles to overcome is just getting access to the
system so that you can book your travel on the Universities centralized
billing card.

ACCESS - given by the Travel Office Administrators (Gail Devereux)

REGISTRATION - Orbitz for Business registration in order to book or
query flights, hotels, and rental cars.

ACCESS

In order to be given access, you must be:
University Faculty or Staff
Valid email address (preferably a UConn address)

We need to know how to set you up — Are you going to arrange
travel, for yourself and others, or are you only going to be a traveler?

2 ways to request access:

Agency fees $5.00 per ticket- email us today to enroll! E\ email

Access

request UConn has a new online travel agency
Want more information? Click here

MNeed access? Click here for access request (netid needed) or
simply email us at travel@uconn edutravel@uconn.edu

Ifyou are interested in Orhitz training, please elick here.

e Access is requested on the UConn travel website at:
http://web.uconn.edu/travel/ofbaccess.html

You must have a valid UConn NETID. If you don’t know what
that is, the web address above will guide you though finding
your NETID and NETID Password.

e Access requested via email

Once given access, you will be sent an email confirmation.


http://web.uconn.edu/travel/ofbaccess.html

REGISTRATION

Do you need to register or are you already registered? This can be a
little confusing also.

If you requested ACCESS using the website link we provided on the
previous page
-and-

If you have not used Orbitz.com before:

o] We give you ACCESS to the system and instruct you to
register with Orbitz

If you have used Orbitz before and we give you access to the UConn
dedicated site, the password will be same on the UConn OFB site as it
was for leisure your leisure travel on Orbitz.com. When you login with
your email address and password, you will see University of
Connecticut in the top right corner of the screen to let you know you’re
in the UConn site. Choose the Business travel side of the screen

If you don’t remember what that password was, use the “forgot my
password” link and OFB will send you instructions for resetting your
password.



Getting Started — Sign In/Reqistration

Go to: www.orbitzforbusiness.com A sign-in page displays and prompts the

user to sign into Orbitz for Business.

Welcome to Orbitz.
Site feedbadk

My Trips | My Account | Customer
MY STUFF Service | &

Fﬂﬂlrl A STEP AHEAD

FOR BUSINESS

Are you an Orbitz member?

Already registered? Sign in. Not registered? Sign up.
Use your e-mail address to sign in. Registration is fast and free!
- Wiewy, print or change your itinerary Orhitz members get:
+ Simplified booking Hundreds of Options
Hundreds of airlines = Cver 80,000 hotels =13 car rental
*Orbitz member ID (&-mail address) COMpanies
Extra Savings
*Pazanord Fare sale alerts = coupons = exclusive offers
Superior Care
Remember my e-mail address when | return. Free trip updates by phone = 247 support
Forgat or don't have & password? Privacy Protected

‘We do not sell your personal infarmstion

. Register

Registered Users

Users who have previously registered with Orbitz or Orbitz for Business
should sign in with their epfail address and password.

Non-Registered Users
1. Click the Register button.
2. Complete the registration form.
3. Setup appropriate email address and password.

(see previous page for more information on Access and Registration)

Need help, contact Gail Devereux at gail.devereux@uconn.edu



mailto:gail.devereux@uconn.edu
mailto:lauren.leblanc@uconn.edu

Travelers’ profiles are housed in the Orbitz for Business database. It is the responsibility of
the user to maintain the accuracy of his/her own travel profile. Travel arrangers may also

Traveler Profile — My Stuff

update the travel profiles for those employees assigned to them.

The profile will house information on corporate email addresses, credit card information,

frequent flyer numbers, seat preferences, and telephone numbers.

Each user should review their personal preferences prior to making their initial travel
reservation on Orbitz for Business. Pay particular attention to the accuracy of the
name, home and business phone numbers and addresses for yourself and your

travelers.

Update Traveler Profile

1.

IMPORTANT: Please be sure to check the blue save button - to save your

Click on My Account from
within My Stuff area

. Click on My Profile to update

name and address
information.

. Click on Care Alerts to

enter your preferred contact
methods. Care Alerts is a
notification system of gate
assignments, flight delays/
cancellations and other
flight-specific information on
your day of travel. (see

page 9)

. Click on Billing Information

to update appropriate credit
card information.

Set up Flight, Car, Hotel
Programs

Set up Seat Preferences

. Click on Change My

Password to update your
login preferences.

Welcome Adam’s Demo Site. Sign out

My Trips | My Account | News &

i Guides l Service _

MY STUFF

Customer

1|

Administrator

My Travelers

My Travel
Arrangers

My Account

Change e-mail settings

My Account

Jrofile

Billing information
Shipping information

Change my password

Care Alerts
Coupons & discourts
Orhitz Points

My Trips

Adam J Lewy

E-mail address
adamstagino@orbitz com

Change e-mail settings

Departure city
Chicago, IL

My profile (view or edit)

changes on any of the profile screens

NOTE: It is critical that the traveler’'s name be entered in their Orbitz for Business

profile exactly as it appears on the traveler’s passport or driver’s license.




Managing Travel ltineraries

Home Page

Upon signing in to Orbitz for
Business, a user’s most current
itinerary displays in the center
panel of the home page for easy
review.

The home page message center
displays to the right. Please
review these messages as they
may be important. (see Bradley
Parking page 13)

My Trips

Select the green My Trips tab
to access current, past and
canceled itineraries:

o

Update care alert
options on a trip-by-trip
basis

Cancel air, car and hotel
reservations

Add an itinerary note to
a reservation

Forward an itinerary to
others

Access past date trips
and print copies of the
itinerary details

GRBITZ

For Business

ORBITZ AND GO!™

@ PRound-trip O One-way O Putti-city

From City name or airport To City name or aiport
FH

[] include airports within 20 miles

[1 inelude airpors within 20 miles

Leave Return
0302107 03/08/,07

|Depar‘t v| |noon-5p v| ‘Depart v| |noun-5p v|

Additional search options

Find lowy fares for weekends and flexible trips
I:‘ Search one day before and after (US and Canads)

I:‘ | prefer non-stop fights

D Only showye refundable fares (Can be more expensive)

Economy %

Select cabiniclass

Welcome University of Co

’
My Trips | My Account | Customer
MY STUFF | Service

Administrator
Traveler dashboard | Company setting
Travel Policy | Reports

Travel Arranger
Today's travelers | Traveler locator |
Check flight status

Message from University of Connec
Wiglcome ta Orbitz for LCONMN

The Crhitz service fee i $9 online and $15 (ol
ticket) for travel agent assisted domestic or inl
reservations.

If, inthe reservation process, you are offered
Bradley Airport, DO NOT select it. Doing 50 wi
of Universty Travel Policy

It you need technical support, make & new bo
phone or need to change an existing airline re:
Orhbitz at 1 877-0RBITIN (1 877-£72-4591)
It you are overseas and need enroute assista
001 (701 )280-56583.

Callthe Crbitz Travel Agency far Amtrak resel

ALL reservations need & TA or E-TIF number
to book on university centralized hiling card.

o —

My Thauslees

Los Angeles 51508 =

My Teguml

LS

By Arcmast

My Trips

m;muu- Fight reservation
Debits recerd lecster: Trket mambere
CEEIT YETT 1o el ol b

BolThree 18 Lol 0 Mbat T
Arvar can Ariras - B AMDH

Fotal bt cost. $220.71

Seowty epdae

Trip tealn

Fagsl remer valios teols

ADD & HOTEI

ADD A CAR

Raparly regura thal mach travedsr nbiman & o ding pae e lafone snleara the

Senum By CrRsch . Rt s bttt 4 01

Tressfs(a}  Freguent Sies detelix

EOaM LEWY  Aneeinn SECed Refdian SSdeariags
Tuesdey, June 15, 7004
A s hrees 1990
Copurl  Sllpmn  Cricags, L
Acvred VEMBpm Los Aol CA
o o Sepsas fmTiin 1
Sesle 20|

LR

Ll




CARE ALERTS

CARE ALERTS —ﬁ‘m

Add an OrbitzTLC:» contact

o Travelers, or their v
arrangers, should edit
their Care Alerts
section to be sure 1
important
notifications are
received such as
flight delays,
cancellations or gate
changes. You should
use cell phones or
PDA’s.

L)

_ﬂm Learn mare about OrbizTLC Alerts.

Enter contact infermation

FFirstfgiven name ML FLast namefsumame Suffix

w

Thiz contact is for

husiness w

Select alert messages
Motify this contact of: ® Departure Updates O Arrival Delays O Bath

Departure updates include flight stetus (on time, delayed or canceled), gate changes, and baggage claim.
Arrival delays include all delays that occur after a flight has left the airport gate.

Select contact method

Tell us where and when to send your alerts.

Send to Humber or address
Wiohile phane - voice W number and address format examg
Start Time (departure updates) FRetype number or address

3 hours before departure %



CARE ALERTS (CONTINUED)

2 How canyou be contacted?
Forward care

alerts to others or emma LeBlanc
cancel them for a *Home phong number

spec ific itiner ary - - The airline reguires a home phone number
Phone outside US7)

0 Users can edit
their care alerts

on a tri p- by—tri p 8 OrbitzTLC Alerts OrbitzTLC M lerts are for fights only
basis. The care Trip Uptstes ate set to go to mobile phone: 360-[ETHEE).
) A Sign up friends, family or co-workers to receive alerts after purchasze. Learn more
alerts section 1/ TLC ]
displays toward
the bottom of
eaCh a' rl | ne @ Care Alerts for your Los Angeles 6/15/04 trip
Iti n e rary i n My Contact name Devices Time
Sthf. Mokile phone - voice 3 hours before departure
(773-447-8022) Changs
o Update
traveler’s After completing your hoaoking, go to My Account to customize your alerts:

contact numbers + Tellus when and how you want to receive Orbitz TLC Alerts.
and devices (cell

phone, email,

PDA etc.)

Change notification
time
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CENTRALIZED BILLING PROCESS

Centralized billing is the preferred method for booking air travel. The
charge goes on a credit card referred to as a “ghost card”. It is maintained
and reconciled in the UConn Travel Office. We receive an email copy of all
reservations made to our ghost card. Included in the reservation process is a
required field for the reference number (TA or ETIF) and FRS account number
used to “hold” that booking. The accounts are verified and charged off to the
department based on the information provided on the TA or ETIF.

DOMESTIC TRAVEL

1. When booking a domestic ticket, you should either go to etif.xls on the
forms page on the travel website to have a number generated for this
trip or assign your own 6-digit ETIF number.

2. Once you have the number, go on the OFB website and select your
flights, confirm that the name and itinerary are correct, press

(B Agree and continue — Il go to the Review and Purchase page.

3. Select “Centralized Billing Card”

3

Provide Billing Information

If any information azsociated with the reservation is incorrect, the reservation iz subject to cancellstion.
Some types of debit cards cannot be verified. If this ocours, enter another card to complete your purchase.

Emma LeBlane’s credit cards View Travel Arranger's credit cards
Al 5 newwy card to Emima LeBlanc's profile

¢ Card name:  Corporation Travel Card (Global Card)

4. Name the Trip — we prefer the travelers last name and
destination

4

Mame this trip

Giving your reservation a unigque name (ex. Boston Meeting or Annual Smith Event) can help vou easily distinguish it
from other itineraries under My Trips.

Call this reservation: Phoenix 32T

11



5. Enter the ETIF number and FRS accounts used to hold the reservation.
We will not charge the ticket until we receive the submitted ETIF
because FRS accounts can change or may need to be split over several
accounts. That information comes in the ETIF.

5 Enter reference information

Thiz infarmation helps your company track trip expenses.

*ETIF or TA number (Be sure to ALWAYS submit etif at
kit Mhvveb Lconn edutraveltitdif _form btml)

*FRS account (acct and subcode)
FRIaccount 2 & §55

FRIaccount 3 & 555

Maotes

Reference Mumber

6. If you know the FRS account that will be charged, please submit the
ETIF immediately after you make the reservation. If you are waiting
on Research Foundation or other awards, | will probably send you an
email requesting the ETIF but you can just reply that you are waiting
on funding and | will flag it for follow-up.

INTERNATIONAL TRAVEL

The process is the same other than the need to do a TA rather than an
ETIF.

RECONCILATION and CHARGING FRS

1. Your FRS accounts, based on ETIF or TA, will be charged through an
online JV done in the Travel Office by Gail Devereux. | try to charge
them off as quickly as possible; usually 2 weeks or less.

2. If you need an adjustment made after the account(s) have been
charged, please email gail.devereux@uconn.edu with the particulars.

3. Posted in FRS (view of screen 27):

a. Dept FRS account and subcode (Account No)

b. yymmdd of trip last name/first name (DESC) or agfee/last
name/first name

c. ETIF or TA number preceded by an A (REF1)

d. ORBTIZ (Ref2)

e. Orbitz Record Locator number ID)
443317-2620 B6B B5/83
B5/83/2887 TR1B@31 A42814Q ORBITZ

443317-2620 @68 B5/83 AGF EE /I
B5/83/2B87 TR1831 A42814Q@ ORBITZ

12
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Bradley Parking offer

Included in the reservation process is an offer to park at AviStar Valet
Parking at Bradley Airport. We have not been able to delete this from our
site. DO NOT add Bradley Parking to your reservation because it is against
university policy to do so.

2  Afttractions and services Are you finished with this page ?

AviStar Valet Airport Parking near Bradley Airport

Airport parking made easy by AviStar Parking.... Sawve 10%, get a GUARANTEED parking

Avisiar space, and ride the free shuttle hetween the airport and the parking facility. More...
Option Frice
8 days of BDL offsite airport parking $78.24

9(

Booking Travel for Non Profiled Travelers

As a travel arranger, you have the capability to book tickets for guests,
students, candidates or University employees who aren’t currently in our
database. Type the travelers name in this field but be VERY CAREFUL to
spell it correctly. \ If you don’t see this field, contact Travel and we will
change your access.

Each trawveler's name must match the name on hisher government-issued photo 1D
Airlines do not allow passengers th transfer tickets or to change names on tickets.

Select traveler
From my traveler list

Chooge traveler. ..
= T
LeBlanc, Lauren =

Select from the company list
Shovy all names that begin with

A|B |C |D|E|E|G|H|I AL M| H|C|P | |BR|S|T |V |V | W |X|Y|Z

Enter traveler's email address
E-mail address

If wou are booking travel for someone who is not & member of your company, please enter their name below .

Traveler
“Firstfgiven name Ml “Last namedsurname Suffix
Addult . -



