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Setting Up a Connexxus Traveler Profile
Changing/Canceling a Booking

Viewing An ltinerary

Booking Travel For A Non-Employee

Setting Up a Connexxus Traveler Profile

Note: You must establish a profile to book university business through
Connexxus.

Travel Arrangers: The initial profile must be created by the traveler. If the
traveler prefers to have you complete their profile, they must first complete the
required fields (first name and middle initial, address, city, state, zip code,
country, business phone, and preferred airport) and assign you as the arranger
with Can Access privileges as described in Step 2 below.

What to do How to do it
1 | Loginto 1. Go to Connexxus.
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2. Wait for the Connexxus Traveler Profile page to appear:
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3. Complete the required fields in the following sections:
o General: Enter your name, home, and emergency contact.
o Business: Enter your work address, phone, and e-mail.
= To assign up to 4 travel arrangers:
= Enter the arranger's last name in the search field.
= Select travel arranger's name from the drop-down list.
=  Click the Can Book and/ or Can Access check boxes to
assign travel arranger's privileges.
= Can Access: Arranger can view and update your
profile information.
= Can Book: Arranger can book travel for you.
Preferences: Enter your air, hotel, and car preferences.
o Payment: Enter your UCSF Corporate Card information under Company
Card and select how your card should be applied for travel reservations.
o Loyalty: Enter any airline, hotel, or car loyalty program information.
o Documents: Enter your passport and visa information.

Note: The traveler's last name is read-only. UCSF provides last names in a
specific format to meet airline ticketing requirements (no hyphens,
apostrophes, spaces, or non-alpha characters).




4. Click Save.

5. Manage and update your profile information in the future, as needed.
If you 1. For guidance on which option best fits your travel situation, click Compare all
need to Booking Options on the Connexxus welcome page.
book 2. To review booking fees, click Agency under Partner Programs in the left-side bar.
travel, 3. Select 1 of the 3 Connexxus travel agencies:

1. BCD Travel
choo_se a 2. Orbitz
booking 3. UC Travel Center
option. 4. Select either Book Online to make reservations or Contact an Agent/ For
Assistance, depending on your travel situation.
5. Make your travel reservations either online or with an agent.
6. Print your confirmation if booked online.




Changing/Canceling a Booking

Before changing or canceling a booking, review the following information:

e You can cancel most airfare within 24 hours of the booking, and only the
original booking fee applies.

o If you exchange a ticket after 24 hours, a new booking fee will apply to the
new ticket.

« If you cancel your ticket after 24 hours, the original booking fee applies.
The ticket becomes an unused ticket, and you can apply the credit to
future travel.

To change or cancel a booking, select the Connexxus agency with which you
booked travel:

« BCD (Balboa Travel)
e Orbitz
e UC Travel Center

Travel

Agency To change or cancel

1|BCD 1. To change or cancel a booking, call a BCD agent for assistance.
Cligbook

2 | Orbitz Go to Connexxus.

1.
2. Under Orbitz, select Book Online. The Orbitz application opens a new window.
3

Click the My Trips tab, and find the trip you want to change or cancel.
Welcome Univer sity of California,
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v
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My Travelers

My Travel
Atranqgers Plan a new trip!
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My Trips
(you have no trips)

Book o ficht

Past trips
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4. Click Change/Cancel Ticket, and the system guides you through the process.
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Travel 1. To change or cancel a booking, call a UC Travel Center agent for assistance.

Center




Viewing An ltinerary

Travel
Agency How to do it
1| BCD 1. Go to Connexxus.
Cligbook 2. Under BCD Travel, select Book Online. The Cligbook application opens a new
window.
o If you're the traveler, click the Upcoming Trips tab. Then select the
trip you want to view.
Upcoming Trips

Trip Name Description Locator Status

Trip from Milwaukee to Orlando BIIUNC Confirmed

booker ’\

o If you're the travel arranger, select Arranger. Then click the
Upcoming Travelers tab, and enter the search dates to see your
travelers' upcoming trips.
[Upcoming Travelers |
— Display Options
Quick Search Start Date End Date /
(Use a pre-defined search) v | (06/09/2008 | [08/29/2008
= Minimize All l Filter Resuits by Name: ‘
2 | Orbitz 1. Go to Connexxus.
2. Under Orbitz, select Book Online. The Orbitz application opens a new window.
o If you're the traveler, click the My Trips tab. Then select the trip you
want to view.
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Welcome Univer sity of California, RBITZ
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My Account Book o fight
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Canceled trips
Redeem ticket value
Trip templates
Ticket terms and
Conditions

o If you're the travel arranger, click the My Trips tab. Then click My
Travelers, and select the desired traveler and event you want to view.

Welconme Univer sity of California.
Sign owt

CONNEXXUS

Traved Program

L
£~ Youhave no trips booked

My Travelers
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3. Note: All bookings remain available under My Trips for 13 months, including:
o Past trips
o Canceled trips
o Unused tickets
o Trip templates




Booking Travel For A Non-Employee

Travel
Agency How to do it
1| BCD 1. Go to Connexxus.
Cligbook 2. Under BCD Travel, select Book Online. The Cligbook application opens in a new
window.
3. In the top-right corner, select the drop-down arrow next to "You are
administering travel for." Change the traveler from Me to Guest traveler.
You are administering travel for:| Me v | Search |
MC
MCD.
Never, D
b trips. See trip library for compldNever, Wiliam J.
SMITH, C
[[Guest Traveler |
e ——
4. Enter the booking information, and click Search.
5. Enter the traveler's name, e-mail, and phone number. Click Next, and complete
the traveler's booking.
2 | Orbitz 1. Go to Connexxus.
2. Under Orbitz, select Book Online. The Orbitz application opens in a new
window.
3. Click Change Traveler.

4. Select Type in the name. Enter the name of the traveler, and click Change.
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5. Complete the traveler's booking.




