Creating Arranger Settings
For Travelers:

» The selection of Travel Arrangers is
completed in the Connexxus Profile.
Travelers should access the Connexxus
Portal and click on “My Profile”.

For Travel Arrangers:

» Travel Arrangers have a dedicated portal
for arranging travel and managing their
travelers. More detailed instructions on
using the Travel Arranger portal are
available in a separate document.

Accessing Previous Bookings

*Click Trips in the menu bar to access
your reservations

Click Select to access the booking you
want to view, change, or cancel

Click Cancel Trip to cancel a reservation.
(Be sure to review messages to determine
if your ticket is eligible for void, refund, or
use toward future tickets)

«If a trip is on Hold, click Purchase Trip to
complete the booking

Click Modify or Remove to change items
in your itinerary

*Use the Add to Your Trip section to add
a component to your reservation

Trips
Display:

AlTrips -

Vernon Bear's trips

Trips on Hold

Yrou have No trips on hold.
*ou have no active trips

Past Trips

“ernon G Bear Denvver Flight Record # JEAWLS

May 19, 2006 active
af 04:28 PM

“ernon @ Bear Los Angeles Flight Record # BZGIZN
May 09, 2006 Active
20317 PM

Cancelled Trips
Travel

Destination Trip Type lotes Select

Wernon Gl Bear Phoerix Rertal Car Record # CBNFO.
Ul 10, 2006 Cancelledt
at 0300 PM

Using Trip Templates

*To quickly book repeat trips with
air/rail, hotel, and/or car options, create
a trip template from the Trip Details,
Traveler Information, Billing Information,
or Reservation Complete page

*Enter a template name, then click Save
Template

*To use a template, click Templates in
the menu bar

Click Select next to the template you
want to use, enter new travel dates and
click Price Itinerary

Contact Belinda Borden at
bborden@finance.ucla.edu with
guestions or suggestions about the
UC Travel Online Site.

TravelCenter

UC Travel Online
Quick Reference Guide

UC Travel has designed a corporate
online booking site especially for UC
employee’s business travel needs.

» Easy To Use — New look and feel makes
it easy to book business trips online

» Convenient — Book air, car and hotel
reservations online

» Control — Choose from the widest
selection of travel options available

e Savings — Reduces UC's travel costs
and improves negotiations with our
preferred suppliers
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To Access UC Travel Online
* Logon to the Connexxus Portal
¢ Click on UC Travel Center “Book Online”

41 1



Tips For Booking Trips

» Dates, locations, and times are based on
what you enter on the home page (results
are based on availability and University
travel policy)

* When making a booking, from the home
page, select only those items that pertain
to your trip (air, car, train, hotel)

e University preferred providers are
indicated by [##%#%| Or

» To sort options, click on the column
headers

» To check your current itinerary, click the
View Details link

» To change your flight search criteria
during the booking process, click the
Modify Search link near the top of the
page

You're Ready to Book a Trip:

From the Begin Search page:

» Tell the system if the booking will be
billed to the University or paid by
individual credit card. If Yes proceed to
the correct site.

» Check the appropriate boxes for
Flights/Trains, Hotel, and/or Car

» Select Round-trip, One-way, or Multi-
destination

» Select Search Options

» Enter your cities, dates, and times, then
click Begin Search
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Air

» Choose your departing and then returning
flight options using the Select button

« If applicable, you can select alternate, low-
price options

* You may need to identify reasons for out-
of-policy selections if your selected itinerary
is not compliant with UC Travel policy

» Select your seats for each flight segment

Hotel

* You can search for hotels by: address or
city, near an airport, near University
locations and other points of interest, or by
the University’s negotiated properties

» Choose the hotel and room rate using the
Select buttons on the hotel pages

Legend:  ®* Company Preferred (%) Dut of Policy

[l How would you like to search?
© agdress or Gty  Wear an Airport ' Wegotisted Properties

* = Renuired
# Cily or Airport Code:
s

* Show company locations and other points of interest
<@ Enter city and state ar simport code to shov (ocation information.

*= Renuired
E When would you like to go?
* Check-in * Check-out:

0a 606 T [oermene =

EJ What other options would you like to search?

Rental Car

* You can search for cars at an airport or a
city location

* Click Search cars to view the University’s
preferred car rental companies.

» Choose a car by clicking on the lowest
preferred vendors rate.

NOTE: Check the hours of operation for an
off-airport location to make sure they are
open during your pick up and drop off times

Confirming Bookings

* If necessary, you will need to obtain a
valid speedchart number to complete
the booking (when billing airfare
directly to the University).

» Modify or Remove any itinerary options
on the Review /Modify Trip page

* Verify the information on the Traveler
Information and Billing Information
pages

* Click Purchase Trip to complete the
process

 Print a copy of the Reservation
Complete page if needed

* You will receive an e-mail confirmation
when the booking is purchased or held

Hl Review Trip Details

Flight Details | Roundtrip

DFWHo ORD - 0 stops Moty this ot | Remove this fiight

Wed, Aug 16 G5SAM 10 825 A DalsSFH O, THDEWIMS  p¥p Amorcon  AMerizan Airines
Chicage, I (ORDY Avlines  Flight 2320
Fare Rules Ist¥, Caach ¥

QRD to DFVY - 0 stops Woeity this tlief | Remove this fight

Fri, Aug 18 255FMto 5:20 P Chicago, IL (ORD1 o P Amecen American Aifines
Dallas/Ft Worth, TH (DFW) Akines Flight 2337
Fare Rules 2sty, Gaach ¥

Base Airtare: 18977 LSD
Taxes andl Fees: 34,83 USD
Flight Total: 224.60 USD

Hotel Details

Chicage, I odif this hotel | Remove this hatel

Check-in: Wed, fug 16 On Request (@) Miton Chicago Ohare Airport

Check-out: Fri, 4ug 16 BEST AVAILABLE RATE , 1 KING i OHARE INTL &RPT
BED..COFFEEmakeRDaTaPorT DELLXE HIIOT e opaRe, 1L soses

Total Hotel Stay: 2 rights  ACCOM

Cancellation Rules.

Deposit Rules.
MO DEPOSIT IS REGUIRED AT THIS TIME. PLEASE SEE GUARANTEE POLICY.
Rate Per Room: 239.00 LISD Sum of Mightly Rates: 47800 USD
Taxes andd Fess: Unavailable
Estimated Hatel Total: 474.00 USD

Car Details
Chicago, I Wlodify this car | Remove this car
Pick-up: 9:00 AM, ALg 16, 2008 On Reusst ': Enterprises
Drop-off: 2200 Ph, Aug 13, 2006 intermediate A — intermingl
2 or 4 door
Total Rental Time: 2 days Chevy Cobalt Pick-up Location:
air conditioning Chicago (ORD
automatic transmission
Drop off Lacation:
Chicago (ORD:
Bl Add o Your Trip
st [Pk r00m =] e rase [Cricape cormy - Ao 16 =] [Nl



