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Overview & Objectives 

This training is an overview of GetThere, your online-booking tool.  It covers how to use the tool to 

book travel online, how to manage travel online, and how to manage your online profile. 

 

This guide will help you with your travel reservation needs.  You will learn to create and modify your 

profile and then to do the following: 

 Book round trip, one way, and multi-destination Air travel online 

 Search for and book Hotels 

 Reserve rental Cars online 

 Create and use travel Templates 

 Complete an Itinerary and have it ticketed 

You will also be able to view, modify, and cancel trips. 
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Getting Started 

The Log In screen will ask you to enter user name, which is your employee ID and password (A), (at 

least 6 digits and must contain one Capital and one number). The next step is to click the Log In button 

(B). 

If you are logging in for the first time, your password will be “Adtrav” (without quotes and case 

sensitive) followed by the last 4 digits of your Social Security Number, ex: Adtrav5467.  This can be 

reset after you’ve signed in. 

 

 If you can’t remember your password, click Forgot Password and it will be emailed to you (C). You 

may also get assistance with your password by calling ADTRAV at 866-530-8899, press prompt 3.  

 

On this page you can also check arrival and departure status, and link to various travel tools to assist you 

in planning your travel (D). 

Log In Page 1 

 
 
 

 

A 

B 

C 

D 

TIP: You may check the box “remember my log in information” if you want the 

system to pre-populate your used ID each time you access the log in page. 
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Traveler Home Page 

After you log in, the Home page will be displayed and you can begin planning your trip.  You can also 

view unused tickets to apply to future trips, your active trips, your travel templates, and your profile 

pages.  You may also view company announcements, check arrival and departure status, and link to 

various travel tools to assist you in planning your travel. 

 

To return to this page at any time, click the Home link on the red menu bar.  
 

 
 
 

TIP: This tab only 

appears if you’ve 

been named an 

arranger by a 

traveler. 

TIP: On the bottom of every page is phone contact information for help. 
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Begin Search 

Now you are ready to begin your search!  Here are the quick steps to begin: 

1. Check only the travel arrangements you need for your trip (A) 

2. Select your trip type (B) 

3. Choose how you want to search for flights: schedule or price (C) 

4. Enter departure and destination cities (D) 

5. Choose if you want to check alternative airports (E) 

6. Choose the dates and times of your trip (F) 

7. Click the Begin Search button (G) 

More in-depth information about your options and additional questions GetThere might ask can be 

found throughout this guide                                                                                                                                                                                                      

 
 

 

 
 

A 

B 

C 

D 

F 

G 

E 

TIP: Uncheck the 

arrangements you do not 

need to book 
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Begin Search: Uncertain City 

Are you uncertain which city or airport code corresponds to your destination? 

 

If you type in the name of a city and the system is unsure which city or airport you are looking for, a list 

will display on your screen.  The list will include a directory of airports; you can select the location you 

are looking for. 

 

Click Select by the correct option. 

 

 
      

 
 
 

TIP: Input the city, state (with comma) to 

expedite your search and avoid this step. 

Example: Harrisburg, PA 
 

 
 



 7 

Begin Search: Shop by Price 

To search by price, click the Shop by Price button (A). This is the Commonwealth’s default selection. 

 

 
 
When shopping by price you have the options of comparing fares at surrounding airports (B), or to view 

fares for up to 3 days around the dates you selected (C).   

 

 

 

 

 

 

 

 

 
 
 
 

 

A 

B 

C 



 8 

After you select “Begin Search” button, a list of results will appear similar to the image below.  Within 

these results, you can sort by airline, number of stops, or fare; sort results box (F). 

 

To show only non-stop flights, click “Non-Stop” (A).  To only show the selections for 1 stop flights, 

click on “1 Stop” (B).   

 

You can choose to Search by Schedule by clicking on the link if there is not an itinerary option that 

meets your needs (C). To continue browsing through more pages of options, select “itinerary options” 

(D). 
 
You can click on the options to see the specific flight selections for that fare or carrier in the list of 

flights. 

 

 

] 
 

Scroll down the page to show more selections. Click the Select button to choose the flight(s) you would 

like (E). 

E 

C 

D 

B 

A 

F 

TIP: Click on the 

aircraft for more 

information on the flight 

equipment. Click on the 

fare rules for more 

information on the fare 

specifications. 
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Begin Search: Shop by Schedule 

The Shop by Schedule selection page is similar to the “Shop by Price” page, with an option box at the 

top.  However, the first selection page will only show the outbound flight options based on the preferred 

time you input in your search. 

 

Looking from left to right you can view: 

 Departure times 

 Arrival times 

 Airline (code share information if applicable, flight number, equipment type, class of service) 

 Number of stops, flight time, flight mileage, on-time percentage, seat map 

 

Click the Select button to choose the flight you would like (A). 

 

 

 

A 
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Once you select the departure, the second selection page displays the return flight options. 

Select the desired return flight(s) from this availability (B). 

 

 

 
 

 
 

B 
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Begin Search: Lower Fare Options 

Once the outbound and return flights have been selected, the screen displays the fare for your original 

selection (A). 

 

Below Your Selected Itinerary, options for a lower fare are shown (B). The number of flights with a 

fare that is the same or lower is displayed (C). Scroll down to see all options. 

 

Select your preferred flight option. 

 
 

 

 
 
 
 

 
 

A 

B 

C 
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Begin Search: Policy Compliance 

If you choose flights that are out of policy, the following screen displays:   

 

 
 

For out of policy travel a justification will be required.  You can select the arrow and a drop down menu 

will appear (A).  You must choose one of the following justifications for non-compliance from the drop 

down list to continue. 

 

 Time Constraint 

 Alternate Airport Declined 

 Non-Jet Service 

 Non-Penalty Fare Approve 

 Union Contract Time Restrictions 

 

Click Continue with Reservation after you have made a selection, or you can chose to begin a new 

search and Start Over (B). 

 
 
 
 

A 

B 



 13 

Seat Selection 

After the flight options have been selected, a seat map displays for the first air segment.  You can scroll 

to the front and back of the plane if necessary to see more seats. 

 

To request a seat, click on an available seat (A) and click the Reserve Seat Selection button to go to the 

next seat or the next step in the booking process (B).  

 

The type of seats available on the map are explained in the legend (C)  

 

Repeat for each airline segment confirmed until all seats are assigned. 
 

 
 
You may skip the seat selections by clicking “Skip Seat Selection” (D). 

 

Please note: Some airlines do not offer pre-assigned seat selection, in which case you will receive the 

following:  

 
If this occurs, close this page (E) and continue with the reservation or select a different flight. 

 

A 

B 

C 

D 

E 

TIP: Choosing a seat that charges a 

fee is not a reimbursed expense (F). 
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Hotel Search 

If you are booking a hotel only, without flights, enter your dates on the “Begin Search” page. 

You will need to add your destination (A). 

 

 
 

Click Begin Search to start viewing hotels (B). 

TIP: When booking a trip 

with hotel and air, the 

check in and check out 

dates default to the dates 

of the flights you booked.   

 

A 

B 
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The following steps will begin your hotel search: 

1. Choose Hotel Location Options (A) 

a. Click on “city” or “airport” 

b. For the most accurate search, input a street address. 

2. Check to make sure the date is correct and change if needed (B) 

3. Expand or narrow the distance surrounding your desired location by using the drop down box 

(C) 

4. Optional search criteria is available -- You may input the name of the hotel or hotel chain (D) 

5. You may select optional special requests (E) 

6. Click Search Now (F) 

 

 

 
 

 

E 

C 

D 

B 

A 

F 

TIP: If you decided not to 

confirm your hotel at this 

time you may select “skip 

hotel search” to move on to 

your next arrangements. 

TIP: Special requests are sent to the hotel as a request and 

are not guaranteed in your booking. 
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The results will appear in a list similar to the one below.  You can also view the hotel options in a map 

by clicking the Map View button (A). 

 

  

 

 
 

 
 

A 



 17 

The Map View will look like the image below.  You can click on the different numbers (A) or the hotel 

name link (B) to view information about each hotel. 

 

 

 
 

 
You can obtain more information about each hotel by clicking on the available options, such as 

amenities, photos, etc in the pop-up box.   

 

Once you’ve found a hotel that meets your requirements, click the Select button to book this hotel (C). 

A 

B 

C 
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Select a Hotel 

Available hotels display in a list view similar to the image below.  Hotels can be sorted by approximate 

rate, hotel name, or distance from the search point (A).  Preferred hotels display first and are indentified 

by blue stars and the words “premier” or “preferred” (B).  

 

Rates that are available at the hotel and the GSA per diem rate for the area display in the right hand side 

rate box (C).                  

 

 
You can also view photos, cancellation information (D), amenity information, and mapping details on 

each property.  

 

 

 

 

 

 

 

 

 

 

 

 

A 

B 

C 

D 
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If you click the Select button you will see the available rates for your hotel choice (E).  Also, selecting 

Hotel Details will show you detailed information about the property (F). 

 
 

E 

F 
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The Hotel Details page includes three tabs (A): Features, Maps & Directions, and Room Rates.  The 

Features page will show you the available amenities (B), options and policies including: facilities (C), 

credit policies (D), and transportation (E). 

 

 

 

 

A 

B 

E 

D 

C 
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Select a Room and Rate Type 

The Hotel Details page displays with the available rate per night.  Click on More Rate Details for each 

rate (A) for rate details and rules. The rate rules will appear in a new window and will look similar to the 

image on the next page (B).  The per diem rate is indicated at the top right side (C).  

 

The description of the room type is listed on the left side. The Commonwealth rate is noted here (D). 

Some room types may indicate such items as: bedding (double, king, etc), nonsmoking, accessible (E). 

 

Click Select to book the room type and rate (F). Hotels are automatically guaranteed to the credit card in 

the profile. 

 

 

 
 
 

 

 

 

 

 

 

 

 

A 

C 

D 

E 

F 
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Hotel Rate Rules: 

 

 
 

 

 To select a different hotel and return to the hotel list, click the Back button (G) 
 

 

 
 

The following page gives information about Out of Policy hotels and rates.

B 

G 
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Hotels that are Out of Policy appear like the image below and their status is indicated with a red circle 

icon (A). 

 

 
 

 

 

Rates that are out of policy appear like the image below.  They are also indicated by the red circle icon 

(B). 

 

 
 

If you select a hotel or a rate that is out of policy, the below window will display.  Select the appropriate 

justification from the drop down menu (C) and click Continue with Reservation (D). 

 

 
 

 
 
 
 

A 

B 

D 

C 
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Car Search 

If you are renting a car and booking a flight, the pickup location defaults to your flight destination 

airport.  The pick up and return date and time will default to the dates and times of the flights you’ve 

booked. 

If you are renting a car without a flight (A), input the location, dates, and times on the “begin search” 

page. 

 

You may also choose to book a car at a hotel or near an address.  Click Begin Search to open the 

applicable page to input the location details (B). 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A 

B 
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If you choose to pick up a car from an address, a list of locations will display.  

 

 
 

You will need to select a Vendor (A) and click on Continue (B). 

B 

A 
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After you select Begin Search, a screen will appear asking for more information about your trip.  The 

following steps will help begin your reservation:  

 

1. Choose the location for the rental car pick up (A)  

a. For airport, enter the airport code or city  

b. Hotel will default to the hotel booked in the record (use only if rental car company has a 

location at hotel)  

c. For address, the minimum input is the city (choose the distance from the address in the 

drop down menu) 

2. Choose the drop off location (B) 

a. The system defaults to the same as the pickup location  

b. Choose “Different Location” if the drop off will be at a different rental office than the 

pick up 

3. Verify the dates and times and change if needed (C) 

4. To change vehicle types, click to uncheck the default and then click on the preferred type 

(maximum of 5 types) (D) 

5. If you prefer, you may change your transmission type. (E) 

6. Click Search Now to display car availability (G) 

 

  

 

A 

B 

F 

E 

D 

C 

G 

TIP:  Special requests options 

are not guaranteed and may be 

at an additional cost (F) 
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Select a Rental Car 

The commonwealth’s preferred car companies are marked with stars (A).  Three stars indicate the most 

preferred vendor.  Out of policy options may be indicated with the red circle icon (B). 

 

The rental car company and location address are on the left side (C). 

 

The car type and an example are indicated by the picture and type name (D). For more information on 

the car type click the name. Specific cars are not guaranteed, only the type is confirmed. 

 

Select your preferred car option by clicking on the rate link to confirm (E). 

 

  
 

 
 

 
 
 
 
 

A 

B 

E 

C 

D 
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Completing the Reservation: Review & Modify Trip 

After the reservation steps are completed, the Review Trip screen displays.  Any important information 

is displayed in the yellow box at the top of the screen:   

 
At this point, you can Modify or Remove any segment of your trip (A).  Review the arrangements 

carefully for accuracy; read any cancellation details (B).  You can also Start Over and all arrangements 

will be deleted (C).  If you are satisfied with the itinerary, click Continue with Reservation (D). 

 

 

A 

C 

B 

D 

TIP: You may add more reservations to 

this trip by using the drop down menu and 

inputting the location.  

E 
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Creating a Trip Template 

You can use this trip to create a Trip Template.  A template can be used to book a recurring trip very 

quickly and easily.  The Trip Templates box is in the upper right corner of the screen. 

 

 
 

Enter a template name that identifies the trip for you (A). You can also make this template available to 

other travelers by clicking Yes (B). Click the Save Template button (C).  The box below displays 

indicating your template has been saved.  Click the Back button to return to your booking (D). 

 

 
 
 
 
  
 

A 

B 

C 

D 



 30 

Traveler Information 

The Traveler Information page appears to confirm the traveler’s name, meal, special requests, and 

frequent traveler data.  Data will pre-populate from the profile if the information is stored in the profile. 

 

The Gender and Birthdate of the traveler are required for flights per TSA regulations (A). This 

information must be entered if blank. 

 

You may also put the trip on Hold by clicking the checkbox (B). 

 

Important: The Hold button is to be used only if you are unsure of the certainty of the trip or if you do 

not want airline tickets issued at this time.  Your arrangements will be cancelled by the system if you 

do not return to this trip and confirm the booking.  Airline flights will cancel within 24 hours and 

hotel only reservations will cancel 48 hours prior to your departure date if not confirmed. 

 

Verify the information for accuracy and click Continue with Reservation (C). 

 

 
 
 

B 

A 

C 



 31 

Billing Information 

After you have verified your traveler information, you will need to verify your trip and billing 

information.  Fields indicated with a red star are mandatory.  The following steps will help to ensure that 

your trip information is correct: 

1. Read the important information in the yellow box at the top of the page (A)   

2. Verify traveler information (B), delivery address, email address, ticket type, and billing 

information 
3. Input a temporary credit card under Hotel Billing if there is no corporate card on file to 

guarantee your hotel reservation (C) 

4. Commonwealth Information: 

a. If your trip is being Reimbursed by a Third Party input the information here (D) 

b. If your agency requires the information, input your SAP, cost center fund code, and 

internal order information (E) 

c. All International Trips require an international approval number (F) 

d. All Out of State Travel requires justification from the drop down menu. In the second 

box, input the additional information that applies to your justification (G) 

5. Optional comments to relay to the travel agency can be inputted here (H) 

6. Click Purchase Trip to complete the booking (I) 

 

*Due to the amount of information on this screen, it is continued on the next page. 

 

 

 

A 

B 
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C 

I 

F 

D 

G 

E 

H 

TIP: The corporate travel card is 

identified by “CC No 0” 
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Once you click Purchase Trip, a dialogue box will appear that advises that your credit card will be 

charged if you continue.   

 

Please note if this is a hotel-only reservation, the credit card is used to hold the hotel room and not 

charged at this point. 

 

Click OK once to confirm the purchase. 

 

 
 

An Itinerary Confirmation displays. At this point your trip is confirmed. 
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Reservation Complete 

The Reservation Complete screen will provide all the trip details. The first box displays your 

Reservation Record Locator (A). 

 

The vendor confirmation numbers (airline, hotel, car rental) are found under the Details (B). 

 

A copy of the itinerary can be printed or downloaded (C). 

 

 

 
You can now logout or book another trip (D). 

 

A 

B 

C 

D 
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In addition to the confirmation displayed on the screen, an itinerary confirmation will be emailed to you. 

Example: 
 

Thank you for making your travel reservations through our site.  Your reservation information appears below. Please keep this  information in a safe place so that you may refer to your itinerary and record locator for your trip. 
https://www.virtuallythere.com/new/reservations.html?pnr=NB1DB11DORNG&name=Bear&language=0 
 
********************************************************************** 
CONFIRMATION NUMBERS 
SABRE Record Locator #: ENMWUQ 
Airline Record Locator #1 US-CE2FX1 (US Airways) 
Car Rental Confirmation #1 ZL-962313903COUNT (National) 
Hotel Confirmation #1 BW-NULL (Best Western) 
********************************************************************** 
Name(s) of people Traveling 
Name:  Vernon E Bear 
Meal: standard 
 
Fare Details: ATL US X/CLT US SAN138.60GXAUNJ6P US X/PHX US ATL138.60GXAUNJ6P USD277.20END ZPATLCLTSANPHX XFATL4.5CLT3SAN4.5PHX4.5 
Penalty: STNDBY/CHANGE FEE/NO RFND/CXL BY FLT DT/ 
********************************************************************** 
ITINERARY 
 
AIR 
Flight/Equip.: US Airways 1408    Airbus A319 
Depart: Atlanta(ATL) Tuesday, Sep 21 5:30 AM 
Arrive: Charlotte(CLT) Tuesday, Sep 21 6:37 AM 
Stops: non-stop;     Miles: 226 
Class: Coach 
Status: Confirmed 
Seats Requested:  
 
AIR 
Flight/Equip.: US Airways 162    Airbus A321 
Depart: Charlotte(CLT) Tuesday, Sep 21 7:55 AM 
Arrive: San Diego(SAN) Tuesday, Sep 21 10:01 AM 
Stops: non-stop;     Miles: 2074 
Class: Coach 
Status: Confirmed 
Seats Requested:  
 
CAR 
Vendor: National 
Pick-up: Tuesday, Sep 21 11:00 AM San Diego 
Address: 3280 North Harbor Drive 
Tel.: 888-826-6890 
Drop-Off: Wednesday, Sep 22 6:00 AM San Diego 
Address: 3280 North Harbor Drive 
Tel.: 888-826-6890 
Car size: Economy 
Confirmation #: 962313903COUNT 
  Rate:   36.00 USD/daily; Extra Day: 36; Extra Hour: 18 
  Total Car Cost: 56.04 USD   
  Special Requests: automatic locks, 4 door 
 
HOTEL 
Name: Best Western Bayside Inn     Location: San Diego, CA 
Address: 555 West Ash St, San Diego, CA 92101  
Check-in: Tuesday, Sep 21 3:00 PM 
Check-out: Wednesday, Sep 22 12:00 PM 
Hotel Confirmation #:  
Phone: 1-619-2337500 
Fax: 1-619-2398060 
  Rate: 
  113.39 USD/night  
Special Requests: king bed, high floor 
 
AIR 
Flight/Equip.: US Airways 220    Airbus A320 
Depart: San Diego(SAN) Wednesday, Sep 22 6:25 AM 
Arrive: Phoenix(PHX) Wednesday, Sep 22 7:49 AM 
Stops: non-stop;     Miles: 303 
Class: Coach 
Status: Confirmed 
Seats Requested:  
 
 
AIR 
Flight/Equip.: US Airways 610    Airbus A321 
Depart: Phoenix(PHX) Wednesday, Sep 22 9:10 AM 
Arrive: Atlanta(ATL) Wednesday, Sep 22 3:58 PM 
Stops: non-stop;     Miles: 1585 
Class: Coach 
Status: Confirmed 
Seats Requested:  
 
Total Airfare (including taxes and/or applicable fees)   339.30 USD 
Total Airfare (per person)   339.30 USD 
Flight segments must be ticketed by close of business on Wednesday, Jul 28, 2010 
 
Penalty: STNDBY/CHANGE FEE/NO RFND/CXL BY FLT DT/ 
********************************************************************** 
AGENCY INFORMATION 
Agency: ADTRAV Travel Management 
        Birmingham, AL, USA 
********************************************************************** 
DELIVERY INFORMATION 
Deliver To: 
Name: Vernon Bear 
Address: 4555 southlake pkwy 
         birmingham, al, 35244 
Phone: 205-444-3209 
Email: chris.wheeler@adtrav.com 
Shipment: E-Ticket 
********************************************************************** 
PAYMENT INFORMATION 
Visa Number: ON FILE 
********************************************************************** 
SPECIAL REQUESTS 
General Requests or Special Needs: 
********************************************************************** 

https://www.virtuallythere.com/new/reservations.html?pnr=NB1DB11DORNG&name=Bear&language=0
mailto:chris.wheeler@adtrav.com
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Profiles 

From the home page, click on Profile (A) in the red menu bar, or click the applicable page link on the 

Profile Settings or Travel Preferences tab to update your profile (B).   

 

Your initial profile is automatically loaded in the travel system from your HR profile. Changes to your 

HR profile such as name, agency, work address and phone, employee ID, email address, or corporate 

card information will automatically update your travel profile. Personal information and travel 

preferences must be updated by you.  

 

 

A 

B 
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If you click the Profile link in the red menu bar, the page below will be displayed.  Click on the link 

containing the information you would like to update (A). 

 

Note: Be sure to click the Save button at the bottom of each screen being modified to save your changes. 

 

 
  

If you click a link on the Profile Settings or Travel Preferences tab, that page displays automatically. 

 

On the following page are examples of two of the Profile pages you can update. 

 

A 
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The following is the Personal Information page: 

 

 

 

 
 

A 

TIP: Remember to Save any changes (A). 
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You can also add a Travel Arranger to your profile (A). Only the traveler can name an arranger in their 

profile. An arranger cannot make reservations for another until the traveler names them in their profile.  

 

 
 

The following screen displays to edit your Travel Arrangers: 

 

 
 
To add a travel arranger, you will need to click “Add Travel Arranger” (B).  
 

  
 
 
 
 
 
 

A 

B 
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On the next screen, you will be prompted to add the arranger. Once you have entered in the first and 
last name of the person, you will need to click “Search” (A).  

 

 
 
 
The following screen will display the contact information of the arranger you entered in 
previously.  

 
 
If this is not the arranger you would like, please re-enter the correct arranger (B) and click 
“Search Again” (C). If the correct person displays, please click “Add” (D).  

A 

B 

C 

D 
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After you click “Add” to add your travel arranger, you will receive a confirmation that the arranger has 

been successfully added (A).  Also, all of your arrangers will be displayed (B).  You may also choose 

who can access your account settings(C).  

 

 
 

Once the all the information is correct, you will need to click “Save” (D).  

A 

B 

C 

D 
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Templates 

Once you have saved a template, it can be used to make the same arrangements by clicking on the 

Templates link.  Select the template you wish to use. 

 

Enter your new trip dates (A) and click the Price Itinerary button (B). Continue with the reservation to 

confirm. 

 

To delete a template, Select it and then click the Delete button at the bottom of the display.  

 

 
 

 
 
 

B 

A 
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Trips 

If you select Trip at the top of the screen (A), you can view Trips on Hold (B), Active Trips (C), Past 

Trips (D), and Cancelled Trips (E). 

 

 
 

 

Click on the Select button to view, modify, or cancel a trip (F).  If the trip is on hold, click the Select 

button to purchase it (F).  

 

 
 

A 

B 

C 

D 

E 

F 

TIP: If you have trips on hold (B), 

action must be taken to either 

confirm or cancel the trip. 
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The following is an example of a previously booked trip display: 
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Cancel a Trip 

 
To cancel a trip, select the trip under active trips (A) and it will be displayed. 

 

 
 

The Itinerary and information for the selected trip will appear and you will have options. 

 

A 
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The below screen displays to reconfirm that you wish to cancel a trip.  Click on Cancel Trip (A). 

 

 

 

 
 

 

A 
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To cancel, click the check box that you agree to cancel this trip (A) and click Cancel Trip Now (b). 

 

 
 

When you reconfirm that you will need to cancel the trip, the below Cancellation Confirmation screen 

will be displayed. 

 

 
 

You will be returned to the Trips page.  Please note your cancellation number (B).In addition to the 

displayed cancellation, an itinerary cancellation notice will be emailed to you.   
 

 
 

C 

A 

B 
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Modifying a Trip 

Throughout the booking process, you are able to add, cancel, and change your hotel, air, or car 

reservation at any point.  

 

If any changes need to be made after your trip has been confirmed, you may change the hotel or car 

reservation.  

 

 

 

To change your hotel or car reservation after a trip has been completed, you will need to click on “Trips” 

(A) from the main page.  

 

 
 

You will then select the trip you would like to modify.  

 

 
 

Once you click on “Select” (A) the following page will display: 

 

 

 

 

TIP: If you need to make a change 

to your airfare reservation, please 

call ADTRAV, 866-530-8899. 

 

A 

A 
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To cancel or modify the hotel, see (A).  

 

 
 

To cancel or modify the car, see (B).  

 

Once you select the reservation you would like to modify, you will be brought to the booking screen and 

will then be able to choose a different hotel.  

 

 

A 

B 



 50 

 
 

You can use this same feature to add a hotel to your existing reservation.  

 

 

 

 

 

 

 

 

TIP: You can use this same process 

to add or change your car 

reservation.  


