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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:

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

e Search for and book Hotels

e Reserve rental Cars online

e Create and use travel Templates

e Complete an Itinerary and have it ticketed

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



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 ADTRAYV 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

English | Espafiol

7N\
ADTRAVAA
www.adtrav.com
Welcome to ADTRAV's online booking system for Corporate and State IRt
Government business travel Commanwealth of Pennsylvania Login Instructions
Username: 6 digit employee 1D number
* = Required Initial password: The word "Adtrav" (without quotes, and case
A Deacelcomplets helfieds belges sensitive) followed by the last 4 digits of your Social Security number

*User Hame: l:l (i.E., Adtrav5467)

ADTRAV Assistance: 866-530-8899
thasswors: |

Remember my Log-in Information

C Welcome, Tyler Technologies Travelers
ADTRAV Assistance- 866-530-8671

Forgot password More Booking & Planning Tools

{@); Restaurant Reservations

Arrival & Departure Status
@ Fignt O Train

[07msz010 v | sekctarine

Travel Tools

D & City Information
Currency
Driving Directions
Freguent Fiver Info
Health Paszport World News

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.




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.

English | Espafiol

pennsylvania

STATE OF INDEPENDENCE A v

Welcome: Vernon E Bear  Site: COPA Site Administration | Help | Log Out

e» .ravel Arranger Vernon E Bear (X

A ips Profile Templates
. H ers Frequent Travelers Trips - List View Trips - Calendar WView
TIP: This tab only
f . E Bear Traveler (2 of 10} Alerts H E-mail Phone Number
appears l you Ve ernon Bearll, WYernon chris.whecler@adtrav.com 205-444-4322 [ %]
been named an vemon TR a chris.whesier@adtrav.com 2054004823 @
arranger by a

Remove Travelers

More Booking & Planning Tools Announcements

Restaurant Reservations 5
t@h Welcome to the Commonwealth of Pennsylvania's online system for

booking business travel

Travel Tools
# City information & Maps .
* Commonwealth Travel Procedures WManuale Tutorial *All out-of-state travel must be justified. Use of state funds, federal funds,
# Commonwealth Travel Policy & fax exempt form rev-1220 filin.pdf or special funds must be pre-approved.
# Transportation Security Administration & GSA perdiem-
# Health Passport lodging. mileage. subsistence
Tutorial this online booking tool & fleet vehicle i
C Bl e St e *All international travel must be justified and pre-approved.
*If you are booking a hotel using an agency lodging card, call ADTRAV
666.530.8699 prompt 1.
*Change or modify existing trips in "My Trips™. Do not start a new booking.
The Transportation Security Administration of the U.S. Department of
Homeland Security requires us to collect information from you for purposes
of watch list screening, under the autharity of 43 U5 C_ section 114, and j
Agency Tools
* Site Administration & Hook for Guest
+ Profile Administration & Hook for Traveler
# Traveler's Records
Arrival & Departure Status
& Fight O Train
08182010 v || sekect arine | [mignt # |E
Company Announcements
MNeed Help? - reservations & online booking 866.530.8899
- travel policy & group travel T17.265.8409

- reimbursement & travel audit 800.824 0626

Standard hours of operation are M-F, 7.30AM-7PM EST, but you will always be able to reach someone 24/7.

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




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)

Select your trip type (B)

Choose how you want to search for flights: schedule or price (C)
Enter departure and destination cities (D)

Choose if you want to check alternative airports (E)

Choose the dates and times of your trip (F)

Click the Begin Search button (G)

No ak~wd

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

A Find Me The Best Trip!

TIP: Uncheck the
- | arrangements you do not
L L need to book

C @ Shop by Schedule O,

D

o || eaves v womeg 00am v
12z || eaves v vomeg 00am v

G Begin Search




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.

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

Click Select by the correct option. expedite your search and avoid this step.
Example: Harrisbura. PA

Airport Locations Near harrisburg

Airport Name CityiState Country Code Select for

Harrishurg, CA USA

LAS/Mcearran International Las Vegas , NV US4 LAZ
(located 102 miles away)

Wiliam J Fox Lancaster, CA 34 WIF
(located 102 miles away)

fiern County Inyokem | CA USA K
(Icated 53 milez away)

Harrisburg, NE USA

Denver International Denver , CO 34 DEN
(located 100 milez away)

Scottzbluff County Scottzbluff, NE US4 BFF
(located 17 miles away)

Harrisburg, TX USA

(George Bush Intercontingntal Hougton , TX US4 |AH
(located 92 milez away)

Shreveport Regional Airport Shreveport, LA 54 SHV
(located 75 miles away)

Efd/Elington Field Houston , TX 34 EFD
(located 96 miles away)




Begin Search: Shop by Price

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

Find Me The Best Trip!

11| eaves | norng 0 am) v
1221 | eaves | Horong 0 am) )

Begin Search

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).



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.

Your trip so far...

Select Flight for Friday, Aug 27, 2010
Philadelphia, P& PHLIto Atlanta, G (ATL)

» hiodify search

L:_-r Company Announcements
Choose lower airfares within 2 hours of your selected departure tirme when savings is $200 or more

Choose alternative airports when savings is $300 or more
Airfare in excess of $800 requires justification and will be reviewed prior to ticket issuance

TSArequired information on aiflights includes: your name exactly as it appears on your drivers license or passport, your bi
gender. Your flights may be cancelled withoutthis regquired information. Ensure your profile is correct.

Al tim are local to each cty

TIP: Click on the
aircraft for more
information on the flight
equipment. Click on the
fare rules for more
information on the fare
specifications.

/

The numbeNef stops applies to the frip segment Ceither to or fram v our destination) that has the most stops.

A Airlines PYA Greasen | Continentalfl] A DELTA Piways | @ UNITED MixedCartier
Non-stops --- -—- from 745 USD from 745 USD - from 745 US|
[ 0 non-gops 0 non-stops Z non-stops 1 non-stops 0 non-gops
B—.> 1 Stop trom 761 USD trom 766 USD -—- trom 754 USD trom 756 USD T ram usp
[ litineraries 2itineraries 0 itineraries 10 itineraries 11 itinerares 1 9, erares

0 itineraries O itinerares O itinerares O itineraries

2+ Stops -
0 itineraries

||' Nneraries

e (5 Out of Policy

Legend: K4 Company Hegotisted

—Pps55 itinerary

C —————Psearch by Schedule

Notes

Option 1

&:00 AM-Fri, sug 27 8:14 AM-Fri, sug 27 A DELTA Monstop

Fhiladelphia, P& PHLY Atlanta, G& ATL) Flight 415 - Bosing 757-200 Total flight time 2:14
Clas Coach BEE miles

P& on-tim e
View seats

are Rules

8:40 AM - Sat, Aug 28 10:54 AM - =at, fug 28 A DELTA Monstop
Atlanta, G o BT Philadelphia, P& PHLY Flight 1494 - Boeing 737800 Total flight time 2:14
Class Coach EEE miles
Fis, antime

Eare Rules
View seats

Option 2
8100 AM-Fr, sug 27 8:14 AM-Fri, sug 27 A DELTA Momstop
Philadelphia, P& PHL]) Atlanta, G& ATLY Flight 415 - Bosing 757-200 Total Alight time 2:14
Class Coach GEG miles
Fare Rules Mz ondime

View seats

120 | 21-40 | 41-55

Price (estimate} =

T45.40 USD

T45.40 USD

6125 AM - Sat, Aug 28 8:27 AM- Sat, fug 28 A Monstop )
atlanta, Ga (aT L) Fhiladelphis, P& FHL] Flight 18692 - airkus 520 Total fiht time 2:02
miles

Class Coach

Eare Rules P& an-tim e

View seats

| -
g Scicct |

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

like (E).




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:
e Departure times
e Arrival times
e Airline (code share information if applicable, flight number, equipment type, class of service)
e Number of stops, flight time, flight mileage, on-time percentage, seat map

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

N
4

pennsylvania @

STATE OF INDEPENDENCE
ADTRAV

Welcome: Vernon E Bear  Site: COPA Site Administration | Log Out

& Travel Arranger

Vernon E Bear [X)

Home Trips Profile
H Heis with inis page

P view details

Your trip so far...

Select Flight for Mon, Oct 11, 2010
Atianta (ATL) to Philadelphia (PHL)
» Modify search

Company Announcements
Choose lower airfares within 2 hours of your selected departure time when savings is $200 or more.

Choose alternative airports when savings is $300 or more.

Airfare in excess of $800 requires justification and will be reviewed prior to ticket issuance.

TSA required information on aiflights includes: your name exactly as it appears on your drivers license or passport, your birthdate, and your gender.
Your flights may be cancelled without this required information. Ensure your profile is correct.

Price {estimate)
Option 1 Finish Building Your |tinera

5:30 AM - 1on, Oct 11

Atlanta, GA (ATL)

8:37 AM - 1on, Oct 11
Charlotte, NC (CLT}

us

Aiways
Flight 1732 - Airbus A319

Class: Coach e
> =z
7:32 AM - on, Oct 11 9:08 AM - lon, Oct 11 A Hon-stop
Charlotte, NC (CLT) Philadelphia, PA (PHL) Flight 801 - Airbus 4321 ﬂﬂ””;:“m“
Class: Coach =

Option 2

5:30 AM - non, Oct 11

Atlanta, GA (ATL)

6:37 AM - 1on, Oct 11
Charlotte, NC (CLT})

WUNITED

7:32 AM - non, Oct 11

9:08 AM - 1on, Oct 11

Non-stop

iing Your ltinerary For C:

6:00 AM - Men, Oct 11

Atlanta, GA (ATL)

7:36 AM - Mon, Oct 11
Washington, DC (1AD

Non-stop

NIA on-time
View seats

8:21 AM - non, Oct 11
Washington, DC (IAD}

Done

9:19 AM - 1on, Oct 11
Philadelphia, PA (PHL}

us

Ainvays
Operated by United Express/Trans

States

Non-stop

Total flight time 3:19
135 mil

S miles

Charlotte, NC (CLT) Philadelphia, PA (PHL) Total flght time 2.23
NIA on-time
View seats
Option 3 Building Your Itinerary For Complete Price




Once you select the departure, the second selection page displays the return flight options.
Select the desired return flight(s) from this availability (B).

W
o

.
pennsylvania Q
A
STATE OF INDEPENDENCE ADTRAV
Welcome: Vernon E Bear  Site: COPA Site Administration | Log Out

& Travel Arranger Vernon E Bear (¥

Home Trips Profile

6 el with this page

Select Flight for Thu, Oct 14, 2010
Philadeiphia (PHL) to Atlanta (ATL)

» Modify search

Company Announcements
Choose lower airfares within 2 hours of your selected departure time when savings is $200 or more.

Choose alternative airports when savings is $300 or more.
Airfare in excess of 5800 requires justification and will be reviewed prior to ticket issuance.

TSA required information on airflights includes: your name exactly as it appears on your drivers license or passport, your birthdate, and your gender.
Your flights may be cancelled without this required information. Ensure your profile is correct.

Option 1
5:30 AM - Thy, Oct 14 7:08 AM - Thu, Oct 14
Philadelphia, PA (PHL Charlote, N Flight 1420 - Boeing 737-300
Class: Coach :
B View seats »
>
Select
7:55 AM - Thy, Oct 1¢ 9:13 AM -Thu, 0ct 14 Nonstop
Charlotte, NC (CLT) Atlanta, GA (ATL) Fiight 1 _ftal‘r‘l‘lshtt\ME 343
o 225 miles
Class. Coach 80% on-time
View seats
Option 2
5:30 AM - Thu, Oct 14 7:08 AM - Thy, Oct 14
Philadelphia, PA (PHL Charlotte, N
7:55 AM - Thy, Oct 14 9:13 AM - Thy, Oct 14 Non-stop =
Charlotte, NC (CLT) Atlanta, GA (ATL) = tal flight time 2:43
Flight 1 es
Class: Coach
View seats
Option 3 ur Itinerry For
5:50 AM - Thu, Oct 14 8:08 AM - Thu, 0ct 12 clirTran ﬁ°t"ff‘|f:ﬁm s
Philadelphia, PA (PHL Atlanta, GA (ATL Fiight 331 - BOENG T37-700 otal flight time 2:13
Class: Coach mies | seiect |
90% on-time
View seats




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.

Itinerary, Price and Alternatives
Philaclelahia (PHL) to Atlanta (ATL): Tue, Aug 17, 2010
Atlarta (ATL) to Philadelphia (PHLY. Thu, Aug 19, 2010

» Modify search

Company Announcements
Choose lower airfares within 2 hours of your selected departure time when savings is $200 or rmore.

Choose alternative airports when savings is $300 or more
Aitfate in excess of $800 requires justification and will be reviewed priar to ticket issuance

TSA required information on airflights includes: your name exactly as it appears on your drivers license or passport, your bithdate, and your gender.
Your flights may be cancelled without this reguired information. Ensure your profile is correct

Alltimes are local to gach city

Legend Company Hegotiated Rate (5 Out of Policy

Your Selected Itinerary

Eare Rules

6:0 —Te: B:13 AM - Tue, S 17 ADELTA Mer-stop
Philacielphia, P&, (PHL] - Flight 415 - Boging 737-800 Tatal tlight time 2:13
- Coach 666 miles

90% on-time
& =, 174.40 USD

5:45 PM - Thu, Aug 19 8:01 PM- Thy, Aug 18 ADELTA
Atlarita, GA& [ATL Philacielphia, P& (PHL Flight 2394 - Boging 737-500
Class: Coach
Fare Rules

Select
e | sotoct |

Total flight time 2:16
BEE miles

50% on-time

View seats

Low Fare Options
The following alternate tineraries, including nearby airports, may also fit your schedule and budget.

I Help with this pace

10 flight options : 1-10

Departure Arrival Price (estimate}
Option 1
C —— 00 AM- Tue, sug 17 8:13 AM - Tue, 2ug 17 ADELTA Ner-stop
Philaclelphia, PA (PHL] Atlarta, Ga (ATL] Flightt 415 - Boeing 737-800 Total flight time 2:13
Class: Coach Eﬁi m\lers
Fare Rules on-ime
View seats 174,40 USD
4:15 PM - Thu, #ug 19 6:35 PM - Thu, Aug 18 A DELTA Man-stop m
Atlanta, G (ATL) Philadelphia, PA (PHL) Flight 1534 - McDonnel Douglas MO-G3 Taital flight time: 220
Class: Coach BEE miles:
Fare Rules i or-time
- View seats

11



Begin Search: Policy Compliance

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

pennsylvania @

STATE OF INDEPENDENCE

Welcome: Vernon E Bear Site: COPA Site Adminiztration | Log Out

&. Travel Arranger Vernon E Bear (X]

Home Trips Profile

Help with this page
Your trip so far... We 2010 - Sat, Oct 02, 2010 F view detais

Out of Policy

* = Required

'ou have made an out of pelicy travel cheice. Please review your eptions and submit the information below.

Some of your cheices were designated Out of Policy for the following reason(s):
# First clazz iz not authorized. - PIT - ATL
= A connection flight option iz available.
& A lower-priced flight eption iz available.

Select a Reason:
Time Censtraint

Alternate airport declined o Start Over Continue with Reservation
Non-Jet Service »

Non-Penalty Fare Approved
Union Contract Time Restriction

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.

e Time Constraint

e Alternate Airport Declined

e Non-Jet Service

e Non-Penalty Fare Approve

e 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).

12



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) TIP: Choosing a seat that charges a

fee is not a reimbursed expense (F).
/

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

To select a seat, click on a seat in the airplane diagram and then click the "Reserve Seats” button.

ADELTA
Flight: 1481

Aircraft: Boeing 737-800
Booking Class: Coach
Remaining Seats: 24%

14 16 18 20 |22 24 26 28 30 32
—

Passenger Seat Seats Selected % Legend
Flight 1:
Passenger 1 Selecta Seat | v Fiight 2-

After you select all seats and click the "ReseMwg Seats” button, your selections will be displayed under the "Seats Selected” column

*; Skip Seat Selection Reserve Seat Selection

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:

Prrinit

Current Seat Availability Esctoclose B3
@ Seat maps reflect current available se: o 5 Can select your desired seat during the purchasing process. ‘

E —— | Tue, Aug 24,2010
(PHLY ta (ATL)

Seat maps are not available for this flight.
Sarry, but vwe cannot aocess & sest map for this fight. Please close this wincdow to cortinue.

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

13



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).

Find Me The Best Trip! TIP: When booking a trip
with hotel and air, the
check in and check out
A ———————» Tolarpon orcitvy dates default to the dates

| | of the flights you booked.

L1 Flignt Hotel [ Rental Car

Courntry:
|usa, v|
Begins:
82410 | Morning (7:00am) v |
Ends:
825N0 | Morning (T:006m1 ¥ |

B > Begin Search

Click Begin Search to start viewing hotels (B).

14



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

N

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

(©)

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

& Travel Arranger Vernon E Bear [X]

Your trip so far...

Hotel Search

Q Company Announcements
Book praferred hotels when available. Preferred hotsls are designated by stars

When a preferred hotel 1s not available, book a hotel at or below the per diem rate

Kl How would you like to search?

A > (%) pddress or City O Mear an sirport O Negrtisted Propertiss
Country:
usa -
Street Address:
options!
City: StateProvince: ZipiPostal Cocle:
Harrishurg Pennsylvania A4

» Show company locations and other points of interest
<I» Enter city and state or airpart code ta showy location informetion

When would you like to go?
B —deep + Check-in * Check-out
824410 7] aesno =

What other options would you like to search?

Distance:
C __> Smi % | Note: Megotiated properties within 15 mi will be displayed.

Hotel Companies:
(o preference

O Hotel name contains

D __> (_) Hitel company:

A C Hoteles ~

AN Hotels International

ATAhotels

ATEL Hotels Metwoark v

Hold deown the "ot key to select multiple sompanies.

Alzo include my Preferred Chains that | set inomy Profile

E > Do you have any special requests? (select up to three)

‘Yhen you book & hotel room, the hatel will be notified of your specisl requests, but your selections may not be available.

[l nion-smoking room [ tevww floar [} hypoallergenic room

[ wheslchaj

Search How

ing bed [ away from elevetars

[+ high floar O avvay from ice machine FMoking room

[fyou're hawing trouble finding a hotel or a hotel for a specific location, call 866 530 8899 press prompt 1

&

Home Trips Profile

Heln with thiz page

* = Required

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.

are not guaranteed in your booking.

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

15




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).

pennsylvania

STATE OF INDEPENDENCE

N

»

ADTRAV
Vielcome: Vernon E Bear  Site: COPA Site Administration | Log Out

& Travel Arranger | | [ Vernon E Bear [®

Home Trips Profile

H Helo with this oage

Your trip so far... Mon, Oct

Your 3 Night Stay
Check-in: Oct 11, 2010
Check-out: Oct 14, 2010
International

Company Announcements
- Book preferred hotels when available. Preferred hotels are designated by stars.

When a preferred hotel is not available. book a hotel at or below the per diem rate.

If you're having trouble finding a hotel or a hotel for a specific location, call 866.530.8899. press prompt 1.

Legend: [k k| Company Frefered (§) Cut of Policy
Select a Hotel

‘ SortBy: Company Preferred il Zpproximate Rate HotelName Distance ‘

» Done . -
A _W ) Map View ‘ ‘

8 Crowne Plaza . Downtown

Premier

Crowne Plaza , Downtown .
CEDRMEIUEC 1800 Market Street Rates from:

Fhiadelphia PA 19103 145.00USD

Flaza Phiadelphia Center City is Iocated sight miles from Philadelp m
cation is also six biocks from the Pennsylvania Convention Center and Amrak's 30th

Description: The Crow
International Airport. T)
Street Station, a quarte

le from ... Hotel

Cancellation Policy | Amenities:

16



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

L=g=nd: [k % kx x| Company Freferrsd (§) Out of Policy
Select a Hotel
‘ SortBy: Company Preferred il Aporoximate Rate HotelName Distance
52 Hotels: << | 1-10 | 11-20 | 21-30 | 21-40 | 41-50 | >
& orint

(O List View (® Map View

M O"N

MapGUESt — — SrgETuys—
pq ovaley ;o,g.&/ ? ’0//
Mt oy Q e

Radnor

Lafayd

T e R s v heh
x /

Rates from:
145.00 USD 73
=8

Premier

&3 crowne Plaza ., Downtown
@ 1800 Market Street

CIOMEEIMI Philadelphia PA 19103

|
‘ This
; ¢ \ MerioRstation Lo ; on
jFIoridn Park vgg jBroomall, Ha /‘"°W" Opfn'" SV CancouTpotey | Amenties
:‘m\o'mnl 3 SR L;an}erch |
A 3 gy IS Pennsauken >4
S {13 s @
%f%mr ; =0, : ) < _Cherry Hill 74
"\'““f"'r)h' (6-:— 1 . 5 Cherry Hlllu'//
VLT L SN Data. eszumm\wiq i AND

2050 2t
ELAWARE

02010 MapQuest e, .

Matching Hotels

WEB Sheraton Suites, Airport

*k ok [ 2] elphia Airport
*k ok EED Radizzon Plaza-Warwick Hotel

Jjavascript:void ()

You can obtain more information about eac
amenities, photos, etc in the pop-up box.

Once you’ve found a hotel that meets your

Points of Interests

select all | clear all

[ u Landmarks (7)

52 Hotels: << 110 | 11-20 | 21-30 | 21-40 | 41-50 |

Skip Hotel Search

h hotel by clicking on the available options, such as

requirements, click the Select button to book this hotel (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).

.
pennsylvania

A
STATE OF INDEPENDENCE ADTRAV

»

Welcome: Vernon E Bear Site: COPA Site Administration | Log Out

g—. Travel Arranger Vernon E Bear [¥]
Home Trnps Profile

Hl Help with this page

Your trip so far... Mon, Oct 11, 2010 - Thu, Oct 14, 2010

» view details

Your 3 Night Stay
Check-in: Oct 11, 2010
Check-out: Oct 14, 2010
International
L“} Company Announcements
Book preferred hotels when available. Preferred hotels are designated by stars.

When a preferred hotel is not available, book a hotel at or below the per diem rate.

If you're having trouble finding a hotel or a hotel for a specific location, call 866 530 8899, press prompt 1.

Legend e J ok & | Company Frefened  (8) Out of Palicy
Select a Hotel

"‘ —» By:  Company Preferred Bl Aporoximate Rate Hotel Name Distance
8 Crowne Plaza , Downtown ‘// Premier
A D

Rates from:

145.00 USD

aza-Rhies=tmta CEnier City is located approximately sight miles from Philadelphia
ccation is alzo six blocks from the Pennsylvania Convention Center and Amtrak's 30th
ile from ... Hotel Details

Street Station, a qu

Cancelation Pelicy | Amenities

D e ———

You can also view photos, cancellation information (D), amenity information, and mapping details on
each property.
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If you click the Select button you will see the available rates for your hotel choice (E). Also,

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

Crowne Plaza , Downtown

1800 Market Street
Philadelphia, PA 19103

=3
LPOUNE AT

E} Company Announcements
- Book preferred hotels when available. Preferred hotels are designated by stars.

- When a preferred hotel is not available. book a hotel at or below the per diem rate.

F - [Fyou're having trouble finding a hotel or a hotel for a specific location, call 866.530.8899, press prompt 1.

Features Maps & Directions Room Rates from 145.00 USD

Select your room type and continue below

Room Types & Rates for Mon,

Room Types

COUPON FOR CAFE EXPRESS, 1 KING BED NONSMOKING THIS 336 SQ heck
CONNECTED WITH FRE check in.

1. STATE OF PENNSYLVANLA, INCLUDES 1 BREAKFAS
)
= More rate details

FT ROOM ALLOWS YOU TO

2. STATE OF PENNSYLVA
NONSMOKING THIS

14, INCLUDES 1 BREAKFS
ESSIBLE ROOM, HAS FREE ¥

UPON FOR CAFE EXPRESS, 1 KING BED WHEELCHAIR
IRED HIG

3. STATE OF PENNSYLVANLA, INCLUDES 1 BREAKFAST COUPON FOR CAFE EXPRESS, 1 QUEEN BED NONSMOKING 219 SQ FT

i TERNET 27 INCR T 3T checkin
FREE WIRED HIGH SPEED, INTERNET 27 INCH TV 2 Mors rate details

4. STATE OF PENNSYLVANIA, INCLUDES 1 BREAKFA COUPON FOR CAFE EXPRESS, 2 DOUBLE BEDS NONSMOKING 2
FT FREE WIRED HIGH SPEED, INTERNET 27INCH

check in.
More rate details

Cancel by 6pm day of

Cancel by 8pm day of
checkin
lore rats details

ncel by 6pm day of

Cancel by 6pm day of

145 USD Negotiated Rate

Price Per Hight

145,00 USD

145,00 USD

145.00 USD

E=1
146.00 USD m
E=1
E=1

selecting
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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

_> Features I Maps & Directions ‘ Room Rates from 145.00 USD |

Amentties | Hotel Detailz | Hotel Photos

Hotel Description

The Crowne Plaza Philadelphia Center City is located approximately eight miles frem Philagelphia International Airpert. This location is also six blocks from the Pennsylvania Conventien Center
and Amtrak's 30th Street Station, a quarter-mile from the Kimmel Center and Rittenhous: quare, half a mile from the Frankiin Institute, one mile from Independence Mall, and five miles from
Philadelphia Zoe. The hotel amenities include the sonal outdeor reoftop pool, fitn room, Cafe Expre and Elephant and Castle, the hotel's English pub. The hotel also offers room
service, laundry facilties, valet laundry service, concierge services, currency exchange, a gift shop, safety deposit, and bell service. All rooms feature cable TV, in-reom movi
coffeemakers, CD players, irons and ironing boards, hairdryers, free weekday newspapers, two dataports, and high-zpeed Internet access.

B » Hotel Ame

es
[ oining Room No Tennis Court T Fenese Room
No Kids Activties Ho Game Room No ‘Wheslchair Accessible
No Shuttle Service Ho Pets Alloy B swinming Poct
Business Center B by cieaning onste & oeta port

Meeting Reoms Non-Smeking No Golf Course

Hotel Details

Telephone: 1-21
Fax Phone: 1

Check In Time: 1600
Check Out Time: 1200
Per Diem

Location:
Primary Property Location - City District - Busin

- Dowintoven - Financial - Shopping - Theater Area - By Highway Phl Airport 8 Mi Nw Hotel Cro: s 150 And Market Streets

Facilities:
C 0On-Site Facilties - General Facilities - Ballroom Banguet Facility Bar Coffee Shop Conference Room Dataport E\=¢amr= Executive/Club Floors Gift Shop Handicap Facilties Ice/Vending
Machines Laundromat Lnlmg= M =t\r|g Room Non-Smoking Rooms Outdoor Pool Restaurant Service / Guide Dogs Al d Televisions With Subtities Or Closed Captions Train Access

> w le Elevators Chargeable Faciities - Business Center 24 Hours Unstaffed an s Center 24 Hours Health Club Parking Facilti
Garage Parking For A Fe rking Valst Parking Public Area Faciities - High Speed Internet Access Additional Onsite Faciities -
& Hearing Impaired Kits. Temporary Vistor Parking Available. Exterior Corridors. Bralle I Guest Rooms. Off Ste Facilties - General Facities - Balroom Bank Banquet Faciity Bar
Barber/Beauty Shop Casino Coffes Shop Confersnce Room Convenience Store Disco Game Room Gift Shop Jogging Track Kennel Locker Room Lounge Mesting Room Newsstand Night Club
Outdoor Pool Pharmacy Restaurant Sauna Spa Squash Courts Steam Room Tanning Beds Train Access Whirlpool Chargeable Facilties - Business Center Finess Center Extensive Health Clut
Farking Faciities - Outdoor Farking Truck/Rv Parking Addtional Offsite Faciities - Jewelry Stors Westing And Convention Facilties - Total Nbr OF lesting Rooms - 10 Total Msasurement, All
Rooms - 16000 Sq Ft Total Mesting Room Capacity - 1000 Cap

Ichair Access W

Disabled Parking
eated Outdoor Fool Open Memorial Day - Labor Day.

Family Plan:
WA

Recreation Options:
On-Site Recreation - Exercising Rower Stair Stepper Stationary Bik

wimming Treadmill Universal Gym Onsite Recreational Activitie:

Aerobic Classes Available At Nearby Health Club For A

Charge Off- Recreation - Baseball Bicycling Biliards/Snooker B ing Boxing Cardio Vascular Exercise Children S Activities Cricket Dancing Driving Range Exercising Fine Dining Fighing
Football Game Viewing/Safari Hiking Horse Racing Horseback Riding Ice Skating Jogging Karaoke Mountain Biking MuseumiGallery Viewing Nature PreservesiTrails Might Clubs Other Activity
Racquetball Rower Sailng/Boating Shopping Sightsesing Tours Soccer Sports Events Squash Stair Stepper Stationary Bike Steam Bathing Sunbathing Swimming Table Tennis Theater

Treadmill Universal Gym Volleyball Weightlifting YWine Tasting Winter Sports Wrestiing

Deposit Requirements:
-05feb0 - End Mon-Sun Depostt Policies Vary By Hotel Since A Hotel Can Set A Deposit Policy OF Up To 30 Days n Advance Please Review Rate Rules Prior To Booking To Aveid Possible
Charge Accepted Forms Of Deposit- Credit Card

Credit Policies:
. Accepted credit cards: American Express * Diners Club * Discover Card * JCB Card * MasterCard * Visa
Directions:
E A
Transportation
_> Estimated Shuttle Charge 10. Distance From City Center To Property 1 Mi Nearest Railroad Station - Amtrak 30th St Station 0.5 Mi Transportation From Primary Airport To Property - Taxi - At A

Charge Limo - Available At A Charge-Courtesy Phone At Baggage Claim Rail Or Subway - Amirak Is & Blocks From Hotel At A Charge Bus Or Other Transportation - At A Charge
Transportation From City Center To Property - Taxi - At A Charge Rental Car - At A Charge Rail O Subway - At A Charge Bus Or Other Transportation - At A Charge

Services:
On-Site General Services - Alrport Shuttle Baggage Hold Banking Business Services Concierge Currency Exchange Dry Cleaning - Same Day Executive/Vip Services Express Check-Out
Front D

Hrs Handicap Services Hearing Impmrsd Services Late Check-Out Mail Services Multiingual Staff Pociside Services Porter/Bellmen Safe Deposit Box Ver Rental Videe Biling
ping Full Laundry/\valet Storage Additional On-Site Prop ervices - -Limited Room Service -Refrigerator And
Spanish -Club Lounge Has A Complimentary Continental Breakfast And An Evening Reception For Gold And Platinum
ite General Services - Aerobics Instructor Airpert Shuttle Babysitting/Childcare Banking Busir ices Currency Exchange Dietician Doctor On Call

Local Shuttle Mail Services Masseuse Safe Deposit Box Shoe Shine Sports Trainer Theater Ticket Desk \er Rental Wedding Services Off-Site Chargeable
Services - Car Rental Laundry/V/alet Additional Off-Site Property Services - Airline-Travel Desk Local Area Shuttle Available At A Charge. Business Services - Audio-Visual Equipment

Business Center Catering Cellular Phone Rental Computer Modem Hookups Computer Printing Computers Conference Services Copy Center Copy Machine Copy Service Courier Equipment
Rental Exhibit Services Fax Service Notary Public PadsiPens Pager Rental Secretarial Services

ave Rentsl Languages Spoken By 5
Priority Club Members Only. Off-
Executive/Vip Servicss Hair Dre:

More Information About this Hotel

Maps & Directions
Hotel Photos

Room Types & Rates

m Skip Hotel Se: Select a Room




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.

Room Types & Rates for Mon, Oct 11, 2010 - Thu, Oct 14, 2010

Room Types

Done

AST COUPON FOR CAFE EXPRESS, 1 KING BED NONSMOKING THIS 336 SQ
WITH FRE

ETATE-OR-REMNS Y L ANIS NI LINFS 1 BREAK
FT ROOM ALLOWS ¥0OU TO STAY, CONNECTED

v

STATE OF PENNSYLWVANLA, INCLUDES 1 BREAKFAST COUPON FOR CAFE EXPRESS, 1 KING BED WHEELCHAIR ACCESS
NONSMOKING THIS ACCESSIBLE ROOM, g5 FREE WIRED HIG
al

STATE OF PENNSYLWVANLA, INCLUDES 1 BREAKFAST COUPON FOR CAFE EXPRESS, 1 QL E HNONSMOKING 215 SQ FT
FREE WIRED HIGH SPEED, INTERNET 27 INCH TV 2 T

STATE OF PENNSYLVANLA, IMCLUDES 1 BREAKFAST COUPON FOR CAFE EXPRESS, 2 DOUBLE BEDS NONSMOKING 338 S0
FT FREE WIRED HIGH SPEED, INTERNET ZTINCH TV 2T

STATE OF PENNSYLWVARNLA, INMCLUDES 1 BREAKFAST COUPOMN FOR CAFE EXPRESS, STANDARD ROOM WHEN Y 0OU ARRNE
AT THE HOTEL WE WILL DO OUR, BEST TO MEET v OUR ROO

GOWVERNMENT RATE ID REQ, INCLUDES 1 COUPON FOR CAFE EXPRESS WORTH 5 USD, 1 KING BED NONSMOKING THIS 338
S0 FT ROOM ALLOWS Y¥0OU TO STAY, CONNECTED WITH

GOWVERNMENT RATE ID REQ, INCLUDES 1 COUPON FOR CAFE EXPRESS WORTH 5 USD, 1 QUEEN BED NONSKMOKING 215 50
FT FREE WIRED HIGH SPEED, INTERNET 27 INCH TV 2

GOVERNMENT RATE ID REQ, INCLUDES 1 COUPON FOR CAFE EXPRESS WORTH 5 USD, 2 DOUBLE BEDS NONSMOKING 335
S0 FT FREE WIRED HIGH SPEED, INTERNET 27INCH TV

STATE GOWERNMENT ID REQ, INCLUDES 1 BREAKFAST COUPON FOR CAFE EXPRESS, 1 KING BED NONSMOKING THIS 338
SQ FT ROOM ALLOWS OU TO STAY, CONNECTED WITH F

. STATE GOWERNMENT ID' REQ, INCLUDES 1 BREAKFAST COUPON FOR CAFE EXPRESS, 1 QUEEN BED NONSMOKING 218 SQ

FT FREE WIRED HIGH SPEED, INTERNET 27 INCH TV 2

+ STATE GOWVERNMENT ID REQ, INCLUDES 1 BREAKFAST COUPON FOR CAFE EXPRESS, 2 DOUBLE BEDS NONSMOKING 338

S0 FT FREE WIRED HIGH SPEED, INTERNET 27INCH TV 2

Rate Rules

Cancel by 6pm day of
check in.
Wore rate details

Cancel by 6pm day of
check in.
More rate detaile

Cancel by 8pm day of
check in.
More rate detailz

Cancel by Gpm day of
check in.
More rate details

Cancel by 6pm day of
check in.
More rate details

Cancel by 6pm day of
check in.
Wore rate details

Cancel by 6pm day of
check in.
More rate detaile

Cancel by 8pm day of
check in.
More rate detailz

Cancel by Gpm day of
check in.
More rate details

Cancel by 6pm day of
check in.

More rate details
Cancel by 6pm day of
check in.

Mars rate details

v

O

Price Per Night

145.00 USD

145.00 USD

145.00 USD

145.00 USD

145.00 USD

170.00 USD

170.00 USD

170.00 USD

170.00 USD

170.00 USD

A70.00 USD

A
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Hotel Rate Rules:

Hotel Rules

T STARTING 1
E STARTING 110

FIRST NITE STAY

LAC-TATZ MBR

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



Hotels that are Out of Policy appear like the image below and their status is indicated with a red circle
icon (A).

A Hilton Pittehirah

P © out of Policy

Hilton Pittsburgh Rates from:
500 Commonwealth Place 269.00 USD

Hilton  pipiron pa 12222 E=

Description: The Hitton Pittsburgh, 17 miles from Pittzburgh International Airport, iz located downtown at
Gateway Center, facing Point State Park and Pittzburgh®s famed three rivers. The hotel iz alzo =ix blocks from
the Convention Center, and across the river .. Hotel Detailz

Cancellation Policy | Amenities

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

(B).

Room Types & Rates for Tue, Oct 26, 2010 - Thu, Oct 23, 2010

Room Types Rate Rules Price Per Night

269.00 USD Select
1. BEST AVAILABLE RATE, 1 KING BED, COMP HI SPEED-SERENMY BED-LUXURY LINENS More rate details

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).

; N
pennsylvania 4\\\
X
STATE OF INDEPENDENCE ADTRAV
Welcome: Vernon E Bear Site: COPA Site Administration | Log Qut

& Travel Arranger Vernon E Bear [X]

Home Trips Profile

7] Help with this page

Your trip so far... Tue, Oct 26, 2010 - Thu, Oct 28, 2010 » view details

out of Policy

* = Reguired

@ Y'ou have made an out of policy travel choice. Pleas iew your optiens and submit the informatien below

Some of your choices were designated Out of Policy for the following reason(s)
= 4 company preferred hotel option is available. - Pittsburgh
_nut choose an in-policy option.

)|

No preferred in area
Preferred sold-gut Continue with Reservation

Client location
| Lower rate than preferred
Preferred hotel rate not Ioadsd
Qutside Corridor Access
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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).

Find Me The Best Trip!

A
— 'l etight[ 1 Hatatp [¥] Rental Car

To (airport or city):
Pitt=burgh, P4A

Country:
UzA W

Pickup:
23110 Marning {7:00 am} b
Dropoff:

SMM0 Merning (7:00 am) b

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

B

¥ the rental location you want iz not in the list, please close this windoew and modify your search criteria.

> [

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

Refine Search Criteria &8

Select a Pick-up Rental Location
We found 52 rental locations near 600 Commonwealth Place, Pittsburgh
The distance is estimated by the carwvendor. The accuracy of this information can vary.

— Wendor Location Preferred Policy Distance™
O emerpnse  TiEESPoomsn st oam
O enterprise
© Enterprise ZQEZSBﬁzk;q_dhgimrea; Fittsburgh USA X L
O Enterprise Ave Pittsburgh USA Feded 26 mi
© Enterprise 2335 NUrJIesto'u:ncRrgﬂF?l?lsnurgh usa LLE 21w
© Enterprise .E'i:‘tgug l':iiﬁ-fcﬁgr.g:eﬁjglgli}tdshurgh UsA o 33 mi
O emerprse Sl mean Soun s
O Entorprise 2250 Babeodk Bivd Piisburgh USA 49 mi
O Enterprise sggaﬂaulignrast Pittshurgh USA EEES 2400
© Enterprise giﬂthEBagtllgtT'laﬁi'E|nle Munhall USA ok 5.2 mi

w
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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
Verify the dates and times and change if needed (C)

w

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

(maximum of 5 types) (D)

o

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

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

Kl Where do you want to pick up the car?

ZipiPostal Code:
~

Where do you want to drop off the car?

C » & same Location O pifferent Location
When do you need the car?
Pick-up: Drop-off:
D ppizéio =] [7:00am v 10/26110 = [700a

A What type of car would you like to rent? (Select up to five types

ion type:
Preferred fuel type, if available

A Do you need any special equipment options? (select up to three)

-frisn you book a car, the car rental company will be notified of your 2pecial equipment request, but your =election may not be available.
F O non-smoking car [ celular phone

[ ki equipment rack automatic locks

[z intant chid seats 1 chid toddier seat

D snow chains D hand controls-right

D navigational system D 2 door

[ hatehback O =moking car
© == |

TIP: Special requests options
are not guaranteed and may be
at an additional cost (F)

O luggage rack

[ infant child seat
[z chic todder seats
D hand controls-left

4 door
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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).

Your trip so far... F view details

Your Rental
Pick-up: 10:00 AM, Oct 25, 2010 Pittsburgh, PA |, USA
Drop-off: 10:00 AM, Oct 27, 2010 Pittsburgh, PA | USA

Company Announcements
Please note: Enterprise or National will not display if either not represented at the location or are sold out.

Choose an economy, compact or mid-size vehicle. All other vehicles require business-related justification.

To book a car, click on the bolded rate that appears below the photo of the vehicle you'd like to choose.

I Total Price

Legend: |*%*|Company Preferred (8) Out of Folicy

Select a rental car by clicking a price below - -
Unlesz otherwize noted, rates are bazed on unlimited mileage and cars include automatic transmizsion and air e i — =
e G e o ==5

»

Car Rental Comnanv Intermediate Standard

Total Price Total Price Total Price
88.66 USD 88.66 USD 99.56 USD
C Daily Rate Daily Rate Daily Rats
Sth St Fittsburgh 37.00 USD 37.00 USD 42.00 USD
e extra day 37.00 USD extra day 37.00 USD extra day 42.00 USD
»S
Car Details Car Details Car Details

Skip Car Search
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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:

Somy, butyou ¢ annat hold this trip with this flight

The airline or 1ight you s=leded requiresticketing atthe time of booking [and cannot be placed on hold). Please select Continue to purchase
thistrip or, ifyou need to hold this resereation, please =led an altemate camier.

{} Flight s=gm ents mus be ticeted by close of businesson August 25,

FPlease HateM QM -REFUNDABLE . Fares nat guaranteed until ticketed.

Click on the Fare Ruleslink for itinerary rulesand resti dions prior to purchass.

Youw wav el selections ine lude nond efundable fares. If your ticketis not used on o by the wav el date{s) specified on your tic kets, the
unused portion may hav e no v alue after that date and’or after the fliglt has departed

“our itinerary indudestravel onmaore than one aidine. T he fare may change adbstantially when ticketed since separate ticketz mud be issued.
“ourtrave| professional wil determine the bed fare wpon ticketing,

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).

Ell Review Trip Details
Hight Det s | witrig
PHL to ATL - Non-sop

Wed Aug 25 6:00 AM - 315 AM

ATL ta PHL - Man-op

Thu, Aug 26 6:25 AM - $:27 AM

Seat Assignment

Add or modity youMGht sat assionments.

Ho* .1 Details

Al ants, A

Cheek-in: 2:00 P, Vied, S0y 25
Check-outs 11:00 &8, Thu, Sug 25 2MD BD SOPL

=T niGht

[
B P conoctiation Futen
MUST BE CAPNCELLED B 1600 OGS 10
arantes Rules

- STD COR-ID
DepositRules

DFST CHRGD FULL STAY*NO REFUNDS AFTER CNCL P OL

Rate PerRoom: B7 22 USD

Car Details
Lake City, Ga

Pickoup: 10:00 &0, Sug 25, 2010 Lake City |, Ga, USa

Drop-offt 10:00 2M | 2ug 26, 2010 Lake City, G&, LIS

Daily Car Rate
Unlimited Mil ssoe
Etra Doyt

57.00 USD
37.00 USD

Review Estimated Trip Cost
Estimated Trip Cost Breakdown

Special Reguegs

A - KN bed, high floor

Philadelphia, P& (PHL)to
Atlants, Ga ATL)
Eare Rules

atiants, GefT L)to
Fhiladgsefia, P& (PHLY
Foppfules

BEST BUSINESS WORLDWIDE NET L kil
OF & i er==T

Conpact
Hia Fi=a orsimilar

2 ora door

air conditioning

sutom atic tranam i s on

Special Requests
autom atic locks, 4 door
CarRate Policy

T SFEED MET,

T Fleass note thatthistotal ishased on available information. The edimated cos may not indude tase

Add to Your Trip

C 2cdd ahotel room & |in or near Lake City (2TLS25) - e 25 o [T

D > Errre>

rodify this dight | Remove thisflight

ctirTran

Airtran 8irasys

Flight 351

Sest not assigned

Class Coach

M olity this flicht | Remove thisflight
WUNITED

United fifinesOperated by US
Flight 1563

Seat not assigned

Class Coach

Base sirfare 573 .45 USD
Tasesand Fees 7192 USD
Flight T otal: T45.40 USD

I odity thishotel | Eemove thishote]

Best Western Atlamta Airport E
F01 M Certral Swve
Hapesille, G A 30354

Meps & Directions

Telephone: 1-404 TESET 7T
Fax Phone: 1-4047611171

Ea s

Sum of Nightly Ratss 67 22 USD
Taxesand Fees unavsilable

Hotel Total: §7.22 USD

Modity this car | Remove thiscar
Emterprise
AHSDS Forest Park Lake City
1171 Farest Pleay

[Ny
404 -E66-1204

-

Egimated Car Total: 40.45 USD

Flight T atal:

Atignta, A -Hotel Total
Lake Ciy, A -CarTatal
Trip Total:

745.40 USD

I
o
&
o
Cc
@
o)

-

853.07 USD
and fees

Continue with Reserv ati on

TIP: You may add more reservations to
this trip by using the drop down menu and
inputting the location.
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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.

Home Trips Profile

ﬂ Help with thiz page

Trip templates

Save this trip as a trip
template if vou plan on
booking thiz tinerary
again.

Template Name:

A 3

Would vou like to make
this template available
to other travelers?

%@‘fes {:3' No

C > Save Template

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).

Templates

Trip Template Saved

“four trip has been saved as a trip template.

To use this trip template, click the "Templates” link in the navigation bar.

e - 3
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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).

* = Required
Complete traveler information below. For your security, 2ome information on thiz page may be masked.

[l Review Traveler Information

Wheo is traveling?
Vernon E Bear

< ¥ (Requestsd by: TSA
A ™ Date of Birth:
- o

Redress Number:

Any special requests?
Special Needs: Weal Requests (when possible):
N standard L

Provide frequent traveler numbers if available
Airling:
AirTran Airways W
Frequent Flyer Mumber:

Hotel Chain:
Best Western hd
Frequent Guest Number:

B\~>

Continue with Reservation
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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:

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

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

Input a temporary credit card under Hotel Billing if there is no corporate card on file to
guarantee your hotel reservation (C)

Commonwealth Information:

1.
2.

3.

o

a.
b.

C.
d.

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

If your agency requires the information, input your SAP, cost center fund code, and
internal order information (E)

All International Trips require an international approval number (F)

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)

Optional comments to relay to the travel agency can be inputted here (H)
Click Purchase Trip to complete the booking (1)

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

{} Dus to sensitiv e information, do not leav e this page unattended
Flight s2am ents must be ticketed by close of businesson August 26,
Please Hote:ST NDBYICHAMGE FEEMO RFMDSCKL BY FLT DT/, Fares not guarantesd until ticketed.

A —. Click on the Fare Ruleslink for itinerary rulesand resti i ons prior to purchase.

Your trav el selecti include nond fares. If your ticketis notusead on or by the wav el date(s) specified on your tic kets, the
urnused portion may hav e ne v alue after that date and’'or after the flight has departed

“ouritinerary incudestravel onmore than one aidine. The fare may change substantial 1y when ticketed since separate tickets mug be issued.
“our travel protessional wil detemmine the bed fare upon ticketing

n Traveler Information

»
> T ler's Hame Frequent Trav eler Programys) Seatis)
Wermnan E Bear Mo infarnation entersd Mo infonmation entered
Meal Preference Special Requests
standard Mo information entersd

Delivery Address

* Recipient
“emon Biear

* sddressLine 1
4555 southlaks pkwy

AddressLine 20

* City
birmingham
* StateiProvince: * Zip Code:
al 35244

* Courtry:

usa -

* Telephone #
205-444-3209

E-mail Address
chiizwheel sr@adtray

Ticket Type: E-Ticket

Delivery | nstructions:
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EX Flight Billing Information

Please note: forhotel only reservations, your credit card on file isussd only for hotel guarantes, you wil not be charged =t thistime.

*Bill to: Central Billing Card s

Card Type: Wisa

Card Mumber O File
Espiration Date: On File
Mame on card:  On File
AddressLine 1: On File
addressLine 2 On File

City on File
StateProvince: On File
Zip Code: &n File
Country: an File

Hotel Billing Information

Pleass note: forhotel only ressrvations, your credit card on file isussd only for hotel guarantes, you wl not be chargsd at thistime
* Bill to: | €C Mo.0 -

Card Typs: Wisa

Card Mumber on File

Espiration Dats: On File

Mame oncard: William A Hever
sddressLine 1: 4555 Southlake Play
addressLine 2

City: Binm ingham
State/Frovince: AL

Zip Code 35244
Country: usa

E car Billing Information
Pleass note: for hotel only ressréations, your credit card on file isused only for hotel guarartes, you vl not be charged at thistime
Mo credit card is required at thistime.

Additional Email Confirmations

Send & copy of yoUr ressration to the following -mail addre sses) TI P The Corpo rate travel Card |S
identified by “CC No 0”

Company Inform ation

Addtional Trip Information
D ————————P Isvour trip being reimbursed by a third party?

| yes, plesss name the party:

* Thip Furpozs:
Pleass Select -

SAF Fund Codesare 10 di gits
E P _p rund cods:
Cog Codesare 10 digits.

Cogd Center Code:

Intemal COrder Mumbersare alpha/umerc charadersonly.
Intemal Order Mumber:

Enter in the Intemational Approval Number here.

F ' Intemational Approval Mumber (Ex: 2016-161

Ot of State Travel
The following two piecesofinformation are reguired for all out-ofataste reserations Your ressrvation may not be ticketed if the information is

missing
a  Resson forout of gats travel:
G ¥ [Plea= Select ~

Fleass add the applicable infonm ation hers: name of the Govemor's Office approver, com pany of individual, source of the unds, name of the
Revenus Audit approver, o Govemor's Offce Approval num ber.

Additional Details for Out of State Travel:

H _>ﬂ General Needs or Special Requests

General Meeds or Spedal Requess: (390 characters meximum )

n Estimated Trip Cost
Estimated Trip Cost Breakdown
Flight Tatal:  745.40 USD

Atlanta, 34 -Hotel Total: 62 99 USD t
Atlanta , 54 -CarTotal: 58 75 USD ¢t
Trip Total 868.14USD 1

] To hold thistrip, check the box and Hold to complets the ressration procsss

Tao purchass an onhold tip, 6o to "y Trips" 11 you do not purchass the tip within the tim efram s determined bythe aidine, the sptem autom atically
cancelsthe reservation.




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.

Windows Internet Explorer

P | You are about ko purchase a reservation, If you choose ko proceed, your credit card will be charged. Click OF to confirm your purchase or click
\-f(/ CAMCEL, IF this is & hotel orly reservation, wou are not charged at this kime, your credit card is only used to guarantee the roam.

[ K H Cancel ]

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).

Reservation Complete
ents

noul

cer

Thank you for completing your trip today

Review your ftinerary carefully for accuracyand cancellation penalties

{p Please HoteONRE FUND ABLE/CHANGE FEE MaY APPLY. Fares not guarantesd unti
Slick on the Fare Ruleslink for itinemry nile sand restr i ons prior to purchass.

nelude NonT. fares. if your ticketis not used on or I
e after that date ancior after the flight has departed

the trav el date(s) specified on vour tic kets, the

Your wav el
unused portion may hav e no v a

Legend: | ~xx Coampany Frefered (53 Out of Folioy Fried this Hineran,

BxP RRT

PecordlLocator (PURE
A vrmation:

c

wer Tor vemon Boar
4555 saUthlake Bl
kirmingham, ol 35244

Hame: “emon E Bear
C Meal Preference:  standsrm
Aight Details | Roundtrip
FHL to &TL - Non-dop

T, Aug 26 6:00 AWM - 3112 A Philadelphia, P& @ HL] to A DELTA
Atlants, G BTLY Deita Aidines

Fare Rules Flight 415

== Coach

ATL ta PHL - Man-gop

Hotel Details

At ants, Go
Check-in: 200 PM, Thu, Aug 26 @88 RATESSHOWID AT CHECK IN, 1 @UEEN BED, MSMK, Hl SPEED MET,
Check-out 11:00 &M, Fri, sag 27 MICR RFRE, , BALCOMNY, DESK, FULL BRE AKF aST

Total Hotel Stay: 1 night Special Regquests
King bed, kigh foor e s

Meps & Directions

Telephone: 14047636777
Fax Phone: 1-4047611171

D eposit Rules
DPST CHRGD FULL STav*hO REFUNDS AFTER CHCL POLICY

Rate PerRoom: 52.99 USD Sum of Mightly Rates  £2.93 USD
Taxesand Fees unavalable
Hotel Total: $2.99 USD

Car Details

Atl anta, GA
Pickoams 500 A, Sug 26, 2000 Stlanta , G4 ATLY E conony

Drop-offt 500 A0 | fum 27,2010 Aflants, Ga (AT L) Chevrolet Aven or Smilar prep—
2 org door tlanta , Ga (AT L)

air conditioning 4205 Car Rental Road
automatic transn | s5on S

Special Reguests 404-S30-2500
automatic locks, 4 door
CarRate Policy

Daily Car Rate 44.00 USD Egimated Car Total: 59.75 USD
Unlimited Mileags
E e 44.00 USD

Estimated Trip Cost Breakdown
Flight Total: 74540 USD

Atianta, A -Hotel Total 52.93 USD 1
Atfanta , G4 - CarTotal 5375 USD %
Teip Total: $65.14 USD

not indude taxesand fees

f Pleass note that thistotal ishased on available infarmation. The edimated oo may

re VirtuallyThere
Wigwethis finerary in Sakre wittuall ¥T here for online sccessto your cument itinerary, travel tools, flight notification, mapsand driving

m dirsctions, & Ticket Recsipt, westher and mors

Cutlook P alm Calendar Dates
Keep track of thistrip by adding itto your outl ook or Palm calendar

M Delts sirlinesfight 415 on Sug 26

- Deits sirlinesdight 1494 on fug 27

™ Hotel stayin Atlanta at the Bes vwestern =llants Sirport E rom Sug 26 10 Sug 27
™. Carrental st ATL with betional fram Aug 26 to fug 27

Address:  ADTRAY Travel Management
4555 Southlake Pares
Birmingham , al 35244

use,
Tollfice Telephone = S66-530-8599
Enmail Address:  erez@@adiray.com

Howrs of Operation:  7.30A7F EST, MF §66.530.8599

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




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 aj

https://www.virtuallythere.com /new /reservations.html?pnr=NB1DB11DORNG&

ppears below. Please keep this information in a safe place so that you may refer to your itinerary and record locator for your trip.
0

CONFIRMATION NUMBERS

SABRE Record Locator #: ENMWUQ

Airline Record Locator #1 US-CE2FX1 (US Airways)

Car Rental Confirmation #1ZL-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 ZPATLCLTSANP HX 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 2110:01 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 229:10 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 REND/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:
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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 1D, email address, or corporate
card information will automatically update your travel profile. Personal information and travel

preferences must be updated by you.

B ——

Profile

Amnouncements

Homeland Security requires us to collect infarmation fram you for purposes
ofwatch list screening, underthe autharity of 49 U5 C. section 114, and the
Intelligence Reform and Terrarism Prevention Actof 2004, Providing this
information is voluntary, however ifitis not provided, you may be subject to
additional screening or denied transport or autharization to enter a sterile
area. TaAmay share infarmation you provide with law enforcement or

intelligence agencies orothers under its published system of records notice.

Far mare an TSAPrivacy policies, or to wiew the system of records notice and
the privacyimpact assessment, please see TSAs website at www.tsa goy.

*You must grant permission far another person to arrange travel on your
behalf. Update your profile to indicate yourtravel arrangers.

Ensure that wour profile information is accurate.
Update your profile as needed.

HOLD BUTTOM INFO: Only select the "haold” buttan if you wish to hold the
resemnation and not complete the process. Your reservation will be cancelled
if you do not return and confirm the trip. Do not select the hold buttaon if you
wish to purchase this trip now.

Activ e Trips Templ ates

Location D ate * Tiip Type Fecord # Status

You do not have any active trips within the next
two weeks.

The trip inform ation i sonly viewable for a twoaneek period .

Wigw &1 Trips
> Profile Settings Trav el Preferences
# Perzonal Inform ation # Email Settings
* Charmje Cards = Dimlay Preferences
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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.

Profile
Company Announcements

Your namein your profile must exactly match your government issued ID (driver'slicense

or passport)that you use for travel This includes middle name or initial.

Review all your profile information for accuracy

Profile Settings
v Parsonal Information  [S0R jour REmE, 00MSSE, PRGNS NUMDET, 3nd MISSSIENS0US PErsonal Imanmati
Changs PEseword  CREnge jour CUment DEsswand i 2 New p2sswond
A Charge Cargs  Acd, modly, or FEmoe SRange cand Ionmation

E-mall $sttings  EdR e e-mall 3ddress for yoursel and ofners wha recehe coples of your Rinerary
Displzy Prafarancss Edit your prefenences for fime formit, detsult currency, and prefemned language

A

Fraquent Travedar  Add, modlty, ar remove freguent fiyer, rall loyaly, hotel lyaly, and car lyaly programs.
Passport and Visss  Add mody, of remove pEsspon and ravel visa Information
Flight Prefsrences S your preferences for lrings. seat ssiection. mesl fypes, and gpecial requests
Hotel Prefsrsnces  Scit your preferences for hoel cnalns and specisl requests

My Trawslsrs — Aod Or TEMOVE USETS 0T WHOM y0u SMange rae
My ATTANGSTE  AG OF TemOve USErs Allowed 10 SMTangs jour e

Travel Preferences

& Car Prafarances EdR your prefenances for rental car agencles, oar type, oar slze, transmission, and special nequests.

Arranger Settings

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.
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The following is the Personal Information page:

me, Address and P!

e Number

- reimbursement

* Address 1

Additional Information

Personal Information

Home Address:
Apt. or Other:
City:

State:

Zip or Pastal Code:

Emergency Contact
Emergency Contact Hame:
Emergency Contact Phone:

Alternate Emergency Contact Phone:

* First Name:
Middle Name:

* Last Name:

* E-mail Address:
Gender:

Date of Birth:

Redress Number:

* Country:

Address 2:
* City:

* StatelProvince:
* Postal Code:

* Work Phone:
Cell Phone:

Fax Phone:

Expiration Date Reminders:

Section:

Job Code Description:

* Home Phone:

Personal Email:

Supervisor
Supervisor Hame:
Supervisor Phone:
Supervisor Email:
Home Address
Strest Address

For your security, information stored in your profie may be masked

Wernon

Bear

chris.wheeler@adtrav.com

Job Title:
Company: [COPA
Division:
HNeed Help? - resenvations & online boaking

- travel policy & group travel

& travel audit

Usa

866530 8899
717.265.8409
800.824.0626

Standard hours of operation are M-F, 7 30AM-7TPM EST, but you will always be able to reach someone 24/7

|

+ (4555 southlake plwy

birmingham

35244

205-444-3209

2054444833

<

section

205-444-4833

chris.wheeler@adtrav.co

supe name
205-444-4833

chris.wheeler@adirav.co

4555 southlake pkwy

birmingham

35244

205-444-4833

L L i

Save

H

Required

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.

Arranger Settings

My Travelers Add or remove users for whom you arrange travel.

P My Arrangers Add or remove users allowed to arrange your travel.

The following screen displays to edit your Travel Arrangers:

People Allowed to Arrange My Travel

Colston, Selena Eemove

Arranger's Hame: Coldon, Selena
Email: ==lena coldon@sadtrawy.com
Phone Humber: 2034444500
Swift, Virginia Remove

Arramger's Hame: Switt, Yirginia
E qmail: ™ rginia ssit@adiray.com

Phone Humber: 205444 4333

Tyler, Heather Remove

Arranger’s Hame: T'er, Heather

E4mail: HTYLER@date paus
Phone Humber:

Travel Arranger Permissions

Please ananer the following gquedtions and then dick Save.

Who can chandge my o
: nly me »
account settings 7 ¥

m Add a Trav el Aranger < B

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

Please enter any of the following information and then click the Search button
First Name:

Last Name:

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).

B Ea A
The following screen will display the contact information of the arranger you entered in
previously.
Please enter any of the following information and then click the Search Again button.
First Name P B

Last Name

»
. Search Again

Add a Travel Arranger

Arranger's Name Phone Number

McDonald, Jeanne JEMCDOMNALD@state. pa.us 717-255-8409 m

N o

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).
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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).

7~ ‘ @ You have successfully added Jeanne McDonald as ene of your travel arrangers.
People Allowed to Arrange My Travel
Colston, Selena Bemove

Arranger's Name: Colston, Selena

E-mail: selena.colston@adtrav.com
Phone Number: 2054444200

Swift, Viirginia Remove

Arranger's Name: Swift, Virginia

»
>
E-mail: v wift@adtrav.com
Phone Number: 205-444-4833
Tyler, Heather Remove
Arranger's Name: Tyler, Heather
E-mail: HTYLER@state pa.us
Phone Number:
McDonald, Jeanne Remove
Arranger's Name: McDenald, Jeanne
E-mail: JEMCDONALD@state.pa.us
Phone Number: 717-265-8408
Travel Arranger Permissions
» sass answer the follow - - k Save.
> Please answer the following questions and then click Save D

Save '
Wreneizgs

account settings?
m Add a Travel Arranger

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



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.

Template Details

Template Name: COPA
Flight Details | Roundtrip

PHX to ATL

Travel Date: (Begin)
Fri, &ug 21, 2004

ATL to PHX

Travel Date: (End)
Fri, &ug 21, 2004

Hotel Details
Atlanta, GA&

Check In: Fri, &ug 21, 2009
Check Out Sat, fug 22, 2004

Total Hotel Stay: 1 nights

Car Details

Atlanta, GA&

Pick Up:
5:00 PM, Fri, sug 21, 2009
Alanta, Ga (ATL)

Drop OHF
9:00 PM, Fri, sug 21, 2009
Alanta, Ga (ATL)

Total Rental Time:
0 davys

9:15 AM - 214 PM

9:41 PM -10:40 PM

Phoenix, AZ (PHX) 1o Atlanta, G4
[aTL

Atlanta, GA (AT Lito Phoenix, &7

(BHXD
Car Type / Details:
Economy
Chewy Aveo arsimilar
2ord doar

air conditioning
automatic trananizd on

us

Ainways
Us Airways
Flight 610
Clasz Coach

ADELTA
Delta Airlines
Flight 1037

Clasz Coach

0

A\arrioft.

Marriott Atlanta Downtown
160 Spring Street Mw
Atlarta, GA 30303
Telephone: 4046335600
Fax Phone: 404-524-5343

S|

h

E nterprise

Atlanta , G (ATL)

2045 Car Rental RowPo Box
45147

s

Telephone:404 763 5220

Us e This Trip Template
To uze thistriptemplate to creste & newreservation, select yourtravel dates and then dickthe Price ftinerarnybutton.

Trav el Date: i g/26M0 S
> Tav e: [Begin J

Travel Date: End) 82710 |
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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).

&. Travel Arranger

Find Me The Best Trip! Announcements

‘Welcome to the Commonwealth of Pennsylvania’s online system for booking

[] Fight [] Hotel [~] Rental Car

Vernon E Bear [X]

@ Round-trip O One-way O Mutti-destination

LTINS (5) Shop by Price

HOme Trips Profile

-

business travel

*All out-of-state travel must be justified. Use of state funds, federal funds, or
special funds must be pre-approved.

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).

Trips

Dizplay:

All Trips ~

For:

Myzelf L

Vernon Bear's trips

*ou have no trips on hold.

C—b

*ou have no active trips.

D—I; Past Trips

Traveler Destination Trip Type Notes Select
Michelle Mortimer Chicage Flight Record # URHEG
Oct 24, 2009 Queusd
at 08:00 AM
“ernon E Bear Stuttgart Flight Record # BCSHST
Sep 23, 2008 Active
at 06:10 AM
Vernon E Bear Atlanta Flight Record # KQILUR
Aug 03, 2009 Hotel Room Archived
at 05:40 AM Rental Car
Vernon E Bear Atlanta Hotel Room Record # EMDESI
Jul 30, 2008 Archived
at 03:00 PM

E—rEem

Traveler Destination Trip Type Hotes Select

Vernon E Bear Denver Hotel Room Record # FOBYBI|
Aug 15, 2010 Cancelied
at 04:00 PM

“ernon E Bear Phoenix Flight Record # KBUFCL

F 5032045 o Hench > B

at 08:00 AN

“fernon E Bear Atlanta Rental Car Record # OHPSIZ
Jul 20, 2010 Cancelied
at 07:00 AN

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:

Trip Details

Mon, Aug 03, 2008 - Tue, Aug 04, 2009
Company AnNnouncements
Out of State travel requires justification in the designated area below. Fill in the drop down approved reason for out of state travel
and the additional information box. Failure to do so will delay the process of your reservation

HOLD BUTTON INFO: Only select the “hold” button if you wish to hold the reservation and not complete the process. Your
reservation will be cancelled if you do not return and confirm the trip. Do not select the hold button if you wish to purchase this

trip now.
Legend Company Prafemed  (S) Out of Policy |&§ Exint this itinscary
Confirmation Information
Record Locator (PNR): KQILUR
Airline Confirmation: Deita Airlines: D3H1S1
Hotel Con mation: Ren sance Concourse Atl Arpt: 87205278
Car Confirmation: MNational:
354232409C0OUNT
Deliver To: “ernon Bear

4555 southlake pkwy
pirmingham, al 35244
Usa

Traveler Informa n

Traveler 1: Vernon E Bear

Name: Vernon E Bear
Meal Preference:  standard
Flight Details | Roundtrip
PIT to ATL - Non-stop
Mon, Aug 03 5:40 AM - 7:25 AM Pittsburgh, P4 (PIT) to A DELTA
Atianta, GA LATL) Detia Airlines.
Flight 1431
Seat 284

Class: Coach

ATL to PIT - Non-stop

Tue, Aug 04 7:30 AM - 9:12 AM Atlanta, GA (ATL) to A DELTA
Pittsburgh, PA (PIT} Deta Airlines Operated by EW
Flight 5246
Seat 190

Class: Coach

Base Airfare: 146.97 USD
Taxes and Fees: 3223 USD
Flight Total: 179.20 USD

Hotel Details
Atlanta, GA

Check-in: 3:00 PM, VWed, Aug 03 GOWERNMENT-STATE, GOVERNMENT-STATE, GOWVERNMENT RATE WITH
Check-out: 1:00 PM, Thu, Aug 04 INTERNET, SEE RATE RULES, GUEST ROOM, 1 KING OR 2 QUEEN RE

ISSANCE.
Renaissance Concourse Atl Arpt
1 Hartsfield Centre Parkway
Atlanta, GA 30354

ps & Directions

Total Hotel Stay: 1 night Special Requests:
king bed, high floor

Telephone: 404-209-9999
Fax Phone: 404-305-2343

Rate Per Room: 141.00 USD Estimated Sum of Nightly Rates: 162.15 USD
es and Fees: unavailable
Estimated Hotel Total: 162.15 USD

Car Details
Atianta, GA

Pick-up: 8:00 AM, Aug 03, 2009 Atianta , GA (ATL) Compact ESvm—

Drop-off: 7:00 AM, Aug 04, 2009 Atlanta, GA (ATL) Chevrolet Cobalt or similar s
2 or 4 door Atlanta , GA (ATL)
air conditioning 4Z0S Car Rental Road

automatic transmission e
404-530-2800
Special Requests:

automatic locks, 4 door

Car Rate Policy

Estimated Car Total: §1.29 USD

Estimated Trip Cost Breakdown
Flight Total:  179.20 USD
Atlsnts, GA - Hotel Total:  162.15 USD %
Atiants , GA - Car Total 61.29 USD T
Trip Total: 402.63 USD %
1 Please note that this total is based on available information. The estimated cost may not include taxes and fees.

Trip Synchronization

Sabre VirtuallyThere
Sabes, Micw this finerary in Sabre VirtuallyThere for online access to your current tinerary, travel tools, flight notification, maps and driving directions,
"E""'"__'é £Ticket Receipt, weather and more.
OutlookiPalm Calendar Dates
Keep track of this trip by adding it to your outlook or Palm calendar.
Detta Airlines flight 1431 on Aug 3

Delta Airines flight 5246 on Aug 4

Hotel stay in Atlanta at the Concourse At Arpt from £ug 3 to Aug 4

Car rental at ATL weith Mational from Aug 3 to Aug £

Travel Agency Information
Address:  ADTRAWV Travel Management
4555 Scouthlake Parkway
Birmingham , AL 35244
usa
Toll-free Telephone #: 266-530-8899
Email Address: erez@adtrav.com

Hours of Operation:  7.204-7TP EST, M-F 266 .530.2800

Back To Trips




Cancel a Trip

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

Trips
Drizpl &y: Far.
&1l Trips v | Myl v

Vernon Bears trips

Trips on Hold

“ou have notipson hold,

Active Trips
Traveler D et nati on Trip Type Hotes Select
Yernon E Bear Atlanta Flight Record # BAPRRS
Aug 26, 2010 Hotel Room Active > Select
OB 00 &M Rental Car SEIEC

Past Trips
Traveler D et rati on Trip Type Hotes Select
Michelle Martimer Chicago Flight Record # [JRHE G
Qct 24, 2009 Queued
at 05:00 AM
Yernon E Bear Stutt st Flight Record # BCSHET
Sep 23,2009 Archived
at 06:10 AM
Yernon E Bear Atlanta Flight Record & KQILUR
Aug 03,2009 Hotel Room Archived o
at 05:40 M Rental Car 2Eet
Yernon E Bear Atlanta Hotel Room Record # EMDESI
Jul 30, 2009 Archived Select
at 03:00PM

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



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

RecordLocator (PHRE  BXPRRS
Al Delta Airlines CWFYB2

Blet viisstem atlarta Aot B s

Mational:

3E3923369COUNT

Deliver To: Vemen Bear
4555 snuthlake ol
birmingham | al 35244

Traveler 1: Vernon E Bear

Hame: “emon E Bear
Meal Preference:  sandsrd

Right Details | Roundtrip

FHL to ATL - Non-stop M odify this flight | Rem ove thizflight
Thu, Aug 26 6:00 AM - 3:14 AM Philadelphia, P & (PHL) to A DELTA
Atlanta, GAATLY Delta Aidines
Flight 415
Seat I6F
Class Coach
ATL to PHL - Non-gtop Modife this fiaht | Eemove thisflight
Fri, Aug 27 $:40 AM - 10:54 AM Atlarta, GA ATLIto A DELTA
Philadel phia, P& (P HL) Delta Aifines
Flight 1454
Seat 114

Class Coach

Online ¢
howrs before
departure

Base Airfare: 673 45 USD
Taxesand Fees 71.92 USD
Flight Total: 745.40 USD

Hotel Details
Atlanta, G A Modify thishotel | Remove thishaotel

Check-in: 2:00 PM, Thu, Aug 26 A28 RATE*SHOWID AT CHECHK IM, 1 QUEEM BED, MSMK, Hl SPEED MET,
Check-out: 11:00 &M, Fri, &g 27 MICR RFRG, , BALCONY, DESK, FULL BRE &KFAST

e

EBest Westem Atlanta AlrportE

Total Hotel Staw: 1 night Special Requests 501 M Contral o
King e, high A oo Hapeville, G4 305354
Maps & Diredions

Telephone: 1404 TESSTFT
Fac Phone: 1-404 7611171

Rate PerRoom: 6299 USD Edimated Sum of Mightly Rates 62 93 USD
xesand Fees unavailakle
Edtimated Hotsl Total:  62.99 USD

Car Details
Atlanta, © o M odity this car | Rem ove thisear
Pic k-1 29:00 &M, Sug 26, 2010 Atlanta | G GATL) E conom
Drop-off: 500 &M | &g 27,2010 Atlanta, G (ATLY Chevrolet Sveo or smilar
2 ard daor Atlanta , Ga ATL)
2ir conditioning 4205 Car Rental Road

automatic trananisson DS
404-530-2800
Special Requests
automatic locks, 4 door

CarRate Policy

Edimated Car Total: 59.75 USD

mated Trip Cost Breakdown
Flight Total: 74540 USD

Atfants, GA -Hotel Total §299 USD I
Atfanta . GA -CarTotal 5875 USD 1
Trip Total: 868.14USD

F Pleass note that thistotal ishased on available information. The edimated co2 may not indude taxes and fees.

Add =hotel mom S inornear Atlants (AT L) - AUG 26 ~

Sabre VirtuallyThere

oot Wiewthisitinerary in Sabre VirusllyT here for online accessto your cument itinerary, fravel tools, flight notifcation, maps and driving
ﬂ%“ ptuslly irectiore, o1 icket Receipt, weather and more .

Outlook Palm Calendar Datss
Keep track of thistip by sdding itto your outlook ar Palm calendar

Delta Airlines dight 415 on sug 26

Delta aivlines flight 1494 on sug 27

Hotel stavin Atlants at the Besd Wedern Atlants Airport E from Aug 26 to Aug 27

[F (7 [PLP

Carrental at ATL with Mational from Sug 26 10 Sug 27

Address:  2DTRAY Travel Management
4555 Southlake Parkes
Binmingham | AL 35244

Tollfree Telephone = 566-530-5553
mall Address:  erez@adiray.oom
Hours of Operatiorc 7 3024-7F EST, MF 866.530 8833
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To cancel, click the check box that you agree to cancel this trip (A) and click Cancel Trip Now (b).

Your trip s o far... Thu, Aug 26, 2010 - Fri, &ug 27, 2010

P viewdetails

Cancellation Inform ation

* = Reguired

Cancellation Summary
All item s within thisitinerary will be cancelled.

Hotel Cancellation Details
|fthe hotel hasa cancellstion policy, you may be charged adkditional penalty fees for canceling your hotel ressreations

A * | have read the infornation above and agree to canceling thistrip.

Cancel Trip How

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

Cancellation Confirm ation

Thi= rip has been swecessfully cancelled.
All item s within thisitinerary have been cancelled.
Pleazs print thiz page for your recards.

Legend: & Comparmy Preferred &Dut of Palicy

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.

Cancelled Trips

Traweler [ estinati on Trip Type Hotes Select
e Bt terrrerater et P FReoord # JWFYLG
Sep29,20M0 Cancelled Select
at 05:40 A0
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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.

TIP: If you need to make a change
to your airfare reservation, please
call ADTRAYV, 866-530-8899.

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.

English | Espafiol

N
4

pennsylvania 4\\

N
STATE OF INDEPENDENCE

Welcome: Vernon E Bear Site: COPA Site Administration | Help | Log Out

& Travel Arranger Vernon E Bear (X

Find Me The Best Trip! Announcements

Flight Hotel Rental Car Welcome to the Commonwealth of Pennsylvania's online system for booking 21

business travel

Round-tri 0 Mutti-gestinati .
Q) Trivizin (@) Trz) @) e “All put-of-state travel must be justified. Use of state funds, federal funds. or

ORI () shop by Price special funds must be pre-approved.

“All international travel must be justified and pre-approved.

From (airport or city): To (airport or city):
‘ H | “If you are booking a hotel using an agency lodging card, call ADTRAV
§66.530.8899 prompt 1.
@ B *Change or modify existing trips in "My Trips™. Do not start a new booking.
[J compare surrounding airports The Transportation Security Administration of the U.S. Department of Homeland
() +-110 3 days Al Security requires us to collect information from you for purposes of watch list

screening, under the authority of 43 U.S.C. section 114, and the Intelligence

Reform and Terrorism Prevention Act of 2004. Providing this information is

voluntary; however, if it is not provided, you may be subject to additional

screening or denied transport or authorization to enter a sterile area. TSA may
‘5»‘1«'10 |j‘ leaves VH liorning (7:00 am) V‘ share information you provide with law enforcement or intelligence agencies or
others under its published system of records notice. For more on TSA Privacy j

nnlicine arta vime tha cetam of cnenede naticn and the e imnaet

Depart
22110 ||| leaves | orning (T:00 am) v |
Return

More Search Options expand | collapse
w Class of Service Active Trips Templates
» Fare Type | Locatien Date w Trp Type Record # Status

You do not have any active trips within the next

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

Active Trips

Traveler Destination Trip Type Notes Select

‘Vernon E Bear Pittsburgh Hotel Room Record # PMAFRF o A
Oct 28, 2010 Rental Car Active Select |,
08:00 AM

Once you click on “Select” (A) the following page will display:
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To cancel or modify the hotel, see (A).

Traveler 1: Vernon E Bear

Hotel Details
Pittsburgh, PA

Check-in: £:00 P, Tue, Oct 28
Check-out: 12:00 P, Thu, Oct 28

Total Hotel Stay: 2 nights

Rate Per Roem: 108.00 USD

Car Details
Pitisburgh, PA

Pick-up:
Drop-off: 12:00 PM, Oct

Traveler Information

Hame: Vernon E Bear

Modify this hotel | Remove this hotel
COMMOMWEALTH OF PENNSYLWANIA 5, 1 KING BED ACCESSIBLE ROOM
NONSMOKING, GRAB BARS IN BATH-FREE HI SPEED-LAPDESK
Special Requests HE!"ij‘DI’] Inn Downtown
king bed, high floor

Telephon.
Fax Phons:

Estimated Sum of Nightly Rates: 218.00 USD
Taxes and Fess. unavailable
Estimated Hotel Total: 218.00 USD

Modify this car | Remowe this car ‘4

0 AN, Oct 26, 2010 Pittsburgh , P&, USA Compact E
28,2010 Pitsburgh, PA, USA =

Kia Ria or similar

2 or 4 door

air conditioning
automatic transmizzion

Enterprise
Pitc59 Downtewn 6th St Pittsburgh

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.

El How would you like to search?
@Addrsaa or City OHsar an Airport

Country:
UsA v|

Street Address:

City: State/Province:

O Negotiated Properties

Zip/Postal Code:

|Pmaburgh ‘ ‘Pennsyliania

= |

* Show company locations and other points of interest
G Enter city and state or airport code to show location information.

When would you like to go?
¥ 9

Check-in * Check-out:

foearm | T [oeane |

* = Required
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What other options would you like to search?
Distance:

Note: Negotiated properties within 15 mi will be displayed.

Hotel Companies:
@ No preference

© Hetel name contains

O Hotel company:

Hold down the “ctrl” key to select multiple companiss,

Alse include my Preferred Chains that | set in my Profile.

A oo you have any special requests? (sslect up to three)

TIP: You can use this same process
to add or change your car
reservation.

When you book a hotel room, the hotel will be notified of your special requests, but your selections may not be available.

D nen-smoking room D low floor
king bed D away from elevators
high floor O away from ice machine

O hypeallergenic reom
[ wheelchair accessivle

O amoking reom

Skip Hotel Scarch

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