Gr

GelThere \\eb Reservations
Quick Reference Guide

BOSCOV'S
BUSINESS TRAVEL

Accessing Site

The Online Reservation booking tool address is:
boscovstravel.com/princeton
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Log In

Enter the user name and password given to you by
Boscov's Travel, then click Log In.

Getting Assistance
= During the booking process, click Help with this
page for detailed instructions.

= Read the announcements and messages that your
travel manager provides.

= Use the Travel Tools on the home page for maps,
directions, weather, etc.

= Use the Departure & Arrivals section to receive
the latest information for specific flights or trains.

Updating your Profile
Before you make your first reservation, click Profile

in the menu bar, then:
= Set up your travel and arranger preferences.
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Creating Arranger Settings

For Travelers

1. Inyour Profile, click My Arrangers under
Arranger Settings.

2. Complete the Travel Arranger Permissions section
to allow/deny others to designate themselves as
your arranger or make changes to your account.

3. Click Add a Travel Arranger, enter the
arranger’s first and last name, and click Search.

4. Click Add next to desired arranger name.

For Travel Arrangers

1. Inyour Profile, click My Travelers under
Arranger Settings.

2. Complete the E-mail settings section to determine
who receives confirmation e-mails.

3. Click Add a Traveler, enter the traveler’s name,
and click Search.

4. Click Add next to desired traveler name. The
name appears in the Arrange Travel For menu
on the home page.

5. Continue adding traveler names as necessary.

Accessing Previous Bookings

1. Click Trips in the menu bar to access your
reservations.
2. Click Select to access the booking you want to
view, change, or cancel.
= Click Cancel Trip to cancel a reservation. Be
sure to review messages to determine if your
ticket is eligible for void, refund, or use toward
future tickets.
= Ifatripis on Hold, click Purchase Trip to
complete the booking.
= Click Modify or Remove to change items in
your itinerary.
= Use the Add to Your Trip section to make
additional reservations.

Trips
Display

AllTrips ~
Vernon Bear's trips

Trips on Hold

Yo have no trips on bl

Active Trips

Wl have no active trips. |

Vernon @ Bear Denver Flght Record # JEAMLS
Way 19, 2006 Active w
at 04:28 P
May 09, 2006 Active
0317 P
Cancelled Trips

Traveler Destination Trip Type Notes Select

“ernon G Bear Los Angeles Flight Record # BIGIIN

“ernon G Bear Phoerix
Jul 10, 2006
at 0300 P

Rental Car Record # CBNFO.

Cancelled

Using Trip Templates

= To quickly book repeat trips with air/rail, hotel,
and/or car options, create a trip template: from the
Trip Details, Traveler Information, Billing
Information, or Reservation Complete page, enter a
template name, then click Save Template.

= To use a template, click Templates in the menu
bar, then click Select next to the template you want
to use. Enter new travel dates and click Price
Itinerary.



Booking Trips

= Dates, locations, and times are based on what you
enter on the home page.

= To make only an air, train, hotel, or car booking,
select only that box on the home page.

= Company preferred providers are indicated by:

*%*] or K,

= Sort options by clicking on the column headers.
= |f you want to check your current itinerary, click

the view details link.

= If you want to change your flight search criteria
during the booking process, click the Modify
Search link near the top of the page.

From the Begin Search page:
1. Check the appropriate boxes for Flights/Trains,

Hotel, and/or Car.

2. Select Round-trip, one-way, or Multi-
destination, then enter your cities, dates, and
times. You can also chose how to display the
results and select additional search options.

3. Click Begin Search.
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Air

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

= If applicable, you can select alternate, low-price
options.

= You may need to identify reasons for out-of-policy
selections, if your selected itinerary is not
compliant with your company’s travel policy.

= Select your seats for each flight segment.

Hotel

= Your can search for hotels by: address or city, near
an airport, near company locations and other points
of interest, or by your company’s negotiated
properties.

= Choose the hotel and room rate using the Select
buttons on the hotel pages.

Legend: |# &% | Company Frefered (S Out of Foliey

I How would you like to search?

1 address or City %' Near an Airpart £ Negutisted Properties

* = Required
* City or Airport Code:
el
* Show company locations and other points of interest
<& Eniter city and state or airport code to show location information.
* = Required

H When would you like to go?
* Check-in: * Check-out:

[ps6me: | [perens |

B What other options would you like to search?

Rental Car

= Your can search for cars at an airport or a city
location.

= You can click Express Booking to automatically
select your company's preferred car rental
company.

= Choose a car by clicking on the desired rate.

Confirming Bookings

= If necessary, complete the policy compliance page.

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

= Verify the information on the Traveler Information

and Billing Information pages.

Click Purchase Trip to complete the process. Print

a copy of the Reservation Complete page.

= You will receive a confirmation e-mail when the
booking is reviewed and ticketed.

[l Review Trip Details

Flight Details | Roundtrip
DFV 1o ORD - 0 stops
Wed, Aug 16

Moty this fliht | Rernove this finht
Yo American  American Aiines

AA KRS Flight 2320

ist¥, Coach ¥

6:15 AMto 8:25 AM  Dallas/Ft Warth, T (DR to

Chicago, IL (ORDY
Fare Rules

ORD to DRV - 0 stops
Fri, Aug 18 2:55 PM to 5:20 PM

Moty this fight | Remove this fiight

¥p American  American Airines
AA airines

Flight 2337
1stYy, Coach ¥

Chicago, IL (ORIt
Dallas/Ft Worth, T (DFV,
Fare Rules

Base Airfare: 189.77 USD
Taxes and Fees: 3433 LSD
Flight Total. 224.60 USD

Hotel Details

Chicage, IL Moxify this hotel | Remove this hotel

Cheek-in: Wed, Aug 16 a
Cheek-out: Fri, Aug 15 BEST AVAILABLE RATE , 1 KING : OHARE INTL &RPT
BeD CorFeemaker DaTaport oeLuxe HAIKOM awe oiare, | snses
Total Hotel Stay: 2 nights ACCOM

©n Reduest Hilton Chicago Ohare Airport

Cancellation Rules

0P 1EALIGOE

Guarantee Rules

CREDIT CARD GLISRANTEE

Deposit Rules

MO DEPCSIT IS REGUIRED AT THIS TIME. FLEASE SEE GUARANTEE POLICY.
Rate Per Room: 239,00 USD Sum of Mightly Retes: 478,00 LSD

Taxes and Fees: unavaisble
Estimated Hotel Total: 478,00 USD

Chicago, IL Motity this car | Remove this car
Pick-up: 2100 AM, Aug 16, 2005 On Request Enterprise
Drop-off: 200 PM, Aug 18, 2006 intermediate L [l
2or 4 coor =
Total Rental Time: 2 days Chewy Cobat Fick-up Location:
ar condiioning Chicago (CRD)

automatic transmission
Drap off Lacation:
Chicagn (ORD)

Daily Car Rate: 39.43 USD Sum of Dally Rates: 142.55 USD
Taxes and Fees: unavaishle

Estimated Car Total: 142,55 USD

E Review Estimated Trip Cost

Estimated Trip Cost Breakdown
Flight Total: 224 60 USD
Chicaga, JL - Hotel Total 47600 USD §
Chicaga, /L - Car Total: 14255 USD §
Service Fees:  0.00USD §
Total: §45.14 USD §
& Pleaze note that this total is based on avalable information. The estimated cost may not includs taxes and fees.

Bl Add to Your Trip

i acanem |

Start Over Continue with Reservation

add Ia hotel raom | iry or rear |chmsgu (ORD) - AUG 16
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