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Welcome to American Express® Onlined your business travel reservation system

American Express® Online is an innovative interactive travel booking tool from American
Express (powered by GetThere). The system lets you make your own air, hotel, rental car

and rail arrangeme nt s

from your

you to spend less time booking reservations.

Using American Express® Online for your business travel reservations is easy and provides

you convenience, comfort and control. American Express®On | i ne é

e Offers convenience of making reservations 24x7, in the office or on the road

e Supplies you comfort with accesstoy our companyds preferre
rates, airline seat maps, destination information and more

¢ Allows you more control by choosing flights according to low fare options, time

per sonal

computer

preferences, or airline preference (including low cost carriers)

American ExpréQnline

Quick Reference Guide

Getting Connected and Logging In
1. Connect to the Internet and ente
URL praded by your company.
Save this addre
ABookmar ko in
Enter youdser NamandPassworc
and click on tisggn Inbutton.

2.

3.

Profile

1. From thélomepage, click on the

Profilelink.

You can update and edit your pe

preferaces, travel preferences ar

designate travel arrangers.

. Be sure to cliSlaveat the bottom ¢
each screen to save your informi

2.
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Booking a Flight

1. On theHomepage, check the boxe
indicate whether your trip will inc
air,hotel, and/or a car rental.

. Select Trip Detailgither Round tri
Oneway, or Mutfestination.

. Enter names or airport codes for
departure and destination cities.
theAirportlink to use the Airport
Locator). Select desired departul
returnitnes and dates.

. Choos®isplay Results by Prit@
view options as complete itinerai
Schedulaisplays outbound and
return options separately

. UseAdditional Search Optiots
specify cabin class, fare type anc
airline preferences. Mielin
Searchtoview options.

. Company preferred options are
displayed with star icons. Choos
desired flights by clicidetect

g |

Choos Modify Searth change searc

criteria without returning to the Hom

7. Alternate ltinerarigmay be display
that are cheaper than your desire
selectiorClickSelectto add the fligt
to your itinerary

8. Reserve Seats next. Choose an
availableeat and cli¢keserve Seal
Selectionor cliclskip Seat Selectit
to continue.

9. Review and Modify Toffers the
chance to review the trip before
purchasing. CliCkntinue with
Reservatioto proceed fraveler
Informatiorwhere you can input tr
preérences and emergency contz
ClickContinue with Reservatitm
view and complete Biking
Information ClickPurchase Trifp
complete the booking
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Booking a Hotel

1. Specify how you will search: by
Address or City, Near an Airport,
Negotiated Properties.

. VerifyCheckin andCheckoutdates

. Specify additional search criteria
Distance, Hotel Name, Hotel
Companynd check ai8pecial
Requestdo communicate to the t

. Clicksearch NowAvailable hotels
displayed and can be sortéthbs,
NameoprDistance Click/iew Hotels
on a mapo see map of hotels

. Amenitiedor each hotel are displ:
along with link@ancellation Polic
More PhotgsandVore Info

. Choosé&electo view available roc
and rates. CliSlelecto add the ho
room to your itinerary

Ariival 8 Departure Status
C gt O Train

0801,2008 || Sebect airire

Reserving a Car

1. Specify where you will pick up the

At an AirpororAt a City Location

VerifyPickUpandDropoff datesand

times

. Specify the type of car you need
with available options, special fez
and preferred agencies

. ClickSearch Nowo view available
options. Cliékpress Bookintp
automatically have apdlicy option
added to your itinerary

. Daily RatandTotal Raténformatior
is presented along with car photo
sizes.

. Select a cavy clicking on a link wi
the matrix

2.
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Business Travel Just Got Easier!

American Express® Online has innovative features that allow for a fast and easy booking
process. The intuitive user interface will help you build your itinerary with just a few simple
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clicks. Some of the user-friendly features include:

e [Easy access to personal information: Your user profile and previous booking

information are organized and displayed in a way to make it easy to find and navigate.

e Quickly create and share trip templates: Templates can be easily created and shared
to speed the booking process for frequently traveled destinations.

e Modify searches from any page: This feature allows you to modify your search criteria
from any page and generate a new search without having to start over at the Homepage.

e Flight Status and Travel Tools information: Check the status of your flight online and
use the Travel Tools linksfor access to helpful travel-related information.

Changing Your Password

1. Click orProfileat the top @fieHome
page.

2. ClickChange Passwolithk located
theProfile Settingsection.

3. EnteyourCurrent Password
followed by yawew Passwordrhel
Confirm New Password

4. ClickSaveto complete the change

Change/Cancel a Reservation

1. Click offripsat the top of thtome
page.

2. You maiodifyorRemoveertain
segments of &ctive Trigoy cliking
the appropriate button.

Designating a Travel Arranger

2. ClickProfileat the top of th®me
page

3. ClickMly Arrangein theArranger
Settingssection
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. Chooséresto allow others to

designate themselveyaur arrang

. Then specify who has permissior

modify your account settings

. ClickAdd a Travel Arrangeradd a

specific arranger who can book tr
on your behalf.

Arranging Travel for Someone Else
1. ClickProfileat the top of thtome

page

. ClickMy Travelerm theArranger

Settingssection.

. ClickAdd a Traveldo identify and

add the specific travelers you wil
booking travel ferTravel For

. Specify who is to receive email

confirmations for trips booked on

. To book travel for one of traveler

select their name fromAitanging
Travel Fodrop down menu, locat
the top of the Home page.

g |

Checking Arrival/Departure Info
1. Access arrival or departure infort

from the Home page. If you are
checking the status of a flight, se
Flightfrom the drop down menu,
specify the date, airline, and fligk
number and cliclo.

. AFlight Informatiopage appears

with the latest information where
can click thirefreshnformation
button oExit Flight Statubutton.

Creating and Using Trip Templates
Saving an itinerary as a Trip Temple

1.

From th&®eview Trigou can save
the itinerary as a template by as¢
it a name and clickimy&STemplate

. Templates can also be made

accessible to other travelers.

. You may also create a template

previous booking by accessing tt
specifiaip from th€rippage and
saving it as a template

Using your Trip Templates:

1.

Click oTemplatesit the top of the
Homepage to view available Per:
Shared, or Companige templates
ClickSelecto access the desired
template

. Enter desired datesé&s and click

Price Itineraryo view available
options and make a booking

Online Help

You access online help from any pa

clicking on tt¢elplink button located

the top of each page.

¢ Cick theContentdink to display the
table of contents and select a tof

¢ Click th&lossanylink to display a |
of terms used in American Efpre
Online and their definitions.



