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O b j e c t i v e s  

Upon completion of this course, you will be able to: 

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

• Search for hotels and book them online  

• Reserve rental cars online 

• Complete an itinerary and ticket it electronically  

• Create and modify a profile 

• Create and use travel templates 

• View, modify, and cancel trips 

O v e r v i e w  

This training is an overview of GetThere, your online-booking tool.  It covers how to 
use the tool to book and manage travel online, and how to manage your online 
profile.  
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G e t t i n g  S t a r t e d  

The Sign In page requires you to enter your user name and password and then click 
the Sign In button.  If you cannot remember your password, you can click Forgot My 
Password and it is emailed to you.  

 

 
 

On this page you are also able to check flight arrival and departure information, and 
link to various travel tools to assist you.  These tools are also available on the 
following Begin Search page. 
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B e g i n  S e a r c h  

Check those trip components you wish to book, and select your trip type.  Then enter 
flight availability options. 

• Enter departure and destination cities   

• Enter dates and times 

• Choose a class of service 

• Choose the type of fare 

• Choose preferred airlines 

• Click the Begin Search button 
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F l i g h t  A v a i l a b i l i t y  

Flight availability will display.  Company preferred airlines are indicated with stars.  
Click the Select button to choose the flight(s) you would like.  
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Once you select the departure, the return options display.  Select the desired return 
flights from this availability. 
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L o w e r  P r i c e  O p t i o n s  

Once the outbound and return flights have been selected, the screen displays the price 
for your original selection and flight options with a lower price.  Select your 
preferred flight option. 

 

 
 

P o l i c y  C o m p l i a n c e  

If you choose flights that are out of policy, the following screen displays.  You must 
choose a reason for non-compliance from the drop down list to continue, or start 
over. 
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S e a t  S e l e c t i o n  

After the flight option has 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 using the legend below, then click the 
Next Seat Selection button to go to the next seat map. 

  

 
 

After the last seat selection, click the Reserve Seats button at the bottom of the 
screen. The Hotel search screen displays after the completion of seats.  

 

 
 

Note: If the Skip Seat Selection button is selected, no seats are assigned. 
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H o t e l  S e a r c h  

When searching for a hotel, the check in and check out dates default to the dates of 
the flights you booked.  

You can search for hotels by: 

• Address 

• Airport Location 

• Downtown City Location 

• Reference Point  

• Postal code 

 

You can also set a maximum mileage area to limit the search. 
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Additional search options include: 

• Hotel Chain 

• Hotel Name 

 

You can also add Special Requests such as: 

• Non Smoking 

• King Bed 

• High Floor 

• Away From Elevator 

 

Then click the Search Hotels button. 
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Available hotels display.  Click the Check Rates button to see the available rates for 
your hotel choice. 
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Select the room rate you choose.  Hotels are automatically guaranteed to the credit 
card in the profile. 

 

 

 
 

Once the type of room has been selected, the Car Search screen appears. 
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C a r  S e a r c h  

When searching for a car, the pickup location defaults to your flight destination 
airport; and the pick up and return dates and times default to the dates and times of 
the flights you booked.  

 

The following are options when booking a car: 

• Intermediate size cars are the default but can be modified to any car size 

• Transmission type and number of doors 

• Special Requests can be added 

 

 
 

Click the Search Cars button to display availability.  
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The company preferred car companies are marked with stars.  Three stars indicate the 
most preferred vendor. 

 

 
 

Select your preferred car option.  
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C o m p l e t i n g  t h e  R e s e r v a t i o n  

After selecting your car, the Review Trip screen displays.  At this point, 
modifications can be made prior to purchasing the trip.  You can also Start Over by 
clicking this button. 

 

Note: Any important information is displayed at the top of this screen. 

 

 
 

If you are satisfied with the itinerary, click the Continue button. 
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You can also use this trip to create a trip template.  Simply enter the trip name and 
click the Save as Template button. 

 

The below displays indicating your template has been saved. 

 

 
 

 

P a s s e n g e r  I n f o r m a t i o n  

Once the Continue button is selected, a passenger information page appears to 
reconfirm the passenger's name, meal, special requests, frequent flyer data, and 
emergency contact information.  Click the Continue button. 
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P u r c h a s i n g  I n f o r m a t i o n  

Verify passenger information, delivery address, email address, and payment 
information.  Fields indicated with a star are mandatory. 

 

 

 
 

 

After clicking Purchase Trip, an itinerary confirmation displays. 
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R e s e r v a t i o n  C o m p l e t e  

 
 

In addition to the displayed confirmation, an itinerary confirmation is emailed to you.  
An example continues over the next two pages. 
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**************************************************************
************ 
  TRAVEL BOOKING CONFIRMATION 
**************************************************************
************ 
**************************************************************
************** 
CRS Locator # FJQFFX 
 Airline Record Locator #1 HP-U5LXIM 
 Car Rental Confirmation #1 ZL-721223788COUNT (National Car 
Rental) 
 Hotel Confirmation #1 CP-67643980 (Crowne Plaza Hotels And 
Resorts) 
                                  
**************************************************************
************** 
  Name(s) of people traveling: 
 Vernon Bear 
  Meal: standard 
                                  
                                  
Fare Details: PHX HP BDL177.67BA14N2W HP PHX177.67BA14N2W 
355.34 END ZPPHX BDL XFPHX4.5BDL4.5 NONREF/PEN FOR CHG/VALID 
HP ONLY 
                                  
                                  
  Penalty: NONREF/PENALTY FOR CHANGE/VALID HP ONLY 
                                  
**************************************************************
************** 
  ITINERARY 
 Flight/Equip.: America West Airline 418  Airbus A320 
    Depart:  Phoenix (PHX)/Monday October 3 3:09 pm  
    Arrive:  Hartford-Springfield (BDL)/Monday October 3 10:46 
pm  
    Stops:   non-stop Miles:2213 <BR>Seats Requested: 14C 
    Class:   Coach 
 
 Car:  National Car Rental (airport) 
    Pick-up:   Oct 03 Hartford-Springfield 
    Drop-Off:  Oct 05 Hartford-Springfield 
    Car size:  Intermediate Conf: 721223788COUNT 
    Rate:  USD 99.00/day Extra Day: 99.00 Extra Hour: 49.50 
    Total Car Cost: USD 242.26 
 
Hotel: Crowne Plaza Hartford-Downtown Location:Hartford, CT 
    Check-in:Oct 03  Check-out:Oct 05 Conf: 67643980 
    Tel.: 860-549-2400 
    Rooms:     Rate:USD 159.95/ night 
 
 Flight/Equip.: America West Airline 419  Airbus A320 
    Depart:  Hartford-Springfield (BDL)/Wednesday October 5 
7:00 am  
    Arrive:  Phoenix (PHX)/Wednesday October 5 9:30 am  
    Stops:   non-stop Miles:2213 <BR>Seats Requested: 16C 
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    Class:   Coach 
 
     Total Airfare (including taxes and/or applicable fees)  
USD 402.40 
  Flight segments must be ticketed by close of business on 
July 8. 
  Penalty / Deposit: NONREF/PENALTY FOR CHANGE/VALID HP ONLY 
   
   
   
                                  
**************************************************************
************** 
  AGENCY INFORMATION 
                                  
**************************************************************
************** 
  BILLING INFORMATION  
  Name: Mr Vernon Bear 
 
  Address: 345 N. Central Avenue 
           Phoenix, AZ  85007 
  Country: USA 
  Day Phone: 602-555-3738 
  Email: david.laughlin@getthere.com 
 Shipment: E-ticket 
                                                                  
**************************************************************
************** 
  PAYMENT INFORMATION 
  American Express Number: ON FILE 
  Expires: ON FILE 
                                  
**************************************************************
************** 
  SPECIAL REQUESTS  
  General Requests or Special Needs: Test booking. 
                                  
**************************************************************
************** 
  HAVE A GREAT TRIP! 
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P r o f i l e s  

From the home page, you can select the My Account tab to update your profile.  
Click on the link containing the information you would like to update. 

 

Note: Be sure to click the Save button at the bottom of each screen being modified 
to save your changes. 
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Following is the Personal Information link page 

. 
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T e m p l a t e s  

Once you have saved a template, it can be used by clicking on My Templates from 
the home page. 

 

 
 

Simply Select the template you wish to use.  You also have the option to acquire the 
template of another user by clicking on the Acquire Trip Template button. 

 

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

 

 

M y  T r i p s  

From the home page you can also view Upcoming Trips, Past Trips, and Cancelled 
Trips by clicking on the My Trips tab. 
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Click the View button to display the trip you are interested in.  Following is an 
example of a previously booked trip display. 
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C a n c e l  a  T r i p  

To cancel a trip, click on the Cancel Trip button once you have displayed it from My 
Trips. 

When you choose to cancel a trip, the below screen displays to reconfirm that you 
wish to cancel this trip. 

 

 
 

If you still wish to cancel this trip, click the check box that you agree to cancel this 
trip and click the Cancel Trip Now button. 
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When you reconfirm that you wish to cancel the trip, the below Cancellation 
Confirmation screen displays. 

 

 
 

In addition to the displayed cancellation, an itinerary cancellation notice is emailed to 
you.  An example is below. 

 

THIS RESERVATION HAS BEEN CANCELLED: 
 Record Identifier: 1112728907.03820  dlaughlincorp 
 Record Creation Time: 2005-04-05 12:41:52.0 
 This PNR was queued to SABRE 
SABRE Record Locator #IRIAIO 
Airline Record Locator #1 AA-IRIAIO 
Car Rental Confirmation #1 ZL-327682756COUNT 
Hotel Confirmation #1 MC-85949387 
 
Agency:  
, ,  
Phone:  
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Deliver To:  
VERNON BEAR 
Address: 123 Main St 
Phoenix, AZ, 85009 
 
Day Phone: 602-555-3567 
 
Name(s) of people traveling: 
VERNON BEAR 
**********************************   ITINERARY   
****************************** 
 
AIR 
Flight/Equip.:American Airlines 1836    MD Super 80 
Depart:Phoenix(PHX)/Tuesday, Jun 7 8:26 AM 
Arrive:Chicago(ORD)/Tuesday, Jun 7 1:46 PM 
 
CAR 
National Car Rental  
Pick-up: Tuesday, Jun 7 2:00 PM Chicago 
Drop-Off: Thursday, Jun 9 3:00 PM  
 
HOTEL 
Marriott Chicago O Hare 
Check-in: Tuesday, Jun 7 2005 Check-out: Thursday, Jun 9 2005 
Confirmation: 85949387 
 
AIR 
Flight/Equip.:American Airlines 1249    MD Super 80 
Depart:Chicago(ORD)/Thursday, Jun 9 3:09 PM 
Arrive:Phoenix(PHX)/Thursday, Jun 9 4:46 PM 
 
**************************************************************
****************** 
 
Name on charge card: Vernon Bear 
Type: American Express 
Card Number: ON FILE 
Expires: ON FILE 
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A m t r a k  

Check the Train trip type, and the other trip components you wish to book.  Then 
enter train availability options. 

• Enter departure and destination stations   

• Enter dates and times 

• Choose a class of service 

 

 
 

 

 

 

Train availability will display.  Click the Select button to choose the train(s) you 
would like. 
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Once you select the departure, the return options display.  Select the desired return 
train(s) from this availability. 

 

 
 

After selecting your return, the Review Trip screen displays.  If you had checked that 
you wish to book car and/or hotel on the Begin Search page, you would have 
proceeded through those steps prior to this screen.  You may also add a car or hotel at 
this point by clicking the Add Item button, or modify what you have booked prior to 
purchasing the trip.  You can also Start Over by clicking this button. 
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You may save this trip as a template. 

If you are satisfied with the itinerary, click the Continue button.  The Passenger 
Information window displays to reconfirm the passenger's name and frequent rail 
number.  Click the Continue button. 

 

 
 

The Purchasing Information page displays.  Verify passenger information, delivery 
address, email address, and payment information.  Fields indicated with a star are 
mandatory. 

Click the Purchase Trip button. 
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After clicking Purchase Trip, an itinerary confirmation displays. 

In addition to the displayed confirmation, an itinerary confirmation is emailed to you.   
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