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Make a reservation 
Log in using the credentials emailed to you 

 

 

Choose your flight information, then choose your account number, and click Search Flight 
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Choose your corporate fare (Account Code) 

 

 

Click the price in orange 
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This brings to the summary of charges, verify price and click Continue 

 

 

Fill out passenger information and click Continue 
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To issue the ticket, click Issue Ticket 

 

 

Choose Account from Drop Down as well as the Default in second drop down  

Enter PO number if required 

Click Read and Accept and then click Complete Transaction 
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You will see your Reservation Number and Ticket Number  
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Cancel reservation 

Click the icon to the left 

 

 

Click PNR Management 
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Insert Reservation Number and click Search 

 

 

To Cancel and Refund: 

Check the flight you are wanting to refund then click Cancel all Flight 
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Check to accept rules and click Complete Refund  

 

 

You will get a pop up, click OK 

 

 

Confirmation page
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Change reservation 

Click the icon to the left 

 

 

Click PNR Management 
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Insert Reservation Number and click Search 

 

 

Check the flight you are wanting to change and click Change Flight 
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Choose flight information, make sure to insert your Account number in the Fare Quote Box 

Click Search 
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Choose your corporate fare 
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Click Read and Accept then Buy and Reissue 
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