How to Designate a Travel Arranger on your UC Travel Center Profile

1. Visit https://travel.ucop.edu/connexxus/

2. Select “Book Online” on the top menu bar
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3. Scroll until you find the UC Travel Center. Click “Book Online Now” under the UC
Travel Center.
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BCD Travel: (877) 885-8632

One of top three Global Travel
Management Companies in the
world, offering full service
amenities with a strong online
booking tool which will track
unused tickets and offer online
exchanges along with personal call
in service options.
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UC Travel Center: (800) 235-8252

Corporate Travel Department
based out of the UCLA campus,
offering full service amenities
including online booking options,
personal call in service, ticket
tracking and campus reporting
capabilities.
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SWABIZ: (800) 435-9792

Access to the lowest "Wanna Get
Away” web airfares and some UC-
negotiated discounts - with no
booking fees
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4. Onthe top left, hover over “Profile” and select the last option, “Travel Arrangers”
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Personal Information

Trawvel Preferences

Attention Travel Arrangers and Travelers

For UC Direct Billed Air Reservations Only:
Who is paying for this trip? If your campus is not paying o e
for the trip, reservation must be made directly with UC 11<
Travel. Please contact the UC Travel Center at 310-206- C O N N E)o( g
2639 or email at travel@finance.ucla.edu The University of California Travel Program

Membership Mumbers

Billing Information

Travel Arrangers

Above does not apply for personal and/or T & E credit
card payments,

TRAVEL ARRANGER SPECIAL
INSTRUCTIONS

If Travel is for a UC EMPLOYEE who has assigned
you as their Travel Arranger, hover over your name in
the top blue menu bar and select their name, If their
name is not listed, click on "Find Additional Traveler.”

If Travel is for a GUEST/NON UC EMPLOYEE, hover
ower your name in the top blue menu bar and select
the Guest Template,

My Preferences

Start a New Trip 2|
*IMPORTANT* - My Trips
Select 1 of the Travel Types below
Airfare Direct Billed to Campus You have no pending trips.

Airfare paid bv personal credit card

5. Select Add New Travel Arranger

' Travel Arrangers & Print 32
Select to add Travel Arranger by entering the email address. Add same Travel Arranger Email Address to your own Profile to
generate email of itineary to the arranger.

Enter Travel Arranger's

email address Delete

First Name Last Name

Add New Travel Arranger «

(none)

6. Enter the email address of your travel arranger(s).
7. Click “Save”




