To:

All Brown Travelers

From:

Doreen Burgers, Director of University Disbursements
Subject:
Completing a Garber Traveler Profile
To get the best possible services from Garber Travel, Brown’s preferred travel agency; we ask that all Brown travelers complete a traveler profile.  An online profile form has been customized for Brown University and can be updated by the traveler online at anytime or anyplace. This information is then synced with Garber Travel’s system so that the agents are able to view the profile information and preferences will apply to all reservations whether booked through Brown’s on-line booking tool or with a Garber agent.  Please be sure to have a completed profile before calling to make any travel reservations. This will ensure that all travel preferences are taken into consideration when Garber is making your travel reservations. Completing a profile will also save time by not having to repeat the necessary profile information with every travel request.  
Although some of you may have existing traveler profiles with other various agencies we wanted to take this opportunity to have each traveler complete a new profile with Garber Travel. This will allow them to have complete and updated data, which is imperative in obtaining a successful travel program. 

While you may not choose to book your travel online utilizing ResX, Garber’s online booking system, you will still be building your electronic profile within the ResX system. Please take a moment to complete the profile by following the easy steps listed below. 
Profile Logon Instructions:

Log onto:  http://www.resx.com

Company: brownuniversity (all one word)
Member ID: please type in: AUTOSETUP-IO80-VJ (also all one word, in IO80 the first O is a letter and the 2nd 0 is a zero)
Password: Leave blank
Creating a User ID (Required for each traveler or travel planner)

Next, click the black LOGIN box to be brought to the set-up template. Create your own username/Member ID (please use your complete Brown University e-mail address) and then fill in the required name and phone information fields, as well as your primary email address. Click on the black SAVE box and then you will be prompted to create your password. Please remember to keep a record of your user name and password. After creating the user ID and password you can log out of the system and then log in using your user ID and password to complete the traveler profile (see instructions below).  The travel profile information must be completed for each traveler.  Travel planners that will only be using Garber’s on-line tool to book travel for others need a user ID and password but do not need to complete the traveler profile information below.  
Again, we suggest you use your full email address as your user name. In the event that you lose your password, you can go to the main log-on screen (www.resx.com/login/aspx) and click Lost Password. Complete the form and your logon information will be emailed to you.  
Completing the Traveler Profile  (Must be completed for each traveler)

After you have created a user ID and password you can complete the profile information.  The travel profile pages can be found by clicking on “PROFILE” near the top right hand corner of the ResX page.  The first page of the profile is personal information.  Six additional profile pages are listed at the top of the page.  Each profile page should be selected and the appropriate information entered.  Please make sure to hit SAVE on each page of the profile before moving to the next page or your information will be lost. 
The seven profile pages include: personal information, travel preferences, frequent flyer IDs, display options, credit cards, change password, and travel planners.  You can give your travel coordinator the ability to make reservations for you or update your profile using the travel planner section. Detailed instructions and helpful hints for each page are listed below.
Thank you for taking the time to complete your profile. If you have any questions please contact eServices @ Garber Travel or call them directly at 617-355-1770.  If you have any Brown specific questions regarding completion of the profile please contact Gail_Goodness@brown.edu or ext. 3-7579.
Personal Information

The Personal Information screen of your traveler profile contains information pertaining to your identification and communication methods.

Complete as many fields as possible according to your preferences and company policies. Fields are explained in detail below.

(*) indicates required field. 

Note: International travel requires passport and contact information.

Traveler Information

Most frequent traveler programs require the name on the booking to match the name on the travel vendor's account. 

Your ticket will be issued in the name provided below. Please ensure that your name matches your identification.

	Field
	Function

	Prefix
	A prefix such as Mr., Ms., Mrs., Dr., etc.

	*First Name
	The traveler's first name.  Must agree to license/passport.

	Middle Initial
	The traveler's middle initial.  Must agree to license/passport.

	*Last Name
	The traveler's last name.   Must agree to license/passport.

	Suffix
	The traveler's name suffix, such as Sr., Jr., etc.


Email Addresses

The following fields are for e-mail addresses. E-tickets may be sent to the following addresses.

	Field
	Function

	*Primary E-mail List (comma delimited)
	The traveler's personal e-mail address.

	Secondary E-mail List (comma delimited)
	The traveler's alternate e-mail address.  You can include your home email or travel coordinator to receive any notices regarding your travel plans. 

	*1st Initial Last Name (no space) Example: JSmith
	This is required to allow the travel agents access to your profile information.  Please make sure this field in completed.


Addresses

The following fields are used for address information. Paper tickets may be sent to the following addresses.
Home Address

	Field
	Function

	Address Line 1
	The first line of the traveler's home address (or Post Office Box).

	Address Line 2
	The second line of the traveler's home address, if applicable.

	City
	The city for the traveler's home address.

	State/Province
	The state or province for the traveler's home address.

	Zip/Postal Code
	The zip code or postal code for the traveler's home address.

	Country
	The country (if other than the United States) for the traveler's home address.


Work Address

	Company Name
	The traveler's company name.

	Address Line 1
	The first line of the traveler's work address (or the company's post office box).

	Address Line 2
	The second line of the traveler's work address, if applicable.

	City
	The city of the traveler's work address.

	State/Province
	The state or province of the traveler's work address.

	Zip/Postal Code
	The zip code or postal code for the traveler's work address.

	Country
	The country (if other than the United States) for the traveler's work address.


Phone Numbers

All phone numbers contain four different items as numeric values—country code, area code, phone number and extension.

	Field
	Function

	*Home Phone
	The traveler's home number. The Phone Number field must contain a minimum of 7 digits.

	*Work Phone
	The traveler's work number. The Phone Number field must contain a minimum of 7 digits.

	Mobile Phone
	The traveler's mobile number.

	Pager Phone
	The traveler's pager number.

	Fax
	The traveler's fax number.


Emergency Contact Information

Information for a person (not traveling with the passenger) who can be contacted regarding the passenger. This information is added to the ticket for U.S. citizens flying into or out of the United States.

	Field
	Function

	Contact's Name (individual not traveling with passenger)
	The contact person's name. This field is required unless the Contact Information Refused box is checked.

	Contact Phone
	The contact person's telephone number. The Phone Number field must contain a minimum of 7 numbers. This field is required unless the Contact Information Refused box is checked.

	Contact Information Refused
	Checking the box indicates the traveler refuses to submit contact information.


Passport Information

Enter information for up to two passports per traveler. Passport information must be completed prior to requesting international air travel unless your program administrator has overridden this selection.  
	Field
	Function

	Passport Number
	The traveler's passport number.

	Issuing Country
	Click the drop-down arrow and select the country that issued the traveler's passport.

	Expiration Date (mm/dd/yyyy)
	Click the drop-down arrow and select the traveler's passport expiration date.

	Given/First Name
	The traveler's first or given name exactly as it appears on their passport.

	Surname/ Last Name
	The traveler's last or family name exactly as it appears on their passport.


 
Additional information

	*Department Number
	Enter the traveler’s 5 digit department number.  If you aren’t sure of your department number – a listing of department numbers is available at http://www.brown.edu/Administration/Controllers_Office/travel.html
The department number will be used for summary reporting of travel expenditures only. 

	 * Virtually There Email Address 1-4
	Enter at least one email address that you would like your itinerary sent to.

	2nd eBill email address
	Enter an email address if you would like someone other than the traveler to also receive a copy of your eBill (the receipt that must be submitted to the Controller’s Office for reimbursement of travel expenses)

	Assistant’s Name and Phone Number
	Include is someone other than the traveler should be contact with questions regarding the travel arrangements.

	Nickname
	Used by travel agents if they need to contact the traveler. Give name traveler prefers to be called if different than given name. 

	Medical Conditions
	Optional – can provide information on allergies or other medical conditions that should be know when traveling.


Travel Preferences

This screen contains your travel information that the system references when checking availability for air, car or hotel. You may override some of these fields for the trip only at the respective Air, Car or Hotel preference screens that are accessed when making the respective reservation.

Note: Making changes to your air, car or hotel preferences and selecting to save the changes will update this screen with the new values.

Complete as many fields as possible according to the traveler's preferences and company policies. Fields are explained in detail below.

Note: Certain fields may be preset by your company administrator. You may not be able to view or edit these fields.

Air Settings

The following fields are used to set your air preferences. These fields may be overridden for a single trip by selecting the change preferences link, changing the settings, and not selecting the save the changes permanently link.

	Field
	Function

	Meal Preference
	Select the kind of meal the traveler prefers. This action enters a request into the reservation system for the type of meal.

Note: Not all airlines honor meal requests.

	Seating Preferences
	Selections for seating preferences. See information in the row below.

	On Seat Maps Hide Me From Other Travelers
	The ResX system Brown travelers to see the names of other Brown employees names traveling on a flight when the flight’s seat map is viewed. Checking this box will block the traveler’s name from view when the seat map is displayed for another company employee.

Note: This works only for a specific flight.

	Improve Seating Based on Selections
	Checking this box indicates a system request to improve seating based on settings under Improve Seating Preferences.

Note: Not all improvements can be honored. Fulfillment offices quality assurance product performs this improvement function.

Note: Not all airlines allow you to select your seating preference.

	 Time Window
	Select the time variance, earlier or later than the specified time the traveler is willing to leave (between 1 and 12 hours).
The ResX systems will ask you to select a desired departure or arrival time.  To see the most options for lowest cost travel make sure to select a time window of several hours on either side of your requested flight time.  

Recommended – at least 4 hours unless specific time of flight is required.  This option can be overridden for a specific flight search by clicking on Modify Your Search on the flight search site. 

	Default Origin City
	Enter the home airport the traveler usually departs. To view a list of airport city codes select the Airport Codes link next to this field.

	Accept Connections
	Checking this box indicates that the traveler will accept connecting flights.

	Search Multiple Airports
	Checking this box indicates that when the system searches for the best fare to a destination with more than one airport, it will display options for local airports in addition to the one selected.  Lower fares are sometimes available at nearby airports. 
If this option is selected – be careful to check the airport choices prior to booking the ticket.  

	Airport Defaults
	Enter the name of a city, an equal sign, and the airport code for the airport to which you want the system to default when that city is requested as a destination. This tells the system that when you request that city name you always want that specific airport, bypassing the verification screen. 

To enter additional default airports, put each on a new line using the Enter key on your keyboard. 

This table is updated automatically when default airports are indicated on the verification screen.

	Special Instructions
	Enter any special handling instructions you have (e.g., wheelchair, minor, etc.).

	Default Method of Payment
	Select the traveler's preferred credit card to use for this air travel.

	
	


Car Settings

The following fields are used to set your car preferences. These fields may be overridden for a single trip by selecting the change preferences link, changing the settings, and not selecting the save the changes permanently link.

	Field
	Function

	Preferred Car Type
	Select the type of vehicle the traveler prefers or the company requires (e.g., Luxury, Economy, Full Size, etc.).  Brown travelers are required to use economy (subcompact), compact or midsize cars.

	Preferred Car Companies
	Select from the list of names which car companies the traveler or company prefers to use.

Note: Company assigned preferred car companies override traveler preferred car companies.

	Use Preferred Car Companies
	Checking the box indicates the system will search preferred car companies and companies with car contracts (assigned by the administrator) when requesting car availability.

	Associate Frequent Flyer Numbers
	Checking the box assigns your frequent flyer number to the reservation, so that any frequent flyer incentives offered by car companies will be assigned to your frequent flyer number.

	Special Request to Car Company
	Enter special requests you have, such as air bags, non-smoking, etc.

The car company is not obligated to honor this request; however, they will receive it on the reservation record.

	Guarantee with Credit Card
	Checking the box indicates that the system will allow the traveler to reserve cars from rental car companies that require a credit card at the time of booking.

	Preferred Credit Card
	Select the credit card to guarantee the traveler's reservation.


Hotel Settings

The following fields are used to set your hotel preferences. These fields may be overridden for a single stay by selecting the change preferences link, changing the settings, and not selecting the save the changes permanently link.

	Field
	Function

	Smoking Preference
	Select a smoking or non-smoking room.

	Preferred Hotel Chain
	Select from the list of names hotel chains that the traveler or company prefers.

Note: Company assigned preferred hotel override traveler preferred hotels.

	Use Preferred Hotels Chains
	Checking the box indicates the system will search preferred hotel chains and companies with hotel chain contracts (assigned by the administrator) when requesting hotel availability.

	Special Request to Hotel
	Enter special requests that you have, such as "quiet room" or "need fax machine".

The hotel is not obligated to honor this request; however, they will receive it on the reservation record.

	Preferred Credit Card
	Select the credit card to guarantee the traveler's reservation or deposit charge if needed.


Frequent Traveler ID Numbers

This screen lets you assign and store membership numbers associated with air, car, and hotel.

To add a membership number, select the add new membership number link under the respective air/car/hotel header to go to the input screen. From this screen you can enter up to 10 membership numbers for the respective travel type. To enter more than 10 membership numbers, save and return to this page.

To delete a membership number, select the delete link beside the appropriate number.

Associating an Air Membership Number with a Car / Hotel Loyalty Program

Air membership number can now be associated with car and hotel reservations. This functionality is configured by your administrator. To associate an air membership number with a car or hotel. Select the link for associations. On the new screen select the hotel chain / car company and select your airline loyalty vendor.

Hotel Consortium Numbers / Associations

The following hotel consortiums may be added as a hotel loyalty program or as a frequent stay program.

Starwood Preferred Guest—Sheraton, Weston, W Hotels, Global Connections.

All Marriott / Marriott Rewards—Renaissance Hotels and Resorts, Courtyard By Marriott, Marriott Conference Centers, Fairfield Inn By Marriott, Marriott Vacation Club International, Marriott Hotels Resorts and Suites, Ramada International Hotels and Resorts, Residence Inn By Marriott, Towneplace Suites By Marriott, Springhill Suites By Marriott.

Choice Hotels / Choice Privileges—CI-Comfort Inns, CC-Clarion Collection, CZ-Comfort Suites, EO-Econo Lodge Hotels, FW-Flag Hotels*, RI-Rodeway Inns*, QI-Quality Inns, SZ-Sleep Inns.

Every Hilton / Hilton Honors—Hilton, Hilton International, Hampton Inn and Suites, Doubletree, Embassy Suites, Homewood Suites, Scandic.

Six Continents/Priority Club—Crowne Plaza, Holiday Inn, Inter-continental, Staybridge Suites.

Carlson Hotels / Gold Rewards—Country Inn and Suites, Radisson Hotels Worldwide, Park Inn, Park Plaza.

Things to Consider on Membership Numbers

Warning: The application does not verify air/car/hotel membership numbers. Please insure that you enter your number correctly to receive credit for your flight segments.

Note: Southwest Airlines membership numbers must be entered in Southwest's system directly by a Southwest representative.

Warning: Mileage might not be credited to the traveler's frequent flyer account if: 

1) The frequent flyer number is entered incorrectly.

2) The traveler's name is not identical in the system, on the credit card, and on the frequent flyer account. 

Display Options

This screen allows the traveler to format options for travel information display.

Complete as many fields as possible according to the traveler's preferences and company policies. Fields are explained in detail below.

	Field
	Function

	Date Format
	Click the appropriate radio button to select the format you want to use for dates. This format is used for availability and displaying the itinerary.

	Time Format
	Click the appropriate radio button to select the format you want to use for times. This format is used for availability and displaying the itinerary.

	Distance Format
	Click the appropriate radio button to select the format you want to use for distance. This format is used for hotel search.

	Show rates in this country's currency
	Click the drop-down arrow and select the country whose currency will be used for rate displays.  This is a required field.

	Don't allow a choice between a suggested itinerary or creating my own itinerary
	Check the checkbox to prevent the system from allowing the user to choose between viewing a suggested itinerary or building their own.

	Default to suggested itinerary
Default to creating an itinerary
	Select one of these radio buttons to indicate the default itinerary building option.  Creating an itinerary shows options.  Suggesting an itinerary will show you one itinerary that the system feels best meets your request. 

	Display air custom option flights in time order

 
	Check the checkbox to indicate that air custom options should be displayed in order by departure time.

	Display up to 
air options per page.

 
	Click the drop-down arrow and select the number of air options to view at a time when creating your itinerary. Real-time availability also affects the number of options returned. This is a required field.

	Display up to 
car options per page.
	Select the number of car options to view at a time when creating your itinerary. Real-time availability also affects the number of options returned. This is a required field.

	Display up to 
hotel options per page.
	Select the number of hotel options to view at a time when creating your itinerary. Real-time availability also affects the number of options returned. This is a required field.

	Default to Hotel Mapped Options
	Selecting this box will default the Hotel Options view to display the Hotel Map.

	Display up to 
hotel room options per page.
	Select the number of hotel room options to view at a time when creating your itinerary. Real-time availability also affects the number of options returned. This is a required field.


Credit Cards
This screen displays existing credit card information. Select the edit link to edit/enter a new credit card, or select the delete link to delete a credit card. This screen uses encrypted (SSL) mode to safely transmit your credit card information. Some companies may have a firewall inhibiting the encryption layer.

Credit Card Information

Complete as many fields as possible according to the traveler's preferences and company policies. Fields are explained in detail below.

	Field
	Function

	Name
	Name of the credit card (i.e. purchasing visa, corp amex, etc.)

Note: You must assign a name to each credit card for security purposes. Over the remainder of the site, the credit card is referred to by its stored name for added security.

	Credit Card Type
	The type of credit card (Visa, MasterCard, American Express, etc.)

	Credit card may be used for the following types of reservations
	Checking the respective box-air, car, hotel-allows for this card to be available at the respective preference page-air, car, hotel.

	Use as 'my preferred' when booking
	Checking the respective box-air, car, hotel-allows for the card to be used and designated as preferred for the respective trip leg type.

When a card is marked as preferred for a trip leg type an icon will appear on the billing information screen representing its designation.

Note: Only one credit card per user may be designated as preferred.

	Credit Card Number
	The credit card number. Once the card is saved, the numbers will convert to X except the last four digits for added security.

	Credit Card Expiration Date
	The credit card expiration date (mm/yyyy).

Note: For UATP cards, leave this field blank.

	First Name
	The first name on the credit card.

	Middle Initial
	The middle initial or first letter of the middle name on the card. If applicable.

	Last Name
	The last name on the credit card.


Please be sure to enter your credit card information into your profile, as that information will be needed to issue any tickets. Also, please note that once in the credit card section of the profile, the system tells you when you leave a SSL (Secure Socket Layer) site and enter into the "normal site" mode. Users make the mistake of thinking the credit card section is not secure, which is incorrect. The box is simply indicating to the user that they are leaving the SSL section, which "encrypts" the credit card number, and then returning back to the booking site. 
Travel Planners

The Travel Planners screen lets you assign individuals to your account who are authorized to book reservations in your name. The screen shows a listing of travel planners (first name, last name, member ID) who currently have this privilege.

Note: There is no maximum number of travel planners.

To add a new travel planner(s), select the appropriate link.

Adding a Travel Planner

Selecting to add a new travel planner will take you to an entry screen where you must enter the individual's member ID (this information must match the record stored in the application).

