
	On-Line Booking Tool Tips and Tricks


Completing your New User Set-up

· You must have your Department TAN Prefix to complete the New User Set-up.  See your TAN Holder (usually your Financial Administrator) for this number.

· Document your Secret Question and Secret Answer.  (Your Secret Answer is case sensitive.)  You will need this the first time you log in.  As well, the TAV Support Desk may use this to authenticate you if you phone them for assistance.

Completing your traveller profile

· Your name:   Enter it exactly as it appears on your passport.  Do not enter any special characters such as hyphens or apostrophes.  Use a space instead.

· Credit card numbers:  Do not enter spaces.

· Special requests:   If you type anything in the open text box fields in your traveller profile, a counselor-assisted fee will apply every time you make any on-line reservations. (Note: no charge will apply if you use the special request drop-down lists or checkboxes.)

· Frequent flyer number:  Do not enter spaces, dashes or letters. (You will either get an error message or not receive your points.)

· Travellers:  When searching for your Travel Arranger, if his/her name does not appear in the search results:
..  You may have misspelled his/her name.  Try again using the wild card asterisk *.  Or,
..  He/she might not have identified themselves as a Travel Arranger in their profile.
Searching for airport and rail codes

· Use the Common airport codes and Common VIA Rail station codes links in the message box whenever possible.  (Searching for airport and rail codes using the Airport Locator may display inaccurate results.) 

Booking flights

· Do not combine WestJet with any other airline carrier when booking through the OBT.  If you absolutely do need to combine carriers, call the TAV agent to book for you.

· Travel to or within the US:  We do not recommend combining carriers.  However, if you wish to use the OBT, then prior to selecting the Purchase button, call the TAV agent (option #2) and ask if the booking can be completed using the OBT.

· There are some small airlines, such as Air North, that appear as Sold out within the OBT when they are unavailable to be booked on-line.  Call the travel agency to book these flights.

· Do not use the Price view at this time, as it does not display a complete range of results. 

Booking hotels
· Unavailable hotels:  You will be presented with three options.  If you select “I want to add this hotel to my itinerary”, you may be charged a counselor-assisted fee, and you will not know what price the hotel will be booked at (within the negotiated range) until you receive your travel documents.
Booking cars

· The OBT does not show a red asterisk * for preferred car rental agencies.  As well, many of the preferred car rental agencies are not listed within the system.  (Note: searching by Preferred Agencies does not display preferred agencies.)

· If booking a car on OBT, use the Accommodation and Car Rental Directory to find the preferred car rental agencies in your destination city.  Select these agencies in your search options.

Booking rail

· Having difficulty booking VIA rail?  It may be due to the routing.  Some trips may require the booking to be completed as a multiple destination trip within the OBT.  (You need to know the major connecting hubs for this.)  Call the Travel AcXess Voyage (TAV) Support Desk for assistance with these types of bookings.  Choose the option “Assistance with existing reservations made on the On-Line Booking Tool.” (Note: the regular OBT booking fee should apply.)
Using the “My Trips” view

· Sometimes, there are problems with the My Trips view.  For example, trips can appear as cancelled when they have not been cancelled.  If you experience this, please call the TAV Support Desk and report the problem.

Delivery of paper tickets 
For example, rail and some small airline tickets.

· Your paper tickets will be delivered to the address associated with your departmental travel authorization number (TAN) prefix. 

· If the delivery address is listed as “various”, a TAV counselor will call to request the ticket delivery address, and counselor-assisted rates should apply.

For further assistance

For further assistance, call the TAV Support Desk at 1-800-514-3798 and choose the appropriate option. (Note: for help with OBT, choose “assistance with existing reservations made on the OBT”; and to report technical problems, choose “all other technical assistance”.) 
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