ITravel 4 Quick Reference Guide

In order for users to make reservations or have reservations made for them, their iTravel+ profile must be
updated/completed.

Note that required fields are noted as: [Required**], users must verify pre-populated information and fill in all
required fields in their profile

Login to iTravel+ through my.utrgv.edu, once on the landing page:

1. Click on “Profile” on the upper right hand corner
2. Click “Profile Settings”,
A. Click on “Personal Information”
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Gricelda Leticia Saavedra Aivarez WS [HEERE Profile Options
Personal Information
e Profile Settings | Sign Out Company Information Select one of the following tg customize your user profile
et nnaton Personal Information @
23 Acting as other user @ Email Addresses Your home address and emergency contact information.
Emergency Contact R
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Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each fime you purchase an item or service

Travel Preferences
[ search by name or 0 Iy International Travel

Frequent-Traveler Programs
Assistants/Arrangars E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from

First, middle, and last names are pre-populated fields from the employee’s HR records; any
discrepancies, must be addressed with HR to update your name in iTravel+ prior to traveling.

/A Important Note

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo identification that you will be presenting at
the airport. Due to increased airpori security, you may be tumed away at the gate if the name on your identification does not match the name on your ticket.

Title First Name Middle Hame Mickname Last MName Suffix

| | Gricelds Leticig Saavedra Alvarez ~

B. Company Location must be selected from the drop-down menu

Employee ID
Manager Employes Position/Titie

Trave! Coordinator

Maggie Range!

Department Name Lozation [Required] Manager Employes ID

v

Brownsvile/Harlingen UTRGV
Edinburg UTRGY.

C. Select work address from the “Assigned Location” drop-down menu

Work Address

Company Mame Assigned Location

ersity of Texas - Fio Gr || Please choose a company location. -
Street United States of America
1201 W University Dr Main Location {, United States of America)
United States of America - TX
University of Texas at Arlington (Arlington, TX)
University of Texas at Austin {Ausfin, TX)

9'“‘ University of Texas Investment Management Company (Austin, TX)
|Edinburg University of Texas System (Austin, TX)
| University of Texas Ric Grande Valley Brownsville (Brownsville, TX)
Postal Cede Country/R University of Texas Southwestem Medical Center (Dallaz, TX)

University of Texas Ric Grande Valley Edinburg (Edinburg, TX)
University of Texas at El Paso (El Paso, TX)

University of Texas Medical Eranch at Galveston (Galveston, TX)
University of Texas Rio Grande Valley Harlingen (Harlingen, TX)

(78539 || unitea st
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D. Updating your home address is optional

Home Address Go to top

Street

00 Convention Center

City State/Province

[Mcaten [[x |

Postal Code Country/Region

78501 [ united states of America v|

E. Contact Information section — Enter Traveler’s mobile number under “Work Phone” field and
Traveler’s office number on “Home Phone”. This is due to Airlines contacting “Work™ number first
for all flight updates.

Contact Information Go to top

Work Phone[Required™] Work Extension Work Fax 2nd Woerk Phone/Remote Office
(35612345678 | I I |
Home Phone[Required™]

|osa6652168 |

Pager Other Phone

Maobile Phone Country/Region Mobile Phone

| v | [sssz 745479 |

“*You must specify either a home phone or a work phone.

F. Email Addresses and Emergency Contact information
a. By default, the employee’s UTRGV email address will be pre-populated.
b. Additional email addresses may be added, where user will be notified of any reservations or
required approvals related to their iTravel+ profile
c. Emergency Contact information is optional.

Email Addresses Go to top

Please add at least one email address.

How do | add an email address?

How do | verify my email address?

Why should I verify my email address?
Travel Arrangers / Delegates
© Add an email address
Email Address Verify Contact? Actions
Email 1 gricelda.saavedra@utrgv.edu o Verified Disable Yes
Verification

Emergency Contact c Go o top
Name Relationship
‘Mr Gonzalez H Spouse v‘

Strest

Contact

D Address same as employee

|

City State/Province Postal Code

[ |[= |[78541 |
Country/Region Phone Alternate Phone

‘. United States of America V.‘ ‘.955—274-5480 ‘ ‘ |

G. Travel Preferences —
a. Note that these preferences will be looked at when a reservation is made and preference will
be honored based on supplier’s availability



b. Add any Frequent Traveler Program for airline, hotel and car rental companies — updated
information must be entered in iTravel when any of the frequent traveler memberships are
renewed. Note: In order for the point/miles to be honored the names on the frequent traveler
program and your iTravel+ profile must match.

Travel Preferences a Go to top
Eligible for the following discount travel rates/fare classes

Oasacas (JGovernment (Jmilitary ()SenionasRP

Air Travel Preferences @

seat Seat secton  Specialleals Tiket Delivry
[wincow v |[Fomara ][ Regutar ueal ]| E.tcket when possive v

Prefemad Departure Airport @ Other Air Travel Preferences Medical Alerts
[wre |[re [

Hotel Preferences

| prefer hotel that ha:
2gym &2 pool @

&, OoWhecichai access (] ind accessive

Car Rental Preferences

Car Type

sion
[ Stonerd Car | Dincor 6pS system [skirack

Message o Car Rental Vendor @

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Prograis © Add a Program
|=y @_ﬂmlﬂ' Mariiott Intem ational (EM) Marriott (All) (EM) Marriott Bonvoy Search this vendor 127182436 rd ﬁ

H. Unused Tickets, TSA Secure Flight information and Passport/Visas information:
a. Any unused tickets available to the traveler will appear under the “unused Tickets section.
b. TSA required information must be specified: Gender and Date of Birth. TSAPre Check
Traveler Number is optional.
c. When traveling internationally, travelers must enter their passport and visas’ information
prior to booking.

Unused Tickets e

Southwest Ticket Credits

@ Add Ticket Credit

TSA Secure Flight °

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied transport or authorization. TSA may share information you provide with law enforcement or intelligence agencies or others
under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at
WWW.TSA.GOV.

Gender [Required] Date of Sirth (mmddiyyyy)[Required] DHS Redress No @ TSA pm‘( Known Traveler Number@)

(OMale @ Female (== | | | |

International Travel: Passporis and Visas c Goto top

Adding your passport information to your profile will allow us to include it in your reservations. Having this infermaticn in your reservation can make international
travel a little easier

Passports € Add a Passport
[] 1 do not have a passport

International Visas @ Add a Visa

I. Assistants and Travel Arrangers — it’s highly recommended that all travelers select a Primary
assistant and additional Travel Arrangers as needed:
a. Click “Add an Assistant”
b. Type and select Assistant’s name
c. Indicate permission granted



“Can Book Travel for me” — Assistant is notified only when he/she makes reservation

“Is my Primary Assistant for Travel” — Assistant is notified of all reservations made
in iTravel regardless of preparer
d. Click Save

11.

-
Assistants and Travel Arangers Please select the individuals within your organization that Goto top
you would like to give permission to perform travel
Please select the individuals within your| functions for you.
(] Refuse Self Assigning Assistants @

Assistant o
Your Assistants and Travel Arrangers ( 1 © Add an Assistant
| Saavedra Alvarez, Gricelda L. |

Juarez, Laura E.

functions for you

J - =

Can book fravel for me pk travei? ° s m

=

MNever, CTM Admin - Do Not Delete Is my primary assistant far fravel* bk Ilauel?o L
*Individuals/Groups with no work phone number in

their profile cannot be designated as primary
assistant for travel.

B - | -

J.  Credit Cards section must be completed only by employees that participate of the OneCard credit
card program.

Credit Cards Go to top

You currently have the following credit cards saved with your profile.

You currently have no credit cards saved.

K. Click “Save” before exiting to save all changes made on your profile.

Once the Traveler’s, Travel Assistant’s and Request/Expense Delegate’s profile are completed, travel

reservations may be submitted for University funded Travel expenses, followed by an iTravel+ request and
expense reports as applicable to obtain required approvals.



