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How To Choose a Travel Planner

A travel planner is just someone who can book travel for you. For
instance, you may have an assistant who makes your reservations
sometimes or a co-worker who coordinates groups. You can authorize them
to reserve flights, cars or hotel rooms for you in Trip Manager.

The rule is: travelers can pick their planners, but planners can’t pick
their travelers. In other words. the traveler can authorize a planner,
but no one else can. The traveler can remove them, too.

Selecting a travel planner

First login as usual and then click on the Profile tab.
In the left-hand menu, click on Notification.

Scroll through the 1ist of names, click on one and then click the Add
button. You can have up to four travel planners.

Click the Submit button and you’re done!
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