
How To Email Itineraries to Travelers and Planners
After you reserve a flight, car rental or hotel room, you will see an
itinerary which lists what was reserved. Then you click on Purchase Now
and your request is sent to an agent who will issue the ticket. An
itinerary is emailed to the traveler. If the agent issuing the ticket
knows someone else who needs a copy, they can send them a copy, too.

But you can send a copy of the itinerary to the traveler and to yourself
(or anyone else). An example of what shows up in email is at the end
of this How To.

Here is how…

Step 1 Get to the Trip Itinerary screen
First you need to be looking at an itinerary. If you just made a reserva-
tion, you will see the itinerary screen after reserving the flight, car
& hotel items.

If the reservation was made a while ago:

Travelers: click on the Flights tab 

and then on the itinerary you wish to email (lower left) 

Travel Planners: the only difference is you first select a traveler. 
Then you follow the traveler’s instructions above.

Step 2 Choose who to send email to
In the Trip Itinerary window, you’ll see the menu bar shown below.

Email Itinerary To Traveler sends a email to only the traveler (explained in
Step 3a, below).

Email Itinerary To Others sends an email to the traveler AND to up to four
others (explained in Step 3b, below).
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Step 3a Send email just to the traveler
To send an email to the traveler: click on “Email Itinerary to Traveler”
Note: the email is sent to the address that was entered under
Profile>Personal Information>Email (see a sample below).

In a moment (if the email was sent) you’ll see the following message.

You’re done!
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Step 3b Send email to the traveler AND others
To send an email to the traveler AND others (such as yourself): click on
“Email itinerary To Others”.

Enter email address(es) in the blanks and then click on the Send button.
Notice the traveler’s email is shown at the top.

After clicking Send, the acknowledgment “Emails Sent” appears (shown
below).

You’re done!

By the way, Trip Manager will remember these extra email addresses for
the next time. Less work for you!
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Example of an itinerary email
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