Creating a Profile

Step 1: Please click ‘Sign up Now’ button

Welcome, please log in.

Username
Password

Forgot Password?
Login
g Forgot Username?

Don't have an account 7

Sign up now

Step 2: Create your new account and click Continue

% GLOBAL BUSINESS TRAVEL Support Language v

Create your new account

First Name

XXX

Last Name

XXX

Work Email

|: XXX

Already have an account? Login Now




Step 3: Please complete your information

Please complete your information

Username

XXX

~ Mo special characters or spaces
+ Must be 5 - 25 characters
~ Username available

Password

XXX

~ Use at least one number

+ Use at least one letter

+ Use at least one special character and no spaces
~ Must be 8 - 20 characters

Confirm Password

XXX @

We'd like to be on a first name basis.

Whenever you call us from a number we recognize, we
can automatically pull up your account to serve you
quicker. Don't worry, we won't call you directly unless you
want us to.

Mobile (Cell)

Business

w e “

Other (Home)

agree to the Terms of Service and understand that these
services are subject to the Privacy Statement..

Agree and Continua




Step 4: Please check your email and click on the link in the email to complete your registration.

If you do not see an email in your inbox, please check your spam folder or contact support

An email was sent to you for
verification

+ Please click on the link in the email to complete your
registration.

» |f you do not see an email in your inbox, please check
your spam folder or contact support.
» The link is valid for 48 hours.

Please close this window.




Step 5: Please log in

Welcome, please log in.

Username

Password

Don't have an account 7

Sign up now




Step 6: Please complete your profile as shown below

Company Information

Country of Emplayment Please select your department below Please provide your Index Number (if less th

United States ] Dept. of Economic and Social Affairs @

000000123456

Traveler ID

Non-Staffer ]

Traveler Information

Title/Salutation

Ms b

First Name Middle Name Last Name

[ o ]

Name Suffix

Preferred Language

Preferrad Language

English

Global Identification Requirements

Date of Birth Gender Citizenship

Female - Q]

Addl’ESS 1 1itemi(s) remaining

Type Address Line 1 A AR

Business e XXX | XXX

Country City State/Province/County

Please select
country

XXX | __ | XXX

| XXX

ZIP/Postal Code

XXX |




After completing profile click Save

(# Pending changes...

En]ail Address ] 1item(s) remaining “

Email Type Email Address

XXX

Business = |

Phone ]. 2 item(s) remaining

@11/15 Acombination of Country ( rs, but minimum number of ch:

Phane Type Country Code Phone Number
Business = 82 Q |

Phone 2 “ m

912/15  Acombination of Count

e and Phone Number fig 15 characters, but minimum number of chara

Phone Type Country Code Phone Number
Mobile - 2 [G] | XXX |
Emergency Contact
First Name Last Name Phone Number
0/100 0/100 0/32



Step 7: Then click ‘Travel Document’ and complete your travel document and click save

C’; Pending changes...

Traveler Information

Travel Documents

Settings

Charge Cards
Travel Arrangers
Travelers

Air Preferences
Car Preferences
Hotel Preferences

Rail Preferences

Travel Document 1 e

Document Type

Passport =

ssue Country

Philippines =]

Title/Salutation

Ms h

First Name

Carolit

s) remaining
Naticnality Country

lssue Date

[ oo |

Middle Mame

United States TSA Information

Redress Number

Known Traveler Number

‘ CANCEL |

WELCOME. CARCLIT SALVACION ~

10 Number
° E

Expiration Date

[ oo |

Last Mame

Salvacion

SAVE

LANGUAGE w



Step 8: Click setting and check Email and save

(& Pending changes... SAVE

WELCOME. CAROLIT SALVACION v LANGUAGE v

Traveler Information

Travel Dacuments Self Designation
Charge Cards @ Travel Arranger Self Designation

Travel Acrangers

Travelers Notifications

Air Praferances

Car Prefarenc

== Communication Channels
Hotel Prafarences

Rail Preferences

Preferred Notification Types
@ Charge Card Expiration
@ Travel Document Expiration

@ Travel Arranger Self Designation

Preferred Contact Method

We may contact you regarding your trip (such as flight delays). How would you like us to contact you in these situations?

O GBT Mabile A|

O SMS / Text M

Contact my Travel Arranger / Executive Assistant




