One-Time Individual Booking Request Form Job Aid

Overview of the process
* Coordinator completes request form to authorize Fox to work directly with Traveler
* Traveler receives email notification advising them to contact Fox to book trip
* Abooking code is provided in the email that traveler will reference when calling
* Traveler has 21 days to complete reservation from time of form submission
* Coordinator has option to require pre-ticketing approval
* Coordinator can monitor process via Fox Portal Dashboard
e Coordinator receives copy of final elnvoice
* Service fees for using the form are the same as all other individual reservations
*  $31.50 per ticket for domestic reservations
*  $41.50 per ticket for international reservations

When the UW Travel Coordinator is ready to request a travel booking, a new One-Time Individual Booking Request may be completed.

1. Access the Fox World Travel Portal via single sign-on.
2. Navigate to the “UW Travel Requests” tab along the left side menu bar.
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3. Selecting “UW Travel Requests” will display the One-Time Individual Booking Request Form that will be completed to authorize the
traveler to contact Fox World Travel to complete their new reservation.



Note the * required fields.

One-time Individual Booking Request Form OASHEOARD  CREATENEWREQUEST INVDICESEARCH

In the traveler information
section, only the name and email
are required. Additional fields
e may be completed if the travel
coordinator has the information.

Traveler Information

Please Note: Traveler will get a copy

Please use your legal name as il appears
(Drivers License or Passport)

In the “Additional Comments”
section specific instructions can

r— be added such as policies for the
reservation or traveler
information such as frequent flyer

o number, seat preference, etc.
Y - . o
. destination airport are required.
09/21/2024 MSN - Dane County Regional, Madison 09/28/2024

Tick the boxes if traveler is allowed

“-— @@
W flexibility in travel dates, cities, or

reservation changes.

A Note if hotel or car rental are required.

Campus

Reaured | W Madison (Apolo Value: UWMSN) v Complete the reporting requirements
for the booking.

Arranger Email Address
terry.wilson@wisc.edu

Optional
Sort Character Rules / H NUMeric , Mi M Characters Maximum Characters. 33
Sort Sample Format:

) Note that “Trip Description”is an

plision Celieae 5 BUSINESS SERVICES (Apollo Value: BUSINESS SERVICES) . . .
optional field. It will appear on the
" easrea | Gues {apall Vaue: Gues?) ’ invoice. The travel coordinator can use
e T E——————— this area to help track or identify the

sort harscer Rules VT G e Gt 52 bookings they are making if they wish.

Sort Sample Format: Info

Travel Coordinator name and email are
automatically populated with the

Tery Wison 6082620956 @ twisonewiscen information of the person logged in to
the Fox World Travel Portal. Phone




Approver Information

Payment Information

Terence T Wilson

Disclaimer

e \

ance travel has started. Fox will always attempt to accommodate travelers during disruptios

terry.wilson@wisc.edu

ys. If no action is taken within 21 days, 8 new request will need to be submitted by the travel coordinator

No selection required if approval is not
required. If approval is required select
the only option in the dropdown.

If approval is required, an approver
and back-up approver may be added.

Payment can be provided by the
traveler when they book their
reservation or added by the Travel
Coordinator on the form. If you are
using the same credit card on multiple
forms, consider a secure storage
method such as LastPass that will
auto-populate the information.

The form may be submitted once required fields are complete. Note the disclaimers. The travel request will only remain active for
the traveler to contact the agency and book for 21 days. If approval is required for the booking, approval must be received within
24 hours of the traveler making the booking with the agency. Fares are never guaranteed until purchased. The ticketing deadline is
entirely dependent on the airline’s fare rules and ticketing timelines for each individual ticket.




5. Submitting the travel request will...

a. Generate a message that the new request was successful.

b. Display the travel coordinator’s dashboard with the new request and all requests submitted previously.
c. Send an emailto the traveler with booking instructions. The travel coordinator is copied on the email.

Unprofiled Travel Request successfully created. A confirmation email containing information about the travel request will be sent shortly to the guest and coordinator email addresses provided. The record locator or

confirmation code for this travel request is: 81PT30

One-time Individual Booking Request Form

Dashboard

Search .

Invoiced Status

Pending

Pending

Pending

Pending

Pending

Pending

Requester

Terry Wilson

Kelly Kuebl

Kelly Kuebl

Kelly Kuebl

Kelly Kuebl

Kelly Kuebl

Traveler Name

John Smith

Kelly Kuebli

kelly jones

Joe Smith

Sam Smith

Sam Jones

Date of Travel

09-21-2024

06-07-2024

05-29-2024

05-24-2024

05-25-2024

Destination

MSN

MSN

MSN

Record Locator

27777

81PT30

81P56J

TXFHX0

7XF1QS8

Approvers

Terry Wilson

Kelly Kuebli

Kelly SuKuebl

Kelly Kuebli

Kelly Kuebli

Kelly Kuebli

DASHBOARD

CREATE NEW REQUEST INVOICE SEARCH APPROVALS

Approved By

Approval Date

RESEND TRAVEL REQUEST EMAIL o

a. Message that the submission
was successful for request that
was just completed.

b. Dashboard is always available to
the travel coordinator to view all
requests submitted. “Invoiced
Status” will display if the booking
has been completed or is still
pending. “Actions” allows the travel
coordinator to resend the booking
instructions email to the traveler.




Attention Katie Dahl,

A travel request has been submitted for your upceming UW System Adminstration trip.

To finish and confirm your trip arrangements, please contact Fox World Travel by phone, 844-630-3853 or 6038-710-4172, or by email, uwiravel@foxworldtravel com, at your earliest convenience.
%ou will need te provide the agent with the fellowing frip confirmation code: TXDSJT.

Please review the information below in regard to further details about your submitted travel uest.

Traveler Information

Guest Traveler Name: Katie Dahl

G tT ler Mobile: 6052128085 . .
Guest Dats of Birth: Ses Reservation Details c. An email is automatically generated to the traveler

st Cell pnone: B15212805 with the travel coordinator copied. The email provides
. itional Comments: specific notes
Fox contact information, the confirmation code the
traveler must provide to the Fox agent, and the booking
Departure Airport: MSN

Destination Airport: DFW information that was completed on the form.
Departure Date: 06/15/2024

Itinerary Information

Destination Date: 06/19/2024

Coordination Information

* Coordinator Name: Kelly Kuebli
+ Coordinator Email: 6082125085
+ Coordinator Phone: kkuebli@foxworldtravel com

Policy Information

* |z guest allowed to make changes once booked: Mo

s Authorize payment of any applicable airline change fees: No

s  Traveler iz allowed flexibility in booking around dates/airports: Mo
Approver Information

=  Approver Name: Kelly Kuebli

=  Approver Email: 6082125085

* Approver Phone: kkueblif@foxworldiravel. com

Travel request will remain active for 21 days. If no action is taken within 21 days, a new request will need to be submitted by the travel coordinator.



6. Once the traveler has contacted Fox and completed their booking,
a. If approvalis notrequired, the itinerary will be ticketed and invoiced.
b. If approvalis required, a pre-ticket itinerary email will be sent to the UW approver and back-up approver (if applicable). The
email will identify that approval is required and provide the flights and airfare estimate that the traveler requested.

FOX
UNIVERSITIES 2
WISCONSIN

The approver clicks on the link and is taken to their Fox World Travel

ltyounsedhaio, Ay Bt Portal approval dashboard. They may approve the reservation or
844-630-3853

608-710-4172 request changes.

or try our Live Chat

Pre-Ticket Itinerary Only

All Pre-Ticket Invoice Fares are Estimates Only

Details

Approval Required Record Locator: 7WR706

Click here to approve this reservation or request changes

Departure Date: 2024-072

Flight Information Destination: ATL

Beginning May 7, 2025, every air traveler 18 years of age and older will
be asked by a TSA agent at the airport to produce a "REAL ID"-compliant
driver's license or another acceptable form of ID to fly within the United
States. For questions regarding the "REAL ID" Act, please see pendin .
https:/iwww.tsa.gov/real-id g

Friday, May 17th Delta Air Lines
CHA ¥ ATL Economy Class Changes in pricing may occur. By checking this box you acknowledge that you are approving the trave|
Chattancoga TH. o request and any changes in pricing or itinerary.
peita 5:30am
DL 2786
DL Confirmation
3 ming 02ZHED
suBMIT
Are you missing out on frequent traveler benefits?
Sign up for i

Advance Seat Assignment Currently Unavailable.

We Will Manitor Your Seats Up Until Day Of Departure.

Saturday, May 18th Delta Air Lines

B o Sheon O Itinerary that the traveler selected, and airfare cost estimate are
displayed on the pre-ticket itinerary email.

Pre Ticket Expense Summal

(Condensed here for clarity.)

Airfare Estimate

° Please review itinerary to ensure all reservations are correct.

Approximate amount of this itinerary - $683.20

Amounts quoted above are subject to change prior to ticketing and not
guaranteed until ticketed, and do not reflect additional, non-airfare
expenses that may be incurred.


https://universityofwisconsin-my.sharepoint.com/:u:/r/personal/becky_kopidlansky_wisconsin_edu/Documents/Documents/Pre-Ticket%20Travel%20Itinerary%20for%20ABU%20BAH%20-%2005172024%20Atlanta%20GA,%20US%201%20-%20Shortcut.lnk?csf=1&web=1&e=aFSeFm

7. The Fox World Travel Portal “UW Travel Requests” tab has four options:
a. Dashboard - Allows the travel coordinator to view all requests they have submitted and their status.
b. Create New Request — Allows the travel coordinator to submit a new request for a traveler.
c. Invoice Search - Allows the travel coordinator to search for any UW invoice by airline ticket number or agency record
locator.
d. Approvals - Allows approvers to view the status of all their approvals. (Approvals tab only appears if the person logged in
has been identified as an approver.)

DASHBOARD CREATE MEW REQUEST INVOICE SEARCH APPROVALS

One-time Individual Booking Request Farm

Pending Approvals

Requester Traveler Name Date of Travel Destination Record Locator Actions

Abu Bah (Primary)

Abu Bah 05-17-2024 ATL TVNFBC
Joe Burgess

Abu Bah

Michael Gumtow 05-27-2024 ATL TWRTO6
Approved

Requester Traveler Name Date of Travel Destination Record Locator Actions

#bu Bah Ao Eah 05-17-2024 ATL TUNPES

Abu Bah e 05172024 ATL FVPOCL

Requester Traveler Name Date of Travel Destination Record Locator Actions



