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Managing Your Profile 
The first time you log in please complete your profile. To access your profile click on Traveler Profile then 
Personal Information. 

 
 

The required fields are marked with an “*” and must be completed in order to save your profile. Under 
Personal Information, you will have several tabs along the top. Under Name, verify your name and 
email. 

 

 

Certify Traveler Profiles 
Managing Your Profile 
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Addresses: Enter your home and company addresses. 

 
 
Phone Numbers: Enter your cell phone, work phone, home phone and fax numbers. 
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Emergency Contact: Enter your emergency contact details. 

 
 
TSA Information: Enter your name as it appears on your driver’s license, gender and date of birth. Add 
Known Traveler (also known as TSA Pre-check, Global Entry or Clear) and Redress number if applicable.  
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Passport Info: Enter your passport details. Click Save. 

 
 
Travel Preferences: Expand the Air, Rail, Car and Hotel Preferences sections to enter specific preferences 
like seating, meals and vendors. Click Save. 
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Membership Numbers: Click +Add for each type of membership you want to add. You will need to Save 
each section before moving to the next. 

  
 
Billing Information: Click +Add to add payment details. 

 
 
NOTE: You will need to check the Air or Hotel checkboxes under Credit card may be used for the 
following types of reservations in order for your credit card to be visible and available to a travel agent 
for offline reservations.  
 
 
 
 
 
 



Direct Travel  |  6  

Travel Planners: Click +Add to authorize individual access to your profile and to make reservations on 
your behalf. 

 
 
Travel Authorizers: view the trip authorizers assigned to your profile. 
 

 
 

 


