
ONLINE BOOKING 



Corporate Traveler login 

 Go to https://evapcotravel.com

 Hover over Book Travel, then click Self Service Online Booking, this gives you access to our online profile 
system and online booking tool

 Click on Book on-Line or Manage Profile, they both take you to this same login page.  If you do not have a 
login, please contact your travel advisor.



Corporate Traveler login 

 Once logged in you can make account modifications, log into your profile, or log into 

GetThere.  If another traveler designated, you as their travel arranger you can select their 

name from the Manage Accounts drop down menu to modify their profile. To log into 

GetThere click the GetThere Corporate Booking Tool link at the bottom.



Online Booking Engine 

 After logging into the Corporate Traveler Portal and selecting the GetThere Corporate Booking Tool link 

you will be directed to GetThere.

 If another traveler within your organization has designated, you as their Travel Arranger in their profile you 

will see the Travel Arranger Portal at the top of the screen.  This is where you can view your list of travelers 

and select who you would like to book travel for.  You can look at a list view or calendar view of all their 

trips.  If you have not been designated as a travel arranger, you will not see this screen.



Online Booking Engine 

 From the home page you can do the following:

 Search for Flights, Hotels, or Cars.  Advanced search options allows you to request a certain class of service or fare type.  Departure city and 
Airline preferences listed in your profile will be prepopulated here for you with the option to clear them from your search.

 GetThere can be displayed in 16 different languages.  This can be changed by clicking the language drop down on the top right.

 Click on Manage Trips to view upcoming or past trips.  You can also modify unticketed trips.

 Click on Unused tickets to view any unused tickets you may have so you know what airline to book if possible.

 Click on Trip Templates which allows you to pull up a saved trip template and book the same itinerary by simply changing the dates.

 The More Tools tab at the bottom contains useful travel links such as currency info, driving directions, weather, maps etc.  It also contains a 
GetThere tutorial.



Online Booking Engine 

 The availability page lists flights within your search parameters.

 This display can be modified by utilizing the sort box, flight time sliders, and check boxes on the left.

 Seat maps can be displayed by clicking on the Preview seat map link.

 More flight details can be displayed by clicking on the expansion arrow as shown below.



Online Booking Engine 

 Below your selected itinerary will be a series of lower fare options which can be modified just like the search results screen on the left. 



Online Booking Engine 

 You will be prompted to view and select seats from the live seat map.



Online Booking Engine 

 Hotel searches are prepopulated with travel dates and city of itinerary booked.  

 Searches can also be done by points of interest, amenities, and by entering the name of specific hotel or 

hotel chain.  

 Availability will display the lowest rate available.  Click the expansion arrow to display more rates, details, 

and amenities at that property.  Click on the photos link to view detailed photos of that property.

 Click on Show Map to view the hotels on a map.



Online Booking Engine 

 From the map view click on the markers to zoom in and display the number of hotels 

indicated in that area.

 Hotel availability can be displayed directly from the map.



Online Booking Engine 

 You can book directly from the map view by clicking on the name of the hotel.



Online Booking Engine 

 Car searches are prepopulated with travel dates and city of itinerary booked 

along with car preferences from your profile .  You can change your search to also 

pick up or drop off your rental car at a different location.



Online Booking Engine 

 You can also request special equipment.



Online Booking Engine 

 Click on the Select button to book.  Availability will indicate company preferred 

vendors and corporate rates will be applied to booking.    



Online Booking Engine 

 Click the Car details link from the availability to view more specifics.



Online Booking Engine 



Online Booking Engine 
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