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Certify Travel allows users to book flights, hotels, and car reservations quickly and Cancelling an ltinerary

effortlessly online. This article shows users how to make a hotel reservation. Getting Started with Certify
Travel
Step 1: On your account homepage, select Travel, and then select Search & Book Rental Car Reservations
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Step 2: On the left panel, select Hotel.
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Step 3: On the left panel, select to search by Airport/Custom Location at the top. Enter
an airport code or address in the field(s) provided. Enter a check-in and check-out
date. Select My Preferences on the right to change your Hotel Travel Preferences.

Click Search.
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Step 4: Filters are located on the left panel. Select Show Rates on a hotel to view the
individual room rates.

Please Note: |f there are any policy issues with a room rate, a warning will be shown with the
room rate.
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Step 5: Select a room by clicking on the rate.

certify®

travel & expense made easy

oty Hoel X Concel hResartSertn g
Pp— ® 7

o o Sun 01 - on Jul02

Detautt

ViewMapped Optcrs

Hote Name Conane

Embassy Sultes Portiand Maine
w

17900 w0 41000 usd

2 oam e 2 Queen bods arrsmaing Comg soshed 10 o coring

ooy,

Step 6: Click Reserve to complete the reservation. Enter in any additional information
for the trip required by your company.
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Step 7: From the Itinerary & Confirmation page, you can email or print the itinerary,
as well as add air or a rental car.
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Step 8: You will receive a confirmation email when the reservation has been approved.

Please Note: Most hotel bookings are reservations and paid at the time of service unless

stated otherwise. If paid when boaking, your emailed itinerary will automatically forward into
your Certify Wallet.

Have more questions? Contact Support
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