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Travel Agent – How To Change a Travel Agent On a Booking 

Step 1 
 
When you have signed in you 
will come to the Reservations 
screen. Enter the Reservation #. 
Then click the Search button. 

Step 2 

Here you will see under 
Reservation Results your 
Reservation # information. Go 

to the  Tools button and 
click on it. 

Step 3 

This will open the Tools menu. 
Click on the Edit. 
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Step 4 

You will be brought to the 
Summary screen. Go to the top 
of the screen and click on 
Guests. 

Step 5 

This will bring you to the 
Reservation screen. Go to the 
Agency line and click on Find 
Agent.  
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Step 6 

You will be brought to the 
Agents of Agency screen. Here 
you will see all the Agents that 
are associated with the Agency. 
Add your Agent to the booking 
by going to the Agent line and 
clicking Select. 

Step 7 

This will bring you back to the 
Guests screen. Here you will 
see the Agent you selected is 
now on the booking. Go to the 
left side of the screen and click 
the Summary tab. 
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Step 8 

You will receive a Confirm 
message asking if you would like 
to save the changes. Click the 
Yes button. 

Step 9 

This will bring you back to the 
Summary screen. On the right 
side of the screen, you will see 
the Agent has been added. 
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