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CREATING OPTIMAL ITINERARIES: WHY TRAVO? 

Kayak: Returns thousands of 
flights, many of which don’t get 
you in on time for meetings and 
events. Requires you to 
manually sort through each 
flight.   

TRAVO: Input time, date, and 
location of a meeting and view 
only flights that fit with your 
schedule.  
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SIGN UP AND LOG IN 

1. Create an account using your email address or sign 
up through Google. 

2. Find this confirmation email in your inbox. If you don’t see it, 
please check your spam folder. 

Setting Up Your Account 
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CREATE YOUR PASSWORD 

1. Enter and confirm your password. 2. Before clicking save, click Agree with Privacy Policy 
checkbox. 

Setting Up Your Account 
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CREATING PROFILES AND GENERAL PREFERENCES 

2. Create a profile for 
each of your travelers 

4. Enter the traveler’s 
addresses. 

5. Enter the traveler’s 
timing preferences for 
domestic and 
international trips. 

1. Select the profile you 
would like to edit. 

3. Add additional traveler 
notes. 

Setting Up Your Account 
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ADDING AND SAVING PREFERENCES 

2. Click any of the brands here to 
add them to a profile. 

3. Government employees can 
activate Fly America Act to have 
TRAVO filter results. 

1. Select air, lodging, or ground to 
add brand preferences. 

4. Hit save to save brand 
preferences. 

Setting Up Your Account 
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CREATE AN ITINERARY FOR MEETINGS AND EVENTS 

Meetings: 
•  Meeting w/ Bob: 8/2 10am-11am EDT at 100 Park Ave NY 
•  Dinner w/ Parents: 8/2 6pm-8pm EDT at 52 E 41st St. 
•  Lunch at Shake Shack: 8/3 12pm-1pm EDT at 600 3rd Ave NY 
•  Dinner w/ Jane: 8/4 7pm-8pm BST at SE1 1RQ, Southwark St 
•  Meeting w/ Jane: 8/5 11am-1pm BST at 19 A Borough High St 

Traveler Preferences: 
•  Preferred Airlines:  Virgin, British, or American 
•  Preferred Lodging: Hilton or Hyatt 
•  Preferred Ground: Enterprise Rental Car 

“I NEED TO MEET WITH BOB IN NEW YORK 
AND JANE IN LONDON” 

Creating an Itinerary 
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CREATING AN ITINERARY 

1. Input meetings 
with address and 
time. 

2. Insert meeting 
name 

5. Input departure 
address, transportation 
method, number of 
travelers, flight class, and 
return date. 

6. Plan trip! 

3. Adjust arrival 
dates for each city 

4. Add any number 
of meetings 

Creating an Itinerary 
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UNDERSTANDING YOUR ITINERARY 

Click the passport icon to 
learn more about visa 
requirements. 

Built in buffer times for: 
-  Check-in 
-  Disembark 
-  Pick up/Drop off for 

rental cars 
-  Expected traffic 

Easily change time zone 

Summary of chosen 
flight, ground, and hotel 
options. Click these for 
more details. 

Add more meetings by 
clicking blank spaces. 

Click icons to view and 
change flights, hotels, and 
ground.  

Toggle between calendar 
views. 

Adjust currency and 
distance measurements 

Creating an Itinerary 
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VIEW SELECTED FLIGHTS 

1. Click “Flight” to see a 
summary of all of your 
flights. 

2. Show details will reveal: 
-  Layover details 
-  TRAVO score 
-  Distance of airport to 

event 
-  Time before event 
-  Duration of flight 

4. After selecting your ideal flight, click the 
price to reveal prices and booking links for 
all major online travel agencies. 

3. Click “Change Flight” to see a list of all 
the flights that work for your scheduled 
meetings 

5. If you’re ready to book, click to be 
redirected to the OTA.  

6. Click Checkout to view your TRAVO Cart. 

Choosing Optimal Flights 
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CHANGING FLIGHTS 

Preview of your flight in 
your calendar 

Sort by: 
-  TRAVO Score 
-  Duration 
-  Price 

Click select to add to 
your itinerary. 

Red hearts signify 
preferred brands 

Choose filters: 
-  Stopovers 
-  Budget 
-  Airport 
-  Departure/Return 

time 
-  Airline 
-  Free time before 

event 

Click Preferred to 
bring preferred airlines 
to the top 

Change arrival date Change the number of 
travelers 

Choosing Optimal Flights 
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VIEW SELECTED HOTELS 

Click “Lodging” to see a 
summary of your hotels. 

Use the arrows to toggle in 
between cities. 

Price per night. Clicking will 
reveal OTA links and prices. 

Hover over to see the amenities 
offered by this hotel. 

Clicking “Change Hotel” will 
show all available hotel options. 

Choosing Optimal Hotels 
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CHANGING HOTELS 
Change the city 

Hover over a hotel to 
view on the map or click 
to view more details. 

View the density of 
hotels on the map. 
Also limit your results 
by zooming in and 
out. 

Choose filters: 
-  Price 
-  Hotel Class 
-  Distance 
-  Amenities 
-  # Hotel Rooms 

Search for a specific 
hotel or click preferred 
to bring preferred 
brands to the top 

Click select to change 
to this hotel 

Click the heart to prefer 
this chain or specific 
hotel. 

Choosing Optimal Hotels 
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VIEW SELECTED GROUND TRANSPORTATION 

Click “Ground” to see a 
summary of your ground 
transportation. 

Use the arrows to toggle in 
between cities. 

Hover over each leg to see it 
on the map. 

Clicking “Change Ground” will 
show all available options. 

Choosing Optimal Ground 
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CHANGING GROUND TRANSPORTATION 

Select preferred mode of 
transportation 

Uber and UberBLACK price 
estimates. 

Public transit summary. 
Click show details for turn 
by turn directions.  

Selecting rental car will 
generate turn by turn 
directions as well as provide 
links to Google Maps. 

View all driving 
routes on the 
map. 

Change the city 

Choosing Optimal Ground 
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BOOKING YOUR TRIP 

Total price of tickets for all 
travelers. 

Click any one of these icons 
to choose your preferred 
booking site. 

Total price of hotel rooms 
for all travelers. 

Subtotal in each city for 
flights, hotels, and 
ground. 

Total price for the trip. 

Click here to send this 
itinerary to a corporate 
booking agent. 

Booking Your Trip 
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COMMUNICATION TOOLS 

Admin Communications Tool Box: 
-  Save: Save this itinerary for future 

replication. 
-  Export to Word Doc: Create a printable 

itinerary 
-  Share: Share this itinerary with other 

admins, spouses, or partners. 
-  Export to Calendar: Export all details to 

Google Calendar, Outlook, or Apple 
Calendar. 

-  Approval: Send your manager a 
summary of this itinerary and receive a 
notification when it is approved. 

Finalizing Your Trip 



18 

CONFIDENTIAL – DO NOT SHARE OR DISTRIBUTE | TRAVEL PLANNING WEBINAR 

GETTING APPROVAL 

View who created the 
itinerary. 

Total price of flights, 
hotels, and ground. 

Each leg of the trip 
broken down with 
more details. 

Clicking the link will open 
the TRAVO itinerary. 

Receive an email when 
your boss clicks decline/
approve. 

Finalizing Your Trip 
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REPLICATING TRIPS 
1. Access saved 
trips by clicking 
My Trips. 

2. Click the double 
rectangles to edit trip 
details and dates. 

3. Edit arrive on dates. 
Meetings and return 
will automatically 
update. 

4. Choose which 
option to replicate.  

5. Once the itinerary has reloaded, you can see 
which options have been replicated, and which have 
been replaced. 

Finalizing Your Trip 
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ADDING CHANGES ON THE FLY 

Click any of the blank spaces to add 
additional meetings or events in each city. 
As your manager emails you more events. 
If your changes will require a new flight, 
TRAVO will alert you and allow you to 
rerun the search. 

Post Booking 
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