up-grade verb |'ap grad: ap grad|
raise to a higher standard, in
particularimprove the experience

Deem User Guide

Business Travel « Meetings & Events « Vacation Travel COVington

covingtontravel.com Travel



Welcome to Deem

Features of Deem

Getting set up in Deem

Lost Password

Updating Your Travel Profile

Flight Status Notifications

Tips for Making Flight Reservations

International Reservations

Display Lower Fare Options

Searching for Outbound/Return Flights

One-Way or Multiple Destination Trips

Seat Assignments

00 N N O 0o 0o b~ B~ W W OLWW

Changing Frequent Flyer Programs

[N
o

Baggage Fees

=
=

Making Travel Reservations for Other People

=
N

Booking Multiple People on the Same Flight

=
w

Changes and Exchanges

H
N

Applying Nonrefundable Tickets

H
N

Changing Reservations in Rearden

[iny
(o))

Booking Train on Deem

-
~

Booking Hotels on Deem

[iny
©

Booking Rental Cars on Deem_

N
w

Car Service

N
N

E-mailing Itineraries/Share Trip

N
(o3}

Deem Mobile Assistant

N
~

Action Buttons and lcons

N
oo




Welcome to Deem

Covington has partnered with Rearden Commerce to bring you a full-featured online booking tool, Deem.
Deem delivers real-time information allowing your company to set and manage travel policy in business-
appropriate content saving travelers time and money. Since all Deem online bookings are routed to
Covington, your company can ensure compliance with their travel policy, and all reservations are
reflected in their travel management reports.

Deem gives travelers access to airline, car, and hotel information and allows them to collaborate with
other Deem users to plan trips with their new Storyboard feature. Deem also includes automatic calendar
updates, emalil, voice, and text messaging, and flight status updates.

Primary features of the Deem system:

= Air, car, and hotel booking. Additional options are package shipping and dining
= User friendly research and reservation system

= Ability to hold travel research and forward to other Deem users

= Travel policy parameters loaded for easy traveler reference

= Reduced bookings fees

= Ability to view and use unused tickets

= Convenience of being able to make reservations anywhere, anytime

Tips to remember when using Deem:

Keep all components (air/car/hotel) pertaining to the same trip on one reservation to minimize any
chance of incurring penalty charges in the event a trip must be cancelled.

Always read the airline rules and restrictions before confirming.

Utilize the help screens in Deem as needed.

How can | get set up as a Deem user?

Email Covington’s online support team at onlinebooking@covtrav.com. If you have a completed profile
already on file, your Rearden activation overnight. If you have not yet completed a profile, one will be sent
to you. Once returned to Covington, the activation process can be completed overnight (M-F, 8:30a — 5p
ET). Activations are sent out every morning after 10a ET.

| forgot my password and am unable to log in to Deem. How can | get a new password?

Click on Forgot your username or password, and an email will be sent to you with instructions on how
to reset your password.

*** Click the Add to Favorites link so you can easily find the Deem site again.

Username

Password

Ad to favorites

[] Remember my username




Updating Your Profile

Before using Deem for the first time, access your profile and verify that all information is correct and up-
to-date. Required information includes:

Name as it appears on your photo 1D

Date of birth

Gender

Business address and phone number

Form of payment

All Deem profiles require a valid business email address

Note: You may also want to verify airline, car and hotel membership numbers.

For Travel Arranger access to book reservations for other people, click on Delegates on the Profile
page. For further instructions on booking for others, see page 16.

How can | get set up to receive flight status notifications?

Deem allows the user to receive flight status notifications via phone, email or text message.

You will receive flight status notifications on reservations booked online, as well as reservations booked
with a full service agent. However, if there are any reservations booked with full service agents BEFORE
you activated your Deem profile they will not be in Deem so you will not receive notifications for those
reservations.

To opt into this service:
Log into Deem and select the Profile tab.

Select Manage Notifications under the notifications header.

Covington International Travel presents

2 PersonalAssistant T
Home Travel

Profile

Nate Slate 's Personal Information

Contact details | Edit Business address | Edit Home address | Add

Business Email: citdemo@covitrav.com 4401 Dominion Bhvd No address entered

Business Phone: 1 - 804-747-7077 Glen Allen, VA 23080

Business Fax: — United States Delegates | Edit

Business Mobile: — People | can book for (3)

L.Pitzer , L.Scott , J.Strange

Profile details Payment cards People who can book for me (1)
E None entered L.Pitzer
E
Notifications Preferences
32 Wessealo)s to receive updates and additional information about your services. Setfting your service preferences will save you time and allow the Personal Assistant to
i make relevant recommendations.
Manage b
Il T
=

Address Book and Calendar =




Select Flight Status Update.

Covington International Travel presents

— Covington
Personal Assistant Trave

Profile | Notifications

Notifications

Notifications contain information and updates about your services. You can have them sent to you by email, voice message, or mobile text.
“ou can alse have them sent to friends, famity, and colleagues.

Email Voice message Mobile text
b &)

("ou do not have any Netifications set up.)

To add a Metification, click below:

Quiet Times

Indicate when you do not want to be disturbed by voice message or mobile text notifications.
@ Contact me anytime

Notifications (7) Do not contact me between:_'El'_'El'_ E[andf_ El'_ E|'_ El EDT
Delegates
Display Settings Invitation Responses

Follow the prompts depending on your personal preferences for notifications. You can even arrange for
Quiet Times when the system will not disturb you.

*** The user can select multiple emails, phone numbers and texts - this is important if both a traveler and
their administrative assistant wish to receive notifications.



Tips for Making Flight Reservations

| am traveling internationally. Can | book my reservation on Deem?

Deem is recommended for making simple domestic air, car, and hotel reservations. Deem is an excellent
tool for international research, but due to international fare complexities, we recommend that you call to

book your international reservations with one of our experienced international travel counselors.

How do | find the absolute lowest fare for my trip? My arrival and departure times are completely

flexible.

On the first screen, the default setting of Anytime will show you the lowest possible fare for your travel

dates. This will return the best possible fare for the dates selected, without regard to any particular
departure time. For more specific times use the drop down menu to select.

Covington International Travel presents

2 Personal Assistant

‘ Travel

ﬂ Flight Train

Search by p Price Schedule

Flexible Dates

* Required

Remowe

For low-fare optiong, enter your search info below. Te see all flight options, click the "Schedule’ tab above.

From * City name or airport
Richmond, WA, US (RIC)

D Search nearby airports

Hotel

Search near @) Airpert (7)

Leave *
6/5M2

Tuesday

Statien

Airport *

@ Match my Hotel search with my flight dates

Rental Car

To* Citv name or airport

Eel | Anytime ﬂ
@ Bepari
i) Arrive

Use drop down

Morning |
Aﬂernuuri
Evening (=
12am

1am

Zam

Jam

4am

Sam

Gam

Tam

Zam o

menu for other
flight options

Ei'] Katch my Rental Car search with my flight times and destination

Remowe

Remowe




For clients that are flexible with their schedules and able to adjust their dates there is an option to search

by Flexible Dates and Weekends that will give the lowest fares in the market for the range of dates that
are being searched.

Home Travel

ﬁl Travel * Required
Flight Train Remowe

Search by k Price

For all flight optiens, enter your search info below. To just see low-fare options, click the "Price’ tab above.

From * City name or airport To* City name or airport

[] search nearby airports

i
< @ Option 1: Flexible dates >

Leave * ) Return *
81912 = 3 days before and after - 8/20112 & 3 days before and after -
uesaay Your leave dates (7) MeLEEy Your return dates (7)
6M6M2- 6I22M2 BMTM2-8/23M2

< (7) Option 2: Weekends >

How do | look at both outbound and return flights at the same time?
How do | find the cheapest fare for my entire trip?

Choose Price next to View results by

Choose Trip next to View. You will be able to see both outbound and return flights, as well as the
roundtrip fares sorted from lowest to highest.

Tip: You can set these options as default in your personal profile. In your profile, choose Travel

Preferences. Then choose Default Search Type by Price, and View Price Results by Trip. Don'’t forget
to hit Save at the bottom right-hand side of the page.

Cuwinglun hnlerialivnal Trave presenls

q Covington
Personal Assistant Tiave

Home Travel

Choose "Price” to sort Choose "Trlp” to see all
Travel | Select your flights Y owestfare legs of the trip atonge.

See resnits hy b Recnmmendatinns Price

View TR =

Your search ret d rasults for 6 airli

unITED 5

Allairines

United Airlires

Airfares a'e subjctto change. Tatal fare includes faxes ard fees.




How do | book a one-way trip or a trip that has multiple destinations?

Choose More Search Options or go to the Trip Planner page under the Travel section. This will give
you other options for the type of trip you are booking.

@ Travel *Required
Flight Train Remowve

Search by p | Price | Schedule Flexible Dates

For low-fare options, enter your search info below. To see all flight options, click the "Schedule’ tab above.

From * Citv name or airport To*

D Search nearby airports

Leave * Return *

6612 & [Amytime  |v|

Wednesday Depart

Hotel Remove
Searchnear (@) Airport () Station ) City
Airport *
[¥#] Match my Hotel search with my fiight dates

Rental Car Remowve

@ Match my Rental Car search with my flight times and destination

More search options "Caar
i “Search
Multi-city, One-way, Class, Fare type, etc.
ity, Y, typ

Al




Am | able to hold areservation in Deem?
Can | forward these flight and hotel options to someone within my company that will be traveling
with me so we can coordinate travel plans?

Users are able to hold reservations in Deem. When you search for flights and hotels, from the list of flight
options you will be able to Clip the flights you are interested in and Create a New Storyboard. You will be
able to save more than one flight option. Just save the flight to the Storyboard you have already created.
*If you will be selecting more than one flight option you will not be able to hold a car on your Storyboard.

Your Search Modify Search
1-100f557 B+ M

Sort by: Company Value | Lowest Cost

557 of 799 results

Clip |+

$979 per person

Create & New Storyboard

Flight Times: Uni
uMITED

CLT Trip

Leave | Return

Tuesday, 6M8M12 Chicago, IL | 5:43 PM 2h 2Zm (N
Depart: Tue 5:30AM - Tue 8:15PM

Eoao#od g ok Pl United Airlines 3660 Frererren)

|
1 & UNITEO B (o oted by GOJET AIRLINES DBA UNTTED EXPRESS
= o : {ORD} Chicago, IL | 1:15 PM (Jun 20} Restricted Coach
Arrive: Tue 5:454M - Tue 11:30PM 1h 54m (Mon-stop } | Seat map
| | | | | | | | |
e g
R @

$979 pET person Clip |~ Selec
Nearby Airports e

Depart: Arrive:

After adding your first flight you will need to name your Storyboard.

Once you have finished with your flight selections click the Continue to Hotel button to proceed.

Travel

Travel | Select your flights

)

credule

See results by p [ Recommerdaﬁ'ons [ Price

Based on your search, we categorizad 557 Tights and recommend:

Continue o Hotel




From the list of hotel options you will be able to Clip hotels you are interested in and add these options to
your Storyboard.

Sortby Preferred - 1-100f462 » M
from $159 per night
H;ﬁc—; aloft Chicago O'Hare TripAdvisor Traveler Rating
CULS 0.7 mi from O'Hare International Airport 4.0 @@E®()
Photos | Amenitiss Based on 262guest reviews
[] compare
from $89 per night Clip | - | Check availabilty
@n Hilton Rosemont/Chicago O'Hare TripAdvisor Traveler Rating
Hilton 1 mi from O'Hare International Airport ¢ s # 4.0 00,009
Photos | Amenities Based on T9guest reviews
[7] compare

Once completed click Storyboard for your list of held trips. Select the trip you are working on.

At this time you can hold flights and hotels until you are ready to confirm trip (hold time is based on the
airlines rules) or you can forward you Storyboard to a colleague that you will be traveling with to review

and pick the flights and hotel that they prefer. Comments can be added to each segment to share with
your colleague.

When they receive your email they can log onto the Storyboard and select their preferred flights. Since
they are logged directly into Deem their choices can be automatically booked and sent to Covington for
purchase.

Your colleague can then reply with their final choice so you log back in and purchase your itinerary.

Travel | Select Your Hotel

Hyatt Regency O'Hare

= Hotel in Rosemont, IL
Your Search Modify search Hotel Search Map (collapse) e
4 O @ T seilp T 4
O'Hare International Airport 1= N & & |~ Automatic z %"hj,
] v;,,er = "-uwemn | = =
Check-in: Tue, Jun 18, 2012 T HE Touhy Ave— 1 Wiy g Park
B T | o ) “',Q las! A
Check-out: Wed, Jun 20, 2012 o & = - %
Guests: 1 e £ ) k”'&k

10



How can | search for flights that have the amenities and options | want?

After you have run your flight search and the options have been returned go to the customize link in the
top right corner to set your preferences.

Profle | Help | SianCut |  Stnyhnards [ @ [

Covwingtor. Interiafioral Trevel proacnta

q Covington
Personal Assistant Travel

Homne Travel

Travel | Select your flights

Seeesulls by b i__l.l_ei;umr'lcm.iulk)lls ' Price Suchedule
Based on your search, ws categorzed 557 flights and recommend:
Company Value Lowest Cost Fastest Flights In-flight Experlence
Tre best value metches for wour comoany Thz shaolie owest fares Getthere withthe shortest travel fime Get amenilies like in-zea vided, WiFi and
novver outiets
from $979 Hen from $373 1 from $993 Hon fron 3979 Haon
stop stoa ston stop
United Airlines = US Airways l Mukiple Airlines United Airlines
wrTEs B ot Details sscwwars  Hight Details ~ j Fliaht Details uniTED B Lot petails
| Resutts sorted el More flights like this More flights like this Mor e fliphts like this

When the link opens select the options that you prefer for your flights and make sure your frequent flyer
numbers are listed. Save all changes. This action will reset your current search for flights.

Customize Your Recommendations
Choose your airline, options and amenities preferences so we find the best flights for you.
Amenities and Options Frequent Flyer Programs
“ou don't have any frequent flyer programs
stored in your profile. Tell us about your
[l In-Seat Power membership programs so we can find the
best travel options for you.
[ In-Seat Video
See Freguent Fiver Program
[¥f] Pick your seat
D Mk avidibi Note: This ac.,tiun will rezet your current
search for flights.
[[] Nen-Stop
[[] Mo RedEye
No Mutti-Airline
Lancel RS

Now search for your flight based on In-flight experience.



How can | look for seat assignments?

To look at a seat map from the list of flight options, click on Seat Map next to the flight. This is helpful if
you are particular about where you sit on the plane, since you can see what seats are available before
you choose your flight.

Hnme Iraves Ihning I ntertammant
Travel | Select your flights
View resntsby b [ Fries Grhed il w3
Your search reluined ieeulls fun T giflings
et
W a -'Blue A
Llgirincs el Arinca ArLIr Aryiv: dotug Jotn b |
Jor-atap o o TN ; | - |
1siog e | o @ PN ;| Perh | 1y
L T | )
£ rinms are 5 ket on ~hange Totel Fare reliden broes ard Faes
‘our Search [1rocity saaw=n ||
s fartmy  Tompeny Poliy | Caw | Depacbie | Arivel | Durabes PR PEEh I |
101 of 740 resnlbs (Show A1)
Vew Irporie $150 par perzor ki |
Flizhi Tines — LS Alruays 2698 @ vore etz
A Lk — s e S e -
[Newwe| Rewn:! | ws e io Ty US SINAYY BT SRl (B
= = AM AL 18 leat-eied Laazp
Tussday, TS E163 AM 1 .23m Tvor ethp
Dzpart: Tue S:C0AM Tus 12 GCPHM - :
(I T T = US Alrways 3045 o gl lz
i 5 Ll (naemted Ty 13 Arways Tapreas - Chawaqa Srines
s LGA | 7:53 PM (bvy 19} Resl vl Coa
Arriser Tue T.00AM  Vied 120000 R M Y S
[ T == e -
P
63} i 3
Sttt e G150 nor rerear T
Nearby Alporte ¥ PoE P [
Deepren L = ) |
RIC = US Alrways 3698 W o Ulolz
i e (neated Ty 15 ARWAYR THPSTRS g
B (A 10 Rest-rrer Caach
A 1 Edm Nor-atoph | 2ool Con
118 Riraanr GRS B L e Pt e

You also have the option to look at a seat map after you have chosen your flights. On the Review Your
Trip page, click on Choose Seat, and assign your seats.

Travel | Review your trip

R £ R O R O A A IR R R R R R R an an ananane

A Flight from: Richmond, VA (RIC)
$160 Delta Air Lines 1769

Mon, May 03 EDT
PET person, Depart: 6:00 AM | Richmond, VA (RIC)

compiele tey Arrive: T:41 AM | Atlanta, GA (4TL)

|Ed| Choose seats | Ghre Rules

Total flight time: 1h 41m




Once you have the seat map displayed, you can assign your seats. Click on the tabs at the top of the

page for each leg of your trip.

Covington International Travel presents.

! Personal Assistant

Travel | Seat Selection

[ 1.RICtoLGA

Flights1 | 2icatoRi

Covington

Home Travel

US Airways 3928 | Canadair Regional Jet| Coach | 1h 13m

Click on an available seat for each traveller

Select seat for:

[i] Traveller 1 =

Legend:

B Available

00 = @ th e L Ry =

Unavailable [1] Selected B ExtRow g Premium*®

Front
AC DF
| (O [
N . 2
E =& s
mE . 4
. N s
Wl EN s
HE NN 7
EE] (E)E] =
Wl EW e
N O 0
N EE v
= 12
.= 13
AC DF

back

*Premium frequent flyer status required
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How can | accumulate miles on a frequent flyer program other than the airline | am flying on?
On the Purchase Trip page, under Frequent Flyer Programs, there will be a drop down menu
listing all airlines.
If you have a frequent flyer number on the airline you have booked it will appear in the box.
Select the new airline you would like to accumulate mileage on from the drop down list.
You will need to enter the frequent flyer number for the airline you wish to accrue miles on in the

box provided. This number does not transfer over from your profile and will need to be entered
with each reservation that you wish to accumulate miles on another carrier.

Travel | Purchase Trip

Name your trip

* Required
Traveler Information
Name .
Xander Xanderson ~ Optional preferences
Email * Flights Edit
xanderx@covtrav.com Meal request: Standard

Special requests: None
B
Ratiiof Rirtly ** Please contact your provider to verify special
e - B g - @ reguests.
Date of birth dis 3 for securit

Gender”*

Male - @

Business Phone
B04-747-T077

Frequent flyer programs Number

Elinded furines > | Enter the frequent flyer number for the
Iransawa_ A \ airline on which you would like to accrue
TransBrasil i
Tuifty mileage
Tuninter Airlines
Tunis Air
Turan Air
Turkish Airlines
Turkmenistan Airlines
e I e
Tyrelean Airways F 2 s _ n y
Ukraine Intl Airfines tes about your services. You can have them sent to you by email, voice message, or mobile text. ¥'ou can also have them sent to friends, famity, and
Ukraine National Air
Ukranian Mediterranean Select alternate airline on which you
Uni Airways / would like to accrue mileage i r— )
United Airlines r : Email i Voice message Mobile text
Universal Airlines F& : g
Ural Airlines )
US Arways [t A B
US Helicopter : : :
USA 3000 Airlines =

p numbers are applied to your account.

Note: It will be your responsibility to verify that the two programs participate with each other. If you enter a
number for an airline that does not participate with the airline that you are booking it will not enter into the
record and you will not receive credit for that booking.



How do | find out how much the baggage fees will be?

Look for the Checked Baggage Fees link. You can access this link on both the Review Your Trip page
and the Trip Confirmation page.

Baggage fees vary by airline, and are subject to change. This link will provide you with the most up to
date information specific to your itinerary.

e e T b L b L P L L o P

Flight=s:
The air ticket must be purchased 7 day(s} in advance.
The air ticket has a change fee of 3150.00.
g Riyndable.
anteed until the flight is ticketed.

-

The guoted airfare iz not g
Checked baogage fees

The link will provide you with detailed information of baggage fees for the airline you are traveling on.

.

Checked Baggage Fees

Below yvouw'll find checked baggage fees for the airlines in your ttinerary. Baggage fees may vary depending on your fare
class, freguent flyer status or destination.

Note: Theze fees are not included in the total cost of your trip and are collected by the airline at the time of check-in.

jetBlue jetpiue

Checked bags Fee
First None
Second usD 530
Third UsD 575

Overweight bag

51-70 b= USD $50 / per piece
71-99 lbs USD 3100/ per piece

Oversize bag*

§3-30in USD §75 / per piece

For mere detailed baggage fee information, please go to the airline website JeiBlue,

* Baggage size is calculated by adding the cutside dimensions of the bag (i.e. Baggage size = Length + Width +Height).

Close
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Can | book reservations for other people?

You must be set up as a delegate to book for other people.

Go to your profile, and next to Delegates, click on Add.

Choose People | Can Book For.

Enter the person’s email address, and click Search. (Note: they must already have a profile set
up in Deem)

Once their email address is listed, click Select. They will be notified by email that you have
requested to become a delegate for them.

Now that you are set up as a delegate for that person, you will have the option to book for them at any

time.

Go to the Home page to begin booking for them.

In the top toolbar, you will see the option to Start Assisting. Delegates that are listed in your
profile will be in the drop down menu.

Click on the name, and proceed with the booking process.

The traveler’s information from their profile will automatically be applied to the booking you make

for them.

TIP: It is very important that you choose the person’s hame from the drop down list. If you skip this
step, you have actually booked a reservation for yourself. If you find you have completed a
reservation under the incorrect name, call Covington’s Online Support Team immediately.

Xander's Profilz Admin Q Mobie | jessices as xanderx Help Close

Covingtan International Travel presents

2 Personal Assistant

Travel

Dining Entertainment Shipping

. : > Alerts 1 zlert
Travel Reguired
[» Profile
— Flight Train Remowve

( \' Car Service [ i 15 7
W Search by b | Price Schedule | i A
f \\ Dining Fo- low-fare oations, enter your search info below. To see all fight options click the "Schedule® tab above. h&‘\\\ =

W - Far An Upcoming Trip

P From * City name or airport To* City name or girport Reserve chauffeured cars, limos, vans

N w _EChmund' VA, US (RIC) a1d more from trusted providers.

| ey Shipping [] search nearby airports
. Leave * Return *

Covington, Denny

Pitzer, Lisa H

Scott, Laurie

Strange, Jessica
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How can | book multiple people on the same flights?

TIP: If you or your traveler take the same trip week after week, you can also use this option to book
subsequent trips. You would choose Book the Same Flights With New Dates option. You can also

Choose the first person you want to book from your list of Delegates.

Proceed with booking a complete reservation for that traveler.

After you have completed the first reservation, go back to the Home page.

Under Upcoming Reservations, you will see the trip you just booked for the first traveler. Click

on that trip.

Under Travel Tools, you will see the option to Book Again.

From the Book Trip For box, choose the next person you are booking on the same trip. It will

copy the original reservation in its entirety for the new person.

Proceed with the process until you have completed all your reservations.

Modify Your Trip, if you need to change any component for your new trip you are booking.

Note: This feature will not work on reservations that contain multiple cities or multiple airlines.

searcnby b | Frice

From *

[] s=arzn nearby arzors
Leave *
i)

Saturday

n Iote!
n Rantal Car

=l [Wommg |~
Depat

schedule

i e search uplives
Muti-city, Onz-way Class, Tere ype ste.

Fer low-farc opticna, znte- your acarch nfo balew. To sec cll Agbt optiona, elick fhe 'Szacduls’ wab chovs

Te?

Acturn *
2710 & [Ceening |+
surday Sepert

4

FThu

nu

Fri

| Hpeaming Reservations

12210 < Trio 1o Mew York, NY, US
12210

4 OL 5355 AC o L34 (FZILH I T4 AN
Fserelion vonier OVEIRA

12310
o UL RIET AT I (AR 1R

L. Scott

SortDy- Dabz§Tvze |

Confirmad

| Hi Trevel Tools

Book trip for

Xanderson, Xander JRd

@ Use your original trip

» Book the same Fights wih new dates.

Leave Return
8M1i09 e 314109 =
! Tuesday Friday
|”) Modify your trip

® lse this option if you want to add or change Flight, Holel, and Rental Car.

Cancel

domeaiz or zar and hotz i;
“ezarsatone. ke o1

“ezammENced for mars comrple
Trereries, veliding in en slivn
desliclives Aeass conac o e ol
Cowingter's kiowledgzable full

acrvice counaslers ab B04-747-7077

ar B (47 MHF dang our

JusINEge o2eratrg hours (Matday-

Zrdey 2 30am-Som FTb fvaineed T
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Changes and Exchanges

I have an unused nonrefundable ticket that | want to use towards a new trip. How do | apply it?

Under Travel on the main menu bar, choose Unused Tickets.

It will show you all of the unused tickets that you previously booked through Deem. When you are
searching for flights, Deem will automatically list your unused Deem tickets under the appropriate airline
options, and give you the opportunity to apply it to your new trip.

If you have an unused ticket that was originally booked through one of our travel counselors, the value of
that ticket will be applied towards your new ticket, as applicable.

Covington International Travel presents

z Personal Assistant
Home Travel Dining Entertainment Shipping

Covington

\ Trip Planner . ; [> Alerts 0 alerts
Tran N Required
Flight + Prcfile
3 Remowve
=== Train
: 3 Keepyour Pr up-to-date
; , i St ) — your Profile up-
Rental Car :
—— - Keep your Profile up-to-date to save time
Airport Parking your search info bebw. To see all flight options, click the "Schedule’ tab above. when booking services.
L Dinir
Car Service X o .
- | 1ame or airport To* City name or airport
= Go'to-your Profile
k. j shipfl  Unused Tickets
= _ Travel PreTeTeEmTES ) Return *
= 1011010 Ei [Evening || g
Saturday Depart Sunday Depart

Covington International Travel presents

! Personal Assistant

Home Travel Entertainment

Travel | Unused Tickets

Airling =

Ticket Humber

Expiration Date

Original Cost®

Change Fee

Covington

Status

United Airlines

0167836817477

Jaruary 08, 2011

* The original ticket cost does nat indicate its current value.

$327.36

$150.00

Available
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Search for your new flights as you normally would.

On the Select Your Flights screen, you will notice Unused Ticket referenced by the applicable
airline and flight options.

Travel | Select your flights

View results by p Price Miew. 1D T
Your search returnad results for 7 airlines
a A V') N =
> = -1 =t § LS ATRWAYS
Al airines AirTran Airwavs Delta Air Lines Muttiple Airlines Contingntal Airlines US Airwavs
doirsiun s202 @ sz03 @ = = = =
s270 [ s307 @ s321 [
Unused = = =
Lk]
Aijrfares are subject to change. Total fare includes faxes and fees.
| Your Search Modify. Search |||
| Sorlby: Company Policy | Ccst | Departure | Arrival | Duration 1-100f18 B M

t to original [ r
| times and airports $203 per A - unusen

Flight Times: A Delta Air Lines 1885
= 3

Leave | R 05 AM (Jul 20) Restricted Coach
= 1 9:00 AM 1h 55m {Non-stop) | Seat map

Tuesday, 7/20/10

Depart: Tue 5:00AH - Tue 12:00PM . Delta Air Lines 1086
= 3

I. | s > B Restricted Coach

|
- 1h 43m (Non-stop) | Seat map

After selecting your flights, on the Trip Summary page, it will calculate the cost of your trip,
taking into account any change fees and subtracting the value of the nonrefundable ticket that
you are applying.

T COSE SUIMUMAIY #+ -+ttt

ppp———— e ———
Purchase Flights /mc Cost Cos
Flights: Traveller 1 5168.37 $202.40
A&7 41155 Less estimated Delta Air Lines unused ticket value: USD $35.30

Total estimated airfare: UsD $167.10

/

Total trip cost: $1 67.10

Alltotals are estimated.

Start over Change this trip

After confirming your flights, choose Continue, and proceed as normal to the Purchase Trip
page. Confirm your information on this page, and then choose Purchase.
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I need to make a change to a reservation | made in Deem. Can | do that online?

Simple changes can be made to deem bookings online. For more complex changes, please contact one
of Covington’s knowledgeable full-service counselors.

For simple changes:

On the Home page, under Upcoming Reservations, click on the trip that you want to change
Under Travel Tools, click on Change this Trip

Upcoming Reservations Sort By: Date | Type | Name
[» Tue &10M0 <~ Tripto Chicago, IL, US N. Slate
= Tue #2410 -~ Tripto Chicago, IL, US (.. N. Slate

Tue 8124110

|l Travel Tools

+ AA 4087 RIC to ORD (6:00AN / T:104KM)
Reservation number: NMDSCH
Wed 8125110
+ AA 4169 ORD to RIC (T:50PM / 10:50PM)
Reservation number: NMDSCH

The next page will ask what changes you would like to make to your itinerary. Select all that apply
and click Continue

Travel | Change Trip Assistant

What would you like to do to this trip? é- Change
() Add

Will the trip be for the same origin and destination? n_@_u Yes | '. No

What would you like to change?

(choo=e all that apply)

/ Change flights

Keep original trip Confinue

Continue to follow the prompts until you have made the appropriate changes to your itinerary

Note: Flight changes are only available for e-tickets that include a single carrier.



Booking Train Reservations in Deem
How do | search for train schedules in Deem?
Under the Travel tab, choose Trip Planner. Select Train in the top section.

Select Round Trip or One-Way. Enter your city names or train station, departure date and time.

Travel Dining Entertainment Shipping

Travel | Trip Planner

Find the flights, trains, hotels and rental cars that work best for you.

Round Trip | One-way
* Reguired
P s

= TR e
from“’ Crt\ name or station '[o* Crt\ name or station
Leave” ) Return® )

4M3M1 B 4M4M1 B
Wednesday Thursday
Time* Time*
|I'.'I|:|rning (7am- 11am} ﬂ |Evening (5pm - Spm}) ﬂ

Notes:

If your outbound train station is not equipped with either a self-serve kiosk or a full-service counter (ex:
Ashland, VA), you will not be able to have your ticket printed. For this reason, a paper ticket is
recommended. Instead of using Deem, please call one of our Covington travel counselors to complete
your reservation.

Select your preferred departure and return train from the display:

Travel | Select departure train

Your Search Modify Search Sortby: Company Policy | Cost | Departure | Arrival | Duration 1-20f2

? of 13 results
Reset to original search $23 per person
Wiew all cabins. times and stations

Amtrak 174 - Northeast Regional

T:00 AM (Jan 18} Coach Reserved Seat
| 9:30 AM Duration: 2h 30m

Train Times: AMTRAK
Tueszday, 1/18/11

Depart: Tue 7:004M - Tue 11:0040
| | | | | | | | |

g $23 per person
Arrive: Tue :30AM - Tue 8:00PM
-ﬂl;', N N A Iﬂ_‘rl Amtrak B4 - Northeast Regional
A0 W 8:00 AM (Jan 18} Coach Reserved Seat
W [ 1015 AM Duration: Zh 15m
Class
Coach
|| Business

1-Zof2




The next screen will recap your choice and you will click Continue to proceed with purchasing your ticket.

On the Purchase Trip page you have the option to include any rail membership numbers you may have.

You may also include these numbers before booking in your profile.

Travel | Purchase Trip

Name your trip |

Traveler Information

Name
Xander Xanderson

Email *

xander@covirav.com

Business Plione ™
(Enter at least on

Business

BO4-T4T-TOTT

Business Mobile

Rail membership

Amtrak

** Contact providers to ensure membership numbers are apphzd to your account.

* Reguired

Optional preferences

** Please contact your provider to verify special
reguests.

In the Billing section of the Purchase Trip page you will be required to provide the Verification Code
and Billing Address of your credit card before the purchase can be completed.

Train

"CUI’PUI'.ﬂtE" R S - @ Wiew / Edit

Verification Code*

Billing Address

Country * United States

Street address *
Apartment / Suite
City *
State * | - Select- -

ZIP code *

BTG <o

Click Purchase to complete.
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Booking Hotels in Deem
How do | look for a specific hotel?

If you know the name of the hotel you are looking for, you can choose Narrow Your Choices from the
Select Your Hotel page. In this area, you can narrow your search by:

Hotel Name
Brand
Distance
Star Rating
Amenities.

Travel | Select Your Hotel

Hotel Search Map

Hor

Pine Hill
armers
Corner

A Sl Beatiﬁ!s Mil

Crowne Plaza West

\
\PREFERRED] f ©ld Cold ] ! Westwood
S gy smerEark
Y
i
1|
Orapax. =

| FONWERED EY

Google - -

, N
idlotklﬁan-_uw‘“:‘—%:- \ ¢ &3
: . R G
(Map data B2009 Tele Atlas - Terms 51 Use|

B

p N B
* Hylton Park |/

Your Search Modify search
Richmond International Sortby Preferred - 1-100f155 b M
Airport (Byrd Field)
Check-in: Fri, 18 Sep, 2009
Check-out: Sat, 19 Sep, 2009 pae $90 St
== corporate rate
e B
k. Narrow Your Choicy f Homewood Suites Airport Ereersen
P —— HOMEWOOD
£ % 1.3 mi from Richmond International ok
fhow:ng :ik 155 Hotels Airport (Byrd Field)
Show all} Set to my Hotel preferences Photos | Amentties
By Hotel name, Brand [C] compare
Hotel name
Find E from $79 a night
corporate rate
Brand @ Holiday Inn Express (EBEEEREED
[]8& Club Continents Group IC = Wﬁs’“‘ 1.4 mi from Richmond International *
InterContinental =] Airport (Byrd F.ifald}
Intercontinental Priority Six Photos | Amenities
Lt =
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Hotel Booking Tip: Always check the cancellation policy when booking hotels. Some hotels have
nonrefundable rates, and others have policies that require cancellation ranging from the same day to
several days or weeks in advance. Please make note of the cancellation policy before you book a
hotel.

There are several places that show you the cancellation policy of a hotel:

In the Room/Rate details

Check-in: Tue, Jul 20, 2010
Check-out: Wed, Jul 21, 2010 o $94 per night

corporate rate
Narrow Your Choices m Wingate by Wyndham - Richmond [ESegesses)
o 19.2 mi from Richmond International
Your search returned 166 Hotels Airport (Byrd Field)
Show all | Set io mv Hotel preferences Photos | Amenities
By Hotel name, Brand [[] compare
Hotel name $94 King : "
Wingate Find per night NONSMOKING "S.LFD/COFFEE MAKER! FREE HGH SPEED INTERNET/ HOT
Clear BKFST COVINGTON INT BAVEL
Room/Rate details
Brand | S
| Queen P
$94 Select

i per night NON SMOKING 2 QUEEN BEDS FREE HIGH SPEED INTERNET/ BREAKFAST
COVINGTON INT TRAVEL

Room/Rate details

In the Review Your Trip page

Covington International Travel presents

q Covington
Personal Assistant Trave

Home Travel

Travel | Review your trip

Hotel .................................................................................................................................................................................................................................
e Hotel in Richmond, VA T
égqj_ [ Wingate by Wyndham - Richmond erererren) * Ses all Rooms at this Hotel
2 13991 N Grayton Rd * Se:allHotels
per night B Richmond, VA 23233
us

204-421-1600

Check-In: Tue Oct 18, 20H0
Check-0Out: Wed Oct 20, 2010
Rate: 534 per night

Room: King
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Hotel Booking Tip: You can compare up to three hotels from the hotel availability page. After selecting
your three hotels click Compare Now. You can select your hotel of choice from the comparison screen by

clicking Select.

5 _

o e

ey

u—..._....___

ey

from $B7 per night

corporate rate

HYATT
.

2.5 mi from Richmaond International
Airport (Byrd Field)

Compare now

Hyatt Place Richmond Airport eeeeesres

from $1 Bg per night

corporate rate

No Rooms Available

Omni Richmond Hotel EfesEssEs)

Airport (Byrd Fieldy
P 3t

6.5 mi from Richmaond International xR K
Airport (Byrd Field)
Fh agitics
| Compare nowl
from $140 per night See room rate:
corporate rate Saakisalilbililih
= Crowne Plaza Downtown EeeressEs)
el 6.8 mi from Richmaond International RN

| Hotel Comparison
|
ERCIE SR
Hwatt Place Richmend Airport Omni Richmond Hotel Crowne Plaza Downtown
4401 5 Laburnum Ave 1005 12th St 555 E Canal 5t
Richmond, Virginia 23231 Richmend, Virginia 23219 Richmend, Virginia 23219
FREFERFED] FREFERFEL FREFERFED
Price from $87 per night from null null per night from $140 per night
Distance 25mi 6.5 mi 6.8 mi
Star Rating L AR R
Policy
- Bar Lounge o 4
Broadband internet
Business center v o
Fitness room
Free airport transportation o v >
Free parking
Limited room service v o
Wireless internet
Close e -
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Booking Rental Cars in Deem

How do | book arental car in Deem?

From the Home page, you can include a car on your itinerary by leaving the box next to Rental Car
checked. Deem will also match your rental car search with your flight times and destination. If you need to
pick up or drop off your car on alternate dates or times just uncheck this box. Then you will be able to
change your search dates and times. You will also be able to search not only by Airport but also by
Station and Address.

Company Hews

< E Rental Car > Remove Cominion encourages the use =
of 1=t Blu= and &ir Tran in =

gpectic marksts s desigratec

< 3 Matcr my Yentzl Car search with my fight tres and destinatior Ly company po'lcy end the
Reaiden houl,

Pick uz locston: (@) Airzer () Slaticn (7 Addreee
) ) ) Cowingtan Travel recommerds the
Pick-up Airport * Pick-up date * Pick-up time # Fearden Ysreoral Aesietznt ‘or
ITA =5 E'UE )"\M = making zimple domestic ai, car, and
Tuesds hovel rezenvatnas iz NOT

; : rcommelded 31 Mere Somplex
BT Qit"": ) Acrport (€3 Station -'MdD tineraries, incudhg nienadicnal -

Dropoff Airport + Drop-off dat= * Drop-off time # Company Resourmas
ozE B E:0C PM - Fe
Can size =
neetils - =
v, Class, Fare type, ete. Wbt

On the Choose Your Car page, you will be shown a matrix of all vehicles available with their rates per
day. Cars can be reserved below and are sorted based on company preferred vendors, price and then
your preferred car type.

Tip: Be sure to check the Mileage and Rates link for any extra mileage charges.

Yown seaich clunned resulls for 3 reatal cas providers,

(tintw AVIS Basiget.

He & Sbeano Pzol & Ca

Al vahicdee

96 B2y $38a
e 1
i i

Hardan

it *03I0y a0y

Collzpes Matrx
¥our Search Ieodity scaren " x ; : -
@ T wluwi g car ven e 5 a2 u skl Carig poun revuesbed Live, se= bzlow T soecilic reason.

Fick up Zurcacar gaee N2 Fava care Tl mesl yous gearch reculramerie
Wiita 1 2. Hevsflield hnbeinacioa 40 owl
(ATLy

100251 ul 1239 P Your accrch returned 27 reaulia
Lrapontt Sart by | Corpeny Plicy - 1-:auar K
Wiilam ™ larsfied Inbernaciona isart
(AT )
AT Ak fedd W |

“on S65.36 e vy

Ease Rale 34700 pe day ol b doding lases a 4

Duily Rabe | ExtraDay  ExiraHow
Manow Your Chuices

Her s Pnic 4
Shawring 16 ot 14 lentr Cara, AETL o [T [T e Zuliied
sihove Cf L-nrihnrng [harge Per B b

pcranon:

'f-hﬁ ' 5] THT20 T oper al ay [T Upen 2l dzy
ot — Shuttle: Termina skl Torminal 3httic
w bucar

Tutal estinzied cost: $130TT 1ol g leres & foes




Car Service

Car service is defined as private car and driver service. Deem provides you with the ability to book a
select number of providers that participate in their program. Please contact one of Covington’s full service

agents if you require further options.

Car service can be booked after you have completed booking an air reservation. On the Trip
Confirmation page look for the Reserve Car Service box. Click on the Get A Ride link and follow steps

to reserve car.

Travel | Trip Confirmation

“our reservation has been completed.

Covington Travel iz processing your ticket. You will receive an ttinerary and confirmation shorthy.

.+ Up to 20% off on Car Service
Book online with a trusted Car Service
= provider and get up to a 20% discount.

—
- The Mobile Personal Assistant
View your travel details, flight status,
and more when you're on-the-go!

4

Search Car Service g§

Guaranteed Airport Parking
Get a guaranteed spot and convenient
shuttle service to and from the airport.

Search Airpoert Parkinig i

Trip to Atlanta, GA, US (2)
on Wednesday, January 12, 2011

Traveller: Xander Xanderson

Record locator: J4RJK4

Trip 1D: 2640412929558058602

Agency: Covington Travel

Message: **For online technical support, contact 804-747-4152 or 800-472-5200 during normal business hours
(Monday-Friday 8:30am-Spm ET). **For assistance with travel reservations, contact 804-747-7077 or 888-747-7077
(during normal business hours). **For emergency assistance outside of normal business hours, contact
877-685-4762, ID code CUZ.

= Print tinerary

Flight from: Richmond, VA (RIC)
Delta Air Lines 1918

Date: Wed, Jan 12 EST
Depart: 9:44 AM | Richmond, VA |
Arrive: 11:30 AM | Atlanta, GA

Class: Restricted Coach | On time: 50% on time
Plane type: McDennell Douglas MD:E3
Arrival terminal: S
Distance: 479 mi
Flight time: 1h 46m Non-stop
Seat:
Xander Xanderson: 23C

Fare: Fare Rules
Reservation number: HAKZY ]
Status: Confirmed

Total flight time: 1h 46m

et a ride to Richmond, VA (RIC)
» Get a ride from Atlanta, GA (ATL)
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You can also reserve car service from the Deem Home page by clicking on the Car Service icon.
Complete the required information and click Continue.

Travel Dining Entertainment Shipping

[ ;} Travel *Required
From (Pick-up location) * y To (Drop-off location) *
n WA v Richmond, VA US (RIC), Delta Air Lines (DL 5.
Car Service
My Work Richmond, VA, US (RIC)
4401 Dominion Bhed Delta Air Lines (DL), # 1918
Dining Glen Allen, VA 23060 Departing for Atlanta, GA, US (ATL)
United States Tuesday, January 11, 2011
1. (Edit} or (Enteran tion 9:45 am
Shipping ’Z] Special pick-up instructions

pick up at front of buiding D Special drop-off instructions

Dl el T & P S S IS 5 oo S S S SR S S A SR

Pick me up
(" =0l arrive at the airport at:
)) at this date and time:

Pick-up date_* Pick-up time * Passengers *
1M1H1 x| 7 - 00 » am = 1 -
Enti

More search options

Stop at another address along the way

Select a provider from the list returned. On the Reserve page complete required information, confirm ride
details and reserve car.

et vy Tay. timwe: plicons: *
Harder ¥znderson J0474FROT?

Prirmary passengs: finst nems Ev=ving phons
Kardder

Ll iarme
Xarderzan

Emall *
xade-snan -t -ar |

Paymant And Comtnet Information

Contact name * Paymant card =
o o Hzndzu )

ot e—

Contacl phome *©
BOATATTCTT

Ride Dulaity -

[ Tuesday, January 11, 2011 g Can Swnvice Toole

Pick-up time: 7.50 &1
2tz al e
Pich-up balion
2501 Dur i i Bhnd
Glan Al 1, VA 25087, US
Pizk up Ingtruetiore: Pok ud at ant 21 boHg
Drop-oll lovation:
Rihwand (3] Ai purl
(Dets Ar Lnes (OLy Figri®™Ig 38t 8:43 AN

I'ezacagers: 1
Prevner baacan

Rate: $13B.98 . ul-

Ituizs and restrictiona: It

J €CNC1 136C7C ¥3UT SNOJ7TIUN, 21092 ol B - 6
A1 KL LEME 2abmate ©oldes e, STees 0o een | R sahmat mey ehsge pon
CAMPTHIN o7 Frd, veler wat-hme fris, parkng and acy aHRione evpeIses s apole

T vt cusete 2 enare thiz ride wth vou.




Emailing Itineraries

How do | get an email of my Deem reservation?
How can | send a copy of my Deem reservation to other people?

Anytime you complete a reservation, Deem will automatically send a confirmation email to the addresses

listed in your travel profile.

If you require an email at a later date:

On the Home page, under Upcoming Reservations, click on the specific trip

Under Travel Tools, click on View Details

Sort By: Date | Type | Name

Upcoming Reservations

= Tue &M0M0 -~ Tripto Chicago,IL, US N. Slate

Tue aM10M0 o
I8l Travel Tools
+ DL 6311 RIC to CV'G (10:55AM / .
12:39PM)
Reservation number: CTMCW
DL 6463 CVG to ORD (1:25PM / 1:42PM)

Reservation number: CTMCW

Under Travel Tools, click on Share

Under Share This Trip, type in your email address and any other email addresses you would like

to send your itinerary to.

Share this trip

Email address g—:;‘-'eas Book

Separate emails with @ semi-colon or comma, or enter one per line
[[] Automatically add new contacts to my personal Address Book.

Message

Click on the Share button.

Note: If you are a Travel Arranger and would like to receive copies of your traveler’s itineraries you
will need to add your email to their Profile under Trip Itinerary in the Notifications section.




Deem Mobile Assistant

What does the Deem Mobile Assistant do?

The Deem Mobile Assistant is a mobile application that can be downloaded and displayed on mobile
devices. The Deem Mobile Assistant is available for BlackBerry®, iPhone®, smart phones, and Androids
with web access.

With the Deem Mobile Assistant, you can:
- View your complete itinerary and any updated info (flight times, terminal, gates, etc.)
Receive real-time updates on your flight's status including flight cancellations and delays
Find earlier/later flights for your existing reservations or search for one-way or round trip flights
Check-in for your flight and get your mobile boarding pass
View airport parking reservations
Reserve discounted car service
Access weather forecasts for all your travel destinations
Get one click access to your travel agent, hotel, airport parking and car service providers
View RSVPs from people you've invited to dinner

How do | get started?

If you have not already done so, click Email me a Link, provide the email address requested and then
click Go. You will receive an email message on your mobile device. Click the link in the email to start the
download process. To start the application after the download, look for the application icon in your
BlackBerry® applications folder or on the home screen, depending on your device model.

[P TrTY 1 P
q Covington
Perscnal Assistant
Home o

1rarue

innimg

Mohlle | Downl
SRIr A n-h el VR R
Getting Started

AT rreehe The Small®
2. can qel s dowoed mkagan by 2ichoa he
el v tlon,

hennss
‘oz Zasbtan b ovolabie fo- BckE: TV,
SMArzIones Wi meb £2iess HvIoreceniy
wrvluld o one, juel ciek on CAclivale” oy e
“hane ars 6o kg e Faardss Yanie Aasklan

Hene to Sharge yaur passiord®

Mobila Web

for SmartPhonses Helpful links
Gel sl cess iz T

Heardes WoWe Sssslars oo a

eoanlphune i, an il =, e e i T
hown WabmIrEAD

| T

Android
L= the power of the Rearce-
Mol 2t for these

i1z yoamihe sute o une vk has 22 lu s
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Deem Action Buttons and Icons

FREFEFEED

Indicates a company preferred vendor

Click to view the flight seat map

Reserves the selected trip details

Indicates your airline booking information

Indicates your car rental information

Indicates your lodging information

Indicates trip with air, car and hotel
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