
Trip Manager® XE                      Quick Reference 
 
 
You’ll love traveling with Trip Manager XE, an easy, but powerful online booking tool that 
lets you create flight, car and hotel reservations in minutes.  No previous travel booking 
experience is necessary.  For your convenience, Trip Manager is available 24/7 at 
www.tripmanager.com. 
  
Travelers and travel administrators love Trip Manager’s advanced features:  
 

• Choose from the best fares available, including negotiated rates specific to your company.  View and 
book your travel with flight, hotel and car options from real-time, comprehensive and accurate 
information. 

 
• Eliminate guesswork! Your travel options automatically adhere to your company’s travel policy. 

 
• Automatically request your airline seat based on your stored seating preference. Graphical airline 

seating charts let you choose the seat you prefer. Trip Manager even shows where your co-workers 
are seated on the flight. 

 
• Apply your frequent traveler numbers to each applicable flight, car and hotel booking. Information is 

maintained in your personal settings profile. 
 

• Book repeat trips in seconds. Store previous trips as templates for future use. It’s as easy as 
accessing the saved template and inserting your new dates.  

 
• Access your itineraries via wireless devices, fax or e-mail.  Enhance your travel experience with 

critical information such as weather, travel alerts and driving directions. 
 
As a Travel Administrator you are able to make reservations for others in the company. 
 
URL:  www.tripmanager.com 
Company: Provided by Williamsburg Travel 
Member ID:    Provided by Williamsburg Travel 
Password: (the first time you log in leave the password box blank. The system will direct you 
through the process of establishing your password) 

 
After you have logged in as yourself you can “Select a Traveler” to make reservations for 

others. 

 



 
Next select the traveler. 

 

Quick Reference 
Book a Flight 
 
Fill in your departure and arrival cities by entering each city's name or airport code in the 
designated box. After completing the dates and times click the Search for Flights button. 
On the Flight Search Results screen click on the Reserve button to the right of your 
desired flight.  
 
Your flights will be reserved, and the Trip Itinerary Screen will be displayed, providing you 
the opportunity to add other items to the trip. 
 

 
 

 
 

 
Rent a Car 
 
This section automatically populates with details and car choices based on your flights and 
pre-stored profile preferences. Simply review the page and make any desired 



changes to the displayed rental car request screen, then click Express Rent to reserve 
your company’s preferred car supplier. To view additional car availability, click Search for 
Cars. When your car is reserved, the Trip Itinerary screen will be re-displayed providing 
you the opportunity to add other items for your trip. 
 

 
 

 

 
 
 
Reserve a Room 
 
This section automatically populates date and city information based on your flights and 
pre-stored profile preferences. Enter additional hotel search criteria (be specific as 
possible to get the hotel match that best fits your requirements) then click Search for 
Hotels. When you see the hotel you want to reserve, click the Rates button. Click 
Reserve to the right of your desired hotel room rate. The Trip Itinerary screen will be 
re-displayed.   
 

 
 

 



 

 
 

 
 
Complete Your Trip 
 
Once the flight, car and hotel sections of your new trip have been completed, review your 
choices and modify as necessary. Submit your reservation for ticketing by clicking 
Purchase Now. 
 

 



 
The Finalize Purchase Screen will be displayed. Simply review the information on the 
screen, and then click Purchase Ticket to complete. 
 

 
 
 
A Thank You screen will be displayed providing the you the opportunity to Start a New trip 
or logoff Trip Manager XE. 
 
Congratulations! This completes your trip. 
 
www.tripmanager.com 


