Booking Travel For a Guest on Compass

Log into Compass with your account.
Go through the steps in making the reservation as if it were for you.

When presented with the Passenger Information screen (see screen shot below),
type over your name with the name of the guest traveler.

Any other items displayed in the Passenger Information Screen can be modified
for the guest traveler, such as Frequent Travel Program Numbers.

All guest travel should be charged to a personal credit card
unless preapproved for university travel.

Personal Credit Cards can be stored in the My Account section of Compass.
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