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Navigating the Main Tool Bar 

 
The main menu toolbar is located at the top of the application screen and is used to navigate 
throughout the main areas of the application.  This toolbar gives options to access Travel, Profile, 
Help, Traveler, and Logout.  There are sub-menus found for Travel, Profile, Administration, and 
Help which utilize drop down menus.  When selecting the topic, a sub-menu will display in a 
dropdown list to initiate an action relevant to its title. 
 

 
 

Travel Menu 

The Travel menu enables the user to book and manage trips.  Sub-menus for the Travel 
include:  
 
 User Home – this will return the user to their home page. 
 Start a New Trip – The starting point to book a new trip. 
 Access a Trip – Access current or past trips.  
 Access a Template - Access frequent trips previously saved 

as templates. 
 Import a Trip - Import a trip into STT Online that was 

booked directly with an agent.  This is currently done 
automatically every 4 hours 

 Approve a Trip – Allows an authorized user to access a list 
of trips awaiting approval.  This feature is only applicable if 
pre-trip authorization is implemented. 
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Personal Profile  

 
The Profile menu and its sub-topics provide access to the traveler’s profile information. 
 
 Personal Information – Personal data such as name, 

Secure flight data and Cornell Department 
 Travel Preferences – Preferred carriers, car, and 

hotel vendors.  
 Frequent Traveler Numbers – Membership & 

Loyalty numbers for air, car, and/or hotel. 
 Display Preferences – Date and time format 

preference. 
 Credit Card/Billing Info – Add and assign credit 

cards for hotel guarantee 
 My Travel Planners – Assign Cornell online users 

that can book travel on your behalf.  

Help 

 
The Help link menu provides useful information such as:  
 Email Tech Support  
 Report a problem 
 Contact travel agency 

 

 

Traveler 

Your name will appear here when you log in.  If you are allowed to book travel for others, 
hovering over your name will show the travelers you have been given authorization to book.  
Once you select another traveler, the name will show for whom you are currently making 
reservations.  
 

Booking aides 

Tips and documents that are available to assist with the booking process.   
 

Logout 

 
The logout area is used to logout of the online solution when the user is done.   Any unsaved 
information will be lost. 
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Personal Profile - completing 

The personal profile link is located on the main toolbar.  Fill in all appropriate pages before 
making your first booking to ensure your data is added to your reservation. 
 
 
 
 

Personal Information 

Fill in the Personal 
Information accordingly. 
(Make adjustments to name 
as needed.  The name in this 
section is the exact name 
your airline tickets will be 
issued as and must match 
your government issued 
photo ID) 
 
 
 
 
 
 
 
Fill in Secure Flight 
Requirements for airline 
tickets 
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Fill in the additional profile 
information to include 
Cornell Department Name 
The click HERE link includes 
a spreadsheet to search your 
department by name or 
number.  Cut and Paste the 
exact format from column C 
into this field. 
 
 
The department document can also be found under click for booking aides on the main toolbar 
Click “save” 
 
 

Travel Preferences 

  
Fill in your personal travel 
preferences 
Click “save” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://stovrofftaylortravel.com/images/stories/downloads/Profile-Department-Name.xlsx
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Frequent Traveler 
Numbers   

 
Click on the “add new” 
link under each 
function.   
 
 
 
 
 
 
 
 
 
 
 
 
Click the (Select) link 
under Airline to 
populate and select the 
appropriate vendor. 
 
Add Account ID 
Add Status Level 
 
Click “save” 
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Car Membership Numbers 

 
Click the (Select) 
link under Car 
Company to 
populate and 
select the 
appropriate 
vendor.  
 
Add Account ID 
Add Status Level  
 
Click “save”  
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Hotel Membership Numbers 

 
 
 
Many hotel 
brands now have 
loyalty programs 
that include 
multiple chains. 
You only need to 
fill the number in 
once if you select 
the BRAND for 
the most popular 
chains as follows: 
 
 
 
 
 

All Marriott Brands Renaissance, Courtyard, Marriott, Fairfield, Residence Inn, 
Towneplace Suites, Springhill Suites   

Carlson Hotels Country Inn and Suites, Radisson Hotels, The Regent 
International, Park Inn, Park Plaza 

Choice Hotels Comfort Inns, Clarion, Comfort Suites, EconoLodge, Quality Inn, 
Rodeway, Sleep Inn 

Every Hilton/Hilton 
Honors 

Doubletree, Embassy Suites, Homewood Suites, Hilton, Hilton 
Garden Inn, Hampton Inn 

Intercontinental Crowne Plaza, Holiday Inn, Inter-Continental, Staybridge Suites, 
Candlewood, Indigo 

Starwood Sheraton, W Hotels, Westin 
Trip Rewards Days Inn, Howard Johnson, Super 8, Ramada Hotels, Travelodge, 

Wingate, Microtel, Wyndham, Hawthron, Baymont 
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Credit Card / Billing Info - ADD 

 
Personal Profile, Credit Card/Billing Info 
 
 
Select “Add a new credit card”   
 
Cornell University 
offers a direct bill 
option for airline 
tickets.  Cornell 
hotel contract rates 
are available on the 
booking tool and 
require a credit card 
for guarantee.  
 
 
 
 
 
 
 
 
**STT Online follows hotel guidelines.  Your credit card is for guarantee only and will not be 
charged at time of booking.  Your card could be charged if you book a non-refundable rate or do 
not cancel within the hotel guidelines. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check the Air and Web 
boxes if this card will be 
the default for airline 
tickets. 
 
Check the hotel box to 
use this card for hotel 
guarantee only 
 
 

Designate what this card 
can be used for. 
 
Check the hotel box if 
you are only using this 
card for hotel 
guarantees. 
 
 



 

11 
 

 

Credit Card / Billing Info - DELETE 

 
When your card is set as 
a preferred you will see 
the EDIT link 
underscored and the 
DELETE link is not 
underscored.   
 
Select EDIT  
 
UNCHECK ALL the  
“My Preferred” boxes 
and SAVE 
 
 
 
 
 
 
 
 
 
 
 
 
The DELETE link is now underscored.  Click to delete the credit card. 
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Designating a Travel Planner 

A Travel Planner must be assigned if you do not book travel for yourself or need to allow another 

person to access your profile.  By assigning a Travel Planner you are giving selected personnel 

permission to access your profile and plan travel on your behalf. 

 

 

 
Click on the Personal 
Profile tab and select 
My Travel Planners. 
 
 
Click the Assign Travel 
Planner link 
 
 
 
You may add up to 10 
Cornell Net ID’s of 
individuals who plan 
travel on your behalf. 
 
Click “save” 
 
 
 
 
 
 
 
 
 
ERROR MESSAGE:  This message is produced when a Net ID is entered for a person that does not 
have an account in the online booking tool.  Please refer your Travel Planner to the instructions 
immediately following on how to request Travel Planner access. 
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Travel Planner Account – request access 

 

This is applicable to anyone that books for themselves and/or others.  Once you have an account 
in the system we need to update your credentials so you have access to your traveler’s profiles. 
 
Click the link to request a Travel Planner Account:  Request Travel Planner Account 
 Include your full name 
 Cornell Net ID 
 Phone number 
*If multiple planners are allowed to book for these travelers, include all additional planners 
name, Net ID and phone number 

 
Include the following information for ALL travelers you will book for: 
 Name as it appears on their government issued photo ID 
 Cornell Net ID  
You will receive a response or call within one business day from a STT Online Representative 
when you have been assigned to your travelers. 

 

Navigating the booking area 

 
The architecture is based on three navigational sections: 

 Main Tool Bar – Access the Travel Menu, Profile Menu, Help Menu, Traveler Display and 
Log Out. 

 Right Pane – When accessed as part of the home page this area will display My Messages, 
My Trips, and Bulletin Board.  When accessed for trip planning there are options for 
Travel Preferences, Interactive Map, Company Communications, and Trip List.  When 
searching for travel this area will populate with results for air, car, hotel, and rail 
availability. 

 Left Pane – Used to input search criteria.  When booking travel this area also turns into a 
shopping cart for travel options.   
 
 

NOTE:  Select the help icon  on any screen to access the Help pages for that particular area. 
 
 
 
  

mailto:onlinehelp@stovrofftaylortravel.com?subject=Cornell%20University%20-%20Travel%20Planner%20Account%20Request
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Right Pane 

 
The Right Pane can be used for many functions.  It can be part of the home page, trip planning 
tabs, or for searching travel options. 
  

User Home Page 

 

The homepage displays the user trips and system messages.     
 
  

  Right Pane Area 
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My Trips and My Messages 

 
This section will display messages depending on your user role as well as the selected user (if 
applicable).  It provides information on various topics.  When applicable, this section will also 
provide notification on expiring unused tickets as well as trips pending your trip approval.  Links 
and buttons to edit these fields or access STT Online Help are available.  

 

 
 

 
NOTE:  The user may still access this information by clicking on Alerts on the main toolbar at 
anytime   

My Trips 

 
This section will display pending or current trips chronologically beginning with the earliest trip 
departure date.  The user has the ability to view each trip by clicking on the view icon next to 
that trip or View all trips by clicking on the View all link.  The status of each trip (Reserved, 
Purchased, etc.) is also provided.  
 
 

   
 
 
 
NOTE:  If the user does not have any pending trips, the message “You have no pending trips” 
will be displayed. 
 
  

Online Help Link 

Edit Link 

View link 
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Trip Planning Tabs 

 
The Trip Planning tabs allow the user to update travel preferences for the current reservation, 
use the interactive map to populate from and to boxes, look at company communications, or 
search trip lists for current/past date reservations. 
 

 
   

Travel Preferences 

 
Travel Preferences may contain air, car, and hotel preferences.  This information is used when 
the system checks availability based on your search criteria.      
 
 
Options relevant to Travel 
Preferences are displayed in the 
right pane, beneath the Travel 
Preferences tab.   
 
 
Modifications or settings made 
to the air, car or hotel travel 
preference screen apply to the 
current reservation only.  
Settings will not be saved to 
the selected traveler’s profile.   
 
To save changes for every trip, 
access your traveler 
preferences from the personal 
profile menu 
 
 
 
 

Click on these icons to minimize or maximize that section.  It can be found next to each 
section on the page.  In the screenshot above, the Air Travel Preferences are displayed.  

To display the car or hotel preferences, click the + icon. 
 

 Click on this icon to access the Help pages. 
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Company Communications 

 
 
Contains information that 
pertains to your company   
  
 
 
 
 
 
 
 

Trip List 

 
Trips saved as research, 
pending or archived trips are 
displayed in list format along 
with the status of each trip    
 
NOTE:  ALL Stovroff and 
Taylor Travel agent bookings 
are automatically integrated 
every 4 hours. 
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Left Pane 

 
The Left Pane is used to enter search criteria as well as secondary navigation in the profile areas 
of the application.  It is also the shopping cart for travel options.   
 

 
 
Input Search Criteria 

 
The user has the ability to search for travel from the homepage.  You can enter the search criteria 
for air, rail, car, and hotel.  For more information on the search criteria or on how to book air, 
rail, car, or hotel, go to the Book a New Trip section in this document.  
 
 
The user has the option to display their Traveler Preferences on the same page as their search 
criteria.  They can do this by clicking on the View/Edit My Preferences link on the homepage. 
 
 
The page will now display the search criteria section as well as the Travel Preferences.  The user 
then has the option to click on the Interactive Map, cities on the map are defaulted and cannot be 
changed, Company Communications, or Trip List tabs.   
 
NOTE:  To return to the homepage, the user must click Travel Menu on the toolbar and select 
User Home. 
  

Left Pane Area 



 

19 
 

 
Sort Options 

 
The sort option fields are located in the left pane of each availability window.   
 
        Sample air sort fields         Sample car sort fields    Sample hotel sort fields 
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Booking a Trip 

 
 
Create a Travel Reservation 
 
These steps instruct the user how to book a trip using STT Online: 
 
1. Click Travel Menu on the 

main tool bar.  
 

2. Select Start a New Trip.  
 
3. Select the trip type (Round 

Trip, One Way, or Multiple 
Cities).  The system defaults 
to Round trip. 

 
4. The air preferences selected 

in your profile are displayed 
in the right pane. The 
changes made to this area, 
affect this trip only, and are 
not saved to your profile.   
 
To make changes that will 
be saved to your profile, 
Select Personal Profile, 
Travel Preferences. 
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Car or hotel booking with air booking   

 
 
Check the box to ADD CAR or ADD HOTEL in the 
Air Home Page search window. 

 
 
 
 
 
 
 
 
 
 
 

 
Select car for your trip 

 

ADD CAR 

The information from the air request is automatically 
populated to the car request.   
 
If the car will deviate from the air search criteria, the 
dates and times can be modified at this time. 
 
 
 
 
 
 
 
 
 
 
 
 

Car location can be changed by selecting Different 
Location.  Fill in the information accordingly  

 
 

 
 
 



 

22 
 

 
 
 
Select hotel for your trip 

 
 

ADD HOTEL  

The information from the air request is 
automatically added to the hotel request.   
 
 
 
 
 
 
Find hotel within xx miles - Click on the 
number to display a drop-down that allows you 
to change the number of miles for the system to 
search for your hotel. 
 
NOTE:  All Cornell University negotiated hotel properties and rates will be displayed at 
the top of availability if offered at your destination. 
 
Hotel search options:  
 
Search for hotel by Airport – When selected with 
flights, search information is filled in to match the 
flight request by airport of arrival.  If the hotel is closer 
to another airport or outside the 20 mile radius, 
modify the airport information here or search by 
reference point. 
 
 
 
 
Search for hotel by Address – Allows the user to 
search by hotel address.  
 
NOTE: This is not be the address of your 
destination. 
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Search for hotel by Reference Point – 
Allows the user to search by reference point, 
i.e. Central Park.  
 
 
 
 
 
 
 
Hotel Name Contains - Enter the name (or 
the partial name) of the hotel. 
 
 
 
 
 
Check-In Date - Enter the date you need to 
check into the hotel. 
 
Check-Out Date - Enter the date you need to 
check out of the hotel. 

 
 
 
 
 
 

Booking multiple hotels for one trip 
Enter the information and dates for your first 
hotel on the original search screen.  Upon 
selection of the first hotel, the recap shown 
here will appear in the left pan.  Select “add 
hotel” to search availability for continuing 
hotel and dates.  
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5. Select the way the search results will display on the page. 

 
Search by Price - request the air search results to be displayed by price.   

 
Search by Schedule - View flight options in a list to manually select from.  If you click the 
“Search by Schedule” radio button, flight options will be displayed that include sold out and 
non-participating GDS carriers prior to continuing with the booking. 

 
 
6. Verify or make any necessary changes to your travel preferences.   

a) If you started your trip by going to Travel, Start a new Trip, your travel preferences will 
be displayed in the right pane of the screen.  Make any necessary changes and Save.  
Modifications made to any of the travel preferences will only apply to the current 
reservation.  These settings will NOT be saved to the traveler’s profile. 
 

b) If you started a search from the search criteria on the homepage, click view/edit my 
preferences at the top or bottom of the availability window.    
 Make any necessary changes and select the Save button. 
 Modifications made to any of the travel preferences will only apply to the current 

reservation.  These settings will NOT be saved to the traveler’s profile. 
 
7. Click the Search button.  The system will now search Cornell University contract rates for air, 

car and hotel.  These rates are identified in the system with the Cornell University Logo 
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8. View the Results (this example is based on Round Trip air).   
 

A. Left Pane – will highlight the part of the itinerary that is displayed on the right and will 
give the status of the process. 
 Sort options – can display the travel results on the page depending on the sort option 

chosen.  They can be modified by the user.   
 
B. Right Pane – will display the itinerary choices available according to your company’s 

policy. 
 Carrier Matrix – will display the results by airline.  It will show how many options 

there are for a specific airline at that price.  The user may click on the price or the 
number of results to be taken directly to those result options. 

 Time Sliders – used to for filtering both arrival and departure times.  Moving the 
arrows left and right will increase and decrease the time filter options in 15 minute 
increments.  The system default is set to include an 8 hour search window. 

 

  

Air Options Time Sliders 

Carrier 

Matrix 

Cornell Contract 
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9. Select the air option that meets your travel needs by clicking on the Add to Cart button.  The 

air itinerary will be reflected in the Shopping Cart in the left pane. 
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Purchase Summary 

 
 
From this page you can: 
 Save your trip as research – Name your trip and come back to it at a later date for 

purchase.  Rates are based on availability at the time of purchase and subject to change 
without notice. 

 HOLD 24 HOURS  - all components of trip are confirmed but not purchased.  Reservation 
will auto cancel if PURCHASE TRIP is not selected within 24 hours. 

 PURCHASE TRIP – initiates the purchase process where you will be prompted to select 
payment type and add Cornell University required information such as BSC, trip purpose, 
trip details, etc. 

 View/Reserve Seats – display a seat map for each flight in the itinerary (one at a time).  
The user may click on an available seat to request it. If you are looking for a specific seat 
assignment you must view the seat map, otherwise the system will automatically request 
a seat based on your profile preference.  Paid seats are not available for booking through 
the tool and require a credit card for purchase.  Please contact agency directly through 
notes on the payment page during check-out. 

 View Rules – display the fare rules for the price listed.    
 Add car or hotel 
 Select more flight options 
 Cancel and start over 
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Option Builder 

 
The Option Builder section lets you control the options displayed on this screen.  All options 
are offered by default, but you can use the option builder to display flights leg-by leg. 
 
To populate the Option Builder section, click on the city pair tab next to the complete options 
tab.  Choose the desired outbound flight by clicking on Select Flight.   
 

  
The return flights are automatically displayed.   

City pair tab 
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Select your return flight.  Your shopping cart now reflects your selection outbound and 
return options. 
 

 
 
Click the “Price Option” to see the full price for the selected flights.  If the selected flights do 
not return the lowest airfare, the airfare matrix will appear again giving you the opportunity 
to select a lower price itinerary. 
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Seat Map 

 
Review the legend to determine what seats are available to you.  Each air carrier seat map is 
unique. 
 
Click on the seat you want to reserve (if available at time of booking).  Select seats for each flight 
in this itinerary.  Click the left or right arrows to move to another flight and reserve your seat.   
 
 
Click the “save”  button. 

 
  

Show previous flight 
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ADD CAR as selected in your initial search.  This page will automatically display once the air 
itinerary is completed. 
 
 
 
Select desired car from the 
availability matrix 
 
Only Cornell University car 
rental contracts are 
displayed 
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ADD HOTEL as selected in your initial search.  This page will automatically display after the air 
itinerary is selected or the car is selected. 
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Click on Show Rates to expand the available room descriptions and view rates.   

 
Click Add to Cart next to the desired room rate and type. 
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Hotel page links 

 
View on map – shows current hotel on 
map view 

 
 
 
 
 
 
 
 
 
 
View hotel information – 
More detailed description of 
the hotel including cancellation 
policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The above description and policies are populated from the Global Distribution System 
(GDS) as provided by each individual vendor based on current booking. 
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Purchase Summary Page 

 
 
After all components 
of your trip are 
selected, the purchase 
summary page is 
viewable for accuracy.   
 
Cost Summary:  
Shows the estimated 
total trip cost.   
*The only charges 
that will be applied at 
time of purchase is 
the airfare.  Car and 
hotel bookings are 
paid directly to the 
vendor. 
 
 
Make any changes or 
adjustments to your 
itinerary 
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Purchase Trip 

 
 
When all information is verified click Purchase 
Trip button 
 
 
 
 
 
 
 
 
 
 
 
 
 
The next page to display will be the airline fare rules.  Read and scroll to the bottom of the page. 
User must accept or decline fare rules as instructed. 
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Purchase now 

 
 

 
 
Select form of 
payment from the 
dropdown menu.  If no 
credit card was added 
for air purchases, 
Cornell Direct Bill will 
be the only choice 
 
Delivery phone will 
populate from your 
profile 
 
Communicate special 
requests to travel 
agent 
 
DOT hazardous 
materials’ 
acknowledgement 
 
Click “Continue” 
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Cornell Reporting Information page 
 
These fields are the requirements and must be filled in to the best of your ability.   

 
 
 
Click Continue to finalize the purchase of your ticket.   

 
 

Trip Name – Airline Record Locator if trip 
left unnamed 
 
Trip Locator – Agency confirmation number 
 
Cost Summary – review of airfare, estimated 
car and hotel cost if included.  STT only 
charges the airfare. 
 
 
 
 
 
CO2 Air Emissions  
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You will receive notification your reservation has been submitted for ticketing.  Once the 
tickets are issued all airline rules apply. 

Additional Itinerary Actions 

 
 Cancel flights only 

Cancel air only.  All other components remain in tact 
 Cancel entire reservation 

Cancel ALL components of the reservation.  A message 
will be sent to the agency to document your unused 
ticket for future use. 

 Clone Itinerary 
This allows you to book the same trip for another traveler.  Once selected you will enter the 
Net ID of the companion traveler profile, modify flight dates and times, add/delete a car or 
modify hotel dates if necessary. 

 Email Itinerary 
Enter information to forward trip itinerary.  This can be used to forward your reservation 
to a colleague, alternate email, etc. 

 Save as a Template – quick create travel reservation 
1. Name the Template 
2. Select the Template Type 
3. Personal – for your use only 
4. Shared – you may include use to others* 

*no personal information is shared.  
5.  SAVE 
Template is accessible on the Travel Home Page under Travel Menu, Access a Template 

 Update Calendar 
Click to add/update current itinerary to calendar 

 Upload Agency Record 
Used to update your reservation online when a change was done directly with the agency.   

 View Printable Itinerary 
Print itinerary.  This is not intended to act as an invoice.  Final invoice will be forwarded 
from the Agency. 

 Import a Trip 
Trips booked directly with the agency are automatically imported to your Trips List on STT 
Online 
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Email Confirmation 

Immediately following the purchase of your trip you will receive an email from 

noreply@nutravel.com.  This document will include a full recap of your purchase along with a 

calendar link to add all components of your trip to your calendar.  THIS IS NOT YOUR INVOICE. 

 
 

 
  

mailto:noreply@nutravel.com
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Invoice submission for payment 

 

Once your reservation has been ticketed by Stovroff & Taylor Travel (STT), you will receive a final 

invoice to submit for payment to the agency.  This invoice must be forwarded to the appropriate parties 

immediately upon receipt.   

 

The invoice will come from an unattended email address labeled ticketing@stovrofftaylortravel.com 

The attachment will include a PDF file, a link to view online and a full recap of your itinerary. 

 

 

  

mailto:ticketing@stovrofftaylortravel.com
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Car only booking – no air 

 
Click the car tab 
 
Same location – indicates the car 
rental will be picked up and 
dropped off at the same location 
 
Different location – indicates the 
car rental will be picked up at one 
location and dropped off at a 
different location 
 
NOTE:  Most Cornell contracts do 
not allow for one way rentals 
 
Fill in rental dates and times 
 
 
 
Add hotel if required 
 
Click “Search” 
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Car Rental – Off Airport Location 

 

 

 

 

 

Click the Off Airport Location link 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Type in the city name where you wish to 
pick up the car rental 
 
Click “Search” 
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A complete list of off-site rental 
locations is returned.   
 
 
Select the location and then            
click “Select” 
 
 
Fill in rental dates and times 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Add hotel if required 
 
Click “Search” 
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Select the car rental of choice from the availability matrix and “Add to cart” 
 
The following summary page is returned for review.   
The following links are available: 
 
 
Reserve:  Confirms car rental as shown 
 
      View more options / remove: search more availability 
 
Add Hotel 
 
 

 
 
Add Hotel 
 
The availability window will appear to designate where 
you will need a hotel.   
 
Refer to:  ADD HOTEL from the index. 
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Hotel only booking – no air 

 

Click the hotel tab 
 
Enter all necessary search criteria 
 
 

 
 
 
 

NOTE:  All Cornell University 
negotiated hotel properties and 
rates will be displayed at the 
top of availability if offered at 
your destination. 
 
 
 
 
 
 
Hotel search options:  
 
Search for hotel by Airport – When selected with 
flights, search information is filled in to match the 
flight request by airport of arrival.  If the hotel is closer 
to another airport or outside the 20 mile radius, 
modify the airport information here or search by 
reference point. 
 
 
 
 
Search for hotel by Address – Allows the user to 
search by hotel address.  
 
NOTE: This is not be the address of your 
destination. 
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Search for hotel by Reference Point – 
Allows the user to search by reference point, 
i.e. Central Park.  
 
 
 
 
 
 
 
Hotel Name Contains - Enter the name (or 
the partial name) of the hotel. 
 
 
 
 
 
Check-In Date - Enter the date you need to 
check into the hotel. 
 
Check-Out Date - Enter the date you need to 
check out of the hotel. 

 
 
 
 
 
 

Booking multiple hotels for one trip 
Enter the information and dates for your first 
hotel on the original search screen.  Upon 
selection of the first hotel, the recap shown 
here will appear in the left pan.  Select “add 
hotel” to search availability for continuing 
hotel and dates.  
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Modify a booking-add car/hotel to existing reservation 

 

If you need to add a car or hotel to an itinerary, the first step is 
to open that itinerary.  You can open an itinerary from the Trip 
List, which can be accessed from the main menu bar under 
Travel Menu and Access a Trip 
 
 
 
 
 
 
 
 
Select the view link next to the desired trip to access the shopping cart and modify links 
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The modify buttons are now available for each component of the reservation. 

Select the component you with to modify 
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Enter your new date or time requirements and click “Search” 

If you select a new air itinerary, click the “purchase” button 

 

Select “Reserve” from 

your shopping cart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have a car or 

hotel attached to your 

itinerary a reminder is 

given to update car 

dates and times as 

well as hotel dates if 

necessary. 

 

 

You must check the 

boxes for the car and 

hotel if updates need 

to be made 

 

NOTE:  IF ANY PORTION OF YOUR TRIP IS NOT REBOOKED BY THE SYSTEM IT IS 

BECAUSE ONE OR MORE VENDORS DOES NOT HAVE AVAILABILITY FOR YOUR 

SELECTED DATES OR RATE CATEGORY.  REFER BACK TO THE ADD CAR OR ADD 

HOTEL LINK FROM THE PURCHASE PAGE TO SELECT ANOTHER VENDOR OR CALL 

STOVROFF AND TAYLOR (STT) DIRECTLY AT 844-873-9455. 
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Cancel a trip prior to ticket issuance 

 

If you need to cancel any or all of an itinerary, the first step is 
to open that itinerary.  You can open an itinerary from the 
Trip List, which can be accessed from the main menu bar 
under Travel Menu and Access a Trip 
 
 

 

 

 

 
Click the “cancel” link 
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Cancel after ticket issuance 

 

After a ticket is issued 

your Pending Trips 

list will show 

“Ticketed.”   

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Due to airline restrictions and documenting of unused tickets, only car and hotel reservations can be 

cancelled through STT Online for ticketed itineraries.  Please contact the agency to cancel ticketed air 

reservations or email onlinehelp@stovrofftaylortravel.com with your trip details and cancellation 

request. 

 

mailto:onlinehelp@stovrofftaylortravel.com

