Orbitz for Business: Direct Bill Hotel Reservations aﬂsl r l

Follow these steps to bill hotel bookings directly to your chart string: FOR BUSINESS™
1. Search for a hotel.

Flights Cars | Car Service | Rail |

Find hotels near:

[C] City or airport ) Address ) Company location
Where

Check-in Check-out
mm/ddiyy mmiddiyy

Guests
1+

2.0n the“Select trip purpose” page, select “Yes, charge this booking to my chart string.”

Flights m Cars | Car Service | Rail |

Select trip purpose

Please select a purpose for your trip before continuing.

Do you want to direct bill this hotel booking to your NU chart string? NOTE: Not all hotels offer this feature.

@ b) Yes, charge this booking to my chart string. NOTE: Your search results will only show hotels and rates that qualify for direct billing to NU chart string. Also, IF

I @] a) Mo, the traveler will pay the hotel charges. You will be prompted for a credit card for the reservation at the end of the booking.
PROMPTED, BE SURE TO DESIGNATE YOUR BILLING OPTION ON THE REVIEW AND BOOK PAGE.

3. Review your selected hotel’s cancellation policy to make certain it offers any flexibility you need.

€) Business Adv

Deluxe room with 1

Cancel policy- .
Cancel policy

€ Business Adval  payment:

Prepayment by credit card required

Cancellation:

If canceled:

Prior to 03:59 PM* 05/14/14: Fully refundable
Between 04:00 PM” 05/14/14 - 03:59 PM™ 05/15/14:  $268.86 charge

On or After 04:00 PM* 05/15/14: Non-refundable

Note:
‘We are sorry but refunds are not available for early check-out
*Assumes local hotel time:

4, IMPORTANT: If a drop-down menu is included in the Billing Information section, be sure to click “Request
direct bill”and select your billing option. If this option is not selected, a credit card will be required at check-in.

Provide Billing Information

‘ Request® direct bill for this room

Check box will charge room and tax only to chart string-sponsored projects MUST use option
Check box will charge all charges to chart string

Credit cards

@ Cardname: Hotel recharge to my chartstring
(Trip Purpose Card)

Card NOTE: IF PROMPTED, BE

description: SURETO CLICK REQUEST
DIRECT BILL ABOVE AND
SELECT YOUR BILLING
OPTION FROM THE LIST.
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