REZDESK Instructions

For help or questions please email govrezprofiler@adtrav.com

To create a profile please go to: https://rezprofiler.adtrav.com

First Time Users:
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Step 1: Click on the “Create Your Travel Profile” tab.
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Step 2: You will be prompted to enter your Company ID/Worldfile ID. The ID for NOAA is
DOCNOA.
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Travelers must enter their name exactly as it appears on their government issued ID.

Preferred Name ‘

Salutation ‘ v ‘
First Name ‘ Please enter your name exactly as it
appears on your government issued ID.
Middle Name ‘
Last Name‘ ‘
Suffix ‘ v ‘

Company Id ‘ DOCNOA

PIN m Your PIN should be provided to you by
your travel manager.
Primary Email ‘ \ ‘
AN

Verify Email ‘ \ ‘

[J 1 Arrange Travel for OtheNravelers
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Username

Password must be 8-25 characters and

Password ‘
contain letters and numbers

Confirm Password
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Step 3: Complete all information for a new profile. A Company PIN will be requested. The
pin will be 1111.
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THANK YOU

Your profile has been created

However, before you can travel with ADTRAV, we need 1o get some additional infarmation. Please take
a few moments to fill out vour travel preferences and contact information. You may complete this
process later, but certain items are required for travel

v

Done & Internet 45 v ®iow -

V4 start @ &

Step 4: Click “codtinue” to fill out your travel preferences and contact information. Parts of
the preferences and information are mandatory for travel.



(= Create a Travel Profile - Windows Internet Explorer

mr - |ﬁ https: | rezprofiler, adtrav, com/ AccountfProfile Cont actInformation V‘ & @ || % -:.l Google
Fle Edt View Favortes Took Help
i Favorites | 55 ] Delta SkyBonus @ Logesiod Sies + @) Free Hotmail
— »
‘ﬁaaataamva\ Profile | | v Bl ) s - Page - Safety - Tods - @~
~
poweedoy ADTRAV &
CONTACT INFORMATION
Address 1 | 20020 Century Bivd |
Address 2 ‘ RM 2124 ‘
Address 3 ‘ ‘
Cnunlry‘ - ‘
City ‘ Germantown ‘
state ‘ MD ‘
Zip/Postal Code ‘ 20874 ‘
Work Phone‘ ‘
Home Phune‘ ‘
Mobile Phone ‘
Primary Email| DOCTESTER@ADTRAV.COM ‘
Confirm Email | DOCTES TER@ADTRAV.COM |
Alternate Email 1 ‘ ‘
Alternate Email 2 ‘ ‘
RezMobile Email ‘ ‘ Enter your email and then Sign Up for I
RezMabile powered by TripCase
Exit Wizard
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Step 4 (Continued): After completing each section of contact information and travel
preferences, click the “next” button to continue.
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TSA Secure FLIGHT REQUIREMENTS

P Gender O Male (& Female

P Date Ufsinh‘Fehruary v||3 vH1553 v‘
Redress Number ‘ ‘ What is this? Learn more about DHS
Traveler Redress here
PASSPORT

If you travel on more than one passport, you will be able to
add them later.

Issuing Cnunlry‘ - ‘

Passport Number‘ ‘

Issue Date | ~|[ ¥ ~]
Expiration Date | ~|[ ¥ ]
Nationality ‘ - ‘

Issuing Authority
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Step 4 (Continued): Birth date and gender are both required for travel. These fields are
located in the TSA Secure Flight Requirements section.

Continue to fill out contact and travel information. You will also be required to answer
security questions for your account.



NOTE: Travel Arrangers:

The new RezDesk now requires travel arranger’s to have a profile filled out in RezDesk.
Travel Arrangers will need to follow the same directions to create their profile as new
users.

(= My Profile :: ADTRAV Travel Management :: service nonstop - Windows Internet Explorer

ngfv | Netpss gt adtrar, com 1o e v & | (&[4[ x] [0 cooce [[#]-

File Edit ‘iew Favorites Tooks Help

< Favorites | 5% ] Delta SkyBonus € Sugnested Sres v @ Free Hotmail

‘%My Profile :: ADTRAY Travel Managsment :: servica ... | | - [ o= v Page - Safety ~ Tools - (@~

»

Py

Welcome to RezDesk: DOC TESTER Log Off

ADTRAV 74\% National Oceanic and

service nonstoo™ YA Atmospheric Administration
DOC TESTER Update Password
fr Home
: [ }nis required sefore You Can Travel: Sec Red Tabs |
2 My Profile - Hide My Info
Full Name: DOC TESTER [edit]
= Contact Information TSA Secure Flight rules require that your name matches your Governmentissued ID.
Address [Edit] Phone [Edit] Email [Edit]
20020 Century Blvd Work: (20} 544-4800 Primary: DOCTESTER@ADTRAY.COM
RM 2124 Home: RezMabile:
Cermantown, MD 20874 Mobile: Alternate 1:
United States Alternate 2:

Account Payment Government Travel Emergency Travel Travel
Questions Options Requirements preferences Contacts Arrangers Affiliations
LUON Travel Arrangers

0 Travel Arrangers Registers. Click Add 1o Register a new Travel Arranger.
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Those wishing to add a travel arranger will now choose their travel arranger from a list of
arranger’s on file.



For Current Users:

(= RezProfiler, Login :: ADTRAY Travel Management :: service nonstop - Windows Internet Explorer

Gi;;" |ﬁ https: rezprofiler. adtrav, com] Account {LogOn?Ret L=z V‘ EYIENRSIES ‘-ﬂ Gongle |)’J -
Fle Edt View Favortes Took Help

< Favorites | 5% ] Delta SkyBonus € Sugnested Sres v @ Free Hotmail

»
‘Qnezpmﬁler Login i ADTRAY Travel Managsment :: se... | | M5 v Bl - ) @ - Page - Safety~ Tooks - @~

—

ADT 7/%

service ncmstop A

REZDESKMN

povesdoy ADTRAV A

Username

Password

Forgot vour usemame? | Lost your passward?

B N
| CrmeYou et ptle |

/ € Internet
‘4 start @ & /7 pecProflerlogini: .. | T ezProfiler Instructio...

Username: is your work email address or email address that you used to create your
profile

Password: Chosen at time of creation
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If a user has forgotten their username they will need to click on “Forgot your username?”
They will then be prompted to enter their primary email address. An email will arrive to
them from the RezDesk system and will provide their user name.

If a user has forgotten their password they will need to click on “Lost your password?”
They will be asked to enter their user name and primary email address. At this time most
users’ username is their email address. If so, the email address will be entered twice here.
An email will arrive to them from the RezDesk system and they will follow the link in the
email back to a screen where the password can be changed.



