
Booking as a  
Travel Manager



As an AAdvantage Business™ member, your company earns miles on all eligible employee travel. Plus, employees 

who choose to register can earn additional Loyalty Points* on business travel. You can book and manage all your 

travel in one place on aa.com, and can earn rewards on eligible travel booked anywhere with American.

If booking with an agency, they’ll need to include your business account number in all reservations before travel. 

Your travel agency can find more details on ticketing requirements on our SalesLink® platform.

*Registered travelers begin to accrue additional Loyalty Points after the company meets its qualifying threshold.

Follow these easy steps to book your business travel on aa.com:

Visit aa.com and log in to your personal AAdvantage® account.

Choose your departure and arrival cities and dates, and choose ‘Business’ from the ‘Travel type’ 

dropdown menu. Your company name and a ‘Business traveler’ option will appear.

https://www.aa.com
https://saleslink.aa.com/en-US/documents/Archives/AgencyRef/AAdvantage_Business_Program_ticketing_guide.pdf
https://www.aa.com
https://www.aa.com


Choose to book for yourself or any other registered traveler within the ‘Business traveler’ 

dropdown. Search and select by name to auto-populate all travel details from their AAdvantage® 

profile. You can also choose to book a business trip for a ‘Guest’ in the drop down. Click ‘Search’.

If you’d like to use your business’s miles to book award travel, select ‘Redeem miles’ before clicking 

‘Search’. You can book award travel to more than 1,000 destinations on aa.com.

For more details on using  your business’s miles for travel, view our Redeeming your miles guide.

https://www.aa.com
https://www.aa.com/content/images/aadvantage-business/pdf/en/guide-earn-and-redeem.pdf


Choose your flights from the search results and select your fare. If you’ve set travel policy rules 

for the traveler within the travel management portal, the search results will indicate if the fare is 

within policy guidelines. If booking for a guest, the results will display any travel policy rules set for 

your account’s designated ‘Default’ team.

For more details on adding and assigning travel policy guidelines,  

view our Managing travel policy guide.

https://www.aa.com/content/images/aadvantage-business/pdf/en/guide-managing-travel-policy.pdf


Review ‘Your trip summary’ details and confirm you’re booking an AAdvantage Business™ trip. If a 

travel policy has been assigned for the traveler, you’ll also be able to confirm the trip is within  

policy guidelines.



Traveler details are prefilled for registered travelers. If booking for a ‘Guest’, enter passenger details, 

including AAdvantage® number and work email.

Choose your seats.



Review trip information and submit your payment. If you have a company card assigned for your 

use in the business account, it will be available when booking for yourself or any registered traveler. 

With a guest booking, you’ll need to manually enter the form of payment.

If your business account has any available Trip Credit, you’ll be prompted to ‘Add Travel Credit’ on 

the payment page. Account Trip Credit can be used to book for yourself or any registered traveler. If 

booking for a guest, you can manually enter the Trip Credit number to redeem.

If you’ve selected a fare that doesn’t follow the travel policy for the traveler, you’ll be asked to give 

a reason for the exception before payment. Once confirmed, the reservation will be added as a 

business trip in your company’s travel management portal.



Follow these steps to make changes to your business travel on aa.com:

Log in to your AAdvantage® account.

Go to ‘Manage trips / Check-in’ for a list of your trips. Choose ‘View/Change’ to make edits to a 

specific trip.

https://www.aa.com


Click ‘Change trip’ to make revisions to your travel booking.

If you need to change a trip and have set a travel policy, the search results will indicate which 

fares follow policy rules.

If you need to cancel an award booking, the miles will be returned to the business account 

within 48 hours. If cancelling a non-refundable ticket or a trip booked with Trip Credit, the value 

(minus any fees) will be returned to the business account as a Trip Credit.



Follow these steps to make changes to your employees’ business travel on aa.com:  

Log out of your AAdvantage® account – if logged in, you can only view your travel. 

Go to ‘Manage trips / Check-in’ to search for an employee’s trip. Enter the passenger’s last name 

and 6-letter confirmation code and ‘Find your trip’.

https://www.aa.com


Click ‘Change trip’ to change the booking, or select ‘Cancel trip’ to cancel the reservation.

If you need to change a trip and you set travel policy rules for the traveler, the search results will 

indicate which fares follow policy rules.

If cancelling a non-refundable ticket or a trip booked with Trip Credit, the value (minus any fees) 

will be returned to the business account as a Trip Credit.

Have more questions?
Contact our customer service team at 877-229-8278, available 7 a.m. – 7 p.m. CT, Monday through Friday. 

Or, chat with our virtual assistant on aa.com or in the American app – available 24 / 7. 

http://
http://
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