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1. Log into SBT and click on Travel Arranger Dashboard 

2. Find the reservation you want to copy and click on Display 
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3. You see the reservation to be copied  

4. Click on Copy Booking 
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 5/ Click on Change Preselected Travellers 
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6/ Insert the name of a new traveller  
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7/ In return you see a drop-down menu with your own name and a new passenger’s name. Select the name of the new passenger and click 

on Add. If you already have some passengers on a list and you want them to be replaced with the new passenger please clock on Replace 

Selection.  You can add up to 40 travellers repeating Find Users and adding them. Next time when you make Copy Booking you will see 
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a full list of all preselected travellers. You will need to click on the name and proceed. You can make reservations only one by one. It is 

impossible to make a reservation for all travellers in one step. 

 

 
 

 8/ Click on Return to Booking 
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9/ At the top you see the name of the new traveller.  

10/ Trip information is copied from the original reservation. Hence, you need to add updated data. 
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11/ SBT displays available options. Note that the price of the original reservation may not be available anymore and SBT will offer you a 

current price which may be lower or more likely higher. 

12/ Click on Continue 
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13/ Information necessary for completing the booking and Reason Code are copied from the original reservation. Therefore you need to 

update it accordingly. 

14/ Click on Continue and complete the reservation. 


