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Deem Travel Booking Tool User Guide

This document provides practical information to assist Virginia Tech employees efficiently book

and manage travel reservations through the Deem Travel Booking Tool.
1. Overview

The university worked with AAA Corporate Travel to implement the Deem Travel Booking Tool in
spring 2025. Deem is a mobile, cloud-based travel solution that allows employees to quickly
shop for, book, and manage their travel. Deem offers an efficient booking process and reduced
transaction fees compared to booking with a travel agent. All reservations made through Deem
are charged to a credit card managed by the university Controller’s Office, so there is no out-of-
pocket expense to the traveler. At this time, Deem may only be used for the booking of airfare.
While the Deem booking process is very simple, the university Controller’s Office recommends
working directly with a travel agent for the booking of group travel and complex international

itineraries.
2. University Travel Procedures

Virginia Tech’s travel procedures are managed by the university Controller’s Office. The

procedures are accessible through the Controller’s Office Travel website. All travel expenses

charged to operating funds are subject to public scrutiny and must be reasonable and

necessary.
3. Accessing Deem

Deem is accessed from OneCampus utilizing single sign-on. All individuals with a Banner
employee profile have the ability to log into Deem and create a user profile. Students and

guests do not have access to Deem.

@ Deem Travel Booking Tool


https://www.controller.vt.edu/travel.html

4. User Profile

The traveler must log into Deem using a desktop/laptop computer to complete their initial
profile set-up. The traveler’s profile must be completed before any travel reservations are
made. The traveler’s first name, last name, and username (VT email) will auto-populate. The
first and last name fields may be edited, if necessary. The traveler will also need to add their
middle name, date of birth, gender, and time zone to their profile. It is imperative that the

traveler’s full name, date of birth, and gender match their government-issued ID.

Activate your account Tof4

Personal Information

First Name

Johnathan

Middle Name Richard

Last Name

Doe

Suffix v

Username

jrdoe1990@vt.edu

Date of Birth 01/01/1990

Time Zone v

Gender Male v



mailto:jrdoe1990@vt.edu

The traveler will next be asked to add their business phone number and any additional email
addresses they would like to link to their profile. Upon booking, the traveler’s itinerary will be

sent to all email addresses on file.
Activate your account 20f4

Business Contact Info

Country code v Business Phone Ext

Country code v Business Mobile

Additional Information

As the traveler you will receive Emergency Alerts. If you'd like others to receive alerts on your behalf, add b...
Additional Emergency Travel Alerts - Email 2
Additional CC Email

Additional CC Email 2

It is not necessary for the traveler to add their employee number in the following step. The

traveler should simply select ‘Next’ to proceed with their profile set-up.
Activate your account 3of4

Employee Information

Employee Number



The final step of the profile set-up allows the traveler to select their flight, hotel, and rental car
preferences (it is not necessary to complete hotel and rental car preferences since these
bookings are not currently available through Deem). Travelers may also select to add their AAA
or AARP Membership # to their profile. Please note additional airline loyalty program

information may be added in the following step.

Activate your account 4054

Flight Preferences

Search by City Name, Airport Code v
Meal Preferences v

Seat Preference

@ Window
Aisle
& Air Special Requests (Up to 3)
Deaf/Hard of Hearing
Visually impaired traveler
Wheelchair - can ascend and descend stairs
Wheelchair - cannot ascend or descend stairs
Wheelchair - manual

Wheelchair - must be carried

Additional Information

AAA Membership Number (16 digits - no spaces)

AARP Membership Number (no spaces)

| acknowledge that | have read and agree to the Privacy Policy



5. Additional Profile Set-up & Delegates

After their initial profile creation, the traveler will be routed to the Deem home screen. The

traveler may then access their full profile by selecting on the menu in the top, right corner and

selecting ‘Profile’.

Deem 8ok Tips Support

e Welcome to AAA Corporate Travel and Deem

VZ? VIRGINIA
TEGH

B Googery | @ KopStore

Johnathan Doe
jrdoe1990@vt.edu

Profile

Unused Tickets n

Enter Delegate Mode

Sign Out

6am - 12pm

Jun

04
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At this stage, the traveler has the option to add a variety of information to their profile. This
includes but is not limited to: emergency contacts, travel documents (passport and visa
information), airline loyalty program information, payment information (personal credit card for

companion booking), and delegates.

Profile Information

©

Account Information

Provide personal details and how we can
reach you.

©

Travel Preferences

Set your default Preferences for flight, hotel
and car rentals.

©

Unused Tickets

Find unused ticket information from your
trips

Settings

2]

Emergency Contact
Who do we reach out in case of

emergencies.

Travel Documents

Add your passport and visa for seamless
booking experiences

0o

Payment Information

Securely add or remove payment methods to
make it easier when you book

=)

Loyalty Programs

Earn miles and points, find more about the
benefits and privileges

o

Notifications Settings Change Password
Choose notification preferences and how Set your default language, currency, and Update your password and secure your
you want to be contacted timezone account

Organization

Delegate

Manage who can book for you or who you
can book for.

Delegates have the ability to book and cancel reservations for the traveler.

To add a delegate, simply select the ‘+ Add Delegate’ button and look-up the individual in the
search box. Please note the delegate will need to log into Deem and create their profile before

the system can identify them.

2% No one can book for you

Manage who can book for you.

+ Add Delegate

Add a Delegate
Search for someone working in your company to add as a delegate. You should add as a delegate only
people who can book reservations for you.

| Q McGraw| °|

J

j,w Jason McGraw, jamcgraw@vt.edu



To remove a delegate, simply select the ‘X’ next to their name.

2\ 1can book for you + Add Delegate

Q Jason McGraw, jamcgraw@vt.edu €

Both the traveler and the delegate will receive an email when the delegate is added/removed

from a profile.

As a delegate, you can also see the profiles that you have access to.

Delegate S
2 You can book for 2 accounts

@Elenacirmili,eumxzr'@v!.edu (<] estacyKing,ans&jwledL (%]

6. Booking Employee Travel

To book travel on behalf of someone else, you will first want to ‘Enter Delegate Mode’ via the

menu in the top, right corner.

Deem Bk Tips Suppont * x

Round Trip One Way Multi City Coach v

ROA = an Jun 01 6am-12pm  Jun04 12pm - 6pm n

X RECENT SEARCHES

B Welcome to AAA Corporate Travel and Deem

W VIRGINIA
TECH

B Coogertey | @ AppSiors vamn



Johnathan Doe
jrdoe1990@vt.edu

Profile

Unused Tickets o

Enter Delegate Mode

Sign Out

You may then select the traveler you’re booking for.

Select Traveler g

Choose a traveler for whom you want to book or view trips

Q Search for Traveler

Elena Cirmizi
ecirmizi@vt.edu

Stacy King
kings@vt.edu

Cancd Select Traveler .

10
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After the traveler is selected, the system will route you back to the home screen. At the top of
the screen, you will now see a banner identifying the traveler that you are assigning. To exit

delegate mode, simply select ‘Exit” within the banner.

B Welcome to AAA Corpors

a ind Dee!
\ 1N
\

To begin booking, use the search fields on the homepage to find all suitable flight options.
Search fields include ‘From’ (city or airport), ‘To’ (city or airport), departure date and time, and

return date and time.

In the example below, we are searching for flights from Roanoke-Blacksburg Regional airport to
Hartsfield-Jackson Atlanta International Airport on June 1 between 6am-12pm with a return
flight on June 4 between 12pm-6pm. Note times may be adjusted before the search to reflect a

range or a specific time.

X

Round Trip  OneWay  Multi City Coach v
ROA = an Jun01 Gam-12pm  Jun04 12pm - 6pm n

The default airfare class (orange font above search fields) is ‘Coach’. In accordance with
university procedure, premium coach and business-class fares may only be booked on
international itineraries that meet specific criteria. Please review Virginia Tech Travel Procedure

20335e: Air Transportation for additional information.

@ Coach
Premium Coach-Intl 8+ hrs

Business-Intl 10+ hrs

11



The search will return all flights meeting the criteria selected. The results will be sorted by price;

however, travelers may change this to sort based on departure time, arrival time, duration, &

I= Sort By Price

Sort By

Preferred

Price

Departure Time

Arrival Time

Duration

Company Policy

Please note basic-economy fares are not displayed. These are the airline’s most restrictive fares

and change/cancelation options after limited. Other tickets are marked with a red ‘X,

indicating they do not comply with university policy. As a general rule, travelers or their

delegates should select from the main cabin ticket options in the far, left column.

Roancke Municipal Airport (ROA) = Willism B. Hartsfield Internstic a

B Note

Departing Flights

A o

6:00am 7:30am S4ns

$472

6:30am 10:29 am

$472

9:25am 3:21pm

$581 0

$576 @

$576 ©

ROA, ATL

$622 $680 ©

s651 $651 9

3651 9 ses1

12



After a departing flight has been selected, the traveler or their delegate will need to select a

returning flight.

Roanoke Municipal Airport (ROA) = William B. Hartsfield Internatic . Airpor S
e il a8 - v v B (s sares
x X P Trip Total: $468
Selected Departing Flight
6: A ine
Sun. Jun, 202 N
Return Flights I Sort By Price
A °
AT o sa68 . $497 Q@
1:30 pm 2:58 pm $493 $551 9
o
e o
A °
sac8 $497 @ g
5:25pm 6:54 pm $493 $551 9
om « Nor o
P L]
. o
ATL c ROA $472 $522 @ $527 $592 @
1:23pm 5:41pm
n1om < 1 800 on. °
#u

After the flights have been selected, the traveler or their delegate will be asked to review the
trip information. Additional flight details, such as layover time and airline baggage fees, can be

found by selecting ‘View Details’. You may also select your seats at this stage of the booking

process by selecting ‘Select Seats’.

Review your trip

¥ sununor $468

ROA — ATL View Details ) Trip to Atlanta, GA 7

Sun, Jun 01 - Wed, Jun 04, 2025

6:00am — 7:30am » Del:
Coach » Nonstop « Non-Ref

Johnathan Richard Doe

PAYABLE NOW

Flights $468.04
A wep, Junoa

B Rules and Restrictions >
ATL — ROA View Details >

Est. Total $468.04

5:25pm — 6:54pm « Delta Air Lines 5247
Operated By /Endeavor Air Dba Delta Connection

c p + Non-Refundable
Select Seats [Ehange Flights

EcoCheck@

513.28 Kg CO2 e
Carbon footprint of your trip >

=1}

13



To select a seat, simply select on the available seat and proceed to the next flight on the
itinerary. Please note certain selections, such as seats in exit rows or seats with additional leg

room, do not comply with university policy and may not be booked.

€ Select Seats Done

FLIGHT TO ATLANTA (10F 1)

A ROA
Delta

FLIGHT TO ROANOKE (10F 1) 15

A ATL 5 ROA

Show Legends

The trip information will now reflect the selected seats. Select ‘Checkout’ to continue with the

booking process.

Review your trip
X
¥ sun,uNO $468
ROA — ATL View Details Trip to Atlanta, GA Vs
6:00am — 7:30am « Delta Air Lines 2937 Sun, Jun 01- Wed, Jun 04, 2025
Coach « Nonstop « Non-Refundable
m Change Seats Change Flights 7] Traveler
Johnathan Richard Doe
PAYABLE NOW
Flights $468.04
¥ wep, Junoa
B Rules and Restrictions >
ATL — ROA View Details >
x a Est. Total $468.04
5:25pm — 6:54pm « Delta Air Lines 5247
Operated By /Endeavor Air Dba Delta Connection
Coach « Nonstop « Non-Refundable Checkout

=1}

Change Seats Change Flights



At this stage, the traveler or their delegate should review the ‘Traveler Information’. Select ‘Edit’

to view additional information such as date of birth, gender, and email.

Traveler Information PAYABLE NOW
Flights $468.04
Johnathan Richard Doe View details

jrdoe1990@vt.edu
Est. Total $468.04

" “

+ Add Known Traveler Number

+ Add Redress Number

X FLIGHT PREFERENCES Add

W Add Loyalty Program
M Add Meal

fb, Add Special Requests

Under ‘Additional information’, add the HokieMart PO or requisition # associated with the
ticket. This information, which is required to complete booking, is generated from a
HokieMart Travel Agency Authorization issued to AAA Corporate Travel. The estimated cost d
the ticket may be used when creating the requisition. It is not necessary for the amount entered
on the requisition to be an exact match of the final ticket cost. The university Controller’s Office
recommends using Deem to obtain an estimate of the ticket cost to facilitate creation of the

requisition.

Additional Information

Some additional information is required in order to book your trip

PO or Requisition #

The estimated cost of the ticket may be used when creating the requisition.

Enter your PO or Requisition #

P4583534

15
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The traveler or their delegate should then proceed to verify the ‘Payment Information’. All
airfare for employees traveling to conduct university business should be charged to the

university’s credit card. This card is automatically loaded to every Deem profile.

Payment Information

FLIGHT

ROA £ ATL + Coach $406.92
Sun, Jun 07, 6:00 am

Taxes and Fees $6112
Due today $468.04 USD

= vicm

By booking, you agree to the Booking Conditions, Terms of Service and Privacy Policy

Total Estimated Cost
$468.04 USD

After the payment information has been verified, select ‘Book Now’ to complete the booking
process. The ticket will be issued at this point. The booking confirmation will be emailed to the

traveler and all other email addresses linked to the profile.
7. Booking for a Companion, Guest, or Student

To book travel for an individual who doesn’t have a Deem profile (companion, student, or
guest), follow the steps outlined in Section 6 — Booking Travel. After the flight is selected, the

traveler information may be edited after selecting ‘Checkout’

Traveler Information PAYABLE NOW
Flights $468.04

Johnathan Richard Doe Edit View details
jrdoel1990@vt.edu eet. Total sas8.08

+ Add Redress Number

A FLIGHT PREFERENCES Add

@ Add Loyalty Program
S8 Add Meal

f Add Special Requests

16
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When entering the traveler’s information, please remember that their name, date of birth,

and gender must match their government-issued ID.

Under ‘Additional Information’, add the HokieMart PO or requisition # for any student or g&
traveling to conduct university business. If booking for a companion who is NOT traveling to
conduct university business, type “Companion” in the ‘PO or Requisition # field. Companion

airfare may not be charged to the university’s credit card.

Additional Information

Some additional information is required in order to book your trip

PO or Requisition #

The estimated cost of the ticket may be used when creating the requisition.

Enter your PO or Requisition #

Companion

To finalize booking a companion Ticket, the ‘Payment Information’ must be changed to a
personal credit card. A personal credit card may be added at this stage or it may be loaded to

the traveler’s profile as outlined in Section 5 — Additional Profile Set-up & Delegates.

Payment Information

FLIGHT

ROA 2 ATL * Coach $406.92
Sun, Jun 01, 6:00 am

Taxes and Fees $6112
Due today $468.04 USD
] selectaPayment Card

o Credit card is required
By booking, you agree to the Booking Conditions, Terms of Service and Privacy Policy
Total Estimated Cost

$468.04 USD

17



Payment Information (¥ ]

3 AddNewcCard @

@& VTcad

. Doe personal card
@ wisa 2

After the payment information has been updated, select ‘Book Now’ to complete the booking

process. The ticket will be issued at this point.
8. Trip Review and Cancelations

Select the ‘Trips’ button in the top, left corner of the home screen to review Upcoming, Past,

and Canceled trips.

peem Book Support PO @,

E Welcome to AAA Corporate Travel and Deem

W VIRGINIA
TECH

B Googeriny | | & AppStore yvyom

Trlps Upcoming Past Canceled

March 2025

° MAR 16 - 18, 2025 X
Trip to New Orleans, LA

m 2, Elena Cirmizi
la_a N

18



To cancel a trip, simply select an upcoming trip to display the flight information and then select
the button (red font) to ‘Cancel Trip’. Please note each airline has its own cancelation policy.

These policies are not dictated by Deem or AAA Corporate Travel.

M

Johnathan Richard Doe

465421741279140050
cator: COFQCL

u, Mar 6, 2025

ceipt: 0167185456574

PNR
PAD @
Flights $598.66

Total Cost O $598.66

B Rules and Restrictions >

& Cancel Trip >

9. Billing & Fees

As stated in Section 6 —Booking Travel, a HokieMart PO or requisition # is required to complete a
booking. The expense is charged to a credit card managed by the university Controller’s Office at
the time of booking. Departments should not utilize university PCards within Deem. The
Controller’s Office receives a credit card statement on a monthly basis. A reconciliation is then
completed to allocate each expense to the appropriate fund based on the PO/requisition #. The
fee for booking a reservation through Deem is significantly less than the fee for booking directly
with a travel agent. As stated in Section 1 — Overview, the university Controller’s Office
recommends utilizing an agent for the booking of group travel and complex international

itineraries.

Fee Breakdown

Fee Description Cost
Deem Fee $7.00
Agent Fee — Domestic $26.00
Agent Fee — International $32.00

19



10. Customer Service

AAA Corporate Travel customer service information can be found by selecting the ‘Megaphone’

icon in the top, right corner of the home screen.

x

Round Trip OneWay Mult City Coach v
ROA = an Jun 01 Gam-12pm  Jun04 12pm - 6pm a
nec

B Welcome to AAA Corporate Travel and Deem

W VIRGINIA
TECH

B Googertay | & AppStore vyomn

AAA Technical Support (Monday-Friday, 9am-6pm ET)
1-877-463-0543

corporatetravel4@aca.aaa.com (include ONLINE SUPPORT in the subject line)

AAA Reservations Assistance (24/7)

Domestic — 513-762-3200 / 1-800-354-4514

International — 1-888-214-4340

Virginia Tech Travel Assistance (Monday-Friday, 8am-5pm ET)

travel@vt.edu
540-231-0944

11. Additional Resources

Deem Introductory Video

Virginia Tech Travel Procedure 20335e: Air Transportation AAA

Corporate Travel website

20
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https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.dropbox.com%2Fscl%2Ffi%2Fruuzw2p56ouz6l35wtnz5%2FUsing-Deem-with-AAA-Corporate-Travel.mov%3Frlkey%3Dp0xir4e2y2uqp2sy9dbo86n78%26st%3Dcm6vhko0%26dl%3D0&data=05%7C02%7Cbcfoster%40vt.edu%7C8d993ff22e8f4fc9a14108dd51c8d64d%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C638756645214403832%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=aUzla0%2BX5tGaMoYkcquk7%2FelscTPhUUfZi9Z%2BdTY9VA%3D&reserved=0
https://www.controller.vt.edu/content/dam/controller_vt_edu/procedures/travel/20335e.pdf
https://www.aaacorporatetravel.com/
https://www.aaacorporatetravel.com/

