
 

 

Adding new travelers 

1. Go to the Travel Planner. 

 

2. To add a traveler, click on Travelers at top. 

  



 

 

3. This will take you to the page where you and any current travelers are listed. 

  

 
 

4. Navigate to the bottom of the page, and click on the Add traveler button. 

 



 

5. Step 1  

 Begin by entering the traveler’s first name, last name, gender and date of birth, then click Continue.  

 

Important:  

o Name must match government issued ID. 

o Name, Gender and Date of Birth Information cannot be edited once a traveler has registered. 

 

 Any field with a red dot is required.   

 Note: Middle name is optional but should be entered if on the traveler’s government issued photo ID. 

 

 



 

6. Step 2 

Select type of traveler from the drop-down menu, and then click Continue.   

 Note:  Some traveler types may not appear in the drop down list if they are not eligible to add.  For example, if you have already listed twelve (12) D3 

guests, then “Guest” will not appear as an option.  Another example, if you have already have a Registered Companion (RC), then both Domestic 

Partner (DP) and RC will not appear as an option. 

 If your RC, Parent or D3 has been listed for more than a calendar year, you can choose to either delete or replace them.  To check the date added: 

o Go back to your travelers list--click on the individual profile 

o In the first section of the profile information, look at “Date added” field 

o To delete traveler, scroll down to bottom and click “Delete traveler” (if eligible) 

 Once a traveler (except RC or D3) is added to your traveler list, you will be required to provide additional verification documentation.   

Reminder:  If you are not able to verify your dependent travelers, then they will be removed from your travel list. Falsifying anyone who does not 

qualify for dependent travel privileges could result in disciplinary action, including but not limited to suspension; termination of employment; revocation 

of or limitations on the travel privileges; and/or the obligation to pay the full fare of certain travel expenses or fines. 

 For all guidelines, refer to the Travel Guide. 

 



 

 

7. Step 3 – Acknowledgement of the following guidelines and Continue 

 

 
 

 

 

 

 

 

 

 

 



 

8. Step 4 – Enter traveler details 

 Enter their Country of residence and Country of citizenship 

 Enter the address of their residence and phone number 

 Next, note that adding an eligible traveler (spouse, domestic partner and qualified children) or designated parent to your list of Travelers, you may need to 

provide additional documentation as part of the verification process. 

 Note: If initially adding a child between the ages of 19-22, you’ll need to designate if the child is a full-time student. 

                    

 
 

 

9. Optional traveler details - Passport, Secure Flight Information, Emergency contact, and AAdvantage number 

 Click on drop down arrow 

 Enter passport information (if applicable).   

 If applicable, enter the traveler’s Known Traveler number (TSA Pre-Check/Global Entry) or Redress number—otherwise, do not enter anything in 

these fields, even spaces. 

Note:  For Known Traveler Number, names with travel profile, passport, etc. must match exactly, or TSA Precheck may not be not appear on 

verification/boarding pass when traveling. 

 Emergency contact—You can enter this information now, but it is only required if and when they travel internationally 

Note:  Up to two names can be entered per field with one single space in between, but no special characters are allowed.  Also, complete information 

is required—name, country and phone number. 

 Enter the Traveler’s AAdvantage number (if applicable).  

Note: Your travelers will not accumulate miles or receive priority boarding for non rev travel 



 

 

 
 

10. Step 5 - Final acknowledgement 

 If all information entered is correct, click on the check box to acknowledge: 

o The information provided about your guest traveler is accurate 

o You understand that dependent verification may be required to support the relationship of the added traveler as outlined in the Travel 

Guide 

o You also understand and agree to the Travel Standards as outlined in the Travel Guide  

 And then click the Add traveler button 



 

 
 

11. Step 6 – Confirmation 

 You can now email the travel guidelines to your guest traveler. 

 We recommend also emailing your travelers the Non Rev Instructions found under the Travel Guide—Resources. 

 


