



UW Profile Self Registration Instructions
	[bookmark: _GoBack]All travelers and arrangers (Travel Coordinators) must Self Register themselves to gain access to the UW Portal.  Arrangers may call 866-986-9539 or UWtravel@carlson.com to inquire and not register.  If booking on behalf of a traveler, that traveler must Self Register first. 

	Items to have readily available include: phone numbers, addresses, frequent flyer, renter or guest numbers and credit card number.



	Step
	Action

	Step 1.
	Log into the following URL https://sbt.carlsonwagonlit.com/register


	Step 2.
	Enter the (case sensitive) information below: 
	Client Identifier
	Company Name
	Password

	FK4
	University of Washington 
	Travel1 




	Step 3.
	Upon reaching the Registration Page, enter the following information:
First Name
Middle Name 
Last Name (Name needs to match government issued photo ID and your frequent flyer accounts exactly) 
Gender
Birthdate
Email address

	Step 4.
	Click on ‘Submit’.

	Step 5.
	An automated process sends a Personal Identification Number (PIN) Mailer to the email address entered on the registration page.  

	Step 6.
	Following the directions on the PIN Mailer, go to the CWT Portal site.   https://sbt.carlsonwagonlit.com/thetravelersite?FK4
PLEASE BOOKMARK THIS SITE as your favorite.
You will be prompted to change your password the first time entering the site.  This password must be at least 8 characters long and include one upper case alpha, one lower case alpha and one number.  Once you are in the booking page, click on “My Travel Profile” tab in the upper right.  *Arrangers do not have to create their profile if they are not traveling. 

	Step 7.
	To add information to the profile, click on ‘Add’ in the appropriate areas of Communication, Air, Car, Hotel, etc.

	Step 8.
	Click on ‘Submit Changes’ to submit all profile changes.  This will sync your profile into CWT’s system.

	 Step 9.
	Click on the ‘X’ on the top right of the Profile screen to close Profile.

	Step 10.
	You will be returned to the CWT Portal page.

	

	
Below are the steps to access your new Portal and Profile:


	Step
	Action

	1.
	Log into CWT Portal using the URL from your PIN Mailer or your bookmark link:  https://sbt.carlsonwagonlit.com/thetravelersite?FK4

	2.
	Click on My Travel Profile on the upper right hand side
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