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Company 
Resources

Allows you to post or 
upload documents for 

traveler needs or inquiries

Program 
Communications

Allows you to  
create/edit/update  

communications

Alerts
Allows you to inform your 
employees / travelers of 

urgent or important 
information directly on the 

home page
Quick Links
Access to important 

resources
hosted outside of your portal

Overview of Options and Accessing Communications
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Creating Communications 

CREATING COMMUNICATIONS IS  ACCESSED BY CLICKING ON P RO GRAM

CO MMUNICATIO NS (SEE P REVIO US P AGE)

2

4

Selecting Create New  is 
the first step to  begin 
creating a  communication

To Create New Communications, 
you  must complete the field for the 

Title,  select your Type of 
Communication  and choose your 
communication  Priority (refer to 
previous slides for explanation of 
Communication types).
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Publishing Communications
P UBLISHING COMMUNICATIONS IS  ACCESSED BY SELECTING CREATE NEW

Company Resources or Alerts & Company Resources

Communication title is pulled in from your previous input and is only visible to 
you and other communication managers at your company. Choosing to check 
off ‘Alert’ when creating a Company Resource will result in a banner 
appearing at the top of the homepage. Alternatively, choose to create an 
Alert & Company Resource simultaneously (see previous slide).

Title is pulled in from your previous input. This one is traveler facing
and can be different than the Communication Title.

Quick Link

Don’t forget to select the 
Country you want 
communications visible in  
and to Publish.

*For all communications you will be automatically prompted to create the EN translation. This is important because
EN is used as the default for traveler where translations are not available in their preferred language.

5
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Managing Communications

MANAGING COMMUNICATIONS ALLOWS YOU TO EDIT AND UP DATE EXISTING C OMMUNICATIONS

Use Search to find the 
communication title you 
are looking to edit.
You can also choose to 
sort by the following: 
Communication Title, 

Communication Type, 
Status, Priority, or
Expiry Date.

Once you find the 
communication 
you want to 
manage, select it.

Mixed status occurs
when other versions 
(languages) have not 
been published yet for a
given communication.

1

2

6
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Managing Communications II – Adding and Managing Translations

To add translations,
select Create New
Translation.

Next you must complete the
field for the Title (be sure to
have the title translated to the 
language you select), and select
the Language for your 
communication.

3

MANAGING COMMUNICATIONS ALLOWS YOU TO EDIT AND UP DATE EXISTING C OMMUNICATIONS

7

After selecting the communication you want to manage, you will be directed to the communication editor.
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Managing Communications III – Editing

If you are making an edit for a
specific translation, make

sure to select that translation
first.

3

MANAGING COMMUNICATIONS ALLOWS YOU TO EDIT AND UP DATE EXISTING C OMMUNICATIONS

4

5

a

b

c

8

Edit as Draft (a) allows you to  
make edits and updates to a 
communication. Once an edit 
is complete, make sure to 
Save (b) and then select 
Publish (c), this  will update 
the communication.

After selecting the communication you want to manage, you will be directed to the communication editor.
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Managing Communications IV – Expire, Delete & Archive

3

MANAGING COMMUNICATIONS ALLOWS YOU TO EDIT AND UP DATE EXISTING C OMMUNICATIONS

9

After selecting the communication you want to manage, you will be directed to the communication editor.

Expiry Date allows you to 
automatically delete  and archive 
communications based on the  date 
you input.

Delete & Archive allows you to delete 
and  archive a communication. You 
can Delete &  Archive each 
translation, once you select this  
option the document status will 
change from  Published to Archived 
for that given  translation.

You can always go back and 
republish archived communications.
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EASY ACCESS TO IMPORTANT LINKS

Quick Links Guidelines

Quick Links

• A central collection point for travel-program-related URLs

• Top 5 will be featured on landing page, with others accessible via 
“View All” or via “Search”

• Links can be targeted by country / language

• See Communications Guide for details on how to configure

Suggested Quick Links to include:

• Key travel planning tools:

• Visa / passport services

• T&E-related links such as expense and corp. card

• Other policy/process links:

• Meeting request form

• Internal travel-related discussion board/blog
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A HUB FOR TRAVEL PROGRAM RELATED COMMUNICATIONS

Company Resources Guidelines

Company Resources:

• Top 3 will be featured on landing page, with others accessible via “View All” 
or via “Search”

• Landing page can feature both document name and a brief description

• Multiple versions can be uploaded to target individual countries / 
languages

• Traveler search will look through all words in titles and body of company 
resources so include key words to optimize search results

Company Resources should include:

• Travel policy

• Meeting and events policy

• T&E reporting policy

• List of Company locations

• Include preferred airport, ground transport, other travel-related info

• If appropriate, include security-related and other access instructions

• Overview of preferred supplier program

• Intro should explain reason for establishing and supporting program

• Include list of major preferred suppliers

• Traveler “tips” – other information for travelers
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HIGHLIGHTING KEY COMMUNICATIONS

Alerts Guidelines

Alerts:

• Messages that merit “top-of-page” highlighting

• Can be defined with an expiration date

• Display to each user only until they dismiss the alert

• Can be targeted by country / language

• Automatically added to “Company Resources” 

• See Communications Guide for details on how to configure

Alerts should be used for:

• Essential messages that all travelers need to see on a timely basis

• Announcements of significant policy or process changes

• Posting of time-sensitive notifications relating to travel to significant 
destinations (e.g. HQ or other major office locations)

• Promoting training sessions or other travel-related internal events

All other messages are better communicated via Quick Links / Company 
Resources
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Best Practices
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EASY ACCESS TO IMPORTANT LINKS

Quick Links – Best Practices

Quick Links

• A central collection point for travel-program-
related URLs

• Top 5 will be featured on landing page, with 
others accessible via “View All” or via “Search”

• Links can be targeted by country / language

• See Communications Guide for details on how 
to configure
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EASY ACCESS TO IMPORTANT LINKS

Quick Links – Best Practices

Quick Links should include:

• Key travel planning tools:

• Visa / passport services

• Traveler tips – link to GBT’s Atlas articles

• T&E-related links

• Login to expense system

• Corp. credit card info

• Other policy/process links:

• Meeting request form

• Traveler feedback form

• Internal travel-related discussion 
board/blog
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EASY ACCESS TO IMPORTANT LINKS

Company Resources – Best Practices

Company Resources:

• A hub for travel program-related documents

• Top 3 will be featured on landing page, with 
others accessible via “View All” or via “Search”

• Landing page can feature both document name 
and a brief description

• Multiple versions can be uploaded to target 
individual countries / languages

• See Communications Guide for details on how 
to configure
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EASY ACCESS TO IMPORTANT LINKS

Company Resources – Best Practices

Company Resources should include:

• Travel policy

• Meeting and events policy

• T&E reporting policy

• List of Company locations

• Include preferred airport, ground transport and 
other travel-related info

• If appropriate, include security-related and other 
access instructions

• Overview of preferred supplier program

• Intro should explain reason for establishing and 
supporting program

• Include list of major preferred suppliers

• Traveler “tips” – other information for travelers



This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT).
No disclosure or use of any portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.

EASY ACCESS TO IMPORTANT LINKS

Alerts – Best Practices

Alerts:

• Messages that merit “top-of-page” highlighting

• Can be defined with an expiration date

• Display to each user only until they dismiss the 
alert

• Can be targeted by country / language

• Automatically added to “Company Resources”

• See Communications Guide for details on how 
to configure
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EASY ACCESS TO IMPORTANT LINKS

Alerts – Best Practices

Alerts should be used for:

• Essential messages that all travelers need to 
see on a timely basis

• Announcements of significant policy or process 
changes

• Posting of time-sensitive notifications relating 
to travel to significant destinations (e.g. HQ or 
other major office locations)

• Promoting training sessions or other valuable, 
travel-related internal events

All other messages are better communicated via 
Quick Links / Company Resources
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Thank you
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Version History

Version Update Summary Date

1.0 Combined communications manager user guide with guidelines on what to 
communicate 

June 21, 2022

2.0 Combine communications manager user guide with best practices November 30, 2023

3.0 Remove Travel Vitals March 21, 2024


	Slide 1: Targeted Client Communications Guide with Best Practices
	Slide 2: Table of Contents
	Slide 3
	Slide 4: Creating Communications  
	Slide 5: Publishing Communications
	Slide 6: Managing Communications
	Slide 7: Managing Communications II – Adding and Managing Translations
	Slide 8: Managing Communications III – Editing
	Slide 9: Managing Communications IV – Expire, Delete & Archive
	Slide 10: Quick Links Guidelines
	Slide 11: Company Resources Guidelines
	Slide 12: Alerts Guidelines
	Slide 13
	Slide 14: Quick Links – Best Practices
	Slide 15: Quick Links – Best Practices
	Slide 16: Company Resources – Best Practices
	Slide 17: Company Resources – Best Practices
	Slide 18: Alerts – Best Practices
	Slide 19: Alerts – Best Practices
	Slide 20
	Slide 21: Version History

