
Using
the portal



Manage your company’s account

With the AAdvantage Business™ program, you can enjoy a wide-ranging business travel management solution. 

Get started today using your business’s travel management portal to review account activity, manage your 

registered members, keep track of your travelers in real time and manage miles earned through the program. 

You can also transfer miles to any registered member through the travel management portal to be used across 

the business for future travel, upgrades and more.

Log in Access the travel management portal at aadvantagebusiness.aa.com using your personal 

AAdvantage® program login. 

https://aadvantagebusiness.aa.com


Homepage This is your main dashboard, where you’ll find your company’s details, including the

business account’s miles balance. If your company hasn’t yet met the transfer conditions, you 

can also track your account’s progress towards unlocking your miles.

The homepage also features program updates, tips and the education center to help you get 

to know the program. Need more support? Chat with our virtual assistant to get quick answers 

to your program questions 24/7, or find the contact details for our dedicated support desk.



People Go to the ‘People’ tab to access your traveler and team management tools. Send invitations 

for employees to register as travelers, view pending invitations or even cancel invitations. You 

can also manage your traveler list, adjust roles and remove travelers. Access the bulk invitation 

upload feature to add a list of travelers with ease.



People
(continued)

In the ‘Teams’ tab, create teams to simplify activity tracking and reporting, and to assign 

preferred payment methods and travel policies. To view details or make changes to an existing 

team, click the team name.

View our ‘Managing your members’ guide in the education center for more details on inviting 

travelers to register and managing your teams.



People
(continued)

As a Travel Manager, you can manage your own profile by clicking on your name.  

This allows you to update your team and your communication preferences to help  

you stay connected.

Note: Name changes can only be made through your personal AAdvantage® account.



Trips To view all recent and upcoming travel for your program travelers, visit the ‘Trips’ tab. This view 

helps you track your travelers’ current location and travel dates in case of a major event.

For more trip details, click on the passenger’s name and a pop-up will appear. To make 

changes, click ‘Manage trip’ and you‘ll redirect to aa.com to update.

https://www.aa.com


Policy Set travel policy guidelines for your company in the ‘Policy’ tab, including allowed travel 

experience by flight duration, advance purchase requirements, refundable fare rules and 

more. You can also set route-specific rules for even more customization.

Policies can be assigned at the team level, and you’re able to apply the same policy for 

multiple teams. Any members assigned to the team will see the travel policy guidelines when 

booking a business trip on aa.com or the American app.



Payment In the ‘Payment’ tab, customize payment options for faster and easier booking for your 

registered travelers. You can save new payment methods, assign company cards for traveler 

use or manage available account Trip Credits.

Card access is managed at the team level and details aren’t shared with travelers, helping you 

keep sensitive card information private. Trip Credits can be assigned to a registered traveler or 

can remain in your business account for any Travel Manager’s use.

Assigned payment methods will only appear on a business booking, simplifying checkout for 

your travelers.



Payment 
(continued)

Store as many cards as you need for your business account, just click ‘Add card’ and enter 

payment information. Save and assign the card to one or more teams for use when booking 

on aa.com or the American app.

As Travel Manager, you can also book for other registered travelers using the stored card 

assigned to your own team.

Need help creating a team? View our ‘Managing your members’ guide in the travel 

management portal for more details.



Payment 
(continued)

Manage and track your business’s Trip Credits from past program travel, filtered by available, 

used or expired status. Available Trip Credits can be assigned to any registered traveler to use 

on their next business trip. Assign or reassign unused Trip Credits as needed – there’s no limit 

to the number of changes you can make.

You can also keep Trip Credits unassigned in your business account for general use. When 

booking business travel on aa.com or the American app, available Trip Credits will appear on 

the payment page for any account Travel Manager to use.

You’ll find details on the Trip Credit number, value and expiration date. Keep this information 

handy if booking with Reservations, as they can’t retrieve a Trip Credit number on your behalf.



Reports Explore the ‘Reports’ tab to track booked and completed travel, program spend, miles earned 

or transferred, award travel and monthly statements.

You can apply date filters to your view and download reports as a CSV file to filter further.



Settings Use the ‘General’ tab to update your company information, including business address  

and contact information. You can also find your business account number under  

‘Membership details.’

From the ‘Email domains’ tab, you can set trusted domains to enable a secure registration link. 

Once that’s done, anyone in your company with an active email can register for the program.  

From the ‘Integrations’ tab, you can manage your expense reporting options.

Have more questions?
Contact our customer service team at 877-229-8278, available 7 a.m. – 7 p.m. CT, Monday through Friday. 

Or, chat with our virtual assistant on aa.com or in the American app – available 24 / 7. 

https://www.aa.com/i18n/customer-service/contact-american/american-customer-service.jsp?from=AAdvantageBusinessChatEmails&openchat=true

https://www.aa.com/i18n/travel-info/travel-tools/american-airlines-app.jsp
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