
The process to print documents begins by navigating to the Alexander + Roberts 
Documents Portal Website, located at https://trips.alexanderroberts.com

Log in to the website using your registered username (email address) and password:

Printing Documents from the Alexander + Roberts  
Documents Portal Website



Once logged in, select the booking for which you wish to print documents:

Once you have selected the booking, navigate to the “Export as PDF” link 
located on the right side of the webpage:



In the pane that appears, you can choose whether to include images in your printout, as 
well as whether or not you would like to include the Trip Attachments. If you choose to 
include trip attachments, you will receive an emailed link to access your documents. If 
you do not include trip attachments, the PDF file will be downloaded immediately. You 
can also choose whether to create a PDF for an individual traveler, multiple travelers, or 
all travelers on the booking.

It is best practice to include the trip attachments, as shown below:



Your documents will be delivered to your registered email address via an email from 
Alexander + Roberts (mobileapp@alexanderroberts.com) and will contain a link to 
download the full PDF. This link is valid for 24 hours. If you chose to export PDFs for 
multiple travelers, each one will have a separate link in the email.

After download the documents, you’ll be able to open them in any PDF reader 
and print from there. 



Each of these items must be printed individually. Click on an item will open it within a 
new browser tab on your computer.

From that window, use the PRINT icon located on the right side of the screen to print 
the item. Then close the window   and repeat this process for all additional items 
located within the TRAVEL DOCUMENTS section.

Additionally, you will also need to print the TRAVEL DOCUMENTS associated with 
your booking, which appear separately from the trip attachments. These items will  
not be included in the PDF, and may include air or rail tickets, hotel vouchers, or  
other important items.


