User Guide — Club Travel
January 2024

Note:
GTP - Global Travel Platform is fully PCI compliant. Your personal profile data is secure within
this platform. In addition, Club Travel complies with all GDPR requirements as per the GDPR

law that became effective MAY 2018.
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Welcome Page

Welcome newU| Test

4 Flight B3 Hotel a8 cor

Recently Updated

Start New Trip

This is your Welcome Page from here you can:

e Book a New Trip — Click to start searching

e Quick Links — Shortcut to access different URL's

e My Trips - View Existing Trips

e Contact Support - Click to see the Training page link and to see the details of your travel consultant
e Click on the icon in the top right screen to update profile at any time

e Sign out

(oo

How to Book a New Trip

From here you will learn how to make bookings on GTP.

Click on Book a New Trip or Start New Trip and a new Tab will open with your trip number.
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° Book a New Trip
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G  Quick Links
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Welcome newU| Test

How would you like to start your next trip

4 Flight Bl Hotel 8 cor

View all

Start New Trip
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A new tab will open and You can then start you search from flight selection or selecting a different product
at the top. The system will generate a Trip Number.

Welcome back newUl

Plar 4 rip

4 Flight B Hotel 8 Car

Find flights for your trip

Round trip Oneway Mutti city
=

8

Add Hotel to this trip

Add traveller 49

Add Car to this trip ©

Completetrip By schedul

+

@ Economy v 2, 1 traveller

Via Allow nearby airports

& a (W &



Roles

On GTP different type of roles can be created and granted different rights for the system.
These roles are created by your administrator and determined by your Employers.
Standard Roles are as per below, however permission might be different within your company set up.

e Traveller: Can make bookings and manage profiles for themselves only.

e Booker/Travel Arranger: Can make bookings and update profiles for themselves and to assigned user
group.

e Travel Manager: Can make bookings and updated profiles for all Travellers/ Can create new users/ Access
To System Settings via Admin Center.

If you are a Traveler your name will be selected as default once you click to Book a New Trip.

4 Flight [ Hotel B Car

Find flights for your trip
Roundtrip One way Multi city Complete trip By schedule
> <
8 \2 Economy v 2\ 1 traveller v
Add Hotel to this trip Add Car to this trip © Via Allow nearby airports
+ Newui Test @ Travel request
LN

If you are a Booker/Travel Arranger, you will have to select the Traveller by clicking on the Icon.

| \2 Economy v 2\ 1 traveller 4
Add Hotel to this trip Add Car to this trip @ Via Allow nearby airports
Add traveller +2 A Travel request



Selecting a Traveller

Once you click to add the Traveller a pop-up box will show from where you can select yourself as the
Traveller, Book for a Guest or Search for a Traveller by typing the name.

*System always gives you pop-up tips if wish not to see the message again just tick the box “Got it, don’t show this message again”

Add traveller

Use as primary traveller (for policy and approval flow)

Search specific traveller

Q

I'm the traveller Add guest

Once you start typing the system gives you a list and narrows down the options the more information you
type. You can the select by clicking on the Traveller’s name.

Add traveller

Use as primary traveller (for policy and approval flow)

Search specific traveller

a i°h| /
@ John Smith /
| ATEST - johnsmith@Atest.ie - johnbooker@clubtravel.ie

The selected Traveller will show at the bottom of the page

*The Traveller can be added at any time of the booking but we always recommend selecting from the beginning, so Travel Policy can be applied.



Booking a Flight

Welcome back Hannah

Plan your next trip

4 Flight B Hotel 8 Car

Find flights for your trip
3~ Dublin, Ireland (DUB) B 12/06/2024 Departure v Anytime v \2 Econ v
L (ondon, United Kingdom - All airports (LON) E 13/06/2024 Departure v Anytime A \2 Econ.. v
Y' Up to one stop v A v 2, 1 traveller v

Advanced search A Allow nearby airports Via

Add Hotel to this trip Add Car to this trip @

% Hannah Starr 10, / ) Travel request m

Intuitive Breadcrumb with navigation - Know where you are at all times, and easily navigate between pages
Multi-Stop: You can select Round Trip / One-way / Multi City

Select to Add Hotel/Car: Once you select your flights the system will take you straight to the Booking page, if
you wish to Search/Book for flights only make sure to untick the box.

You can click on Advanced Search to expand your options such as time filters for Departure and/or Arrival

4 Flight [ig Hotel || Car BB Rail v

Find flights for your trip

Roundtip  One woy  Multicity Completetrip By schedule

= Dublin, Ireiand (DUB) B Departure Anytime ~ Econ ~
Anytime

L. London, United Kingdom - All airports (LON) B Departure v Econ v
Midnight (00:00 - 04:00)

Early (4:00 - 800)

' Up to one stop v 4 ¥ Morming (800 - 12:00) ¥
Afterncon (12:00 - 17:00)
Evening (17:00 - 21:00) .
Advanced search ~ nf airports Via
Night (21:00 - 00:00)

Add Hotel to this trip Add Car to this trip @

@ Add traveller

Enter your Travel details - Select Complete Trip or By Schedule and click “Search”



Clu 2

Complete Trip

Search for Complete Trip will run for the whole package and results will be shown as complete trips with all
segments included. System will always show best results for combined flights.

(o2 ® a (v &
Trip 15080607 [ Dublin [DUB) &5 London (LON)  Jun12 - jun13  Edit =008 -4
a ” Shawing 709 of 705 Results Hide Comparison

price
W - & - w B w
€ - € 823
Non Saop. @ o o3 aa
r—
/ 150p @ an  Gr7 on e am G )
Stops
8 No stops Ty 25%0ps
s cisaso
€78.90 €67.98 €67.98 =
14180
€400 11
asast ase
camos
p— _ 1530 1650 o a
€780
06:50 0B:15
. — L Add o tip
Departure t val Pricing Options
Mo

Easily identify the cheapest/ best/ quickest options from the Matrix. Click on the Airline Logo to see results
of the selected one.

You can change the sort order of the display By clicking on sort by at the top.
Narrow down the results with the filters from the left.

Modify your search from the page of results without starting a new search.

Dublin (DUB) €+ London (LON) Jun 12 - Jun 13 Edit

re

Search for Flight X
Roundrip  Oneway  Mult city Completetrip By schedule
2= Dublin, Ireland (DUB) B 1206/2024 Departure ¥ Anytime v \® Econ v
=L London, United Kingdom - All airparts (LON) B 13/06/2024 Departure ~ Anytime S \8 Econ. =
¥ Up to one stop v A v &% 1 traveller v
Advanced search ~ B Allow nearby airports
Add Hotel to this trip Add Cor to this trip @

Flight Selection

Click on Pricing Options you will be offered all the different fare types on that flight. You can Click to see
More details for a specific flight and/or Fare Rules for each one.

8



. 1h 20m .
British Airways 1530 16-50 E A
= BAS37 Wed, 12 Jun 24 Direct Wed, 12 Jun 24 From
oue LHA €78.90
. 1h 25m N
British Airways 0650 0815 E A
LHR DUB
Pricing Options
More details Fare rules f
Pricing Options X

Cabin Economy (0)

Fare rules

Total price

€000

Flight To London

Select airline fare to combine additional pricing options

Cabin Economy (0)

Fare rules

Economy
British Airways BAS37 Airbus A320
15:30 1h 26m 16:50 From
Wed, 12 Jun 24 Direct Wed, 12 Jun 24 €780
puB LHR .
For round trip
More details
Economy pricing

Nobag Bag Econsel
Details Details Details

Cabin Economy (0)

0 PC Luggage 1 PC Luggage 1PC Luggage
From From From
€7890 €11190 €20090
For round trip For round trip For round trip

Fare rules

Reset

Different Fares

You will be shown alternative fares for the flights you have selected. Certain airlines may have multiple fares,
for example, Ryanair have Standard, Plus and Flexi Plus fares, while other airlines such as British Airways
have fares that do not include baggage.

Low Cost Airlines are instant purchase Tickets and you can easily identify at the top of the fare.
GDS Tickets are issued by the consultant as normal.

You can select your preferred fare from here by selecting the box below the fare you wish to book.



Economy pricing

Nobag Bag Econsel

Details Details Details
Cabin Economy {O) Cabin Economy (O} Cabin Economy (O]
0 PC Luggage 1 PC Luggage 1 PC Luggage
From From From >
€780 €11190 €20090
For round trip For round trip For round trip

Fare rules / Fare rules Fare rules

Booking GDS- Flight

After Selecting the flight to add to your trip cart, system takes you to the overview page where you can see

and confirm all details before completing the booking.
From here you can:

Add more services flight/ hotel/ car

see more details of the selected Flight.

Confirm and Review the details of the selected flight.

Trip to Heathrow APT, GB (LHR) @ Heathrow APT, GB (LHR) | Jun 12 - jun 13

15080607

Trip overview

Add more services Show cancelled items
) Copy trip
4 Flight B1 Hotel a8 co
Cancel trip
Overview  Requests

Wednesday, June 12

o Flightto London  Fenoine aoocms

Wed, 12 Jun
2 01h 20m ¥
__ Brtish Arways 3V5-??2J . . 121|6.§3 o
ed i Direct led, un 2.
b DUB " LHR €11190
Thu, 13 Jun Add payment method
! 0th z5m : Hold flight
—, Briish Airways 06:50 08:15 g
BABIZ Thu, 13 Jun 24 Direct Thu, 13 Jun 24
LHR DUB
More details ~ Fare rules Price Breakdown

Share the quote or the Itinerary before completing the booking.

10

Cart

o Flight To London €111.90

Original currency €111.90
Wed. 12 jun-Thu. 13 jun

Total €111s0

Proceed to Checkout



Trip overview <

Add more services Share Quotes
4 Fiight B Hotel 8 ca B Rail v share ftinerary
Qverview

From the Bottom of the page you can also Add a Hotel or Ground transport before completing the Booking.

Add a place to stay in London,United Kingdom,(LON)

Wed, 12 Jun - Thu, 13 Jun Edit Search hotels

@ + Add car hire in Heathrow (LHR),London, England, UK Search

Seating Selection

Certain airlines only allow seat selection after the flight is booked, if you wish to book seats for a GDS flight
you can request to your dedicated travel consultant from the finalize the booking page by entering Notes to
Agent on the reference fields. *See Below

Select seats X

DUB - LHR

Select special Meals from the drop-down list when available with the Airline for each flight segment.

Click Save.

11



|+'1 Meal

Hannah Starr

—= DUB-LHR

Baby Meal (BBML)
Bland Meal (BLML)
—= LHR-DUB
Children Meal (CHML)
Diabetic Meal (DBML)

Veg Vegan (VGML)

Asian Vegetarian Meal (AVML)

. Kaosher Meal (KSML)
&, Seating

Frequent Traveller Number- Frequent flyer details can be entered, or you can select an existing one if they
have been stored in the traveller’s profile

Extras ~

Please add the required extras

Frequent Flyer

Hannah Starr

DUE - LHR @ new v

Cancel Save

Form of payment for GDS Flight bookings, the form of payment is by invoice and no action is necessary.

If you use your own credit card you don’t have to enter your credit card details during the booking flow for
GDS bookings as this will be Invoiced by your consultant and pulled from your personal profile.

* All credit card information is encrypted and is PCI DSS compliant.

Once you have all the Tabs completed click on proceed to checkout

12



Clu 2

Trip overview Cart
Add more services o Flight To Londen €92.88
Original currency €92.88
4 Flight B Hotel 8 car 12 Jun-Thu, 13 Jur
Total €928
Overview Requests

Proceed to Checkout

Wednesday, June 12

o Flight to London
Wed, 12 Jun
. 01h 20; ¥ To pay
_ ortehanuys 1930 ™ 16550 oo
BAB37 Wed, 12 Jun 24 Direct Wed, 12 Jun 24 :
DUB LHR
Thu, 13 Jun @ Paid by TMC
ol 01h25m .
_ emenamas 0090 08:15 R
BA832 Thu, 13 Jun 24 Direct Thu, 13 Jun 24

LHR buB

More details ~ Fare rules Price Breakdown

Finalize the Booking

**NB** Notice once you Click on Checkout for GDS Flights a reservation number is created (PNR) from this
stage if you wish to cancel the booking please contact your dedicate Travel Consultant.

Read and select to agree to the Fare Rules. Enter the mandatory Reference Fields to finalize the Booking
Transaction Type for Ref.06 please Always select ONLINE option from the drop-down list. * if applicable

[ eera ® a (s b

Jul
x

Trip 15197226

Booking details Cart
°a_-,h-.:r-»-n °I’1nn\‘m.1 tail @ Fight To Londan €9288
[ —
©) Travel Notification ~ . P
Receive notification on behalf of the traveller

Booker Phane Number .
Traveller Phone Number +
Troveller Ema
o Travellers Reference Questions ~
£, john Smith ~

*Name Of Booker

Do You Need A Corry On Bog?

Get Notification on Behalf of the traveller: This setting will disable notifications meant for traveller and will
send notification to the booker only.

**This will disable the calendar attachment from the Travel Plan email confirmation.

Don’t share the Contact Details with airline is selected as default if you wish to share just untick the box.

13



= Contact Details

) ) don't share the below information with airlines ~
For updating changes and in case of emergency

Booker Phone Number n _ _
Traveller Phone Number + _ -

Traveller Email

Notes to Agent can be entered - Special Remarks - These notes will go through to your consultant if you have
any additional requirements that cannot be booked online.

Notes To Agent @

And it will look like this on the preparing itinerary notification

Internal Reference -
NOTES TO AGENT: pls book extra 25 kg bag and also book seat 1 A thaks Adrieanne

Click on Finalize to complete the Booking.

Once the booking is completed you will receive email confirmations with all the details.

Booking Low Cost- Flight

Low Cost Airlines are instant purchase Tickets so the process to complete the booking is slightly different
from a GDS Booking, you can find how to do it on the steps below.

Book a New Trip — Enter your details and click on search as normal.

From the page of results, you can easily distinguish the Low-Cost Flights, they will be highlighted as “Instant
Purchase”. Select the flight you wish to book by adding to your trip cart.

Best Cheapest Quickest

€70.83 €70.83 €70.83 = Sortby

06:50 P 09:40
" o 124m / ; s

o e €70s3
Ae 21:20 et 21:55 &
% . ThiE 13 Thu, 13 jun 2 " Addotip
BRU ous
Pricing Options
More details ~ Fare rules
108
17:55 Zhe 20:40
% ) : A %4
R €708
21:20 e 21:55
&5 13un2¢ vl ¥ "
- BRU DUB ke
Pricing Options
More details  Fare rul
999 BestFight 12
i 06:50 09:40
% 12)un2 ®» 4

€7083

14



Tabs Highlighted with red star are mandatory information and must be completed.

Extras ~

Please add the required extras

@ Baggage 9 Edit
Frequent Flyer V1 Add
*Birth Date & Edit
t Seating Add

*| accept the Terms & Conditions

Contact Details:

Here you must enter the details of who needs to receive the confirmation from the Airline, this email
address will be used to make the booking and to manage the booking directly with the Airline.
NB****|f you select to get notification on behalf of traveller the booking will be made with the email address on your profile.

The system pre-populates the field with the booker or the selected traveller details, from here you can
change and update for any other of you choose. Click Save and Close.

Extras V

Please add the required extras

Contact details
Contact phone

+ 353 - 85 - 1232354

Contact email

hstarr@clubtravel.ie /
Camcel

Frequent Flyer 111 Add
@ Ancillary Services Add
* Birth Date % Edit

Ancillary Services:

From here you can add to your flight ancillary services as Priority Boarding, Cabin and Checked-in Baggage
When available with the Airline.

Select from the drop-down list and Click Save and Close.

**NB** If the option is not showing on the list it means is not available for this flight with the Airline.

15



Extras

Please add the required extras

[l Baggage

John smith

1 bags - 10Kg total - 0.00 EUR e

Cancel Save

Seating:

Book Seats when available with the Airline. Select Seating and click on add

\'E Seating Add

*| accept the Terms & Conditions

Hover over the seat to check the fares and click to select. The selected seat will be highlighted in blue.

Select seats X

DUB-BRU BRU -DUB| ‘\

A B c 5] E F
John smith
128« €16.99 a7 2 7 7 a7
a7 a7 a7 3 7 a7 a7
€7 €7 a7 4 7 7 ey
@7 €7 7 5 &7 a7 a7
Reset
@7 €7 7 6 &7 &7 a7
Occupied
Available @z (a2 a2 7 €2 €2 2
. Preferred
€2 €z &2 g €12 &2 £z
. Extra leg room
9
o Selected €12 €2 9 €12 €12 €12

128 -€17 5 e :

Preferred Seat
Extra Leg Room | ©* [0 il a

Extra:
£16.99

Cancel Save
Seat reservation changes may incur new fees \

16



To change the selected seat just select a new one by clicking.
To remove the selection, click on reset.
Select your Next Segment and Click Save or Save and Close.

You can easily switch from Outbound to Inbound Seat Map Availability by clicking as below:

DUB -BRU BRU-DUB

N

Frequent flyer details can be manually entered at the time of the booking for Low Cost Flights.

Frequent Traveller Number:

Frequent Flyer

John smith

DUE - BRU @Ncw v
\ Cancel \

If you have a frequent flyer number stored on your personal profile, you can add this to your booking by
selecting the ' Existing' option and selecting it from the drop-down list.

Click Save and Close or Save and Next.

Date Of Birth:
If you have entered the information on “My Profile” it will be pre-populated.

Date of birth is a mandatory field when booking Low Cost flights.

**If you update Date of Birth after entering the form of payment the page will be refreshed and you will have to enter the Form of payment again**

Birth Date
Mr. John smith

Bl 10s05/2000

17



Form of Payment for Low Cost bookings is credit card.

The Club Travel HRG credit card is embedded into the system if you use the TMC card and no action is

necessary.

If you use your OWN credit card it will either pull from your personal profile or you can manually enter your
card member on the booking page. For web bookings you have to enter the CVV as these are instant

purchase tickets.

Card details

o Flight to Brussels  renoine sookne
o 2028
Agaress Wed, 12 Jun
RELAND per Lingus 06:50
- % £1830 Wed, 12 Jun 24
DUB
Zip cade*
o porver Thu, 13 Jun
Strest
30 LOWER ABBEY STREET per Lingus 21:20
% Ei639 Thu, 13 Jun 24
BRU

B

[P,

©os2s

01h 50m

Direct

01h 35m

Direct

» 09:40 To pay
Wed, 12 Jun 24 P
BRU
@ Paid by Traveller
21:55 @ v required
Thu, 13 Jun 24
puB
More details ~ Fare rules Price Breakdown

After you completed all information and added your extras, Read the Fare Rules and select “l accept the

terms and conditions” to agree with terms and Co

click proceed to checkout

Trip overview
Add more services
4 Flight Bl Hotel A ca B Rail v
Overview
Wednesday, June 12

°FlighttuBrussels PENDINGBOOKNG | (D 1430

Wed, 12 Jun
. 01h50m
Q‘ Aer Lingu: 06:50
s Wed, 12 Jun 24 Direct
DUB
Thy, 13 Jun
. 01h 45m
* Aer Lingu: 1020
st Thu, 13 Jun 24 Direct
BRU
=]
Extras

nditions.

09:40
Wed, 12 Jun 24
BRU

11:.05
Thu, 13 Jun 24
DUB

More details  Fare rules

18

To pay

€70s83

@ Paid by TMC

Price Breakdown

Cart

o Flight To Brussels €70.83
Original currency €70.83
Wed. 12 jun-Thu. 13 jun

Totgl £70
Proceed to Checkout |




Finalize the Booking

Enter the mandatory Reference Fields to finalize the Booking if applicable.
Notes to Agent can be entered - Special Remarks - These notes will go through to your consultant if you have

any additional requirements that cannot be booked online.

Booking details Cart
° Review & Select e Booking details 3 Confirmatior e Flight To Bt

€708

B don't share the below information with airlines ~ | Total €703

I Book and Finalize I

raveller Email

o General Reference Questions ~

NOTES TO AGENT ©

6 Travellers Reference Questions -

&\ Tech Test ~

*REASON FOR TRAVEL ©

*APPROVER NAME O
*BOOKER NAME ©
Debtor @

Clerk Code @

Don’t share the Contact Details with airline is selected as default if you wish to share just untick the box.

Click on Book and Finalize to complete the Booking. A pop-up will show advising the booking is made click on
Close.

Once the booking is completed you will receive email confirmations with all the details.

Booking Flights & Hotel

If you wish to book a flight and a hotel all together select the option “Add Hotels to this trip” at the
beginning of your search.
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4 Flight B Hotel 8 Cor B Rail v

Find flights for your trip

Roundtrip Oneway Muiti city Complete trip By schedule
2= Dublin, ireland (DUB) L London, United Kingdom - Heathrow APT (LHR)

8 Wed, Jun 12 Thu, Jun 13 \8 Economy v 1t v

Advanced search v Allow nearby airports

* Add Hotel in London Close search Add Car to this trip ©®

Hotel for trip

@ London,United Kingdom,(LON) a

B wed, jun12 Thu, Jun 13 3 1Room v 2 1 traveller v

B v

—

Once you enter the flight details the hotel fields will be pre-populated with the same information, where you
can manually change if necessary. Click Search

First system gives you Flight results, once you select your flights adding to your trip cart system takes you
directly to the Hotel results page where you can choose and select to add to the trip cart.

After selecting a hotel room option, you will be taken to the trip cart to review the selected products and
complete the booking as normal.

I’f”.""""“"'GB ) London, GB | Jun12- Jun 13 2

Trip overview < i Cart

o TheMontague OnThe  €316.45
Gardens

Add more services

4 Flight B Hotel 8 co @ Rail v
o Flight To London €899

Overview

Wednesday, June 12 Total €395.44

i3

The Montague On The Gardens

Travelsavers , an intimate and cosy space for a sin...
ble 12 Ko €O €316+
Wed. 12 Jun - Thu, 13 jun, 1 Night. 1 Room

More details >

Flight Booking By Schedule

Booking By Schedule allows you to select and mix two different Airlines for example Booking with 2 different
airlines on low Cost, Aer Lingus from Dublin to London and Ryanair from London to Dublin, However, please
note that:

You will get 3 Confirmations one from GTP to confirm you booking and one from each airline, one for
Outbound and one for Inbound, so please ensure you have them both when travelling.

This means then that you will need to 2 sets of Check in, one for each airline.

If one of the journeys originates in a Non-Euro (for Euro Accounts) and / or Non-GBP (for GBP Accounts),
then Rates of Exchange will be applied to the Invoices to cover currency fluctuation.

20



When you click to Book a New Trip, please select to do the search By Schedule and the Click on Search.

4 Flight Ea Hotel 8 Car B Rail v

Find flights for your trip

Round trip One way Multi city Complete trip | By schedule

i" Dublin, Ireland (DUB) ﬁ Brussels, Belgium - National (BRU)

E Wed, Jun 12 Thu, Jun 13 \__u Economy v 2 1 traveller v
Advanced search v Allow nearby airports

Add Hotel to this trip Add Car to this trip @

First you will be given options for the Outbound Flight, Select the one you wish to book.

Search ) Flights /

Q X DUB to BRU o BRU to DUB
Select flight Medify

Price
€ 35 - £ 4461 Showing 134 of 134 Results < In policy ©
Py ®
A b Best () Cheapest Quickest
€35.91 €35.91 €35.91 = Sortby
Stops 1h45m 1h 45m 1h 45m
No stops €35.91
1 stop €101.27 10 Best Flight &) Instant
Preferred airlines s From
X m 3
Select all Clear all AerLingus 17:55 20:40 P €3591
‘ﬁ 1638 Wed, 12 Jun 24 Direct Wed, 12 Jun 24
Aegean Airlines €381.60 DuB BRU
Air Baltic €255.78 Pricing Optians
icing Option:
Alr Canada cea3e8 More details ~ Fare rules
Air France €214.64

View more v
10 BestFlight &) Instant

Times
From
Departure time  Arrival time ferLingus 06:50 Lh49m 09:40 A £3591
[— E . Wed. 12 Jun 24 Direct Wed, 12 Jun 24

Once you select your Outbound Flight system will give you the options for the return Flight.

You will see at the top the flight you have selected for the outbound.

21



/

Search ) Flight
Q x PR 17:55
% ed. 12 Jun 24
DUB
Price
€ 36 - € 444a er: -
: Moty
»r——
Showing 144 of 144 Results
Stops
No stops €3591
Cheopest
€101.27
1stop €36.92
188
Preferred airlines
Select all Clear all
10Best Flight @
Aer Lingus €3591
Air France €21464
Austrian Air €4165.95 21:20
British Airways €12095 Tho 13
Brussels Airlines €489.06 BRU
View more
Times

Departure time ~ Arrival time

Quickest
€36.92
sh 34m

More details  Fare

.

rules

After selecting the return Flight system shows a summary of the selected flights, and highlights that you are
booking Two separated tickets. Click add to trip.

Trip 15298615

Search ) Flights

DUB to BRU
1785 - 20:40

BRU to DUB
13:15 - 22:20

Select best combination

Flights

Aer Lingus

EI638

Lufthansa
LH1011

Lufthansa
LHog2

DUB-BRU 17:55 - 20:40

BRU - FRA 13:15- 14:15

FRA - DUB 21:10 - 22:20

More details

Additional pricing options ¥

Dublin (DUB) ¢ Brussels (BRU)

Your selection
This is the combined flight you selected

Economy (€} 0 bag(s)
Economy (K) 1PC
Economy (K) 1PC

Fare rules
€169.98
Per travelle:

SAVER

CLASSIC

CLASSIC

Add to trip

View selection >

From here you will complete the booking as normal, however as you are booking with two different airlines

you will have to complete the additional information for each flight.

After you entered all the information and confirmed all details Click on Checkout

To complete the booking Click to accept the terms and conditions.

Enter the reference Fields if applicable, Click on Book and Finalize.
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Overview

Wednesday, June 12

o Flight to Brussels  FEnDiNG BookiNG © 1432

Wed, 12 Jun To pay
€3591
. O1h45m .
Aer Lingus 17:55 20:40
e, Wed. 12 Jun 24 Direct Wed, 12 Jun 24
bug BRU @ Paid by TMC
O Instant Purchase More details  Fare rules

Price Breakdown

Extras
Please add the required extras
&) contact details @ Edit
Frequent Flyer ~ ¥1 Add
@& Ancillary Services Add
*Birth Date & Edit
&, Seating Add
*l accept the Terms & Conditions
Thursday, June 13
o Flight to Frankfurt PENDING BOOKING E
Thu, 13 Jun To pay
€134.07
Lufthansa X 10h 05m :
o1t 13:15 . 22:20
Operated by Thu, 13 Jun 24 1 stop FRA 06h55m Thu, 13 Jun 24
Lufthansa CityLine  BRU DUB @ Foid by TMC

More details  Fare rules
Price Breakdown

Extras v
Please add the required extras

FrequentFlyer /1 Add

¥4 Meal Add

t\ Seating Add
I *| accept the Terms & Conditions I
Contact Details ) ; . -

B don't share the below information with airlines ~

For updoting changes ond in case of emergency
Traveller Fhone Mumber + - -

Traveller Email

Don’t share the Contact Details with airline is selected as default if you wish to share just untick the box.
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Hotel Booking

From the GTP Main page Click on any of the Start New Trip options

4 Flight Bl Hotel 8 car B Rail v

Recently Updated

Continue building and editing your trips View all

%] NoUpcoming Trips Start New Trip

Select the Hotel tab and enter the details.

Destinations and Preferred Hotels can be selected from a drop-down list if determined by your Employers.

4 Flight|] [ Hotel | & Car B Rail v

Book and stay at your hotel
9 n]

B [ 1Room ~ 2\ 1 traveller v

Advanced search v

4 Flight Ea Hotel 8 Car B Rail v

Book and stay at your hotel

0 o / .

Dublin office - Rathmines

Dublin, D06 F2H7, Ireland v
Dublin

Ireland, (DUB)

Dublin

Ireland (DUB)

Dublin Castle .
Dublin, IE (DUB)

Arklow
Dublin, IE (DUB)
Aughrim

Dublin, IE (DUB)

Balbriggan
Dublin, IE (DUB)

D @ @@ > B #

**|f you make the hotel booking in conjunction with the air reservation, destination, dates and trip purpose information are prepopulated**

Hotel availability

Display of Hotel Results - From here you can:

Modify your search parameters as dates, destination and distance from the original destination.
Use the filters to narrow down the results.

Sort the Display. You can use the filter option to sort the way the options are displayed
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':';lzp:) ggublm "“f ) Dublin, krelond. (DUB) Jun12-Jun13 | 1Room | Edit AR
¥, Search
3
i View on map Showing 182 of 182 Results < In policy Sortby Most recommended
= Hotel Riu Plaza The Gresham Dub... €209.00
*hrx 2
——— P 23 UPPER O CONNELL STREET (0.1 mi from your los —
951 @ Agencyrate 5 Propaid
°
e [ J— More dots
€ 35 = €1000001
* - ):o.llt:ay Inn Express Dublin City C... €19100
28-32 O'CONNELL STREET UPPER (0.1 i from your lacation) :
. 5 Poy ot hotel
Sustainability ® il B
Only Eco Certified Proper 1
Stars EEE ovooeus More details
1 o (3% || gn || s
VLA ] .
¥ W Point A Hotel Dublin €188
Payment | 00
r J 17 19 MOORE LANE (0
e pon i ' [ B A E P Y —— 3 Poy ot hotel v
Change to a Map View. You can view the hotels on a map view instead of a list view.
Trip to DUB - Dublin DUB - Dubiin, Ireland, (DUB) Jun12-Jun13 | 1Room | Edit =8 =1
15298821 ==
£180 a Chaivr “
Search ) Hotels Search this area # Q i
: T wanoens
Showing 11 of 190 Results < In policy © Sortby Most recommended Vil - b XEViN'S i) q‘ €368
3 €242 g J
_—t 5 osx-.mm
] m &
T™C 2 = (i) Q s
€235 )l Victoria Eye and
o ,m‘.nyo [y A ane Al Dublin
i : €231 P o
The Devlin Hotel £19200 g €339 "q,,» @
* ok ok k . e
1 Room - 1 Night L B oamouth Elin pg
117 TO 119 RANELAGH ROAD (0.0 mi from your location) (am| 9 Square .
5 Pay ot hotel LIk oy
. ngton 1
’ @
56k cOn ; Y 5 —
Qociis @t Y&
amapeus e, BARRACK he Hill Pub 3

Clayton Hotel Burlington Road Qouerlr©

* %k Kk i

€237.00
BURLINGTON ROAD UPPER LEESON STREET, DUBLIN 4 (0.4 mi i v
from your location) -
B3 Pay at hotel
@ Agency rate 5 Pre paid
88 Kg CO2

More details

O0utof policy @

Hilton Dublin
ok ok ok

From

€231.00

1 Room - 1 Night

CHARLEMONT PLACE (0.6 mi from your location)

Herbert P

w® & s »
: L4 &
Swan Lv\auvev , RANELAGH 0

5
8 S ™ St " A ¢ — Donnybrook »’4119
i o5 1T 0N €192
3 o R McSorieN
R McSorley v RY
we e
e ® castenood ™ - DONNYBROOK
9 Al A A Sandford Park School 9 Mckross Pk Co\\egeo 3
iz} - k1 Morton 9 A o Q
@ Begrave Rd = Energia Pa
o e (Donnybrook Stadiun
o N

:»um'o

s
.
o

Aoy B8

[,

Milltown Park
) wndsor Rd = 1
Gonzaga College SJQ MILLTOWN PARK +
oCm‘HoHy:, Fish Company q
o U o Ashton's Gastro F
P Auto Vision € =) -
—~n = Mator Com je Terme

Identify Any special rates looking for your Company Logo, Club Travel logo or the TMC logo on the left.

Hover the mouse over the Hotel and click to see Room and Rates available.

*For your convenience, your preferred hotels are retrieved first. A complete list of properties will be available in a few seconds.

Hotel selection

Once you have selected, you will be shown further information about the hotel including photographs,

facilities, description, and the rates available.
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Search ) Hotels ) The Mayson Hotel

The Mayson Hotel

82 NORTH WALL QUAY (1.8 mi from your location) @D Agencyrate g4 kg co:

< (|

mwew hotel on map

Amenities Overview
Air Condition Bar

Internet

Meeting Facilities Parking
Restaurant

Check in Check out
Wed, 12 Jun Thu, 13 Jun
15:00 12:00

If you Wish to share quotes just click on Share Quotes and select the options, you wish to send by email.

Dates can be changed from the top of the results page.

Special rates and Cancellation Policy will be highlighted.

Share Quotes: O of 4 selected Select hotel rooms to share

Amenities  Overview

Air Condition Bar
Internet
Meeting Facilities Parking
Restaurant
Price Showing 5 of 5 Results
€ 191 - € 329
® PY Club travel , double room-min 12sqm-dbl bed-wifi-ac-

heating -safe-tea-coffee-, tv-phone-trouser press double
Payment room-min 12sgm-dbl bed-wifi-ac-, heating -safe-tea-
coffee-tv-phone-trouser press

Pay at hotel 5
Refundable () 5
1 Bed & breakfast
% Agency rate
Amenities Refundable @ Terms & Conditions
amapeus
Agreement
No Agreement 4
Best available rate -room only , double room-min 12sgm-
™e ! dbl bed-wifi-ac-heating -safe-tea-coffee-, tv-phone-
trouser press double room-min 12sqm-dbl bed-wifi-ac-,
Suppliers heating -safe-tea-coffee-tv-phone-trouser press
amapeus

& share

C)

Check in Check out

Wed, 12 Jun Thu, 13 Jun
15:00 12:00
Inpolicy ©  Sort by Price v
Total price
€192.00

1 Room -1 Night

5 Pay at hotel

Price details

Qoutof policy ®

Total price
€261.00

1 Room -1 Night

3 Pay ot hotel

Click on the Terms and conditions to see more details. A Pop-up screen will show.
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Terms & Conditions

Rate Description
CLUB TRAVEL , Double Room-min 12sgm-dbl bed-WiFi-AC-heating -safe-tea-coffee-, TV-phone-trouser press Double
Room-min 12sqm-dbl bed-WiFi-AC-, heating -safe-tea-coffee-TV-phone-trouser press

Cancellation Policy
Cancellation after 00:00, Tue, 11 Jun 24 will be charged 1 night(s)

Select the room to continue to the trip cart.

Complete Hotel Booking

Trip overview < 3 cart

Add more services @ ™heMoyson Hotel €19200

4 Fight B Hotel 8 ca B Ral
Toto €192.00

Overview
Proceed to Checkout

‘Wednesday, June 12

1 Night ot DUB

The Mayson Hotel .
Club travel , double room-min 12sqm-dbl bed-wifi.. €192

Refundoble 37 kg €
Wed, 12 Jun - Thu, 13 Jun, 1 Night. 1 Room

1y TME.
Mare details =

Extras

Piease add the required extras
Loyolty number Add
Special request add

Confirm the Details as Dates, Hotel, Room Type and Traveller’s name.
Hotel Loyalty card can be entered on the finalise page.

Enter a New one or use the one you have set up on your profile.

Extras v

Please add the required extras

Loyalty number

@ new

Hotel chain Loyalty number

Cancel Save
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Clu

Form of payment for Hotels

The Club Travel HRG credit card is embedded into the system if you use the TMC card and no action is
necessary. If you use your OWN credit card it will either pull from your personal profile or you can manually
enter your card member on the booking page.

* All credit card information is encrypted and is PCI DSS compliant.
Wednesday, June 12

1 Night at DUB PENDING BODKING E

The Mayson Hotel To pay
Club travel , double room-min 12sgm-dbl bed-wifi... €192

Refundable 37 kg €Oz

Wed, 12 Jun - Thu, 13 Jun, 1 Night, 1 Room

More details DRslELe
Once you complete the information click on proceed to checkout.
Trip overview < i Cart
Add more services @ The Mayson Hotel €192.00
4 Flight B Hotel a ca B Rail v
Total €192.00
Overview

Wednesday, June 12

1NightatDUB *

The Mayson Hotel o pay
Club travel , double room-min 12sqm-dbl bed-wifi... €19200

Refundable 379 0z
Wed, 12 Jun - Thu, 13 Jun, 1 Night, 1 Room

More details >

Enter the Reference fields to complete the booking if applicable.

The reference fields can be free text or a drop-down list, can be mandatory and must be complete in order
to make a booking.

Click on Book and Finalize to complete the Booking.
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Trip to The Mayson
15332027 @

Booking details Cart

° Review & Select ° Booking details 3 Confirmation @ The Mayson Hotel €192.00
1 Night, 1 Room

@ rovel Notification ~ Totol €192.00

Receive notification on behalf of the traveller Book and Finalize

(This setting will disable notifications meant for traveller. and will instead send notification to your email)

o Travellers Reference Questions ~

&\ Tech Test ~

“REASON FOR TRAVEL ©

*APPROVER NAME &
*BOOKER NAME ©
Debtor @

Clerk Code ©®

Contact Details on Booking Confirmations

In all cases, when finalising a Booking in GTP before selecting the option for 'Book and Finalize', you will have
the option to choose if you wish to share your contact information with the Airline.

The system defaults do NOT share this information with the airline.

Untick the box if you wish to share your information with the Airline as Email Address and Phone Number.

'_cc""tjft DE::’:'; I |! don't share the below information with airlines nI rotal £12810
r updating changes and in case of emergency -
r ~
Traveller Phone Number + - - Book and Finalize
Traveller Email
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How to Identify Negotiated Rates and Preferred Hotels

Negotiated Rates for Hotels and Flights can be loaded into the system.
The HRG/Club Travel Rates are already loaded, and this will be identified by the TMC/Club Travel/HRG Logos.

If you have Negotiated Rates, then your company logo will Show.

Best (O Cheapest Quickest

€486.84 €486.84 €486.84

22h 25m

Sort by

Agreement Code: Agency Private Fare
PTC: ADT

2.64 Best Flight ® Agency
Q Out of pelicy

. &h 05m o
% Eurowings 12:45 . 18:50 @
EWD395 Wed, 17 Apr 24 1 stop DUS 2h55m Wed, 17 Apr 24 From
ous LHR €486.84
. 16h 20m o +1
Eurowings 19:35 . - 11:55 @
EW9463 Thu, 18 Apr 24 1 stop DUS 13h10m Fri, 19 Apr 24 Add to trip
LHR DUB

Pricing Options

More details  Fare rules

For Hotels you can identify Negotiated Rates added to you list by hovering over agency rate below.

Click on View Rates to check the available fares.

. From
Hotel Riu Plaza The Gresham Dub...
€213.00
* &k 1 Room - 1 Night
23 Upper O Connell Street (0.1 mi frem your location)
- 1 B Pay at hotel
r S Pre po

View rates

More details

aMaDEUsS

OOP- Out Of Policy

Travel policy might be applied to your booking depending on your company set-up, if that is the case product
will show as Out of policy and if you hover the mouse over you can easily identify a brief description.

| : Y in o
. . r | amMaDEUsS Hotel cost per night is greater than 230
EUR CONTINUE AND SEND FOR

APPROVAL

Q0ut of policy O

THE MORRISON DUBLIN CURIO ...
* Ak ok ok

From

€324.00

O d Li 0.4 mi f locati
rmond Quay Lower ( mi from your location) 1 Room - 1 Night

@ — B Pay at hotel
= Pre paid
fere o

amMabDEUs Meore details
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An OOP product can be booked if permitted within your company travel policy. You will be able to select the

product to book and proceed to checkout.

However, from the checkout page you might have to send for approval or to enter a reason to book out of

policy, this can be a drop-down or a free text box.

Wednesday, June 12

1Nightat DUB  PenDinG BookiNG

The Morrison Dublin, Curio Collection By
Hilton

Amex gbt hilton-honors semi-flex room only., king ...
Refundable 36 Kg cO2

Wed, 12 Jun - Thu, 13 Jun, 1 Night, 1 Room

More details »

Out Of Policy *

Hotel cost per night is greater than 230 EUR CONTINUE AND SEND FOR APPROVAL

/"

Cart

(@ The Morrison Dublin, Curio £360.21
Collection by Hilton
Qout of policy @ Wed, 12 Jun - Thu, 13 Jun

1 Night, 1 Reom
To pay
Total €360.21
€360 :\
Proceed to Checkout

& Paid by TMC

An OOP product will always be highlighted to you and if booking out of policy is not allowed within your

company travel policy you will not be able to select.

Pricing Options x

Flight To Dublin

Select cirline fare to combine additional pricing options

Economy

Jetblue 96341 AIRBUS A320-212

20:00 e 08:45*
13 Jun 24 Dinect i 14 Jun 24 €650s7
ous

For round trip

JFE

More details

Economy pricing

Dn

Details

€G“5037 RESE[
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Approval Flow
If your company mandates approval for bookings that fall outside of policy, the approval process will be
initiated at checkout once a justification is selected from the drop-down menu or entered as free text.

The Approval Process will resemble the following steps:

Once you have entered a justification and accepted terms and conditions you will be able to proceed to
checkout, here you will click on ‘submit for approval’.

Booking details cart
° Review & Sclect ° Booking details 3 Confirmation G Academy Plaza Hotel €12255
o Travellers Reference Questions - Total €122s5

&, Hannah Starr -~

Submit for Approval |

* NOTES TO AGENT ©
TEST

* COST CENTRE @
NO

DIRECTOR NO &

REASON FOR TRAVEL ©

MEETING ID @

POLICY REASON ©

Once the booking has been submitted, the designated approver will receive an email notification, which will
allow them to easily approve or decline the trip in the email. Logging in is not necessary. The approver can
also log in to GTP and approve from there.

B

Dear Lygia Santo,

Hannah Starr's travelling to DUBLIN, on 12 March 2025 needs your approval for trip (18996793).
Please be advised, fares are subject to change until itinerary is finally issued and confirmed.

E=Hotels
Destination Hotel Name Check in/Check out Cost
DUB Academy Wed,12 Mar 25 - Thu.13 Mar 25 €122.55

Plaza Hotel

@ Hotel cost per night is greater than 100 EUR - Continue and send for Approval
Justification: Lowest Fare Available

Internal Reference

NOTES TO AGENT: TEST
COST CENTRE: NO
CLERK CODE: YX
DEBTOR: XYZAB
TRAVELLER ID: 112211
clerk code: YX

Total cost: €122.565

(% Decne _J v sorrov
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Upon clicking ‘approve’, the approver will get the following screen:

You can view the status of your booking in ‘My Trips’.

Temtans

Trip overview
Trovelers

@ s | ©
Add more services.

4 Fight B ot A cor © Rail v

Academy Plaza Hotel

Travelsavers by hoteirez 0. cossic single room -1 .
Refundobie 29K €O
Wed 12 Mor - This 13 Mor, 1 Nigh. 1 Room

More detots > S

© rawson

Confimarion Member: 103855E001950
Comors ghee: +353 1 470666

Terms & Conditions

In Approval — booking is waiting to be approved
Finalized — Trip has been approved and issued
Declined — Trip has been declined by approver

Cancelled — Trip Cancelled

A Tt

Dublin, IE | Mor 12 - Mor 13

Oouestpoie @

€122

Your cortis gty

When there is More than one approver assigned to you, you will have the option to choose which approver
to select. It is your responsibility to ensure the selected approver is available to approve the booking.

Booking details
° Review & Select ° Booking details.

3 Confirmation

e Trip Approval

“Step 1

Select approver

SOL VOMSOWSKI

Lygia Santo

33

Cart

QO Leonardo Dublin Pamell - €130.00
Street
Wed, 19 Feb - Thu, 20 Feb
LNight. 1 Room

Total €13000

Submit for Approval



As an approver, if you are not available or out of office, you can add a back up approver to your profile by
opening your profile and assigning another approver. Approvals will be directed to the back up on your
behalf.

@ @ nE~

Hannah Starr

CREE 12 Hours Sunday (@ Monday

TRAVELLER ©

Approval for Low-Cost Flights/ Instant purchase Flights

The Approval process does not apply to Low-Cost/Instant purchase flights. Once such a booking is sent for
approval, the purchase is complete before receiving the approval. If the booking is nonrefundable and
subsequently declined, the ticket will be lost.

Depending on your company, you may have a policy that permits bookings with a justification. Please refer
to you company’s policy for specific details.

Approval For Non-Refundable Hotels

When booking a hotel, please review the terms and conditions carefully. If the fare is non-refundable, it will
be booked immediately, as the purchase is finalized before approval is received.

Approval Reminders

This email is sent to the approver currently assigned to the trip to remind that approval is required soon. The
time limit for when the reminder is sent is determined by the company.

Reminder - We Would Like Your Approval on Kai Gordon Weiland trip to London City APT, GB (LCY)

(@  Some content in this message has been blacked because the senderisn't n your Safe senders lst. | trust content from narification @qtp- marketplace.com. |

Show blocked contes

onomﬁcalion@g(p—markelplace.com Gos G S
Sun 10/10/2021 1125 PM

Ta: Omri Amsalem

Safety information and travel restrictions are available for this trip, please Click here for details.

Dear Omri Amsalem,
You have 3h 34m to confirm trip before price will expire

Kai Gordon Weiland travelling from Frankfurt, DE (FRA) to London City APT, GB (LCY), on 10 October 2021
needs your approval for trip (8244109).
Please be advised, fares are subject to change until itinerary is finally issued and confirmed
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Ticketing Expiry

Bookings Must be approved on the Same day, if not, they will expire and be automatically cancelled, with a
cancellation email sent out.

Sharing Quotes
With GTP you can share quotes and itineraries before and after booking, from your trip Cart. You will learn
how to do it on the following steps.

Sharing Quotes from the result pages

From the results page when searching for any product you can share up to 4 options by sending to your
traveller email address or to any email address you wish directly from the system.

Sharing Flights — By Complete Trip:

From the results page Click on this icon

@ Dublin (DUB) ¢ Brussels (BRU) | Jun 12 -Jun 13AV

Gyl

D

Search ) Flights
Q « Showing 396 of 396 Results < In policy © Hide Comparison
Price
& o B — a4 A v i
€ 70 - € 2305
Non Stop €71
[ ] L]
1Stop €138 €208 €234 €284 €346 €379 €440 €1260 €127 >
Stops
2 Stops
No stops €70.83

1 stop €138.19

Select the Flights you wish to Share (Up to 4 options) by clicking on the +Share symbol.

35



Share Quotes: 1 of 4 selected 4 x

Q x 2 Stops
Price
< < Best () Cheapest Quickest
0 - 2305 R
€70.83 €70.83 €70.83 = Sortby
3h 34m 3h 34m 3h 19m
10BestFight @) Inst
Stops
Y 1h dgm .
No stops €703 ok L 06:50 09:40 Y
E630 Wed. 12 Jun 24 Direct Wed. 12 Jun 24 From
1 stop €138.19 ous BRU 0053
Aer Lingus 10:20 e 11:05
Preferred airlines % ) Thu, 13 Jun 24 Direct Thu, 13 Jun 24 4 © Added
Select all Clear all BRU DuB
Aer Lingus €7083 Pricing Options:
Air France €320.47 More detoils  Fare rules
British Airways €157.83
Iberia €154.38
KLM £165.56 10 BestFiight @ instont
¥ 1h49m -
View more v AerLingus 06:50 09:40 .
* E630 Wed, 12 jun 24 Direct Wed, 12 Jun 24 mm
ous By €708
Times
Aer Lingus 2120 s 21:55 5
Departure ime  Arrival time B633 Thu, 13 Jun 24 Direct Thu, 13 Jun 24 =+ share
R BRU bus
Dublin Pricing Options.
05:50 - 20:50 More details  Fore rules.

You can use the filters as normal to search and select options from the additional pricing.

Saver Plus Advantage
@) Instant Purchase @ Instant Purchase @) Instant Purchase
Details Details Details
Cabin Economy (E) Cabin Economy (E) Cabin Economy (E)
0 bag(s) Luggoge 1 bog(s) 1 Medium (20kg) Luggage 1 bag(s) 1 Medium (20kg) Luggage
From From From >
€7083 €£150e3 €246.53
For round trip For round trip For round trip
Select to share Select to share Select to share
Fare rules Fare rules Fare rules
Total price
€0.00 Reset

Before sending you can hover over the flight symbols to view the quotes.

Once you have selected all the options Click on the share symbol.

® m
Shore Quotes: 2 of 4 sclected 4 4
Trip 15338853 (™) Dublin (DUB) —» Brussels (BRU)  Mor 14 | Edit

A pop-up Screen will show, if you have selected a traveller the traveller’s email address will be pulled from
the traveller profile, where you can remove by clicking on the X or you can type manually an email address.

You can update the Subject and add a message to the quote.

You can select to send just a summary the detailed quote or Both. Headers can also be removed.
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Share Quotes.

Send to Language

Q English(GB)

Subject

Share quotes for Hannah Wed,12 Jun 2024 - Thu,13 Jun 2024

Message (optionan

Include in price offer

@ summory () Dototes () gon Include POF

Price Offer - Summary

Flight Offer # 1 Pending booking
Totak €70.83

Fighttor 1 Trvelers I
o : -

rm-.rsll Copy to r\inhnﬂrdl @
4

If you wish to edit anything from the quote or share just the itinerary you can use the Copy to clipboard
functionality. Once you Click Copy to Clipboard you can paste the information to the body of an email for
example. From there you should le to update any information you wish for and send directly from your

own email.

Cancel |Copy to clipboard

If you share the quotes from the system this is how the email looks like:

Share quotes for Hannah Wed,12 Jun 2024 - Thu,13 Jun 2024

® & & ~

notification@gtp-marketplace.com
Mon 22/01/2024 10:43

To: @ Hannah Starr

N

If the recipient replies to this email address it sends the email directly to who shared the quote.

After sending the quote to be able to select an option and add to your trip cart to book just click on the X.

4 M Share

Share Quotes: 2 of 4 selected 4

Sharing Flights — By Schedule:

Sharing Quotes from the result page when searching by schedule, first you will have to select the Outbound
options and then the Inbound options.

From the result page click on the icon to share quotes, select the Outbound Options and then Click LHR to
DUB to select Inbound options
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Shore Quotes: 0 of 4 selected Select flight options to share

e
Trip 15332231 () Dublin [DUB) +* London (LHR) | Jun12-jun13 | Edit 2
Search Flight
Q x
0.
€ 34 = € 3am4
Showing 151 of 151 Results In policy
[ EE—
Stops Best Cheapest Quickest
€3464 €3464 €7364 =0
Na stops €464 1 1 x
1stop €17.47
108
Preferred airlines
Select all Clear all
Rer Lingus €7384 o iy OBIO5 e 09:35 €344
Air France €221.46 ™ gagn 12 jun 24 et Wed, 12 jun 24 L
DuB LHR ﬁ
€3430.70 + share
€464
Pricing Options

€3a39.70
More details  Fare rules

After the Inbound options are selected click on the Symbol to Share.

Trip 15332231 {;/\ Dublin (DUB) > London (LHR} Jun 12 - Jun 13 Edit

D
i)

Search ) Flights

LHR to DUB
pue HR
Price o HEen ° Moddy

Sharing Quotes from the Trip Cart

Sharing Quotes from the trip card you can only Share the products you have selected and added to the trip
cart. This option allows you to share Flights and Hotel at the same time.

After selecting the products to your trip cart Click on the icon at the Top of the page and click Share Quote.

Trip overview < Cart
Add more services 6 Flight To New York 65057
Original currency £650.87
4 Flight Bl Hotel 8 car B Rail v Share ltinerary Wed, 12 Jun-Fri. 14 Jun
Total €650.87

Overview
- Proceed to Checkout

Wednesday, June 12

o Flight to New York ~ FENDING B00KING

Q Out of policy ()

Wed, 12 jun
Jetblue 11:45 07h 40m 14:25
B6842 ”DVSE" 12 Jun 24 Direct Wed, 12 Jun rZKL o pay
! €65057
Thu, 13 Jun
@ Paid by TMC
. 15h 30m " +1
- Jetblue 1239 - 0900
j— Thu, 13 Jun 24 1 stop BOS 67h10m Fri, 14 Jun 24
LGA DUB
More details  Fare rules Price Breakdown

A pop-up Screen will show, if you have selected a traveller the traveller’s email address will be pulled from
the traveller profile, where you can remove by clicking on the X or you can type manually an email address.

You can update the Subject and add a message to the quote.

You can select to send just a summary the detailed quote or Both. Headers can also be removed.
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share Quotes

Send to Language
Q English(GE)
Subject

Share quotes for Hannah ROOTS Wed,12 Jun 2024 - Fri,14 Jun 2024

Message stionan

Include in price offer
@ summary Detailed Both | Remove h&uﬂ&rsl

ma: Hannoh ROOTS

Wed.1Z Jun 2024 - Fri.L4 Jun 2024
Thu18 jan 2024

1226

Price Offer - Summary

Fiight Offer & 1 Pending Booking

Totok €650.87

Depart - Amive Duration Ston Baggage

Cancel Copy to clipboard|

If you wish to edit anything from the quote or share just the itinerary you can use the Copy to clipboard
functionality. Once you Click Copy to Clipboard you can paste the information to the body of an email for
example. From there you should be able to update any information you wish for and send directly from your

own email.

Cancel |Copy to clipboard

Trip Monitor

You can follow the status of your bookings from the view all on the home page

Recently Updated

Continue building and editing your trips

_‘\}_/fr’ No Upcoming Trips

You can search by Travellers name or use the filters.

Current Step shows the Status of the Bookings.

Travel Dates

8 - B8

Trip Status

Select all Clear all
Assistance Requested
Trip planning

In Appravals
Finalized

Preparing Itinerary
B Declined

Pre-Trip Approval

Cancelled

My trips

Upcoming  Active Past

Showing 1 of 29 trips Sortby St

Trip 15201150

Hannah ROOTS

sker Hannah ROOTS - Consultant Evangeline Kowolczyk-Fuentes

1 Goto

Start New Trip

2 Export to excel

art Dote (Asc)

From my trips you can use the filters to search for trips or to create reports and export to excel.

Enter your criteria and the results will show on the Trip Monitor
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Travel Dates

8 - B

Trip Status

Select all Clear all
Assistance Requested
Trip planning

In Approvals
Finalized

Preparing Itinerary
Declined

Pre-Trip Approval

Cancelled
Click Export to Excel at the top to generate the file. You can open and/or save the file.

My trips

Upcoming Active Past ¥ Export to excel

Booking Confirmation
In all cases —when a booking is made — GTP sends confirmations to the relevant users.

A Record of the Booking will be sent to our consultants, and fulfilment of the Booking will take place.

1. TRAVEL PLAN NOTIFICATION to confirm when Tickets are issued by the consultant.
2. Actual tickets from the Club Travel-HRG or directly from the Supplier (Airline / Hotel)
3. You can also Share the Itinerary/Travel Plan Directly from the system once booking is finalised.
a. You will see the below page when booking Finalised
b. Click Share — Share Itinerary
c. Simply add Relevant email address and click send, you can include a price Break down and a
PDF as well as a link to add to Calendar

» B0 @ o (m) B

:r"p t? Luton bntl AT, GB LTN) Luton Intl APT, GB (LTN) | Jun 12 g

Trip overview :

Share Itinerary X
Send to Language

Q English(GB) v
Tech Test

Subject
Travel plan for Tech Test trip 15308671 to Luton Intl APT, GB (LTN) on Wed,12 Jun 2024 - Wed,12 Jun 2024

Message (optional)

Include PDF
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From the Travel Plan email confirmation, you can add the Trip plan directly to your calendar.

From the Travel Plan email Click on the attachment.

2 Reply EpReply All £} Forwar
Fril 26/04/2018 11:50
N notification@gtp-marketplace.com
ER WHEN TICKET ISSUED Travel plan for Sol Vonsowski trip 5336650 to Heathrow APT, GB (LHR)

To Adriean
(D) Click here

5
ownload pictu
ﬁ DUB = LHR 2019-05-16 1425 - 2019-05-16 1600.ics
1009 bytes

A pop-up will show, Select Yes and Close. This will save to your calendar.

‘o help protect your privacy, Outiook prevented autamatic download of some pictures in this message.

Microsoft Qutlock >

% Add this Internet Calendar to Outlook?
You should only open calendars from sources you know and trust.

Attachment "DUE - LHR 2019-05-16 1425 - 2019-05-16 1600.ics™
from "EQOKER. TRAVELLER WHEN TICKET ISSUED Travel plan
for Sol Vonsowski trip 5336650 to Heathrow APT, GBE (LHR)"

*Get Notification on Behalf of the traveller: This setting will disable notifications meant for traveller and will
send notification to the booker. This will disable the calendar attachment.

Cancellations
If you need to make changes to your bookings, or cancel bookings, please do this by contacting the dedicated
travel consultants. Please DO NOT USE GTP to do this.

All cancellation requests MUST be emailed to your Travel Consultant with
Booking Reference and The written request to cancel.
All relevant cancellation fees will be charged as per booking conditions.

The option to remove the booking can be done in some cases, however there are different types of products
that can be booked through the system. Some of these can be cancelled directly from GTP, and others
cannot. If a booking needs to be cancelled or changed, it is always safer to do this through the consultant.
Please DO NOT USE GTP to do this.

GTP-Support Page

With all Technology, it is inevitable that we will come across errors and possible bugs within GTP when you
are using it.

Connections between suppliers and providers can go down, Your Internet may go for a few seconds, the
processing of bookings could be interrupted etc.

So, it’s vital to try and establish what the actual issue is and get as much information as possible in order to
expedite a speedy resolution.

In order to do this, it would be extremely helpful to us if you could follow the below procedure when you are
reporting bugs.

On Your GTP home page Click on the Contact Support Tab at the top of the page, that will open a pop-up box
with information and a link to access the GTP Support Page. Or you can navigate there via the following link:
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https://www.clubatlastraining.com/gtp

From here you will be brought to a website where you can find our FAQ, Training manuals & other tools to
assist you in using GTP.

On the home page, you will see 4 tabs to navigate through.

Clup N\TLAS €~

Z 4 TRAVEL SERVICES Neenan Travel

o~ 5

‘ AboutGTP Training FAQ 1 Contact us‘

ATRIIS.GD

Global Travel Platform

“About GTP” will give you a brief rundown of the functions of our online booking tool and inform you
of the advantages of using the tool.

“Training” will bring you to a selection of training guides, much like this one, where you can download
PDF files or read them straight from the website. These guides should teach you everything you need to
know about using GTP.

“FAQ” will allow you to read through some of the most frequently asked questions that we have received
about the system so far. We highly recommend checking this section if you do come across any issues, as
it is likely an issue that we have come across before and will have suggested a resolution to the problem
here.

And Lastly, “Contact Us” will provide you with a link that will then navigate you to our GTP support query
form. Through this form, you will be able to get in touch with us about any queries that you could not find
the answer through in our user guides or FAQ.

Contact-us
https://www.clubatlastraining.com/gtpcontactus

On the first page of this form, we aim to get as much information about you, so that we know who we’re
helping. This will be things like your company/department and your username on the system. On the second
page of the form, we are looking for as much information about the error that you are having with the
system. We urge users to fill in as many of the fields on this form as possible. The more information that
we have, the faster and more likely we are to be able to help you efficiently resolve the issue.

Once you have completed this form, a job will be logged with us and we will aim to respond to all within a
24hour period. However, some queries may require us to contact a 3™ party and may take longer to respond
back.
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Gl \TLAS <=
< TRAVEL SERVICES Neenan Travel

Home About GTF Training FAQ Contact Us

ATRIIS.GIP

Contact Us Global Travel Platform
Please check our FAQ & User Guides for a solution to your query before seeking an answer here

GTP Support

Name
Email Address “required

Username *required

Please advise your user name when you log into the GTR Booking tool

Profile(Traveller Name (If applicable)

Cempany / Department “required

Your Company Namefdepartment Name.

Trip Number required
Route

Dates.
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