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Note:  
Cytric is fully PCI compliant. Your personal profile data is secure within this platform. 
In addition, Club Travel/HRG will comply with all GDPR requirements as per the GDPR law that 
becomes effective MAY 2018. 
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Flight Booking  

Search 
 

This is your Cytric Welcome Page from here you will learn how to book a flight.  

 Select the flight option by clicking on the flight tab. 

 

➢ You will be taken to the search page  

➢ Enter your flight routing and dates 
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Closer look/ Details  

 

 

 

1. Intuitive Breadcrumb with navigation - Know where you are at all times, and easily navigate between 

pages 

2. Multi-Stop: You can select One way/ Round Trip/ Advanced /More than Two Segments  

3. Type in flight preferences like airport, date. Time Filters can be changed - Departure or Arrival /Non-

Stop options - Limit availability to nonstop and direct connections can be selected  

4. Airline Sector – You can select up to six Airlines to filter the results  

5. Booking Class Selector (Economy / Premium Economy /Business /First) 

6. Trip Purpose - You can select trip purpose predetermined within the options 

 

Click on the red arrow to search for the flights.  
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Results - By Schedule 
 

Below the Green banner you can find the Outbound Flight  

 

Below the Blue banner you can find the Inbound Flight  
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 Closer look/ Details  

 
 

 

1. Search criteria options  

As an option, you can change the sort order of the display, you can use the tools on the left-hand side to: 

▪ Change your search criteria 

▪ View summaries of the fares found 

▪ Change to ealier or later options  

▪ Change the sort order of the options 

▪ Reduce the displayed option to only show selected airlines 

▪ Additional options 
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2. Traffic Light / Travel Policy Indicator-  Show Flights out of Policy by clicking on more. 

3. You can see more details about the different fares by moving your mouse across the fares.  

4. Airline Logo  

Flight Selection 
 

Select a flight option and hit continue for more fare options and details  

 

Once you select the preferred flights, you will be offered all the different fare types on that flight. 
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Fare selection - Perfect Fare Configurator 
 

Once you select the preferred flights, you will be offered all the different fare types on that flight. 

On this page you will be shown alternative fares for the flights you have selected. Certain airlines may have 

multiple fares, for example, Aerlingus have Low, Plus and Flex fares, while other airlines such as British 

Airways have fares that do not include baggage. You can select your preferred fare on this page. Tick the box 

beside the fare you have selected and click continue. 
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Complete the Booking 
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1. Special Remarks - These notes will go through to your consultant if you have any additional 

requirements that cannot be booked online. (126 characters) 

 

2. User Profile - If you have not updated your user profile you can select to automatically transfer 

profile information you have entered on the finalise page to your user profile where it will be stored 

for future bookings 

 

3. Traveller- The traveller’s details will be displayed, any field marked with an asterisk (*) is a 

mandatory field and must be complete in order to make the booking  

 

4. Payment -  Form of payment for web bookings is credit card as these are instant purchase tickets. 

The Club Travel HRG credit card is embedded into the system if you use the TMC card 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 all other flight bookings, the form of payment is by invoice 

 

5. Frequent Traveller Number- Frequent flyer details can be entered on the finalise page or they will 

automatically show if they have been stored in the traveller’s profile 

 

6. Baggage Option - If you require a checked in bag for a web booking you can select the size of the bag 

you wish to add 

 

7. Booking references – Customisable per company and will be relevant to your bookings, Complete as 

relevant.  

 

8. Billing Address can be entered  
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Certain airlines (e.g. Ryanair) require you to select if you will be checking in online 

or at the airport. We strongly recommend to always select the Online Check-in. 

***There is a fee to check in at the airport*** 

 

Once you have accepted the terms and conditions, you can complete the booking, at this stage you can 

select to add a hotel or car hire to your booking. 

*** The system automatically books the previous selected flights in the background*** 

 

 

You DO NOT Have to enter all the information again – it pulls it across from original booking – when you hit 

complete this booking and add hotel, Car or another flight all the information it will be pre-entered, and you 

can make changes from there if necessary.  

***NB*** Mixing Low Cost with two different airlines  

It is possible to make a booking with 2 different airlines on low Cost, for example Aer Lingus from Dublin to 

London and Ryanair from London to Dublin possible, However, please note that:  

• You will get 2 Confirmations from the 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. 
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Hotel Booking    
 

This is your Cytric Welcome Page from here you will learn how to book a Hotel  

 Select the flight option by clicking on the Hotel tab. 

 

 

Hotel search 
 

 

1. Enter your destination or type a hotel / Enter Check-in and Check-out dates 

2. Trip Purpose - You can select trip purpose predetermined within the options 

3. Destination Shortcuts can be selected if determined by your Employers 

**If you make the hotel booking in conjunction with the air reservation, destination, dates and trip purpose 

information are prepopulated** 
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Hotel availability 
 

List of Hotels Display – Overview    
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Closer Look/ Details  

 

1. You can view the hotels on a map view instead of a list view.  

You can use the filter option to sort the way the options are displayed 
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2. Preferred Hotels will show first on the results from there you can select a 

different group of Hotels. Hotels with the price over the defined Rate Limit/Travel Policy will show as 

Too Expensive Hotels. Sold Out Hotel can be displayed, and you can also change the Search by hotel 

chain / price and distance 

 

List of Too Expensive Hotels Display / Traffic Light Travel Policy Indicator 
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3. Trip Advisor indicator click on the symbol to be taken to the Trip Advisor 

website 

 

 
4. If you have special rates they will be highlighted 

 

 

Hotel selection 
 

Once you have selected your required hotel by clicking on the name of the hotel, you will be shown further 

information about the hotel including photographs, facilities, description and the rates available. 

If you have special rate they will be highlighted, and you can click on the down arrow to see the cancelation 

policy, meal info, room description etc.  
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Detailed Hotel Room / Select the room to continue  

 

Complete Hotel Booking 
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1. Confirm the Details  

Click on Show Rate Information for more details *Hotels rates will show in the local currency 

 

Click on Detailed Room information for more details   
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2. Price Average Daily Night and total amount displayed  

 

3. Add special remarks – these notes will go through to your consultant if you have any additional 

requirements that cannot be booked online. 

 

4. Booked By – The details of who is making the booking will be displayed  

 

5. Traveller details (If you are booking as a travel arranger the details of the traveller that you are 

booking for will be displayed) 

 

6. Special Requests can be sent to the Hotel 

 

7. Payment - A credit card will be needed. You can use your company credit card or a Club Travel HRG 

credit card can be provided. The Club Travel HRG credit card it will be embedded into the system.  
 

8. Frequent Traveller Number for an Airline Programme can be entered on the finalise page  

 

9. Hotel Loyalty card details can be entered  

 

10. Reference fields to complete the booking can be entered – The reference fields can be mandatory 

any field marked with an asterix (*) is a mandatory field and must be complete in order to make a 

booking 

 

11. You can enter a billing Address if necessary. In addition to the information available on the complete 

the booking page, you can review the cancellation policy of the hotel. 

At this stage you can select to add car hire /another flight or another hotel to your booking. 

*** The system automatically books the previous selected hotel in the background*** 
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Car Rental Booking  

Car Search 
This is your Cytric Welcome Page from here you will learn how to book a Hire Car.  

 Select the car option by clicking on the CAR tab. 

 

You will be taken to the search page 

 

1. Enter your pick-up location or type an address/Drop-off location can be changed as is set as default 

on the system to be the same as pick-up location 

2. Enter the pick-up and the drop-off dates/times 

3. Select the trip purpose and click continue 

**If you make the car booking in conjunction with the air/hotel reservation, destination, dates and 

trip purpose information are prepopulated** 
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Results of Hire Car Display 
 

Closer Look /Details 

 

1) Filter options to narrow down the results  
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2) Search Criteria – Out of policy rates can be displayed / Search criteria can 

be changed   

 
Cars out of Policy details - Display Traffic Light Travel Policy Indicator 

 

3) Friendly User Interface easy identification of the details, which category and what it is included. 

 
4) Click on click on the down arrow to see more details 
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5) Passenger and luggage capability  

 

6) Traffic Light Travel Policy Indicator 

 

Car Selection 
 

Select the hire car by clicking  

Once you have selected the option you wish to book you have the option to request special 

requirement such as sat navigation system and snow tyres, this is on request only. 

 

 

 
*** Please note: Selecting additional special equipment may impose additional fees. *** 

 
Click on ‘Continue’ 
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Complete Car Booking  
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1. Confirm your information enter your flight details if you have not booked with flights 

2. Special remarks can be sent to the consultant 

3. Booked By – Your details will be displayed 

4. If you are booking as a Travel arranger your traveller details will be displayed  

5. Payment Is made by credit card when you are collecting your car 

6. Frequent Traveller card can be entered 

7. Reference fields to complete the booking can be entered – Any field marked with an asterix (*) is a 

mandatory field and must be complete in order to make a booking 

8. You can enter a billing Address if necessary. At this stage you can select to add another product to your 

booking or just finish the booking. 

*** The system automatically books the previous selected car hire in the background*** 
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BOOKING CONFIRMATION 
 

In all cases – when a booking in confirmed in Cytric – a Booking Confirmation will be sent to the Booker, A 

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

An example of what a booking confirmation looks like is here: 

 

2
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Travel Arranger Dashboard  

How to book as a Travel Arranger  
 

Log in as normal and click on the Travel Arranger Dashboard on the right site of the page 

 

From the Travel Arranger Dashboard, you can see all the travellers assigned to you, and select a traveller to 

be booking for. 

You can search for travellers by name or you can select from the list moving across the pages.  
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Once you select a traveller you will have to delete the other selected traveller by 

clinking on the X as you can only book for one traveller at the time. 

 

The selected traveller will show on the top of the page and from here you can start the booking as normal by 

selecting Flight, Hotel or Hire Car. 

 

When you start the booking, you can easily identify on the right hand of the page for who you are booking 

for.   
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How to make the Travel Arranger Dashboard your welcome page.  
 

The Travel Arranger Dashboard can be made your welcome page if desired by following a few steps. 

On My User profile click on Personal Preferences   

 

At the bottom of the page select the option Use Travel Arranger Dashboard automatically and hit save. 

 

From now on when you login into Cytric you will be taken directly to The Travel Arranger Dashboard. 
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CANCELLATIONS 
 

Please note that this applies to CYTRIC BOOKINGS & CLASSIC BOOKINGS 

All cancellation requests MUST be emailed to your Travel Consultant with  

a) Booking Reference 

b) The written request to cancel  

All relevant cancellation fees will be charged as per booking conditions. 

 

  


