User Guide — Atlas Travel Services.
January 2021

Note:

GTP - Global Travel Platform is fully PCI compliant. Your personal profile data is secure within this
platform. In addition, AtlasTravel complies with all GDPR requirements as per the GDPR law that
became effective MAY 2018.
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Welcome Page
/\T L /\S + Book a New Trip = QuickLinksw = Trip Monitor ~ Contact Support = Welcome John Smith Sian out |@
S
@

Powered By (§ 1‘ T i i S

I Book a Ne | Search for any field in the chart P L Please Select v 1

Export to Excel

Welcome on Board!
Where Would You Like to Start?

View Existing Trips + Book a New Trip

This is your Welcome Page from here you can:

e Book a New Trip — Click to start the searching

e Access Quick Links — Shortcut to access different URL’s

e Trip Monitor - View Existing Trips

e Contact Support - Click to see the Training page link and to see the details of your travel consultant

Contact Support

‘

Consultant details will be showing here such as E-mail Address
and Phone Number Close

—

How to Book a New Trip

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

Click on any of the “Book a New Trip” boxes and a new Tab will open with your trip number.

/-\ T L A S + Book a New Trip | QuickLinks» | Z= Trip Monitor

Powered By G‘I‘ ri i S /
ﬁn‘; field in the chart el e | — Please Select -
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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 yourself only.
e Booker/Travel Arranger: Can make bookings and update profiles for yourself and your assigned user group.

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

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

/\T L /\ S + Book a New Trip = QuickLinks» 7= Trip Monitor ~ Contact Support Icome John Smith  Sign out | &)
)
poweredBy QtIriis \ @ Q0
* Tipravnere e

Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized
[ ]

e @ e Search Parameters > Results

Flight Hotel Car

< Additional Products GOILGRLGE One Way  Multi City

From: To: Depart: Retum: Cabin class:
Enter place or airport Enter place or ddMMMyy (&) ddMMMyy [ | Economy A/
»> St
No Fiight Selected Yet
[ Allow Nearby Airports Advanced Search
= Travellers: Stops: Preferred airiine: Search for:
o A e T 1 Adut |+ || upto1stop | [ - Prease setect - @ Compiete Trip @

O By Schedule @
() Add Hotels to this trip.

No Car Selected Yet

Car search will be made according to your flight destination and times
Use advanced search for setting different search

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

AT L AS +Book a New Trip  QuickLinks~ = = Trip Moniter ~ Contact Support = Welcome John Smith  Sion out | {83
=
Fonered By QTFI1S @ 0
® Trip 7481872 Lo+ B Tpcan @

Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized

—
o e e Search Parameters > Results

Flight Hotel  Car

=} Additional Products GUULCREE One Way | Multi City

From To Depart Return: Cabin class
Enter place or airport Enter place or airport ddMMMyy  [E ddMmMMyy [ | | Economy .,
EF ight Selected Yet +
[ Allow Nearby Airports Advanced Search
= Travellers: Stops Preferred airiine: Search for
EH“E Selesied Vel \ 1 Adult 5 \ \ Upto 1 siop 5 \ \ _ Please Select — @ Complete Trip @

() By Schedule @
[0 Add Hotels to this trip.

£
No Car Selected Yet
O

Car search will be made according o your flight destination and times
Use advanced search for sefting different search




Selecting a Traveller
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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”

=
No Hotel Selected Yet

I No Flight Selected Yet

[ Allow Nearby Airports

Travellers:
( 1 Adult

Stops:
Upto 1 stop

=

v

Preierred airline:

AT [_ A S +Book a New Trip  QuickLinks»  7— Trip Monitor = Contact Support =~ Welcome John Smith  Sign out | {23
o]
Powered By G"‘ riis GD Q
Trip 7481894 S N B Tpcat @
Search Select Review Complete Trip Creation Assist ¢
@ m— Traveller Selection
e @ e Search Parameters > Results Search by name, tag or group L
Flight Hotel Car B for a Guest T e Teveler
+ Additional Products CUTNRI  One Way | Mulii City
From: To:
Enter place or airport Enter place or airport onomy x

-_{:-1- Choose traveller prior to search in
order to set trip policy

=
[ Gotit, don't

— Please Select — |

x

show this message again

Advanced Search

(@ Complete Trip 0
O By Schedule @

Once you start typing the system gives you a list and narrows down the options the more information you type.

You can then select by clicking on the Travellers name.

[ Add Hatale ta thic trin

The selected Traveller will show at the top of the page.

AT L A S + Book a New Trip = Quick Links v %= Trip Monitor ~ Contact Support Welcome John Smith  Sign oul | 23
RAV RVICE [
PoweredByG‘i'r“S @ Q
Trip 7481915 S M \E Tripcat @
Search Select Review Complete Trip Creation Assistal % ged
— ) m— Traveller S;ledi}/
e @ Search Parameters > Results John ]
Flight Hotel  Car John Smith (atlas training)
-+ Additional Products Round Trip One Way Multi City /
From: To
Enter place or airport Enter place or airport Y.
»
No Flight Selected Yet
[ Allow Nearby Airports d Search
= Travellers: Stops: Preferred airline: I'm the Traveller
No Holel Selected Yet ‘ 1 Adult v ‘ | Up to 1 stop v ‘ | — Please Select — ripoe
L J L J L B

*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.

ATLAD

@QC

Flight Hotel Car

Powered By (Y 1' r| |S
® Tiip 7481915
Search Select Review

Search Parameters >

+ Book a New Trip

Complete Trip Creation

Results

Quick Links + = Trip Monitor

S~

Assistance Request

In Approvals

Contact Support  Welcome John Smith  Signout | {8}

(O
TripCart P

Finalized

+

Mr_John
Smith (Adult)
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Booking a Flight

Trip Number will always show at the top.
Intuitive Breadcrumb with navigation - Know where you are at all times, and easily navigate between pages
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 result page for the
extra selected products, if you wish to Search/Book for flights only make sure to untick the box.

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

AT L /\ S + Book a New Trip Quick Links = Trip Monitor ~ Contact Support Welcome John Smith Sign out | @
RA VICE =0
PoweredByGTr“S @ Q
L] q M. Joh -
Trip 7481941 Sl & Tipcat @)
Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized

e @ Search Parameters > Results

Flight Hotel Car

-+ Additional Products GUCUERIE OneWay  Multi City

From: To: Depart: Return: Cabin class:
- Enter place or airport Enter place or airport ddMMMyy (g ddMMMyy (& | Economy >
No Flight Selected Yet >
— [ Allow Nearby Airports. Advanced Search
[ = Travellers: Stops: Preferred airline Search for:

No Hotel Selected Yet | 1 Adult

@ Complete Trip @

v ‘ | Upto 1 stop
o () By Schedule (7]

v | | - Please select -

[J Add Hotels to this trip,

=
No Car Selected Yet - The 'Add Hotels to this trip' checkbox will enable you to x
[ Add Car to This | ; search for hotels while we search for flights, saving a few

precious minutes.

\\

Cer el i [J Gotit, don't show this message again
Use advanced sezs

T e

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

OneWay | Multi City

From: Depart: Time: Cabin class:
[Dubnn, Iretand (DUB) H 14JAN19 _-] Departure  * | | Anytime * | | Economy J

H Via | Enter place or airport

Time: Cabin class:

To: Return:
London, United Kingdom - All airports (LON) l [ 15JANTS . ] Departure ¥ Anylime N Economy -
via | Enter place or airport

B Allow Nearby Airports (] Fully Refundable Fares Onily

Teavellers: Stops ‘T’re(erred airline Search for
1 Adult » | | Upto1stop x ] ® Complete Tnu:
: : By Schedule
Aer Arann (RE) Ll OBy
[ Add Hotels to London,United Kingdaom, (LOMN).
Agr Lingus (El)
Aero Cabornia [JR)
o Aera Condor (Q6)
ICar search will b= made according to your flight destinal i
Use advanced search for setting different search Aero Tropec (HE)
Asroflat (SU)
Aeroflot-Nord (5H)
Ameni3ad WL =l

|



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.

Easily identify the cheapest 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 the Filters at the top.

Narrow down the results with the filters from the left.

AT L A S + Book a New Trip | QuickLinks = | 7= TripMonitor =~ Contact Support | Welcome John Smith  Sign out | &)
ey e 7y
Povercay Q1r S o
Trip 7481961 DUB — AMS (Fri 09 2pr 21 - Sun 11 4pr 21) %ﬂuﬂ) & Tipcan @@

Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized

@

Flight Hotel Car

x

Search Parameters > Results

o
g

%

Ryanair Multiple KLM Aer Lingus
-+ Additional Products
Non Stop < €75.91 €92.96 €128.52 €450.12 >
x
Price 1 Stop f - - - - {
€75 €451 | 2 Stops —— —— —— ——
—— —

o " |f Frem: Dublin, Ireland {DUB) Depart: | SAPR21 [ | Anytime ' | Sloes ' m >
Stops T Refu v |
et al o Amsterdam Netherlands (AMS) m | 11APR21 [ | Anytime | [ - Piease Select Aiine - | Advanced Search
Ho Stops €76

Complete Trip Search for Airline, City, Flight p «& Share Quotes « ¢ Page 1 0f 13 5 »

[‘::_‘,] A Price Airline From — To Depart Arrive Duration Stops Advisory

Times
Depart from DUB
5:00 21:00 | instant Purchaze ¢ DUB — AMS 1900 2140 1h 40m
S 10.00 ~€75.91 FRI008 Fri00Apr21  Fri08Apr21

Or Inseri exact hour

\ AMS — DUB 09:55 10:35 1h 40m
e.g 1745 " Add To Cart
FR2101 Sun,11Apr21  Sun, 11 Apr21

P P

Depart from AMS B Additional Pricing Options More details
7:00 23.00 =l | instant Purchase G DUE — AMS 12:00 21:40 1h 40m

—— 9.78 ~€84.91 FR2008 Fri00Apr21  Fri00Apr 21

Or Insert exact hour

@ AMS — DUB 22:05 22°45 1h 40m
eg 1745 & Add To Cart . .
FR2007 Sun,11Apr21  Sun, 11 Apr21

& Additional Pricing Options

P P P P

) More details

Show Amival —
- | nstant Purchase 5 DUB — AMS 19:00 21:40 1h 40m

Preferred Airlines srE ~€84.91 FR2008 Fi09ANrZl  Fri08Apr2t

Al Airlines

- 5 AMS — DUB 18:30 19:10 1h 40m

“#) Sky Team u \ To Cart . _

fer Lingus £450.12 FR3105 Sun,11Apr21  Sun,11 Apr21

KLM 12852 E Additional Pricing Options More details
— -

Multiple €92.96 o | nstant Purchase ¢ DUB — AMS 19:00 21°40 1h 40m b

P DQuanair 7591 a78 ~€84.91 FR3003 Fri08Apr21  Fri09Apr21

Modify your search from the page of results without starting a new search, enter new dates and hit search.

L) Trip 7481961 DUB < AMS (Fri 09 4pr 21 - Sun 11 Apr21)

x

-
Mr._John .
Smith (Adulf) B TipCan @

Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized

e @ c Search Paramelers > Results

Flight Hotel Car

x i %

=+ Additional Products f Ryanair Multiple KLM Aer Lingus |
%| Mon Stop < €75.91 €92.96 €128.52 €450.12 >
Price 1 stop ' - - . -
€75 €51 1
2 Stops _ J— - _
- From:  Dublin, Ireland (DUE) Depart | GAPRZ1 s | Anyime v | Stops: | monstopo.. |+ | *
ps
Select Al To: | Amsterdam, Netherlands (AM3) i MAPR21 [ ‘ Anytime: — Please Select Airiine — | Advanced Sear
Mo Stops €6 B
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Flight Selection

Click on Additional 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.

=0 | Instant Purchase DUB —LGW 17:55 19:20 1h 34m
2.10 -~ £29.98 FR142 Tue22 Jan 19 Tue.22 Jan 19
LGW — DUB 21:30 22:50 1h 19m
FRA19 Wed.23 Jan 19 Wed.23 Jan 19
More detalls
=) | instant Purchase DUB — LGW 17:55 19:30 1h 34m
=L ~€29.98 FR142 Tue,22 Jan 18 Tue 22 Jan 19
[ sl LGW — DUB 2130 22:50 1h 19
+ 11 | m
— FR119 Wed,23 Jan 19 Wed,23 Jan 19
=
1 My TMC I X
- Price €29.98 DUB — LGW Standard (M) Baggage: NIA Fare Rules
Instant Purchase Tax €0.00 LGW —DUB Standard (N) Baggage: N/A
€29.98 e
1 Adil - 1 1 1 1
My TMC
- Price €80.96 DUB — LGW Plus (M) Baggage: MN/A Fare Rules
I Instant Purchase Tax €0.00 LGW —DuUB Plus (N) Baggage: N/A
€80.96 £30.95
E Addil 1 1 1 1
My TMC .
S Price €134.91 DUB — LGW Flexi Plus (W) Baggage: MIA Fare Rules
I|n5tantFlurchase Tax €0.00 LGW — DUB Flexi Plus (M) Baggage: N/A
€134.91 £134.91
E Addil
a=n | I = AR AE-En 4720 PYREY. .

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.

€112.59 — DUB — LCY 17:10 18:40 1h 30m Y g
8.81 BA4469 Tue 22 Jan 19 Tue22 Jan 19
+ 2l
d I
S —= LHR — DUB 18:20 19:45 1h 25m ﬁ’h
BAB28 Wed,23 Jan 19 Wed,23 Jan 19
=k
My TMC X
Y Price €64.00 DUB — LCY Economy (0) Baggage: 0 PC NOBAG Fare Rules
€112.59 Tax €48.59 LHR—~DUB  Economy(0) Baggage: 0 PC NOBAG
€11259
] Add myTve )
- Price €84.00 DUB — LCY Economy (0) Baggage: 0 PC NOBAG Fare Rules
€132.59 Tax €48.59 LHR — DUB Economy (0) Baggage: 1PC BAG
€13259
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Booking GDS- Flight

Once you click to add to your trip cart system will take you to the Review page.

From here You can see the Trip Number, Travellers Name and details of the selected flight.
Expand to see more details of the selected Flight.

Confirm and Review the details of the selected flight.

Share the quote or the Itinerary before completing the booking.

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

Trip 4762024 Cart 5 Misoies (Acicl) & Trip Cart @)

Complete Trip Creation Assistance Request In Approvals Finalized

o [ ) D
o o o o T

You Are One Step From Completing Your Booking, Fill info Needed and Proceed to Checkout

e 08,
|: i j Trip Quotes
18:40 ey
Zen o=,
19:45 ous

)= DUB-LCY | LHR - DUB (Tue 22 Jan 19-Wed23Jan 19) § W) v
Ba44d ear

2 o v [ e o o 2 <o
Form of Payment « | Frequent Flyer Meals Seating

=3

Travelers Usually Purchase The Following Products In This Destination

Hotels = & Ground Transport
iy
) =
e L
Don't sleep on a bench, it Save yourself from geting
might get cold at night book 3 hustied. book a reliable
nice hotel o keep wam Ground Transportation to

safely get 1o destination

e

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

Seat map is unavailable

Certain airlines only allow seat selection after flight booking, please try after booking is completed

() AvailableSeat  =Jo Selected Seat =+ Occupied Seat  [_J| Preferred Seat
() Chargeable Seat #™  Emergency Exit
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Select special Meals from the drop-down list when available with the Airline for each flight segment.

Click Save.

Select Meals DUB - LCY | LHR - DUB

Form of Payment (Invoice) v Frequent Flyer Meals (Mo Meals) Seating (No Seats)

Select your meals for each flight segment

—= DUB — LCY

BAA469 B —
— Ple; C - "
Tue.22 Jan 19 17:10 Tue.22 Jan 19 18:40 W~ Class:(0) TR Sesa
Terminal Unknown Terminal Unknown [ Q
Asian Vegetarian Meal (AVML) -
— LAR — bus BA326 Baby Meal (BBML)
Wed,23 Jan 19 15:25 Wed,23 Jan 19 16:55 W~ Class:(0) Bland Meal (BLML)
Terminal Unknown Terminal Unknown

Children Meal (CHML)
Diabetic Meal (DBML)

FruitPlatter Meal (FPML)
Close

Gluten Intolerant Meal (GFML)

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

Update Frequent Flyer - DUB - LCY | LHR - DUB

Form of Payment (Invoice) v Meals (No Meals) Seating (No Seats)
Frequent Flyer Number Alrline
Please Sele v
oo
= =1

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 just click Close

Form of Payment - DUB - LCY | LHR - DUB

I Form of Payment (Invoice) + l Frequent Flyer Meals (No Meals) Seating (No Seats)

[ Form of payment set by TMC

10
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Once you confirmed all the details click on Checkout from the Review page to proceed with the booking.

20 pyp e

Trip 4768126 Cart LC)  Wiapies (acut)
Search Select Review Complete Trip Creation Assistance Request In Approvals
L] L] L
H = e Expand < Share v [i] More v
f.:l Trip Quotes

\B Trip cart P

Finalized

=

1710 gagsmp

18:40
Ly

23 Jan LHR

18:28 groes
I 1058 e

v il

V ).). DUB - LCY | LHR - DUB (Tue,22 Jan 19 - Wed 23 Jan 18) ;
BAL4E3 BAB2S

PMR: JTBEJW X More info N/

Form of Payment + | Frequent Flyer Meals Seating

Finalize the Booking

(®EE v

Fare Rules Total Cost: | 11250

**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

REF &

e .
Booker phone number » | 353 . 08 S8 10000
Traweler Phone Number . 353 . 12345679

1 Gat rotfication on behall of fraveler |

i

11

-
Trip 4768126 Checkout (TRl =t \& 11 cot @) |
Sasih Seect Revarss Complete Trip Ciaation tance Rt o Ar v Frakzed
. °
= =
You're At The Final Step of Trip Creation, Simply Fill In the Required Info and Click on the nice Blue Button below
‘.‘:?a- -
TN i
I: - & Trip Quotes
' er
D vm :
wa U0, % )3 DUB-LCY | LHR -DUB (Tue.22 Jan 19-Wed 23 Jn 19) § )
Vs EaLsy [
el ous
PhE: JTBEIW TotslCost: . g12.50
r
L Mr. Sean Mapies ~
TRAVEL REGUEST NUMBER
REF1
TRIP REASON
REF3
AlR POLICY REASON =
REF4
TRANSACTION TYPE =
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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.

Contact Details [ mmmmmcmmamlnmm.n ‘ [¥] don'tshare the below information with airfines ”~
Booker phone number +|353 89 9816000
Traveler Mobile Number +|353 _| 89 _| 9856322
Traveler Email tech@clubtravel.ie

=g [ ] Gt natification an behalf of raveler

Enter a cool name and book fo save a5 an Essy Tl

| Finaliz I

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.

s, < Ms. Sol Vonsowski ~
NOTES TO AGENT (0ptional)

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. A pop-up will show advising the booking is made click on Close.

+" Nice going all items have been booked, final confirmation will be sent shortly

|,:"_—; = DUB -LCY | LHR - DUB (Tue,22 Jan 19 - Wed 23 Jan 19)

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

You can access your booking at anytime via Trip Monitor.

12
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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.

»

No Flight Selected Yet

=
No Hotel Selected Yet

L
No Car Selected Yet

AT L A S + Book a New Trip | Quick Links v Y= Trip Monitor ~ Contact Support
RA RVICE ..
Powered By (] 1' riis
Trip 7519322
Search Select Review Complete Trip Creation Assistance Request In Approvals
—— ) —

Q @ Search Parameters > Results

Flignt Hotel — Car
= Additional Products Round Trip One Way Muiti Gity

From: To Depart: Return:

Welcome John Smith  Sign out | @)

[O)ya

Iy = - 0

Finalized

Cabin class:

[Duan, Ireland (DUB) ] [Amsterdam‘ Netherlands (AMS) ] [ 14MAY21 ‘ﬂ‘] [ 16MAY21

lﬁ'l ‘ Economy

[J Allow Nearby Airports

Travellers: Stops: Preferred airline:

v ‘ | — Please Select —-

“ 1 Adult

v | | Nonstop only

[0 Add Hotels to Amsterdam,Netherlands,(AMS).

(J Add Car to This Trip.

Car search will be made according to your flight destination and times

Use advanced search for setting different search

Advanced Search

Search for.

(@ Complete Trip (7]
) By Schedule @

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.

.

()

= N

E3 Additional Pricing Options

DUB — AMS

%

I Instant Purchase 1h40m

9.5 / ~ €64.98 £602 Tue,10 Dec 19 Tue.10 Dec1S

E3 Additional Pricing Options

% AMS — DUB 13:25 14:10 1h 45m B

EBOS Wed,11 Dec 13 Wed, 11 Dec 18
Iore detaiis

| instant Purchase ¢ DUB — AMS 06:50 09:35 1h 45m B
~€67.98 FR3100 Tue,10 Dec 19 Tue,10 Dec 18

P AMS — DUB 10:00 10:40 1h 40m B
" Add To Cart i )
FR3101 ed,1 ed, 11 Dec 18

You can click on Additional pricing options to see the different types of fare within the flight

[ﬁ] | instant Purchase DUB — AMS 19:00 2135 1h 34m |-
10.00 ~€54.76 FR3008 Frit4May21  Fri14 May 21
G AMS — DUB 22.05 22:40 1h 34m B
U Add To Cart
FR3007 Sun,16 May 21 Sun,16 May 21
=L .
Filter by: Baggage T Brand/Class Y Display Mixed Options | ()
My TMC
- Price €54.76 DUB—AMS  Economy (T) Baggage: 0 ... Value Eate Rules
[y | imstantpurchaze Tax €0.00 AMS —DUB  Economy (T) Baggage: 0 . Value
€54.76 £5476
&7 Add To Cart
myTac
s g Price €100.46 DUB — AMS Economy (T) Baggage: 0 . Reqular Fare Rules
B Addi | imstant Purchase Tax €0.00 AMS —DUB  Economy (T) Baggage: 0 ... Requiar
€100.46 £100.46
| Add To Cart

13
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Once you added to your Trip Cart you will be given those tabs to complete before making the booking.

Start completing the Tabs from the Contact Details so any ancillary you add will be updated at the end in the
Form of Payment tab.

A T LA S + Book a New Trip  Quick Links v ~ Y= Trip Monitor | Contact Support =~ Welcome John Smith  Sign out |
. 71y
rowered 8y QT FI1S (O
L ] - Mr. Joh _
Trip 7519328 Cart I = T can @D
Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized

L] @ ®
e e e Expand < Share ~ [il] More

Flight Hotel Car

+ Additional Products You Are One Step From Completing Your Booking, Fill info Needed and Proceed to Checkout

IS Trip Quotes

14 May
I: ous - @
213 AMS rl\

S s O :
I FRa00T +)- DUB - AMS - DUB (Fri14May 21 -Sun16May 21) § | e mivone @ A%

FRI006  FR3007
22:40
Eare Rules Total Cost: ¢ €54.76

Form of Payment (U} | Date Of Birth % | Frequent Flyer Seating Ancillary Services Contact Details ¥ | I

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.

Contact Details - DUB - AMS - DUB

v v

Form of Payment (CC) @ Date Of Birth Frequent Flyer Seating (No Seats) Ancillary Services Contact Details

Phone: . 353 _| 089 _| 9815555

Email: JohnSmith@clubtravel.ie

o [

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 or Save and Next.

**NB** If the option is not showing on the list it means is not available for this flight with the Airline.
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Ancillary Services - DUB - AMS - DUB o

Form of Payment (CC) (1) Date Of Birth ¥ Frequent Flyer Seating (No Seats) Ancillary Services Contact Details ¥

~ Priority boarding and cabin baggages /
L ———

DUB - AMS
() Small Bag onboard - 0.00EUR
l (O) Priority + 2 Cabin Bags - 6.00EUR I

(O 10 kg Checked Bag + Small Bag - 10.00EUR

AMS-DUB
(O Small Bag onboard - 0.00EUR
l () Priority + 2 Cabin Bags - 6.00EUR I

(O 10kg Checked Bag + Small Bag - 10 00EUR

~ }necked—in baggage selection

Total Ancillaries: 0.00EUR

Close

Seating:

Book Seats when available with the Airline. Select Seating

=

[ Form of Payment (D | Date OfBirth & | Frequent Flyer Ancillary Services Contact Details ¥

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

Update Seats - DUB - AMS - DUB

Form of Payment (CC) @ Date Of Birth ¥ Frequent Flyer Seating (No Seats) Ancillary Services Contact Details ¥
DUE - AMS - DUB Tued0bec100550  Tusidbecigoess T“c’f;s: "
DUB — AMS
AMS — DUB
1A23456789101112131415A15A17181920212223

= OO0 og9da==00 O oo aqq
=& OO aga O daaaasad
=B / aa a aoaoadaaqa
aa a aoaoadaaqa
g O oo d
Jd O a3 3d

Seat 6E
Price 9.00EUR
Chargeable seat
Available

() (] John Smith () (]
1 2 e e 1 1415 16 17 18 19 20 21 22 23
") Available Seat =JF Selected Seat = Occupied Seat \3 Preferred Seat

] Chargeable Seat #% Emergency Exit

S
~ B -

To change the selected seat just select a new one by clicking, to remove the selection, click on the selected seat.

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 - STN - DUB

DUB — STN /

| © STN—DUB

15
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Frequent Traveller Number:

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

Update Frequent Flyer - DUB - AMS - DUB

Frequent Flyer

v v

Form of Payment (CC) @ Date OF Birth Seating (No Seats) Ancillary Services Contact Details

Use Existing

Frequent Flyer Numbej irline /
— Please Select — v |

* Changes made in the follewing fields reguire re-calculation.

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

Update Frequent Flyer - DUB - AMS - DUB

Form of Payment (CC) @ Date Of Birth ¥ Frequent Flyer Seating (No Seats) Ancillary Services Contact Details ¥
Enter New
"
‘ Q
re-calculation.
El-308147104359942

L =1

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**

Update Date Of Birth

Form of Payment (CC) @ v

Frequent Flyer Ancillary Services Contact Details

Date Of Birth ¥

[ Birth date: | Fri 14 Jul 1978 [

Save and next Close

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 you will have to enter
the Security Number which is the 3 last digit numbers provided on the Card’s Name as below.
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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.

**|f 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**

Form of Payment - DUB - STN - DUB [}

Form of Payment (CC) (1) Date Of Birth v Frequent Flyer Ancillary Services Contact Details v

[P ey Comarate

Card Name: CLUB CARD 555
Clear Al
Card Type: n MasterCard x |z

Card Number: R Security Number:
enee
Expiry Date: | 05 v | 2020 | v

Save and dose Save and next Close

After completing all the details click on Checkout

/\T L /\ S + Book a New Trip Quick Links « = Trip Monitor |~ Contact Support Welcome John Smith  Sign out | @

Powered By G"‘riis @ Q

(] - Mr. John = B
Trip 7519328 Cart IRl = Tiecat €D
Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized

®
e @ @ Expand «} Share v E More E Checkout

Flight Hotel Car

+ Additional Products You Are One Step From Completing Your Booking, Fill info Needed and Proceed to Checkout

iSi Trip Quotes

14 May )*
DuB
1900 Fr3oos

21:35 AMS @

1BMay ays P

I:zzos FR3007 )~ DUB - AMS - DUB (Fri,14 May 21-Sun,16 May 21) § | fnsian Furchico Q;J v

FR3006  FR3007

2240
pus L noinfo NV Fare Rules Total Cost: -’,‘ £55.03

Form of Payment %' | Date Of Birth @ | Frequent Flyer Seating Ancillary Services Contact Details ¥

\

Smd Checkout

Finalize the Booking

Read the Fare Rules and select “I Read the Fare Rules” to agree with terms and Conditions.

/\T L /\ S +Book a New Trip  Quick Links~ 7= Trip Monitor ~ Contact Support ~ Welcome John Smith ~ Sign out | {2
=
rovered By QIS O 0
{ ] " Mr_John = -
Trip 7519328 Checkout (0 St RN
Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized

= ‘ ‘ )
% g ? @ou're At The Final Step of Trip Creation

Please fill the required Info Below and click on the Booking button

=+ Additional Products

14May (=i Trip Quotes

19:00 Fr3gs
I 203 o )). DUB - AMS - DUB (Fri,14 May 21 - Sun.16 May 21) ¢ v

FR3006  FR3007
16May aue e

DUB

17

2205 FRagor \ Total Cost: | ¢ 55,03
22:40 [J! read the Fare Rules
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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.

] ]
e O c @’m.'r»:: At The Final Step of Trip Creati

eation

."\TL AS + Book a New Trip | Quick Links = Trip Monitor | Confact Supporl | Weelgome John Smith  Sign out | {2
pavered 8 QTFI1S
[ ] B Mir_john R
Trip 7519328 Checkout (Wl Pl = Tiocat @)
Search Select Review Complete Trip Creation Asgistance Request In Approvals Finalized

REF 1

Contact DELAIls jwm e ussn tor ssvaeng cnanges sna in smsegency O

Figm Hote  Car Scroll Down ¥
& Addonsl Produds Please fill the required Info Below and click on the Booking button
= Trip Cuotes
1M =
oo 22, 7
nE e .}. n:.lmam Aﬂ:ﬂ- DUB (Fri.fd May 21 - Sun 16 May 21) § ~
18 Ma
220 NS *> Total Cost: | ¢ 5503
2 - [C] 1 read the Fare Rules
L Mr. John Smith Lo
HOTES TO AGENT (opsiona
COST CENTRE
REF 2
TRIP REASON (ogtionan =
REF 3
X M. John Smith ~
EMPLOYEE ID

123456

\ E don't share the below information with airines PN

Booker phone number .| 353 _| o&a .| 9818300
Traveler Mobile Humber .
Traveler Email Johnbooker

r [ et natification on behalf of traveler j l

Fi

Book and Finalize )

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

Get Notification on Behalf of the traveller: This setting will disable notifications meant for traveller and will send
notification to the Booker/Arranger only. The Traveller email address will be used to make the booking and to
manage the booking directly with the Airline. The confirmation from the Airline will be send directly to the
traveller as well.

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

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.
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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.

Trip 4815361 ER N & Tipcat @
Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized
—— ) E—
- Search Parameters > Results
D =
- > FOULGRL One Way | Multi City
Mo Flight Selected et From: To Depart Return Cabin class:
— Enter place or airport Enter place or airport ddMMMyy @ ddMMMyy  [@] | | Economy -
[ =
Me Hotel Selecied ‘et Allow Nearby Airports Advanced Search
_ Travellers: Stops: Preferred airline: Search for;
— - 1 Adult |- [ upto1step ‘- | [ ~Pease select -

@ Complete Trip (7]
) By Schedule @

Mo Car Selected et

Add Hotels to this trip.
Check-in Check-out: Where

ddMMNyy & dduMNyy & Type in city, airport or reference point Advanced Search

O

Car search will be made according to your flight destination and times
Use advanced search for setting different search

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

Trip 5949494 + L RN
Search or Request Select Review Complete Trip Creation Assistance Reguest In Approvals Finalized
L]
- Search Parameters > Results
D = a -
GOILGRLN One Way | Multi City
Mo Flight Selected Yet From: To Depart Return: Cabin class:
[Dumm Ireland (DUB) I l London, United Kingdom - All alrponsl l 9DEC19 I!II [ 10DEC19 \!\I | Economy 24
[ B=
e Hotel Select=d Vet ] Allow Nearby Airports Advanced Search
_ Travellers: Stops: Preferred airline: Search for:
— . | 1 aqut ‘- ||| Nonstop only v | | —Please select - | ® Complete Trip @
Mo Car Selectad et : i

) By Schedule @

|« Add Hotels to

/ Check-in: Check-out Where: /

9DEC19 £ 10DEC19  [= London,. United Kingdom,(LON) Advanced Search

(@]

Car search will be made according to your flight destination and times
Use advanced search for setting different 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.
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L ] " Miss. Test
Trip 5949494 Cart (L) ® Teenraam
Search or Request Select Review Complete Trip Creation Assistance Request In Approvals Finalized

»- G ... [F)Ewand  <shae v (i Mo - &E Checkout

1N

You Are One Step From Completing Your Booking, Fill info Needed and Proceed to Checkout

09 Dec W
DUE
1815 Az -
(=1 Trip Quotes
L

09 Dec =
THE MARYLEBONE HOTEL m
10 Dec
100 DUB - LCY | LHR - DUB (Mon,08 Dec 19 - Tue, 10 Dec 15) ~
o5 um, > i L Wil o Booking
ees L Noinfo N ReSearch  Fare Rules Total Cost: _IJ £117.08
DUB
Form of Payment + Frequent Flyer v Meals Seating
i
E= THE MARYLEBONE HOTEL (Mon,09 Dec 19 - Tue,10 Dec 19} & @ ~

Tems & Conditions~~ Total Cost: ) €433.55

Form of Payment | Frequent Guest

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.

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

/\T L /\ S +BookaNew Trip  QuickLinks~ 7= Trip Monitor =~ Contact Support ~ Welcome John Smith  Sign out | {2
[rann]
PoweredByq‘fr“S @ Q
Trip 7519375 B8 & Tipcat @
Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized
—— () m—

e @ e Search Parameters > Results

Flignt Hotel  Car

-+ Additional Products GELERUE One Way  Multi Gity

From: To: Depart: Return: Cabin class:
[ Dublin, Ireland (DUB) ] [Amsterdam‘ Netheriands (AMS) ] [ 11JUN21 u] [ 13JUN21 u] [ Economy v
»
No Flight Selected Yet
[J Allow Nearby Airports Advanced Search
[ Travellers: Stops: Preferred airline: Search for:
No Hotel Selected Yet [ 1 Adut « | | Nonstop only v | [ - Please select - O Complete Trip @
@ By Schedule @
[ Add Hotels to Amsterdam, Netherlands,(AMS).
=)
No Car Selected Yet
O

Car search will be made according to your flight destination and times
Use advanced search for setting different search
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First you will be given options for the Outbound Flight, Select the one you wish to book.

+ Book a New Trip | Quick Links

ATLAS
. povered By QTFITS
. Trip 7519375 DUB «— AMS (Fri 11 Jun 21 - Sun,13 Jun 21)

Search Select Review Complete Trip Greation Assistance Request
e @ @ Search Parameters > Results s> Pricing
Fight Hotel Car

[Select your outbound flight to Amsterdam, Netherlands (AMS) ]
=+ Additional Products

%= Trip Monitor

Welcome John Smith Sign out | (?,}
g Q
2

Finalized

Contact Support

In Approvals

«| From: | Dublin, Ireland (DUB) Depart  11JUN21 [ | Anytime v | stops: | Nonstopo.. | | ®
Price B ) )
€32 €229 Too  Amsterdam, Netherlands (AMS) | — Please Select Airiine — \ Advanced Search
U \_/
st Search for Airine, City, Flight O Generate time table price offer « < Pagetof2 > %
ops
Select All
No Stops €32 - @ A Price Airline From — To Depart Arrive Duration Stops Advisory
0 15Stop €78
¥ Fitered by Stops %
One Way DUB — AMS 19:00 21:35 1h 34m |-
Times 000 | instant Purchase FR3006 Fifldun2!  FriflJun21
Depart from DUB ~£€32.48
5:00 21:00
S —n_ .
Or Insert exact hour
B Additional Pricing Options More details
eg 1745
= One Way DUB — AMS 06:50 09:25 1h 34m B
9.69 | instant Purchase FR3100 Frit1Jun21__Frid1 Jun 21

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

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

Trip 4825111 DUB < AMS (Tue,05 Mar 18 - Thu,07 Mar 19)
Search Select Review Complete Trip Creation
[ ] L ]
- Search Parameters > Results > Pricin
e = G . g
— =
Price N
Dublin, Ireland (DUB) Amsterdam, Netherlands
€25-€116 €352 — Tue,05 Mar 19 18:35 (AMS)
anair i
- ! Terminal Unknoin Tue,05 Mar 19 21:20
o Terminal Unknown
Stops
@ Select Al . ’
— . [59Iect your return flight to Dublin, Ireland (DUB) ]
¥ No Stops €25
] 1Stop €101 | Search Parameters: DUB — AMS (Tue,05 Mar 19 - Thu,07 Mar 19) Modify Search
|
. Search for Airline, City, Flight O
Times - =) ~ Price Airline From — To
Depart from AMS
S0 2200 Y Fittered by Stops % Y Filtered by Carrier ®
o - One Way 4‘ AMS — DUB
Or Insert exact hour
9.83 I Instant Purchase EI&1
891745 ~€35.99
Show Arrival
Preferred Airlines El Additional Pricing Options
[ Al Adriines One Way % AMS — DUB
(] OOne World 9.83 I Instant Purchase EIG0S
[ /%) Sky Team ~€35.99
|# Aer Lingus £35.99
(] British A £110.31
[) FLYBE £100.85 B Additional Pricing Options

Assistance Request

Mr. Sean Thomas
Maples (Adult)

& 0]

In Approvals Finalized

ih45m FR2998 ,} Class:Standard (T}

v Selected ﬁ

Share Quotes (007 10)  « < Pagetof1 > »
Depart Arrive Duration Stops. Advisory
20:25 21:05 1h 40m
Thu0T Mar 18 Thu.07 Mar 18
More details
1320 14:00 1h 40m
Thu,07 Mar 18 Thu,07 Mar 18
More details

After selecting the return Flight system shows a summary of the selected flights, and highlights that you are

booking Two separated tickets. Click to go to the Trip Cart.
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]
Trip 4825111 DUB > AMS (Tue 05 Mar 19 - Thu,07 Mar 19) Rl B Trip can @)
Search Select Review Complete Trip Creation Assistance Reguest In Approvals Finalized
® [ ]
- Search Parameters > Results > Pricin
- = 9
Review your flight selection and select your preferred pricing option below
_ > Elight Selection
Mo Flight Selected Yet
Dublin, Ireland (DUB) —  Amsterdam, Netherlands 1h45m  FR2998 *) Class:Standard (T)
— = Tue,05 Mar 19 18:35 (AMS)
Ryanair Terminal Unknown Tha 0E
Mo Hotel Selected et Tue,05 Mar 19 21:20
Terminal Unknown
- ( ) Class ECONOMY
- q‘ Amsierdam, Netherlands (AMS) — Dublin, Ireland (DUB) 1h40m  EI611 )} (\:‘335
Mo Cor Setected et oL Thu,07 Mar 19 2025 Thu,07 Mar 18 21:05 !
&r Lingus Terminal Unknown Terminal Unknown
&
Best price for your flight selection
My ThiC
; Price €60.75 DUB — AMS Standard (T) 1st flight Fare Rules
| Instant Purchase Tax €0.00 AMS — DUB ECONOMY (Y) 5 2nd flight Fare Rules
ke’
€60.75 £60.75 @ .
ce? et
e b
+7 — \

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 and enter the Form of payment for both flights.

After you enter the details and the form of payment Click on Checkout

e —
Trip 4825111 Cart C2Y ™ Vaoles taduty

Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized
L] L] [ ]
,_)_ = e ... Expand =% Share @ More ~

You Are One Step From Completing Your Booking, Fill info Needed and Proceed to Checkout
QSMar g - (D)

12:35 rrooee -
(=1 Trip Quotes
2020 e
07 Mar
o s O
i
21:05 DUB

¥~ DUB - AMS (Tue,05 Mar 19 -Tuz05 Mar 19) § | insier Pucnase Vi) v

FR2398

Db Re-Search  Fare Rules Total Cost: !,' £24.76

Form of Payment ® Date Of Birth + | Frequent Flyer Ancillary Services Contact Details
/ )

M AMS - DUB (Thu07 Mar 19 Thu 07 Mar18) § | ruserirucioss Vi) v

El611

_‘ No info_\ Re-Search  Fare Rules Total Cost: ;’J £35.00

Form of Payment ® Date Of Birth + | Frequent Flyer Ancillary Services Contact Details

/

To complete the booking Click to read and confirm the Fare Rules for each Airline.

Enter the reference Fields if applicable, Click on Book and Finalize.
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Trip 4825111 Checkout (0 Maepan™

Search Sedact Review Complete Trip Creation Assistance Request in Approvals Finalized
L] ] ]
i —— —— —— You're At The Final Step of Trip Creation, Simply Fill in the Required Info and Click on the nice Blue Button below
sM
T
st
- & Trip Quotes
07 hiar
mas b > DUB - AMS (Tue 05 Mar 19 - Tue 05 Mar 13]
]')- FRZ353 4 4 1 i
21:08
oue Total Cost: #| ¢ 3476
).).. AMS - DUB (Thu.07 Mar 19 - Tha 07 Mar 18) ¢ v
EW

Total Cost: ¢ g35.00

L] | read the Fare Rules

L Mr. 5ean Maples ~

TRAVEL REGUEST NUMBER
REF1

TRIP REASON .
REF3 i

AIR POLICY REASON
REF4

TRANSACTION TYPE

REF & =
Contact Details (will be used for advising changes and in smergency) s

Booker phone number + 353 _ 08 . 8810000

Traveler Phone Mumber + 353 | _ BB _ 12345679

L] Get noliication on bahalf of fraveler |

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

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.

Contact Details (um bs uesd for advising changss and In smsrgancy) @ — [ dont share the below information with airines ~
Booker phone number +| 353 89 9816000
Traveler Mobile Number 353 89 9856322

+ -

Traveler Email tech@clubtravel.ie

__-.DGet ification on behalf of raveler |

Lo |

23



Hotel Booking

To start you Hotel Booking Click on any of the Book a New Trip options as normal.

ATLAS

TRAVEL SERVICES

ATLAS

Powered

+ Book a New Trip

Search for any field in the chart

+ Book a New Trip

.. —
s atriis

Quick Links -

4= Trip Monitor

Contact Support

— Please Select —

g ¢

Select the Hotel tab and enter the details.

Welcome John Smith  Signoul | {53

@

EXport to Excel

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

Trip 7519385

Search

° Einalized

> Ji=J

Flight Hotel Car

Select

- Additional Products

Review Complete Trip Creation

Room Results

g

Search Parameters > Results >

Where?

Type in city, airport or reference point

Assistance Request

~ 1 L

In Approvals

Distance

[10 |+ Mi

= Additional Products

I Mo Flight Selected Yet
=

Nao Hotel Selected Yet
)

No Car Selected Yet

‘ Type in city, airpoﬁ reference point

‘é.' DUB - Dublin,Ireland,(DUB)

E= Clayton Hotel Ballsbridge, Merrion Road

E=S Clayton Hotel Burlingt... Burlington Road

= Maldron Hotel Pearse S... 98-107 Pearse Street
= The Alex,41 47 Fenian Street, D...

E= The Davenport.8 10 Merrion Street Lo...

(®) | HR - London, England, UK (LHR)

E= Copthome Tara Hotel L... Scarsdale Place, England
‘5.' LON - London,United Kingdom,(LON)

E= Copthome Tara London ... Scarsdale Place ..

E=5 Holiday Inn Kensingten... Wrights Lane, London, ...

View all points of interest and preferred hotels

[0 |« mMi

Room allocation

v||1Roum

Mo Flight Selected Yet When?
I Check-in: Check-out: Nights: Guests: Room allocation:
TH R = ddMMMyy  [@| | ddvivMyy @ O 1 Guest v | [ 1 Room .
0 Hotel Selected Vel
T Search available rooms only
[ 0
Mo Car Selected Yet Chain:
- | - Please Select -
Search SETET REEw TOMpIEE TP Creamon ACCErEnte HequesT T ADPIovaRE
° Einalized
e @ Search Parameters > Results > Room Results
Flight Hotel Car
Where? Distance

**|f 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

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

Search Parameters > Resu-lrs > __Room Results

Where? Check-in: Check-out: Nights: Distance:

| Dublin irefand,(DUB)| 18FEB19  |@ 19FEB19 @ 1 0], B w
/%3 Map View

Sortby: | Default Sort < Share Quotes

Pagetofd > »

aMaDEUS Clayton Hotel Cardiff Lane e ke ke k Erom €111.60
Q@ Sir John Rogersons Quay, Dublin Per Night Per room

Pay on departur
B ¢ 0.4 Km from reference {57 Pay on departure

Room Rates & Info

aAMaDEUs The Marker Hotel & de ko ke From €242.10
Q@ Grand Canal Square, Docklands Per Night Per room
o Dubiin 53 Pay on departure
N ul
% 0.4 Km from reference
More Details
aMaDEUs The Gibson Hotel e ek h From €106.25
Q Point Square, Dublin Per Night Per room
' 0.5Km from reference 3 Pay on departure
L

More Details

Change to a Map View. You can view the hotels on a map view instead of a list view.

Search Parameters » Results > Room Results
Where? Check-in: Check-out: Nights: Distance:
[DUBL\N } 18FEB19 @ 19FEB1S @] 1 (10 o) m Mi
Sort by: | Default Sort L4 Filter by name el = List View
lY Map Filter % I
Botanic =] ]
&) \uSy om0t (Ol 1) Gardens : G
= Type Address, Landmark or Point of interest La
Clayton Hotel Car... B
y sy m 2 Clontarf
@ sirdon. 11180 & Fairview ()
0.4 Km from ref From y DRUMCONDRA = [ [
Per Night Per room
* N .
BROADSTONE
See Details I@P.q\(. 03|
ONEYBATTER . EAST WALL
The Marker Hotel L & faor
® 8 Tolka Quay Rd
© Grnac. €242.10 - : D&bJin LB ] 9 '
Py From . oo
Zﬁg\ . D.4Km from ref [ — (] ?fi : % s I.L
ek 3 Ti®y cge @ 4
L] ° .. le.ln \l;%ub )
[Faz] in, IE - Cherh
See Delail oy 08 RG] R ou
E—— it Patrick's Cathedral §7® @ a 0@ e T
The Gibson Hotel ®  stStephen \
@ Points o Creen Irishtown
: b5
05 Km from ref ::::ng wE hins Barn L <
- —— @ ariffith College [ % o
e ") &% Sandymount =
— Ball®bridge
ce el : Ranelagh e
HAROLD'S CROSSm g . —
Maldron Hotel Pea...
Q@ sa07. Google Rathminas Map data ©2018 Google  Terms of Use | Report a map arror
Ernmm £424 10
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Identify Any special rates looking for your Company Logo on the left.

If you have preferred hotels, they will be highlighted by the purple symbol.

Clayton Hotel Cardiff Lane Yook ok From€111.60
Per Night Per room

3 Pay on departure

AMaDEUS

Sir John Rogersons Quay, Dublin

] *' 0.4 Km from reference
E
J

The Marker Hotel * %k %k K Kk From€242.10

More Details

AMaDEUS
@ Grand Canal Square, Docklands Per Night Per room
/<orp Du £ Payon departure
¢ 0.4 Km from reference
More Details
aAMaDEUS Radisson Blu Edwardian Yok ok ok From €179.99
Grafton Hotel Per Night Per room
@ 130 Tottenham Court Road, London 3 Pay on departure

¢ 0 Km from reference

I Room Rates & Info I
More Details

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.

Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized
L ] ®
).* = Search Parameters > Results > Room Results
= " Clayton Hotel Cardiff Lane
No Flight Selected Yet SIR JOHN ROGERSONS QUAY, DUBLIN, 2
I Phone:353-1-6439500
Check-in: 15:00 Check-out: 12:00
— - —

O

CLAYTON ‘ !

HOTELS
CARDIFF LANE

No Hotel Selected Yet

Lazer i

]

No Car Selected Yet 2
ochunney Park

FLYEfit Macken Street

& Grand Canal
S Square
\: Map data £2019 Google
Amenities Description
AIC Bar Casino Concierge Disabled access Exchange
Gym v Internet Laundry Lift Lounge Luggage storage
v Meeting facilities Minibar v Parking v Restaurant v Safe v Spa
v Swimming Pool v

If you Wish to share quotes just click on Share Quotes and select the options, you wish to send by email.
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Dates can be changed from the top of the results page.

Special rates and Cancellation Policy will be highlighted.

ATLAS
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Check-in:  18FEB19 (& Check-out: 19FEB190 (& Nights:1

<< Backtohotelresults - Clayton Hotel Cardiff Lane
Source Supplier Room & Amenities
e AMaDEUS Club travel cluster ro incl,
wifi/gym/pool no carpark, queen and
e single bedroom -

Com

Cancellation Policy: CXL AFTER 14:00, Mon,18 Feb
19 FORFEIT FIRST NITE STAY

My TG AMAaDEUS Club travel cluster ro incl,
wifi/gym/pool no carpark, queen sized
e bed -22sqm free

Cancellation Policy: CXL AFTER 14:00, Mon,18 Feb
19 FORFEIT FIRST NITE STAY

MyTMC AMAaDEUS Club travel hrg bb, wifi/gym/pool, W Breakfastincl
N queen and single bedroom -
we Cancellation Policy: CXL AFTER 14:00, Sun,17 Feb

19 FORFEIT FIRST NITE STAY

Conp
Canceliation Policy: CXL AFTER 14:00, Mon,18 Feb

«& Share Quotes

Price & Payment

Terms & Conditions

5 Pay on departure

Terms & Conditions

£ Payon departure

iy T AMaDEUs Club travel cluster bb inc, ) ‘I erms & Conditions
wifi/gym/pool no carpark, superior W Breakiast incl Pay on departure
e room free wifi/ newly

19 FORFEIT FIRST NITE STAY

erms & Conditions

Pay on departure

by TG aMabEus Club travel cluster ro incl,
wifi/gym/pool no carpark, ki
e bedroom free wi-fi/

Corp

Canceliation Policy: CXL AFTER 14:00, Mon,18 Feb
19 FORFEIT FIRST MITE STAY

W Add To Cart

€111.60

€111.60

€127.60

€146.50

€149.40

Travel Policy Indicator. Hover over the mouse to see details.

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

CLAYTON HOTEL CARDIFF LANE Terms & Conditions

Terms & Conditions for

Rate Description
Queen And Single Bedroom -_ 225gm Free WIFIf Laptop Safe/ Flat Screen TV/, Tea and Cofiee,

Cancellation Policy
CXL AFTER 14:0, 18/2/2019 FORFEIT FIRST NITE STAY

Click Add to Cart to Select the room to continue to the trip cart.

MyTMC aMaDEUs Corporate rate bb, wifilgym/pool, W Full breakfast
standard double room online chkin
Cancellation Policy: CXL AFTER 14:00, Thu,05 Aug
21 FORFEIT FIRST NITE STAY

B —
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Complete Hotel Booking

Trip 4822610 Cart V) |x x};j;gggmﬂSI

Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized

» = o [F]Emand  <share ~ T[] More ~ =B Checkout
==

You Are One Step From Completing Your Booking, Fill info Needed and Proceed to Checkout

18 Feb =

CLAYTON HOTEL CAR i& Trip Quotes
19Feb .

k= CLAYTON HOTEL CARDIFF LANE (Mon,18 Feb 19 -Tue, 9 Feb 13) § [2:] v

Terms & Conditions Total Cost: ¢ £111.60

Form of Payment v | Frequent Guest

Sm= Checkout

Confirm the Details as Dates, Hotel, Room Type and Traveller’s name.
Frequent Guest Programme and 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.

Add Frequent Guest -CLAY TON HOTEL CARDIFF LANE o
e Il

Loyatty Number Hotel Chain

—

L

Form of payment for Hotels

The Atlas Travel 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.

Form of Payment - CLAYTON HOTEL CARDIFF LANE

Form of Payment (CC) + Frequent Guest
| Form of payment set by TMC

M

Once you complete the information click on Checkout at the bottom of the page.

@
k= CLAYTON HOTEL CARDIFF LANE (Mon,12 Feb 19 - Tue,19 Feb 19) § [E:J R

Terms & Condition Total Cost: # €111.60

Form of Payment + | Frequent Guest

=

L

Enter the Reference fields to complete the booking if applicable.
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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 to read and accept the Terms & Conditions. Click on Book and Finalize to complete the Booking.

Me S Thi
Trip 4822610 Checkout G2y Wanes vy
Search Select Review Comphete Trip Creation Assistance Request In Approvals
- = oA ..
—— —— —— —— You're At The Final Step of Trip Creation, Simply Fill in the Required Info and Click on the nice Blue Button below

18 Feb =

CLAYTON HOTEL CAR n

18 Rsb '\'!l Trip Quotes

WSS CLAYTON HOTEL CARDIFF LANE (Mon,18 Feb 10 - Tue 19 Feb 19) § pve
Total Cost # | §141.60
[ [t readthe Tarms & Conditions
AL Mr. Sean Maples N
TRAVEL REQUEST NUMBER
REF1
TRIP REASON .
REF2 b

AIR POLICY REASON
REF4

TRAMSACTION TYPE .
REF & L

Contact Detalls (will be used for advising changes and in emesgency] ~
Booker phone number +| 353 _| 08 _| 99810000
Traveler Phone Number + 353 |86 _| 12345679

- |
[ Get notfication on behalf of raveler |

Book and Finalize @

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.

Contact Details (wil be used for advising changes and in emergency) 7] \ don't share the below information with airfines | .~
Traveler Mobile Number +[ 353 l _[ B0 l _ I 9816200 l
Traveler Email I Technology@ l

Book and Finalize )
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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 Rates are already loaded, and this will be identified by the TMC and/or you Company Logos.

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

=1 €745.91 % DUB — UFK 16:15 18:55 7h 40m
V EI109 Wed 26 Jun 19 Wed,26 Jun 13
y % EWR — DUB 17:20 04:50 6h 30m C
EI100 Thu,04 Jul 19 Fi05ul19
A -
My TMC X
Price €639.00 DUB — JFK Economy (L} Baggage: 1 PC Fare Rules
e G €745.91 Tax €106.91 EWR—DUB  Economy(R) Baggage:1PC
8 £745.91
Add MyTMC
A Price €977.00 DUB — JFK Economy (G) Baggage: 1PC Fare Rules
. €1,083.91 Tax €106.91 EWR—DUB  Economy(G) Baggage 1PC
TMC- €1,083.91
5y —
i -

For Hotels you can identify Negotiated Rates and Preferred Hotels added to you list by the symbol below.

\ - gETTE Clayton Hotel Ballsbridge r——— From €143.20
——— @ Merrion Road, Balisbridge, Dublin Per Night Per room
M 3 Pay on departure

Phone:353-0-16681111

¢ 0.1 Km from reference point

More Detaiis

Click on Room Rates & Info to check the available fares.

Sharing Quotes

With GTP you can share quotes and itineraries before and after booking, from the page of results or 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 10 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 Share Quotes
TEOOK a New THp | QuekUmis e | T Trp Monlor | Conlact Suppor | Welcome John Smilh con ol 1|

S e
povered By ATFIIS e
L ] .
Trip 7519416 DUB < AMS (Thu. 10 Jun 21 - Fri,11 Jun 21) L B Tiip Cart o
Search Select Review Complete Trip Creation Assistance Request In Approvals Finalized
— ) — ) m—
c Search Parameters > Results
Fight Hotel Car
, b. T %
=+ Additional Producis | Ryanair Multiple KLM Aer Lingus
x| Mon Stop < €59.37 €90.42 €127.52 €450.12
Price 1 Stop | L L _ L {
€58 €451
2 Stops - - — -
From:  Dublin, Ireland (DUB) Depart  10JUN21 | | Anytime v | Stops: | nonstopo ‘ | %
Stops
Select Al T Amsterdam, Netherlands (AMS) Retum | 11JUN21 (| | Anytime ™ | [ ~Picase Select Aiine — |  aavancea sear
No Stops €59
Complete Trip Search for Airline, City, Flight O \ 3 Share Quotes & ¢ Pagelofld 3 »
L= L
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Select the Flights you wish to Share (Up to 10 options) by clicking on the +Share symbol.

Complete Trip Search for Airline, City, Flight p e '_' «§ Share quotes {D Of 10) 9 F Page 10f 14 % 5
- [‘f] ™ Price Airline From — To Depart Armive Duration Stops Advisory
I instant Purchase G DUB — AMS 19:00 21:35 1h 34m
10.00 ~€59.37 FR2008 Thu,10Jun 21 Thu,10 Jun 21
— Share L AMS — DUB 1005 1040 1h 34m
FR3101 Frift Jun21  Frift Jun21
E Additional Pricing Options More detsils
= | instent Purehase l¢ DUB — AMS 19:00 21:35 1h 34m
9.92 ~€62.37 FR300% Thu, 10 Jun 21 Thu, 10 Jun 21
- Frem L AMS — DUB 2205 22:40 1h 34m
FR3007 FrifJun21  FriftJun21
E Additional Pricing Opfions Y= |

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

Complete Trip search for Aine. City, Flight -~ O5@s Y «@ Sharequotes (10f10) @  « Page 10f37 3 »

A Price Airline From — To Depart Arrive Duration Stops Advisory

Y Fitered by Stops % VrieedvyCamer X qgggm—

) €116.65 — DUB — LCY 16:50 18:30 1h 40m &0
8.85 BA4469 Tue,11Jun 19 Tue ! Jun 18
+ Share
\ — LHR — DUB 06:50 08:20 1 30m &0
BA832 Wed 12 Jun 19 Wed 12 Jun 19
BA
MyTHC X H
\ Price €65.00 DUB — LCY Economy (O) Baggage: 0 PC NOBAG Fare Rules
€116.65 Tax €51.65 LHR — DUB Economy (O) Baggage: 0 PC NOBAG
e €116.66
ULl Price €85.00 DUB—LCY  Economy(0) Baggage: 0 PC NOBAG Eate Ruies
136.65 Tax €51.65 LHR — DUB Economy (0) Baggage: 1 PC BAG
e €136.65

Before sending you can click on the offer Symbol to see and confirm the options you have selected.

If an option was selected from the Additional Pricing, the selected one will be highlighted.

x e
Price { * = x 1
£99 £33 Ryanair Aer Lingus British Airways Multiple
— Non Stop < €29.98 €59.98 €116.65 €157.85 >
1 Stop | - - - €244.90 {
Stops 2 Stops —— —— — ——
1 Select All . §
Search Parameters: DUB « LON (Tue,11 Jun 19 - Wed,12 Jun 19) Modify Search
[4] Mo Stops €30
[ 1Stop €245 Complete Trip Search for Airline, City, Flight p IE,, Y «% Share quotes (2 0f 10) @ « . Page10of1 5 >
z = =
% A Price Airline From — To Depart Arrive Duration Stops Advisory
!
Times Y offered X
Depart from DUB
5:00 23:00 dﬁ] | mstant purchase { DUB — SEN 08:35 09:45 1h 10m |-
— 10.00 ~£29.08 FRZ187 Tue,11 Jun 19 Tue 11 Jun 19
Or Insert exact hour N -
R v Added SEN — DUB 07:10 08:25 1h 15m h
- | e FR2186 Wed,12 Jun 19 Wed,12 Jun 19
Depart from LON | B Addttional Pricing Options lilgre details
5-00 2300 Price: 85.00- 0.00 + 51.65 + 0.00 + 0.00 =€136.65 Cancellation Fee: Non-Refundable Change Fee: Non-Changeabl '
S f :‘] €116.65 — DUB — LCY 16:50 18:30 1h 40m &h
Or Insert exact hour 8.85 BA4469 Tue,11Jun 19 Tue 11 Jun 19
e.g 17:45
— LHR — DUB 06:50 08:20 1h 30m j‘ h
Show Arrival v 84832 Wed,12 Jun 18 Wed,12 Jun 19

E Additional Pricing Options More details

referred Airlines
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Once you have selected all the options Click on the E-mail Symbol
Search Parameters > Results
' & — X
Ryanair Aer Lingus British Airways Multiple |
Non Stop < €29.98 €59.98 €116.65 €157.85 >
1 Stop ! —— —— - €244.90 |
2 Stops - - - -
‘Search Parameters: DUB « LON (Tue, 11 Jun 19 - Wed.12 Jun 19) Modify Search
Complete Trip Search for Airline, City, Flight l@* E R | < | ¢ Paetd4 | 3 || ®
- ? A Price Airline From — To Depart Arrive Duration Stops Advisory

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.

Share Quotes

To L SeanMaples % /

J— Select Language
[ smith@training.com = English

Subject - Include in price offer

Share quotes for 1 traveller DUB «= SEN | LCY | LGW (Tue, 11 Jun 19 - Wed, 12 Jun 19) O summary (O Detailed @ Botn

[] Remove Headers
Message (Optons) _gmenne®

LAl U UL WV, | R 1
Trip Mumber: 5301871

Price Offer - Summary

Flight Offer # 1 - Pending booking Total : €29.98

Flight for 1 Traveller Client Deadiine: Immediate purchase

Airline From - To Depart - Arrive Stop Baggage

Dublin {DUB) - 08:35 Tue, 11 Jun 19
1h 10m Direct W
Ruanair L andan Sathand (SENY A AE Toom A4 biam AN
Caopy to Clipboard Send Cancel

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.

Copy to Clipboard

If you share the quotes from the system this is how the email looks like:
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L Reply Reply All £ Forward

Wed 17/04/2019 11:51 /

N notification@gtp-marketplace.com

Share quotes for Sean Maples (Tue,28 May 19 - Wed,29 May 19)

To
@ If there are problems with how this message is displayed, click here to view it in a web browser.

B

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.

Search Parameters: DUB « LON (Tue,11 Jun 19 - Wed 12 Jun 19) Modify Search

Complete Trip Search for Airline, City, Flight J E_, Y «& Share quotes (3 Of 10) !e I «© P Page 1 of 179 N 5

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 select GENERATE TIME TABLE, select the Outbound Options and then

Click Next City Pair to select Inbound options

Select your outbound flight to London, United Kingdom - All airports (LON)
Bearch Paramelers; DUB «» LON (Tue,25 Jun 19 - Wed, 26 Jun 19) Modify Search
Search for Airline, City, Flight O — Next City Pair lYlGenelate time table price offer @ « < Pagetols >  »
- =) ~ Price Airfine From — To Depart Arrive Duration stops Advisory
One Way DUB — SEN 22:20 23:30 1h 10m k
Iﬂ.nél | Instant Purchase FR2T21 Tue, 25 Jun 19 Tie, 25 Jun 18
~€17.99
| + Share
B Additional Pricing Oplions - . More defails
Iﬁ] One Way [ DUB — SEN 08:35 09:45 1h 10m |-
000 | Instsnt PurchBse FR2187 Tue25 Jun 18 Tue,25.Jun 18
~€17.99
+ Share
B Additional Pricing Options ) v ¥

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

X
price Select your return flight to Dublin, Ireland (DUB)
L] €542
Search P DUB <+ LON (Tue 25 Jun 19 - Wed,26 Jun 18) Modify Search
Search for Airline, City, Flight 0O ' Generate time table price offer €  « < Pagelofd 3> »
Stops
¥ Select All - [‘z‘]:_; s Price Airline From — To Depart Arrive Duration Stops Advisory
L#l_No Sinns £33 -
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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 Share at the Top of the page and click Share Quote.

Ty s o TR &

Search Select Raview Complete Trip Creation Assistance Request In Approvals Finalized

pr— ® ®

o Share ~ I}

N = e .. [HEeee

b Travelers Name (1)

w2 Share ltinerary

You Are ur Booking, Fill info Needed and Proceed to Checkout

=% Share quote

WA pe e B i

0710 Bagay

T

19 Aug -
w

RADISSON BLU GRAF.
22 g
,_)_ DUB - LHR - DUB (Mon, 19 Aug 19 - Thu,22 Aug 19) [E;J Pending Booking IRV
BAZI BAEE
ZAI g e
1840 gagas

1 v Re-Search  Fare Rules Total Cost: ¢ ¢123.01
=% pug
Meals Seating
]}
= RADISSON BLU GRAFTON LONDON {Mon,19 Aug 19 - Thu,22 Aug 19 ) [23 v

Term: ndificn Total Cost: | €536.79

Frequent Guest

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.

Share Quotes [x]

To @ SeanMaples % /
Select Language
[Csmith@training.com - | I Engiisn
L

Subject - Include in price offer

Share quotes for 1 traveller DUB ++ SEN | LCY | LGW (Tue, 11 Jun 18 - Wed, 12 Jun 19) O Summary O Detaled ® Botn
(] Remove Headers

Message (Orsons) ggemmmn®

G o g e 11 A ¥ n
Trip Humber: £301471

Price Offer - Summary

Flight Offer # 1 - Pending booking Total : €29.98

Flight for 1 Traveller Client Deadiine: Immediate purchase
Airtine From - To Depart - Arrive. Duration Stop Baggage
Dublin (DUS) - 0835 Tue. 11 Jun 19
h10m Direct ~

Copy to Glipboard Send Gancel

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.

You can Copy (Ctrl + C) no

Copy to Clipboard
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Trip Monitor
You can follow the status of your bookings from the Trip Monitor at the top of the page

AT L A S + Book a New Trip | Quick Links Z= Trip Monitor ontact Support Welcome John Smith  Signout | {5}
rowerea sy QTII1S

Export to Excel

+ Book a New Trip Search for any field in the chart el i ‘ — Please Select — ‘ v | i

You can search by Travellers name or use the filters.

Current Step shows the Status of the Bookings.

~
+ Book a New Trip — Please Select — o
~ ‘Search Text ¥
T == (:) Refresh  « < Pagelofl »
Trip Traveller Booker C It inati Dy Date Return Date Current Step Tomlltgszked Products
v
Sean
4773602 1oy
Maples ADMIN Sandra Gildea Amsterdam, Netherlands (AMS) Tue,12 Feb 19  Thu,14 Feb 19 I pen
Thu,10 Jan 19
Sean N
4772927 ~ London, United Kingdom - London Ci 5 ~ ,* oy
Maples Sol Vonsowski Sandra Gildea Tue,22 Jan 19 Wed,23 Jan 19 Preparing Htinerary EUR 11247 pen
Thu,10 Jan 19 1y APT (LCY)
Sean
4707887 London, United Kingdom - London Ci )* C70f
Maples Adrieanne IRWIN Sandra Gildea Tue,15Jan 19 Wed,16 Jan 19 EUR 121.98 e
Wed,19 Dec 18 1y APT (LCY)

« ¢ Pagetlofl > >

From the Trip Monitor you can use the filters to search for trips or to create reports and export to excel.
Click on the arrow down on Filter to expand the menu.

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

Export 1o Excel
+ Book a New Trip se any fiel e cha el i —Please Select— ]
x

Products step ETime limit approaches origin

===t Al v - Please Seled -

& Flignt o o

S Groundscone B4 [,0%) Trips with unread messages Destination

AHeatwowExpress HAFinaized [ 5 Trips with reminders due e

EHHotel FAPreparing ltinera =] /“ Netifications

o ‘ n

St save this filter settings

EAParking [ Cancelied / Expired

Please Select -

User Groups

lease Select v

=

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

()Refresh  « ¢ Pagetofl 5  »

You have chosen to open:
Q' April 15th 2019.csv

which i Microsoft Excel Comma Sepsrated Values File (3.6 KE)

e
from: biob:

. What should Firefox do with this file?

B ® Qpenwith  Microsoft Excel (default) v
O save File
[[]Do this gutomatically for files ke this from now on. \‘h
oK Cancel
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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 Atlas Travel 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

y AT »
Trip 5978528 Cart TS T & o can
Search or Request Salect Review Complete Trip Creation Assistance Request In Approvals Preparing Itinen
L ® ® L L ] L L L
")‘ = a .. E Expand <% Share ~ Mare /
=5 Share Itinerary
Your trip he confirmed, have a safe trip
I:”‘ o ous @ s e
i@ Trip Quotes
1S LHR

To | ‘¢ John Smith x
Select Language

Enter Email or select recipient Add English

@ Add Price Breakdown e

(] Include PDF
Subject

Travel plan for John Smith travelling to London on Tue,29 Oct 19

Message (optionsiy

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 EaReply Al € Forward
Fri 26/04/2019 11:50
N notification@gtp-marketplace.com
BOOKER. TRAVELLER WHEN TICKET ISSUED Travel plan for Sol Vonsowski trip 5336650 to Heathrow APT, GB (LHR)

To
(©) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message N

DUB - LHR 2019-05-16 1425 - 2019-05-16 1600ics
1009 bytes

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

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 "BEQOKER. TRAVELLER WHEN TICKET ISSUED Travel plan
for Sol Vonsowski trip 5336650 to Heathrow APT, GB (LHR)"

| Yes | I Mo I

*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.
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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/Training 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:

https://www.clubatlasgtraining.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.

Contact-us Page:

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.

. Ansagre T ma P
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