User Guide — Club Travel HRG Ireland
April 2018

Note:

ETR is fully PCI compliant. Your personal profile data is secure within this platform.

In addition, Club Travel/lHRG will comply with all GDPR requirements as per the GDPR law that
becomes effective MAY 2018.
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Introduction

ETR isan ElectronicTravel Request System developed by Club Travel/HRGto support client’s travel requests
for Flights, Hotels, Car Hire, Ferry & Rail and Ground Transportation.
ETR can be remotely accessedvia URLin all kinds of devices: PC, Lap-top, Tabletand Mobile Phones and the

system supports many browsers such as: Internet Explorer 11 /Microsoft Edge/Firefox/Chrome /Safari

How tologin
First login

You will receivean email with the URLto your system, whichis unique toyourdepartment/Company to
access the site, you can click on the link or copy and paste the addressinto yourbrowser.

ETR System - New User

Hi, you have been registered on the ETR System. Now create a password to access the

system.
Create Password

[f the button does not work, copy and paste the address below into your browser:
https://secure-booking.ie/ETRSystem/L ogin/ResetPassword?token=
190cf1346d3d4absde7e8442fh45389b

Clubtravel - HRG Ireland @

You will be immediately broughtto the password screen where you can create a password of your choosing.

Create a new Password

New password

Re-enter new password
Reset Password

Clubtravel - HRG lreland & 2018



Once you click on “Reset Password” you will be taken to the Login Page.
Enter youruser name and the password that you have created and click on Login.

*Your user name is ALWAYS your email address.

Welcome to

Electronic Travel Request System

solange@ie.hrgworldwide.com

Forgot pas=sword?

Clubtravel - HRG Ireland & 2018

Version 1.0.6641.30684

If you have more than one profile setup - you will choose the relevant one to work with fromthe below
options:

CHOOSE YOUR ROLE

V)

Arranger Traveller Approver

You can swap your role at any time by selecting on the right top of the page

Welcome Ms. Solange Vonsowski!  Role: Traveller X £

-~




Gt HRG

Start Page / Home Page

Arranger /Traveller Role

Thisis the first page whenyoulogin. From here you can choose your next action:
* Making anewrequest

* Actonacurrentrequestlike change, confirm, cancel, approve...

It also highlights the details of your dedicated Travel Consultant.

# Request Date Traveller Seatus Assigned Ta Products Actions

You will be shown aTab for areas that have been approved to display by your Employers, so you may not see
all the Tabs below, only ones available to you will be visible.

¥ Request

Make a Request

Current

Old Requests

& Traveller
A Request

Add Traveller

=& Traveller
List Travellers

€@l Report

© My Consultant

,,..,\ This is the Company’s Travel Policy

Sabrina Vonsowski This is your consultant details



Making a new request

Whenyou select “Make a Request*you will be given an optionto choose With flight & Without flight.

REQUEST TYPE

.))_. .»\_

With flight Without flight

With Flight option enables you torequest flights, hotels, cars and Ground Transport.

Without Flight option enablesyoutorequestonly hotels, cars and Ground Transport, without a flight.

Request With Flight

Thisis the page for makinga new request

Make a request - Arranger: Ms. Solange Vonsowski

Basic Informatior
Description Training Trip - Test Traveller Ms. Solange Vonsowsk
(Mandatory)
Company Dept 12456 - Cost Centre/Text 66656565
Number Box
{Mandatory) (Mandatory)
Dropdown Values - Dropdown / Fras List2
Text
Dropdown List List2 - Test User Binding Bindings
(Mandatory) (Mandatory)
User Binding Test 2 Value3 T
Add praducts
@ Please fill the fight first
X figne Hotel Car Transportation
@ Rewrn () Onewsy () Mukicy
From Search departure airpor - =) To
Fiy out on B 29/03/2018 | Anytime - Fly back on £ 30/032018 | Anytime -
Class Any - Check-in Baggage -

& Clear

At the top of the page you must complete the basicinformation. Somefields are mandatory.

These are determined by your Company and are customisable.
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Make a request - Arranger: Ms. Solange Vonsowski

Basic Information

Description A short description about the request Traveller Ms. Solange Vonsowsk)
[Mandatory)

Company Dept ect. Cost Centre/Text
Number Box
(Mandatory) (Mandatory)

Dropdewn ect Dropdown / Free
Text

Dropdown List ect.. Test User Binding
(Mandatory) (Mandatory)

User Binding Test 2

Travelleris mandatory, and it will be pre-populated when logged as a Traveller OR, you can select adifferent
travellerifyouare a Travel Arranger.

“Customisable Reference fields”. Each Company can create theirown (or none).

The Company will choose if fields are Mandatory or not. It can be Textbox (free text), Multiline Textbox(free
text, more than one line), Dropdown (list created by the company) or Dropdown/ Free Text (user can select
forma list or type as free text) Fields can be bound to a userand stored on user’s details.

Request a flight.
You can selectacity or a specificairport—Once youstart to type, it will pre-populate according to your entry
where you can select from the drop-down list.

Add products

O Please fill the flight first.

A Fiighe Hotel Car Transportation

® Rewn O Onewsy O Multicity

/’\
From [ pug - (=) To | Search destnation airpert -
3( Dublin-Dublin Incernazional (DUB) =
Fly out on Fetond Fly back on B 05/04/2018 | Anytime -
J( Dubai- Dubai (DXE)
United Arab Emirates
( Dubai- Chelses Tur £y Bus Station (XNE)
Class United Arab Emirates Checkin 0 M
- Baggage
3 Dubrovikc- Dubrounik (DBY)
Croatia
.............. v
Comments
# Clear +Add Flight
Add producs
@ Please fill the flight first.
X Fight Hotel Car Transportation
[ @ Rewn Q) Oneway () Mulidy ]
/—\
From Dublin - Dublin International (DUB) Ireland - =) Te London - United Kingdom (Any) -
Fly out on B 04/04/2018 | Morning - Fly back on 8 05/04/2018 | Evening M
Class Any - Check-in 1 -
Baggage

Comments Special notes

& Clear +Add Flight I



e  Multi-Stop: You can select Return/One-way/ Multi City

e Typein flight preferenceslikeairport, date. Time Filters can be changed - Departure or Arrival

e You canselectforaspecificClassandto include baggage

e Special notescan be made to the dedicated consultant -These are free text fields. * Not Guaranteed,
but the consultant will request with Airline.

e Ontherighthand at the bottom of the page you can Clear the request or Click on the +Add Flight to
complete the requestand move to the Hotel request page.

Once you added the Flight you will be taken to the Hotel Request Page. From there you can send the request
of the Flight only to the dedicated consultant oradd a Hotel to the request. You can also save the requestas
a draft to complete and send later.

jomm
Flight ES how Car G Transportation

51 (e.g. Landmarks, Streets, Neighbourhoodies or Cities)

No Horel preference? Jus: give us a Landmark, Street or Neighbourhood where you want to stay near by

Checkin  #  03/0572018 Checkout B4 04/052018

Room type | any - Rem @ Y VY YEOX Y EEEE

Exactly -

& Clear + Add Hotel

Selected products

X
Dublin to London

= 01/05/2018
+~—02/05/2018

Return | Any class.

B Save as draft A Send to consultant

Request a Hotel.

The datesand Location it will pre-populate with the flightinformation where you can change the location
and the datesif desired. Once again you will be givenadrop-down list when you start to type

Add products

Flight o= o Car G Transpertation

London (01/05/2018 to 02/05/2018)

Autofill

Hotel/Location Filtered by: United Kingdom © | London

Mo Hotel preference? Just give usa Lal @ London Ui

Checkin @ 01/052015 ¥ London Bricge Lsnen Ui

Room type Any " Lendondzmy <

powered by Google,

& Clear = Add Hotel



Add preducts

B R T = R ——

Autofill

London (01/05/2018 to 02/05/2015)

otel/Location

Filtered by: United Kingdom @  London, UK

No Hotel preference? Just give us a Landmark, Street or Neighbourhood where you want to stay near by

Checkein & 01/05/2018 Check-out B 02052018
Roomtype | Any - | RS l

I At Least - I

Comments

& Clear + Add Hotel

e You canrequestbylocation or fora specifichotel by entering the Hotel name.

e You can RequestRoom Type and Star Rating — At Least/At Most/Exactly.

e Special notescanbe made to the dedicated consultant -These are free text fields. * Not Guaranteed,
but the consultant will request with the Hotel.

e Ontherighthand at the bottom of the page you can Clearthe requestor Clickonthe +Add Hotel to
complete the requestand move to the Car request page.

Once you added the Hotel you will be taken to the Car Hire Request Page. Fromthere you can send the
requesttothe dedicated consultantoradd a car to the request. You can also save the request as a draft to
complete and send later.

Add products

Fighe = Hoel

Autofill

Pick-up Location

Date

Drop-off Location

Date

Vendor

Comments

Selected products

& car E Transportation

Filtered by: United Kingdom © ‘ London Airport |

¥ Lenden City Rirport (LCY)
8 ouoszots | anytme
? London Airport Transgar:

@ Rirport Bee - Heathrow Airport Transfers =

@ hirport T
Filtered by: United Kingdom ©

8 02052018 | Anytime . powsrad by Google

Any -

12 vendors selected

& Clear + Add Car I

A b=
Dublin to London

From 01/05/2018 to 02/05/2018

—+ 01/05/2018 Anyroom tyee | Exacy

-~ 02/05/201
= Return | Any dsss

Save as draft <A Send to consultant




Request a Car Hire

Once again, the dates and Location it will pre-populate with the flightinformation where you can change the
location and the dates if desired. You will be given adrop-down listto select whenyou startto type.

Add products

SR ] « @
PO N Ci 261 5 Gzosraos|

Pick-up Location Filtered by: United Kingdom © ‘ London Airpart |

Lenden City Airport (LCY) Ha
Date B8 01/052018 | Anytime

London Airport Transport 1

Airport Bee - Hesthrow Airpert Transfers =27 Fesd London, Uk

Drop-off Location Filtered by: United Kingdom ©

Date $8  02/05/2018 | Anytime - powered by Google

Add products

gne 1 o @B

PRSI - 05201 o 02201

e You canrequestbylocationorfora specificairport.

e You can request Pick-up and Drop-off Location

e Time Filters can be changed — Morning/Afternoon/Evening/Any Time

e You can Request Category and fora specificCar Hire Vendor

e Special notescanbe made to the dedicated consultant -These are free text fields. * Not Guaranteed,
but the consultant will request with the Car Hire Vendor

e Ontherighthand at the bottom of the page you can Clearthe requestor Clickonthe +Add Car to
complete the requestand move to the Transportation request page.

Once you added the Car Hire you will be takentothe Transportation Request Page. From there you can send
therequesttothe dedicated consultantoradd a Transportation tothe request. You can also save the
requestasa draftto complete and send later.
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Request a Transportation.

From the Transportation page you can request Ground Transportation/ Rail or Ferry.

Add products

T & rransportation
— Lonon (910572018  02/0572015)
Type Ground transportation| -
Rail
Ground transportation
From Ferry rport
To Filtered by: United Kingdom @  Hotel ibis London Blackfriars, Blackfriars Road, London, UK
Departure ] 01/05/2018 Any time -
Return £ 02/05/2018 | Anytime -
Class | Ay .
Comments
& Clear + Add Transportation
A products
. BB rransportation
- \ncton 010572018 10
Type | Ground wansprtation -

@ Rewn () Oneway

From Filtered by: United Kingdom @  London Airport
To Filtered by: United Kingdom @  Hote! ibis London Blackfriars, Blackfriars Road, London, UK
Departure & 01/05/2018 | Anytime -
Return #  02/05/2018 | Anytime ~
Class Any -
Comments |

# Clear + Add Transportation

e You can request Return/One Way

e You canrequest bylocation/Train Station etc.

e TimeFilters can be entered —Morning/Afternoon/Evening/Any Time or a Specifictime.

e C(Classcan be requested when necessary.

e Special notescanbe made to the dedicated consultant -These are free text fields. * Not Guaranteed,
but the consultant will request with the selected type of transportation.

e Ontherighthand at the bottom of the page you can Clearthe request or Send to Consultant.

11



Once you have selected all your detailsasummary will be shown likethis:

Selected products.

X

Dublin to London

= 01/05/2018
~02/05/2018

= Return | Ay class

k= )
9 London «* London City Airport

From 01/05/2018 to 02/05/2018

01/05/2018
Ay room type | it Lesst e e &£ London City Airport
02/05/2018

Cacegory: Compact

n
— 01/05/2018
+02/05/2018

£ Ground transportation | ~Return | Any class

Save as draft «d Send to consultant

From here youcan:

e Reviewyourrequests

e Editor Delete the products

e Save as a Draft

e Sendto the dedicated consultant

**RENB*** Asthe requestprocessislinked tothe flight afterselected the flight details this request cannot be
changed or amended. If you delete the flight all products will be deleted as well.

Whenyou sendto the consultant, the status will show on the main page as “Sentto Consultant”

Current requests

search &  Typeanyrequestdata E

# Created In Traveller Status Assigned To Products Actions

28156 22/0012017 Ms. Solange Sabrina Vonsowski (Consultant) (%) H E n E
Vonsowski —

98150 19/09/2017 Miss. Sabrina Mrs. Donna Henry (Approver) f;ﬁ.@ E
Vonsowski ~

8149 19/09/2017 Ms. Solange Sabrina Vonsowski (Consultant) @ H E n E
Vonsowski

98147 18/09/2017 Miss. Sabrina Miss. Sabrina Vensowski (Approver) ) H E n E
Vonsowski —

Page 1 of 1
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My Current Requests

On the “Current Requests” optionisalist of all requestsforTraveller/Arranger/Approver.

Current requests

Search &  Type any request data IEI

# Created In Traveller Status Assigned To Products Actions

Assigned to me

101638 21/02/2018 Ms. Solange Miss. Sabrina Vonsowski (Arranger) ‘-/;\I E
Vonsowski \7"

Everything else

101684 27/02/2018 Ms. Solange Sabrina Vonsowski (Consultant) (=) ;/‘;‘-‘ En
Vonsowski SN

101683 27/02/2018 Mr. Bruce Wayne sabrina Vonsowski (Consultant) () (=) E
NN

101671 26/02/2018 Miss. Sabrina Sabrina Vonsowski (Consultant) (=) ,/';‘-‘ E
Vonsowski i

e RequestLocator Number—The system generatesalocatornumberforeach request

e Createdin/Requestdate —The date thatthe request was made/created

e Traveller—The name of the Travellerthatthe requested quoteisfor.

e Status— You can see the status of the requests made.

e Assignedto: Showsthe personyourrequestwasassigned to.

e Products-Youcan see a summary of the products includedin each request.

e Actions—Actions can be made by clickingon each one individually according to your needs.

e Assignedtome: Showsrequeststhatneededtobe actioned by the user.

e Everythingelse:Shows all requestsforthe Traveller/Arranger/Approverthat need to be actioned for
otherusers (as perapprover or Consultant).

e Unread requestsare highlighted in bold like an unread email as per below example.

Welcome Ms. Solange Vonsowski! Role: Traveller ¥ £

Current requests

¥ Request

Search

* Request Date Traveller Status Assigned To Products
101700 05/03/2018 Ms. Solange Sabrina Vansowsii (Consultant) (=)
Vonsowski ~
101699 05/03/2018 Ms. Solange Sabrina Vonsowski (Consultant) (=)
Vonsowski R
101638 05/03/2018 Ms. Solange Sabrina Vonsowski (Consultant) ()
O My Consultant Vonsowski —/
® 101688 271022018 Ms. Solange Sabrina Vonsowski (Consultant) ()(=)
Vonsowski N
101687 27/02/2018 Ms. Solarge Miss, Sabrina Vonsowski (Approver) (¥)(=)
Sabrina Vonsowski Vonsawski N
= 101686 271022018 Ms. Solange Sabrina Vansowsii {Consultant) ()
Vonsowskd ~
101634 271022018 M. Solange Sabrina Vonsowski {Consultant) (2)(m=)
Vonsowski N
101646 2200272018 M. Solange [ Rejecreo ] Sabrina Vensowski (Consultant)
Vonsowski
101639 2110212018 Ms. Solange Sabrina Vonsowski (Consultant) (%)(m)
Vonsowski e
101638 21/02/2018 Ms. Solange - (=)
Vonsowski ~

13



Status

We have different kinds of Status as perlist below:
1 —_CurrentRequests

Sent to Consultant

Pending Confirmation
Pending 1st Level Approval
Pending 2nd Level Approval
Pending 3rd Level Approval
Approved

Draft

Rejected (Whenthe Traveller/Travelarrangerrejects the quotes from the consultant)

2 —OldRequests

Ticketed
Cancelled
Not Taken Up
Amended

Actions

You can act ona requestfromthe main page, hoverthe mouse overthe actions to show what each will do.

Current requests

Search & ¥ Q
# Created in Traveller Status Assigned To Products Actions
Assigned to me
98179 2B/02NT PENDING CONFIRMATION Mrs, Adrieanne inwin {Arranger) - [ "‘l = e | @ n

Or whenyouopenarequest, justhoverthe mouse overthe signal atthe left bottom of the page and it will
show the action options

Created in: 05/03/2018

Description: Amend test Ie=m ¢ Hilton, NY, USA, from 19/03/2018 to 21/03/2018

Company: TEST TECHNOLOGY

cy Document Arranger: Miss. Sabrina Vonsowski Location: Hilton
Traveller: Ms. Solange Vonsowski Check-in: 19/03/2018

Cost Centre/Text Box: testem Check-out: 21/02/2018

© My Consultant

|

Company Dept Number: 97879 Room type: Double
Dropdown: Values Boarding Basis Type: Bed & Breakfast
Dropdown / Free Text: Lists Rating: At most # % ¥
Sabri . Dropdown List: List4 Comments:
abrina Vonsowski Test User Binding: Binding5 &6 Testing to amend ticketed request 33

User Binding Test 2: Valued

FIERRY SENT T0 CONSULTANT

Assigned to: Sabrina Vonsowski (Consultant)

=
Products: (1= )

History

e Sent to consultant

30 days ago- Mar 5, 2018

00600

14



Those are tools that you can act onthe requests made.

Actions

® | = | 8] | &

Comments

=, Send comment

Priority Normal e
Product Dublin Airport, Dublin, Ireland, from 24/10/2017 to 26/10/20174
Comments Any

¥ LGW to DUB from 24/10/2017 to 26/10/2017

k= Dublin Airport. Dublin. Ireland. from 24/10/2017 to
26/10/2017

Notify users
: : a
- [ ]

Miss. Sabrina Vonsowski Ms. Solange Vonsowski Sabrina Vonsawski
(Arranger) (Traveller) {Consultant)

 Send comment

Comments- It allows the usertoadd comments that will be added and stored inthe request.
Users have access to them by goingto the requestview screen checkingthe history.

The user can select: Priority (Normal or Urgent) & Product — so we know what product the comment relates
to.

The user can select who will receive it by email: Arranger/Traveller/Consultant.

Ifthe userdoesn’tselectanyone, itwill be sentto everybody by default. (except the person who wrote it)

15



Send by email

Send by Email

To solange@ie.hrgworldwide.com
cc

BCC
Add request users

Miss._ Sabrina Vonsowski Ms. Solange Vonsowsld Sabrina Vonsowski

(Arranger) (Traveller) {Consultant)

Message

Email — It allows the userto send the request by email in PDF format with a message added on ETR system.

The user can selecttowhomthey wantto sendit to: Arranger/Traveller/Consultant/ora different email
address can be added manually.

NB* Copy of Emailsare not storedin history.

ETR System - PDF File Request #98147

Hi, as requested we are sending attached the PDF file of the request #93147.

Message:
Test email

Clubtravel - HRG Ireland ©

PDF

PDF - It opensthe requestinaPDF format.
16



Clone

Clone -t clones a previous request, creatinganew request with same dataonit.

Amend

E

Amend. Available forall statuses but Rejected, Cancelled and Amended. It willcreate anew request and link
it with the old one (old Request will have status as “Amended”)

Choose

Choose option. Available for “Pending confirmation” status. It Opens the request to confirm or Reject.

Attachments

Attachments - It allows the userto upload documents that will be stored on requests —forexample PO
forms.

History

Saved as draft

2 minutes ago

Attachment added by
Miss. Sabrina Vonsowski
File: TEST TECHNOLOGY - Travel Policy Document.pdf

DOWNLOAD

59 seconds ago \
0 Sent to consultant

10 seconds ago

All users can attach filestoa request.

The attachments will be stored to be accessed on History at any time forall users.

17



Request Overview

Basic Information

Number: 101760
Created in: 03/04/201%

Description: Mr Wayne - London Trip
Company: TEST TECHNOLOGY
Arranger: Ms. Solange Vonsowski
Traveller: Mr. Bruce Wayne

Cost Centre/Text Box: 4566
Company Dept Number: 12456

Dropdown: Value2

© My Consultant

Dropdown / Free Text: List2
> Dropdown List: List1

Test User Binding: Binding2
User Binding Test 2: Value

BT Sent 10 CONSULTANT.

Assigned to: Sabrina Vonsowski {Consultant)

Sabrina Vonsowski

NN DN D
Products: (% ) (=) () (@)

History

o Sent to consultant

Sdaysage-Apr 3, 2018

Comment by Ms. Solange Vonsowski (Arranger)
Product: X DUE to Londen from 01/05/2018 to 02/05/2018
66 Special notes tesc99

Sdaysago- Apr 32018

| This request has 1 comment . I

Welcome Ms. Solange Vonsowski!

Role: Aranger &

Products

“ DUB to London from 01/05/2018 to 02/05/2018

Travel type: Return
Class: Any
Check-in Baggage: 1
Comments:

66 Special notes test 39
From: DUB / Dublin International
To: London - United Kingdom (Any)
Departure date: 01/05/2018 Morning
Return date: 02/05/2018 Evering

h 9 London, UK. from 01/05/2018 to 02/05/2018

Location: London
Check-in: 01/05/2018
Check-out: 02/05/2018

Room type: Any

Boarding Basis Type: Room only
Rating: At least e s

2o00

Pick-up location: London City Airport
Pick-up date: 01/05/2018

Pick-up period: Morning

Basic Information of the request: Here the usercan see basicdetails of the currentrequest

Basic Information

Number: #101635

Created in: 27/02/2018
Description: Booking test for presentation
Company: TEST TECHNOLOGY
Arranger: Miss. Sabrina Vonsowski
Traveller: Ms. Sclange Vonsowski
Cost Centre/Text Box: DEP5896
Company Dept Number: 46546
Dropdown: Value3

Dropdown / Free Text: List2
Dropdown List: List1

Test User Binding: Binding4

User Binding Test 2: Value3

Status: EIETEIETID

Assigned to: Sabrina Vonsowski (Consultant)

If a request hasbeenamended, onthe Basicinformation you can see the Old/New Request number.

Basic Information

Number: #101684
Amended from: #98156

18



History: Shows all actions and comments of the request since it was created.

History

o Miss. Sabrina Vonsowski

Sent to YGOR RIOS SIQUEIRA (Consultant)
26 minutes ago

° Comment by Miss. Sabrina Vonsowski (Arranger)
Product: ¥ DUB to LGW from 01/05/2018 to 02/05/2018
&6 COMMENT ADDED BY ARRANGER 99
26 minutes ago

° Comment by Miss. Sabrina Vonsowski (Arranger)
Product: k= London, UK, from 01/05/2018 to 02/05/2018
&6 COMMENT ADDED BY ARRANGER 99

26 minutes ago

° Comment by SABRINA VONSOWSKI on behalf of Ygor
Rios Siqueira (Consultant)
Product: ¥ DUB to LGW from 01/05/2018 to 02/05/2018
Quote: #1
&6 Comment added by consultant at time of quote 39
24 minutes ago

° Comment by SABRINA VONSOWSKI on behalf of Ygor
Rios Siqueira (Consultant)
Product: k= London, UK, from 01/05/2018 to 02/05/2018
Quote: #1
&6 comment added by consultant at time of quote hotel1
”
24 minutes ago

Comment: Here, itwill show if there are comments added onthe request

Products: Here it will show all the productsinyourrequestincluding comments regarding each product.

This request has 1 comment .

Products

?‘ DUB to London from 01/05/2018 to 02/05/2018

Travel type: Return
Class: Any
Check-in Baggage: 1
Comments:
&k Special notes test 99
From: DUB / Dublin International
To: London - United Kingdom (Any)

Departure date: 01/05/2018 Morning

Return date: 02/05/2018 Evening @

I2=% ¢ London, UK, from 01/05/2018 to 02/05/2018

Location: London

Check-in: 01/05/2018

Check-out: 02/05/2018

Rating: At least v #r ¥

Room type: Any @
Boarding Basis Type: Room only

Action Tools: Options foractions that user can take, at this stage.
19



Pending Confirmation
Once consultantsends you a quote, yourstatus will be ‘Pending confirmation’.

Status

PENDING CONFIRMATION

You will be given 2 or 3 options for each productaccordingto your request where you can select Confirm or
Reject Options.

Afterselectingthe best options/preferred options, you can confirm your request. Consultant will receive this
and make the booking.

v Select

© Reject options @ Confirm options

1 100000

If there are any levels of approval, you need to select the Approver fromthe Approver List before it goes
back to the consultantto be booked.

Approversare listed to the Company.
Select Approver.

Comments can be sentto the approver.

@ Confirm options

Approver Miss. Sabrina Vonsowski

Comments Please approve - want Aer Lingus as colleague travelling
also on this flight|

@ Confirm options

20



Approval System

Approval processis optional and there can be up to 3 levels of approval.

Approver can be granted authorisation toapprove forone level or more.

Approval Leve

Level 1

Level 2

Level 3

ApproverRolein ETR will have alistand showsin Traveller/Status and all the other details.

Current requests

Welcome I

B [a]
# Created In Traveller Status Assigned To Products Actions
101647 2/022018 Mrs. Donna Henry D Sabrina Vonsowski (Consuitant) (o [ - 1 =|m I s
101462 301172017 Mrs. Donna Henry D =)
O My Consultant i
98192 10102017 Ms. Solange p— .
o = [(=][=]e
s a3r02017 ['seeaoveo] Sabrina Vonsowski (Consultant) =) (;1*;1(ﬁw(;*
Page10f1
1
Current requests
search &  Type any request data E‘
# Created In Traveller Status Assigned To Products Actions
Assigned to me
98147 18/09/2017 Miss. Sabrina Miss. Sabrina Vonsowski (Approver) (2)(=) E
Vonsowski e

Approverwill receive an email to advise thereare requests to be approved like below:

etere mespona

Queck steps

naove 1ags 3 ramng £oom

aprina Vonsows|

FW: [ETR Quote confirmed - Pending 1st approvall Request number: 101674 - Traveller: Mrs. Donna Henry - Date of travel: 09/04/2018 - DUB to SFO from 09/04/2018 to 12/04/2018

From: Clubtravel Corporate [mailto:robot @dlubtravel.ie]
Sent: Monday 26 February 2016 14:50

To: Sabrina Vonsowski <sabrina @clul =g

Cc: Felipe Nipo Ferreira <felipe@ciubtravelis>

Importance: High

Subject: [ETR Quote canfirmed - Pending 1t approval] Request number: 101674 - Traveller: Mrs. Donna Henry - Date of travel: 08/04/2018 - DUB to SFO from 09/04/2018 to 12/04/2018

Hi, a qUOtE has been Confimed by Mrs. Donna Henry.
Open the request to check it and approve it

Comment:
“Picase approve - want Agr Lingus as colleague traveling also on this fight*

Request Details

Number: #101674
Description: TEST REQUEST SAN FRAN
Date: 2610212018
Arranger:  Mrs. Donna Henry
Traveler:  hirs. Donna Henry
Approver:  Miss. Sabrina Vonsowskl
Status: Pending 1st approval

Miss. Sabrina )

Products
Flight: DUB to SFO from D/04/2018 to 12/04/2018
Hotel: Courtyard by Mariotl San Jose Campbell, Creekside Way. Campbell, CA, USA,
from 09/04/2018 o 12/04/2018
Car:  Pick-upiarop-off at San Francisco INtemational Airpor, rom 08/04/2018 1o
1200412018

If the buton does not work, copy and paste the address below into
DpS:i/SECUrE DOOKING Je/E TRSYSIEMVREqUES!

ur browser
A=1016748=3
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If approved, the process continues as normal to generate back to consultantandissue tickets.

Approverwill selecttorejectorapprove request.

A T24 Oy QT Carotte $306/2018 1020 S

DL8E 7 Dubén 1062018 0645
Ameican Arines Ny

l:“
;‘\/,l‘ Commant by Sabrina Vonsewskl (Consultant)

Product: » Landen Usited Kngdom freem 10102917 ra

v

Quote: ¢!

Wrean

PR

|22 ¢ London, United Kingdom, from 18/40/2017 to 21/10/2017

° Quotes added

Quutes confirmed

Quotes

Valus-Added Tax (VATE LU

Hotwt: London Hotel
Room type: Doutie
Check-inc 181072017

Checkout: 211102017

A 4

Approvers can Rejector Approve arequest.

®

©
R Reject request ol Approve request

When rejectingarequest,acommentfieldis mandatory to give a reason whyitis beingrejected.

Once rejected, requests go back to Traveller/Arranger with the status “Pending Confirmation” to be actioned
(choose another quote oramendit)

" Reject request

Comments A reason of why request has been rejected

"§ Reject request
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You can follow the status of yourrequest from the Home Page to seeif it has been approved / Rejected

and/orTicketed.

Status

TICKETED

APPROVED

If approved goesto the consultantto be booked.

Consultant will receive an email advising thatthe request has been approved please book.

From: Clubtravel Corporate [mailto:robot@clubtravel ie]
Sent: Monday 26 February 2018 14:52

To: Sabrina Vonsowski <sabrina@clubtravel.ie>

Cc: Felipe Nipo Ferreira <felipe@clubtravel.ie>

Importance: High

‘Subject: [ETR Request Approved] Request number: 101674 - Traveller: Mrs. Donna Henry - Date of travel: 03/04/2018 - DUB to SFO from 09/04/2018 to 12/04/2018

P

Hi, a request has been successfully approved.
Please, proceed with the booking.

Request Details

Number: #101674

Description: TEST REQUEST SAN FRAN
Date: 26/02/2018

Arranger:  Mrs. Donna Henry

Traveler: Mrs. Donna Henry
Company: TEST TECHNOLOGY

Status: Approved
Assigned to: Sabrina Vonsowski (Consultant)

Products
Flight: DUB to SFO from 09/04/2018 to 12/04/2018
Hotel: Courlyard by Marriott San Jose Campbell, Creekside Way, Campbell, CA, USA,
from 09/04/2018 to 12/04/2018
Car:  Pick-up/drop-off at San Francisco International Airport, from 09/04/2018 to
12/04/2018

View Request

If the button does not work, copy and paste the address below into your browser.
hitps:#/club/ETR uest/R ok?requestld=101674

Consultant will confirm the details issue the tickets and send to the traveller by email.
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How to create a new user

The “Traveller” accessis optional and can be granted forany user.

Thisoptionallows the usertoadd a new Traveller profile, see alist of all travellersin the company (Full name
and email address), Edit or Delete travellers.

& Traveller

List Travellers

Create Traveller

Basic Information

Title Title... B

First Name
Last Name

Email

Save

Once you enterthe details and click on Save an email will be sentto the userwith his details tologin.

Travellers
Search:
Traveller Email
Mrs. Donna Henry Donna@clubtravel.ie @ | &
Mr. John Smith solange@budgettravel.ie = e
Miss. Sabrina Vonsowski sabrina@budgetiravel.ie = |
Ms. Solange Vonsowski solange@ie.hrgworldwide.com z &
Traveller Email

Showing 1 to 4 of 4 entries
Previous 1 | Next
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