
1

Tips & Tricks



Double booking check
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➢ At the beginning of a new reservation, Cytric 
checks if a booking already exists for the 
selected traveller on the specified date.

➢ If a reservation already exists, a message 
appears.

Click here if you want to 
create a new, independent 

order for the requested 
trip.

Click here if you want to 
add the requested trip to 

the existing order. 



Flight search LH-Group
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➢ The flight search for the Lufthansa 
Group is only processed +/-4 hours 
according to the departure/arrival time 
specified in the search mask.

➢ If you do not receive the 
desired/expected flights in the search 
results for Lufthansa Group flights, 
change the desired departure/arrival 
time to receive further search results.

Here you can return to 
the search mask.



Add travel means to existing reservation
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Open the order via the icon 
of the respective booked 

means of travel.

Then select the means of 
travel you want to add.



My Trips
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In the “My Trips” section you 
can see an overview of your 
future, past and cancelled 

trips.

The filter and search functions 
will help you find the trip you 

are looking for.



Support area
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Here you can find the 
contact details of your 

OBE support.

Here you can access our 
support area with various 

helpful information, 
including the link to our e-

learning center.

In this section you will find 
an explanation of all help 

icons in Cytric.



Load Travel Arranger Dashboard automatically
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This ensures that the Travel Arranger Dashboard 
is automatically displayed after logging in, 

without you having to switch there from the 
Personal Dashboard.

First go to the profile 
management and open 

the “Personal 
Preferences” section.



Select preferred travelers
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As a travel arranger, you can 
mark the travellers you book 

for most frequent as 
favorite/preferred travellers 

with the star.
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Copy booking (1/2)

You can copy a booking by 
clicking on the copy icon in 

the itinerary to book the 
same trip for another 

traveller.

In the next step, select the 
traveller for whom the trip 
should also be booked and 

click on “Continue”.
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Copy booking (2/2)

Select here which 
travel service you 

would like to copy.

You will receive an updated list 
of results from which you can 

select the desired fare and 
afterwards complete the 

booking.



General tips & tricks
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➢ Before you start booking, check that all relevant data is correctly saved in your profile.

➢ During the booking process, check that the travel dates are correct and change them if necessary.

➢ Check all the data again before completing the booking to avoid change or cancellation fees.

➢ Check the booking confirmation for accuracy immediately after receiving it and contact your Business Travel 

Team as soon as possible if this is not the case.

➢ Make sure that the traveller (if you did not book for yourself) has also received the booking confirmation.
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Contact
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Do you have any questions or suggestions 

regarding Cytric? 

The Online Solutions Team is happy to assist you.

 

 +49 89 286611 – 600

 onlinesolutions@lcc-alr.de

 

 

 

Contact

The department Online Solutions

mailto:onlinesolutions@lcc-alr.de
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