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In the profile management,
you can add or remove travel
arrangers at any time under
“Personal Preferences”.

» Every user can book trips for themselves.

» As a travel arranger, you can book for the
travellers who have appointed you as a travel
arranger.

Select Travel Arranger
> AS a t rave | m a n a g e r, yo U h a Ve t h e O p pO rt U n Ity On this page, select the users who will be able to book for you as a Travel Arranger. Enter user name, first name, last name or email

address and click "Find user'. For a system-wide search, leave the fields empty.
My User Profile

to book for all travellers in your company. pctive vl Arvangers

Personal Preferences
Select Travel Arranger

Ticket ID -
e Find Travel Arranger

User Mame:

First Name:

Last Name:

Email:

Location: All Locations v
Division: All Divisions v

Find user
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First, go to the Travel ALR Travel Group

Arranger Dashboard.

Startreservation
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Travel Arranger Dashboard

In the next step, the
traveller is selected.

Select travellers and booking type

Booking far: Add travellers
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| The selection shows:

| All travellers
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» the travellers who have selected you as a travel
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e
! o | » As a travel manager you see all travellers.
Search for travellers / / ‘ ‘ Assigned Locatior R
S [ Travellers with bockings 1 @ U . . . .
| se the search field or go directly to the list displayed to
Afterwards, select ® J Y piay
the desired means of . o select the traveler you want to book for.
travel you would like @ 2 o ° 1
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to book. [ » | E3 » After selecting the traveller, you can start the booking
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Booking overview
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» On the Travel Arranger Dashboard you can see
Travel Arranger Dashboard your own trips and trips of colleagues for

which you have been authorized as a Travel
Booking for:

guiger Tna (00) ¢ Arranger.

> The search fields and filters make it easier for
Book flight Book train Book hotel Book car/transfer

you to access a specific order.

Select travellers and booking type

Recent and current bookings = Fifter

Search for travellers ‘ ‘ Assigned Location v

[ Faveurite travellers only [ Travellers with bookings Travellers with active bookings or requests

The icons for the individual
travel services take you
directly to the respective
booking.
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Profile management
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Administration of User Profiles
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Here you can access
the profile
management.

Administration of User Profiles

Create New User

Edit User Data

Back

Depending on your authorization,
you can search for existing
profiles, edit them and/or create
new travellers.
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Contact

Do you have any questions or suggestions
regarding Cytric?

The Online Solutions Team is happy to assist you.

{ +49 89 286611 - 600

& onlinesolutions@Icc-alr.de

The department Online Solutions
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Melanie Englisch, Simone Hobler, Frank Raisch, Intissar Hummel, Annika Blank
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