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Getting Started

Cligbook User Guide

Getting Started

Welcome to Cligbook, Concur Technologies' travel solution. Cligbook provides
asimple way to book your business travel online. This guide provides
information on:

e setting up and editing your travel profile
e booking flight, car rental, limo and/or hotel reservations online
e finding helpful travel information

Not every company uses every feature in Cligbook. Make sure to always check
your organization’s policy regarding how you use Cligbook, including reviewing
the current travel policy. For some users, thisinformation is available on the
Travel Center screen.

Once you are logged into Cligbook, you will seethe Travel Center page.

Travel Expense Reports Administration Profile Help Log Out

Home Templates beetings Policy Profile Tools Clighook XA Travelfnr:
0

%A
Travel Center - st iasdily

{014 Car | Hotel | Limo | Flight Status

| @ Round Trip O One Way O Multi-Segment |

Welcome to Cligbook!
Most recent featured Cligbook Additions:

Departure City

Anival City o Guest User Booking (Download PDE)
o Auto-booking of cars dunng a traveler's flight
Departure request!
depart v [ Marning ][22 [w] o Limao, sedan, and shuttle booking service

o Change ticket functions

et o Time-saving concurrent Air, Hotel, & Car searches

| depart [ || aterncon [ || £2 [v| o Click here to download a user guide.

a Pickup/Dropoff car at airport
D Automatically reserve this car

[IFind a Hotel

[ Refundable only
Search flights by:  O'Price () Schedule

[ search |

Some elements of this page include:

¢ tabswhere you enter information for your travel request

e linksto view your profile, saved templates, your travel policy, or travel tools.
e information from your travel department or agency in Company Notes

For travel assistants or arrangers, you will also see a drop-down list of your
travelers near the top right corner of the page.
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Getting Started

Select adifferent name to book atrip for that person, view or update the profile,
or view alist of booked trips.

For more information about travel assistants or arrangers, see Assistants or
Arrangers.
Thefirst timeyou log in, you may be prompted to change your password. Make

sure to check your travel policy for instructions on changing your password. To
change it in Cligbook, see Additional Profile Options.

Upcoming Trips
The upcoming trips tab shows alist of trips. For older trips, seethe Trip Library.
The information that appears for each trip is:

e Trip name and Description - whenever you submit atrip, you can giveit a
name and an additional description.

e Locator —the record locator for thistrip.

e Status- always note the status of the flight, typically Confirmed or Ticketed.
Organizations that use approval s will seethe approval status of thetrip. If
you have the ability to hold atrip, you will see the last ticketing date and
time in the status column as well.

e Start and End Date - the departure and return dates for the trip.
Click the name of an upcoming trip for any of the following options:

Company Notes | Clighook Map ||RITTST0T W G H

Trip Name,/Description Locator Status Start Date End Date

Trip fram Atla DT;’Z?J’ZDDS 0F/29/2005
Washingren, & IR 2

Trip to O in fudy | Wiewr Iinerary

E-mail Itinerary

Miew Request

Create Template

Change Trip [add car or hotel)
Cancel Trip

e View Itinerary — view your Cligbook itinerary. For some customers, you can
view itineraries for trips booked outside of Cligbook through your agency.
From the travel itinerary, you can change your trip, print your itinerary, email
the itinerary, or open the trip as a Microsoft Outlook appointment. Some
airlines aso give the option to go to on-line check in from the travel
itinerary.
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e Email ltinerary — send the itinerary to the email address or addressesin the
profile.

o View Request — seethe Cligbook request, including the status. If the statusis
not Ticketed, you can usually withdraw the request.

o Create Template — create atemplate if thisisarecurring trip. See Travel
Templates for more information.

e Change Trip — choose to change or cancel your car rental or hotel
reservation. For some customers, you may also be able to add or modify your
car service or limousine reservation, or change your airfare. Check your
travel policy for more information. For more information, see Change Trip.

NOTE: For any non-GDS ticketed flight, you must contact the Web site or
vendor directly.

e Cancel Trip —for agency-booked trips that do not have a Ticketed status, you
can attempt to cancel theitinerary. Thislink will not appear if the trip has
been ticketed, and you may have to contact the agency for changesto airfare.

Travel Profile

The first step before booking your first trip is to update your travel profile. Y our
profile allows you to store information relevant to travel. For most customers,
when you save changes to your profile in Cligbook, the same changes are saved
to your profile at the travel agency.

Fields marked with an orange Required must be completed in order to save your
profile.

Some customers have custom fields on this page. Please check with your travel
department if you need information on custom profile fields.

Theedit € and delete X icons et you edit or delete existing information. This
is consistent throughout the profile.

To access and modify your profile, or verify information imported into Cligbook,
follow these steps:

1 Choose Profilein the grey bar near the top of the screen.

If you are atravel arranger, choose whose profile you would like to edit at
the top of the profile page. Y ou can a so select the traveler's name from the
Travel Center page and click Profile.

2 Scroll through this page to verify existing information, or click the linksto
navigate to another part of the page.

NOTE: Name fields - make sure that the first and last name fields are exactly the
same asthe ID used at the airport. If you cannot edit these fields, contact your
travel agency or travel manager to make changes.

3 Enter address information. The country you select in the work address fields
will determine the default map that appears on the Cligbook Map tab.
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4 Telephone information is required so the agents can contact you or the
traveler. For most customers, at least aWork Phone isrequired.

5 Therearethreefieldsfor email addresses. Cligbook will send a confirmation
email once atrip isreserved to the first email address, and travel agents will
also use this email addressto send afinal ticketed email or invoice.

If you want to use additional email addresses (for instance, a home address,
an assistant, or a coworker) make sure to place a check in front of the
additional email address field. Cligbook will then send the confirmation
email to the additional addresses as well.

NOTE: The email addressesin the profile are used for approvals and
notifications for Cligbook, as well as other applications such as Vinnet. If
you change the email addressin the profile, it will affect the email address
used for al other emails generated by Cligbook.

6 If your organization uses the voice-activated features of Cligbook, please see
Voice for more information.

Enter Emer gency Contact information.
Usethe Travel Preferences section to enter or edit:

e Any discount membership information.
e Your air, car, and hotel preferences.

Air Travel Preferences— Cligbook will attempt to place you in the best
seat available based on your preferences.

Hotel Preferences— make sureto place a check next to any accessibility
needs or preferences.

Car Rental Preferences—the car rental type you select here becomes
the default when you search for a car. Make sure to stay within your
travel policy.

e Your preferred departure airport.
e Any medica alerts.

e Your frequent traveler memberships. Click the Add a Program link to
enter up to five memberships at atime. When adding a membership:

0 Make sure that the name for the membership matches the namein
your profile, including middle initial.

0 Enter programs EXACTLY asthey appear on your card, excluding
gpaces and dashes. Do not add any additional characters, or the
carrier code. If you enter a program incorrectly, you will get a profile
error from the reservation system.

0 Select the type of membership first, air, car, or hotel. This will
determine the list of vendors that appear.

0 Usethe Search thisVendor checkbox to prioritize the search in
Cligbook. Keep in mind that your organization’stravel policy will
override your individual vendor preferences.
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o Edit favorite hotels. When you reserve a hotel in Cligbook, you will have
the option to save the hotel as afavorite. Use the edit feature to remove
hotels previously added. This feature is not used by every customer.

e Your passport information.

9 UseAssistants& Travel Arrangersto give other Cligbook users the ability
to book travel for you, view and modify your profile, or book tripsfor youin
Cligbook. See Travel Assistants and Arrangers for more information.

10 Usethe Credit Cardsareato add credit cards you would like to use to pay
for your travel.

Some organizations use "ghost" cards, business travel accounts ("BTA"
cards), or other central-billed payment methods. These payment methods
usually do not appear in this section. If you are assigned to use a central-
billed payment method, it will be indicated when you reserve your flight.
Check your travel policy for more information.

Cligbook recommends that you set a credit card as the default for air, car,
and hotel travel. Thisway, the system will not prompt you to choose a credit
card every time you book travel.

Make sure that the name on the credit card, the credit card number, the
expiration date, and the billing address are all correct on this screen.

11 Make sure to Save your profile when you are finished either updating or
verifying the information. If you do not automatically return to the Travel
Center page, click the Homellink.

NOTE: There are several Save buttons on the profile page. It isonly
necessary to save once as every Save button saves the entire profile.

Additional Profile Options

Several links on the left side of the profile page allow you to modify your
information in Cligbook. They are found under the Other Settings heading.

System Settings

Default Language — choose your default language from the drop-down list. Y our
language for Cligbook can be different from your company default.

Time Zone — select atime zone. Cligbook sends an email when you finish
booking atrip, which includes a Microsoft Outlook Calendar attachment. This
attachment will reflect your chosen time zone.

Day/Time/Week settings — not currently used in Cligbook.
Mile/lKM — choose whether to measure distances in miles or kilometers.
Number Format — choose how to display numbersin Cligbook.

Country/Currency — results for travel will appear in the currency determined by
the travel agency, however, some car and hotel results will be converted to the
selected currency.

Date Format — choose how to display the dates in Cligbook.

Time Format — choose how to display timesin Cligbook.
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Hour/Minute Separator — choose either a colon or a period to separate hours and
minutes.

Outtask Home Page — the page that appears when you click the Home link at the
top of the page. For Cligbook customers, thisis usually the Travel Center
(labeled Outtask Travel).

Rows per page — only used by Cligbook Administrators.

Approval Notification Emails

Cligbook will notify you under certain circumstances, listed below. If your
company does not use approvals, you will most likely not use these email
options, however, we recommend you leave all three boxes checked.

Send an email every time something is put in or removed from my approval
gqueue — if you approve Cligbook requests, place a check in this box to be notified
whenever you have a request to approve.

Send adaily summary of itemsin my queue — Cligbook will send adaily
summary of requests that are awaiting your approval.

L et me know when one of my requests is approved or denied —when you submit
reguests, Cligbook will automatically notify you when they are approved or
denied.

Setup Checklist — click thislink to seeif there are steps you are required to
complete at thistime. Not used by most customers.

Change Password — click thislink to change your password at any time.
Privacy Statement —click thislink to read Cligbook’s privacy policy.

System Email Settings— thislink may be available for some users. It is not
related to Cligbook.

Travel Vacation Reassignment — click thislink to temporarily reassign
Cligbook approvals or notifications. Please read the instructions on this page
carefully. Thisfeatureisonly used if you approve tripsin Cligbook.

Follow these steps to reassign your Cligbook approvals:
1 Click the Edit button.

2 Typeinthe name of the manager who will handle your approvals and click
Search.

3 Click Select next to the name of the approver.
4  Click Submit to reassign any new approvals to this person.

NOTE: Cligbook will not reassign any existing approvals. If you have trips that
you are unable to approve, please contact a Cligbook Administrator or your
travel manager to have these requests reassigned.

Attendee List —thislink may be available for some users. It is not related to
Cligbook.

I'm Assisting... —thisoption is available for some users, and alows you to
designate yourself as someone else's assistant. The person you choose will
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receive an email once you click Save. For more information, see Travel
Assistants or Arrangers.

Travel Center

From the Travel Center, you can start booking atrip, access other travel
information, or view trips that are completed or in process.

Thelinksin the grey bar in the application help you navigate through the system.
Not all linkswill appear for every customer.

Click Home to return to the Travel Center

Click Trip Library to see alist of trips. Change the date fields and click
Search to see more or lesstrips.

Click Templatesto view persona or company templates. Refer to Templates
for more information.

Click Meetings to access the Cligbook Meeting Center. Thislink is optional
and will not appear for every customer.

Click Policy to see specific information about your use of Cligbook. Check
with your travel department for your organization's full travel policy.

Click Profile to access or modify your profile as described in the Travel
Profile section. If you are an assistant or arranger, you can also use thislink
to access your traveler's profile information.

Click Toolsto see contact information, international travel help, maps, and
other helpful travel links.

Book a Trip

The tabs on the |eft side of the Travel Center page let you enter information for
booking atrip.

{013 Car | Hotel | Limo | Flight Status

| @ Round Trip O One Way O Multi-Segment

Departure City

Arvival City

Departure
depart hd Morning 4 t2_v_
Returm

depart v Afternoon v +2 v

I:l Pickup/Dropoff car at airport
O Automatically reserve this car

[IFind a Hotel

[Refundable only
Search fightzby:  Oprice & schedule

[ search |
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If you have aflight, use the Flight tab. Y ou can add acar or a hotel from this tab.
If you have other segments to add, such as an additional hotel or alimo, you can
add those from the ltinerary.

If you have aCar, Hotel, Limo, or Rail to book without airfare, use the
corresponding tabs.

Y ou can also use the Flight Status tab to check the status of aflight. Enter the
cities, date, and airline and you can see arrival times for the flight.

NOTE: If you are set up as atravel arranger, select the person for whom you
would like to book travel before you start entering your travel request
information.

Flight Tab

On the Flight tab, choose the type of flight, Round Trip, One Way, or Multi
Segment. Y ou can then either type in your Departure and Return cities city, or
use the Cligbook Map tab on the right to select cities.

Choose a Map: | US/Canada .
ict

Choose a Map "Ff‘r femane City Open Segment

When you type in acity, airport name, or airport code, Cligbook will
automatically search for a match.
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{738 Car | Hotel | Limo | Rail | Flight Status

| @ Round Trip O One Way O Multi-Segment

Departure City was

Washingten, 0T, United States of Aretica

DCA Ronald Reagan National Arpt
Washingten, L2, United States of America

IAD Washington Dulles Intl
Washington, CoC, United States of America

BWI Baltimore Washington Intl Arpt
Baltirmor, MOy, United States of Ametica

HGR ‘Washingtan Cty Regional

Hagerstown, MO, United States of Armetica

Choose the airport you want, or choose the Area Airports option (if available) to
search multiple airports.

If you use the map page:
e Click on acity to fly out of an airport in or near that city.

e Tofly fromanairport in acity not on the map, click anywhere in that state or
region. A list of all the airports will appear, and you can choose the preferred
departure airport.

o Tomaketravel arrangements outside of your home country, choose a
continent from the globe at the bottom left to change the map. Y ou will then
be able to choose a country and city. Y ou can also use the menu near the top
left of the tab to select which map you would like to see.

¢ For multi-segment flights continue choosing cities, including your return
city, until you are finished.

e |f youwishto arrivein one airport and then return from a different airport,
select your city pair and then click the Open Segment icon. Thiswill put an
open segment into your itinerary, so you can choose a different airport for
your return flight.

o Click the Remove City button to take a city out of your itinerary.

Click in the Departure and Arrival date fields to select dates from the calendar.
Choose times, and aso your time range. Cligbook always searches before and
after the time you select.

If you need a car at the airport, place a check in the Pickup/Dr opoff car at
airport box. Some organizations additionally alow you to Automatically
reservethis car, which lets you bypass seeing car results. Once you select your
vendor and car type, acar is automatically added to your reservation.

If you need an off-airport car, or have other special requests, skip this step and
you can add a car from the ltinerary.

If you need a hotel, check Find a Hotel. Choose whether to search by airport,
address, a company location (if provided by your organization), or areference
point or zip code. Once you choose how to search, enter the required details. You
can also choose arange in miles or kilometers within which to search. For more
information, see Hotels.
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If you are staying at more than one hotel during your trip, or don’t need a hotel
for the entire length of your stay, skip this step and you can add a hotel from the

Itinerary.
Choose whether to search by Best price or Best fit to schedule.

e |f you chooseto search by schedule, Cligbook will give you options for
departure and return flights, and then will perform a search by price. See
Search by Schedule for more information.

NOTE: If you want to see flights in fare classes other than Coach/Economy, you
MUST search by schedule.

Choose to check the Flights with/ no penalties (refundable) box (if available)
to search only fully refundable fares. Y ou may also have the option to choose
only flights without double connections.

Once you have entered all your information, click the Sear ch button to begin
your search and see your flight results.

Search by Schedule

When you choose to search by schedule, you will see alist of outbound and
return flights. Directly above thelist of flightsisagrid that allows you to filter.

Prices do NOT appear on the Search by Schedule page; once you select your
flights, Cligbook will price the flights and you will be able to purchase the flight
you chose, or asimilar flight.

All
25 rezults E % é"

Monstop
12 results

1 stop
T3 rezults

4 results 4 results 4 results

10 results = 10 reszults

To filter the results, choose a column, row, or cell in the grid. The results will
then display flights with the number of stops, airline, or both. Click All in the
grid to see al results.

Y ou will also see afilter on the right side of the page. Use thisfilter to change
your search.
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Previous Searches

~
Previous Searches

Change Search
From: ATL

ATL - Atlanta - Atlanta, GA

To: WAS
WAS - Washington Area Air
Departure

a0 v} 23 v|

Retum

T e
M Refundable only

Display Settings

d Compress Display

Airport Filters

ATL - Atlanta, GA

DCA - Washington, DC
1AD - Washington, DC
BWI - Baltimore, MD

e Click the Previous Searches menu to see previous searches done during this
Cligbook session.

e Changeyour arrival or departure cities, your dates, times, or time ranges, or
the refundability (if available), and click Search. Cligbook will show new

results on the page, and you can use Previous Search to come back to your
original results.

o Place acheck in Compress Display to show the results in the display on one
line. Uncheck the box to see the full display, which lists connections,
equipment, and gives the ability to select seats.

Displaying: 96 out of 96 results.

Outbound Thu, Feb 2 + 3 hours 47 results .
Uncompressed display
Carvier Flt# From To Depart & Arvive Class

@ T334 ATL 1AD &:0Dam Tiddam Coach [
@ isplaying: 96 out of 96 results.

1h 44m; Equipment: CRJ Outbound Thu, Feb 2 *+ 3 hours 47 results
E= 2238 ATL CLT &:00am 7:03am Coach [ Canier  From/To Depart4 Arive  Stops/Duration
O E 716 o pca mooam si17am Coach [ @ @ ATL=1AD &:00am  Tiddam O/ 1h4dm
3h 17m; Equipment: CRJ, 8319 O E  aTL=DcA si00sm 9i17am 1/3h17m
@ t 3299 ATL CLT  é&:00am  T:03am Coach [4 ol ATL > DCA  6&i00am  9:17am 1/3h 17m
@ 2163 CLT DcA ®:00am  9i17am Ceach [
(@] oy J ATL=BWI  &:00am  S:27am 1/2h27m
2h 17m; T Operated by US Airways; Equipment: CRJ,
A319
@l t 3299 ATL CLT  &:00am  7:03am Coach [
o @F | 1s43 CLT BWI  s:0Sam  27am Coeach [ Compressed display
3h 2Fm; t Cperated by US Airways; Equipment: CRJ,
737

o If either or both of your cities have multiple airports, use the Airport Filters
boxes to only see results from airports you select.
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Airport Filters

ATL - Atanta, GA

DCA - Washington, DC
IAD - Washington, DC

BWI - Baltimore, MD

If your organization allows you to choose flights in classes other than
Coach/Economy, you will be able to select a class of service from the list.

i 733 PDR SFO
®

1h 40m; Equipment: 757

Y ou will also see the following symbols on this page. Cligbook will usually show
what these symbols mean when you hold your cursor over the symbol.

. Indicates a company preferred carrier.

& Allows you to see the seat map for this flight. See Seat Maps for more
information.

e You can aso hold your cursor over any airport code or airline name to see
the full name for the airport or airline.

e Thereare also symbolsthat indicate aflight is a code share, is direct but has
stops, or is sold out.

Choose a Flight

If you Search by Schedule, the Choose a Flight page will show up once you
choose your flights and continue. If you search by price, you will go directly to
the Choose a Flight page.

Cligbook offers several optionsto filter, compare, and sort your flight results.
Filter
Just as with search by schedule, thereisagrid that allows you to filter.

Click on a column, row or cell in the grid below to filter your results, Prinit / E-mail
All
“mwa

50 rezults & E A L) &
Monstop 1558.60 158.60 158.60
15 results 2 results 2 rezults 10 results

1 stop . 192 .40 . 170,20 179.20 427.20
32 results 7 results Fresults 3 results S results

2 stops . . . 175.00 . . 2144.30

3 rasults 1results 2 rezults

Each fare appears beneath the grid in alist. Sometimes the list can have several
pages, so it isimportant to filter so you only see the flights you want.

To filter the fares, click on the corresponding row, column, or cell in the grid.
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e To seefareswith acertain number of stops, click the cell with the number of

stops. This selects that row, and only shows flights with the selected number
of stops.

o Toseefaresfor aparticular vendor, click the cell for that vendor. This selects
that column, and only shows flights for the selected vendor.

o Sdlect aspecific cell to see only flights with the selected number of stops on
the selected carrier.

Y ou will also see abox on the right side of the page that lets you search again,
change display settings, and filter results.

Previous Searches -3

Previous Searches

Change Search
From: ATL

ATL - Atlanta - Atlanta, GA

To: WAS
WAS - Washington Area Air

Departure

Retum

M Refundable only

Display Settings
[ | Compress Display
Show Airport Names

Airport Filters
ATL - Atanta, GA ($158.6)

DCA - Washington, DC ($158.6)
IAD - Washington, DC ($158.6)
BWI - Baltimore, MD ($183.6)

e Changeyour arrival or departure cities, your dates, times, or time ranges, or
the refundability (if available), and click Search. Cligbook will show new
results on the page, and you can use Previous Search to come back to your
original results.

e Place acheck in Compress Display to show the resultsin the display on one
line. Uncheck the box to see the full display, which lists connections,
equipment, and gives the ability to select seats.
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Displaying: 50 out of 50 results. The least cost item is: 158.60

Uncompressed display

Sort: C Policy ® Price C camier O pepart
Carrier Depart Arrive Duration Class
) Feb 2 &:00am Feb 2 Tiddam Stop=i 0 adair Regional 1...
& | Uniced w7324 Atlanta, G4 (ATL) Washingten, DC [IAD) th 4d4m  Econemy: 5 |
. Feb & 4:20pm Feb & &:30pm Stops: O Canadair Regional Ji.
@ | Unied w321 Washington, DG (IAD) Atlanta, G4 (ATL) 2h10m  Economy: S o
£158.60 Ticket non-refundable - penalties may apply: Chinga fas applies (plus fare differanca);
Compare | MONREF/CHG1DOPLUSFAREDIF/CKLBY FLT DTE OR NO WALUE; E-Ticketing Auailable; (Sabre)
= us Fab2 7i25am Feb2 9:00am Stepmi0 ETO o
Hirways #1654 Atlanta, G (ATL) Washingeen, DO (DCA) thasm  Economy: T
= us Fab & 3i55pm Fab & S:43pm stepsmio E7O o
Pirways #1651 Washingten, DS [DOA) atlants, A CATL) ths4m  Economy: T

$£152.60
Compare

A Dela w1044
A Delawlos

£158.60

Ticket non-refundable - penalties may apply; Change fee applies (plus fare difference); STHDEY/CHG
FEE/MO RFMD/CHL BY FLT DT; E-Ticketing Available; (Sabre)

Feb 2 7:20am
Atlanta, GA (ATL)

Feb 2 9:10am

Feb & 4:05pm
Washington, D¢ (DCA)

Feb & &:04pm
Atlants, GA [ATL)

Washington, DG (IAD)

Stops: 0

ih 40m

Stops: 0
1h 59m

McDonnell Douglas M.,
Econemy: T

McDonnell Douglas M.,
Econemy: T

Ticket non-refundable - penalties may apply; Change fee applizs (plus fare difference);
MHOMREFUMDABLESCHAMGE FEE MAY APPLY: E-Ticketing Available; [Sabra)

Compressed displav

east costitem is: 158.60

23435 Nests» | All

Sort: Opoh (@ Price a O canier O Dapart O Duration
Fare Carrier From / To Depart Arrive Stops / Duration
£158.60 & | Unired ATL = IAD Feb 2 &:00am Feb 2z Ti44am 0/ 1h 44m
Campare IAD > ATL Feb & 4:20pm Feb & &:30pm ofzh 10m
£158.60 = us Ay ATL>DCA  Feb2 T:25am Feb 2 3:00am 0/1h35m
Compare DCA = ATL Feb & 3:55pm Feb & S:49pm 0/ 1h Sdm
$158.60 A | Deles ATL>IAD  Feb2 Ti30am Feb2 9i10am 0/1h 40m
Compare DCA = ATL Feb & 4:05pm Feb & Gi04pm 0/ 1h 59m

When viewing the full, uncompressed display, you can choose whether to

Show Airport Names, or uncheck the box to just see airport codes. Hold your
cursor over a code to see the airport name.

the lowest price for each airport.

Airport Filters

ATL - Atanta, GA ($158.6)

DCA - Washington, DC (£158.6)

IAD - Washington, DG ($158.6)

BWI - Baltimore, MD ($182.6)

Use the Airport Filters boxesto filter results for airports. Cligbook will show

Once you filter unwanted airports by removing the check from the box, the
list will only display results for the selected airports. Filtering unwanted
results makes the display more manageable.

Compare

If you did a search by schedule, you will see that flight right beneath the grid in
the Compare List. The selected flight will have an icon indicating this item

matches your search.

L1528 .60
Reserve Femoue
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If you didn’t search by schedule, you still have the ability to add flights to the
compare list.

Additional results appear beneath the selected flight, and you can add them by
clicking the Compare link for that flight. If you would rather work with the
flights within the full list, you can click Remove to move al the flights out of the
compare list.

Sort

Beneath the compare list isthe full list of flights. Y ou can sort thislist of flights
by any of the categories below.

Displaying: 6 out of 56 results, The least cost item is: 158.60

Sort: C' Palicy C‘ Price C‘ Carrier C‘ Duration

Click once in front of the category to sort descending, and then click again to sort
ascending. The arrows next to the category will either point down or up. The
example above is sorted by departure time, earliest to latest.

NOTE: If you select filter the flights, the list will only show the items that are
not filtered.

Choose a Flight

Each fare appears with the information that came from the travel agency, as well
as a seat map button and additional information about the aircraft, stops, and fare
class.

M Delta #3058 Aprd TiZ0am Aprd Si06am Stops: 0 McDonnell Couglas M.,
== Atlanta, G& [ATL) Washington, DC (DCA) 1h 36m Econamy: T
A Delta #2370 AprS 3:05pm Apr8 S5:04pm Stops: 0 Boeing 737-200 H
== Washington, DC (DCA) Atlanta, A (ATL) 1h 59m Econamy: L
$£188.60 Ticket non-refundable - penalties may apply; Change fee applies (plus fare differance);
Compare HOMREFUNDABLEYCHAMGE FEE MAY AFPLY; E-Ticketing Available; (Sabre)

Y ou may see multiple pages of flights. Y ou can click a page number or click
Next to move to the next page, or click All to see all the flightsin thelist.

23456 Newtx> | All

Flight results come from your agency reservation system, and some companies
additionally allow travelers to see selected direct purchase fares. Information on
where the flight comes from appears directly next to the Reser ve button.

The Reserve button will also show policy information. If the button is green, the
fareiswithin policy.

If the Reserve button is yellow, the fare is outside of policy, and if you select it
you will be required to enter additional information.

If the Reserve button is red, the fare is outside of policy, and if you select it you
will be required to enter additional information. The trip will not be ticketed until
it receives approval from a manager.
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If afareis outside of policy, thisinformation will also appear in the fare
information section.

Ticket is refundable; Change fee applies (plus fare difference): E-Ticketing Available: (Sabre)

£2154.30 D Air Fare s greater than $1000
Compare I Air Fare /s 500 dollars qrester than the least cost logical aivfare and Flight departs from or arvives

at the usar's chosan airport

NOTE: For more information on green, yellow, and red Reser ve buttons, see
Company Palicy.

Y ou will see ayellow diamond indicating that a flight is company preferred

above the Reserve button.
£198,
Campare

When you find the fare and flight selections you want, click the Seat M ap button
to see seating information for the flight. &

e  See Seat Maps for more information on selecting a seat.

When you click Reserveto select afare, Cligbook will automatically select the
corresponding frequent flier program, if it exists. You can select adifferent
program from the list at the bottom of the screen. If you wish to add a program,
click the Add a Program link.

If you set up acredit card as the default for air travel in your profile, there will be
a checkbox for your credit card. Uncheck this box if you would like to choose a
different credit card. Companies that use a ghost card will display this
information on the screen as well.

Click the Print/Email link in the top right corner to print the fares, or to email
selected fares.

Car Rental

When you select dates and times for your flight, you can also enter information
for your car rental.

NOTE: If you are going to need your car for dates that are different from your
airfare arrival and departure dates, or you need an off-airport car, you can skip
this step entirely and add the car from your itinerary.

On the Flight tab, place a check next to Pickup/Dropoff car at airport.

Pickup,/Dropoff car at airport

Automatically reserve this car
Hertz | | Intermediste Car [

Y ou then may have the option to automatically reserve a car. Select the vendor
and the preferred car class and Cligbook will add the preferred car to your
itinerary. You can view and change it from your itinerary if needed.

Concur Technologies, Inc. 19



Book a Trip

If you can't automatically reserve a car, then the car results will appear after you
select your flight. Make sure to check your organization’s travel policy regarding
renting cars, as many users will only see preferred vendors on this screen.

If you need to add a car from your itinerary, you will see the Rental Car Search
Prefer ences page.

1 Choose your pickup and drop-off locations. If you need to pick up the car
from somewhere other than an airport, click the Sear ch button next to the

field, S5

When you click Search, you will be able to enter search criteriafor your
rental car location. Choose to search near an airport, near an address, near a
company location, or near areference point or Zip code.

Cligbook will show alist of car rental agencies within the specified radius
you entered. Click Choose thislocation to select that vendor.

2 Enter dates and times for your car rental.
3 Choose acar type. Use the Ctrl key to select up to three car sizes.
4 Onceyou click Next you will seealist of cars.

If you only need a car, choose the Car tab when you start searching. Enter your
dates and times, and then choose Airport Terminal or Off-Airport to select
your location.

e If you choose Airport Terminal, type in the city or the Airport code.
¢ If you choose Off-Airport, click the Search link to search for the location.
If you want, you can return the car to another location, and choose that |ocation

To see additional search preferences, click More Sear ch Options. When you are
finished, click the Sear ch button.

Car Rental Results

Y ou will see agrid near the top of the page that allows you to filter by car size or
vendor.

o el M LD B 20 S

23 peculie Compact car Intermediate car Standard car Full Size car Premium car Luzury car Mini ¥an Intermediate WD £

42.95 458.20 49,25 49,25 82.95 15645 7245 47.25
36.91 40,95
59.99 64,99
64,99 65,99 F0.99 71.99 dd.99 5,99 7799 55.99

59.99 63,99 65,99 66,99 66,99 6,99 §6.99 66,99

H

o Toseeaparticular size of car, click the cell with the car size. This selects
that column, and only shows that size car. Y our preferred car size, or your
company preferred car size, will be selected by default.
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e Toseecarsfor aparticular vendor, click the cell for that vendor. This selects
that row, and only shows cars for the selected vendor.

o Select aspecific cell to see only cars of that size from the selected vendor.

Beneath the grid isthe full list of cars. Y ou can sort thislist of cars by any of the
categories below.

Displaying: 5 out of 33 results.

Sort options O Policy @ Best price & O ¥endor

Click once in front of the category to sort descending, and then click again to sort
ascending. The arrows next to the category will either point down or up. The
example above is sorted by price, lowest to highest.

NOTE: If you filter using the grid, the list will only show the items that are not
filtered.

Y ou may see multiple pages of cars. You can click apage number or click Next
to move to the next page, or click All to see al the carsin the list.

23456 Nextx> | All

The Reserve button will show policy information. If the button is green, the car
iswithin policy.

If the Reserve button is yellow, the car is outside of policy, and if you select it
you will be required to enter additional information.

If the Reserve button is red, the car is outside of policy, and if you select it you
will be required to enter additional information. The trip will not be ticketed until
it receives approval from a manager.

If acar isoutside of policy, thisinformation will aso appear in the list of cars.

‘ ™ & Minivan Info

472,45 per day Total cost: $3458.73

Reseruel Unlimited miles

W
1 Car size axceads company preferred size of Intarmediate Car I

‘ AVIS  dinivan Info
$77.99 per day Total cost: $393.60
Unlimited miles i;ﬂm
D Car rate greater than 75 per day

! Car size exceads company preferred size of Intermediate Car

NOTE: For more information on green, yellow, and red Reser ve buttons, see
Company Poalicy.

Click the picture of the car (if available) to see alarger picture of the car as well
as passenger and luggage capacity.

Click the Total Cost link to see a message about how cost is computed.

You will seeagrey or yellow diamond to indicate that the car rental vendor is
company preferred.
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L [ompact car
| Aam| 4> $ompact car

Click Reserve to add the car to your reservation. It will automatically be charged
to your default credit card.

Hotel

When you select dates and times for your flight, you can also enter information
for your hotel.

NOTE: If you are going to need a hotel for dates that are different from your
airfare arrival and departure dates, or you need more than one hotel during this
trip, you can either change the dates from your itinerary or skip this step entirely
and add the hotel or hotels from your itinerary.

On the Flight tab, place a check next to Find a Hotel.

Find a Hotel

Find hatels within [ || miles | % | of
C Airport O nddress
) company Location (2) Reference Point / Zip Code

e.. Statue of Liberry', 90210  or "Alexandria, ¥A"
Morth &merica |

D With names containing:

Y ou will see search criteriafor the hotel.

First, enter the search radius and choose either miles or kilometers. Cligbook will
always show company preferred hotelswithin alarger radius, usually 30 miles
or kilometers.

Next, choose how you want to search:

e Airport — Typein the airport code or city name. Use the Search link to search
for anearby airport.

o Address— enter the address, including city, state, and postal code.

e Company Location —if your company has provided locations, choose one
from thelist. Y our results will be near that location.

e Reference Point/Zip Code — enter alandmark, postal code, or city name and
state.

Y ou can aso enter the hotel name, if you wish.

For more detail about how Cligbook searches, see How Cligbook Finds Hotels.

If you add a hotel from your itinerary, you will see the Find a Hotel page. Use
this option if you are not booking airfare, or you need multiple hotels for the
same trip. The search criteria are the same.
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If you are only booking a hotel, use the Hotel tab. On this tab, you can also enter
your room type and your smoking preference.

How Cligbook Finds Hotels

Cligbook maintains a database of 60,000 geocoded (plotted with latitude and
longitude) hotels.

When you choose a reference point, Cligbook geocodesit and creates a
box/radius using the linear distance from the reference point and chosen
mile/kilometer distance.

Cligbook adds properties to your results display in the following order:

1 Findall company preferred hotels within X miles/kilometers. X is adistance
determined by each individual company. Most companies choose 30
miles/kilometers, but some have asmaller or wider radius.

Find hotels in the search box that match your hotel name choice (if entered).

Fill up the rest of the hotels with the closest hotels to the geocoded reference
point.

Some hotels will be outside of your search radius for the following reasons:

e Cligbook displays al company preferred hotels within X miles of your
reference point, no matter what you chose as your search distance. Keep in
mind that your company or agency administrators determine this search
radius, which is usually 30 miles.

e Cligbook uses a box, rather than acircle for the search boundary. So if you
choose afive mile radius search, Cligbook builds a box that is 10 by 10, with

the reference point in the center.
6m 5m

\__/

Notice that the corners of the square are more than 5 miles away from the center
point. A hotel in this region (shown by the green dot) will show up in your search
but may be dightly further away than you requested.
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Hotel Results

When you see your hotel results, you will see options near the top of the page
that alow you to filter and change your search.

Click Change Sear ch to pull up search preferences and modify the hotel search.
Once you enter your new criteria, click Search. If you change your mind, click
the Close link to go back to your results.

Hotels located 5 miles from Duttask Alexandria (Alexandria, ¥§). Change search! [T.]ap of hotels Print

Filter by Hotel chain or Hotel Amenities or With names contai

Checkin Date Checkout Date Cloze
0306,2008 0309/2006

Fincl hotels within (5 || miles ]| of

O Airport O Address
@Company Location O Reference Point / Zip Code

Please choose a company location.
Please choose a company location [v]

D With names containing:

Room Type Smoking
DLkl [v] Mon-zmoking [v]

[ search |

You can filter by Hotel Chain or Hotel Amenities.

e Tofilter by Hotel Chain, check the chains you want to see. Y ou can also
choose to Show All or Hide All to make selecting or unselecting easier. If
you change your mind, click Close.

Best Westem Embassy Suites InnPoints Residence Inns Coze
Comfort Inns Extended Stay Interstate Hotels and Resorts Ritz-Carton
Courtyard Hampton Inns Mandarin Oriend Sheraton
Crowne Plaza Hilton Marriott Travelodge
Days Inn Holiday Inn Quality Inns Unirez
bletree M d suites [¥]Radi Yantis Hotels
ono | odoe Hyatt Red Roof Inns W’estin
[ ShowAll Hiced |

o Tofilter by Hotel Amenities, check the boxesto only see hotels with these
options. Keep in mind that hotel amenities may change, and not all hotels
provide an amenitieslist. If you change your mind, click Close.

Only show hotels with the following amenities Close

[ ereakfast (17) [ ritness center (42) [IMeeting rooms (40) [ swimming pool (24)
[eroadband Internet (35) || Gameroom (0)  [INon-smoking room (46) [ Tennis courts (6)

O eusiness center (26) [ Golf course (12) [ Dutdoor pool (23) [ Wheelchair accessible (45)
[Jconvention center (5) [ indoorpool (21) [ pets allovred (17)

[ ory cleaning (26) [ kids activities (8) [ Restaurant (34)

Hotel amenities may change aver time and withouwt notice. Not all hotels have provided thely amenties list,
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Y ou can sort thislist of hotels by any of the categories below.

Displaying: 60 out of 60 results, 23456 Next-> | All

Sort: O Preference @ Price & O Chain O Rating O Distance ‘

Click once in front of the category to sort descending, and then click again to sort
ascending. The arrows next to the category will either point down or up. The
example above is sorted by price, lowest to highest.

NOTE: If you filter hotels, the list will only show the items that are not filtered.

Y ou may see multiple pages of hotels. You can click a page number or click
Next to move to the next page, or click All to seeall the hotelsin the list.

23456 Nestr> | all

Click the M ap of Hotels link to map the location you selected, and the location
of the hotels. Y ou can choose to go directly to a hotel from the map.

When you look at the list of hotels, you may see View More Hotel Rateslink.

Best Flexible Rate - standard Room (Rate Code: STHO134)
Cancellation policy exists

Reserve | $185'DD
Compare

1 Hoka! rate is greater than the city rate of $140

Misw more hotel rates

Y ou may also see some properties without rates, with aView Rateslink.

| i) Residence Inn Alexandria Infa

1456 Duke Street Mot rated 1.95 miles
Alexandria, Virginia 22314
TO32 548 5474

Miew rates

Click thelink to either see more rates available at the selected hotel, or show the
results that have been hidden to save space and processing time.

The Reserve button will show policy information. If the button is green, the hotel
rate selected iswithin policy.

If the Reser ve button is yellow, the hotd rateis outside of policy, and if you
select it you will be required to enter additional information.

If the Reserve button isred, the hotel rateis outside of policy, and if you select it
you will be required to enter additional information. The trip will not be ticketed
until it receives approval from a manager.

If ahotel is outside of policy, thisinformation will also appear in the list of
hotels. Y ou will also see the type of rate and the type of room, as well as other
information that may come from the agency system.
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Sheraton Suites Alexandria Info

201 Morth Saint Asaph Street o 0,23 miles
Alexandria, Virginia 22314
FO2-2326-4700

Company Preferred Hotel
Hotel 2 blocks from Quttask <ld Town office.

1k Best Available Rate - Suite: Sweet Sleeper Bed: Smoking: Highspeed (Rate Code: CIKQR1)

Reserve I $299'DD
Compare

1 Hotel rate is greatar than the oty rate of $140

1k Best Available Rate - Suite Mon-smoking: Sweet Sleeper Bed: (Rate Code: A1KGQR1)

Reserve I $299'DD
Compare 1 Hotel rate is greater than the oty rate of $140

1k Hfh: Corporate Rate - Suite; Sweet Sleeper Bed: Smoking: Highspeed (Rate Code: C1KCOR)

319,00
ﬂl Compare 1 Hokel rate is greater than the city rate of $140

Miew more hotel rates

NOTE: For more information on green, yellow, and red Reser ve buttons, see
Company Palicy.

Click the Info link next to the hotel name to see more information on the hotel,
including contact information and available amenities.

& Sheraton Suites Alexandria Info

You will seeagrey or yellow diamond to indicate that the hotel property is
company preferred. Y our administrators may also decide to put additional
information about the hotel in the display.

Sheraton Suites Alexandrig

201 Morth Saint Asaph Street
Alewandria, Wirginia 22314

Company Preferred Hotel
Hatel 2 blocks from Cuttask Old Town office,

Click Reserve next to the rate to add the hotel to your reservation. Y ou can
choose whether to use your default card, or uncheck the box to select a different
card.

If you are having problems finding a hotel, please see Hotel Search Tips.

Hotel Search Tips

To ensure that you find a specific hotel, make sure you choose the closest
reference point to that hotel.

For instance, do not search for a hotel near Chicago O'Hare airport when the
hotel you want isin downtown Chicago. A postal code search will work finein a
small town, but it won't work well in alarge city like New Y ork. The best
reference point in alarge city will often be an address or alandmark search.

If you know part of name of the hotel, enter it in the With names containing:
field.
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If for some reason Cligbook can not correctly geocode the location you enter,
choose to search near the closest company location or airport, use a search radius
of 99 miles or kilometers, and choose the hotel chain or part of the hotel namein
the name search field.

If you still cannot find your hotel, then please send an email to
hotel search@outtask.com

Limo or Car Service

Y ou may have the option to book a car service or limo in Cligbook. If you have
this option, click the Add Limo link from your itinerary to add a limousine or car
service to thetrip. If you are only booking a Limo, you can choose the Limo tab
when you begin your search.

1 Chooseyour vehicle type, either Sedan or Stretch Limousine.
2 Choose your pickup and drop off locations.

e If your profileis correct, you will see your home address as one of your
locations.

e |f you have already reserved air, your arrival and departure airports will
be available as options.

¢ If none of these locations are correct, choose Address and typein the
address.

3 Verify your date and times and click Next to proceed.

If you choose the Limo tab, your search criteria are similar. When you are ready,
click Search.

Limo Results

Onceyou click Next, you will see alist of limo results. Use the checkboxes to
filter results.

Corporate Rate (2} Preferred (0} " Retail Rate (D) With names containing:

Place a check next to the rates you wish to see, or enter the name of the
limo/sedan vendor.

Y ou can sort thislist of limos by any of the categories below.
Sort options O price O ¥endor

Click once in front of the category to sort descending, and then click again to sort
ascending. The arrows next to the category will either point down or up. The
example above is sorted by policy.

The Confirm button will show policy information. If the button is green, the car
iswithin policy.

If the Confirm button is yellow, the car is outside of policy, and if you select it
you will be required to enter additional information.
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If the Confirm button isred, the car is outside of policy, and if you select it you
will be required to enter additional information. The trip will not be ticketed until
it receives approval from a manager.

If acar isoutside of policy, thisinformation will also appear in the list of
limos/sedans. Often, rates don’t come back until the car is confirmed so make
sure you refer to your organization’stravel policy.

Emplre Empire International - Sedan

I Rate upon confirmation (Hourly rate); Minimum charge: 2 hours; Manimum passengers: 3;

NOTE: For more information on green, yellow, and red buttons, see Company
Policy.

You will seeagrey or yellow diamond to indicate that the limo/sedan vendor is
company preferred.

Click Confirm to add the limo to your reservation.

Cligbook will prompt you for some additional information, including number of
passengers, form of payment, driver, and any special instructions.

Onceyou click Book Limo, the request is sent to Cligbook's partner for Limo
reservations, and the Limo is part of your itinerary.

NOTE: The confirmation code for your itinerary may not appear immediately. If
you do not see a confirmation code, it should appear within 10-15 minutes. It will
also be part of the final email that comes from your travel agency.

Company Policy

Some companies choose to have the travel policy reflected in Cligbook air, car,
or hotel results. Thisinformation will appear on the Reserve button in your
results (if you use the Limo feature, the button is Confirm).

e A green button indicates that the choice is within policy. No further action is
required on your part.

e A yellow button indicates that the choice is not within policy. When you
select ayellow travel option, you will see the rule that was violated, and the
action that Cligbook will take. For yellow violations, Cligbook will either
send an email to the approver, or save thisinformation in areport for your
company's travel department.

e A red button indicates that the choice is not within policy, and that this entire
trip will now require approval by the designated approving manager. When
you select ared travel option, you will see the rule that was violated.
Cligbook will send an email to the approver, and once that person approves
the trip, it will be sent to your agency for ticketing.

If you select ayellow or ared travel option, when you click Next to continue
through the wizard you are prompted to enter a reason why you violated
company policy. Cligbook shows alist of reasons, and also allows you to type in
an explanation. Thisinformation is either saved for areport (certain yellow
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options) or forwarded to your approving manager (certain yellow options and all
red options).

NOTE: If you select an option with ared button, and the trip is rejected by your
manager, you may be able to modify the trip by selecting Change Trip, and/or
resubmit the trip to the approver. If you choose not to resubmit the trip, make
sure that you cancel or withdraw the reservation. Reservations |eft uncanceled
may result in no-show fees from hotels, car rental agencies, or limousine
vendors. See Upcoming Trips for more information on canceling atrip.

See Approve aTrip for information on how to approve trips.

Itinerary

Once you have booked your reservation, you will see your itinerary.
The following options are available from the itinerary:

e Change Seat - click the Change Seat button beneath any leg of your travel to
select adifferent seat. See Seat Maps for more information.

e Change Flight - some organizations will also allow you to change your flight
from the itinerary page. Click this button and follow the prompts to change
your outbound or return flight.

Travelers given the option to change aflight will be able to select a different
date or time for the trip, but must stay on the same airline.

NOTE: Changing aflight can result in fare changes. If this option is
available to you, please make sure to check with your travel agency on fare
differences.

Click any one of the Add links to add an option at that destination city:

e AddLimo - add aLimo to the reservation (not used by every customer)
e Add Car Rental - add arental car to the reservation

e Add Hotel - add a hotel to the reservation

Click the Cancel link beneath your car, hotel, or Limo reservation to cancel that
segment.

Click the Change Date button beneath your car, hotel, or Limo reservation to
change the dates for that segment.

Onceyour itinerary is ready, proceed to the next page.

Trip Booking Information

The Trip Booking Information screen lets you enter additional information about
your trip.

e Enter or modify your trip name. Thisis how the trip will appear on your
itinerary and in the automated email from Cligbook.

e Enter atrip description. Thisfield is optional.
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e Enter any comments for the travel agent. Refer to your company policy for
information regarding the use of the agent comments field.

e Chooseif there is anyone else who should receive the initial confirmation
email. If you book the trip, you will automatically receive the email. If you
book as an arranger, you will receive the email aswell.

e Choose your preferred email format, either plain text or HTML. Some
companies do not offer travelers this option, and always send plain text
email.

e Choose whether you would like to receive directions or maps to the hotel.
Thisinformation will be part of the initia email from Cligbook.

e Some companies also require billing information. Make sure to complete this
information if required.

Some companies a so offer the travelers the option to Hold atrip. Cligbook will
always display the length of time thistrip can be held on this page. Pay close
attention to the date and time displayed; if the trip is not submitted, approved,
and ticketed by the date and time displayed, in most cases it will be automatically
cancelled. See Hold a Trip for more information.

o Click Next. Cligbook will display your itinerary afina time. Thisitinerary
will include any messages about ticketing policies.

o Make sureto click the Purchase Ticket button to send your request to the
travel agents. Click the Cancel button to cancel the trip and del ete the record.

The last screen shows your confirmation number and information to contact the
travel agent.

Click Closeto return to the Travel Center.

Hold a Trip

If your company gives you the option to hold atrip, you can choose to hold it
from the Trip Booking Information screen. If you choose to hold atrip, make
sure to pay close attention to the last ticketing date and time. This information
will appear:

e Onthe Trip Booking Information page when you hold the trip.
¢ On the confirmation page after you reserve the trip

e Inthe Travel Center, on the Upcoming Trips tab. Check the status column for
the ticketing date and time.

Y ou must choose to purchase the trip by this date and time, or the entire trip will
be cancelled.

NOTE: If your company requires approval for thistrip, it must be approved
before the ticketing date and time. Make sure to leave yourself and your approver
enough time to assure the trip is ticketed.

To purchase atrip that has been held:
1 Click the name of the trip in the Upcoming Tripslist.
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2

3

Choose Finish/Complete Trip.

Cligbook will show details for the trip. Make any needed changes, then
continue through the wizard to either purchase or cancel the trip.

Y ou will receive another confirmation email from Cligbook indicating the
updated status of thistrip. If the trip requires approval, your manager will
now receive the approval email aswell.

After Ticketing

Once you submit the information for your trip, the following events occur:

The Travel Center will refresh, and when you click the Upcoming Trips tab
you will see the trip you just booked in the list of trips.

Y ou will receive email from Cligbook confirming your choices. For
Microsoft Outlook users, double-click the attachment in the email to open an
Outlook appointment, which you can then save to your Outlook calendar.

If you chose an option with a RED button, your trip will require approval.
Y our manager will receive email notification, and approval is required before
your trip isticketed.

Once atravel agent tickets your trip, you will receive afinal confirmation email.
Thisisyour officia itinerary, which you can useto check in at the airport.

Approve a Trip

If your company uses approvals, and you are an approving manager, you will
receive an email shortly after the traveler submits the trip for ticketing.

To approve the trip:

1

Loginto Cligbook.

The Trips Awaiting Approval tab will show the trip(s) that need your
approval.

To approve arequest from an employee, click the trip name, and the request
will open.

Reguests have two tabs, Request and Itinerary. The Request tab will show
if there were any policy violations in the request, and the Itinerary tab will
show the complete travel itinerary.

Click the Approve or Reject button. Y ou are prompted to add comments if
you wish.

Once you approve thetrip, it will be sent to the travel agency for ticketing. If
you reject the trip, the traveler will be notified, and must cancel or resubmit
thetrip.

Cligbook allows you to designate another user to approve trips for you while you
are unavailable. See the Travel Vacation Reassignment feature in Additional
Profile Options for more information.

Concur Technologies, Inc. 31



Templates

Change Trip

Typical changes that can be made to areservation in Cligbook are:

e Add or modify ahotel reservation

o Add or modify acar rental reservation

e Add or modify alimousine or car service reservation, if available
o Modify aflight, if available

If you have reserved atrip and you wish to make a change, click the name of the
trip on the Upcoming Trips tab and choose Change Trip.

The information displayed will be the same or similar to the information
displayed on the Itinerary page in the wizard. Make any needed changes to the
trip and continue through the wizard to process the changes. See Itinerary for
more detailed information.

NOTE: Most companies require that you contact the travel agency to make
changes to airfare after ticketing; however, many customers will be able to make
pre-ticketing changes from this page. If you see the Change Flight button, you
will be able to change your airfare.

Templates

Templates allow travelersto request asimilar trip on multiple occasions. To view
templates, click the Templates link on the Travel Center page.

The Templates page shows any existing templates, and lets you create new
templates.

o Personal Travel Templates are templates that you created, and you can edit or
delete them.

e Youmay aso see Company Travel Templates that travel administrators
created and made available to travelers at your company. Y ou cannot edit or
delete these templates unless you are a travel administrator, but you can book
atrip using these templ ates.

To book atrip using apersonal or company template:

o Fromthe Travel Templates page, click the Book link next to the template
you wish to use.

¢ From the Run Template page, choose the dates for your travel. Y ou can
modify times, the number of daysfor your trip, or choose the particular
segments to book. If there is a segment you do not want to book, remove the
check from that segment.

Cligbook will perform the search, showing resultsfor all the travel segmentsyou
chose. Continue through to book your travel as usual.

Create a Template

There are two waysto create a new template:

Concur Technologies, Inc. 32



Templates

e From atrip that appears on the Upcoming Trips tab.
e From the Templates page.

To create atemplate from an existing trip, simply click the trip and choose
Create Template.

To create atemplate from the Templates page, follow these steps:
1 Click the Add New Template link on the right side of the page.

2 Onthe New Travel Template page, enter information about the template
and click Next.

Enter a Template Name (required) and a Description, if needed.
If thistemplate is new, choose Start from an empty template.

If the trip comes from a previous trip, choose Record L ocator and enter the
record locator number. This number should be included with the email or
information you received from the agent when you booked the trip.

6 If thetrip is based on an existing template, choose Existing Trip Template,
and then choose the template from the list.

If you choose to create a template from an existing trip, you will see
information from that trip on this page. If you chose to create a brand-new
template, this page will be blank.

7 Click Add Air, Add Car, or Add Hotel to begin building your template.

Y ou can always edit or delete an air, car, or hotel segment from the Edit
Travel Template page by clicking the edit link next to the segment.

Add a Segment to a Template
Add Air

When you click Add Air, you can choose Gener al Search and enter the cities
and preferred times for your travel, or you can choose Sear ch for a specific
flight, and enter the carrier, flight number, and preferred fare class.

Make sure to add the outbound and the return, if thisis around-trip flight.

Check Thisflight isa connection to a previousflight if the current segment is
aconnection.

After you add each segment in the template, click Save.
Add Car

When you click Add Car, you can specify avendor, an airport, the number of
nights you need the vehicle, and the car type.

If you have already added your air, Cligbook will estimate when you will need to
pick up and drop off the car. Otherwise, you can enter the estimated times on this

page.
Click Save to save the car information.

Add Hotel
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When you click Add Hotel, enter the number of nights and the city. The city
code will automatically populate based on the flight information you have
already entered. Y ou can search for hotelsin aternate cites, if desired. Click the
search button if you do not know the three-digit airport code.

When adding a hotel to atemplate, you can choose up to four hotels to search.

Enter the vendor and hotel name, if you know thisinformation. If you want to
search for a specific hotel, click the Search for Hotel Property link.

Y ou can enter up to six different search parameters, including city, GDSID (if
known), phone number, or chain or property name.

Cligbook automatically enters some initial parameters, based on the city you
entered. Choose additional parameters and then choose how to search. Y ou can
choose to search properties that begin with, end with, or contain the information.
Then, enter the search value.

For example, if you are searching for ahotel in Naperville, Illinois, you would
change the city name from Chicago (populated based on the airport code) to
Naperville. If you are not sure of the spelling of acity, you can enter the first few
letters and then choose Begins with instead of | s exactly. Y ou can then add
additional parameters, up to atotal of six.

Use the parentheses to prioritize searching. For example, if you want to find a
hotel that isin Chicago, and the property hame contains either Marriott or Hilton,
use the and/or fields and the parentheses to tell Cligbook to search for the first
parameter, then only one of the next two parameters.

Once you enter the criteria, click Submit. Y ou will see the results on the page.
Place a check next to the hotels you wish to add to this template, and click Select
Hotels. If you choose a hotel for which your company has a discount, the
discount code will appear on the Hotel Information page.

Once you have chosen between one and four hotels, click Save to return to the
Edit Travel Template page. When you are finished building your template,
click Save.

Edit a Template

If you choose to create atemplate from an existing trip, or edit an existing
template, you will see information from that trip on this page.

To modify atemplate, click the Edit or Remove link next to the segment you
wish to edit or delete.

Y ou can aso add additional segments by clicking the Add Air, Add Car, or
Add Hotel links within the template.

Make sure to click Save whenever you modify atemplate.

Click Delete Template to remove it from the list. Y ou can only delete templates
that you create.

Click View All Templatesto return to the Travel Templates page.
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Additional Features

Travel Assistants or Arrangers

Assistants in Cligbook have the ability to book trips for you, view trips already
booked in the Upcoming Trips list, and modify your profile.

From the Profile page, click Add an Assistant to add an assistant or arranger to
your profile. In the box that appears, you have the following options:

e Typein the search criteria. Y ou can search by name, log-in ID, or email
address.

e Click the arrow next to the Search What field to choose to search for an exact
match of the email address, last name, or log-in ID.

Once you click Search, Cligbook will return alist of results. If there are
multiple matches, it will tell you how many results came back

e Select aperson, then place a check in the Can book travel for me box. If you
are also aVinnet user, you can designate the same person as an expense
assistant.

Each traveler can have one primary assistant. The primary assistant's name
and work phone number become part of the traveler's profile. Only users with
awork telephone number in their profile can be selected as primary
assistants.

e Savethe arranger, and that person will now be able to select your name when
he or shelogsin to Cligbook. Y ou can update or edit the arranger at any
time.

If you can't find the arranger's name, he or she may not have a Cligbook
account. Check with your travel manager to see who adds users into
Cligbook.

To book atrip as an assistant, select the traveler's name from the list before you
launch the travel wizard.

Book Travel as an Assistant

To book atrip as an assistant, select the traveler's name from the list before you
enter search criteria You will see the traveler's name on the screen in the wizard,
on the left side of the page.

When you book atrip for one of your travelers, you will automatically receive
the confirmation email from Cligbook that shows that the trip was reserved. If
you wish to receive al email that comes from Cligbook, make sure to place a
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check next to and add your email address in the Email 2 or Email 3fieldsin the
traveler's profile.

Some users will also have the ability to add themselves as assistants to any
traveler. If you have this ability, you will seethel’m Assisting... link at the
bottom of the left side of the profile page in Cligbook.

Click thelink to search for and select the traveler you should be assisting

Seat Maps

Y ou can view a seat map in Cligbook when you see your flight results, and you
can also select a seat once your flight has been reserved.

To view a seat map from flight results:
1 Click the view seat map button next to the flight. &

A code for seats appears at the bottom of the page, showing which seats are
available, which seats are occupied, and which seats are considered
preferential. The bottom right corner will show the number of available seats
by class of service for thisflight.

2 If you are planning to choose this flight, you can select a seat at this paint.
Y ou can select any green (unoccupied) seat. Hold your cursor over a seat to
see the actual number for that seat.

Toview a seat map from areserved flight:
Click the Change Seat button from your itinerary.

A code for seats appears at the bottom of the page, showing which seats are
available, which seats are occupied, and which sests are considered preferential.

To change your sedt, click the seat you prefer. Hold your cursor over a seat to see
the actual number for that seat.

Once you select your seat, you can either click Change Seat, or select the next
flight in your reservation to change another seat. Cligbook will prompt you to
save your new seat selection.

Anytime you view the seat map or select seats, it isimportant to keep the
following things in mind:

o Preferential seats (highlighted in yellow) should only be selected by travelers
with preferred status on the selected airline. It is also hecessary to have your
frequent flyer number part of your Cligbook profile. If you select a
preferential seat and this information is not entered, your seat request may
not be honored.

e Some seats are marked handicapped, and can only be selected by atravel
agent. If you are entitled to a handicapped seat, make sure your travel agent
is aware of your situation.

Voice

If your company is using Voice, you will see your setup information in your
profile, including the telephone number to call and your log in information.
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Access Voice from any phone if you need to get information about or make
changes to atrip that you have aready booked.

Once you have called Voice several times from the same phone, Voice will ask
you if you want it to recognize this number. Y ou must be the only user who uses
that phone number.

Assoon asyou dia in you will hear alisting of any trips you have already
booked. Voice currently works with existing reservations. If you need to book
airfare, use Cligbook or contact your travel agents.

Y ou can say the following words or phrases to access different optionsin Voice:
o Help- get help using Voice.

e Main travel menu - return to the main menu.

e Travel agent - connect to be connected to the travel agent.

e ltinerary - hear your itinerary, including any car or hotel details.

o Repeat - repeat anitinerary if you need to hear it again.

e Hotel - hear hotel details, or reserve a hotel.

e Car - hear car rental details, or reserve arental car.

o Email - have your itinerary sent to you viaemail.

Tipsfor using Voice:

e The Cligbook voice will stress words that you can say to go to that option.

e |tisnot necessary to wait for Voice to finish asking a question. If you know
the answer, you can say it at any time.
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