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Cytric Mobile

Cytric Mobile brings the key features from Cytric to your mobile device. It allows you to view
your itinerary wherever you are, manage trip approval requests and even book and amend
your whole trip. You can also access maps and weather information for your destinations as
well as online check-in. Cytric Mobile puts your travel information at your fingertips.

This guide will help you get started with Cytric Mobile. In the guide you will find information on the
following:
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Downloading the App

Cytric Mobile is available for iOS and Android.

G [ 4 AppStore i\ éoﬁéle Play

cytric Mobile

Manage your business trips

Important note: The screens in this guide have been created using an iOS version of Cytric Mobile.
They will not exactly match the screens in the Android App; however, the features are the same and
the guide should inform you of included features and where to find them.

Logging in to the App

To log in to the App you will need your credentials (PIN and Security Code), that you can find in your
Cytric User Profile. The help icon next to the Security Code input field provides you with step-by-step
instructions on how to access your credentials from Cytric.

Option 1

Click on My User Profile

On your Personal Dashboard,
click on the My User Profile link.
Choose "Mobile"

My User Profile page contains
several items.

o cytric

Click on the "Cytric Mobile" link
and "Unmask Cytric PIN and
security code"

You can find the button in the
section "Credentials"

PIN

Security code

. Select the Help icon to display
Login ) instructions on how to access

your credentials Contact your Travel Arranger
Your Travel Arranger can help you

to get your credentials.

Option 2

Generate new credentials

. y
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After logging into Cytric via the CTM Portal, click on My User Profile from your Personal Dashboard.

Accessing your credentials from Cytric

— /ﬁ‘ctm* Management . Amelia O'Training

Trip Approvals Travel Arranger Dashbd

Personal Dashboard

From the items on the My User Profile page, select Mobile.

My User Profile

Last change: Amelia O"Training {QETadmin) on D1MARZ2 06:45 AM

«d 8/ "5 1%

Personal Data Travel document credit Card and Payment Frequent Traveller
information card Information Frogrammes

Personal Preferences Mobilz \

At the bottom of the Cytric Mobile page you will see your Cytric PIN and Security code for mobile
access. Select ‘Unmask Cytric PIN and security code’ to display your credentials.

Credentials
To log imto your Cytric Mobile app, you need to enter your PIN and security code. Please keep these credentials private at all
times. You can also use this page to generate new credentials if you need them (if your old ones have expired, for example).

Your Cytric PIN is: -
Security code: e
securty code

W
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Sending your travellers their credentials from
Cytric

If you are a travel arranger who books on behalf of travellers who do not have access to make
bookings, you are required to send them their credentials for the mobile App.

From the Travel Arranger Dashboard, search and select the traveller who requires their credentials.

Once selected, you will see the ‘Send the PIN to the traveller’ option. Just click on this link, and an
email with their credentials will be emailed to the traveller.

November 2022

31 1 2 3 4 5 6 7
MON | TUE | WED THU FRI | SAT SUN MON

Earhart, Amelia
Learning Location One

Amelia Earhart (91191191) Learning Location One

Send a message to the traveller Send the PIN to the traveller

Generating new credentials

NP | SOMmetimes it may be necessary to renew your login credentials (e.g., .. vmm )
L*‘ = because they are about to expire or have already expired). This can be < Generate new credentials
; done via the Credential Regeneration screen, either from the login

a screen or from the settings in the ‘More’ section of the App.

You can generate a new PIN and
security code with the form
below. This requires you to fill

You will be asked to enter your old ones, so please make sure you are

You can generate a new PIN and

T L (e e able to access Cytric before generating new credentials. Once the security code with the form
PIN and security code. . . . . . . . below. This requires you to fill
generation is completed you will receive a confirmation email. your current (expired or active)

PIN and security code.

Note: you cannot choose a PIN or Security Code; both are generated
by Cytric and stored in your profile.

Generate
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The Cytric Mobile App’s interface consists of three main items that are displayed, depending on the
type of user*:

How to use the Cytric Mobile App

Trips shows your current itinerary(s) and allows you to perform trip-related actions, such as booking,
changing, and cancelling trips. This includes trips booked via the Cytric online booking tool and Cytric
Mobile.

Note: On initial release of the App, only bookings made via Cytric, either via the online booking tool or
the mobile App, will be viewable in Cytric Mobile. As part of a CTM project to introduce the importing
of bookings created via a travel consultant into Cytric, travellers will be able to view all bookings in
Cytric Mobile, regardless of whether they are made via the online version of Cytric, via the Cytric
Mobile App or directly with a CTM consultant. Further information will be provided closer to
implementation.

Tasks allows Approvers to approve or reject trips directly from the App.*

More is the place that contains miscellaneous features as well as app settings. The menu les you
access online services such as maps online check-in, weather forecasts or the currency converter.

* Users without Approver rights will not see the ‘Tasks’ item in their App.

Trips shows your upcoming trips. Via the switch at the

e ' top of the screen (Timeline <-> Trips) you may also see Timelne-
Tiip to Adelaide, Sydney a list of your past trips. Flight to Adelaide
Adelaide ™™= Ty
(P 14°C . . . TR L
- - Trip approval status is displayed (for customers who B ety ot M
Oct 26 - 27 . . .
oct 2022 use the Approval function in Cytric). Wed, 26 Oct 2022
NO APPROVAL NEEDED Qantas Airways » Economy Class
) . . . 6:40 am
—— When you select Timeline, the closest upcoming segment is Sydney (SYD)
London, Sydney displayed, with valuable information and quick actions  mms) ’;15'
. 3 am
to assist the traveller. Adelaide (ADL)

Terminal
3
Gate

Dec 7 - 21 Dec 2022
NO APPROVAL NEEDED Flight #
igh

)
e
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Timeline ~

Flight to Adelaide

Upcoming

Thursday, 27 Oct 2022

¢55 pm ADL = 3:15
pmSYD

NO APPROWAL NEEDED « Qantas
Alrways, QF 740

Wednesday, 7
Dec 2022

m-up: 8:00am -

Kingsford Smith
NO APPROVAL NEEDED - Hertz -
Economy Car, 4-5 door car

- &

Tapping on any segment will show more ‘
details, including easy access to airline, hotel
and car reference codes and confirmation numbers.

It may also offer additional actions such as trip
changes or cancellations. ‘

- Subsequent segments are shown in date order.

Car return

Thu, 8 Dec 2022

Hertz - Economy Car

8:00 am Retumn

Kingsford Smith

Duration
1 day
Total amount

191.01 AUD

Booking code
8MB5H4B
Car vendor #

K25540006E6

Manage

Changing, cancelling, or adding one or more segments for a

trip

Sydﬁ" r
& 20°C
NO APPROVAL NEEDED

Thu, 27 Oct 2022

Qantas Airways « Economy Class
12:55 pm

Adelaide (ADL)

>

3:115 pm
Sydney (SYD)

Terminal

4

Gate

Check-in

- From the ‘Manage’ menu, the options to

change a booking or add to an existing booking

are displayed.

Tapping on Change bookings will allow you to
select which segment(s) is to be changed or
cancelled.

-

Manage trip

Change bookings

Change bookings for a trip

Add booking
Add a hooking to current trip
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Change

4:394 w T
X Change bookings
c Change or cancel this segment
Booked for

260CT22

k Qantas Airways - 731

aanras

SYD Non-stop ADL
Sydney, NS, AU Adelaide, SA, A

06:40 am 2h 05m 08:15 am

Booking code:
650M2U

Seat: Status of the Seat Request: Mo specific seat reservation was
made. Specific seat reservalions may be possible at time of Check-
In. Baggage: 1piece(s)

Your new search

Departure date
Wed, 26 Oct 2022

a

Time
06 : 00 AM %
[] Man-stop anly or | via

Keep the same airline

New search criteria can be entered to change
a segment.

For non-changeable segments or trips, the Change
options item will not be available in the ‘Manage’
menu.

Cytric mobile retrieves all cancellable segments from
Cytric and allows you to select which reservations to
cancel. Select ‘Cancel this segment’ to proceed ‘
with the cancellation.

Add segments to a booking

Manage trip

Change bookings

Change bookings for a trip

Add booking

Add a booking to current trip

Tapping on the ‘Add booking’ option allows you to add
other segments to your existing trip.

- N

ctm &g

Cancel
4:387 = .
X Change bookings
k Qantas Airways - 731
SYD Nan-stop ADL
Sydney, NS, AU Adelaide, SA, AU
06:40 am 2h 05m 08:15 am
Booking code
650M2U

Seat: Status of the Seat Request: No specific seat reservation was
made. Specific seat reservations may be possible at time of Check-
In.  Baggage: 1piece(s)

Your new search

Departure date

Time.

Cancel this segment

o This segment will be Cancelled when you
reach the confirmation page.

Add booking

Hotel

Hire car
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Booking a new trip via Cytric Mobile

You can start a new booking from the itinerary view using the ‘Book’

button at the top of the Trips overview screen.
Trip to Adelaide, Sydney

Adelaide ¥ .

o 14°C e Important: A logged in user can only make bookings for themselves, they
@ cannot select or choose other travellers.

Oct 26 - 27
Oct 2022 . . . . . .
NO APPROVAL NEEDED Cytric Mobile applies the same policy settings, supplier preferences and
booking flows as the Cytric online booking tool.

Trip to Singapore,
London, Sydney

Dec 7 - 21 Dec 2022
NO APPROVAL NEEDED
» N

Ties

Important: A tip when booking domestic and trans-Tasman air
segments:
When booking domestic air segments, two fare buckets

from the Fare Matrix are displayed on the screen at one
x Book a flight time. Book a flight

o Note: Gantas fights QF1 - QF388 depart
from Intermational Terminals -

- To adjust the fare buckets you wish to see in the
display, simply tap on one of the fare bucket

SYD 4 ADL

280cbaz02

SYD + ADL

e headers to allow you to change the fare category. “m
Ghoose your category By selecting a different fare bucket via the e : sm900  $301.2s
XA Rest buttons provided, your display will change,
S allowing a side-by-side comparison for each flight for o a0lecsn
e Cetegery ofa - the selected fare buckets.

Flexible
Fare Category Info

[TowesT)
$201.00

Business
Fare Category Info

LCRLI 0 |
08:35
AM

View info

Wiew info

CWE

07:15 $19497  $203.20
AM

\o07:15

2h 10
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Add a note to your Trip

ctm &g

You can add a note to your trip before travelling, or during your stay. This is helpful if you need to
remember a detail about the specific trip or segment. Notes are private, and cannot be seen by other
travellers, even if you share your trip by email.

De€7 - 21 Dec 2022
NO APPROVAL NEEDED

Itinerary

Wednesday, 7
Dec 2022

w(-up: 8:00 am -
Kingsford Smith

Hertz « Economy Car, 4-5
door car

Thursday, 8 Dec 2022

len: 8:00am -

Kinnefard Qmith
Manage

Tasks

b Trip details

TRIP SUMMARY

24 Feb 2021, 19:06
Booked fo

Kiara Giovanni

Milan seminar 2021

P reason

Internal Meeting
Trip total 1085.02 USD

Bookings
R1: 4AQ56M
- Flight

26 Sep 2021
4 7:10 SOF + 16:55 LIN
Iberia, 1B 2385

1095.03 USD

-of-policy reasen code

PSSP T S

Reject Approve §

122

Cancel Add note

Call John on landing in
Singapore,\

Notes are private and won't be
shared if you share your trip with
others

| Thanks

\ Approving bookings

X Trip to Singapore, London,...

T —

Monday, 12 Dec 2022

1*!‘6 pmSIN = 6:15
am LHR
Qantas Airways, QF 1

Monday, 19 Dec 2022

s o LR > 610

am SYD
Qantas Airways, QF 2

Notes

B call Johnon landing in
Singapore.

Manage Add note

The Tasks section shows a list of pending approvals assigned to an Approve
for their review, sorted by their deadline.

- Relevant information provided includes the total cost for a trip

request, and highlights segments that are out of policy. Tapping on

an approval request reveals more detalil.

The App enables you to approve or reject the request right from the

list, or the detailed view.
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More

Apart from its key features, Cytric Mobile provides travellers with handy tools
mw Map for their trip. From the ‘More’ view you can access:

@ Online check-in

e A map that lets you navigate and find important locations

¢ Weather e Alist of links that let you check in for your flights
e Weather information for your destinations
< Currency converter e A currency converter

e Important contacts to assist you during your trip
e Content configured by CTM to assist you accessing important and
useful sites for your travel

B Notifications
& Contacts

& Company content

o9

Maps

The Map features displays your current location as well
e as corporate locations loaded in Cytric.
Erskine' ®
7 It also lets you save your current location with a custom o Kingsford Smith
St Peters B label to let you find it whenever you need. ‘ o0k

0 ch?ngi

@fficeworks

London Heathrow

Mascot ) ) I International Airport
The location search allows you to perform a combined ,
#ensr “§ll - search over booked, stored or corporate locations and Home
e passes on information to Google Maps or Apple Maps Saw
Airport (SYD) for accurate routing.

QW E RIT|IY RIIIQIP

- Az D Fl B HJEL

& T X C|¥W B N M K
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Online Check-in and Weather

2:06

205 "= W The Online check-in feature provides Check-in URLS to
M Onlil heck-i . . . . M Weath:
< Mere Onlinecheckcin enable travellers to check in for flights with your mobile. S e
ECOREDIRANES] Booked airlines are grouped separately for quick access. ol
. Qantas Airways - ondon
e
ALL AIRLINES partly sty
+= Aegean Airlines
. Sat, Oct 1
Aer Lingus ) 16°
== Aeroflot i . i i
Check your daily forecasts for booked destinations in the Sun, Oct 2
7 Aerolineas Argentinas Weather feature, which provides highest and lowest 16°

== Aeromar temperatures for each destination.

-

& Acromexico Sydney

ondie° T 128G

showers

-2 Air Alsie
5 Air Belgium

) Air Canada
]

Trips

Currency converter and Contacts

2071 e The Currency converter allows you to quickly

< Currency converter 9 calculate amounts in foreign currencies.
1GBP = 1.66196 AUD

Rates are provided by Cytric

100 GBP

166.19614 AUD

In Contacts you will find stored telephone numbers and
email addresses loaded by CTM to allow you to access
the team at CTM when you require assistance. Tapping
on a telephone number will start the dial process.
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Company content and Contacts

2:51
Company content
ctm &g

Content added by your Travel Manager|

In Company content, CTM have configured a Mere  Settings

list of links to allow you to easily access important
and useful sites for your travel. Generate new credentials

GENERAL

Smartraveller - The AUST
Government's travel advisory

Push notifications
Access the CTM Portal
Use Touch ID fFace D @D
Access Skybus Website

Spotlight Search &
Suggestions

App settings allow you to control how your App ‘
behaves and access to the Share app contents with
iOS Search.

BOOKINGS

Auto load corporate
locations ©

O

Trips

2:52
¢ Settings User profile ¢ Back Push notifications

Cus some of the notifications you receive from
\ o Mobie

Donna Farrell
upload profile photo

Global Unique User ID (GUID)

011287290303 W - If you need to log out of the App, you can do this
. from the Logout button at the bottom of the User All flight updates
Location

Learning Location One Profile. notifications

FLIGHT UPDATES

©

SYSTEM INFORMATION

TRIP BOOKING
cytric URL
hitps:// ) o o ] Book additional services @ )
apac.amadeus.cytric.net/ The Push notifications option in Settings allows — mms)
ama-QBT-Learnin . . . - . )

g for the activation of flight update notifications to Reminder to book a hotel, hire car or

. rail. Some services may not be
be sent for booked ﬂlghtS. available, depending on your

system configuration.

Logout
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Notifications

Push notifications help you stay informed by telling you

about: Cytric trip ID:
1645924135
Trip has been cancelled.
| 11:24 pm
cytric |l * New bookings, booking changes and cancellations
now . . . .
You have a new booking. | e New, approved, rejected, or withdrawn approvals o Trip to Adelaide,
- 08FEB23 - SYD - CBR « Flight changes, delays, and cancellations as well as Stz O a0 27,
- 65WM7A ] i . i Trip has been cancelled.
gate changes (if enabled in App settings). 1124 pm °

Where to find more information about using the App

Refer to the Knowledge Centre in the CTM Portal for more information on Cytric and Cytric Mobile.
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