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Cytric Approval 
Guide 
 

Initial Booking 
• Enter your search criteria and select Search 

 

• From the flight availability screen make your selection then click Continue 

 

 

On the Complete flight booking screen, you will be required to complete mandatory fields 

Your site setup may require the approver information to be captured for reporting purposes, 
similar to adding your e.g.: Cost Centre information. 
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Approver Selection for Reporting Purposes 
Depending on your site setup, in this section you are required to either add or select the 
Approver name and remaining mandatory fields before selecting Complete Booking. 

 

 

• Should you require a Hotel or Car, select the required icon then click Complete 
Booking.  If both Hotel and Car hire is required, you will need to complete one at a 
time.  Once the booking has been created, the approver selection will happen on the 
subsequent screen.  

 

Note: When booking flights/car hire/accommodation in the one workflow, the approver 
selection will appear at the end of the booking process. 

 

Selecting Approver/s 
The next step is to select your nominated approver then an email will be generated to the 
approver for them to review the booking and then either approve/reject the trip. 

First Booking 
The first booking you create for your traveller, you will be required to complete a couple of 
additional steps.   

• Select Change approver selection 
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• For the first booking there will be no approvers listed. Select Find User 

 

Search for the nominated Approver by clicking on the dropdown arrow.  The list of Approvers 
will be displayed for your selection. 

Approver Group and Approver Level will also appear once the drop-down arrow is 
selected. 

You can choose to add this approver as a default approver, so they appear first on the list for 
future bookings.  Alternatively, you can leave the Default approver box blank, and the 
nominated approver will appear amongst the list of approvers when/if additional approvers 
are added at a later date. 
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• To proceed with the approver selection click Add 

 

Once added, the approver will appear under the Active Trip Approvers list e.g.: Support, 
Three 

 

Note: You can add another approver, if you have more than one approver to choose from, 
then they will all appear on the list for future bookings. 

• Once the approver has been added select Return to booking to proceed with the 
approval process. 
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• On the following screen the approver will appear, select Continue. 

 

Note 1: If you have more than one approver added select the dropdown arrow to choose a 
different approver (if required) before selecting Continue. 
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Note 2: If you only have one approver in your selection this approver will be the default 
approver for the next booking created for you 

 

Subsequent Booking 
• On the Approver Selection screen, the Approver you previously selected will 

default, for all future bookings.  You only need to select Change approver selection 
if a different approver is required. 
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• If you had selected multiple approvers to be added during the initial booking flow, 
they will all appear for selection for any subsequent bookings after clicking the 
dropdown arrow. 

 

 

Approval Booking Screen 
After selecting Continue the booking will then display. Note: The status of the booking 
appears at the top of the screen highlighting the trip is awaiting approval. 
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Approval Status 
• Select Waiting for approval link to view the approver (Three Support) the trip was 

sent to and when the booking needs to be approved by. In addition, if the wrong 
approver was selected during the booking process or if you found the approver you 
selected is on leave you can select a different approver by selecting Request a 
different approver link. 
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Requesting a Different Approver 

• If Request a different approver link is selected you will be taken back to the 
Approver Selection screen to choose another approver then click Continue to 
complete the approver selection process.  An email will be generated to the Approver 
to approve/reject the trip.   
 

 
 

• Click on Waiting for approval to see the updated approver (One Support) that was 
selected for this booking. 
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An email is generated to the approver to action the request.  The approver can approve the 
trip via email or by logging on to cytric. 

 

Approving/Rejecting Trip via Email 
• The approver is notified via email that a booking awaits their approval.   The 

complete itinerary and total cost for the trip will be included in the email. 
 

 
• Scroll to the end of the email then select the respective link to either Reject Trip or 

Approve Trip.  Lost Savings for Air/Car/Hotel will also be highlighted in the email 

 

 
Approving/Rejecting Trip within cytric 
When the Approver logs on to cytric they will see an additional link labelled Trip Approvals.   
The orange alert icon highlights there are trips awaiting their approval.   

• Select Trip Approvals link to review trips awaiting approval.     
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On the next screen, the list of options will display which will be bookings awaiting approval 
and bookings already approved or rejected by the nominated approver. There is also a note 
highlighting the booking must be approved by the ticketing deadline, if not approved the 
bookings will be automatically cancelled by the system. 
 

   
      

• Select Booking requests waiting for your approval    
   

 
 

• The list of trips will be displayed. Select the Trip Request link for the booking you 
wish to view 
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• The complete booking will display with a summary version of the trip at the top of the 
screen along with the option to Approve or Reject Trip 
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Approving a Trip 

• Select Approve Trip 

 

• The booking status is then Approved, and an email is generated to the Approver 
advising the action taken.  If there were flights in the itinerary, the booking is then 
queued to be ticketed by the ticketing deadline. 
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Rejecting a Trip 

• If a booking is to be rejected, firstly select a reason from the list of options provided in 
addition to any further comments before selecting Reject Trip option.  The approver 
can also add a reason for rejecting the trip.   

 
• Once the trip is rejected the booking status will be updated to rejected and the 

booking will be automatically cancelled by the system  
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Approved Trip Status in cytric 
After the trip has been approved when the booker retrieves the booking in cytric, the status 
will show Approved 
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Fallback Approver/Special Approver 
A Special Approver does not receive a notification email advising a booking requires 
approval, they are able to approve trips at any time by logging on to cytric.  Fallback 
Approvers need to know the traveller’s Amadeus booking reference number (EG: 6VZLJ2) to 
view trips to then approve/reject them. 

 

• Once logged on to cytric a Special Approver selects the Management link.  

 

 

• Select Travel Management System Main Settings link 

 

• Select Approval Systems. 

 

• Select Grant Special Approval link 
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• Enter the Amadeus booking reference number for the trip that needs to be approved, 
then select Continue. 

 

• The options to Approve/Reject Trip display for selection.  Action the booking 
accordingly. 
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Hints and Tips 
• If flights, accommodation and car hire are added during the initial booking flow, only 

one approval email will be generated to the approver. 
• For Multiple traveller bookings, one approver can be selected.  If different approvers 

are required, individual bookings will need to be created. 
• Guest Traveller bookings will take on the approvers in the travel arrangers' home 

community.   
• An email will be generated to the Approver when a modification is made to the 

booking. EG: Originally flight-only booking and later adding accommodation, an email 
will be generated to the approver to approve/reject the booking. Note: If the booking 
is not approved the whole trip will be automatically cancelled by the system. 

• Lowest available fare and lost savings are included in the email generated to the 
approver to assist with approving/rejecting trips. 

• If you have added approvers during the booking process in cytric and the CTM Portal 
profile is updated and saved, the list of selected approvers in the cytric profile will be 
removed. 
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