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Whatis CWT Trip Order?

CWT Trip Order simplifies the travel booking process by providing a standardized, web-hosted form that is
easy for bookers to complete. The form has been designed to capture essential information required to make
a booking with CWT, minimizing the need for time-consuming, follow-up emails.

Why use CWT Trip Order?

CWT Trip Order combines the convenience of an online application with the knowledge and support of
CWTs travel consultants. The booking form is easy-to-use, includes user-automated processes and is
available 24/7. Once submitted, a CW T consultant presents the booker with the best available options for the
travel request
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How can you access CWT Trip Order?

CWT Trip Order is a web based application designed to simplify and standardize the travel requests you
place with CWT. Your specific URL or web link can be placed either on your company intranet, or your
myCWT site. Clicking the link will direct you to the main landing page of CWT Trip Order directly. Please
note that we have standalone link to CWT Trip Order (limited version) and full link (via myCWT).

1. Via myCWT — CWT Trip Order link is placed in myCWT — that will provide lots of benefits:

Profile data being prefilled already for the Travel Arranger
Access to the list of Travelers via “Travelers” button

View, modify or cancel (if activated) under Manage Trip Tab
Manage templates under Manage Trip Tab

Approval process available within the application

PO T O

2. Via Standalone link placed on Client’s intranet — limited functionality

A simple three-step process

Your Logo

MYCcwWT Here

CWT Trip Order

CTO Subunit Five

CWT encourages you to use CWT Trp Order for every new offline travel requests. CWT Agents will process your request during CWT business hours

and agreed service levels.

1 Enter Data 2 Review & Submit 3 Confirmation
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Picture 1: Landing page on CWT Trip Order
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Enter Data — Top of the Request page

Create a new request (selected Manage your Request (view, Define your language in CWT
by default) modify, delete submitted Portrait or update it in CWT Trip
booking requests, create Order directly
templates or display past
requests)

Your Lo

MYawT Here

Espafial
Deutsch CWT Trip Order

Frangais

Manage Requests

nger-Five Test-CTO CTO Subunit Five

Garman

| @Trip templates |

CWT encourages you to use CWT Trip Order for every new offline travel requests. CWT Agents Swedish
and agreed service levels. Portugese (Brasil)

Danish
request during CWT business hours

Picture 2: Navigation panel

Enter Data — Traveler / Travel Arranger /Guest
Traveler details

If access to CWT Trip Order is via myCWT, the Traveler's /Arranger’s data will be already filled in the section
Arranger & Traveler (Picture 3).

By default, the user is treated as Travel Arranger. In case the user wants to fill in the CWT Trip Order for
themselves, the option “Is traveling?” should be changed into Yes (Picture 3).

Are you traveling or is that a request for one of your Travelers? Please define it by selecting Yes or No.

~[ 2] & Arranger & Traveler ]~
Text for the Traveler/Arranger section. This text can have as much as 1000 characters. l
Title First Mame = Last Name * Email * Phone Is travelling?:
|Mr | |Arranger-Five | |Test—CTO | |Mgiemza@mycwt.com | | 672-123456 | ) yes @ no
—

Picture 3: Arranger & Traveler section on CWT Trip Order /

If you want to book for someone else and you are configured as Travel Arranger in CWT Portrait please click
on Trawellers button to access Trawvelers’ list.

s Travebers
{ it & Armanger s Travelor] "o J
Tere Tout Hame Lad tlama e Proce I
Tuxd bor Arramger & Temolet secten Mg Trwved AT e WA Conlcom  WAD1992290 P g Sgasan
i = I M User TestPree M 2e00h Qoareon — -
ﬁ ol Liser Testtw sodesk Goaon 22220228 '."-‘-, -
e H one el o=
LOC-"'HOM'"‘-"} “wl

Picture 4: Travelers’list
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Certain data for Travelers is already pre-filled and will be moved automatically into CWT Trip Order. The
Traveler button will only be visible for the users who use CWT Trip Order via myCWT. Choose Traveler and

click “Add Trawellers”.

If you intend to book for a Guest Trawveler, please fill in the following section:

& Other Travelers & Guests

Tieks = Frsr Harrss = Lk Haerrak = Errial = Pastenger Type ™  Parpment

O Canced ) Add el

Picture 5: Guests section on CWT Trip Order

Please note: All data in this section must be added manually Fill in the data of the Guest Traveler and click
on “Add Guest”.

Enter Data — Main Travel sections — Flight, Hotel,
Rail and Car

Using the relevant sections, the Traveler / Travel Arranger can move through the booking form, adding the
relevant travel data (Picture 6). In every section, once all relevant fields have been completed, the booker
can then use the “Add” button to include the section data in the booking request.

= % Flight
M PG S ATy ] SRS W BTy S B G D ITSRELENET B LNl Frsngl =T S Snknhsh
Depwtre ™ AT Flightt Ho. Thss ™
g | - - -
0 Camend | | (3 Aca g
=l == Hobel
= Rail
= & Car

Picture 6: Main Travel section on CWT Trip Order
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Enter Data — Flight section in details

Define fields in respective section. While providing the departure and destination location you will find
suggestions on a drop down list.

2 ¥ Flight
Te=xd fowr Flighl seschicen. Ay Sed meSaage i any saction can be irarsiaied fo English, French, Ganman ansd Spanesh
Departhre ™ A ru-'t M3, s =
Encar all mloermaras anedl chel "hald Tighc™ 02 2add ool Phgive daeemein. D Carmwi | il el Pl gl
Picture 7: Flight section on CWT Trip Order / Do not forget to click on

e Verbiage hints reminding "Add flight" to save all
Wittt | FEIL, LBl S0t the Traveler / Travel information
o (L e franes Arranger to hit on Add
Ficamay f B3 ), Uirabed S5m0 .
R Fl!ght and Add Retgrn
P Enreen [FBAL, ok Flight — feature activated
Raeme Fumicna (FO0I, Bl per Company

Upon adding the travel details, it will be then displayed below (Picture 8). Every travel segment can be
modified or deleted. You may also add return flight. You will see additional / advanced options if those are
activated for your Company and comments can be added at this point as Remarks. Not completing the
mandatory fields will result in an application error message flashing up when the Trawveler / Travel Arranger
attempts to submit the travel request.

:.- Bty | [gmm.-nrm] _au.u- _!
gl e e T d e Frvms & puat Sivrel T TE: BF8e F g - R ]

o] DI04 7063 RETeln London Heathitor {LHR), Unies £54 ECoqioeTsy
Tice#t Rerctiong L

=] Advarced Oplions
Laafla -kt ExBET Tomdd ' Bodilg Frafesgsd

Remarics

Picture 8: Section related data & advanced options on CWT Trip Order
Same rules apply to other main section - Hotel, Rail and Car.

You may find additional dynamic sections (Picture 9) — that varies per Client.

% Passport & Visa
¥ |rdiaranc

® Thxi

® Famy

¥ Limousing Sendce
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Picture 9: Additional sections on CWT Trip Order

Enter Data — Trip Data section

The Trip Data section can be used by Trawelers / Travel Arrangers to insert trip-related references — Trip
Name, select CWT team the booking request will be sent to (if your Company’s travel requests are handled
by more than one CWT team). You can also insert additional email address for booking confirmation (that
field can be editable, based on Company’s requirements).

2 Trip Data

MESEA0E CaN D

irip Mp=w * Beprsihd Tdm = [¥] Secd § fopy vl Emal tg

Raferenoe | -
checkbon ™

Releenoe 2
Irgut Pesid =

Felwence 3 =
oo Gt ot "

Picture 10: Trip Data section on CWT Trip Order

Additionally, you may need to provide some references, specifically designed for your Company. The
references can have three different kinds — check box, free text input field or drop down list with different

options.

Once all travel data has been entered, the Travel Arranger can select the “NEXT” button to review the travel
request (Picture 7). If any mandatory fields have not been (correctly) added, CWT Trip Order will identify
them at this stage and all those missing elements will be in red. Travel Arranger will have to fill them in prior
submitting the booking request.

If you would like to finalize your trip another time, select the “SAVE” button in the bottom right of the page.
Your CWT Trip Order will be saved so you can revisit and submit it at another time.

m H Sires [ F= ] ]

Picture 11: Finalizing the CWT Trip Order

The Trawveler/ Travel Arranger can abandon the travel request using the “CANCEL” button at any time.

Review & submit

Once the Trawveler/ Travel Arranger has reviewed the travel request and is ready to send it to a CWT travel
consultant, they simply need to press “SUBMIT REQUEST” (Picture 11). To start a new trip order, the booker
can click the web link again, or use the “REQUEST” button at the top of the page (Picture 12).
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Your Logo

MmycwT Here

CWT Trip Order

Arranger-Five Test-CTO CTO Subunit Five

1 Enter Data 2 Review & Submit 3 Confirmation

= Arranger & Traveler

Tiths Mr

First name Arranger-Five
Lzst name Test-CTO

Phone 672-123436

Emzil Mgiemza Emycwt.cam
Is wravelling Yas

% Flight

Flight aptions
Omly direct flights Mo
Exact tmes Mo
Prefarred aivlines
Ticket restrictions
Remarks

Departure date  Departure From Arrival To
[6.06.2021 Arry time this day Amsterdam, Schiphol (AMS), Netherdands  Any time this day Munich International Airport (MUC), Germany

Flight Ho.  Class
Economy

« Approval

Approwval Larguage
demaEtest.com English

Picture 11: Review & Submit page on CWT Trip Order
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Your Logo

myewT Here

CWT Trip Order

Amranger-Five Test-CTO CTO Subunit Five

1 Enter Data 2 Review & Submit 3 Confirmation

&

Your CWT Trip-Order request was forwarded and is now waiting for approval.

Trip Order Number: GB1KMOG

If the approven(s) confirm your request, your request will automatically be submitted and you receive an email with all details of your request. If
your request is not confirmed by the approver(s), you will receive an email with further instructions.

[svenon ] (o]

1 Enter Data 2 Rovlew & Submit 3 Confirmation

Picture 12: Confirmation Page on CWT Trip Order

Once submitted, the Traveler/ Travel Arranger can view / print the travel request (Picture 13).

Qemo iU GHIRMUY)

2 Arranger & Traveler

3

Title Mr

First nams Arranger-Frve
Last name Test-CTO

Fhone 672-123456

Email Mglemza@myowt.com

Is travelling Yes

% Flight

Flight options
Only direct flights No
Exact times No
Breferred zirlines
Tickat restricions
Remarks

Departure date Departure From Arrival To Flight No. Class
16.06.2021 Any time this d Amszerdam, Schishal (AMS), Netherlands Any time this day Munich Internztional Airport (MUC), Germizny Econs

~ Approval

Approvel ‘

emo@test.com English

Picture 13: View Trip (print view) on CWT Trip Order, Confirmation page

Confirmation of booking

CWT Trip Order may generate the following emails:

To the Travel Arranger & Traveler (Picture 14)
To the Guest Traveler

To the email that was submitted in the field (Send copy to in Trip Data section)
To the CWT Travel Consultant

PR
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5. To the Apprower (if that was activated for your Company)

Additional, automated-benefits can be generated through the standard email confirmation through using
other products in CWT'’s range. Talk to your CWT representative for more information.

Once the booking has been completed by the CWT Travel Consultant, the Travel Arranger / Traveler will
also receive a CWT ltinerary confirmation and/or ticket notification.

Subject: Trip-ceder for <TESTONEUSERMRS +1> Departing < 25UN014 D+ 29>

Youz CWT Tep-ordes Reference NLAIS2F

Dear Mrs Testone

We have successfully recerved your CWT Top-crder request and will stant wedking on your Itimerary
Below please find a summary of your trip.ordes request

Your order will be handled vathin CWT Business hows and ageed service level

Bocuer Terane Lie M3 sEeia tRsaNGINRETIL SO

TRAVELER (3%

TYeS NAME DON TYPE PAYMENT AL GENDER Passport No Nasonatey Natonal 1D PHONE
Troveler TestoraUses Uy Asur No  Yer pauessuieocesdanit oo ddantatinian
Trevent Tesiroes Lsas M ATut You N0 2R2esRnRNeTSOT RPN 20
A

Dare FROM o DEF Tove AR TIME TOOMT  Class

2% o0 2014 Wanaw - Fredenc Thope Arpadt (IWAW) Poend London Meathow [LME). Unted Wingdom Frat Momang Fignt 31332 Ecenomy
3T 2n 2014 Londan Maathrow 0L MR Unted Mmgoom Wanaw - Federc Thopn Arpon (WAW), Poand Latst Evenng Fight il L Cocnomy

Ony Sewct SgMs Yer

Ensct 1ows Mo

Palerel arvvas BA

Tl w@Nt0ns 40 whutd A0 CReged

Picture 14: Example of a confirmation email generated from CWT Trip Order

Manage Requests orders

Within the ,Manage Requests" section you will find the SUBMITTED REQUESTS tab, which provides an
oveniew of the requests that were previously submitted to the CWT Travel Consultant. Various search
options are available to find trip orders submitted over the last 12 months.

Privacy settings can be adjusted to allow or deny Travel Arranger visibility of any submitted request.

Your Logo 2 ]
MycwT e
Request Manage Requests CWT Tri p order
Arranger-Five Test-CTO CTO Subunit Five
Submitted Requests Saved Requests Other Requests Trip Templates Waiting for approval Merge Request
| |V| |search pattern | [ ), Search ]

’ = View l ’@MaheTemplahe ] [@Print ] [{QModﬂ'y Privacy ] ’QHismw ] ’jmdﬂy Request ] IQCancel Request

| Order Number | Creation Date Trip Name Status Departure Nr. Travellers Privacy |

Picture 15: Manage Trips tab on CWT Trip Order, Submitted Requests section

You can use any previously submitted request to create a new CWT Trip Order template, which is useful for
frequently booked trips. Only the departure dates will need to be changed
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Start date | =
Lead Template ] [ Cancel |

Picture 16: Load Template with new departure date

You may modify or cancel requests, providing that option is activated for your Company.
Next to the SUBMITTED REQUESTS tab is the SAVED REQUESTS tab. SAVED REQUESTS tab enables

you to finalise and submit the previously saved trips. Also, those trips that were rejected by Approver will be
moved here. More on Approval process you will find in the further chapters.

English hd

Your Logo

MYycwT Here

Manage Requests CWT Trip Order
Arranger-Five Test-CTO CTO Subunit Five
Submitted Requests Saved Requests Other Requests Trip Templates Waiting for approval Merge Request
|V |search pattern | ’ —4, Search
[ ) View ] [ 1 Edit l [ @ Delete ] [ (& Make Template ] [ @ Print ]
Request ID Creation Date Trip Name Status Departure Nr. Travellers

Picture 17: Manage Trips tab on CWT Trip Order, Saved Requests section

All templates can be found under TRIP TEMPLATES - both regular ones — with travel segments for frequent
trips and the Default one (without any travel content).

Regular templates — any trip can be chosen as Template and used every time in the future. Default
templates — content without the travel segments - Traveller's information, Approver information, Name of the
booking form, CWT Team, email that should receive a copy of the booking request, all references.

Default template can only be one and if chosen, will be uploaded every time you access CWT Trip Order.
You may indicate the default template under TRIP TEMPLATES tab. In order to do that, you need to mark
the respective line and click on “Make Default”.

\z) A defauk templite wil be automaticaly used 3s bolerplate for 3l new trps you create. You
an use & to pre-populate certan data you usually need for all your trip requests, but the
defauk templte & not ntended to work as 3 template for a specfic travel. Defauk templates
a@n't contain travel segments. Only one templte can be defined as defaul template at a
tme. Settng a defauk templite automaticaly rephices the existing defauk templite, ¥
ppicable.

Picture 18: Manage Trips tab on CWT Trip Order, Trip Templates section

If you choose default template, it will be uploaded every time when you access CWT Trip Order. You will still
be able to Discard Default Template or access Trip Templates.
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Your Logo

myewT Here

Manage Requests CWT Tri p Order

| Template: test ’ |2 Discard Default Template ” Amanger-Five Test-CTO CTO Subunit Five

CWT encourages you to use CWT Trip Order for every new offline travel requests. CWT Agents will process your request during CWT business hours
and agreed service levels.

1 Enter Data 2 Review & Submit 3 Confirmation

Picture 19: Manage Trips tab on CWT Trip Order, Trip Templates section

MAP TRIP tab gives you the option of entering the six-digit CWT Trip Order reference number you received
on previously submitted trip orders that were created through the standalone version of the product (not
entered via myCWT). Using this reference number will enable you to have a complete overview of all
previously submitted requests in CWT Trip Order.

Optional: Pre-Booking Approval Process

If your Company has been setup in CWT Trip Order with an optional or mandatory approval process, the
following section will appear in your CWT Trip Order Request page.

P
| s Approval

Tt for Approwal sechion Ay lex messags i any SeChon can be ianskated 1o English, Frendh. Geman and Spansh

LS

Ermal ™ Lanqpeage

Engieih -

Picture 20: Optional pre-approval section

One or more email addresses should be entered. Any of the addresses you will enter will receive the CWT
Trip Order authorization email. You may choose the language of your Approver. Only once all of the entered
authorizers have approved the trip, the booking requests will be submitted tothe CWT Travel Consultants.
Instead of the regular confirmation of submitting page you will see a CWT Trip Order message saying that

your Trip Request has been forwarded for approval.
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Your CWT Trip-Order request was forwarded and is now waiting for approval.
Trip Order Number: NLAAACL

K B 200r0ven3) COrfirm yOUr reuesl, YOUr neGquest mill SLAOMADC Oty DE SUDMEST ANG YOU reCehe 30 madl mith o Ostal) of your request ¥
your 1equest i3 not cordemed Oy the aporovers], you wil recene an emal witn hurther instruchom

| emtre || e |

ool YO S — m

Picture 20: Your Trip Order requests is nowwaiting for approval message

During the approval process, your CWT Trip Order request will be visible in the Manage Trips tab under

WAITING FOR APPROVAL tab.
Once approved, the request will be moved to the “SUBMITTED REQUESTS” tab.

Help

Your Logo
MUCWT Here

Manage Requests CWT Tri p Ord er

Amranger-Five Test-CTO CTO Subunit Five

Submitted Requests Saved Requests Other Requests Trip Templates Waiting for approval Merge Request

|V| |search pattern | [ -, Search

’ &) View ] ’@Pﬁnt ] ’@Abonappmval

Order Number Creation Date Trip Name Status Departure Mr. Travellers

GBIKMOG 03/12/2021 demo WAITING_FOR_APPROVAL (#) 06/16/2021 1

Picture 21: Waiting for approval tab in Manage Trips
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