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About this guide

The first version of the Lightning admin guide was created May 2019. It was last updated
August 2019. It is designed to show you:
e How to use the administrator functions on Lightning step-by-step;

e How to create spreadsheets to bulk upload account details.

It is always recommended to use the most up-to-date version of the guide where available, as the
system is updated periodically with new features and enhancements. The latest version can always

be found at https://travelctm-north.co.uk/index.html.

This guide is available free of charge and we encourage you to use and share it, but please do not

make any modifications to the guide without asking us first. Thank you.

Feedback

If you have any questions, comments or suggestions about the guide, or about future releases of

Lightning, we would love to hear from you. Please email North.bsu@travelctm.com. Thank you.

Using this guide

If you are reading this guide on a computer, you can navigate around by either:

Using the Contents Page — Press the Ctrl key and click on a section.

Pressing your Ctrl key and left-clicking links in the text — these will be underlined and highlighted,
for example: Using this Guide

Colour-coding of important information is done throughout the guide:

=
[=a)
This indicates an important point, or a This indicates a link to an external
tip to help you with your booking. website with useful information.

Need Further Assistance?

If you are still having difficulty making a booking after reading the guide, you can use the Feedback
Hub to direct your query to the appropriate department at CTM for further assistance.

After clicking the Feedback Hub link from the help page you will see a form. If you have a hotels query
for example, select Hotel from the drop-down.

Please fill out the form as completely as possible; this will help us process your feedback or complaint
more efficiently.

Special characters such as spaces can cause problems when entered in to the telephone field, so

please try not to use them.
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* Indicates a required field entry

The nature of your contact Business Areas *
@ Feedback O Complaint Select a Business Area v
First name * Last name *
Enter your first name here Enter your last name here
Organisation Supplier
Type your organisation then select from the list Type your supplier then select from the list
Telephone # Email *

Enter your telephone number here Enter your email address here
Subject *

Enter your subject here
Description *

Enter your description here

Send to CTM (North)

Once you have sent your form you will be given a reference number; keep this in a safe place as you

will need if you contact us about the feedback you have submitted.

Reporting Lightning errors
If you encounter any error messages while making bookings, please screenshot the message(s) and

send to CTM’s Technical Support team as soon as possible after their occurrence.

You can take a screenshot by pressing the ‘PrtScn’ key on your keyboard, then right click and ‘paste’
this in to an email. If you are using a laptop computer, you may have to press an ‘FN’ (function) key in
addition for this to work.

Alternatively, you can copy and paste the message displayed on screen and include a note on where
and when the error message occurred.

Booking requests cannot be guaranteed in absence of any screenshots or supporting

information on the problem encountered.
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Accounts, Registrations and Deactivation

Account types
There are four account types. Each account type has different features; users may be allowed to only

book for themselves or be able to book for up to eight people at a time for example.

Account Types Features

Traveller e The most basic account; allows bookers to quickly add user details and
avoid having to type information manually.

e Doesn’t have alog in, so cannot book travel themselves online.

Self-Book e Able to book travel and accommodation in their name only — booking for
colleagues is not allowed.

e Able to edit their profile (e.g. name and address).

Self-Book and e Able to book for other users, though they must be one of the travellers
Others (or hotel guests).

e Able to edit their profile (e.g. name and address).

Booker e Can make bookings for any user in the same organisation, even if the
booker is not one of the travellers.

e Able to edit their profile (e.g. name and address).

You may choose to a have a mixture of different accounts registered at your organisation. For
example, you could have a team of bookers who are responsible for making travel arrangements for a
group of travellers.

Profile types are not fixed, so you can amend them later should an employee’s circumstances

change.

Creating accounts
As an Administrator, you can create new accounts by either:
e Adding a single user

e Bulk uploading a list of users

Add a single user
° <l &

To add a single user, first click the User

Admin link within the avatar icon Mr Test Account

test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin
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You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

CTM Profile Administration [ logged in as test. ! .com ]

== CTM New Demo Site 'W) Add User, ' o Edit User || & Delete User || &Disanie User |'g Import Users Hl&Updm Users ”3* Export Users .”.é,p(;ompany Preferences
=47 Internal Deme 02L1 s = — = =
| &7 Edit Cost Centres || . Bulk Disable/Delete Users || & Search User || %2 Refresh |

Click the folder at office level to see a list of users.

=] CTM New Demo Site
== Internal Demo 02LI

Next, click the Add User button to create a new user profile. You will then see a new window,

prompting you to enter the user’s details.

I|@ Add User || Edit User || )€ Delete User || £ Disable User Il

Setting Profile Details

The ‘Personal’ tab will be open by default.

All mandatory fields which have not yet been completed are displayed with a red line around them.
Lightning will fetch these details when users select ‘Add Me’ or ‘Add Company User’ during the
booking process.

Creating Mew User =]
' iPealles . Prefevences 5 Docullewaity i User ractity | 5 Acoroadfricess | Tl bty | i Aden Maragement | 44 hevorcemencs | Faa +

el marbed mith 20 aterite * e feguired. "
Acoount Type™ [ 1 Profemed Operirg Tab ﬂ Company Adminegrator ﬂ Dvermide Boading Pobses” ﬂ:
- I . Mo - Ha -
Individual Details - Please enter names as per passport
Trle®:  Porndew®: T Serrderie®
— T - |
(ol | C - C
Unizuse I (PEN): Ermpioes Maamber Reciess hasrmber i Lo
=

Main & Additional Address
Main Acciess®; Acdinonal Sddeen
om0ty Portiods™; Tewn/ Tyt Poonde:
Contact Detalls
Ermail™ Taachoess:
| [T # =] [onars | [raeae ot
Heims Emad bl

w
Addinienal Eaailil

Edvit & bl =

V2.2b



.

ctm

4 )

Missing ‘Personal’ details?

Normal (i.e. non-admin) users will not be able to see anything above the

‘Individual Details’ heading when logged in, as only Administrators are able to modify these
K settings. /

In this example, we will create a user with ‘Self Book’ status.

Setting an Account Type
You can set the user’s access privileges from the Account Type drop down menu.
The choice of account type is not permanent; it can be changed again by opening the user’s profile

and selecting another from the drop-down menu.

Account Type* @:
]
Self Book

Self Book + Others
| Booker

/ Traveller L

I ETE T T

Optional: Set a Preferred Opening Tab

You can set a default tab to open when a user opens the search page, or selects Start Again on the
bookings menu.

If the user will perform mostly hotel bookings for example, you can select ‘Hotels’ from this menu so it

is the first search page to open.

Preferred Opening Tab @:

[ 1]
Setting Administrator Status
More than one user with Administrator status can be set for your organisation. If a user is being
created without access to the administrator options, you will need to select ‘No’ from the drop-down.

Administrator status is not linked to a user’s account type. They can be both a Booker and an

Administrator for example.

Company Administrator® @:
m w

Yes
Mo
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Setting the Booking Policies
With the Override Booking Policies drop-down, you can select whether or not the user can book

outside your company travel policy.

Override Booking Policies® @:

®

Mo

This can be useful in emergency situations where a booking needs to be made regardless of price.

For example, if a natural disaster prevents onward travel, your policy can be temporarily suspended
so that affected users can book accommodation at short notice when rates tend to be highest.
Selecting ‘Yes’ will allow the user to book regardless of the travel policy you have set. The user will
also see a message at the top of the Lightning website, notifying them that travel policies are
disabled. (Al Travel Policies Disabled)

Selecting ‘No’ will prevent the user making any bookings which fall outside the travel policy (unless

you have allowed certain bookings by providing a reason).

Entering User Details

Under the ‘Individual Details’ heading, you will need to enter the name and title of the user.

Individual Details - Please enter names as per passport

Title*: Forename™: Initial: Sumame™:
iMr iv iTes‘t i I I |Acc0unﬂ
Unigue ID (PIN): Employes Number; Redrass Numbar @- DOB;

| | | | | =

Details which have been changed will be highlighted in yellow until they are saved.

When creating users, it is recommended that the name on the system matches the one on their

passport. This will prevent any delays or additional cost to the user should they book a flight.

Selecting a title

The user’s title must be selected from the drop-down menu. Including any punctuation in this

field will generate error messages when booking.
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A redress number is optional; this is for flights only. If you do not have a redress number, you do not
need to enter anything here.

The date of birth (DOB) is also optional, but you will be required to supply it for flight and car hire
bookings.

Specifying an address
The user’'s main address needs to be specified at the minimum. Depending on your company set
up, you may see these fields already filled in.

Main & Additional Address

Man Address®; Addtional Address:

CTM Marth

Shire House, Humboldt Street

Towm City™: Postoode™: Town/Ciy: Postoode:
Bradford BD1 5HO

4 )

Check the address details

Please ensure that the address is up-to-date, if the user selects post as their delivery method,

the tickets will be posted to their main address by default.

Entering Contact details

The email address will function as the username to log in to Lightning, as email confirmations sent

after bookings and password reset emails are sent to this address, it is generally advised to use a
work email address.

Contact Details

Email™:
test.account@travelctm.com

Home Email:

Additional Email{s):

eTicket Email Address:
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Details which have been changed will be highlighted in yellow until they are saved.

4 N

Entering email addresses

When entering the user’s email address, it must match their work email address exactly and

typed in lowercase. Typing an incorrect email address will prevent the user from receiving

K password reset emails and confirmations. /

A telephone number must also be specified, and although mobile numbers and emergency contact
details are optional, CTM strongly recommend a mobile phone number is provided so we can
contact the traveller if a hotel or airline contact us, and we need to alert them to a change of
itinerary or a problem at a hotel. Telephone numbers will be ONLY be used for travel matters and
not for any marketing activity.

Next, you will need to activate the user’s profiles. Press Save & Continue at the bottom right to

proceed to the Profiles tab.

Telephone:
44 W 01274 720424 ext.

Maobile:

Activating Booking Profiles

By default, a user will not have any booking profiles enabled.

A profile is required to be activated before Hotel - [ Conferma ]

Click Create Profile to connect to the Conferma system to create your profile,
performing each type of booking, for | crestepronie | Profi has not yet been created
example if the user is creating hotel bookings, Rl [ Evoli]
they will need to have a hotels profile enabled. [ Enatieprotie | Account i disabled

Air - Full Service [ Sabre ]

| Enable Profile | Account is disabled

Taxi - [ Cabfind ]

| Enable Profile | Account is disabled
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Profiles are also required if someone is having a booking made on their behalf, otherwise an
error will appear when booking.
You can choose to activate all profiles at once using the ‘Activate All Booking Profiles’ button or

individually.

Once you have chosen to enable a profile, the window will appear grey for a few seconds and
‘Creating profile...” will appear.

When the creation process is complete, you will receive an acknowledgement on screen that the
profile creation was successful.

Hotel Profile %}
9 i ) Conferma profile has been succesfully created

ok

You will then see the ID number which the user has been allocated on the back-office system.

Hotel - [ Conferma ]
Click Create Profile to connect to the Conferma system to create your profie.
| Amend Profile ‘ Profile created. Person ID 2576692

Repeat this process for each type of booking that the user will be performing.

Click Next to continue.

Optional: Setting Default Preferences
Under the Preferences tab, you can specify any default values for the user. For example, you can
specify:

e Cost centres/account codes

e Seating

e Special requirements for flights

Rail - [ Evolvi]

Cost Centre Box:

Have you had confirmation to

[
[

Mame of authorising manager: [ [~
[

Project Code:

Seat Direction: Seat Position: Seat Location:

Hotel - [ Conferma ]

Cost Centre Box:

Name of authorising manager:

[

Have you had confirmation to [ v
[
[

Project Code:

Air - General

Special Needs: Heal Requests:

Seating Preference:

\ [~

Air - Full Service Carriers [ Sabre ]

Cost Centre Box: [ [~

Have you had confirmation to [ [~
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You do not need to set any information here, as the user can set these values themselves once
logged in. If you do specify any preferences, the information will be filled in automatically when
they get to the relevant sections of the booking process.

However if any preferences are specified, remember to press Save at the bottom right of the
window. This will ensure that any data entered is not lost when the window is closed.

Once you have finished, press Close to return to the user list.

Bulk Upload

If you have many accounts which need to be created on Lightning, it's possible to upload them all at

once using a single CSV file.
To begin, first click the User Admin link within the avatar icon
4\
<]l & @

Mr Test Account

test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

CTM Profile Administration [ logged in as test.account@travelctm.com ]

=] CTM Mew Demo Site ; = U’“‘; Import Users U"‘} Update Users _;‘_;" Export Users || . Company Preferences

=] Internal Demo 02LI -
& Edit Cost Centres | & Search User || %25 Refresh

Click the folder at office level to see a list of users.

=] CTM Hew Demo Site
== Internal Demo 02LI1

Select the Import Users button to begin the four-step upload process.

U’; Import Users U"‘} Update Users ,_‘:ﬂ Export Users
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Upload the CSV File

Click the Browse button to find the CSV file on your computer.

Import Users 0ol

Step 1 of 4: Upload Import File

Please select the file containing users that you would like to import, then dick the Next button, This file should be in CSV format.

An example file that can be used as a template can be downloaded here.

Using Header Row (indicates if there is a header row in the spreadsheet)
Select a CSV file... | Browse... |

Once selected, press the Next button to continue.

Field Mappings
Step two will require you to match the contents of the CSV file to the fields on Lightning. You can also
use this window to replace or fill in any missing information.
To replace existing information (or provide new information), you can either:
e Select a value from the Fixed Value drop down list; or

e Typing in the fields.

Import Users [=]
Step 2 of 4: Field Mappings Import File
Please select which columns from your uploaded file map to SABS Corporate user profile fields. Alternatively, fixed data can be specified.

{* denotes mandatory field)
Personal Fields

Profile Field Import Field Fixed Value
* Account Type -— NOT MAPPED / SKIPIT — ¥ | or: v
Preferred Opening Tab --—- NOT MAPPED / SKIP IT — | or: hd
* Title --- NOT MAPPED / SKIP IT — V| oor
* Forename --—- NOT MAPPED / SKIP IT — voon
Middle Initial --- NOT MAPPED / SKIP IT — | ¥ | or:
* Surname -~ NOT MAPPED / SKIPIT — ¥ | or:
* Address Line 1 --—- NOT MAPPED / SKIP IT — voon
Address Line 2 --- NOT MAPPED / SKIP IT — | ¥ | or:
* Town/ City -— NOT MAPPED / SKIP IT — | v | or:
* Postcode --—- NOT MAPPED / SKIP IT — voon
* Email --- NOT MAPPED / SKIP IT —- v oo
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Mandatory fields are indicated with an asterisk (*) in front.

If you choose not to enter any information in a non-mandatory field, or there is missing information

from the CSV file, you can set the Import Field to ‘NOT _I

MAPPED/SKIP IT . Cabfind Taxis
The final mandatory options in this window relate to
L . . Conferma Hotels
activating booking profiles.
The profiles available are displayed in the table Evolvi UK Rail
opposite. Sabre Flights/Eurostar etc.
In the example below, the imported users will not have
any profiles enabled automatically
Enable Accounts
Profile Field Import Field Fixed Value
* Cabfind Account — NOT MAPPED / SKIP IT — |» or: false i
* Conferma Account — NOT MAPPED / SKIP IT — |v | or |fake E
* Evolvi Account — NOT MAPPED / SKIP IT — |v | or: false v
* Sabre Account — NOT MAPPED / SKIP IT — |¥ | or: |false v

Specifying accounts is mandatory information.

Confirm Import Process

Step three shows a preview of the information you are about to import. The number of accounts to be
imported is shown in bold at the top.

In addition to mandatory fields, only fields which you have entered information for will be shown in this

window.

Below & @ préview of te first user out of 3, ready to De Imported under CTM INTERNAL DEMO  wsng the datais n he folown] tabie.
1™ mam T aEng SRR B0 mamed R T s Emall i)

#ecount Type Toe Forerame Sumame Agdress Lne 1 TowsiCity Fostcode Emai

Tranvedar Nr Fome Uner 16 Eidon Pace Bradforg EDA 34T Faoeme usen

Clck the Hext butten to begn the import process,

Click Next to continue.
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Processing the import

The final step confirms the process.

‘fou will be emailed shortly with the results of the import.

Any accounts which could not be activated will be shown in this window; it is possible that an incorrect
email address was entered for example, or invalid data was entered into the column you selected in
step three.

Once complete, click Finish to return to the user list; the accounts will be visible automatically. A

receipt is sent to your registered email address once complete.

Amending accounts

As an Administrator, you can amend an account of someone within your organisation.

Amending an individual account

To amend a user account, first click the User Admin link within the avatar icon
2%\
<] & B

Mr Test Account

test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

'CTHM Profile Administration [ logged in as test.account@travelctm.com ]

=) €TM New Demo Site ; y=§ ¥ Impori Users || %= Update Users || 2T Export Users || o7 Company Preferences

=<7 Internal Demo 02LI -
& Edit Cost Centres | & Search User || %25 Refresh

Click the folder at office level to see a list of users.

=] CTM Hew Demo Site
== Internal Demo 02LI1
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Select the user’s profile you would like to amend.

Next, click the Edit User button. The users profile details will then be displayed on screen, with the

‘Personal’ tab opened by default.

FUSUITI N LD F NI AUIIISU GUUI | IUGYTU T 85 UUURTE LSS SIS U S |

SPSTUS AR . L. i L. | . . a

Iser Details - booker.test@redfern-travel.com Eﬁ\La-
B o rebens O oosaioply vty O approel rocess () T oy i Management 40 swouncements Y pasovord %
— — — -

Fields marked with an asterisk * are required. )

Account Type* @: Preferred Opening Tab @: Company Administrator* @: Override Booking Policies™ @:

[Boker M E [ves B No &

Individual Details - Please enter hames as per passport

Title™: Forename™: Initial: Surname™:

Mr |v iTest ‘ ‘ | ‘Bccker

Unigue ID (PIN): Employes Number: Redress Number @ DOB:

— | O —

Main & Additional Address

Main Address™: Additional Address:

[psTVS 48 | I |

2 Humbold: Street | \ |

Town/City™: Postcode™: Town/City: Postcode:

|Bradford | [ep1sHQ \ | [

Contact Details

Email*: Telephone:

| booker.test@redfem-travel.com | 4 |v| [o127a | [726424

Home Email:

[ | gl

Additional Email{s): Mobile:

=

‘ | >l {

\ | v
| Save ‘
| clase |

All sections within the personal tab that are not greyed out are amendable by you.
Amend the sections(s) that you require changes to be made to, in this example we are amending the

email address.
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TSN 'V FISPINEPUR [ . I b - - F SRR -

=[x
_El?ﬂﬂs _ Preferences  ® Docs®loyalty (o) UserInactivity  Approval Process (o) Travel Policy -3 Admin Management W Announcements | Passward

Fields marked with an asterisk * are reguired.

Account Type™ @: Preferred Opening Tab @:

Company Administrator* @: Owerride Booking Policies® @:

i Booker

A = pres I |o E

Individual Details - Please enter names as per passport

Title™: Forename™: Initial: Surmame™:

|Mr ‘v ‘Test ‘ | | | Booker

Unique ID (PIN): Employea Number; Redress Number @: DOB:

6104202 [ \ \ i 1] =

Main & Additional Address

Main Address™; Additional Address:

[psTVS 48 [

[2 Humbolct Street 1 i |

Town/City™: Postcode™: Town/City: Postcode:

|Bradford | [BD15HQ I |

Contact Details

Email™: Telephone:

[booker tasting@redfern-travel.cam| x| 4 |v| jorra | 726424

Home Email:

\ ot |

Additional Email(s): Mohile:

I } & '
| Save
|- Close

Details which have been changed will be highlighted in yellow until they are saved.

When all details that require amendments have been actioned select save.

A message will then appear on screen asking you to confirm you would like to save the changes

made.

| Confirm Save d
9 ) Are you sure you want to save your changes?
-

Please note any profile information may when necessary be passed to airfines for security
purposes and disruption management e.0. contact information

| Yes [| Cancel |

The sections you have amended, that were highlighted in yellow, will now show as normal.
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ils - booker. testir L.com [E%]
7 Personal | - | Profles Preferences @ Docs & Lovalty () User Inactivity ., Approval Process ) Travel Policy 3 Admin Management &9 Announcements % Password |
Fields marked with an asterisk * are required. oo
Account Type™ @: Preferred Opening Tab @: Company Administrator* @: Override Booking Policies™ @:
Booker ~ ~ Yes % No v
Individual Details - Please enter names as per passport
Tite™:  Forename*: Tnitial: Surname*:
M |v| [Test Booker
Unique ID (PIN): Employes Number: Redress Number @ DoB:
6104302 3
Main & Additional Address
Main Address™: Additional Address:
PSTVS 48
2 Humboldt Street
Town/City™ Posicode™ Town/City: Postcode:
Bradford BD1 5HQ
Contact Details
Email™; Telephone:
booker.testing@redfen-travel.com 4 |v| 01274 726424
Home Email:
et
Additional Email(s): Mobile:
v

Save

Close

To exit out of the user’s account select the cross in the top right corner.

If an email address has been amended, upon the users attempt at logging in they will need to enter
the email address into user name and recover password, then follow instructions given on the

automated email.

Resetting a password

To reset the user’s password, click the User Admin link within the avatar icon

Mr Test Account
test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

CTM Profile Administration [ logged in as test.account@travelctm.com ]
=) CTM New Demo Site ; 2 4= Import Users | %= Update Users || 2 Export Users || o7 Company Preferences

=] Internal Demo 02LI -
& Edit Cost Centres || 43 Search User | %2 Refresh
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Click the folder at office level to see a list of users.

=15 CTM New Demo Site
== Internal Dema 02LI

Select the user’s profile you would like to change the password for.

Next, click the Edit User button. The users profile details will then be displayed on screen, with the

‘Personal’ tab opened by default.

|| & Edit User ||
O SapsTUS 4R (P ] = i T = I
[:] User Details - booker.test@redfern-travel.com =23
[Cipesonat] (Ipofies | proferences | Do loyaty | i) Userimacivty | ©, approvalProcess ) Trave Py dmin Margement 4 Amnouncomerts | pasoword | *
Fields marked with an asterisk * are required. )
Account Type* @: Preferred Opening Tab @: Company Administrator* @:  Override Booking Policies* @:
|Bonker [~] [ [~] Yes [~] [No |
Individual Details - Please enter names as per t
Title™: Forename™: Initial: Surname™:
M v [Test il | [Booker
Unique 1D (PIN): Employee Number: Redress Number @: DoB:
— | [ —
Main & Additional Address
Main Address*: Additional Address:
[psTVs 48 | [ |

|2 Humbold: street | [ |

Town/City™: Postcode™: Town/City: Postcode:
[Bradford | [ep1 5HQ [ |
Contact Details

Email*: Telephone:

| booker.test@redfern-travel.com | [# ]~ [orzra | [72sa2e

Home Email:

\ \ at [ ]

Additional Email(s): Mabile:
\ | CH |

\ | v

Select the ‘Password’ tab.
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i j.l;st.;ﬂct;llk'mmvﬂny-uscr@rt;lkm—-l;;vd.mm. B = = [=T%]
2 Pesonal  |Profks  Preferences ) Docs & Loyalty | (o) User Inactivity  Approval Process () Travel Poicy  Admin Managament &1 Announcements 5

To change the password for company.user@redfern-travel.com, enter your own password and the desired password in the boxes below.

Y 1.com New |

Password:

company.userredem-travel.com Corfim
b

Password:

To confirm click the Change Password button.

| change Password |

[ cose |

You will then be prompted to enter:
e Your own password
e The new password for the user

e To confirm the new password for the user

When these fields have been filled in select Change Password.

The password will be successfully updated for the user account.
To exit out of the user’s account select the cross in the top right corner.

Deactivating accounts

It's possible to deactivate an account so that the user’s details are still stored on Lightning (including

all previous booking information), but the user will not be permitted to log in and make bookings.

You can deactivate accounts by either:
e Deactivating a single user

e Bulk deactivating a list of users
As this is a temporary measure, you can easily restore the account later by following the same
process again (‘Disable User will switch to ‘Enable User').
You may wish to disable a user rather than deleting them if they are seconded away for a period of

time, on maternity leave or long-term sick.

Deactivate a Single User
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To disable a single user, click the User Admin link within the avatar icon
<l & B

Mr Test Account

test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

CTM Profile Administration [ logged in as test.acocount@travelctm.com ]

=] CTM New Demo Site : y=§ U’“‘; Import Users U;"‘} Update Users _:‘_ﬂ Export Users
=3 Internal Demo 02LI

& Company Preferences

Edit Gost Centres ||, 4z Search User | <2 Refresh

i

Click the folder at office level to see a list of users.

=] CTM Hew Demo Site
== Internal Demo 02LI1

Select the account you would like to disable; this will turn grey.

Searching for users

If there are a lot of users within your organisation, use the Search User button to find an account

by their email address or surname.

Click the Disable User button.

o Add User Edit User || J& Delete User &)Disahie User

€

You will be asked to confirm whether you would like to disable the user click ‘Yes’ to confirm.

! Disable user ]
-‘p/ Are you sure you want to disable user 1some.user@tripsdemo.co.uk?
[
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Once the account has been disabled, you will receive an acknowledgement. Press OK to close the

window and return to the user list.

You will see that the account which has been disabled is highlighted in red.

tRIPS Profile Administration (% |
j) User successfully disabled

OK

Modifying disabled accounts

Once an account has been disabled, it will not be possible for either the user or any
Administrator accounts to make any modifications to the user’s details. If amendments are

required, the account will need to be re-enabled first.

It will not be possible to search for any accounts which have been disabled using the Search User

function; it is only possible to search for active accounts.

Bulk Deactivation
If you have many accounts which need to be deactivated on Lightning, it's possible to deactivate them

all at once using a single CSV file.
To begin, first click the User Admin link within the avatar icon
<l & @A

Mr Test Account
test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin
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You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

'CTHM Profile Administration [ logged in as test. com ]

== CTM New Demo Site Add User |[ &7 Edit User || 3€ Delete User [ 25 Disabi

iyt

+)
(=7 Internal Demo 02LI

uj;, Import Users: \-“;; Update Users |§§"T Export Users !!G)Cnmpany Preferences |

| &7 Edit Cost Centres || o Bulk Disable/Delete Users || G Search User || % Refresh |

Click the folder at office level to see a list of users.

=] CTM New Demo Site
== Internal Demo 02LI

Click the Bulk Disable/Delete Users button to begin the five-step deactivation process.

| Bulk Disable/Delete Users ||

Select an Action

Select the Disable Users button. You have a choice whether you would like to use the email address

or employee number fields to disable the accounts; in the example below we will use email

addresses.

Following this wizzard should help you Disable or Delete multiple users via CSV file upload.

#) Disable Users
Delete Users
Here you can indicate the type of action you would ke to initiate.

# Emai Addresses

Employee Mumbers
Here you can indicate the type of data you would lke to upload.

Once you have made your choices, you could click the Next button for further assistance.

Click Next to continue.

Upload the CSV File

Click the Browse button to find the CSV file on your computer.

Here you can upload 3 CSV file containing the Email Addresses of the users you wish to Disable.

The CSV file must have one column feld with emails data.

Demo User List.csv

Once you have selected a CSV file, you could click the Next button for further assistance.

V2.2b
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Click Next to continue.

Field Mappings

.

ctm

Step three will request you to match the data type to the column in your CSV file. In the example

below, the email address field is in the fourth column.

Here you can select wihich colimn fied of the C5V file should be mapped.

(* denotes mandatory field]

Map Fields

Type of data Import Field
* Email Addresses: Column: label [D] - number [4] ‘V‘

0Once you have made your choice, you could click the Next button for further assistance.

Mandatory fields are indicated with an asterisk (*) in front.

Click Next to continue.

-

Selecting import fields

K You will be prompted to return to this screen and choose again.

\

If the incorrect Import Field is selected, you will receive an error message after selecting ‘Next.

)

Confirm the Deactivation

Step four will allow you to preview the accounts which are being deactivated.

Click Next to continue.

Processing the Deactivation

The final step confirms the process.

3 users were successfully disabled.

Thank you for using this wizzard.

A receipt is sent to your registered email address once complete.

Any accounts which could not be deactivated will be shown in this window; it is possible that an

incorrect email address was entered for example, or invalid data was entered into the column you

selected in step three.

Once complete, click Finish to return to the user list; the deactivated accounts will be shown in red.
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Once an account has been disabled, it will not be possible for either the user or any
Administrator accounts to make any modifications to the user’s details. If amendments are

required, the account will need to be re-enabled first

Having trouble finding an account?

It will not be possible to search for any accounts which have been disabled using the Search

User function; it is only possible to search for active accounts.

Deleting accounts
If a user is leaving the organisation, they can be permanently removed from the system by deleting
the account.
You can delete accounts by either:
e Deleting a single user

e Bulk deleting a list of users

Before you delete an account

Deleting a user is permanent and non-reversible. You will not be able to recover any account
details once you have removed the profile. If there is a possibility the user will require the

account again, consider deactivating it.

Delete a single user

To delete a single user, click the User Admin link within the avatar icon
<l & ®

Mr Test Account

test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin
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You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

CTM Profile Administration [ logged in as test.account@travelctm.com ]

555 CTM Naw Demo Site 2 Add User || 7 Edi Use
(=7 Internal Demo 02LI

£ Disavie User | %2, Import Users || ¥, Update Users || g Export Users || o7 Company Preferences

| &7 Edit Cost Centres || o Bull er= || & Search User || % Refresh |

Click the folder at office level to see a list of users.

=] CTM New Demo Site
== Internal Demo 02LI

Select the account you would like to delete and click the Delete User button.

| €3 Add User || .7 Edit User || 3¢ Delete User |

You will be asked to confirm whether you would like to delete the user; click ‘Yes’ to continue.

? Delete user 5
Ed
<2 Are you sure you want to delete user 4delete.this@tripsdemo.co.uk?
G )

Yes. | ho |

! |

Once successfully deleted, you will receive an acknowledgement.

Click OK to close the window and return to the user list.

| tRIPS Profile Administration x|

i) User successfully deleted

The user will no longer be visible on the user list.

Retrieving information from deleted accounts

Once an account has been deleted, it is not possible to retrieve any data which was contained

their Baskets Manager.
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Bulk Delete

If you have many accounts which need to be deleted on Lightning, it's possible to delete them all at
once using a single CSV file

To begin, click the User Admin link within the avatar icon

<] & @

Mr Test Account
test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

CTM Profile Administration [ logged in as test.account@travelctm.com ]

=] CTM New Demo Site < =1 U’“‘; Import Users U:; Update Users “T Export Users || o~ Company Preferences

=14=] Internal Demao 02LI .
Edit Cost Centres | Jz4 Search User | <2 Refresh

[

Click the folder at office level to see a list of users.

=] CTM New Demo Site
=1+ Internal Dema 0ZLI

Click the Bulk Disable/Delete Users button.

& Bulk Disable/Delete Users || B4 Search User | %25 Refresh
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Select an Action
Select the Delete Users button. You have a choice whether you would like to use the email address or

employee number fields to disable the accounts; in the example below we will use email addresses.

Following this wizzard should help you Disable or Delete multiple users via CSV file upload.

Disable Users

# Delete Users
Here you can indicate the type of action you would like to initiate.

®) Email Addresses

Employee Mumbers
Here you can indicate the type of data you would lke to upload.

Once you have made your choices, you could dick the Next button for further assistance.
Click Next to continue.

Upload the CSV File
Click Browse to find the CSV file on your computer.

Here you can upload a CSV file containing the Email Addresses of the users you wish to Delete.
The CSV file must have one columw feld with emails data.
| Browse... |

Demo User List.csv

Once you have selected a CSV file, you could click the Next button for further assistance.

Click Next to continue.

Field Mapping
Step three will request you to match the data type to the column in your CSV file. In the example

below, the email address field is in the fourth column.

Here you can select wirich column fisdd of the CSV file should be mapped.
{* denotes mandatory fiekd)

Map Fields

Type of data Import Field
* Email Addresses: Colurnn: label [D] - number [4] |"|

Once you have made your choice, you could click the Next button for further assistance.

Mandatory fields are indicated with an asterisk (*) in front.

Click Next to continue.
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Confirm the Deletion

Step four will allow you to preview the accounts which are being deleted.

4 )

Before you delete accounts

Please double check that the correct accounts are being removed from the system. It will not be

possible to reinstate these accounts once they have been deleted.

o J

Click Next to continue.

Processing the Deletion
The final step confirms the process.

Any accounts which could not be deleted will be shown in this window; it is possible that an incorrect
email address was entered for example, or invalid data was entered into the column you selected in
step three.

Once complete, click Finish to close the window and return to the user list; the users will no longer be

visible.

3 users were successiuly deleted.

Thank you for using this wizzard.

Retrieving information from deleted accounts

Once any accounts have been deleted, it is not possible to retrieve any data which was

contained in their Baskets Manager.
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Booking codes

Adding booking codes
A booking code is a piece of information you wish to appear on your invoice or Ml that can be
captured at the time of booking. As an Administrator, you are able to add new booking codes by
either:

e Adding a single code

e Bulk uploading a list of codes.

Adding a single code

To add a single code, click the User Admin link within the avatar icon

<] & A

Mr Test Account

test.account@travelctm.com

Account Type: Bocker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

CTM Profile Administration [ logged in as test.account@travelctm.com ]

=] CTM Mew Demo Site ; = U’“‘; Import Users U"‘} Update Users -“T Export Users || . Company Preferences

=] Internal Demo 02LI -
& Edit Cost Centres || 43 Search User | %2 Refresh

Edit Cost Centres

[

While at company level, click the Edit Cost Centres button.
The ‘Edit Cost Centres’ window will appear; you will be able to see the list of fields in use for each

type of booking.
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Cost Centre Val. Type IMask Handoff Info

| »

= Type: Air - Full Service Carriers [ Sabre ] (4 Ttems)

Cost Centre Box Dropdown  click for values  PAXUDF3
Hawe you had confirmation to bo... Dropdown  click for values  PAXUDFS
Name of autherizsing manager Dropdown  click for values  PAXUDFS

Project Code Mask ALA PAXUDF4

=& Type: Air - Low Cost Carriers [ Multicom ] (4 Ttems)

Cost Centre Box Dropdown  click for values  PAXUDF3
Have you had confirmation to bo... Dropdown  click for values  PAXUDFS
MName of autherizing manager Dropdown  click for valuez  PAXUDFS

Project Code Mask AAA PAXUDF4

=z Type: Hotel - [ Conferma ] (4 Ttems)

Cost Centre Box Dropdown  click for values 1

Have you had confirmation to bo... Dropdown  click for valuez 4

Cost Centre Values "rE;x,'_cl‘- Cost {

After clicking the type of code you want to add, press Click for Values (under the ‘Mask’ column) or
the Add/Edit Cost Centre Values button to bring up the list of codes currently in use.

Cost Centre Valse o Label

T

Test

To add a new value, click the Add New Value button.

@Add New Va.luel Delets Value |" | Import Values

The ‘New Value’ window will appear; type in the code to be used in the ‘Value’ field. You can also
assign a description for the code in the ‘Label’ field.

Press Save to add the code to the list.

New Value al

v
Label: Demo Code|

‘ Save |

Cost Centre Value & ™ Label

LT

Test

TasT Desno Code

The list updates immediately after you have added a code.

Click the cross in the top right to close the window.
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Booking codes are available for use the next time a booker logs in to the system. It will not be

possible to use a new code if they are already part-way through a booking.

Adding a new code?

Please notify CTM of any new booking codes you are using, as these need to be added to a
back-office system to work correctly. If a code has not been added to the system, it can cause

bookings to fail.

Bulk Uploading Codes
If you have many booking codes which need to be added to Lightning, it's possible to upload them all

at once using a single CSV file.

To begin, click the User Admin link within the avatar icon

<] & A

Mr Test Account
test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

CTM Profile Administration [ logged in as test.account@travelctm.com ]

=] CTM New Demo Site ’ p=8 U’“‘; Import Users U;'; Update Users _:.‘_,ﬂ Export Users || o~ Company Preferences

= Internal Demo 02LI =
& Edit Cost Centres || b Search User || %2 Refresh

. Edit Cost Cent
While at company level, click the Edit Cost Centres button. ‘= ft ost entres

The ‘Edit Cost Centres’ window will appear; you will be able to see the list of fields in use for each

type of booking.
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Cost Centre a Val. Type Mask Handoff Info

| »

=@ Type: Air - Full Service Carriers [ Sabre ] (4 Items)
Cost Centre Box Dropdown  click for values  PAXUDF3
Hawve vou had confirmation to bo...  Dropdown  click for values  PAXUDFS
Name of authorizing manager Dropdown  click for values  PAXUDFS

Project Code Mask AAAT1 PAXUDF4

=@ Type: Air - Low Cost Carriers [ Multicom ] (4 Ttems)

Cost Centre Box Dropdown  click for values  PAXUDF3
Hawve vou had confirmation to bo...  Dropdown  click for values  PAXUDFS
Name of authorizing manager Dropdown  click for values  PAXUDFS
Project Code Mask Ads111 PAXUDF4
=@ Type: Hotel - [ Conferma ] (4 Items)

Cost Centre Box Dropdown  click for values 1

Hawve you had confirmation te bo...  Dropdown  click for values 4

After clicking the type of code you want to add, press Click for Values (under the ‘Mask’ column) or
the Add/Edit Cost Centre Values button to bring up the list of codes currently in use.

Cost Centre Valse & Label
1E

T
Test

Click the Import Values button.

|@AﬂﬂNewValue| = |J'|' Import Values |

A new window will appear, prompting you to search for the CSV file containing your booking codes.
Click Browse to search.

Flease select a file to upload

T [
| Derno Cost Code List.csv || Browse...

® Add CSV values to list () Delete list and add CSV values

|| Replace duplicates

Once the CSV file has been uploaded, you have two options available to you:
e Add CSV values to list — Keep the original code list and add the new ones;

e Delete list and add CSV values — Delete the original list and keep the uploaded values.

If you are adding new values to an existing list, you can also tick the Replace Duplicates box to

ensure that a code is not added more than once.

Click Next to continue.
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You will receive a prompt on screen about how many values are to be added. Click Next to continue.

Once successfully added, you will receive an acknowledgement. Click OK to close the window and

return to the code list.

| Status E I

| Values added successfully

ook |

A el

You will see it has been added to the list. Click the cross in the top right to close the window.

Cost Centre Value « > Label

1E

Cost Centre
D3Mm
DamMoz
D3M03
DamMo4d
D3Mos
Redfern

Test

Booking codes are available for use the next time a booker logs in to the system. It will not be
possible to use a new code if they are already part-way through a booking.

4 N

Adding a new code?

Please notify CTM of any new booking codes you are using, as these need to be added to a
back-office system to work correctly. If a code has not been added to the system, it can cause

bookings to fail.

N /
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Deleting booking codes

To delete a booking code, click the User Admin link within the avatar icon

<] & A

Mr Test Account

test.account@travelctm.com

Account Type: Bocker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons.

'CTHM Profile Administration [ logged in as test.account@travelctm.com ]

=] CTM New Demo Site < " U“-; Import Users U“} Update Users ‘ﬂ Export Users
=3 Internal Demo 02L1

Company Preferences

<%

& Edit Cost Cenires ||, 43 Search User | %2 Refresh

While at company level, click the Edit Cost Centres button.
Edit Cost Centres

[

The ‘Edit Cost Centres’ window will appear; you will be able to see the list of fields in use for each

type of booking.

Cost Centre « Wal. Type  Mask Handoff Info

= Type: Air - Full Service Carriers [ Sabre ] (4 ITtems)

Cost Centre Box Dropdown  click for values  PAXUDF3
Have vou had confirmation to bo... Dropdown  click for values  PAXUDF&
MName of authorising manager Dropdown  click for values  PAXUDFS
Project Code Mask Assi PAXUDF4
@ Type: Air - Low Cost Carriers [ Multicom ] (4 Items)

Cost Centre Box Dropdown  click for values  PAXUDF3
Have you had cenfirmation to bo... Dropdown  click for values  PAXUDFS
Hame of authorizing manager Dropdown  click for values  PAXUDFS
Project Code Mask AsAT PAXUDF4
I Type: Hotel - [ Conferma ] (4 Items)

Cost Centre Box Dropdown  click for values 1

Have you had confirmation to bo...  Dropdown  click for values 4
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After clicking the type of code you want to delete, press Click for Values (under the ‘Mask’ column)

or the Add/Edit Cost Centre Values button to bring up the list of codes currently in use.

Cost Centre Value « Label

1E

Cost Centre
D31
D3moz
D3nMo03
D304
D3nMos
Redfern
Test

Click the code you would like to delete; this will be highlighted in grey. Click the Delete Value button.

|@Aﬂd hew Value | l Dielete Value ] |i' Import Values |

You will be asked to confirm the deletion; click ‘Yes’ to delete.

Delete Value &
9 } Are you sure you want to delete this value?
-

You will see that the value has been deleted from the list.

Cost Centre Value «

* Label

1E

Cost Centre
D3amo1
D3Moz
D3M03
D3Mo4
D3Mos
Redfern
Test

V2.2b



ctm

Retrieving deleted codes

It is not possible to recover any codes which have been deleted. You will need to add them

manually, or re-upload via a CSV file.

Customising Lightning
You can customise Lightning to suit your individual company needs. Ways you can customise include:
e Setting system announcements specific to your organisation;

e Setting and amending your company travel policy.

Displaying system announcements

You can set system announcements (information messages) for your organisation through your
‘Company Preferences’ screen. These messages will display initially on the fare/accommodation
selection screen for your users.

It's also possible to opt-in (or opt-out) to receive travel advice from the Foreign and Commonwealth
Office.

Travel Advice
FCO travel advice can be shown to bookers if they (or a colleague) are travelling overseas. These

alerts will link to www.gov.uk/foreign-travel-advice and provide information on any problems

(e.g. political unrest) that they may encounter on their trip.

To receive travel advice from the FCO, first click the User Admin link within the avatar icon

<] & A

Mr Test Account
test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin
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You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons. Click the Company Preferences button.

I“& Import Users || J't'; Update Users !|&? Export Users || &PCnmpany Preferences |

A window named ‘User Details’ will open; click the Announcements tab.
At the top of the ‘Announcements’ page, you will see a tick-box under the ‘Travel Advice and Alerts’

heading.

Travel Advice and Alerts

|#] Enable Foreign and Commonwealth Office Travel Advice and Alerts

Ticking this box will display travel alerts to bookers if they (or another traveller) are going overseas.
For example, if they are booking a hotel in New York, they will see any alerts for the whole of the

United States on a green message.

Travel Advice Clear All

The UK FCO advises no travel restrictions for United States X

Clicking on the More Info link will send them to the applicable country page on

www.goV.uk/foreign-travel-advice.
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Foreign travel advice

USA

Summary Health

Current travel advice .
Natural disasters

Safety and security
Contact FCO Travel Advice Team

Terrorism L
Arctic travel
Local laws and customs

Entry requirements

Getupdates [ email X feed

Summary

Still current at: B January 2017

Updated 16 December 2016

Latest update: Summary - removal of information and advice on wildfires in Tennessee

Snow storms during winter can cause delays and cancellations throughout
the major airline hubs in the USA. See Natural disasters

Opting Out of Travel Alerts
To opt-out of the travel alerts (and remove the green information banner from Lightning, you will need
to return to the Announcements page.

First click the User Admin link within the avatar icon

<] & @

Mr Test Account
test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,
you will see the administrator action buttons. Click the Company Preferences button.

4-':_“_‘} Import Users u’“; Update Users ,_“{’1 Export Users || o~ Company Preferences

A window named ‘User Details’ will open; click the Announcements tab.
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Un-tick the box under the ‘Travel Advice and Alerts’ heading; this will remove the green banner for all

bookers.

Travel Advice and Alerts

Enable Foreign and Commonwealth Office Travel Advice and Alerts

Press the Save button at the bottom of the window.
Adding New Announcements

To set an announcement, click the User Admin link within the avatar icon

<] & @

Mr Test Account
test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons. Click the Company Preferences button.

4-':_“.‘} Import Users u’“; Update Users ,_‘f' Export Users || o~ Company Preferences

A window named ‘User Details’ will open; click the Announcements tab.

Messages can be set individually for each type of booking, e.g. a tube strike can be mentioned on the
Rail booking page.

Announcements under the ‘System’ heading will display under each section across the Lightning web

site.
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System

|(@ Add New Announcement .. |

Rail

| &) Add New Announcement... |

Hotels

:@ Add New Announcement... |

Air

| @ Add New Announcement...

Eurostar

| (& Add New Announcement... |

Taxi

| @ Add New Announcement... |

Parking & Lounges

| @ Add New Announcement... |

. r@ﬁxﬂd MNew Announcement... |
Click the Add New Announcement... button to add a new message.

An additional space will then appear. Enter the message you would like to display and press the Save

button at the bottom of the window. In this example, we will add a rail message.

Rail
Date Station No. of PAX Message
|3 | From: | 4 Dep: @ > @ Please note, a tube strke is planned in London on this date.
To: 9 Dest: [#|London i
Date Station HNo. of PAX Message
| 3| From: | 4| Dep: [ v & This is a demo message |
Ta: 4| Dest: o

‘@Add New Announcement... |

This message will now appear each time the user is booking a rail journey.

Overviews on the different ways you can set announcements are listed below.
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Date-specific For particular dates 1. Clicking Add New Announcement...
before under the booking type;

2. Enter the date(s) in From/To where the
announcement should apply.

Station (or airport)- Only if the passengers 1. Click on Add New Announcement...

specific are travelling from/to a under the booking type;

2. Tick the Dep and/or Dest boxes and;

3. Typing the station/airport names which
the announcement should apply.

activating/expiring.

particular
station/airport.

Passenger-specific When a certain 1. Click on Add New Announcement...
amount of passengers under the booking type.
2. Tick the No. of Pax box;
3. Enter the number of passengers/guests
where the announcement should apply.

(or guests) are
specified on the search
screen.

System wide On every booking Click Add New Announcement... under the
screen; can be used in  System heading.
combination with the
above.

After making modifications to this page, click Save to confirm the changes

Removing Announcements:

You can remove information messages for your organisation through your Company Preferences
screen. These messages will display initially on the fare/accommodation selection screen for your

users.

To remove an announcement, click the User Admin link within the avatar icon

<] & A

Mr Test Account

test.account@travelctm.com

Account Type: Bocker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons. Click the Company Preferences button.
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A window named ‘User Details’ will open; click the Announcements tab.

System

ctm

Q.) Add New Announcement.

Rail
Date Station No. of PAX Message
| From: S Dep: [ 2 ] Please note, a tube strke is planned in London on this date.
To: % Dest [ |London 2
Date Station No. of PAX Message
X | From: % Dem S | This is 3 demo message.
Tor [ 9 Dest: [ ¥

q_g) Add New Announcement... |

Hotels

&) Add New Announcement.

Air & Eurostar

@) Add New Announcement.

Taxi

Click the red X next to the announcement you want to delete.

The page will update automatically.

Travel Advice and Alerts

& Enable Foreign and Commonweslth Office Travel Advice and Alerts

System

) Add New Announcement.

Rail
Date ‘Station No. of PAX Message
K| From: 9 Dep: Please note, a tube strke is planned in Londen on this date.
To: % Dest: (#|London

) Add New Announcement.

Hotels

@ Add New Announcement.

Air & Eurostar

() Add New Announcement.

Taxi

@ Add New Announcement.

Parking & Lounges

@ Add New Announcement.

Press Save.

Once deleted, press Close to return to User Admin.
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Still seeing old messages?

If users are still able to see the messages after they have been deleted, they will need to clear

their temporary internet files (cache). Pressing Ctrl and F5 keys together often helps.

Amending the travel policy

If your organisation only allows bookings to be made up to a particular price, or requires approval
before the user can make a booking, you can set a travel policy within Lightning so users cannot
exceed their limits.

To access the travel policy screen, first click the User Admin link within the avatar icon

<] & @

Mr Test Account

test.account@travelctm.com

Account Type: Booker

Bookings are NOT live

User Admin

You will see your company listed on the left, with any offices/branches listed underneath. On the right,

you will see the administrator action buttons. Click the Company Preferences button.
4-53 Import Users U:-} Update Users f_Q-" Export Users 6," Company Preferences

A window named ‘User Details’ will open.

Approval Process
If you require bookers to seek approval from a designated user (or users) before bookings can be

completed, click the Approval Process tab.

& Company Preferences . Miscellaneous | \4g) Travel Policy 4 Announcements 2 Admin Management

Approval Needed* @:
Mo it .,_)ndd MNew Approver

Mo approvers set
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Changing the ‘Approval Needed box to ‘Yes’ will mean that the booker won’t be allowed to complete
the booking without prior approval from a designated user.

You can specify the approver’'s email address by clicking the Add New Approver button.

approval Needed* @:  Approver Email @: |

| Yas e :-a.e_r.m@tripsden;ua..co.uk X

| € Add New: Approver |

The following approvers are set at Company level for this profile:
demo@tripsdemo.co.uk

If circumstances change, you can remove an approver by clicking the red X button next to the
approver’s email address.
Once you have added the email addresses for approvals, click the Save button at the bottom to

confirm the changes.

Notification-Only Approval
Instead of requiring manual intervention each time a booking is made, you can specify that approvers

can just be notified each time a booking is made.

Does switching notifications on prevent bookings?

This option will not stop a booking being made — bookers will still be allowed to follow the
booking process through to the confirmation stage.

To activate this option, select ‘Notify Only’ from the ‘Approval Needed’ drop-down menu.

Travel Spend and Route Restrictions

A company-wide travel policy can be set for rail, hotels, flights / Eurostar and car hire. Below is a

breakdown of the different options available to administrators.

Rail

Defining travel policy dependent on journey time.

Both travel class and price restrictions can be made based on whether the journey is a ‘normal’ or
‘long’ journey.

If you wish to break down your travel policy, tick the box labelled ‘Allow different Travel Policies for
short and long journeys’. This will reveal an additional box where you can enter an additional policy

for long journeys.
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Next, define a length of time (in hours) which the journey needs to exceed before the ‘long’ journey

policy takes effect.

Travel Policy dependant on Journey time

Mllow different Travel Policies far short and long journeys @: 4]
Hours of travel above which Long Journay Travel Policy will be (1
used:

Hover over the blue icon to view further information.

Travel Class Restrictions:

The default travel class allowed is ‘Any’; this will allow bookers to choose both Standard and First
Class fares.

If there is a restriction on First Class travel, select Standard as your maximum class. This will restrict
bookers to view Standard Class fares only.

You can however select to enable bookers to choose First Class if it is cheaper than the least

expensive Standard Class fare, or within a percentage of the least expensive Standard fare.

Class of Travel

Maximum Class: F|rst [+

Allow First Class if cheapest or within % variance @:

Hover over the blue icon to view further information

Price Restrictions:

Price restrictions can be enabled so a booker cannot select a fare which goes over a particular price,
or they have to specify a reason for not choosing the cheapest fare.

‘Allow With Reason’ will let users book up to the specified value, but they will have to select a reason

for choosing that fare. ‘Disallow’ will prevent the user booking anything over the specified value.
Price Restrictions

“Allow With Reason (and Approval)” Price @: [ ...OF...  Reason required for all but cheapest: 4]
Reason required for all but cheapest available and % variance: |0

"Disallow” Price @:

Rail Operator Restrictions:

Specific train operators can be disallowed by clicking on their name and pressing the - button.
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Rail Companies

Allowed Disallowed
Arriva Trains Wales - Chiltern Railways Co.
cazc

East Midlands Trains
Eurostar (Uk)

First Capital Connect

&

Grand Central Railway
National Express East Coast
First Great Western

Gatwick Express

Moantheni Fonmmnt

They can be re-enabled by clicking their name and pressing the < button.

Route Restrictions:

Specific routes can be disallowed by clicking Add Route.

Disallowed Routes

From To

| @ Add Routs

You will need to specify the departure and arrival points.

Please enter the from and to points of the disallowed route:

From: |Manchester |V|

To: London ¥

Click the Add Route button to add the journey.

If you specify Manchester to London, the restriction will apply to travel from/to all Manchester and

London stations. You can be more specific by putting Manchester Piccadilly to London Euston for
example.

Disallowed Routes

Frem To

Manchester (115} London (182)

(@ Add Route i 3 Delete Route
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Restrictions can be removed by pressing the Delete Route button.

Hotels
Price Restrictions:
Price restrictions can be enabled so a booker cannot select a rate which goes over a particular price,
or they have to specify a reason for not choosing the cheapest rate.
‘Allow With Reason’ will let users book up to the specified value, but they will have to select a reason
for choosing that rate. ‘Disallow’ will prevent the user booking anything over the specified value.
Regional price restrictions can also be applied by clicking the Add Policy button; this will override the
values specified in Price Restrictions. This is useful when booking around London for example, as you
could specify a higher limit for central London and a lower limit for outer London.

-Price Restrictions

“allow With Reason (and Approval)” Price @: & E

"Disallow” Price @: # 150

Hover over the blue icon to view further information.

The example restriction below specifies a buffer rate for central London; bookers will be able to book
over £120 — and up to £150 — by specifying a reason, for example availability. However, any rates

over £150 cannot be booked.

— Regional Price Restrictions

Region = “Allow With Reazson” Price “Disallow™ Price

Landen_Central £120 £150

| |

You can remove a policy by pressing the Delete Policy button.

4 ®

Applying travel policy

These policy limits will apply unless you have selected the Override Booking Policies option on

the booker’s profile.

N
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Hotel Chain Restrictions:

Specific hotel chains can be disallowed by clicking on their name and pressing the - button.

Hotel Chains
Allowed Disallowed
IMagnelia Hotels - Maldron

Mainstay Suites
lalmaison
Mandarin Oriental

Mantra Group

[ B

Marco Pelo Hotels
IMaritim Hotels
Maritime Inn= and Resorts

Marriott Hotels

Mlmmmimm

They can be re-enabled by clicking their name and pressing the < button.

Air & Eurostar

Flights and Eurostar travel policies are combined under one heading, so the values set will apply to
both types of travel.

Time-Based Travel Policy:
Different travel policies can be specified for long and short haul journeys; simply tick the ‘Allow

different Travel Policies for short and long journeys’ and set the number of hours to distinguish short

and long journeys.

Travel Policy dependant on Journey time

allow different Travel Policies for short and long journeys @ cd
Hours of travel above which Long Journey Travel Policy will be 8
used: b

Hover over the blue icon to view further information.

For normal (short) journeys, you can specify any limits on travel class and price restrictions.

Travel Class Restrictions

The default travel class allowed is ‘Economy’.

If there is a restriction on travel class, select the maximum class which your policy allows; for
example, if bookers cannot purchase Business or First class tickets, select Premium Economy as
your limit.

Selecting ‘Any’ from the drop-down menu will remove any restrictions on travel class, as bookers will
be able to view all types of fare.
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Mormal Journey

Class of Travel

bl onormy
(Any)
Economy

Maximum Class: | Economy >

Price Restrictions

Premium Economy
“Allerw With Reason (and Approval)” price @: [

0.  Reason required for all but cheapest:

n ?
) ; Business
Reason required for all but chespest available and % vi
First
“Disaliow” Price @: |

Hover over the blue icons to view further information.

If you have specified you would like different travel policies depending on travel time, you can also
select travel class and price restrictions for ‘long journey’.

-Long Journey -
Mg=mium Economy
- Class of Travel d |
- {(Any)
Maximum Class: ¥ amium Economy | ;| Economy
E Premium Economy
f Business

— Price Restrictions {First

"Allow With Reason (and Approval)” Price ©e: O 1
"Disallow” Price @: =
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Price Restrictions:

Price restrictions can be enabled so a booker cannot select a fare which goes over a particular
price, or they have to specify a reason for not choosing the cheapest fare.

‘Allow With Reason’ will let users book up to the specified value, but they will have to select a

reason for choosing that fare. ‘Disallow’ will prevent the user booking anything over the specified
value.

Airline Restrictions

Specific airlines can be disallowed by clicking on their name and pressing the > button.

Airlines

Allowed Disallowed
Adr India & Air One
Agrocontractors

Airfzia

Agromexico

Aerolineas Argentinas

&

Alaska Airlines
Roval Air Maroc
Austral Lineas Aerea

Avianca

Armarimnn Mannootinn

They can be re-enabled by clicking their name and pressing the < button.

Route Restrictions:

Specific routes and countries can be disallowed by clicking Add Route, then the departure and
arrival points.

Disallowed Routes

From To

@ Add Route

You can specify the specific departure and arrival points, or From Anywhere... to be more general.
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Please enter the from and to points of the disallowed route:

|| From Anywhere ... or ...

From

Airport:

e

Country:

To
Airport:
Country:

Click the Add Route button to add the journey.

If you need to disallow London to New York journey for example, you will need to add both London to
New York and New York to London.

If you specify London to New York, the restriction will apply to travel from/to all London airports. You

can be more specific by putting London Heathrow to New York for example.

Disallowed Routes

From To

London - All Airports (LON}, United Kingdom New York - John F. Kennedy International (JFK), United States

@ Add Route I € Delste Route

Restrictions can be removed by pressing the Delete Route button.

Car Hire

Price Restrictions:

Price restrictions can be enabled so a booker cannot select a basic daily rental charge which
goes over a particular price, or they have to specify a reason for not choosing the cheapest rental
charge.

‘Allow With Reason’ will let users book up to the specified value, but they will have to select a
reason for choosing that rate. ‘Disallow’ will prevent the user booking anything over the specified

value.

Price Restrictions
"Allow With Reason (and Approval)” Price @: [] ...0f...  Reason required for all but cheapest: ]

"Disallow” Price @: E

Travel Class Restrictions

‘Travel Class’ refers to the class of vehicle that can be selected.
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Selecting ‘Any’ will allow any vehicle class to be selected.

Class of Travel /
| W

Maximum Class: | Any

Adding preferred (or corporate) rates for car hire

ctm

Any

Mini

Mini Elite
Economy
Economy Elite
Compact

»

If you have preferred rates in place with a particular car hire company, you can add them in to the

Corporate Supplier Requests tab.

Click the Add Account button to enter the associated details.
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CVS file preparation

If you are uploading multiple users or codes at the same time, you will need to enter the data into a
Comma Separated Value (CSV) file. You will need software capable of creating spreadsheet files, for
example Microsoft Excel or OpenOffice Calc.

Required fields

When creating your file, you will need ten fields. These are:

Title Forename
Surname Email
Address Line 1 Address Line 2
Town/City Postcode
Telephone Account Type

The above fields are compulsory; however you can add additional fields such as Cost Centre,

Account Code etc. if you wish. To add further fields, enter the name of the field at the top of the file.

A B Cc D E F G H I 1

1 Title Forename Surname Email Address Address Line 1 AddressLine 2 Town/City Postcode Telephone  Account Type

Inputting user information
Title
A user’s title needs to be one of six options, as these are the options available on the drop-down on

the Lightning profile screen.

Prof Dr
Mr Mrs
Ms Miss

If any other titles or punctuation is entered (e.g. “Mr.”) this will cause errors in the user’s profile and

problems when booking.

Names

EUROPE | AUSTRALIA | NEW ZEALAND | NORTH AMERICA | ASIA www.travelctm.co.uk
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It is generally recommended that the name input on Lightning matches the one on the traveller's
passport.

This will help avoid any problems with flights for example, where the traveller could possibly be
delayed or incur additional fees for changing the name on the booking.

Please ensure that the names are no longer than 20 characters, as this can cause problems with the

back-office booking systems.

Email Addresses

The email address needs to match the user’s work (or personal) email address exactly;
otherwise they won't be able to receive email confirmations once they have completed bookings.
Please ensure that email addresses are no longer than 50 characters, as this can cause problems

with the back-office booking systems.

Addresses
If all your users are based at a particular location, you can fill in one address and copy and paste it for

the rest of the accounts. To do this, first highlight the information you wish to copy.

A B B D I £ [ 3 [ 6 [ n ] ] )
1 Title Forename Surname Email Address Address Line 1 Address Line 2 Town/City Postcode Telephone  Account Type
Zer Some User 1some.user@tripsdemo.co.uk IAiTHouse 16 Eldon Place Bradford BD13AZ |
3 Ms Demo Account 2demo.account@tripsdemo.co.uk

4 Mr Dummy Account 3dummy.account@tripsdemo.co.uk

Drag the black square (on the bottom right of your selection) downwards.

A B c D I E 3 [ 6 [ u ] ] ]
1 Title Forename Surname Email Address Address Line 1 Address Line 2 Town/City Postcode Telephone  Account Type
2 |Mr  Some User 1some.user@tripsdemo.co.uk AIT House 16 Eldon Place Bradford BD13AZ

3 [Ms Demo Account 2demo.account@tripsdemo.co.uk  JAIT House 17 Eldon Place Bradford BD13AZ
4 |Mr Dummy  Account 3dummy.account@tripsdemo.co.uk |AIT House 18 Eldon Place Bradford BD13AZ ]
5 =8

You will notice that instead of copying the exact address (16 Eldon Place), the number has increased

by one for each user. To get around this, click the Auto Fill Options icon next to the black square.

A B c D | E | F % | % 1 ]
1 Title Forename Surname Email Address Address Line 1 Address Line 2 Town/City Postcode Telephone  Account Type

_2 [Mr  Some User 1some.user@tripsdemo.co.uk AIT House 16 Eldon Place Bradford BD13AZ

3 [Ms Demo Account 2demo.account@tripsdemo.co.uk  JAIT House 17 Eldon Place Bradford BD13AZ
4 [Mr Dummy Account 3dummy.account@iripsdemo.co.uk JAIT House 18 Eldon Place Bradford BD13AZ

Copy Cells

Fill Series

Fill Eormatting Only
Fill Witheut Formatting

W g~ oL
oo ol®

Change the selection to Copy Cells (instead of Fill Series) to update the information.
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A B = D E F G H 1 J
1 Title Forename Surname Email Address AddressLine 1 Address Line 2 Town/City Postcode Telephone  Account Type
2 |Mr Some User 1some.user@tripsdemo.co.uk AIT House 16 Eldon Place Bradford BD13AZ
3 |Ms Demo Account  2demo.account@tripsdemo.co.uk AT House 16 Eldon Place Bradford BD13AZ
4 Mr  Dummy Account 3dummy.account@tripsdemo.co.uk AiT House 16 Eldon Place Bradford BD13AZ

Telephone number

The telephone number is the final mandatory field required to create a Lightning account. This
number is used by default for flights and Eurostar bookings; flight operators for example will use this if
there is an issue with a booking.
If all the users in your organisation share the same work telephone number, you can copy and paste it

for all users. To do this, first highlight the number you wish to copy.

A B c D E F G H I J

1 Title Forename Surname Email Address Address Line 1 Address Line 2 Town/City Postcode Telephone  Account Type
2 Mr  Some User 1some.user@tripsdema.co.uk AIT House 16 Eldon Place Bradford BD13AZ |01274 725424!
3 Ms Demo Account  2demo.account@tripsdemo.co.uk AT House 16 Eldon Place Bradford BD13AZ

4 Mr Dummy Account 3dummy.account@tripsdemo.co.uk AIT House 16 Eldon Place Bradford BD13AZ

Drag the black square (on the bottom right of your selection) downwards.

A B (5 D E F G H I ]

1 Title Forename Surname Email Address Address Line 1 Address Line 2 Town/City Postcode Telephone  Account Type
2 |[Mr  Some User 1some.user@tripsdemo.co.uk AIT House 16 Eldon Place Bradford BD13AZ 01274726424

3 |[Ms Demo Account 2demo.account@iripsdemo.co.uk  AIT House 16 Eldon Place Bradford BD13AZ |1275 726424

4 |Mr Dummy Account 3dummy.account@tripsdemo.co.uk AT House 16 Eldon Place Bradford BD13AZ 1276 726424 1

i

g

You will notice that instead of copying the exact phone number, the zero has been missed for each
number copied and the number at the end has increased by one each time. To get around this, click

the Auto Fill Options icon next to the black square.

A B € D E: F G H 1 J K L

1 Title Forename Surname Email Address Address Line 1 Address Line 2 men/city.Pnstcnde Telephone A:countType.
2 [Mr  Some User 1some.user@tripsdemo.co.uk AiT House 16 Eldon Place Bradford BD13AZ |01274 726424

3 [Ms Demo Account 2demo.account@tripsdemo.co.uk  AiT House 16 Eldon Place Bradford BD13AZ |1275 726424
4 [Mr Dummy Account 3dummy.account@tripsdemo.co.uk AT House 16 Eldon Place Bradford BD13AZ [1276 726424

Copy Cells

Fill Series

Fill Eormatting Only
Fill Without Formatting

== = R ]
oco@oll

Change the selection to Copy Cells (instead of Fill Series) to update the information. Below shows

you what the spreadsheet should look like when this is complete.
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A B £ D E F G H 1 J
1 Title Forename Surname Email Address Address Line 1 Address Line 2 Town/City Postcode Telephone  Account Type
2 Mr Some User 1some.user@tripsdemo.co.uk AIT House 16Eldon Place Bradford BD13AZ 01274 726424
3 Ms Demo Account 2demo.account@tripsdemo.co.uk  AIT House 16 Eldon Place Bradford BD13AZ 01274 726424
4 Mr Dummy Account 3dummy.account@tripsdemo.co.uk AIlT House 16 Eldon Place Bradford BD13AZ 01274 726424

Account Types
Specifying an account type in your file is not mandatory as it can be specified at a later date, but it can
be useful to add this if all your users will be set up in the same way.

Drag the black square (on the bottom right of your selection) downwards.

A B C D E F G H 1 i
1 Title Forename Surname Email Address Address Line 1 AddressLine 2 Town/City Postcode Telephone  Account Type
ler Some User lsome.user@tripsdemo.co.uk AT House 16 Eldon Place Bradford BD13AZ 01274 ?26424|Buuker I
3 Ms Demo Account  2demo.account@tripsdemo.co.uk  AIT House 16 Eldon Place Bradford BD13AZ 01274 726424
4 Mr Dummy Account 3dummy.account@tripsdemo.co.uk AIT House 16 Eldon Place Bradford BD13AZ 01274 726424

You will notice that instead of copying the exact phone number, the zero has been missed for each
number copied and the number at the end has increased by one each time. To get around this, click

the Auto Fill Options icon next to the black square.

A B z D E F G H 1 )
1 |Title Forename Surname Email Address Address Line1 Address Line 2 Town/City Postcode Telephone  Account Type
2 |[Mr  Some User Lsome.user@tripsdemo.co.uk AIT House 16Eldon Place Bradford BD13AZ 01274726424 |Booker
3 |Ms Demo Account 2demo.account@tripsdemo.co.uk AT House 16 Eldon Place Bradford BD13AZ 01274 726424 |Booker
4 |Mr  Dummy Account 3dummy.account@tripsdemo.co.uk AIT House 16 Eldon Place Bradford BD13AZ 01274726424 |Booker
5 m

Change the selection to Copy Cells (instead of Fill Series) to update the information.

Saving the file
When you have finished, click on File and go to ‘Save As...’
The ‘Save As’ window will appear; click on the Save as type drop-down menu and select CSV

(comma delimited).
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File name: C5V File Example .

Save as type: imééﬁw% ﬁ i .,.VI
Excel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook
Excel 97-2003 Workbook

'~ Hide Folders XML Data
Single File Web Page

Web Page i
H T " Excel Template
18 |

Excel Macro-Enabled Template

Authors:

19 | Excel 97-2003 Template
20| Text (Tab delimited)
1 Unicode Text
21 XML Spreadsheet 2003
22 | Microsoft Excel 5.0/95 Workbook
23 | C5V {Comma delimited)
o | Formatted Text (Space delimited)
22 Text (Macintosh)
25 | Text (MS-DOS)
-2-6 C5V (Macintosh)
1 CSV (M5-DOS)
_2:” DIF (Data Interchange Format)
28 | SYLK (Symbaolic Link)
29 | Excel Add-In
""""" 1 Excel 97-2003 Add-In
1] PDF
31 | XPS Document
32_| OpenDocument Spreadsheet

Errors can occur with uploads if the wrong file type is chosen, so please ensure it is correct before
saving.
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