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1. FIRST TIME LOGGING IN

You need to check your personal informations and preferences the first time you log in:

STEP 1 TO 4 OF 13

1
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Click on your name in the menu on the 

top right side and a drop-down menu 

will show.

Here you will choose ”My User Profile”.

You will then see this on the screen.

Click on

“Personal Data”

Fill out the fields.

Titel, name and last name are mandatory

fields that need to be filled out.

Phone and mobile number with 

country code and no spaces.

It is important that it is filled out 

correctly as the system sends

notifications in case there are changes.

Click on ”Save”.

3
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1. FIRST TIME LOGGING IN

Personal preferences

STEP 5 TO 8 OF 13

Emergency contact information v

Click on “Emergency contact information”

in your user profil.
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Here you can insert the contact information 

of your nearest family member.

6

7
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It is possible to adjust your personal

preferences for:

Language

Special meal

Emails

Calendar synchronization

Weather forecast for the next

5 days from today’s date.

Click on ”Save”.

Click on ”Save”.

Personal preferences

Click on “Personal preferences”

In your user profile. .

5
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1. FIRST TIME LOGGING IN

Government ID and Visa Data

STEP 9 TO 11 OF 13

GREENLAND TRAVEL

Click to save.

5

Government ID and Visa data.

Click on “Government ID and Visa Data” 

in your user profile and then click on 

”Add” on the next page. .         .

9
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Fill out the fields with infomation from 

your Passport or Government ID.

Any eventual Visa data must be filled

out at the bottom.
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1. FIRST TIME LOGGING IN

Change of password

STEP 12 TO 13 OF 13

You can then change your password.

GREENLAND TRAVEL
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Cytric System Management

Click on “Cytric System Management”

in your user profile.

12

Click to save.

You can find manuals via the 

”Support” link. 

The link goes directly to:

onlineportal/support/

Contact information to our

support team can be found on 

the bottom of each page. 

There is a link to the Support 

page from here as well.

!
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2. FLIGHT RESERVATION

Choosing a traveller.  As an ordinary user, uou will only be able to book for yourself. As a travel arranger, you will

have access to book for others in your company.

STEP 1 TO 1 OF 9

When logging in, the system will show your ”Personal Portal” as a 

standard and will show your name as a traveller. In this case the 

name is ”New User”.

It is possible to have an overview and search for other names that are

listed in the same company through ”Travel Arranger Dashboard”.

It is possible to add a traveller without a profile. 

For that, this pop-up needs to be filled out.

Remember to unmark any prefilled names before

moving on.

While in ”Travel Arranger Dashboard”, you can

go back to your page by choosing ”Personal 

Portal”.

1
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2. FLIGHT RESERVATION

Choosing a flight reservation

STEP 2 TO 4 OF 9

GREENLAND TRAVEL

You can choose:

One way, return or multiple cities

From city to city

It is possible to choose non-stop or ”via” if

you wish to travel through specific cities.

Trip purpose

Date, time for departure/arrival

Possible to choose up to six airlines.

8

Click arrow to 

do the search

Click on the plane icon for flight 

reservation for the chosen traveller.

A calendar will pop-up and you can

choose the dates and change the time.

Please note that the departure time is 

set to 9:00 as default. It is possible to 

change settings to arrival times as well.

2

3

4
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2. FLIGHT RESERVATION

Different possibilities for booking the trip will be shown in the next pages.

There are two ways of booking a return trip. A 2-step proces will be shown in the first example.

STEP 5 TO 5 OF 9

NAIA USERMANUAL

Go to the index page

The system will mark the segment that you are about to book into.

The flight options for the outbound flight will be shown below with 

a ”from” price for a return ticket.

You can choose the outbound flight by clicking the grey arrow at 

the  departure that you would like to book. Hereafter, you will be

taken to the page were you can choose the return departure.

Choosing of a ticket type / price will happen later in the process.

5

Detalils about the specific departures can be

seen by clicking the arrow next to the airline

logo for the departure that you are interested in.
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2. FLIGHT RESERVATION

Continuing the 2-step proces: After choosing the departure for the outbound flight, you will

automatically come to this page, were the return flight can be chosen.

STEP 6 TO 6 OF 9

NAIA USERMANUAL

Go to the index page

The top box shows what is booked and will

add all additions during the booking proces. 

The return is now marked.

CClick on the grey arrow at the departure that

you would like to choose for the return.

6

It is possible to sort and filter your search:

Sorting: You can sort by departure/arrival, shortest travel time, 

fewest/most stops, lowest fare, and on CO2 emission.

Filter: You can filter by travel times, recommended departures (best

prices), your company policies, and on amount of stops.
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2. FLIGHT RESERVATION

A faster way of booking a return trip is a 1-step process, where you choose the outbound and return 

departure on the same page.

STEP 5 TO 6 OF 9

NAIA USERMANUAL

Go to the index page

Click on the two red dropdown arrows, next to the price indication

at a chosen departure, instead of clicking on the grey arrow.

5

After clicking on the red arrows, the departure for the return will be shown as 

a dropdown, and you will be able to choose both flights at the same time.

6
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2. FLIGHT RESERVATION

Choice of ticket type/price. You will come to this page, after you have chosen your departures. The system 

will suggest a fare, but it is possible to choose other ticket types and fares (shown as ”Other fares”).

STEP 7 TO 7 OF 9

NAIA USERMANUAL

Go to the index page

Click on the grey arrow at the ticket type(s), that you want to 

book. There is a restricted (change and/or cancellation rules

apply) ticket in the outbound and a flexible (changeable and 

refundable) ticket in this chosen example.

7

The service class is shown here.

The change options will be shown here. It is possible to read more about the 

ticket rules, for example if it says ”No info”, by clicking the ticket code.

Amount in green is refundable and amount in red is non-

refundable, in case the reservation should be cancelled.

Checked bagage allowance will be shown here. Note: It can be

different from airline to airline, but also depending on ticket type.

Here you can see if the ticket will be issued

in one return ticket or in two oneway tickets.

It is possible to filter the prices by service 

class, ticket type, and by company policies.
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2. FLIGHT RESERVATION

Confirmation of chosen ticket type

STEP 8 TO 8 OF 9

NAIA USERMANUAL

Go to the index page

The information in the top box will be updated with a price after you have 

chosen the ticket type.

Alternative options will be shown below, were the system will show if there

are money to be saved on other departures or with other ticket types. 

Possible savings will be shown in green. Please note that the rules for the 

alternative options might be different from the ones that you have 

originally chosen. 

Click on the grey arrow at the ticket type that you would like to book.

8
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2. FLIGHT RESERVATION

Ancillary services, review of the reservation, and confirmation of booking

STEP 9 TO 9 OF 9

NAIA USERMANUAL

Go to the index page

Please review the reservation before clicking

the ”Complete Booking” button to confirm.

9

It shows here who the booking is for, how the ticket is issued and paid, 

if there are any loyalty programmes noted, and maybe choice of food.

Please note that the list of foods is a general list for all airlines and not 

all airlines offer all choices. For example, Air Greenland has a standard 

meal, that is pre-chosen for their atlantic flights. This can be changed to 

a vegetarian, glutenfree or a lactosefree meal.

It is important that the mobile number for the traveller is correct, as the 

system will send an automatic notification in case of schedule changes.

It is possible to go back in the booking process by 

choosing the step that you would like to go back to. 

The system will remember the previously inserted data.

A message to our support team can be inserted in this box. 

This could be in case you wish to add items that are not 

bookable in the system, for example Diskoline, hotels in 

Greenland, etc. Updated documents will be sent to you by 

our support team after handling the request.

It is possible to write up to 126 letters or signs per box.

It is possible to add extra flights, car rental or hotel to 

your reservation. Please click on the item you wish to 

add before clicking on the ”Complete Booking” button.

It is possible to choose or buy ancillary services from this line, for 

example extra baggage, seats (see next page for procedure of booking 

seats), etc. What is offered and the pricing of these can be different

from airline to airline. Note: Seating with Air Greenland is free.
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2. FLIGHT RESERVATION

The procedure for choosing seats is described on this page.

STEP 1 TO 3 OF 3

NAIA USERMANUAL

Go to the index page

Choose the seat icon to choose seats to your flights.

1

All flights will then be shown and you must choose the 

specific flights, that you would like to book seats to.

2

This shows the meaning of 

the different colors and 

icons in the seat map.

The initial of the travelers first name will be

shown at the seat that is chosen for the traveler.

There will be a pop-up, when choosing seats for 

a reservation with multiple passenger, with all 

the travelers name and you must choose which

name you want to book the seat for.

The proces is repeated until seats are reserved

for all passengers in the reservation.

Click on ”Confirm”.

3

The seat numbers will be shown on the status line 

for each flight that you have booked seats for.
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2. FLIGHT RESERVATION

Booking confirmation

NAIA USERMANUAL

Go to the index page

The confirmation is identical on the website 

and in the received email.

An approval request, including a deadline for 

when the ticket must be issued by, will be

sent to your approver, in case your company

has an approver function.

The confirmation is continued on the next page.

VERSION 4: MARCH 2020

It is possible to change or add a seat

after a trip has been confirmed.

Click on this icon to add a (new) seat.
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2. FLIGHT RESERVATION

Booking confirmation – continued

NAIA USERMANUAL

Go to the index page

Continued from previous page.

It is possible to add flights, hotel and car to the reservation, 

even after the reservation is completed.

You can also cancel the whole itinerary, or parts of it.
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3. TRIPS TO USA AND CANADA

Trips to USA and Canada

STEP 1 TO 3 OF 5

Your passport information can be

inserted in your profile for travels to 

USA and Canada.

You can check page 5 for guidance 

to insert the information.

NAIA USERMANUAL

1
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This will be shown before you confirm a 

reservation for a trip to USA or Canada

It is possible to insert the passport

information manually or choose your

passport in the drop down menu.

Choose the ESTA logo (for trip to USA) 

and this will open in a new window.

3

2
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3. TRIP TO USA AND CANADA

Trips to USA - continued

STEP 4 TO 5 OF 5

Choose applicaton type and 

you will be guided through

the process.

Go to the new window with 

ESTA’s homepage.

ESTA is where the traveler applies

for a permit to enter USA.

It is the travelers own

responsibility to apply in due time.

4

5
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3. TRIP TO USA AND CANADA

Trips to Canada

STEP 1 TO 1 OF 1

NAIA USERMANUAL
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It is an eTA, that the traveler would need to apply for, for trips to Canada.

Choose the eTA logo to open a new window to go to eTAs homepage and apply

from there. It is still the travelers own responsibility to apply in due time.

1
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4. FREQUENT TRIPS

The frequent trip function will save you clicks as city pairs will be prefilled and you only have to choose dates

STEP 1 TO 2 OF 5

Name of trip, for ex. ”Business trip to Nuuk”

Choose trip type; One-way, return or multi city

Out- and inbound information:

- Departure city

- Arrival city

- Departure date

- Departure times

- If wanted; through cities

Possibility to choose up to 6 preferred airlines.

It is possible to add ”Frequent Trip”, so most information 

is prefilled when making a new reservation.

It is possible to add a ”Frequent Trip” from a confirmed

trip or to add one manually.

To add one manually, choose ”New Frequent Trip”.

2

1
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4. FREQUENT TRIPS

Adding a frequent trip - continued

STEP 3 TO 5 OF 5

Click to save the preferences.

Hotel

Choose city for accommodation..

You can choose up to 3 preferred

hotel chains, room type and category

under ”Your Additional Search 

Criteria”.

Car rental

Choose country for car rental.

If the company has any special 

agreements with the rental company, 

it will be stated here.

If there are no agreements, it will be

possible to choose category.

It is possible to add several ”Frequent Trips”.

It will then be possible to make reservations directly from ”Frequent Trips”.

It is also possible to edit or cancel ”Frequent Trips”.

3

4

5
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5. HOTEL RESERVATION

Hotel search

STEP 1 TO 3 OF 6

Choose the bed icon to make a hotel reservation.

Fill out the field and change room type if wanted.

Example of results on a hotel search in Copenhagen.

Any company agreements will be shown here.

You can choose a 

filter for the results.

Click arrow to show the availabilities.

2

3

1
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5. HOTEL RESERVATION

Choosing a hotel

STEP 4 TO 4 OF 6

The room types and prices will be shown after choice of hotel.

Any company agreements will be shown at the different room types.

Rules for the reservation can be read here.

Example of a chosen hotel.

NAIA USERMANUAL

Go to the index page

Available room categories with total prices will be shown after choosing a hotel.

Any company agreement will be shown at the different room types.

Rules for the different room types will be shown here.

4
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5. HOTEL RESERVATION

Summary of the hotel reservation

STEP 5 TO 6 OF 6

A summary will be shown before the confirmation of the reservation.

It is possible to insert a remark to the hotel, which will be sent directly

to the hotel.

It is possible to add further hotel reservations, flights or car rentals.

Click ”Confirm booking” to 

confirm the hotel reservation.

5

6

NAIA USERMANUAL
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5. HOTEL RESERVATION

Confirmation of the reservation

This is an example of a hotel 

reservation which also will be

sent to the booker by email.

NAIA USERMANUAL
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6. CAR RENTAL

Car rental search

STEP 1 TO 3 OF 7

Choose the car icon to rent a car.

It is possible to choose a filter for the search.

Fill out the field and press the arrow to show the availabilities.

1

2

3

NAIA USERMANUAL

Go to the index page

Any company agreements will be shown here.
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6. CAR RENTAL

Choosing a car

STEP 4 TO 5 OF 7

You can read more about the 

rules for the rental here.

Examples of availabilities.

This is the result after choosing a car.

It is possible to add special equipment.

4

5
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6. CAR RENTAL

Summary and confirmation of the car rental

STEP 6 TO 7 OF 7

Click to confirm the rental.

Example of car rental confirmation, 

which also will be sent to the 

booker by email.

7
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A summary will be shown before confirmation.

It is possible to insert a note for assistance to NAIA Support.

It is possible to corrct the mobile number.

It is possible to add further car rentals, hotel and flights.

6
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7. ADD HOTEL OR CAR TO AN EXISTING BOOKING

Add hotel

STEP 1 TO 4 OF 8

To add a hotel to an existing

reservation, you must find the 

reservation under ”My Trips”.

Choose ”Display” under the 

reservation you want to add to.

Click to continue the booking.

Choose this link to add a hotel stay.

2

1

3
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Go to the index page

4
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7. ADD HOTEL OR CAR TO AN EXISTING BOOKING

Hotel search

STEP 5 TO 6 OF 8

The system has prefilled the fields with information from 

the booking.

It is possible to change the location and dates if needed.

Press the arrow to continue.

The available hotels will be shown

and you can choose from these.

5

6
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7. ADD HOTEL OR CAR TO AN EXISTING BOOKING

Choosing a room

STEP 7 TO 8 OF 8

A summary is shown after choice of room.

It is possible to correct the mobile number.

It is possible to insert a remark to the hotel, which is 

sent directly to the hotel.

It is possible to add further flights, hotels, and cars.

Click to complete the booking 

and a confirmation will be sent 

to the booker by email.

7

8
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7. ADD HOTEL OR CAR TO AN EXISTING BOOKING

Confirmation of the reservation

The confirmed hotel reservation can

now also be seen under ”My Trips”.

NAIA USERMANUAL
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8. FLIGHT CANCELLATION

Find the trip to be cancelled

STEP 1 TO 3 OF 3

Find the trip to be cancelled

under ”My Trips”.

Choose ”Cancel trip” at the 

booking you wish to cancel.

1

2
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Press ”Cancel trip” to confirm the 

cancellation.

Confirmation of the cancellation

will be sent to the booker by email.

3
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9. TRAVEL APPROVER

Adding an approver to a profile: 

If the company has an approverfunction to the system, all profiles must have an approver. This can be

added to a profile by one with approver rights. The below procedure is for approver administrators.

STEP 1 TO 4 OF 7

Find the profile, for example by 

name, and press ”Find”.

3

Choose ”Personal Preferences”.

4

Choose ”Edit User Data”.

2

Go to the index page

Go to ”Administration of User Profiles”.

1
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9. TRAVEL APPROVER

Adding an approver – continued.

STEP 5 TO 7 OF 7

Choose ”Select Your Trip Approver

for the Basic Approval System”.

5

Choose ”Find User” to get a list 

of user with approval rights.

6

After choosing the approver, click ”Add”.

7

Approver will then be listed under the profile.
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9. TRAVEL APPROVER

Adding an approver manually:

Some reservations requires an approver in order to be confirmed

STEP 1 TO 3 OF 8

Book the trip as mentioned in chapter 2 and when you get to the confirmation

page, this will be shown for trips needing approval before confirmation.

It is possible to choose another approver from the drop 

down menu or by choosing ”Change approver selection”.

It is also possible to press ”Continue” if you want to keep

the approver.

3

2

1

NAIA USERMANUAL

It is possible to change approver by choosing

”Send request to a different approver”.
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9. TRAVEL APPROVER

For the traveller: Choosing another approver

STEP 4 TO 7 OF 8

Choose ”Find user”.

Choose name of trip approver

and approver group.

Press ”Add”.

Choose ”Return to booking” and 

choose ”Continue” on the next page.

A new confirmation is sent to the booker and 

a notification to the approver for approval.

7

6

5

4
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9. TRAVEL APPROVER

For the Approver: The approver will receive a notification with a link to approve or decline the reservation

STEP 1 TO 2 OF 2

Choose ”Approve trip”.

It is possible to insert a cause if declined.

2

NAIA USERMANUAL

Press the link in the received email

to log into the system to confirm or 

decline the reservation.

1
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9. TRAVEL APPROVER

Approval substitute:

It is possible to choose a substitute for the approver for a time period, for example during vacations

STEP 1 TO 2 OF 5

Choose ”Personal Preferences” 

under ”My User Profile”.

Choose ”Define Approval Substitution”.

1

2

NAIA USERMANUAL
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9. TRAVEL APPROVER 

Choosing a substitute for the approver

STEP 3 TO 5 OF 5

Choose ”Find user” and 

choose a user from the list.

Press ”Add”.

Reservations for approval will be sent to 

the substitute approver in this time period.

Choose subsitute approver and 

adjust the substition period.

3

4

5
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9. TRAVEL APPROVER 

Special approval.

If a booking is made for a traveller without profile, the reservation must be approved in another way.

STEP 1 TO 5 OF 5

NAIA USERMANUAL

Go to the index page

Click on ”Management” and choose ”Travel Management System”.

1

Choose ”Travel Management System 

Main Settings (TMS)”

2

Choose ”Approval Systems” from the list.

3

Choose ”Grant Special Approval”.

4

Insert the reservation number

and click on ”Continue”.

4
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9. TRAVEL APPROVER

Cytric Mobile App:

It is possible to download an app as an Travel Approver, were you do not need to log on through a computer, 

but can get notifications and approve requests directly through the app. 

STEP 1 TO 3 OF 3

Choose ”Mobile” which is 

under ”My User Profile”.

1

Click on ”Unmask cytric PIN & ssecuritycode” to 

show the informations needed to login in the app.

2

Insert the PIN and the securitycode from your

profile, when the app has been downloaded.

You can choose to have the informations saved, 

so you do not have so insert the informations 

every time you login.

3

It shows where you can get the app 

depending on the mobile system type.
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10. CREATING AND DELETING A USERPROFILE

As an administrator, it is possible to create users to the system

STEP 1 TO 4 OF 6

Choose ”Create new user”.

Choose Language/Location/Division

and Travel Policy Group.

Click on ”Continue”.

Go to ”Administration of User 

Profiles” under ”Management”.

1

2

3

4
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10. CREATING AND DELETING A USERPROFILE

The new users informations

STEP 5 TO 6 OF 6

Fill out the fields.

You can now send the username and password to the new user.

The new user must change the password at first login and update

the personal information as mentioned in chapter 1.

Press to save the data.

6

5
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10. CREATING AND DELETING A USERPROFILE

As an administrator, is is possible to delete users. For example, if they are no longer an employee at the company.

STEP 1 TO 5 OF 5

Choose ”Administration of User Profiles.

1

Choose ”Edit User Data”.

2

You can search for the user by 

username, name or email.

3

Press either ”Remove” by the user 

or mark the check box before the 

username and click on ”Delete the 

Selected Users”.

4

Click on ”Continue” to confirm

the deleting of the user.

5
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11. USER RIGHTS

As an administrator, it is possible to give different user rights to different users

STEP 1 TO 3 OF 7

Go to ”Administration of User Profiles” and 

then choose ”Edit user access rights”.

Insert username or name and press

”Search”. It is also possible to search

without inserting the informations. All 

users will then be shown.

Choose ”Edit”.

3

2

1
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11. USER RIGHTS

Changing user access rights

STEP 4 TO 6 OF 6

It is possible to change a user, who

only has rights to book for himself, 

to be a travel arranger. This person 

will then become able to book for 

others in the same company or 

department.

The second option ”Travel arranger” 

must always be used.

4
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Choose department if there

are multiple choices.

Choose ”Save” at the bottom of the page.

6

5
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12. TRAVEL MANAGER DASHBOARD

If the arranger has rights to see the ”Travel Manager Dashboard”, the arranger gets an overview with 

links to the different booking functions and statistics.

STEP 1 TO 1 OF 1

Here you see the overview of the dashboard where you have access to different options and statistics.

Choose ”Travel Manager Dashboard” under ”Extras”.

1
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13. REPORTS

It is possible to give access to the report function to a travel arranger.

STEP 1 TO 3 OF 9

Choose ”Run” under the report that you would

like to see, for example ”Booking Statistics”.

Choose ”cytric Enterprise 

Reporting” under ”Extras”.

Choose ”Run Reports”.

1

2

3
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13. REPORTS

Defining parameters and delivery options

STEP 4 TO 7 OF 9

Define the parameters for the 

report by filling in the fields.

Vælg ”Definer rapportparametrene”

4

5
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Choose run time, 

delivery type and 

output format.

Choose ”Run report”.

7

6

Choose ”Define Report Parameters”.

5
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13. REPORTS

Running reports

STEP 8 TO 9 OF 9

Choose ”Continue” to confirm

the scheduled run.

Retrieve the report through this link.

You can then print or save 

the report for later use.

8

9
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The travel arranger will then

receive an email like this.
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14. PASSWORD ADMINISTRATION

It is possible to administer passwords for other users as a travel arranger

STEP 1 TO 4 OF 4

NAIA USERMANUAL

Choose ”Edit User Access Rights”.

1

Choose ”Edit”.

3

Change password and 

reconfirm the new password.

4

Insert username or name

and press search.

2
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15. REOPENING LOCKED USERS

It is possible for a travel arranger to reopen for locked users. Users are locked if they fail login more 

than 3 times.

STEP 1 TO 3 OF 3

NAIA USERMANUAL

Choose ”Unlock user”.

1

Select user and press

”Unlock Selected User”.

3

Insert username or name

and press search.

2
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NAIA USER MANUAL QUESTIONS?

IF YOU HAVE ANY QUESTIONS, DO NOT HESITATE 

TO CONTACT GREENLAND TRAVEL:

PHONE: +299 38 30 70

E-MAIL: SUPPORT@GREENLAND-TRAVEL.GL

mailto:SUPPORT@GREENLAND-TRAVEL.GL

