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GREENLAND TRAVEL NAIA USERMANUAL

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 °

= areenland .f.:f Click on your name in the menu on the
- travel

il

NN NewjUser ~
top right side and a drop-down menu

will show. My User Profile

Selected travelers Here you will choose "My User Profile”.
My FrequentTrips
0 Add yourself as a traveler

My Travel Arrangers
February 2019 Support
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You will then see this on the screen.

Last chanee: New User (New User) on 06FEB 09:09

— s
- o
= - f

Emergency Contact Government ID and Visa Personal Preferences
Information Data

.
.- y
-

cytric Mobile app cytric System
Management

<1 73 & Edit and Save Personal Data

organizational Unit and Travel Policy Group

My User Profile Location: Pisiniartarneq ASA, Nuuk
Personzl Data

3 Travel Policy Group:* standard

cytric PIM & Security Code

Store Access Information

User Profile and QuickProfile Setfings

[~ --"-"""-"-"-"">"">">”"">"”"¥/"¥"/-/""="""»"="»”w-"~""=>"""""/"/""""™"/""/""""""""= !
e Eresting:* M Mrs. M. Hone

! I
! I
! I
. . [ . \
Fill out the fields. | First Name: New |
! \

. N
Titel, name and last name are mandatory } [ e }
fields that need to be filled out. } 1
| Date of Birth: A T |
! I

. . e — +2591919191 }

Phone and mobile number with ! !
Country code and no spaces. } Mobile Telephone:* +4591919191 }
. . P . | I
It is important that it is filled out | ewaie mail@mail.com |

correctly as the system sends

notifications in case there are changes. First acditionz| eMail:
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GREENLAND TRAVEL
1. FIRST TIME LOGGING IN

Personal preferences

STEP 5TO 8 OF 13

personal patz Emergency contact

Information

&p

cytric Mabile app

&

cytric System
Mznagement

) i~ g/

Government ID and visa

NAIA USERMANUAL

Personal preferences

Click on “Personal preferences”

In your user profile.

It is possible to adjust your personal

My User Profile

Personal Preferences
select Travel Arranger

Select Your Trip Approver for the Basic
Approval System

Define Approval substitution

My International Settings:

} Language Selection:*

preferences for:
Language

Special meal

Emails

Calendar synchronization

Weather forecast for the next

—
()] htmnl

HTML as PDF atachment

5 days from today's date.

Trawvel Arranger Dashboard(tm):

Use Travel Arranger Dashboard{tm) autom)

| |
2) |
: I G
= I J
Personal Data I Emergency Contact Government 1D and Visa Personal Preferences
I nformstion | Dats
{ )
cytric Mobile app cytric System
Management
Emergency Contact Information
ELES
Wy User Profile
B Relztionzhip:
Emergency Contact Information
Country:
Telephone:

Click on “Save”.

VERSION 4: MARCH 2020

Go to the index page

Emergency contact information v

Click on “Emergency contact information”

in your user profil.

Here you can insert the contact information

of your nearest family member.




GREENLAND TRAVEL NAIA USERMANUAL

1. FIRST TIME LOGGING IN

Government ID and Visa Data

STEP9 TO 11 OF 13

=== Government ID and Visa data
Q) g | 'J I o Click on “Government ID and Visa Data”
- 0 J Nt
Personal Data Eme‘rge?’:y;cuman | Eavemmeg;(liuand visa : Personal preferences in yOUl’ user proﬁle and then C“Ck on
I

"Add" on the next page.

cytric Mobile app cytric system
Mznzgement

Add Government ID and Visa Data

On this page store Government 1Ds and Visz Datza. Storing 2 Sovernment 1D requirey 3
25 well a3 the first and |ast name of the holder. Pleass note that for some desting
My User Profile destinagtions may require a passport to be used.

Fill out the fields with infomation from

your Passport or Government ID.

Government ID and Visa Data Government 1D

Any eventual Visa data must be filled
Global Entry Data

MNzme of Government ID: out at the bottom.
Government [D:* Please Select
Issuing Country:
Government |0 IssUe Dats:
Government ID Number:

Government |D Expiry Date:

Primary Gowvernment ID Holder (Multi Person Government I5]

First Name:

Middle Name:

Last Name:

Country of Citizenship:
Date of Birth:

Male -:é:- Femazle Unspecified

Eender:

Mazke this Government |D youf primary Gowernment |D for AFIS and TSA S=cure Flight Data

Place of Birth:
Visa Number:

Viza Place of Issue:

Visa lssue Date: v ¥
Visa Type:

Visa Country:

Visa Expiration Date: v ¥
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GREENLAND TRAVEL NAIA USERMANUAL

1. FIRST TIME LOGGING IN
Change of password

STEP 12 TO 13 OF 13

“?1 @ g oy Cytric System Management

Fersonal Data Emergency Contact Government ID and Visa Personal Preferences
nformation ESS

_________ Click on “Cytric System Management”

| |

&y : & : in your user profile.
I |
| |

cytric Mobile app cytric System

Management

i You can then change your password.

Change your User Name and/or Password

On this page your system sccess infermation may be changed.

My User Profile Change Password

Change your User Name and/for Your Old Password:

Password

Debete all Personal Data

Sawve and Continue to My User Profile Sawe and Continue to Personal Portal{im) }

You can find manuals via the

“Support” link.

The link goes directly to:

equentTrips
Selected travelers quentinp

My Tr: UTangers
o Add yourself as a traveler

Contact information to our

Oktober 2018 support team can be found on
the bottom of each page.
.QH b (B :FZE 13, 1,41 1,5 1(; 17 1% Ji io 21 ?Z 2? 24 There is a link to the Support
page from here as well.
e |
Language Privacy Policy/Information/Cookies i Do you need help? You can find our support information here |

English (US) -T - lt—ee————e——————F .. -—-—-—,—, . :
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https://www.greenland-travel.gl/erhverv/onlineportal/support/

GREENLAND TRAVEL NAIA USERMANUAL
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 1OF9

Travel Arranger Dashboard(tm) Services w

Selected travelers

Add Other Traveler (without profile)
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

travel

listed in the same company through “Travel Arranger Dashboard”. Personal Portal(tm)
/

Services w

Selected travelers

o User, New (You) *
Pisiniartarneq ASA

Search for travelers

Add Other Traveler (without profile)

Location

Show only favorite travelers Travelers with bookings only active bookings/requests

March 2019 April 201
31| 1| 2
SUN MON TUE

Bruger, Ny

Pisiniartameq ASA

Heilmann, Erling

Pisiniartameq ASA

Pisiniartameq ASA

Nissen, Mari Louise

Pisiniartameq ASA

E o User, New (You)
Pisiniartameq ASA

|
|
|
|
|
|
|
|
|
|
Maller-Hansen, Qillag }
|
|
|
|
|
|
|
|
|
|
|

Add traveler

It is possible to add a traveller without a profile.

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

Last name

Remember to unmark any prefilled names before

Cancsl moving on.

While in “Travel Arranger Dashboard”, you can
go back to your page by choosing “Personal

Portal”.

Manages

Travel Arranger Dashboard(tm) Services w

Selected travelers Add Other Traveler (without profile)

o User, New (You) *
Pisiniartarneq ASA
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GREENLAND TRAVEL NAIA USERMANUAL

2. FLIGHT RESERVATION

Choosing a flight reservation

STEP 2 TO 4 OF9

i@ Management

Click on the plane icon for flight

Services

Selected travelers

o User, New (You) *
Pisiniartarneq ASA

T

reservation for the chosen traveller. (without profile)

February 2019
28 |29 |30 |3 |1 |2 |3 |4|5|(6) 7 |8 |9 |10|1 |12[13|14|15|16 |17 |18 |19 |20 |21 |22 |23|24]|25]|026]|27
MON TUE FRI SAT SUN ACH TuE Fri SAT SUN MON TUE FRi AT SUN MON TuE VEL TH FRI SAT SUN MON TuE WED

— ek
—  greenland

.
travel o

2 Select options 3 Select fare 5 Confirmation

4 Complete this booking

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.

|
} Airlines | | Trip purpose
| |
v —d . =
Tri Tl .
\ [ [PUIReES Click arrow to
D Date, time for departure/arrival &l e szardy
() Possible to choose up to six airlines.
< November 2018 December 2018 >
MAN TIR ONS TOR FRE LBR SBN MAN TR ONS TOR FRE LOR SON
] A calendar will pop-up and you can
3 4 5 6 7 8 9 choose the dates and change the time.
12 13 14 15 16 17 18 10 1 12 13 14 15 16 Please note that the departure time is
v w m m m 7 8 1w w set to 9:00 as default. It is possible to
change settings to arrival times as well.
26 27 28 29 30 24 25 26 27 28 29 30
31
S |
|
t
e
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GREENLAND TRAVEL

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

1 Start 2 Select flights

CPH — GOH
Fri, 28 Feb

Air Greenland - 500, 780

T
| W \m {operated by HI Fly
[

Transportes Aeros)

AirGreenland - 502, 780
{opemszed by HI Fly

Air Greenland - 546,
~ u {operated by HI Fly
Transportes Aeros)

Air Greenland - 542, 780

v E {operated by HI Fly

Transportes Aeros)

3 Selectfs

Round trip Nuuk = Cope

i Prices do not include any payment fee that may appl;

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.

Nuuk, GL
06:45 GOH

Nuuk, GL
07:10 GOH

Nuuk, GL
08:55 GOH

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

1 Stop

Total time: 9h 15m

1 Stop

Total time: 8h 50m

1 Stop

Total time: 7h 05m

1 Stop

Total time: 6h 35m

Detalils about the specific departures can be

1 Start 2 Select flights

GOH - CPH
Mon, 17 Feb

CPH - GOH
Fri, 28 Feb

i Prices do not include any payment fee tha

Air Greenland - 500
A De Havilland Canada

DHC-8 Dash 8-200

Transportes Aeros)
Airbus Industrie Jet

Details:

|

|

|

|

|

|

|

|

|

|

} Air Greenland - 780
| (operated by HI Fly
|

|

|

|

|

|

| CO0, Emissions:
|

|

Total travel time: Oh 15m

3 Select fare

Round trip Nuuk = Copenhag

seen by clicking the arrow next to the airline

4 Complet

logo for the departure that you are interested in.

2y apply to your form of payment.

Nuuk, GL

06:45 GOH
Nuuk Airport

4h 00m layover - Kangerlussuag, GL

Kangerlussuaq, GL

11:40 SHJ

Kangerlussuaq Airport

Recommended
Economy/Premium Economy: 1015Ibs

Kangerlussuaq, GL

Oh55m 07:40 SFJ

Kangerlussuaq Airport

Copenhagen, DK
4h20m 20:00 CPH

Copenhagen Airport, Terminal: 3

‘You are bocking for:

o User, New (You)

Sorted by
Earliest departure

Recommended Clear filter

Time difference: +4h 00m

Copenhagen, DK =

20:00 CPH g
Total trip prices from KI' ,654.00 ¥

Copenhagen, DK ) | |

20:00 CPH oo bj‘i > i

Copenhagen, DK =
Recommended
20:00 CPH

Total trip prices from kr 7,654.00 ¥

@)
Recommended |‘4‘
@

Total trip prices from KI' 7,654.00 ¥

Copenhagen, DK
20:00 CPH

& Economy

Yeu are booking for:

o User, New (You)

Sorted by
Carliest departure

-
Recommended X Clear filter

Time difference: +4h 00m

Total trip prices from kr 7,654.00 ¥

VERSION 4: MARCH 2020
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GREENLAND TRAVEL

2. FLIGHT RESERVATION

NAIA USERMANUAL

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

1 Start 2 Select flights 3 Select fare 4 Complete booking 5 Configy

Round trip Nuuk = Copenhagen

The top box shows what is booked and will

add all additions during the booking proces.

You are booking for:

o User, New (You)

The return is now marked.

i Prices do not include any payment fee that may apply to your form of payment.

Llick on the grey arrow at the departure that

you would like to choose for the return.

Air Greenland - 502, 780 FEB Nuuk, GL 1 Stop Copenhagen, DK e
v E (operated by HI Fly Recommended |u| Y
Transportes Aeros) 17 07:10 GOH Total time: 8h 50m 20:00 CPH \_.J
FEB Copenhagen, DK Nuuk, GL
28 | - -
|— - - -~ 1
|
GOH — CPH CPH —» GOH | Sorted by
Mon, 17 Feb v Fri, 28 Feb Earliest departure v = Filter v

Recommended X Clear filter

Time difference: -4h 00m

|

Total trip prices in

Stops

E Recommended In-policy fares only

up to 1 stop

Cancel

Air Greenland - 779 Copenhagen, DK 15top Nuuk, GL Al I
v E (operated by HI Fly Recommended Economy |*—’ -
Transportes Aeros), 555 09:05 CPH Total time: 7h 40m 12:45 GOH from kr 7,654.00 \,J‘ }
Air Greenland - 779 Copenhagen, DK 1 Stop Nuuk, GL Total trip prices in =
hd m (operated by HI Fly A Recommended Economy |‘-’| >
Transportes Aeros), 515 09:05 CPH Total ime: 14h 25m 19:30 GOH from Kr 7,654.00 \.;
GOH - CPH CPH - GOH Momeaty i
Mon, 17 Feb v Fri, 28 Feb || Earliest departure ]
e !
Arrival time 11:15-19:30
0 .

up to 2 stops, up to 3 stops

Clear filter

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.

VERSION 4: MARCH 2020 Go to the index page

/

Sorted by
Earliest departure

Earliest departure

Latest departure
Earliest arrival

Latest arrival

Shortest travel time
Fewest stops

Most stops

Lowest fare

Lowest CO: emissions

v

10



GREENLAND TRAVEL

2. FLIGHT RESERVATION

NAIA USERMANUAL

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

1 Start 2 Select flights 3 Select fare 4 Complete booking

Round trip Nuuk = Copenhagen

GOH — CPH
Mon, 17 Feb

CPH - GOH
Fri, 28 Feb

i Prices do not include any payment fee that may apply to your form of payment

5 Confirmation

You are booking fer.

o User, New (You)

Sorted by
Earliest departure

-
Recommended X Clear filter

Time difference: +h D0m

Air Greenland - 500, 780 Nuuk, GL 15t0p Copenhagen, DK
AV m (operated by HI Fly Recommended +
Transportes Aeros) 06:45 GOH Total time: 9h 15m 20:00 CPH
ol
Total trip prices from KI' 7,654.00, ¥ |
|
Air Greenland - 502, 780 Nuuk, GL 1 Stop Copenhagen, DK
AV m (operated by HI Fly Recommended
Transportes Aeros) 07:10 GOH Total time: 8h 50m 20:00 CPH
You can combine your outbound flight with one of these return flights and select them both at the same time. L~
Alr Greenland - 779 Copenhagen, DK 15t0p Nuuk, GL I
e E (operated by HI Fly Recommended 9 |
Transportes Aeros), 555 09:05 CPH Total time: 7h 40m 12:45 GOH }
Total trip prices in
Air Greenland - 779 Copenhagen, DK 1510p Nuuk, GL PP
hd m (operated by HI Fly Recommended Economy
Transportes Aeros), 515 09:05 CPH Total time: 14h 25m 19:30 GOH from kr 7,654.00
o A

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

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

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.

VERSION 4: MARCH 2020

Go to the index page
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GREENLAND TRAVEL NAIA USERMANUAL

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

YYou are booking for:

1 Start 2 Select flights 3 Select fare 4 Complete booking 5 Cenfirmation o User, New (You)

Round trip Nuuk = Copenhagen

Air Greenland - 502, 780 FEB Nuuk, GL 1 Stop Copenhagen, DK

~ E (operated by HI Fly
Transportes Aeros) 17 07:10 GOH Total time: 8h 50m 20:00 CPH
Air Greenland - 779 FEB Copenhagen, DK 1 Stop Nuuk, GL

m (operated by HI Fly
Transportes Aeros), 555 28 09:05 CPH Total time: 7h 40m 12:45 GOH

Show more fares T Filter v

ay apply to your form of paymy

i Pricesdo notinclug

The service class is shown here.

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

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

_a| senviceclass } Change Refund |  Baggage | Total price |@| N
7| ECONOMY | No info +kr 1,564.00 / ~kr 5’°9°'°°Lfﬂ"EJ EOWTNR kr 7,654.00 &

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

[
[
[
[
\
\
\
I . a0 " . " s L .
\ OthFr fares ticket rules, for example if it says “No info”, by clicking the ticket code.
| [
1R o |
| 9\ Service class | Change | Refund Baggage
| | EcoNomY | Noinfo | +kr940.00 / -kr 3,045.00  20kg EowTiR o
| | | otal price () N
| Ep——
= T kr 7,654.00 @
I <l Service class Change Refund Baggage I i
‘ | ECONOMY No info +kr624.00 / -kr 3,045.00  20kg | eownm |
L L
1
Service class Change | Refund | Baggage
~ ECONOMY Noinfo | +kr940.00/-kr3,045.00 | 20kg EowTiR . P |
otal price
| | = I
| | kr 9,899.00 () - |
Service class Change | Refund | Baggage [ —
< ECONOMY Changeable | +kr5,914.00/ -kr0.00 | 20kg YOWR /
\ \

s

Here you can see if the ticket will be issued

. . . . Click on the grey arrow at the ticket type(s), that you want to
in one return ticket or in two oneway tickets. ) _ .
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.

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

refundable, in case the reservation should be cancelled.

Show more fares

D At least one ticket in the fare must match the filter criteria (default is all tickets matching)

It is possible to filter the prices by service

Servies class class, ticket type, and by company policies.
Economy Business

Cancellation conditions

Non-refundable Without fee Any In-policy fares only

Cancel

VERSION 4: MARCH 2020 Go to the index page




GREENLAND TRAVEL NAIA USERMANUAL

2. FLIGHT RESERVATION

Confirmation of chosen ticket type

STEP 8 TO 8 OF 9

You are booking for:

1 Start 2 Select flights 3 Select fare 4 Complete booking 5 Confirmation o User, New (You)

Round trip Nuuk = Copenhagen

Air Greenland - 502, 780 FEB Nuuk, GL 1 Stop Copenhagen, DK
~ E (operated by HI Fly
Transportes Aeros) 17 07:10 GOH Total time: 8h 50m 20:00 CPH
Air Greenland - 779 FEB Copenhagen, DK 1 Stop Nuuk, GL
m (operated by HI Fly
Transportes Aeros), 555 28 09:05 CPH Total time: 7h 40m 12:45 GOH
> Service class Change Refund Baggage R
ECONOMY No info +kr 940,00 / -kr 3,045.00 20kg EOWTNR | }
Total price “”.| N |
kr 9,899.00 O !
& Sevioeclass Change Refund Baggage - -
ECONOMY Changeable +kr 5,914.00/ -kr 0.00 20kg YOWR /

@ Back

Alternative options

These options could be better or cost less. Please consider them before making your final selection

ow criteria v

Air Greenland - 546, 780 FEB Nuuk, GL 1 Stop Copenhagen, DK
~ E (operated by HI Fly
Transportes Aeros) 17 08:55 GOH Total time: 7h 85m 20:00 CPH
Air Greenland - 779 FEB Copenhagen, DK 1 Stop Nuuk, GL
E (operated by HI Fly
Transportes Aeros), 555 28 09:05 CPH Total time: 7h 40m 12:45 GOH
Total price
_s Serviceclass Change Refund Baggage '654,00 p| 9
=~ ECONOMY No info No info No info EOWTNR @

Save

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. J

VERSION 4: MARCH 2020 Go to the index page




GREENLAND TRAVEL NAIA USERMANUAL

2. FLIGHT RESERVATION

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

STEP9 TO 9 OF 9

P /' It is possible to go back in the booking process by

I
1 Start 2 Select flights 3 Selectfars 4 Complete booking E-}
I

=]

onfirmztion choosing the step that you would like to go back to. User, New [You)

The system will remember the previously inserted data.

! Ak Craanland - 513, 720 FER Nuuk, GL copenhagen, DK
(emaratad by HIFY
e Em——_— 17 | 07:10 GOH A 20:00 CPH

m Alr Gragnland - FER Copenhagen, DK 1 Stog Nuuk, GL
Tramsportis As 28 09:05 CPH Totalt 12:45 GOH
 Servios class Charge Remfund Saggags

ECONOMY Mo info +kr 34000 f —kr 3,045.00 20kg LS .
Total price |.|
_ ] ) ) kr9,899.00 |©
¢ Service class Change Refund Saggags
ECONOMY Changeable +kr 3,914.00 f -kr 0.00 20kg OwR

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.

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.
Traveler data

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
Payment or guarantee Invaoice

a vegetarian, glutenfree or a lactosefree meal.

Fraquent traveler number Wo card used 8- q q
B It is important that the mobile number for the traveller is correct, as the

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

Please review the reservation before clicking

the "Complete Booking” button to confirm.
Want to add anether booking to your trip after this one?
Szlect the booking type hers.

-
|

kr 9,899.00

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

*************** your reservation. Please click on the item you wish to

add before clicking on the “Complete Booking” button.

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
Besked til rejsebureau (126 tegn) bookable in the system, for example Diskoline, hotels in

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

Besked til Rejsebursau (126 tegn)

our support team after handling the request.

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

2. FLIGHT RESERVATION

The procedure for choosing seats is described on this page.

NAIA USERMANUAL

STEP 1 TO 3 OF 3

kr 0.00 |

| EEER |

D  Choose the seat icon to choose seats to your flights.

No specific seat reservation was made. Specific seat reservations may be possible at time of CheckIn,

© =e

All flights will then be shown and you must choose the

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

krng;‘eg

Flight seat map

Air Greenland 540, GOH - SFJ Air Greenland 780, SFJ - CPH

b3
(2]
o
-

X}
X}

>
>

@
@

- DDDD
ODDDD

DD DD

0
0

DDDDD < D -
DDDOD
DDDDD < D -

Filter seat map by:

No charge
Standard seat

Reserved

This shows the meaning of

the different colors and

icons in the seat map.

Emergency exit

I
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

|
A Prices may vary depending on the
used. You can choose another ¢ar|
Page |

w
&
w
&

D

(BBl B] B
(B BIB] B
(B BIB] B
(BIBIB] B

@
@

>
S
N
&

(Bl Bl B] BIEN B
OoDoDDDD

E
-]

43 43
44 44
45 45
A C D E F © H K

© e

A Prices may vary depending on thy

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".

S0 Copenhagen, DK (CPH), Copen
|

! Status: Confirmead, 30J }

Baggage: 20kz

‘;:*“ GL 780 Economy Class [Y), Airline Reference: O0Q2WUM

11:40 Kangerlussuaq, GL [SF1), Kangerlussuaq Airport (SF1)

frEort (CPH), Terminal

The seat numbers will be shown on the status line

for each flight that you have booked seats for.

VERSION 4: MARCH 2020
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GREENLAND TRAVEL

2. FLIGHT RESERVATION

Booking confirmation

NAIA USERMANUAL

Confirmation for New User

and in the received email.

ek
rovn

greenland
travel

(V] This trip requires no approval. has an approver function.

The confirmation is identical on the website

An approval request, including a deadline for

when the ticket must be issued by, will be

Approval: sent to your approver, in case your company

Baggage: 20ks
Ancillary Services: No additional service booked.

Flight Duration: 4h 20min, Time Difference: +4, Miles: 2131, CO2 Emissions: 890 lbs

Booking Code: 002WUM, Booking Date: 28JAN

Change Flight Booking | Cancel Flight Booking

e Menday, 17February to Copenhagen T;j
MNew User [}
GL 502 Economy Class (Y], Airline Reference: 0OQ2WUM ;iJ
E 07:10 Muuk, GL [GOH], Muuk Airport {GOH) e
08:05 Kangeriussuag, GL [SF1), Kangerlussuaq Airport (SF1) -I,!}"
Status: Confirmed .f.‘:y
Baggage: 20ks -
Ancillary Services: Mo additional service booked. o
Flight Duration: Oh 55min, Time Difference: 0, Miles: 197, CO2 Emissions: 122 lbs
i \:-F' GL 720 Economy Class [Y), Airline Reference: 0Q2WUM -‘i:!
11:40 Kangerlussuag, GL [SF1), Kangerlussuaq Airport [SF1) o
2000 Copenhagen, DK [CPH], Copenhagen Airpd . . 74!}:7
It is possible to change or add a seat [
Status: Confirmed, 30! . . ﬂ‘y |
after a trip has been confirmed. |

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

Flight Duration: 4h 40min, Time Difference: -4, Miles: 2131, 002 Emissions: 830 lbs

= Friday, 28February to Nuuk =
Mew User [}
GL 779 Economy Class (Y], Airline Reference: 0OQ2WUM -‘i':_!

E 09:05 Copenhagen, DK [CPH), Copenhagen Airport (CPH), Terminal 2 e
09:45 Kangeriussuag, GL [SF1), Kangerlussuaq Airport (SF1) e
Status: Confirmed ﬂ‘y
Baggage: 20kg —
Ancillary Services: Mo additional service booked. o

‘;’4." GL 555 Economy Class [}, Airline Reference: OO2WUM

12:45 Muuk, GL [GOH], Muuk Airport {GOH)

E Status: Confirmed

Baggage: 20ks

11:50 Kangerlussuag, GL (SF1), Kangerlussuag Airport (SF1) The confirmation is continued on the next page.
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GREENLAND TRAVEL NAIA USERMANUAL

2. FLIGHT RESERVATION

Booking confirmation — continued

Ancillary Services: No additional service booked.

|

Flight Duration: Oh 55min, Time Difference: 0, Miles: 197, CO2 Emissions: 122 lbs

Booking Code: 002WUM, Booking Date: 28JAN

Continued from previous page.

Change Flight Booking | Cancel Flight Booking

Payment Information

. \q-'F"' Ticket # Airline and Flight Mumber Service Class Fare
1 GL502 Economy EOWTNR
GLTEO Economy EOWTNR

If canceled, the refundable amount is 940.00 DKEK.

Fare par traveler in DKK: 3,9385.00 Fare for zll travelers in DEK: 3,985.00
e F-' Ticket # Airline and Flight Number Service Class Fare
2 GL779 Economy YOWR
GLEEE Economy YOWR

Changes allowed without fee in the same booking class. Refundable without fee.

Fare per traveler in DKK: 5,914.00 Fare for a1l travelers in DEK: 5.514.00
Total fare for all travelers for all Air segments in DEK: 9.299.00
Total Cost of the complete Trip in DKK: 9,899.00

Traweler: Mew User
Payment:
GL 502, GL 780, GL 779, GL 555: Payment by Invoice

Ticket Information

e Ticketing Date:

GL 502, GL 780, GL 779, GL 555: Ticket(s) will be issued on Tuesday, 28lanuary 23:59
Ticket Options:

GL 502, GL 780, GL 779, GL 555: Electronic ticket, Mot ticketed.
For Check-In for Flight:

Mumber of tickets per traveler for this booking - Two.

General Information

Ordered by:
Mew User, Telephone: +299321321, elail: cas@grfe 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.
We thank you for this booking!

Important: The information enclosed here may change/Avithout notice. All times are local times. Please observe the visa and
immigration regulations of your destination and/or tyénsit country as well as information on health and vaccination rules. Only you are
responsible for compliance. If your travel plans chapige, please cancel any bookings not needed anymaore as early as possible. Any
compariscn prices provided here may change becduse of currency fluctuations.
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GREENLAND TRAVEL NAIA USERMANUAL

3. TRIPS TO USA AND CANADA

Trips to USA and Canada

STEP 1 TO 3 OF 5

it

areenland e
travel

—

Last change: Mew User (New User} on O6FEB 09-09

"

Personal Data Emergency Contact Government ID and Visa
Information Data
7777777777777777 E)
cytric Mobile app cytric System . .

Management Your passport information can be
inserted in your profile for travels to
USA and Canada.

Bl arisanaTsa You can check page 5 for guidance

to insert the information.

United States of America, Denmark

Travel document information

For TSA: The airline reguires the following information latest 72 hours after the reservation/booking. However, in this System it may be defined
that the data has to be entered during the booking. Only Passport Data is mandatory for TSA countries. In that section you have to enter the
following information: (Full Name as stated in your passport, including last name, first name and middle name, if applicable) - (Date of Birth) -
(Gender). If you already enter further optional data all APIS data should be entered. Further information including VISA Data is optional at the
time of booking and is required at check-in.

| Travel document

| Enter new travel document data Name of document

ssUing country Document number e

Issuance date Expiry date
DD / MM / YYYY DD This will be shown before
) A reservation for a trip to USA or Canada
First name MMdle name
It is possible to insert the passport
Date of birth
Lestnams DD information manually or choose your

i.TE' lect - —— passport in the drop down menu.
ease sele ¥

E Traveler is the primary passport holder, in case of a multi-traveler
passport

Visa data
Document number Place of birth
. Issuance date
Place of issuance DD ’ MM / YYYY
Expiry dete
DD / MM / YYYY

Choose the ESTA logo (for trip to USA)

3sUing country

and this will open in a new window.

Security travel information

Known traveler number Redress number

Electronic system fef travel authorization

International travelers who are seeking to travel to the United States under the Visa Waiver Program
may be subject to security i Please click the provided logo 1o access the
ESTA System.
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GREENLAND TRAVEL NAIA USERMANUAL

3. TRIP TO USA AND CANADA

Trips to USA - continued

STEP 4 TO 5 OF 5

U.S. Customs and Electronic System for
Border Protection o

o

APPLY ~ CHECK ESTA STATUS ~

bl (T
[ f OFFICIAL
ESTA APPLICATION

Welcome to the Electronic System for Travel
Authorization

NEW APPLICATION

CHECK EXISTING APPLICATION

Need help getting started?
Go to the new window with

ESTA’s homepage.
ESTA is where the traveler applies

for a permit to enter USA. OVERVIEW OF APPLICATION PROCESS

It is the travelers own

=

responsibility to apply in due time. a a =
< E

m

NTER APP AN REVIEW PAY AND COMPLETE %

INFORMATION APPLICATION v

NEW APPLICANTS

APPLY FOR A NEW ESTA
All eligible international fravelers who wish to fravel to the United States under the Visa Waiver Program L L BT

must apply for authorization.

Who You Are:
- You are a citizen or eligible national of a Visa Waiver Program country. GROUROFARRLICATIONS
- You are currently not in possession of a visitor's visa. Pay for multiple applications with one
- Your travel is for 90 days or less fransaction

- You plan to travel to the United States for business or pleasure.

Choose applicaton type and

- You want to apply for a new authorization for one person or a group of applications for two or more
persons.

What You Need:
- Valid passport from a Visa Waiver Program country

you will be guided through

- Valid credit card (MasterCard, VISA, American Express, and Discover (JCB. Diners Club)) or the P"OCGSS.
PayPal to pay the US 514 per application

Your contact information.

+

- Your most recent employment information. if applicable
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GREENLAND TRAVEL NAIA USERMANUAL

3. TRIP TO USA AND CANADA

Trips to Canada

STEP 1TO 1 OF 1

Electronic travel authorization

Since March 15, 2016, visa-exempt foreign nationals who fly to or transit through Canada will need
an Electronic Travel Authorization (eTA). Exceptions include U.S. citizens and travelers with a valid
visa. Please click the logo accordingly

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.

Government
of Canada

i+

Immigration «

Home = Immigration and citizenship = Visit Canada

Gouvernement
du Canada

Benefits v

Business v

Electronic Travel Authorization

(eTA)

The Government of Canada's official website to apply for an eTA to fly or
transit through a Canadian airport. It only costs $7 CAD. Find out what it

is and how to apply online.

Services and information

Find out about e TA and if you can apply

L), R (BT, BB (ERET), brarapckn,

English, Espafiol, Francais, Deutsch, EAANVIKG,
Magyarul, Italiano, 0 #4=35, 2H=2 0, Polski,
Portugués, Portugués (Brasil), Romana.

What to do after you apply

What to expect if Immigration, Refugees and
Citizenship Canada (IRCC) needs more details
from you, as well as things to keep in mind after
you receive an eTA.

Check your eTA status

Get online updates on pending applications, as
well as information on the status of your current
eTA.

Apply_online for an ¢ TA

To apply, you must have a valid passport, a credit
or a debit card, an email address, and answer a
few questions in the online application

Dual Canadian citizens need a Canadian
passport

Find out how to apply and why you need a
passport and not an eTA for travel to or through
Canada

Health +

Search Canada ca

Taxes v

Francais

More services v

Most requested

« | am visiting the U.S. and want to visit

Canada. Do | need an eTA?

« What do | do if my application is not
approved right away?

« Get more answers to your eTA guestions

Contributors

« Immigration, Refugees and Citizenship

Canada
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GREENLAND TRAVEL NAIA USERMANUAL

4. FREQUENT TRIPS

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

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

STEP 1 TO 2 OF 5

BNY  New User

{ ) s prefilled when making a new reservation.
My User Profile
It is possible to add a "Frequent Trip” from a confirmed
My FrequentTrips trip or to add one manually.

To add one manually, choose “New Frequent Trip".
My Travel Arranger.

Support

Logud <7 2 My FrequentTrips

Na FrequentTrips are stored ot this ime.

fm————— —
| New Frequent

Back

< & FrequentTrip

FreguentTrip

Flight Baaking Name of trip, for ex. “Business trip to Nuuk”

Oineswiaty |

Cutbound Segment: Choose trip type; One-way, return or multi city
Famr T T T T T TTTT T T T o TT T T T

%‘G } Out- and inbound information:

[
| - Departure city
\ . .
! - Arrival city
| - Departure date
| Trawel Tirme" (@) Departure Arrival 09 ¥ .
| - - Departure times
} Limit availlability to nonstog and direct connection - If Wanted; through cities
\
\
| Search oy via: Possibility to choose up to 6 preferred airlines.
\
\

Re=tum Sﬂm:

‘ Fram

Date:

Trawel Tirme"
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GREENLAND TRAVEL NAIA USERMANUAL

4. FREQUENT TRIPS

Adding a frequent trip - continued

STEP 3 TO 5 OF 5

[+#] Hatet

Md-ml-' Sm-th

Destination:

|
[
[
| Hotel
Arrival 7 February ¥ . .
} ! Choose city for accommodation..
\
Departure:* (e ] February ¥
=1 You can choose up to 3 preferred
— S —— hotel chains, room type and category
Hotels From Category: Ay categary under "Your Additional Search

Criteria”.

[+] Remtai car Boaking
Rental Dates and Country

s Car rental
Rental Date:* I - ' Y
- | ‘ February Choose country for car rental.
[
Tirme:* | 08:00 ¥ .
| If the company has any special
Rental Country: ® } Please Select agreements with the rental company,
[
| it will be stated here.
Returm Cate: * |9 February ¥ L.
} If there are no agreements, it will be
Tirme: * | 08:00 ¥ possible to choose category.
\
\
[
\

Return Country:™

Corporate Discount Number for A5

It is possible to add several “Frequent Trips”.

mreeniand ] It will then be possible to make reservations directly from “Frequent Trips".

ol

- ) It is also possible to edit or cancel “Frequent Trips”.
<5 & My FrequentTrips

The fallowing FrequentTrips have alneady been stored for fow:

Personal FrequemTrips

Business trip to Nuwk

e Sisimiut, Greenland - JH5 = Nuk, Greenland - GOH
w Mok, Greentand - GOH & Faimiut, Greenland - 1H5

rg e ——— — o . —— = — — —1

[ s |
Muuk-Copenhagen-Nuuk
e Nuuk, Greenland - GOH = Copenhagen, Denmark - CPH
T , Copenhagen, Denmark -CPH = Nuuk, Greenland - GOH
& Copenhagen international Airpart, AVIS
& Copenhagen, Denmark - CPH
Book this FrequentTrip [Eable for Payment) | Edit
[ s |

Mew FrequentTrip

Back
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GREENLAND TRAVEL

5. HOTEL RESERVATION

Hotel search

STEP 1 TO 3 OF 6

NAIA USERMANUAL

Choose the bed icon to make a hotel reservation.

wi Q) Fill out the field and change room

greenband
travel

4 Complete this booking

type if wanted.

Management -

3 Confirmation

Dates of Check-in and Check-out

Trip purpose

Click arrow to show the availabilities.

Example of results on a hotel search in Copenhagen.

Any company agreements will be shown here.

for 2 gt Tue, 19. MAR - Thu, 21. MAR

r criteria. Showing hotels f

Preferred Hotels (20)

First Hotel Twentyseven

First &

You can choose a

| § ks
filter for the results.

Scandic Webers

9 3:;;rce: 22Itrn B2

0 User, New (You)

filtered within 10 kKm. having any stars

v Price (asc)

kr 782.80

* kr839.00

¢ kr868.00
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GREENLAND TRAVEL

5. HOTEL RESERVATION

Choosing a hotel

STEP 4 TO 4 OF 6

Example of a chosen hotel.

1 Start 2 Select hotel 3 Select room 4 Complete this booking 5 Confirmation

Single room =1 First Hotel Mayfair for 2 nights, Thu, 19. MAR - Sat, 21. MAR

NAIA USERMANUAL

You are booking for

o User, New (You)

First Hotel Mayfair

First Hotels

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

Rules for the different room types will be shown he

TripAdvisor
@@@®®0
1504 reviews
Write a Review

Hide photo gallery

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

Flexible, Pay later, Room only STANDARD SINGLE ROOM INCL WIFI BEST LOWEST AVAILABLE ROOM ONLY RATE FULLY...

1

r——=n"

\
\ PR6

®/kr 1,690.00

Average price per night: kr 845.00

| I

Flexible, Pay later, Room only STANDARD SINGLE ROOM INCL WIFI BEST LOWEST AVAILABLE ROOM OMLY RATE FULLY...

1

In Policy
= t not included
Max occupanc 1

Hotel rate information

m
T
I

n

]

i
y
|

kr B30.00 kr B60.00

Detailed Hotel Room and Rate Description

Rate Amount Total DKK 1680.00 ALL KNOWN TAXES [ ESTIMATED TOTAL AMOUNT

DK 830000 PER NIGHT FROM 19MAR20 UNTIL 208 AR20/TKK 860,00 PER NIGHT FROM 20MAR20 UNTIL 21MAR2DY
Breakfzst is not included

Cancelztion possible until 19MAR 16:00 (local time)

GUARAMTEE CC OR TRAVEL AGENT IATA

AXDCCAVI

EXTRA ADULT 200.00 DK EXTRA CHILD 20000 DKK
STANDARD 5INGLE STANDARD SINGLE ROOM INCL WIFI

FLEXIBLE, PAY LATER, ROOM ONLY BEST LOWEST AVAILABLE ROOM ONLY RATE FULLY FLEXIELE INCLUDES FREE WIFI
Check-in/Check-out CHECHK:-IN 15:00 CHECK-0UT 12:00

BOOK NOW PAY AT THE HOTEL MUST BE CAMCELLED BEFORE 4P THE DAY OF ARRIVAL LOCAL TIME . CANCELLATION POSEIBLE UNTIL 2020-03-19, 16:00.
GUARAMTEE REQUIRED. Travel agent identification. Corporate identification. Credit card. 4PM RELEASE THE DAY OF ARRIVIAL IF NOT GUARANTEED ACCEFTED AS

Select room

kr 1,690.00
kr 1,690.00

kr 845.00
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GREENLAND TRAVEL NAIA USERMANUAL

5. HOTEL RESERVATION

Summary of the hotel reservation

STEP 5TO 6 OF 6

¥iou enz boaking for:

o Lisar, Fiaw (o]

1 Start 2 Salkact hotal = Sailect room 4 Comgleta this booking

Chadkin Chackoout Higha F
First Hotel Mayfair
First Hatel Mayfai This, 19. MAR Sat, 21. MAR 2 1@ kr1,690.00
“mw emd rmem e e
Eoddng Infomnation EBooddng Information L

@) v
— A summary will be shown before the confirmation of the reservation.
Travaser data Miss Naw Usar, cas@ior.gl +2695351122, +206 It is possible to insert a remark to the hotel, which will be sent directly
to the hotel.
Payment or guarantos Mastarcand (TA}
It is possible to add further hotel reservations, flights or car rentals.
Frequent raveler numb-<r Hartal ehain, Mo card uzad
Arling program, Mo card wse
I A
[ [
Ramarks } AS POUT O TRmars | L
77777777777777777777 \
E:zoier o Piaw Lipdr ca@igrn gl, +299321321 b

Cancelation pallcy: Eafors 10OMAR 1600 [Loca)fima) Can ba cancelisd without penalty

Want 1o a8d another booking o pour ik afer this ona?

Click "Confirm booking” to

confirm the hotel reservation.
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GREENLAND TRAVEL

5. HOTEL RESERVATION

Confirmation of the reservation

NAIA USERMANUAL

Confirmation for New User

Approvalk
ﬁ Thos L a1z apprcwal
Idmerary
+ Thuridsy, 198arch In Copachagen, 2 Mght i e e
— THzhduduar
Fint ot Mrrisr E@E,E,:
liggzlardegnse 1, 15651 Coperhagpen. Deramark T r—
Telshanec 1 570 121700, Teleiaa: 4511210800 AT b

el Fafereace: 51 14B00A1
Cze: Fres Danoelatize: Cancelyzon pamible endl 1AL LE00 (lzcal S|
Plzaas fird b#lzss the rocm sed reie deemription ored the inferrorson saveinble ok thic tme

Amip Amroent Tzial DK 109000 ALL KRR TAXES ! CSTIRATOD TOTAL ARA0U AT, Fxbe Amcusi: DEK B30.00 #LR KIGHT
FROL! 190488510 LIKTIL S0l 0T BEDSD FTR MIGHT FROM JCRUARZD UMTIL FUMARI0T, Manl Infs: Breskfae i rar
Inchsded, CAMCTLLETIOM POLCT: BOOE KOW BT AT THE SOTCL RALST O CARCCLLED: BIFCALD APRA THE DUy OF AaRREL
LOCAL TRAL . CARPITLLATION POSSIMC UNTHL JO35-00-19, LEDD.. Gusrssies: GUARANTIT EOCFURLOD. Troeel sqesr
iEwrefiadsn Corpomme idestficeson. Coedie card . 4P W RDICAST THL OEF OF AREIVAL IF HOT GUASANTTID &ICIPTLO
A5 GUARKNTIL IC OF TEAWTL AGDNT IATA, Form of Fayrmeen Credic Taed: AX DC C& W, Bigiel Osaer laformotion: [iTE3A
AIHILT J060 63 D0l CHNTERA. CHILD J060 [6) O, Fozrm Decrigsize: STAMDAAD SINGLE STAMDARD SISCLD ROOR MO WIE
Amie Cwmcrigson: FICEELDL, AAY LETTR, AOCK ORLY BIST IOWEST SOWLABLE ROOE JOHLY BATD PULLY FLCSMLD
IHCOLUDES FRLT W, Chect-ind Check-pars: OIDCE-M 1503 OHDCE-DUT 1300

kel Raie bz rmarsian

During dhe wowy thesws cwtec will be charged by the haiel:

3

E30.00 BG0.00

Tortal rade amroen: s CHE
Thes Sersge rats par oy i DEE: B0

E-\Jl Flﬁl:.:

o (et uda g Cormpaay Cr Ca

Dzodeg Tocde: UYTSIO, Bosabing Deie: FIAK

Add| Aot Room  Chings Hotsd Bocking | Cancsd Hobl

Faymient Information

Tortnl Cout of the compless Trip in DKE: 1,650_040
Gencral Informiation

O chirsaed by
it Ui, Tachiapabwewma: § BP0 1301, vl camiingeb gl

i ——

Htek Pl Hoeled Moy, Safebrenies: Fedpilarcbgater 4, 1853 Copmriagun, Devemark, hebpeleorar 253020170, ek
i el

Additona Uptom
Liopry By, Profabse e
Lurersey
Fraueant Tnp
Parmia:*
Formird additional Confrmateen
el ho-
it Aekdyimn ®
casSgrh.gl
P rraml wenat b Pt Fow' L

thiridiniaatmon i amkable b L i

This is an example of a hotel

reservation which also will be

sent to the booker by email.
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GREENLAND TRAVEL

6. CAR RENTAL

Car rental search

STEP 1 TO 3 OF 7

User, New (You) *

Plainiartamsg ASA

72

1 Start Rental Car Boo... 2 Select rental car Sta... 3 Select rental car 4 Add-on
——

Choose the car icon to rent a car.

5 Complete this booki... & Confirmation
Drop-off
Same as pick-up

or enter an address.

Trip purpose

NAIA USERMANUAL

B king for:

o User, New [You)

2 Veelg billeje station 3 Veelg udlejningsbil

r hos Kebenhavns Lufthavn den 08marts v=d 08:00

Fra kategor Sorterat after

5 biler Overensstemmende med pi Pris (stig)

Economy
Unlimited

Unlimited

Book nu s f
betaiingspligtig Veelg udlejningshbil

Ny Bruger ~

Bruger, Ny (Du)

-
2
@

A

e kr778.75

e kr815.59

It is possible to choose a filter for the search.

Filterresultater

Book nu i il
betaingspligtia Veelg udlejningshbil

Biludiejningsvirksomhedsr

Sixt

Budget

AVIS

Annullér
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GREENLAND TRAVEL NAIA USERMANUAL

6. CAR RENTAL

Choosing a car

STEP4TO 5 OF7
i

= greenland i
‘traal

Examples of availabilities.

My Trips Camilla S

d c

You are DocKIng for:
1 Start Rental Car Bo... 2 Select rental car St... 3 Select rental car 4 Add-on 5 Complete this book... & Confirmation o Siezing, Camilla (You)
r= found at Copenhagen Airport on 19Mareh 2t 08:00 drop-off 2t Same as pick-up on 21March =t 08:00
From ary Sarted by
99 cars In policy - Price (asc) - < 1 fait >
5 kr 789.51
uded Unlimited
Select rental car
== |
| |
L
.
ded Unlimited kr 794.57
Select rental car
You can read more about the

rules for the rental here.

'ou are booking for:
e Siezing, Camilla (You)

sy

1 Start Rental Car Bo.. 2 Select rental car St... 3 Selact rental car

This is the result after choosing a car.
Fick-up rentzl car 2t Copenhagen Airport on 19March =t 08:00 drop-off
It is possible to add special equipment.

5 kr 789.51

Stations

Add special equipment

&)  Snow tires

Subject to availability

I I

! I

} I
|

} @ Snow chains } Subject to availability

! I

| I

I Ski rack | Subject to availability

} Il | =ubj
|

I I

} &, Satellite radio } Subject 1o availability

| I

| I

} A Mavigation System I Subject to availability
|

! I

| I

} ﬁ, Luggage Rack / Roof Rack | Subject to availability
|

! I

I I

} "B Diesel Engine | Subject to availability
|

| I

| I

} d%  Bike Rack I Subject to availability
|

= =1
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GREENLAND TRAVEL

6. CAR RENTAL

Summary and confirmation of the car rental

STEP6 TO 7 OF 7

NAIA USERMANUAL

Project number

Arrival Information

You are booking Tor-
1 Start Rental Car Bo. 2 Select rental car St. 3 Select rental car 4 Add-on 5 Complete this book.. 6 Confirmation G Siezing, Camilla (You)
19March =t 08:00 21March =t 08:00 5 kr 789.51
Carand Fare Info W
[E Booking Information ~

A summary will be shown before confirmation.

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

Click to confirm the rental.

Siezing, Camilla It is possible to corrct the mobile number.
| T [y £ Gt It is possible to add further car rentals, hotel and flights.
Payment/Guarantee Mastercard (CA) v
Freguent Traveler Number Please provide information v
No card used
Remarks You can share additiopaf remarks to the recipient of this bocking ~
Booked By e Camilla Siezing, cas@greenland-iravel.gl, +295701107 e

<7 & Confirmation
Approval:

G This trip requires no spproval.

Additional Booking Data:

Budget, Copenhagen Airport, Copenhagen, Denmark - CPH, 19MAR
Project number: 123

‘Additional Options

Copy Booking | Printable view |
Currency

Frequent Trip

MName:*

Type of Car: Mini, e.g. Group A - Toyota Aygo, 2-3 door car, Manual Unspecified Drive, No A/C [MBRN], Ju
Unlimited km/mis incuded

invoice.)

Price iInformation

ordered: Manuzl transmizsion {induded]. (If the specizl equipment is available, 2 surcharge may be added to your

Itinerary
g Tuesday, 19March, Copenhagen Airport vl
Camillz Siezing
Budget, Confirmation Number of the Car vendor: 01470661613
ﬁ 08:00 Cogpenhagen Airport e & Example of car rental confirmation,
Copenhagen Airport, Copenhagen, Denmark - CPH
08200 Thursday, 21March, Copenhagen Airport r- L H 1
A e Y e L which also will be sent to the

booker by email.

Totzl rate amount in DKK

Cope
from 07FEB through 11FEB
Next Day
Thursday
. 07FEB

Guarentes using Company Credit Card Mastercard

sooking Code: NBGRDL, Booking Date: D7FEB

cancel Car Rental Booking

Payment Information

Total Cost of the complete Trip in DKK:

VERSION 4: MARCH 2020
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NAIA USERMANUAL
7. ADD HOTEL OR CAR TO AN EXISTING BOOKING
Add hotel

STEP 1 TO 4 OF 8
i

greenland
traw

Management
o O MyTrips

Upooming Trips Past and Cancehed Trips
s -I

‘_

= Display only with status [ G [Hide Options
%3 Bookings [%] Active [E approved {3} In Processing
[F waiting for Approval [ mot approved ['§ cencelation required To add a hotel to an existing
@ Canceled,/Partizlly . )
canceled reservation, you must find the

reservation under "My Trips".

@ Trpl (3 3

Approval must be received from:

Sunday, 10FEB 12008 (CET)
26MAR - 2BMAR Mo fickst data available

Booked for: New User

08:20 GO‘H Muuk, Greenland

Booking Code: NIUTZA

21:30 CPH copenhagsn, Denmark
Ajr greenland - 404, 426, 762 via Narsarsuag, Greenland [UAK) / Kangerlussuag, Greenland (SFI)
shrs. 10min., Departure on 28MAR, Arrival on 26MAR

11:00 CPH Copenhagen, Denmark 13,10 GOH Muuk, Greenlznd
Ajr Greenland - 7B1, 551 vis Kangerfussuag, Greenland (SF)  Shrs. 10min., Departure on 2BMAR, Arrival
on 2BMAR

[———=

T
Change | cancel Trip | Copy } Display |

Choose "Display” under the
A n -+ b

reservation you want to add to.
Back

_ i

greenland
travel

My Trips Management v N New User
To continue your booking, please add a traveler.

-
Search for travelers

Location

Selected travelers

o User, New (You) X
Piginiartarneq ASA

Add Other Traveler (without profile)

s ) Click to continue the booking.

Continue booking

VERSION 4: MARCH 2020
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7. ADD HOTEL OR CAR TO AN EXISTING BOOKING

Hotel search

STEP5TO 6 OF 8

:“

= areeniand s My Trips Management N NewUser -

You are booking for

1 Start 2 Select hotel 3 Select room 4 Complete this bookin 5 Confirmation
“ P g o User, New (You)
Select 2 destination or a hate! }7[):-.; ofCheokinand Checkowt | }
@ Copenhagen Airport (CPH) = Q | Tue, 26 Mar 2019  Thu, 28 Mar 2019 | |:|
Denmark oK L:_p:g,h;; ,,,,,,,,,,,,,,,,,,, I

or enter an address.

Occupancy
Tip purpose
v Single Double

Last booked hotels

The system has prefilled the fields with information from

’- P =
"ﬁ/i = the booking.

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

Press the arrow to continue.

First Hotel Twentyseven

o Copenhagen, Lengangstraede 27, 1468,
Denmark

The available hotels will be shown My Trips Management N New User
and you can choose from these.

1 Start 2 Select hot 5 Confirmation

Single room zt Copenhagen Airport fof 2 nights, Tue, 26. MAR - Thu, 28. MAR

% Quality Airport Hotel Dan 7ﬂpidv ot

Quality Inn

g § Write a Review
° Distance: 2.1km

) . .
o First Hotel Mayfair TripAdvisor
Global Hotel Alliance C:)E:)@@O e kr 895.00
: S reviews
enhag Write a Review Breakfast not included

° Distance: 8.4km
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7. ADD HOTEL OR CAR TO AN EXISTING BOOKING

Choosing a room

STEP 7 TO 8 OF 8

4

T

NAIA USERMANUAL

greenland
t

ravel

1 Start 2 Select hotel 3 Select room 4 Complete this booking

§ Confirmation

‘You are booking for:

o User, New (You)

First Hotel Mayfair
Global Hotel Alliance

Check-in
Tue, 26. MAR

PR6

e kr1,790.00

Check-out
Thu, 28. MAR

Nights
2 1

Hotel and roem information

Booking Information Reference: 222

Cancelation policy: Before 26MAR 16:00 (Local tim,

Would you like to add another service t

is trip after completing this booking?

VERSION 4: MARCH 2020

v
User, New A summary is shown after choice of room.

A It is possible to correct the mobile number.

Traveler Data & Contacts | New User, cas@grb.gl, +4501556074, +4501556974 . . . o v
”””””””””””””” It is possible to insert a remark to the hotel, which is

Payment/Guarantee Mastercard (CA) sent directly to the hotel. v
Remarks \ ‘You can share additional remarks to the recipient ofthl. Itis pOSSIbIe to add further fllghts, hotels, and cars. v
Booked By 91556974 v

an be canceled without penalty

kr 1,790. Od Complete booking

Total price Liable for payment

Click to complete the booking

and a confirmation will be sent

to the booker by email.

Go to the index page
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7. ADD HOTEL OR CAR TO AN EXISTING BOOKING

Confirmation of the reservation

& 5 & Confirmation for New User

Approval: Additional Oprions
Copy Booking | Printable Vi
x The trip request is waiting for approval. Currency
Approval Deadline: Sunday, 10FEB 08:08 (WGT) 2 o
. requent Tri
PP - erhi@g land-t 1.dk Send request to a different approver = p
Reason te trigger the approval: Approval by Travel Policy Group; Approval by price limit; Approval by bocking type Name:*
Itinerary
s Tuesday, 26March to Copenhagen 2
New User [Government issued Picturs 1D} Forward additional Confirmation
GL 401 Coach Class (Y], Airline Reference: NIUTZA =) eMail to:
H 08:20 Nuuk, 6L {GOH), Nuuk (GOH) o =Mail Address-*
09:35 Marsarsuaq, GL (UAK), Narsarsuag (UAK) -~
Status: Confirmed Aﬂ cas@grb.gl
s 0 - T
Ancillary Services: No additional service booked . -
E st for Ci
Flight Duration: 1h 15min, Time Difference: 0, Miles: 291, CO2 Emissions: 160 Ibs from O7EER thmugf:rllFEB
SZ4  GLA&26 Coach Ciass (Y), Airline Reference: NIUTZA = Next Day
Thursday
10:30 Narsarsuaq, GL (UAK), Narsarsuag (UAK) - OTFEB
12:15 Kangerlussuaq, GL (3F)), Kangerlussuaq (Airport) [SFI) -
H Status: Confirmed ml,i
Bagzage: 20k -
Ancillary Services: No additional service booksd. - |
4C 5°C
Flight Duration: 1h 45min, Time Difference: 0, Miles: 436, CO2 Emissions: 217 lbs
=g  GL782Coach Class (Y), Airline Reference: NIUTZA =)
13:10 Kangerlussuag, GL (5FJ), Kangeriussuaq (Airport) (SFI) -~
21:30 C h DK (CPH), C h Airport [CPH), Terminal 3 -
Status: Confirmed i . .
E ~ The confirmed hotel reservation can
Bagzage: 20k -
" P
Ancillary Services: No additional service booked. é now alSO be seen Under My Trlps .

Flight Duration: 4h 20min, Time Difference: +4, Miles: 2131, CO2 Emissions: 850 Ibs

Booking Code: NIUTZA, Booking Date: O7FEB

Cancel Flight Booking

& Tuesday, 26March in Copenhagen, 2 Nights

b TripAdvisor
First Hotel Mayfair
Helgolandsgade 3, 1653 Copenh Denmark 1415 reviews
Telephons: +4570121700, Telefax: +4533229686 Wrie = Reviaw

Hotel Reference: 434105778
Cost Free Cancelation: Cancelation possible until 26MAR 16:00 (local time)
Please find below the room and rate description and the information available at this time

Rate Amount Total: DKK 1790.00 ALL KNOWN TAXES / ESTIMATED TOTAL AMOUNT, Rate Amount: DKK 895.00 PER NIGHT
FROM 26MARLZ UNTIL 28MAR19/, CANCELLATION POLICY: BOOK NOW PAY AT THE HOTEL MUST BE CANCELLED BEFORE
4PM THE DAY OF ARRIVAL LOCAL TIME . CANCELLATION POSSIBLE UNTIL 2013-03-26, 16:00., Guarantes: GUARANTEE
REQUIRED. Travel agent identification. Corporate identification. Credit card. 4PM RELEASE THE DAY OF ARRIVAL IF NOT
GUARANTEED ACCEPTED AS GUARANTEE CC OR TRAVEL AGENT IATA, Form of Payment Credit Card: AX DC CA VI, Hotel
Other Information: EXTRA ADULT 200.00 DKK EXTRA CHILD 200.00 DKK, Room Description: STANDARD QUEEN STANDARD
QUEEN ROOM INCL WIFI, Rate Description: FLEX EXCL BREAKFAST DAILY RATE INCL WIFI, Check-infCheck-out: CHECK-IN
15:00 CHECK-OUT 12:00, Tax Info: VAT/GST TAX 25.00 PERCENT INCLUSIVE FROM 26MAR1Y UNTIL 2BMAR1D

Hotel Rate Information

During the stay these rates will be charged by the hotsl:

HU FR SA]

895.00 895.00

Total Rate without taxes and fees in DKK: 1,730.00

Total rate amount in I]I(K:

The average rate per day in DKK: 895.00

(Guarantee/Deposit using Company Credit Card Mastercard

Booking Code: NIUTZA, Booking Date: O7FEB

Add Another Room | Cancel Hotel
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8. FLIGHT CANCELLATION

Find the trip to be cancelled

STEP 1 TO 3 OF 3

G & Mytrips
Upcoming trips Past and cancelled trips
|
'-_2 Display only (£3 with status [ %] {} Hid
(¥} Bookings Active [E} Approved {:} In processing
[F weiting for approval [F notapproved 3] canceliation required
@ cancelled/partially
cancsled Find the trip to be cancelled
L= 7] :
under "My Trips".
‘|-
& Trip 1. ¥
13FEB - 21FEB no ticket data available. Booking Code: VANSEY
Booked for: New User
07.10 GOH Nuuk, Greenland 21.30 CPH Copenhagen, Denmark
Air - 502, 782 via Kang q, land {SF1} 10hrs. 20min.
09.05 CPH Copenhagen, Denmark 12.40 GOH Nuuk, Greenland
Air Greenland - 778, 553 via Kangerlussuag, Greenland (SFI)  7hrs. 35min.
fffffff 1
} cancel trip | dopy | Display/change
C Choose “Cancel trip” at the
booking you wish to cancel.
Cancel trip
- Are you certain that you want to cancel your booking? A canceled booking cannot be reactivated.
1 Please note that cancellation or service charges may be applied. If any travel documents have been issued for this trip, please return them to the issuer.
Booked for o User, New
13FEB E o o Muuk, GL 1 Stop Copenhagen, DK Booking code:
Air Greenland - 502, T&2 VANSBY
21FEB 07:10 GOH Total time: 10h 20m 21:30 CPH
Copenhagen, DK 1 Stop Nuuk, GL
E Air Greenland - 779, 553
09:05 CPH Total time: 7h 35m 12:40 GOH
o =
|
@ Back } Cancel trip
|

Press "Cancel trip” to confirm the

cancellation.

Confirmation of the cancellation

will be sent to the booker by email.
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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

d(tm) Services

My . pew teer
travel
ﬂ i

N New User

Administration of User Profiles

Choose "Edit User Data". e S——

| Edit User Data }
|
— sample Profile

Edit User Access Rights

Unlock User

s - Hewbeer =
travel

<77 & Find Users
Enter the information for the user you are searching for. To see the list of all users, leave the input fields blank and submit your
request.
e
| |
User Name: | I g 3
! } Find the profile, for example by
First Name: | | .
\ | name, and press “Find".
|
Last Name: } |
| |
e e e J
eMail
Location: All Locations v
Sort the List by:
@) Last Name First Name Last Login Date User Name

My Trips Management ~ NewUser ~

= greenland
travel

faly My User Profile

Last change: New User (cas@greenland-travel.gl) on 29JUL 16:53

mergency Contact Government 1D and Visa Cradit Card and Payment
Information Data Card Information

m

Personal Data

cytric System

Frequent Traveler
Management

Programs

|
| |
3 ! C 4 ‘
2 } ‘ i &
| \
| |

L) Choose "Personal Preferences”.
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GREENLAND TRAVEL NAIA BRUGERMANUAL

9. TRAVEL APPROVER

Adding an approver — continued.

STEP5TO 7 OF 7

L
greeniand i
travel

&7y & Personal Preferences

My Intemational Settings:
My User Profile Language Se v
Personal Preferences

select Travel Arranger My Air Travel Preferencez

Display Servil

Choose “Select Your Trip Approver

for the Basic Approval System”.

Define Approval Substitution
My eMails for Travel ConfirMit

‘send confirmation eMail

= areenland ol
travel

<& 7 & Select Your Trip Approver for the Basic Approval System

On this page select one or more users who will be your Trip Approvers. Please enter the User Name, First Name, Last Name or eMail

Address and click on the 'Find User’ bution.
My User Profile

Active Trip Approvers
Personal Preferences
e —— ) No settings have been stored at this time. e > .
lect Travel Arange: Choose “Find User” to get a list
Select Your Trip Approver for the Basic

e G Find Trip Approver

of user with approval rights.

Define Approval Substitution User Name
First Name:
Last Name:
eMail:
Location All Locations v
T B
I Find User !
L |
Found Trip Approvers
Trip Approvers: * Z ADMIN Thybo Jensen, Else (elset) v
Name: Z ADMIN Thybo Jensen, Else (elset)
eMail: etj@greenland-travel.gl
Location Test, Nuuk
Approver Group: ¥ Default v

After choosing the approver, click "Add”. “ |

&1 7 2 Select Your Trip Approver for the Basic Approval System

O this page select one or more users who will be your Trip Approvers. Plzase enter the User Name, First Nzme, Last Name or eMail
Address nd dick on the "Find User' button.
My User Profile
Active Trip Approvers
Fersonal Preferences

T TmEme T T T T T T T T T T T T T T Approver Group: DefaultApprover: — ~ T T T T T T T
select Travel Arranger | |
| i ing
Select Your Trip App e | Z ADMIM Heilmann, Eding Default ez |
Approval system | J
T T EndTApApprover — ~ T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T

Define Approval Substitution

/ User Name:

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.

greenland g
travel purs

< 7 & Confirmation for New User

Approval:
Faul

| The trip request is waiting for approval. }

| approval Deadiine: Monday, 11FEB p3:53 (WETF — — — — ————===
anprmer: erh@greeniand-travel.di serd reque
Reason to trigger the appeoval: Apploval by price limit; &ppenal by Trawel Policy Group; Approval by booking type

Itinerary

e My Trips

= Tuesdzy, 094pril to Copenhagen \

MNew User [Government isswed Ficture 1D)
GL 544 Coach Class (Y], Airfine Reference
E 10040 Nuuk, GL [0
11:35 Kangeriussuag
Status: Confirmed
Baggage: 20kg "Send request to a different approver”.

It is possible to change approver by choosing

Andllzry Services: No edditiond

Flight Duration: 0h S5min, Time Difference: 0, Miles: 197, CO2 Emissions: 122 |bs

Flight Duration: 4h 20min, Time Difference: =4, Miles: 2131, COZ Emissions: B850 |bs

Booking Codis: PZYT50, Booking Date: OSFES

cancel Flight Booking

‘_,\_-# GL 782 Coach Class (¥), Airline Reference: PZYTS0 'f_".'
13:10 Kangeriussuag, GL (SF)), Kangerlussuag {Airport) (571 -
2130 Copenhagen, DK [CPH], Copenhagen Airport (CPH), Terminal 3 -
E Status: Confirmed J=,':ll
BaZEage: ZOME -
andillzry services: Mo additional service booked. &=

NAIA USERMANUAL

Management -

Additional Options

Copy Boaking | Printzble View |
Currency

Frequent Trip

Name:*

Forward additional Confirmation
eMail to:

ezl Address:*

cas(@grb.gl

Weather Forecast for Copenhagen
from 08FEB through 12FEB

Mt Day

Friday
OBFEB

Approver Selection

Approval

Approval Deadline:Monday, 11FEB 06:59 (WGT)

Please select the approver for the first level:
Select approver(s)

Siezing, Camilla

Note:

again, or may be canceled automatically.

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

f you do not select an approver, your bocking may be canceled when a certain deadline is reached. In additio
always be set to ‘Open’, if additional segments (e.g. a hotel or car booking) are subsequently added. This means thadt the entire trip must be approved
|

Your bocking has already been created at the vendor. To finish the beoking in cytric, please select your Trip Approver and click on ‘Continue’.

, please note that a trip will

|

|

|

|

|

|

|

|

|

|

Change approver selection }
|

|

|

|

m |
|

|

|

the approver.
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9. TRAVEL APPROVER

For the traveller: Choosing another approver

STEP4TO 7 OF 8

My Trips Management -

< 7y & Select Your Trip Approver for the Basic Approval System

On this page select one or more users who will be your Trip Approvers. Pleass enter the User Name, First Name, L3st Name or eMail
Address and dlick on the 'Find User’ button.

Active Trip Approvers
Mame Approver Group: Default Approver:
Siezing, Camillz Godkender Ho

Find Trip Approver

Usar Mame:

First Mame: "

Choose “Find user”.

Last Name:

eMail:

Location: All Locations ¥

< 77 & Select Your Trip Approver for the Basic Approval System

On thiz page select one or more users wha will be your Trip Approvers. Pleazs enter the User Name, First Mame, Last Name or eMail
Address and dlick on the "Find User’ button.

Active Trip Approvers

Mame Approver Group: Default Approver:

siezing, Camilla Godkender No

Find Trip Approver

User Name:

First Name:

Last Name: e

Choose name of trip approver

eMail:
and approver group.

Location:

|
| Trip Approvers:* Please Select A

Press “"Add".
|

|
| Approver Group:® Please Select T
|

Default Appra

Choose "Return to booking” and

Back choose "Continue” on the next page.

ek

greentand

e
travel .

<1 7+ & Confirmation for New User

Approval: additional options

Copy Booking  Printable View |

E The trip request is waiting for approval.

approval Dezdline: Monday, 11FEE 06:59 [WET) . . .
Approver: Erling Heilmann (erh@grb.dk) (current) Send request to a different A new conflrmatlon Is sent to the bOOker and
Rezson to trigger the approwval: Approval by price limit; Approval by Travel Poli

a notification to the approver for approval.
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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

Approval Request

To approve or reject this booking, please click on this link:
[T T T T T e e T e 1
| https:/famadeus.cytric.net/rdr?s=KC76d¥nshi

| ]
~fpprovabisneeded by-Wednesday, 13FEB-08:13 (WGET), otherwise the request will be automatically canceled.

This booking contains a fare for which the ticket needs to be issued unt| 08February. To ensure that the ticket is issued in due time, approve this trip before Friday,

08February.

Press the link in the received email

Approval: to log into the system to confirm or

decline the reservation.

2 The trip reguest iz waiting for approval.

Approval Deadline: Wednesday, 13FEB 08:13 (WGT)

Approver: Camilla Siezing (cas@greenland-travel gl) (current)
Reason to trigger the approval: Approval by price limit; Approval by Travel Palicy Group; Approval by booking type

i

= greenhand g
travel .

Trip Approval

Approval:
2 The trip request is waiting for approval.
approvel Deadline: Wednesday, 13FEB DB:13 [WGT)

Approver: Camilla Siezing [cas@greenland-travel gl) {current)
Reason to trigger the approval: Approval by price limit; Approval by Travel Policy Group; Approval by boaking type

Rejection:
Reason for Rejection:

Please Select

Reason for Rejection:

Choose “"Approve trip”.

It is possible to insert a cause if declined.
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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
i

greenland g My Trips Management N New User
travel

a5 o My User Profile

Last change: New User (New User) on 06FEB 09:09

(=]
& O

Personal Data Emergency Contact Government |ID and Visa
Information Data

& f}»— { Choose "Personal Preferences”

: : ) under "My User Profile".
cytric Mobile app cytric System
Management

(3]
greentand bl

travel o

<1 77 & Personal Preferences

My International Settings:

My User profile Language Selection:* English [US) v
Perzonzl Preferences
Select Travel Arranger My Air Travel Preferences:
four Trip Approver for the Basic special Meal Request* Standard Meal -

My eMails for Travel Confirmation:

e send confirmation eMail
(@) html

Choose "Define Approval Substitution”. HTML 25 PDF Amachment

Text

Additional Content

Include ical Elements

Ccompatible with Microsoft cutlook

Other Preferences:

Display weather forecast for the destination

Travel Arranger Dashboard{tm]:

Use Travel Arranger Dashboard|tm) automatically

Back
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9. TRAVEL APPROVER

Choosing a substitute for the approver

STEP 3 TO 5 OF 5

My Trips Management

<177 & Define Approval Substitution

On this page approval substitutions can be defined. Please note that approval requests open at this time will not be moved to the
substitute and must be approved by the initial azsigned approver for this trip.
My User Profile
Active Approval Substitutes
Personzl Preferences

Zelect Travel Arrenger

Select Your Trip Approver for the Basic

Approval System Find Approval Substitute

Define Approval substitution User Name:
First Name: .
Choose "Find user” and
Last N H .
= fieme choose a user from the list.

enail:

Location: All Locations ‘ v
********** |
-
[——— \

Back

Found Approval Substitutes

Approval substitutes:* | Please Select v
| |
] |
| |

From:* } 8 February ¥ 2019 v i
|
| |
| |

To:* } 8 February ¥ 2019 v i
|

Press "Add".

Reservations for approval will be sent to

the substitute approver in this time period.
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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

— e
==  greenbnd

Management

.
travel o

Trip Approvals Travel & et N i er Dashboard(tm) Services w

Travel Managemen

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

Travel Management System

} Travel Management System Main Settings (TMS) }

Lyser Administratior ———— — 9
Travel Agency Administration \
Direct Vendor (VDA] Administration { ) Choose "Travel Management System

Travel Policy Administration Main Settings (TMS)”
System Administration

Choose "Approval Systems” from the list.

Approval Systems

Rules of Usage for Approval
Approver Groups
General Settings for Approval Systems

Settings for the Trip Approval Page

Approval Parameter
_ Trip Approvers upload
I I
I

P ) [nsert the reservation number

Grant Special Approval / and click on “Continue”.
‘ 7777777777777777777 a
|

|
Enter Booking Code: * | }
|
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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

My User Profile

Last change: Camilla Siezing {cas@greenland-travel.gl} on 18DEC 13:33

Personal Dats Emergency Contact Government 1D and Visa Credit Card and Payment
nformation Data Card Information a

) Choose "Mobile” which is
[ E—

under "My User Profile”.

} |
|
_ €] | y.
:)W - | 5 N : /{/
- e
= } - = i
Frequent Traveler Personal Preferences | Mobile | cytric System
Programs | : Management
|
____________ |
cytric Mobile
Welcome to cytric Mobile
My User Profile cytric Mobile brings most important features from cytric desktop to your mobile device. It allows you to view your itinerary wherever

you are, 2pprove trip requests and expense statements, scan receipts for expense reporting and even book your trip.

cytric Mobile

cytric Mobile Companion

It shows where you can get the app

depending on the mobile system type.

onthe GET ITON

tore ® Google Play

Ask your Travel Management for 2n up-to-date copy of the cytric Mobile user manual, which is availzble in the cytric Customer
Resource Center.

Credentials

in order to log in to your cytric Mobile app you need to enter your PIN and Security Code. Please keep these credentials private at
3ll fimes. You can 250 use this page 10 generate new credentals if you need new ones (2.2, if your old ones have expirsd).

Your cytric PIN is: sences

Click on "Unmask cytric PIN & ssecuritycode” to @o— |
\ \

show the informations needed to login in the app.

< B2% W)

Insert the PIN and the securitycode from your CyTric

MOBILE

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.
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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
My Trips Management

Administration of Us:

Selected travelers " . . . Travel Managemennt £
R Go to "Administration of User

NAIA USERMANUAL

-

lzhboard(tm) Services v

dd Crther Traveler (without profile)

Profiles” under “Management”.

My Trips Management

a8 Administration of User Profiles

Sample Profile

Edit Use

cosss Rights

L) Choose “Create new user”.

ik P
areentand il Management
trav ——

&7 & QuickProfile

Choose Language/Location/Division

User Language selection and Travel Policy Group.

| Language:* English (US)

Location:* Pisiniartarneq ASA, Nuuk

Travel Policy Group:* standard

L—\_' Click on "Continue”.

Back
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10. CREATING AND DELETING A USERPROFILE

The new users informations

STEP 5TO 6 OF 6

v

greentand | 5 Management
travel i

<17 & QuickProfile

Wser Language Selection

Language:* English [Us)

Organizational Unit and Travel Policy Group

Location: Pisiniartarneq ASA, Nuuk
Travel Policy Group: standard

Please enter data for the new User

Login Information

I user Name:*
|

The User Name must contain at least 4 characters.

User Password*

The User Pessword must contain at least 7 characters{a
numerzl, at least one lowercase |etter, at Jeast on

Fill out the fields.

Re-enter User Password (for

werification):*

Gresting:* M. Mrs. Mizs ns. MNone
First Name:*

|

|

|

|

|

|

|

|

|

|

|

|

User Pmﬁl% and QuickProfile Settings

|

|

|

|

|

|

|

| Lastmame*
|

|
Business At*d ress

} Telephone:*

|
| Mobile Telephone:*

Back

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.
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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

y Trips Management

Administration of User Profil
Choose "Administration of User Profiles.

Travel Management

Administration of User Profiles

{ ) Choose "Edit User Data".

Edit User Access Rights

Unlock User

Back

Find Users

Enter the information for the user you are searching for. To see the list of all users, leave the input fields blank and submit your
request.

i |
User Name: } }
I I
I I
First Name: | | e
I I
! e @ h for th
[— | ! You can search for the user by
| I username, name or email.
eMail: } }
[ I
Location: All Locations v

Sort the List by:

-::6::- Lzst Nams First Name Lzst Logln Date Uz=r Nams

List of Users

“ou can dick on "Edit' to edit user data, click on 'Remove” to remove a user or select several users and dick the 'Remove Selected
users' button to delete more than one user. Note: You need to have the right assigned to you. The selected users and their data will be
completely removed from this system and cannot be accessed or restored afterwards.

il it L"f"l"iej ] Press either “Remove” by the user
User Nzme: Ny Bruger or mark the check box before the
[P i username and click on “Delete the
Last Login: 3D.IM:16:=LB Selected Users".
Last Changs: Camilla Siezing (cas@greenland-travel.gl) on 30JAN 16:26
User Rights: Cytric User

Boaker

Delete User Profile

Note: The User Profile(s) listed below, will be deleted from this System. all data stored for these users will be deleted.

Click on "Continue” to confirm
the deleting of the user.

click 'Continue® to delete the following User Profiles:

User Name: MName:

My Bruger Mew User
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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 OF7

N Mew User ~

fa Ry Administration of User Profiles

Create Mew Ussr

Edit User Dzt Go to "Administration of User Profiles” and

then choose "Edit user access rights”.

unlock User

Back

greentand

ki
travel o

¢ 7y & Find Users

Enter the information for the user you are searching for. To see the list of all users, leave the input fields blank and submit your
request.

Management

}USEI’ Name: |

\ | /. Insert username or name and press

}FI‘I’SE Mame: | 5 5 . .

| i Search”. It is also possible to search

! : . . : .

}""‘ teme } without inserting the informations. All
[

L .

jemail: } users will then be shown.

Location: Pisiniartarneq ASA, Nuuk

] Mew User -

& ¢y & List of Users

*ou can click on 'Edit’ to edit user data, click on "Remove' to remove a user or select several users and click the 'Remove Selected
Users’ button to delete more than one user. Note: You need to have the right assigned to you. The selected users and their data will be
completely removed from this system and cannot be accessed or restored afterwards.

————
New User } Edit | }Remuve
Uzar Mama: New User
Telephone: +4551556574
eMail: cas@
Last Login: DBFEB 10111
Lzst Change: New User (New User) on OSFEE 09:09
User Rights: cytric User

Baaker
cytric Travel Arranger
Travel Arranger
cytric Specizl Access Rights .
L) Choose “Edit".

Administrator Passward Changes

Suppart User {unko rs)

PFassward Admanist

Traveller Prafile Admin

Back
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11. USER RIGHTS

Changing user access rights

STEP 4 TO 6 OF 6

<17y & Change User Access Rights
On this page the access rights of the selected user can be changed and/or 2 new password for the sslected user can be defined.
Define New Password

News Password:

Re-enter New Password (for

werification):

User Access Rights

oytric User
Booker
cytric Travel Arranger It is possible to change a user, who
|- - " " """ """ """ "”"”"”"”"”""= 1
} ] mrevel arranger only has rights to book for himself,

to be a travel arranger. This person

Travel arranger (all Travelers)

will then become able to book for

(@) Travel Arranger

others in the same company or

Travel arranger (Restricted with Profile Admin)

|

|

|

|

|

} Travel Arranger (without TAD)
|

} department.
|

|

Travel arrenger (restricted)

,,,,,,,,,,,,,,,,,,,,,,,,, The second option “Travel arranger”

must always be used.

Assignments for Travel Arrangers

Choose department if there

are multiple choices.

Choose "Save” at the bottom of the page.
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12. TRAVEL MANAGER DASHBOARD

NAIA USERMANUAL

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
th

—_ greentand

ki
travel

@

Choose “Travel Manager Dashboard” under “Extras”.

Selected travelers

My Trips

Management N

| Travel Manager Dashboard(tm)

Extras

cytric Enterprise Reporting

Mew User

T‘Ier (without profile)
|

-

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

New User

@ Travel Manager Dashboard(tm)

o
. ' . B T
Flight/Train Booking ’ A..,-
Flight
&
Hotel Booking %
Hotel
e
Car Rental Booking m
Rental Car
Travelers

cytric Enterprise Reporting

Vendors Statistics

All Bookings

Recent Travel Policy Alerts

Recent Reason Codes

Not Approved Trips
Bruger, Ny
Heilmann, Erling

Heilmann, Erling

TR

Heilmann, Erling

Recent Offline Bookings

Travel Manager Dashboard Definition

06Feb

110ct

110ct

110ct

[Show]
[Hide ]
[Hide ]
[Hide ]

Display

Display

Display

Display
[ Hide ]

T™MS

Administration of User Profiles

Travel Management System

User

Iy User Profile
My Trips

My FrequentTrips
Support

Ydelseskatzlog

Services

Check-In

Current Arrivals and Departures
Maps

Flight Schedule

Passport, Visa & Health Information

Logout
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13. REPORTS

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

@ My Trips Management

Choose “cytric Enterprise

STEP 1 TO 3 OF 9

MNew User

Services

b ler (without profile)

Selected travelers Reportlng under "Extras”. Travel Manager Dashboard(tm)

0BFeb A A+ Ax+

s [2)
Private Report Definiticns

o L) Choose "Run Reports".
Report Definitions

Create Report Definition from Template
Publizhing Requests

My Report Reguests

My Reports

Please note cytric Enterprise Reports include booking data generated in cytric or acquired by cytric and
reports from your credit card vendor or Partner Travel Agency may differ.

New User OBFeh

Run Reports

‘You can preview or run any of the following reports:

Public Report Public Predefined Private Report My Predefined Reports
Definitions reports Definitions

Filter:

Report Name/Descrigtion Creation Date
AROO1 - Advantage Report Executive Summary 07Nov

Advantage Report Executive Summary

Run
ARO0O2 - Advantage Report Executive Summary - Air 07MNov
Advantage Report Executive Summary - Air

Run

AROO03 - Advantage Report Executive Summary - Hotel 07Nov
Advantage Report Executive Summary - Hotel

Run

ARO004 - Advantage Report Executive Summary - Car

Advantage Report Executive Summary - Car

Run Choose “"Run” under the report that you would

| ARDOS - Advantage Report Executive Summary - Rail like to see, for example “Booking Statistics”.
"~ Advantage Report Executive Summary - Rail
Run

AROOG - cytric Travel Wizzard (TM) Trip
This report information about the

quests Summary Report 10MNov
mber of trip requests made through cytric Travel Wizzard (TM}

Run

AROQO7- cytric Travel Wiz
cytric Travel Wizzard

d(TM) Trip Requests Summary Report 07MNov
} Trip Reguests Summary Report

Booking & il 07Nov
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13. REPORTS

Defining parameters and delivery options

STEP4TO 7 OF9

\g__‘} Define Adhoc Report Parameters

Zelect the report parameters.

) Current date:

O Eslect dete:

[ Define the parameters for the
1 January v 2018 ~ e .
report by filling in the fields.

& Previous O wesk
) Current ) mMonth
L Quarter
o Halfy=ar

I
|
|
|
|
|
|
|
|
, |
®  First ¥ dayof: }
|
|
|
|
|
|
|
|
|
|

Back

\p Select Delivery Options
-Iére ;.-:hu can define report delivery options.

Report Data

This sections contains generzl infarmation about the selected report.
Mame: Booking Statistik
Description: Booking statistik

Run time
Here you can setup the time of run of selected report

| @ Immedizte run

Choose run time,
) On zelected dats

@ delivery type and

2019 v [E)] output format.
) Recurring pattern

|
|
i
} 8 February v
|
[
|
|

|
DEﬁvewrrype
This sedjc-n shows the delivery type for report results.

} @ By Email
|
|

Dutput F‘mmlat

Please nipte that certain report formats (pdf and csw/txt) are not selectable in case the estimated amount of records exceeds a quarter of a million. In this case XML format
which importable in M3 Excel {version 2003 or higher) is highly recommend.

|
|
|
|
|
|
|
|
|
|
|
|
I
|
I
|
T
|
|
|
|
|
|
E
|
f
= CEV comma-separated text file }
|
|
|

) CsV semicolon-separated text file

Choose "Run report”.

Back
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13. REPORTS

Running reports

STEP 8 TO 9 OF 9

\ft_" Confirm Scheduled Run

The repart request will be executed immediately.

Report Title
Booking Statisthk

Requested On
08/02/2018 11717 AM

Delivery Options

Run type: Immediate single run
Output format: €5V comma-separated text file
s-mail: cas@grb.gl
Choose "Continue” to confirm
the scheduled run.
Back

Report Results

Dear New User,

You requested execution of the following report: The travel arranger will then

receive an email like this.

Report Name:Booking Statistik
Report Description:Booking Statistik

Report Parameters:

Include bookings with Travel Date after:
Firstday ofPreviousYear

cytric Systems:
AMA-GREENLAND-GSS-PISINIARTARN

Your report has been executed from the cytric Enterprise Reporting sub

- / Retrieve the report through this link.
In order to retrieve the Report, please click here.

L———

Please note that this link will be active for two weeks. After this period the file will be removed from the server.

Thank you for using cytric Enterprise Reporting.

With Best Regards, You can then print or save
i:FAO Group GmbH the report for later use.
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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

greenland

travel

Qg o Administration of User Profiles

Create New Ussr

Edit User Data

sample Profile _/_. Choose “Edit User Access Rights”.

er Arcess Rights |

—_————a

My Trips Management

<17y & Find Users

Enter the information for the user you are searching for. To see the list of all users, leave the input fields blank and submit your
reguest.

User Name:

First ame: Insert username or name
Last Name: and press search.

=Mail:

Location: All Locations v

My Trips

<7 & Listof Users

¥ou can dlick on 'Edit’ to edit user dats, click on ‘Remove’ to remowe @ user or select several users and click the "Remove Selected
Users' button to delete more than one user. Note: You nesd to hawe the right assigned to you. The selected users and their data will be
completely removed from this system and cannot be accessed or restored afterwards.

New User Eth Iﬁemuve

User Name: Mew User

Telephone: +4531556074

eMail: g

Last Login: OBFEB 14:09

Lzst Change: Erling Heilmann (erlingh) on 0EFEE 14:11

User Rights: oytric User " o
Choose “Edit".

Baoker

cytric Travel Arrangsr
Travel Arranger (Al Trawclers)
cytric Special Access Rights

Admini zsword C

{umlock s

rd Administrazor
er Prafie Admin
cytric Enterprise Reporting
Report Recoiver
Report Definitions Edior

Report Definitions Administr

et Templates Admi

Back

Management

<1 77 & Change User Access Rights

On this page the access rights of the selected user can be changed andfor 2 new password for the selected user can be defined.

Define New Password @000 @S A
New Password:

|
|
| T Change password and

} reconfirm the new password.
|

A

Re-gnter New Password (for

verification):
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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

NAIA USERMANUAL

than 3 times.

i)

greenland

travel

Administration of User Profiles

Create New User
Edit User Data
Choose “Unlock user”.

Find Users

reguest.

Lzst Name:
enail:

Location:

Enter the information for the user you are searching for. To see the list of all users, leave the input fields blank and submit your

User Name:

First Name:

Insert username or name

and press search.

All Locations v

< 7 & Listof Users

on this page a list of locked users is displayed. Please select the user and dick on 'Unlock Selected Uszers” to unlock the account of

Management

Back

User
H—
} | New User
7[;&[ Name: MNew User
Telephone:
eMail:
Last Login: 08FEB 14:50
Last Change: Mew User {New User) on DBFEE 14:32
User Rights: cytric User

Booker
cytric Travel Arranger Select user and press

Trawel Arranger (Al Travelers)

“Unlock Selected User”.

cytric Special Access Rights

Administrator Password Changes

Sunport Wser {unlock users)

Adminiszrator
Trawelier Profile Admin
cytric Enterprise Reporting
Repor Recewer
Reper Definibans Editar

Feport Definitions Administrator

Repon Templates Administratar
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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
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