Lufthansa City Center
ALR Business Travel

Tips & tricks
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Lufthansa City Center
- - ALR Travel Group
Pin needle function

Are you looking for combination options for a preferred flight?

@ Flight

D Frankfurt | FRA p Munich | MUC Tue, 15.04.2025 (@ 07:00

Set the pin on your preferred
outbound or return flight. All
~<C Munich | MUC p Frankfurt | FRA Thu, 17.04.2025 (@ 17:00 applicable flight combinations will

% Change searth then be displayed.

@ search ) Results ) Flight details )

07:15-08:10 § Tue, 15.04.2025 FRA » MUC <Y 00:55h & o,
- ‘ e wsoe . & B3
17:00 - 18:00 % Thu, 17.04.2025 MUC b FRA <) 01:00h 06 kg @
07:15-08:10 § Tue, 15.04.2025 FRA » MUC <) 00:55h & o,
- . oo seme = B3
18:00 - 19:00 % Thu, 17.04.2025 MUC b FRA < 01:00h 06 kg 2
07:15-08:10 § Tue, 15.04.2025 FRA » MUC 9 00:55h & o,
> : e e = B3
BY 17:50-18:50 X Thu, 17042025  MUCh FRA  01:00h 06 kg ®



Lufthansa City Center
ALR Travel Group

Hotel map function

Are you looking for a hotel in a specific location?

Reason

> Airports ™ Train stations <= Rental car stations

SISOl

No itinerary to display

4,
o
Strage 4
andsberger StraBe B2
Filter = G i (;’
" YeMaugr 5y 0 3
SeeEh: Rate ¥ :

Name of hotel:

Click “Show map” to
display the hotels on a
map.

[J Nur sichtbare Pins anzeigen

Price

O O R
22.49 €-10,000.00 €

64.08 €

K+ K am Harras 81 w excl.
D ' free cancellation ":I,umi p H Very Good perngit AII’pOI’tS, tralﬂ StatIODS a nd

rental car stations can be
displayed/hidden.

[[] w Breakfastinc ©30km == 30km > 320km

D w Breakfast not included

i ich - 67.00 €
Oé O=wa Holiday Inn Munich - South by IHG
Munich & COo; 8.0 e excl.
gare 4 v&=PH 10.67 kg - per night
00 »
O (R ©5.0km = > =
b}..w" Leonardo Hotel Muenchen City West 67.05 €
: P— = LT &  Munich & o 83 we excl. 18.00 €
. ?w e v = P 10.67 kg per night
‘L‘ i i 47K %

Very Good .
©@39km = - = i

e hin.od



Rental car map function

Lufthansa City Center
ALR Travel Group

Are you looking for a rental car in a specific location?

&) Musterirau, Martina

Booking TRIP12171468

reference

Reason

SICICIC)

No itinerary to display

Sort by: Distance

Price
T T
136.85€-687.65€

Car type All

D Avis

l:] Europcar
[Jsixt
[JHertz

D Enterprise

D ® Navigation system

D I Automatic transmission
[:] & Winter tyres

[ 4 sectric

(O] #4 Hyprid

v

> Flughafen

TOYOTA AYGO OR SIMILAR

(or similar car)

MUENCHEN - LANDSBERGERSTR. 315

@ 1.2km

® 15006 HF ™

OPEL CORSA OR SIMILAR

(or similar car)
MUENCHEN - LANDSBERGERSTR. 315

© 1.2km

® 15006 H ™

HYUNDAI 110

(or similar car)

[ Europcar |

Munich Schwanthalerhoehe

© 23km
F wm

== Bahnhofe

Click “Show map” to
display the rental car
stations on a map.

GARTNERPLATZVIERTEL

GoethestraBe

GLOCKENBACHVIERTEL ~  ©2025TomTom, © 2025 Microsoft Corporation “derms
=

i Airports and train stations
can be displayed/hidden.
-
®
23226 €
= B
®
136.85 €
-
®




Load mobile ticket into DB app

Would you like to load the mobile ticket in the DB app?

» To transfer the ticket data to the DB Navigator, please enter your last name and booking number.

v @ Reservation number: 123456789 " E m

Sun, 16.03.2025 16:27 Stuttgart Hbf Platform:15
2nd class «f Carriage: 1, Seat: 88 1 Fenster, GroRraum, Handy
18:17 Miinchen-Pasing Platform:9 ICE 519 (DB Fern...
18:36 Minchen-Pasing Platform:5
2nd class
19:38 Ebersberg(Oberbay) Platform:1 S 6 (DB Regio AG...
Wed, 19.03.2025 16:22 Ebersberg(Oberbay) Platform:1
2nd class
1719 Miinchen-Pasing Platform:7 S 6 (DB Regio AG...
17:36 Miinchen-Pasing Platform:10
2nd class of Carriage: 4, Seat: 88 1 Fenster, GroRraum, Handy
19:45 Stuttgart Hbf Platform:2 ICE 512 (DB Fern...
e |
J. Invoice | 1234567890123 pdf Handy-Ticket | 12345678901 23.pdf

Lufthansa City Center
ALR Travel Group



Lufthansa City Center
ALR Travel Group

Search for bookings

Are you looking for your previously made bookings?

& Lufthansa City Center

ALR Business Travel

The “Advanced search”
allows you to search for
orders using various
parameters.

— Q Wi %)

Actual trips Calendar Map Statistic Archive

Musterfrau, Mamna| Search named trip

Search Order
Mon,20.01.2025
¥ TRIP12114159 @ Musterfrau, Martina < Cancelled
,} Tue, 21.01.2025
Please fill in the criteria for order search.
8 Tue, 15.04.2025 .
v TRIP12120789 ’} Musterfrau, Martina Wed, 16.04.2025 @ Online booking
Status All v
v TRIP12121392 /} Musterfrau, Martina I‘:‘:& 1:8:;8;; @ Online booking
e Itinerary type All v
Tue, 15.04.2025 - -
v TRIP12121403 ’} Musterfrau, Martina Wed,16.04.2025 @ Online booking Order creation date
Booking date from to
Tue, 15.04.
v TRIP12121422 9 Musterfrau, Martina \A:J:d,é.gaég;: @ Online booking
Begin of journey
Tue, 15.04.2025
v TRIP12121437 ’} Musterfrau, Martina v\;’:d 16.04.2025 @ Online booking
i Creatar First name
Traveller First name

Employee number
Order number
Order name

Booking number




Lufthansa City Center
ALR Travel Group

Edit bookings

Would you like to edit an order?

) Lufthansa City Center

ALR Business Travel support (@) Musterfrau, Martina v 005956 [

Using this symbol you can
change/add to or cancel an

; (O

il O

Actual trips Calendar Map Statistic Archive
existing booking.
Musterfrau, Ma.rtiﬂa| ] Search named trip
Itinerary Traveller Travel date Details ~ Status

¥ TRIP12114159 /} Musterfrau, Martina '?L()eqiogiggii Cancelled r A
, 21.01.

Tue, 15.04.2025
v TRIP12120789 B Musterfrau, Martina e ® Online booking 04

, 15.04. )
¥ TRIP12121392 /} Musterfrau, Martina ;;J:d 1283 ;g;; @ Online booking r r_,

Tue, 15.04.
v TRIP12121403 9 Musterfrau, Martina \ﬂ;‘; 1284 ;gi; @ Online booking r L,




Lufthansa City Center
SR i} ALR Travel Group
Add travel means to existing reservation

2 Lufthansa City Center

ALR Business Travel support | (@) Musterfrau, Martina v oosess [

= 9 af o

Actual trips Calendar Statistic Archive

Open the order
using this icon.

Musterfrau, Martina Search named trip Advanced search
Itinerary Traveller ~ Travel date Details « Status

n,20.01..
v TRIP12114159 B musterfrau, Martina ';:10: ;O 21 ;gi Cancelled [l e

v TRIP12120789 B Musterfrau, Martina ;‘u:dlzgjigi: @ Online booking (N EA T h en se | e Ct t h e means Of
v TRIP12121392 ’} Musterfrau, Martina I‘\‘/J:d.g:gjégiz @ Online booking [ 4 trave | yo U Wa nt to a d d "
v TRIP12121403 B Musterfrau, Martina T::dggjég;: ® Online booking 0O ®

& Lufthansa City Center
ALR Business Travel

City Barcelona Radius (in km)

Arrival date Tue, 15.04.2025 IS ETG N EICE  Wed, 16.04.2025

[X] Late arrival Ak kk Ak

onesto automatically fills Musterfrau, Martina
the search mask with the
data from the existing

reservation.

Reason =
Single room
Tue, 15.04.2025 - Wed, 16.04.2025

Hide prepaid rates
(> Muc > BN Ll

(>) BeN > MuC Remark



Lufthansa City Center
ALR Travel Group

Copy reservations

Would you like to book a trip for another traveler?

e Lufthansa City Center

ALR Business Travel

— Q i O

[ 1
Actual trips Calendar Map Statistic Archive

Musterfrau, Martina Search named trip Advanced search

Itinerary & Traveller o Travel date ~ Details Status ~

v TRIP12187780 B Musterfrau, Martina x‘:gligg;g;g @ Online booking r

Mon,14.04. S e
v TRIP12151723 /} Musterfrau, Martina Thoun 17 24 igi: @ @ Online booking r

v TRIP12180113 ’} Musterfrau, Martina :;U fi‘giigig @ @ Online booking I | EA

Click here if you want to
create a new trip using
these travel details.
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Double booking check

» At the beginning of a new reservation, onesto
checks if a booking already exists for the
selected traveller on the specified date.

» |f areservation already exists, a message
appears.

Click here if you want to
create a new, independent
order for the requested
trip.

Double booking

@ Order -- TRIP12120789 -- matches requested dates,

Lufthansa City Center
ALR Travel Group

Do you want to create a new order or do you prefer to add the wished it;

Error details:

Itinerary: TRIP12121494
Time: Wed, 11.12.2024 10:13
Carrelation-id: c030f352-14c5-4222-968

Add to existing order

Click here if you want to
add the requested trip to
the existing order.



Lufthansa City Center
ALR Travel Group

Profile management

Would you like to edit personal data/preferences?

) Lufthansa City Center
ALR Business Travel

My account

Access to profile
management

Editimage [4

Musterfrau, Martina o~ 6 D

Company: TestfirmaGAP (TestfirmaGAP) New password Travel arranger rights onesto2go Two-factor authentication
E-Mail: yvonne.vennemann@gmx.de
Useralias  vivi Traveller profile

Traveller profiles E Q 6 =

Credit cards

I} Musterfrau, Martina A Personal and contact data Delivery address Edit image 1 card(s) added
\:\ Excluded o=

Frequent flyer cards Rail cards Hotel cards Rental car cards

Tester, Hugo Ll 1 card(s) added 0 card(s) added 0 card(s) added 0 card(s) added

simone.hobler@lcc-alr.de

Please complete any changes to your
Create new traveller E E . . .
o Profile by clicking the save button.

2 document(s) added 0 visa added
Preferences

. & X 4 L &

Rail preferences Flight preferences Hotel preferences Car preferences



1.2

Add/update BahnCard

Would you like to add a BahnCard/BahnBonus DB-account number?

Traveller profile Musterfrau, Martina

Select country

Reduction cards

BzhnCard 100 1st class

BahnCard 50 2nd class

You can add or update
your BahnCard /
BahnBonus DB-

account number via

Profile Management -

Rail cards.

Interrail

Frequent cards

Carte Grand Voyageur (TGV
loyalty card)

—- Please select -

BahnCard 100 2nd class

BC 25 1.KI]
Business)
BahnCard Business 25
1st class

RailPlus

Deutsche Bahn account
number

BC 25 1.K]]

BahnCard 25 1st class

BC 25 2.KI|
Business)
BzhnCard Business 25
2nd class

SBE Half Fare Travelcard

Eurostar frequent traveller

card

BahnCard 25 2nd class

BC 50 1.K1|
Business)
BzhnCard Business 50
1st class

BahnCard 50 1st class

BC 50 2.KI]
Business|
BzhnCard Business 50
2nd class

Lufthansa City Center
ALR Travel Group




Create new user

Create User/Traveller b 4

General information

Password ~ essees

User martina. musterfrau

Company * TestfirmaGAP (TestfirmaGAP)

Employee Mumber *

Surname *
First name *

Date of birth v

Communication details

Salutation * —- Please select -

Professional title —- Please select -

Mationality German

v

v

Create traveller profile

18

Lufthansa City Center
ALR Travel Group

» Depending on the browser settings, the "User"
and "Password" fields are automatically filled
with your own data when you create a profile.
These must be deleted.

» You can then either leave the fields empty -
then the new user's email address will
automatically be selected as their username
and onesto will generate a password.

» Alternatively, you can enter the username and
initial password you prefer.
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Travel arranger administration (1/4)

Would you like to assign a person as a travel arranger for another user?*

o Lufthansa City Center 2 sterfra tin
ALR Business Travel istey 00:59:25

|

& Lufthansa City Center
ALR Business Travel

TestfirmaGAP

Manage company > Manage profiles

O Logout
Please enter the parameters for your search. If you do not enter any parameters, you get all users.
User name ] Email address
Company
Surname Tester First name
a all companies (default)
Telefon Employee number
+ TestfirmaGAP (TestfirmaGAP)
User Right — Please select — v User Group - Please select — v
[ Excluded m
Showing 1 to 1 of 1 entries Search

Name a Company ~ User name 4 Traveller profile « Telefon a Last login &
Tester, Hugo TestfirmaGAP hugo.tester +49 (089) 1234 L,

= Deutsch > © onesto GmbH | Impressum | AGB | Data security

* This function is available to you, if you have at least restricted profile administrator permissions in the system.

Lufthansa City Center
ALR Travel Group

Search for travelers via
the profile
management and click
on edit profile.



Lufthansa City Center
ALR Travel Group

Travel arranger administration (2/4)

19

Company: TestfirmaGAP (TestfirmaGAP)

Traveller profile

Personal and contact data

E-Mail: simone.hobler@lcc-alr.de

Traveller profiles

9 Musterfrau, Martina

D Excluded

Tester, Hugo
simone.hobler@lcc-alr.de

Create new traveller

Frequent flyer cards
0 card(s) added

Official documents
0 document(s) added

Preferences

. &

Rail preferences

Administration

Q
o

Travel arranger rights

Close profile 3§

Q ®

Delivery address Edity

Rail cards Hotel cards
0 card(s) added 0 card(s) added

Visa
0 visa added

Open the “Travel arranger
rights" tile in the
"Administration” area.

Travel arranger management Tester, Hugo

Hotel prefi

Edit travel arranger

Here you can see the deputies and the rights.

Showing 1to 1 of 1 entries

o

Administration New pas;
9 Musterfrau, Martina

P —— martina.musterfrau

TestfirmaGAP (TestfirmaGAPR)

Please click on the Button 'select’ to select a travel arranger.

Select user for the travel
arranger assignment.
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Travel arranger administration (3/4)

Travel arranger management

Pl nter th

waer Name

Surname

First name

ram f r rch.

Edit travel arranger » Select travel arranger

Mustermann

Mustermann

Mustermann

Mustermann

Maximilian

Surname, First
name

Mustermann,

Showing 1 to 5 of 5 entries

user name & Company «
Max max.mustermann@lcc-alr.de TestfirmaGAP_neues Layout
' ' ’ (TESTFIRMAGAPNEUESLAYOUT)
, Max Dr. max.mustermann@testfirma.at  TestfirmaGAP (TestfirmaGAP)
Max soExx.de TestfirmaGAP (TestfirmaGAP)
, Maxi maxi.mustermann TestfirmaGAP (TestfirmaGAP)

Mustermann,

habich@nicht.de

TestfirmaGAP (TestfirmaGAP)

Search

Phone number &

+49 89 123456

+43 1 234567 |§

+49 89 123456 m

00464554545456456

Lufthansa City Center
ALR Travel Group

Select the new travel arranger.




Travel arranger administration (4/4)

Travel arranger management Tester, Hugo

Edit travel arranger

Please indicate the rights of the deputy.
Travel arranger: Mustermann, Max Dr.

All Rights (Check all listed items.)

Create (With this authorization, your deputy receives the rights to create your procedures and to book your travels.)
Edit (With this authorization your deputy receives the rights to edit your existing procedures.)

View (With this authorization, your deputy receives the rights to see your existing procedures; no changes are possible.)
Cancel (With this authorization, your deputy receives the rights to cancel your existing procedures.)

Lufthansa City Center
ALR Travel Group

Select and save the desired
permissions.

Best Practice Advice:

H Select all available rights.

1/



Messaging function

© Lufthanas City Cen support (@) Musterfrau,Martina v 005956 | 4

ALR Business

Reason _ |:\ display cancelled itinerary Booking reference TRIP12121422

M"s':e'fﬁ'a"" Ma"_u"a P Note for the printout
Tue, 15.04.2025 - Wed, 16.04.2025

hd @ Reservation number: TESTBOOKING

Double room

A Cancellation policy:

Tue, 15.04.2025

Radisson Blu Hotel Frankfurt

K
Wed, 16.04.2025 3 News

Lufthansa City Center
ALR Travel Group

Click on the envelope to start
a chat with your Business
Travel Team regarding the

current trip or to view current

news.

Mon, 23.09.2024

'

7 18.09.2024 - Ryanair bookable via onesto again

o services and fares are now available again:

Here you Wl“ f|nd yeoular, Plus, Flexi Plus
information on current topics nal baggage
such as disruption reports,

strikes, etc. §98.2024 - Avis_Stdrungsmeldung

=> llegt eine aktuelle Storungsmeldung vor:
(A new issue has been reported):

Tue, 27.08.2024

Untenstehend erhalten Sie nahere Details. Sobald uns neue Informationen vorliegen, schicken wir lhnen ein Update.
(Please see below for more details. We will send you an update as soon as we have new information.)

Avis: issues with availability

1 8 = Gemeldet (Posted): 20/08/2024 14:50
= Betroffene(r) Anbieter (Affected services): Rental Car: Avis

Here you can chat with your
Business Travel Team about
the current trip.



Lufthansa City Center

Here you can access our ALR Travel Group

support area.

Support area

= Lufthansa City Center
ALR Business Travel

Reason _ |:| display cancelled itinerary Booking reference  TRIP12121422

Musterfrau, Martina Y T ——

Tue, 15.04.2025 - Wed, 16.04.2025

v @ Reservation number: TESTBOOKING

Support topics Here you will find:

Support topics » Your Lufthansa City Center in Munich

» the contact details of your Business
Travel Team and OBE Support

Contact to the Travel Agency

Your Business Travel Team

» an overview of your contact persons

e-learning Center

» the direct link to our E-Learning
Center with helpful tips and tricks,
user guide, video tutorials and current
release notes.

19
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Reporting: regular statistics

Would you like to receive a specific report automatically on a regular basis?

» QOpen your desired report in the company administration area and select “Send periodically”.

Reports / Statistics x

Create periodical report

User Martina, Musterfrau

E-mail yvonne.vennemann@gmx.de

Day of the month jeden Tag v
Day of the week jeden Tag v
Number of days 1

Mumber months 0

Company all companies v

E-mail text

20
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Lufthansa City Center
ALR Travel Group

General tips & tricks

» Before you start booking, check that all relevant data is correctly saved in your profile.
» During the booking process, check that the travel dates are correct and change them if necessary.
» Check all the data again before completing the booking to avoid change or cancellation fees.

» Check the booking confirmation for accuracy immediately after receiving it and contact your Business Travel
Team as soon as possible if this is not the case.

» Make sure that the traveller (if you did not book for yourself) has also received the booking confirmation.



Lufthansa City Center
ALR Business Travel

Contact
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Lufthansa City Center
ALR Travel Group

Contact

Do you have any questions or suggestions
regarding onesto?

The Online Solutions Team is happy to assist you.

¢ +49 89 286611 - 600

™ onlinesolutions@Icc-alr.de

Your Online Solutions Team

§ \\
¥ -~ \
mi,\
Simone Hobler Annika Blank Intissar Hummel Sabrina Pohlmann Frank Raisch
Head of Online Solutions  Implementation Manager Support Manager Product Manager Product Manager


mailto:onlinesolutions@lcc-alr.de
mailto:onlinesolutions@lcc-alr.de
mailto:onlinesolutions@lcc-alr.de
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