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Tips & tricks
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Pin needle function

Set the pin on your preferred 
outbound or return flight. All 

applicable flight combinations will 
then be displayed.

Are you looking for combination options for a preferred flight?
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Hotel map function

Are you looking for a hotel in a specific location?

Click “Show map” to 
display the hotels on a 

map.

Airports, train stations and 
rental car stations can be 

displayed/hidden.
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Rental car map function

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

Click “Show map” to 
display the rental car 

stations on a map.

Airports and train stations 
can be displayed/hidden.
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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.
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Search for bookings

Are you looking for your previously made bookings?

The “Advanced search” 
allows you to search for 

orders using various 
parameters.
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Edit bookings

Would you like to edit an order?

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

existing booking.



Add travel means to existing reservation
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Open the order 
using this icon.

Then select the means of 
travel you want to add.

onesto automatically fills 
the search mask with the 

data from the existing 
reservation.
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Copy reservations

Would you like to book a trip for another traveler?

Click here if you want to 
create a new trip using 

these travel details.



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

➢ If a reservation already exists, a message 
appears.

Click here if you want to 
create a new, independent 

order for the requested 
trip.

Click here if you want to 
add the requested trip to 

the existing order.
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Profile management

Please complete any changes to your 
profile by clicking the save button.

Access to profile
management

Would you like to edit personal data/preferences?
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Add/update BahnCard

You can add or update 
your BahnCard / 
BahnBonus DB-

account number via 
Profile Management –

 Rail cards.

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



Create new user
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➢ 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.



Travel arranger administration (1/4)
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Would you like to assign a person as a travel arranger for another user?*

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

Search for travelers via 
the profile 

management and click 
on edit profile.

1

2

3



Travel arranger administration (2/4)
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Open the “Travel arranger 
rights" tile in the 

"Administration" area.

Select user for the travel 
arranger assignment.



Travel arranger administration (3/4)
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1

2

3

Select the new travel arranger.



Travel arranger administration (4/4)
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Select and save the desired 
permissions.

Best Practice Advice: 
Select all available rights.



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

current trip or to view current 
news.

Here you will find 
information on current topics 

such as disruption reports, 
strikes, etc.

Here you can chat with your 
Business Travel Team about 

the current trip.



Support area
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Here you can access our 
support area.

Here you will find:

➢ the contact details of your Business 

Travel Team and OBE Support

➢ an overview of your contact persons

➢ the direct link to our E-Learning 

Center with helpful tips and tricks, 

user guide, video tutorials and current 

release notes.
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Reporting: regular statistics

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

➢ Open your desired report in the company administration area and select “Send periodically”.



General tips & tricks

21

➢ 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.



22

Contact
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Do you have any questions or suggestions 

regarding onesto? 

The Online Solutions Team is happy to assist you. 

 +49 89 286611 – 600

 onlinesolutions@lcc-alr.de
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