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Booking authorizations

» Every user can book trips for themselves.

» As a travel arranger, you can book for the
travellers who have appointed you as a travel
arranger.

» As a travel manager, you have the opportunity
to book for all travellers in your company.

In the profile Lufthansa City Center
management, you can ALR Travel Group

add or remove travel

arrangers at any time

under “Travel arranger
rights”.

My accou
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New password

Authorization Musterfrau, Martina x

Please fill in the authorization for the selected employee

Travel arranger rights onesto2go

8 ¥

Name: Mustermann, Max
Tel: 1
EMail: xxE@xx.de

All travel

. Your travel arranger has full access to your transactions.
arranger rights

Create The employee gets the right to arrange your journeys.

Edit The employee gets the right to edit your orders.

View The employee gets the right to view your orders; no edit or cancel allowed
Cancel The employee gets the right to cancel your orders.




Lufthansa City Center

. ALR Travel Grou
Start reservation Select the desired 3

means of travel you
would like to book.

¢ Lufthansa City Center

ALR Business Travel support (@) Musterfrau, Martina  ~
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Actual trips Calendar Map Statistic Archive

The selection shows:
Select traveller | Find traveller |
» Yourself
,‘} Musterfrau, Martina +49.88 777779 MAMUC2011 m
| yvonne.vememanneg.de » the travellers who have selected you as a travel
Tester, Hogo e s [ st | arranger
» as a travel manager, use the magnifying glass to

search for the traveller you want to book for
In the next step, the
traveller is selected.

» After selecting the traveller, you can start the
reservation process.
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Booking overview

) Lufthansa City Center

ALR Business Travel

» On the home page (Actual trips) you can see
your own trips and trips that you have booked

— Q il X))

Actual trips Calendar Map Statistic Archive fO r CO | | e a g U eS .

[ Musterfrau, Martmal ] Search named trip

Wnerarys  Travllr s Towldaes  Dewiss Staus » The "Advanced search" takes you to the order

Mon,20.01.2025

v e ) Mustertro, Marena e uf e search with many search parameters. If you
e o o e . have the appropriate authorization, you can

v TRIP12120789 9 Musterfrau, Martina Wed,16.04.2025
also search for trips that you did not book
v TRIP12121392 /} Musterfrau, Martina :\;j:dlzgf'tig;; @ Online booking r A

yourself.

Tue, 15.04.2025
v TRIP12121403 9 Musterfrau, Martina o @ Online booking I 4
Wed,16.04.2025 Search Order ®

Please fill in the criteria for order search.

Tue, 15.04.2025
v TRIP12121422 ’} Musterfrau, Martina Wi @ Online booking Tl EA
i Status Al v
Itinerary type All -
Tue, 15.04.2025
v TRIP12121437 @ Musterfrau, Martina Online bookin
. Wed, 16.04.2025 g Order creation date

Begin of jc sy
Creator First name
Traveller First name
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Profile management

Here you can access
the profile
T R E— support (@) Musterfrau, Martina : management.

ALR Business Travel

Actual trips

Musterfrau, Martina Caarch namad frin

Manage company » Manage profiles

Please enter the parameters for your search. If you do not enter any parameters, you get all users.

User name [ | ] Email address
Surname First name
Telefon Employee number
[[JExcluded m
Showing 0 to 0 of 0 entries Search

Name Company Telefon ~ Last login -

Depending on your
authorization, you can
search for existing profiles,
edit them and/or create

new travellers.
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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
r-~
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Simone Hobler Annika Blank Intissar Hummel Sabrina Pohlmann Frank Raisch
Head of Online Solutions  Implementation Manager Support Manager Product Manager Product Manager
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