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Agenda

1. LogIn, Personal Portal™, Administration User Profiles

2. Flight Booking

3. Hotel Booking

4. Car Booking

5. cytric Mobile Companion

6. Retrieve Bookings

7. Act as a Travel Arranger

8. Tips & Tricks 



LogIn, Personal Portal™, 
Administration User Profiles



Manuel Login

Please enter your company email address as your user name.

The password can be requested via „Forgot your password?“.
Enter your user name and your name as written in your travel
document.

Please note that the first letter of your first and last name has
to be in capitals.

The temporary password will be sent to you via email.



Personal Portal™

Travel 
Arranger 

Dashboard™

User 
section

Services for 
your trip 

organisation

Start into a 
booking



Personal Portal™

Edit your 
User Profile



My User Profile: Administration

Keeping your 
profile up-to-

date saves real 
booking timeAreas that need to 

be filled or 
reviewed before 
the first booking 

1 2 3 4

5

6



My User Profile: 
1 Personal Data

Save your 
name as 
stated in 
passport



My User Profile:
2 ID and Visa Data

Add 
an(other) ID

Change/ 
Delete

Add all 
details 

accordingly

Please 
always select 
this option!



My User Profile: 
3 Credit Card and Payment Card Information

Store your 
personal 

credit card



My User Profile
4 Frequent Traveller Programmes 

Further 
categories as 
rental car and 

hotels

Pick the 
airline

Confirm 
alliance



My User Profile: 
5 Personal Preferences

Save your 
system

preferences

Save your 
seat and 

meal 
preference



My User Profile: 
6 cytric System Management

Change your 
password



Flight Booking



Flight Booking

Start a new flight
booking



Flight Booking: Search criteria

Typ in flight
preferences like, 

airport, date, time



Flight Booking: Flight offers

Filter and sort

Selection of the
desired option

In Policy / 
Out of Policy

Notice of Low-
Cost Carrier 

booking



Flight Booking: filter options and sort criteria

Set time window
for inbound and 
outbound flight

Select the
option for the

sorting

Selection of
possible stops



Flight Booking: flight selection
Variant 1

Hinweis: Sie können es auch 
umgekehrt machen, erst den 
Rückflug wählen und dann sehen 
Sie alle verfügbaren Hinflüge dazu.

Selection of the
desired option

for the
outbound flight

Selection of the
desired option

for the inbound
flight



Flight Booking: Flight selection
Variant 2

Expand the area
and select

inbound and 
outbound flight
together. Total 

price for a return
flight.

All available
return flights are

displayed.



Flight Booking: Details

Expand display
for detail

information

Travel time 
Information

Sofortkauf = 
booking

directly on the
airline‘s

homepage



Flight Booking: Fare selection

Travel 
overview

Filter options



Flight Booking: Fare selection – filter options

Filter by cancellation
policy

Filter by rebooking
conditions



Flight Booking: Fare selection

Different fare
combinations are

displayed

Selection of the
desired fare



Flight Booking: Ancillary Services

Book additional 
services (fees may

apply)



Flight Booking: Conclusion

Choose between
instant and delayed

ticketing

Agree to the purchase
conditions

Finalize the
booking



Flight Booking: Confirmation

Copy Booking 
for another 

Traveller

Transmit your 
confirmation to 
another email

Save as a template



Flight Booking: Confirmation
Add flight, car

or hotel
booking

Change/ Cancel
Booking

In general, a cancellation and adjustments of a flight booking is possible in cytric before the ticket is issued 
by BCD Travel.

After a ticked is issued, your service team will help you with the adjustments.



Flight Booking: Active Booking Display

View the flight 
booking on your  

Dashboard

Display the 
booking 

confirmation



Hotel Booking



Hotel Booking: Start 

Start a new
hotel booking

for yourself



Hotel Booking: Search Criteria

Select travel 
dates

Select city, address,  
company location or 

hotel chain



Hotel Booking: Selection

Hotel 
information

Contracted 
hotels

Applied 
travel
policy



Hotel Booking: Available Rooms

Price

Check rate 
information 

in detail

Booking 
source



Hotel Booking: Conclusion

Cancellation policy

Payment information

Agree on the terms 
and conditions to 

proceed



Hotel Booking: Confirmation

Hotel reference

Hotel rate 
information

Record Locator for 
travel agency



Hotel Booking: Change/Cancel

Add booking 
to existing 

one

Change or cancel 
existing booking



Car Booking 



Car Booking: Start 

Start a new car
booking for

yourself



Car Booking: Search Criteria

Select time, 
date, corp. 

location and 
country of car 

hire



Car Booking: Station Selection
Select your pick-up 
or del/col Station

Show Car 
Categories and 

Offers



Car Booking: Car Selection

Choose your car 
and get details

“green” in-policy

Adjust 
search 
criteria



Car Booking: Rate Details and Cancelation Policy

Check the 
Cancelation 

Policy

Included 
Insurances



Car Booking: Add Equipment

Add your 
special 

equipment



Car Booking: Conclusion

Add payment 
details

Confirm and 
complete 
booking



Car Booking: Confirmation

Booking 
details

Costs of 
complete 

trip



Retrieve bookings



Personal Portal™

Active 
booking for 

yourself

Display, 
cancel or 

change the 
trip



Personal Portal™

Find all active, past 
and cancelled trips 
booked by yourself  

or your arranger



Act as a Travel Arranger



Travel Arranger Dashboard™

Switch to 
Travel Arranger

Dashboard



Travel Arranger Dashboard™

Step 1: Search 
your traveller

Step 2: Activate 
checkbox in front 
of your traveller

Step 3: Remove 
yourself from 

selected traveller



Travel Arranger Dashboard™

Start a new
Booking for

your traveller



Travel Arranger Dashboard™

Check of traveller 
profiles

Use “Edit User Data”



Travel Arranger Dashboard™

search for traveller by 
name, email or 

location

Adjust or delete profile



Tips & Tricks

Travel Arranger



Travel Arranger Dashboard™ 

• To display a traveller on the TAD, use the option to search by last name and go on 
“Search”. Always select the traveller before you start into a booking. 

• Either by using the Travel Arranger Dashboard™ or by using your travellers list. 
Check before you do any booking, if the booking was possibly already booked by 
one of the other travel arrangers or the traveller itself.

• Check within the travellers profile, if all necessary payment details are saved and 
up-to-date. 

• As soon as more travel arrangers are responsible for one traveller and a booking is 
made, the TAD shows the actual status of bookings to all Travel Arrangers 
associated to the traveller. 



During the booking process….

• Make sure that all the travel data is correct. Check all 
data in all steps of the workflow and make changes if 
necessary.

• Do not overwrite any travelers name in the workflow. 
Please always select the correct traveler from the 
beginning. 

• Re-check all data before you complete the booking in 
the last step of the workflow, in order to avoid possible 
cancellation fees.



After a booking is completed….

• Please immediately check the confirmation to make 
sure every data is correct, in order to avoid possible 
ticket fees.

• Make sure that the traveler received the confirmation 
as well.

• Make sure, that all bookings in regard of the travel 
itinerary is visible within the Travel Arranger 
Dashboard™.



Search of existing bookings….

• For enquiries the booker of a trip is always indicated on 
the booking confirmation, which you can view in the 
TAD by mouse over the booking symbol and click on 
`Display`.

• With the section `My Trips` you will find all your 
booked trips for you personally and for your travellers
as well as those cancelled by you and trips in the past 
you have booked.



Questions and 
Support

BCD Travel Austria

Tel: +43 50 884 72911
Email: cytricsupport@bcdtravel.at


