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Online ordering for several travellers

It is possible for secretaries to book trips online at CWT for up to four travellers at once.
The following restrictions/requirements apply:

e Up to four people can be booked together

e The travellers must belong to the same organisational unit

e The travellers must have an AU credit card that is registered on their travel profile*

e The travellers must have their date and year of birth registered on their travel profile*

*Registered by a systems administrator in "Travel Expense Accounts" under AU Accounts
when setting up the travel profile, or later when issuing a credit card.

If these requirements are not met, it is only possible to book trips for several travellers by
contacting CWT directly (tel. + 45 33 63 77 77 or staten.dk@contactcwt.com).

Important information regarding orders for several travellers: So far, only flights
can be booked for several travellers at the same time.

Below is a list of the steps to order a flight for two travellers who are to travel together:
1. Start your order like any ordinary online order on the front page of the myCWT portal.

2. Click on the Travel Arranger Dashboard and start your online order.
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3. Search for the specific travellers and select them, then click on the ‘Book fly’ (book
flight) icon.

Note that you yourself will be registered as a traveller until you actively remove your
name by clicking on the black cross.

Carlzon, Curt (Du) x Langaa, Bente x
DK-AeTM-AAR-FA CED 08146 DK-AeTM-AAR-FA OEB 8147

Angiv folgende:

Tildelt position *
DK-AeTM-AAR-FA CED 08146

Book fly

Reservationskalender

Sog efter rejsende

langaa Tildelt position v

Rejsende med aktive reservationer eller

Kun favoritrejsende Rejsende med reservationer
anmodninger
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Langaa, Bente
DK-AeTM-AAR-FA OEB 8147

4. Clicking on the ‘Book fly’ (book flight) icon will send you to the page to order the flight:

AARHUS
/U UNIVERSITY

1 Start 2 Velgfyvning 3 Veelgpris 4 Gennemfor booking 5 Bekreeftelse
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5. Select the desired departure:

1 Stat 2 Valgflyvning 3 Valgpris 4 Gennemforbooking 5 Bekraeftelse

En vej Kebenhavn » Aarhus

CPH > AAR

ma, 1 mar.

@ ~lle priser er per rejsende. Priser inkluderer ikke gebyrer, der gsslder for din betalingsform.

‘ Danish Air Transport - 72
»

~ Scandinavian Airlines -
1243 (drevet af Regional

Jet)

‘ Darish Air Transport - 74
»

e ‘. Danish Air Transport - 78

CPH
A Kgbenhavn, DK

07:25

CPH
Kebenhavn, DK

08:00

CPH
Kebenhavn, DK

08:30

A

CPH
A Kebenhavn, DK

14:45

Nonstop

Samlet tid: 0t 50m

Nenstop

Samlet tid: 0t 40m

Nonstop

Samlet tid: 0t 50m

Nonstop

Samlet tid: 0t 50m

6. Then select the desired price:

KRP
Karup, DK

08:15

AAR
Aarhus, DK

08:40

KRP
Karup, DK

09:20

KRP
Karup, DK

15:35

Sorteret efter
Tidligste afgang

Anbefales
Strakskeb

Anbefales
Strakskeb

Strakskeb

Tidsforskel: 0t 00m

Rejsepriser i alt i @konomi
~kr449.12 @

Rejsepriser i alt | @konomi

~kr449.12 2 [

Rejsepriser i alt | @konomi

~kr449.12 2 [
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1 Start 2 Velgflyvning 3 Valgpris 4 Gennemfer booking 5 Bekrasftelse °
En vej Kgbenhavn » Aarhus
Scandinavian Airlines - CPH Nonstoj AAR
M 1263 (drevet af Regional MAR Kabenhavn, DK ’ Aarhus, DK
= 1 18:20 Samlet i 0t 0m 19:00

Vis flere priser

o Alle priser er per rejsende. Priser inkluderer ikke gebyrer, der geelder for din betalingsform.

Foreslaet pris

a @
Serviceklasse £ndring Refusion Bagage kr 7;;588 o

- @konomi Ingen info +kr 166.00 / -kr 572.00 1x il GOSMART

Antal billetter: 1
Andre priser

Serviceklasse /ndring Refusion Bagage Semlet pris
—  okonomi Ingen info +kr 166.00/-kr593.00 1x @ GOSMART kr 759.00 0 >

Antal billetter: 1

7. You can now re-select the selected price or choose an alternative price:
AARHUS
/v UNIVERSITY

1Stat 2 Veelgflyming 3 Valgpris 4 Gennemfor booking 5 Bekraeftelse o

o

En vej Kgbenhavn » Aarhus

~ Scandinavian Airines - VAR CPH Nonstop AAR
1263 (drevet af Regional Kebenhavn, DK Aarhus, DK
Jet) . N
- 1 18:20 Sarmlet i Ot d0m 19:00
se (0
Serviceklasse fEndring Refusion Bagage Samiet pris )
= @konomi Ingen info +kr 166.00/ ~kr 572.00 1x @ GOSMART kr 738.00
Antal billetter: 1

& Tilbage

Alternative muligheder

Disse muligheder kunne veere bedre eller koste mindre. Overve] disse, for du foretager dit endelige valg

Vis kriterier  ~

CPH Nenstop KRP
v "‘ Danish Air Transport-30 £ MAR Kabenhavn, DK Karup, DK
1 1630 Samletti: 0t om 17:20

Samlet pris

8. Note the important information which will now be displayed before you complete your
order:
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o IMPORTANT NOTE!
If you continue by clicking “Complete this Booking” or "and add Hotel/Car” then your flights will be charged and ticketed immediately.

And please do not refresh this page or use your browser back button in the booking flow, as this might result in double-bookings

CWT onlinefee pr. rejse DKK 14 ekskl. moms

9. Information from the travel profiles will now be displayed for each of the travellers
selected (click on each name):

Carlzon, Curt o Langaa, Bente
B Oplysninger om rejsende Fr. Curt Carlzon, cot.dk@mycwt.com, Danmark v
B sillet Dokumentlevering: Electronic Ticketing 1D til elektronisk billet: Brug ikke gemt regeringsudstedt ID v
B Betaling eller garanti Faktura v
Bl Faktureringsadresse DK-AeTM-AAR-FA CED 08146, Nordre Ringgade 1, Aarhus C, 8000, Danmark v
B Bonusprogramm Intet kort anvendt v
Y1  Anmodning om maktid Standardmahtid v
B sruger Curt Carlzon, cot.dk@myewt.com v

Onsker du at tilfsje en ny booking til din rejse efter denne?
Vaelg bookingtype her.

|E| kr 1,476.00 [efalal=aalivigelolel(als]
Oplysninger ~ [ d
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If you do not want to book a hotel and car, you can now click 'Gennemfgr booking'
(complete booking) to order the flight.



