THE UNIVERSITY OF

: : r
Online booking St | k) AUCKLAND

PURTUE WITH PASSION PARTNER WITH FURPOSE CREATE IMI FUTURE m

Before you begin: * Have your travel approved in writing (grant owner or supervisor if applicable)
» Get department / cost centre codes and if applicable, project number for charging
Be clear about travel requirements (times, accommodation, location — charges apply for changes

1. Getting started
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A. Select / deselect the travel components required —
flight; hotel; car hire (all selected by default)
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2b. Logging into the Orbit Portal (UniServices) C. Select Departure Date using calendar
(] D. Select Time using drop down menu (selection will
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A. Log into Orbit via the UniServices Intranet
“Luminate”> Services >Purchasing — Booking
Travel with Orbit
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Who's traveling?

Your selection
o @ Mr Uot Traveller Bear o_/
@ Mr Uotfour Traveller Bear ,j ] ot °~
I 1“ Your itinerary components will be displayed
|

@ o Tevetersen Car Hire and Hotel are displayed based on travel
A. Select New Booking dates, select Edit or Remove to amend
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5. Selecting an outgoing flight

7. Selecting a hotel

Wt Suggested = List

A Auckland to Christchurch

(3 Mon,Jung8 ~ (D 10:00AM -

1 Grid

Showing flights between 8.00 am -12.00 pm

©

Arrive Durstior

. @ Recommended N
L2 Alr New Zealand 5> 11:225AM T 25m | o errerreq fore selected v
A Ol . TaHE
Al Nonstop CHC (Christchu... B Private fare
& Fare A
o
@ 15776 B Q st B Q 17854 |

ices shown are per tr

Prices sho ional credit card fees may @
* Estimated fare price is sul

o change and will be validated whe

Available flights are displayed
B. The Date and Time for search can be amended
C. Flights can be viewed in Suggested, List or Grid
format (system will remember your preferred view)
. Select a flight
Select the appropriate Fare
F. Click OK

m O

Fares displayed in green text and a
indicate preferred fares

NB

green star

l= Stay in Christchurch

il suggested

0 wmap
(3 Juni2

Q, christchurch, New Zealand -

&% 1 guest, 1 room

0.06 miles: 0.20 miles® 203 miles

EconoLodge
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Junction Mot.

S0
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Tower
Junction Mot..

s0

Distinction
christchurcs ..
122

Rendezvous
christehurch

§149

Quality Hotel
ms

s122

Jucy Pods
so

{5} save $112.50 /night if you book with De Lage Motel
check in
2:00 pm

Men, Jun 8

Check out
10:00 am

Fri.Jun 12

from

Corporate Public Rate. Studio -1X King Bed
‘ © Reres gk 120 $112.50
o. per night

Best Ava\\abls,J(umu -1X King Bed

© Raterules

Duration

4 nights

@ Recommended
fr Prefered rate selec.

—

SELECTED

. The hotels can be displayed in Suggested V
Map View or List View

B. Select a Hotel

C. Click on the Hotel Name for further detail

. Click on Rate Rules to read important information,
including cancellation policy

E. Select a Room

F. Click OK

Corporate preferred rates are
NB  denoted with a green triangle

If a hotel room rate says ‘Pay Now’ then the room rate is
an instant purchase rate and the total stay will be charged
back to Orbit immediately on completion of the booking.

Pay Nowv rates are often non-refundable and

NB . . .
non-changeable. The Rate Rules will advise this

6. Selecting a car

8. Selecting a return flight

#  Rental car in Christchurch Eux W

Q Pickup On arrival

@ Drop off

Christchurch Airport ~
On departure Christchurch Airport ~

A% 1traveler, 1 car VIEW ALL DEPOT HOURS

Chains ~  Classes cart by Price ~

Transmissiong

pp— [c)
 nenprienearre | Budget  §120.70% @
Unlimited Mileage el est $39.02/da;

$128.95/day

st $41.38/da,

. The Pick up and Drop off locations are populated
based on flight details but change if required
B. Cars can be viewed in Suggested, Map or List
format (system will remember your preferred view)
C. Click SELECT to select a car
. Click OK

Toyota Yaris
a-door

& 4sests
# Air Conditioning

@

@ auomatic
# Air Conditioning

2/4 Door Car Compact
244 Door car

& Non-preferred rate

 Show more options

AVIS

SELECT

©

Unlimited Milesge

Lowest rate and preferred / non-

preferred rates are highlighted
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e per traveler Addito  fees ey apply.
d fare price is subject to change and will be validsted when selected

. Available flights are displayed

B. The Date and Time for search can be amended
C. Flights can be viewed in Selected, List or Grid
format (system will remember preferred view)

. Select a flight
E. Select the appropriate Fare
F. Click OK

G ':] (1)
DISCARD ITINERARY - CONTINUE TO EXTRAS EXPRESS CHECKOUT »

G.

If any extras are required (select seats or meal
requests™ on flight etc.) click Continue to extras,
otherwise;

H. Click EXPRESS CHECKOUT

*For NZ international flights, Air NZ meal requests
NB | Must be made AFTER the ticket has been issued.
Please contact Orbit to add your meal request as
soon as the final ticketed itinerary is received.

All other Airlines receive meal requests on
completion of the online booking. All meals are
on request and subject to the airlines discretion.
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9. Finalising trip 9. Finalising trip (continued)

N B Trip Reason Travelling for Trip Reason
Confirm and book your trip Field Trip] = eld i
Mon, Jun 8- Fri, Jun 12 _Travelling R Field Trip
& 1 Traveler - Conference - lling for UniServi Travelling for
Mr Uot Traveller Bear Delegation faveling Tor Jnisenices Travelling for UDA -
Mon 08 Jun Field Tri . .
’ This drives .J Save
x Auckland to Christchurch 8157.16 J Recruitment the form of
Air New Zealand . 10:00 am - 11:25 am per traveler Relocation NB
,’.\ Rental car in Christchurch $31338 Research Collaboration payment SO
Budget Rent A Car . 1125 am Mon, Jun 8 per vehicle important to
e Stay $45000 select right one
Quest Christchurch . 200 pm Mon, Jun 8 per room
Uz G. Select Trip Reason from the drop down menu
A Chistehuren 1o Auckland SeTe v H. Select whether travelling for UOA or UniServices
from drop down
A. A summary of the itinerary is displayed
UniServices only
Payment
How would you ke to pay for your trp? » If UniServices is selected, an additional question
A AirNew Zealand @3 e T §157.16 ¥ |S presented:
A AirNew Zealand [ 4 1111 S157.16 ¥ Cost Code Type
: Choose or type a selection
= Quest Christchurch /e 1111 §450.00 V¥ I SeIeCt Cost COde
UniServices GL Account
. Budget Rent A Car o $313.38 Type from the drop
— down menu UniServices Project Task Number
Trip Total NZD $1,077.70
Please note: The price shown is a guide only, may be subject to currency fluctuation and excludes any applicable taxes. y e
ii. If GL Account selected, enter | UniServices GL Account

B. Payment details are summarised Account No. in format shown

Card details are pre-populated with Orbit cards.

Cost

If PI’OjeCt SeIeCted’ enter UniServices Project.Task Number
Ta.sk Number in format Project Task Number
shown XXXXX XXX

ype

NB

Travellers will never be asked for their own details .

Special requests and additional information

£ Rental car details i | paabesle I. Click Save

| AddDetsils w

== Hotel details o
@ Booking details | Add Details Read and accept rules and conditions o v

lunderstand and accept all the rules and conditions.

C. Special requests / additional information can be
added — click Add Details if required J. Click check box to agree to conditions

«. Click Book O
Corporate Compliance o
() Rensalcarin S —— 2 R | 10. Saving confirmed itinerary

Christehurch
(@ Missing hotel payment View Selected Card A. Clle MANAGE Manage boaking
() Additional information Custom field details required - Enter Required Details B. Click Manage BOOkIng : =

Any non-compliant selections will be highlighted and
further information requested
D. If applicable, click Submit Reason

wniservices™
ks o e

() Corporate Preferre Aentz Carnot selecied. ~ et m Traveladmin Arranger Bear | Logout
Palicy
. | o ociice perecarce: . Amadeus Referance: TEXLZN, Third Party Ref: CO662518 | Eack to Booking List
Break Policy Reason "
5 Pending N ~
Plesse provide reasons for breaking travel policies. Select 8 standsrd response from the list L5 J — Email " ypyeCancel LiE S
- . = EBooking Details Hide Details
#_ Car Rental in Christchurch: Mon, Jun 8 - Fri, Jun 12, 2020 e e sk Travelier Besr Jra— aun
Budget Rent A Car Date @ Jun 2020 to 12 Jun 2020 Car Total 5347.88
oretermed Benal & recred Foticy Unisarvices DOM Air Hotel Total 5450.00
'referrs lental Car not selected. o o
Kind of trip Domestic Trip Total @ $1,112.20

C. Select either the Print or Email icon

()

[1]
Q) Large Car Size Required
®

|

_Nn Preferred in Location » If Print selected, scan the printed itinerary and
Add Comment save to a local drive
O Smallest cor Size avellble » If Email selected, email to self and save the
cancel| — suomi ‘Ij itinerary to a local drive

E. Select a Standard Response from list and add Once a booking is made it will show Status Pending
until the ticket is issued. The booking is confirmed,

comment as required 5 el S =2 \ U
pending just indicates an un-ticketed booking.

F. CI!Ck Submit . ] Once Orbit receive a PO the ticket will be issued and
G. Click Enter Required Details pending status updated.




11. Confirm travel

12. Search for and view trips

» If Purchasing Department selected at Set Up was a
University, please follow 11a.
For Purchasing Department selected at Set Up was

UniServices, please follow 11b.

>

» All itineraries can be retrieved anytime from within
Orbit

] Dashboard

11a. Confirm travel (UoA)

A. Select Bookings
B. Select Manage bookings

Bookings

» An automated Order Confirmation will be emailed on
completion of the online booking.

This contains the link to raise the Purchase Order
with the STC

Check details, contact Orbit if any changes are
required

Submit purchase order request to the STC through
the Staff Service Centre Intranet portal:

Select Topic: Request to Purchase; Sub Topic:
Travel Request

>

NB — Your itinerary will have a ticketing time limit
of 24 hours. Send to STC immediately to ensure
PO can be raised before deadlines.

Important points to note:

e Conferences and field trips paid for from PReSS

accounts have a limit of $1,200 pa with approval
from supervisor.
All domestic and international air travel is to be
economy class unless a higher class of travel is
approved by an SMT member as per UoA travel
policy.

Manage bookings

Create new booking

PENDING APPROVAL BOOKINGS | MADE

Y \
| J UPCOMING

Contains -

Bookings.. ¥

© 9. 00

PNR
e/ TOVTZIG

TBXL2N

Dates Travelers Route

Mar 2 - Mar 3 Mr Traveladmin . WLG-AKL-WLG

Jumg-Juniz Mr Uot Traveller . AKL-CHC-AKL

S0HIUs Sep17-Sepl18 Ms Ucthirty Trav_. AKL-WLG-AKL

Select the relevant booking category
Filter on any of the relevant fields if necessary, or
use Search

. Click on PNR number to open the relevant itinerary

13. Add a booking to Calendar

11b. Confirm travel (UniServices)

» An order confirmation is then sent to UniServices
Purchasing to generate a PO. Once the PO is
approved by the delegated financial approver in T1
it will be released to Orbit to ticket / finalise your
itinerary. Orbit will then send the final (e-ticket)
itinerary.

oo - ]| s

o

Tiip 1o Wellingtdn

Thu 15 Oct 2020 - Sat'17 Oct 2020

Add to calendar

Add this Trip 10 your

ITINERARY ACTIVITY alendar

@ Booking details ( sapaie

Dnline Ref: 87771  GDS Ref OUVOCM

Maone

o]

Flight Air New Zealand (NZ415 - K Class) - Mr Uotfour Traveller Bear

travel .admin@uot.co.nz

&

Required

Serko Online <noreply@serkoonline.com>

|o The organizer has not requested a response for this meeting.

When Thursday, 15 October 2020 5:30 AM-10:40 AM Location Departing from Auckland

P e

g*M

Flight Air New Zealand (NZ415 - K Class) - Mr Uotfour Traveller Bear
Deg at Welfingtan

and, Arriving at gtan

10

Traveller: Mr Uotfour Traveller Bear
Flight on Air New Zealand (NZ415 - K Class)
Amadeus Reference; OUVOCM

x + Accept
o :

Delete

X Decline

Delete

. With the itinerary open, click EXPORT

. Click Add to calendar

. The booking will be added to the travel arrangers
outlook calendar

. This can then be forwarded to a travellers email
and calendar
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