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1. Dashboard

Select the trip manager for my bookings tab on the home page.

{TWF AVR

Trawel with Flaic (Pt 1d  Powered by Travelit

AXBHESD

TrRiP MANAGER FOR MY |

Book ONLINE LocAL HEORIRSS TrRavEL REQUEST FORM OuT oF OFFICE
AND INTERNATIONAL V2

2. Modify A Trip

Online changes on existing sectors can only take place within the trip prior to approval or
after approval.

2.1 Search for trip:

Add the trip reference number and use the Search icon to locate the Trip/s.

When you have allocated the Trip, select the drop-down arrow ¥ to expand the Trip. This
would enable you to view additional information and options within that trip.

Search Options

@, Trip Reference Search

Trip Reference: * B5B9I6A6 ]

I

@, Traveller Search

@, Booker Search

¥ More Search Oplions

First Travel Date Traveller(s)

Trip Details
Enday‘ 16 May 2025 Jason Classen Company: The Presidency Of South Africa - TWF

Business Unit.  CABINET SERVICES

Trip Reference Booker. Chame Van Der Hoven

B3BI6AG Dale Crealed  Wednesday, 26 February 2025 @ 14:43
Trip Name: BOOK ONLY

Request Form Number

oEzre2 Tommskdyteer
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2.2 Modify Flight:

Select the New Consultant Message button, as indicated below.

Important: Do not use the modify trip button to change flights. The tickets will be issued
instantly without any approval.

A O Tuesday, 03 February 2026

Trip Reference
40C9558

Reason for Travel: Exlernal Meeting
Locality: Local

Settlement Card:

Booker:

Travellers x1

W= South African Airways-
= Europcar- Wendy -

B StayEasy Pietermaritzburg-
& Passion Wheets Transfers-
+ Passion Wheels Transfers-

B Southern Sun Elangeni &
W South African Alrways-

Cost Center

30066516

Description

BO%E

B0%@ I ) Mew Consultant Messenger (Chat) l O Corporate Policy Notes

All lickels i

5th Annual
& Company:
siness Unit: Management

=ated: Manday, 02 February

Modify Trip

Percentage
Travel Doc's & Invoices
100.00%
Trip Statement

Extra Cost Allocation

Type the request for change of flight in the message field.
Documents can also be attached if needed.
Select the Send Message tab.

New Message

Enter Message:*

B I U|E =

IPIease change the outgoing flight from 10:00 to 16:00 ]

| | Send Message || Add as Infernal Nu-te| | Close |

HOW TO MODIFY ATRIP
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The request will generate to the consultant to action. The consultant will do the change
outside of AV8R and import the change back into AV8R to follow the approval workflow.

Upon approval the ticket/s will be re-issued.

3. Modify Any Other Sectors

For any other changes to the trip except for flight sectors, the principle for modifying will be
based on a ‘cancel and re-book’ basis.

Should the user wish to change a hotel sector prior to check-in date, for example, the user
will book the new sector and remove the old one.

It is important to review the Vendor’s terms and conditions before the
sector is cancelled and re-booked.

Select the modify trip icon inside the trip to start the change.

South African Airways-
¥
@ Europcar- Wendy -

A 7 Ik 3 3
) Tuesday, 03 February 2026 All tickets issued trip ready for travel =5

rip Referance

40C8558

eets Transfers-

eels Transfers-
5 un Elangeni &

o South African Airways-

5th Annual MAtric Awards

Unit- Management

ed: Monday, 02 February

Modify Trip

|

Approval

External Meeting
Logal
377094+ ++++0744

Cost Center

30066516

Description

D Mew Consultant Messenger (Chat)

Percentage
Travel Doc's & Invaices
100.00%

Trip Statement

) corporate Policy Notes

Extra Cost Allocation
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The basket will open with all the relevant services.

Reminder as per the above, the original service must be cancelled and a new sector added
to modify the trip.

Select the service icon at the top of the page that’s required to be changed.

m — m p— - Hew
X Flight x+=_+E = Hotel  ~ E§car ~ g Transfer ~ B8 Other sectors ~

ﬁ Transfer Bluu Transfers 615.00
06 Transfer
o =
Pickup date: Friday, 06 February 2026 n
9
Pickup time: 15:05
-
Type: Standard Sedan (1-3 Pax)
-
Distance: 36km

mber 3112466101

Location Travellers Meeting Place Flight Flight Terminal
Number Time
P OR Tambo International {Airport) - South Africa Domestic Arrival Hall OR Tambo SA410 15:05 Domestic
Airport
Loft Apariments, - South

Africa

Remove Sector

As per generating a new trip, the search page will open to complete.

Make your selection from the results page. You can refer to the How to make a booking
manual.

After adding the updated service to the trip basket, you need to remove the original service
from the trip. Select the Remove Sector icon.

Follow above steps to change any other service as well.

Once the changes have been made, use the finalise trip and send of approval button for the
trip to follow the approval flow.

Success X

Your Sector has been successfully
added

Important: Please click "Submit
Changes for Approval” once you have
completed all your changes to this
booking

| Make Another Change |

Finalise Trip and Send for
Approval

Upon approval, the documents will be issued.
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