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How to Book

Traveloka for Corporates



Booked by Admin or Booker traveloka{

traveloka¥ CorPORATES My Booking §B EN & TVLKStaging @) v 2 StevenEliezer v

Let's plan your business trip!

List of Passenggers @ || From To

R Select passengers = Jakarta (JKTA) v @ % Bali /Denpasar ([ v
Departure Date Return Date Seat Class

5 28 Apr2021 (s Economy v

Discover Flight

021-2910-3308

= : Traveloka Business Others
@ Contact Us
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traveloka¥

traveloka™ Corpopatis MyBooking @ EN & TVikSuging (€S0 v 2 Sweven Eliezer

Jakarta (All Airports) — Bali /Denpasar {DPS) - Ngurah Rai Intl

Watine iy, 28 Apnl 2071

L hesseorgee | Economy Change Search
After you input the passengers
i I B s i ki name, destination from — to,
departure date.
e Brhisin 10.10 13.05 1h 55m [0}
Ezoroery Jakarcs OO ﬂl:”‘Drn;...u Je et np 458 295,0”
] You will be directed to the airline
T (A selection page. You can choose the
flights that suits to the passenger
e Nirtisia 1243 1540 th 55m fic) travel pohcy
SOy Iokarta (GG l'[:"'l(l"h:'-'-"' chonct Rp 458 295/p
Figst Delaits Fare Info
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Your Booking

Fill in your details and review your booking.

Contact Details After you choose the flight.

Name You need to fill in the contact details.
Steven Eliezer

If booked by admin or booker, the contact
details inputted is contact details of the
+62 v steven.eliezer@traveloka.com admin or bOOker.

Please include the country code for your Mobile
Number, for example: +62813123456

Mobile Number Email

travelokak | E'ORPOR ATES Confidential — for internal use only 4
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Traveler Form

Clara Liswanto
Marketing

Title

Date of Birth Nationality
v v v Indonesia ¥

Adult Passenger (Age 12 and older)

Next is to fill in the traveler details.
Flight Facilities

Baggage Also, if you need additional baggage you can

CGK- DPS choose directly from the baggage list.

15kg-Rp 0O v
If it's done, click continue to payment.

Price Details

Price you pay Rp 458295 v

Additional Information (Optional)

Notes

Input your company reference number here if there is any. E.g. : Reference Number #1234567890 0/100

Continue to Payment

travelokak | E'ORPOR ATES Confidential — for internal use only 5
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You will be directed to time limit page.

Compiete paymee m 024531 O TRIP 12
1698171216181953415

iwcicing You can confirm or issue the ticket right after
o o you complete the booking or you can wait

Sug.y Yr:.!m Company | Fight . . . .. .

9 : oo and confirm it before the time limit expired.

© Suthoent

D R To issued the ticket, you can click the confirm
Aot Fare ol Bp ASS 23

payment button.

Bagpage TOK - TFS 212

Total Prce Rp 458 295

By chichang e button beldw, you seeto 7
s ang Prv Fe Ty

1) Cootum Paymen

After you click, the confirm payment button.

Are Your Purchase Details Correct?

After your booking is confirmed. you will not be able to make

s g To add more security, you need to type
e CONFIRM arel ClcK ~Yes, Pay oW o contims CONFIRM before click Yes Pay Now to issued
the ticket.
Check Again
traveloka' E(ORPOR ATES Confidential — for internal use only 6
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Purchase List
My Company

= m @ Find all your e-tickets and vouchers on My Booking
Cradit is Available

{6,} Company Structure Fitter = Customize Filter Customize Date
B Employee List April 2021 To check if your payment is
Trp 1D #1698171219183953415
@ Purchase List D..-‘v:clr?ase Date: Tue. 27 Apr 2021 Rp 582505 SucceSSfUI’ you can go to
Purchase List Menu.
B My Booking 0 Jakarta (CGK) o= Bali /Denpasar (DPS)
Deails If the status is purchase

successful, then the payment is
success and e-ticket will be sent
directly to traveler and

0 Jakarta (CGK) o= Bali /Denpasar (DPS) admln/bOOker emall

Purchase Successful Details

Trip 1D #1698161864673879559

Purchase Date- Tue. 27 Apr 2021

Rp 458.295

Trip 1D #1697540482121356199

Rp 622.399
Purchase Date: Tue 20 Apr 2021

J Jakarta (CGK) o+ Bali/Denpasar (DPS)

Purchase Successful Details

traveloka* 'S'ORPOR ATES Confidential — for internal use only 7
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Active E-tickets & Vouchers
My Company

- Filter ~ Customize Filter

Creditis Available

Trip 'D #1698171219183953415 ~
{é} Company Structure

( Jakarta (CGK) o Bali/Denpasar (DPS)
@ Employee List

doks  QZ-7520
@ Purchase List Flight Schedule Departure Airport
Wed, 28 Apr 2021, 10:10 Soekarno Hatta Intl Airgort

kil

You also can check the active e-tickets in

Booking Details My Booklng MenU.

Booked by Booking Date Bocking ID

Steven Eliezer 27 Apr 2021 5505

Payment Method Payment Status . . . .

e If you didn’t received the e-tickets email or

PE— in accidentally the email deleted. You can
download the e-tickets or resend it.

Flight Details J¢ Jakarts (CGK) o+ Bali /Denpasar (DPS)
A= AirAsia QZ-7520 FNR Code X_ZCINBG
Departure Arrival

Wed, 28 Apr 2021 10:10 » Jakarta (CGK) Wed, 28 Apr 2021 13:05 « Bali /Denpasar {DPS}
Departure Airport Arrival Airport

Soekarno Hatta Intl Airport Ngurah Rai Int'l

Passenger Details

Clara Liswanto Baggage
Marketing - clara liswanto@travaioka.com CGK — DPS 1Skg
Refund History Request Refund

traveloka” | gORPOR ATES Confidential — for internal use only 8



Booked by the Traveler trave lO ka‘k

traveloka® o MyBcoking @ EN & TVixSugng & v 2 Ciam Lswenm v

Let's plan your business trip!

List & Faseenggers

ki I e e If you allowed the traveler to booked by
Departure Date Returm Date Seat Clazs se I f .
55 28 A 2021 s Lcanamy

The name listed on passenger list

will be shown only his/ her name.

@ 021-2910-5308

Confidential — for internal use only

for
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traveloka™ Conrrorares MyBooking @ EN @ TViNSwging ® « 2 Cla Liswanto v
Filter Trarwsn - e Awting - More Filters ~ Sort
___ Cititink 1555 18:55 2h Dm )
Ezimzmy Jabadta (HLP) A I Dorpasa thiract Rp 537439 00
st

a

Flight Detals Farn Inte
Lon A 09.00 0750 th 50m Ap 538 600/nm H
| o Mo IO e e Bt o u i Traveler choose the flight that
(18109 Choose . . . .
suits with his/ her travel policy.
Flight Datnis Farw intz
. Lion Al 02.00 1130 th %0m 3 Ap 538 600/50
Frwrm Jakarta (CON) Bt /Deorpacs mrect
Fligh Oetade Farw Ints
. Lion A 1523 1420 1h 55m @ Ap 538 600/
Fowmu Jakasta (CUMW A [Denpasar troct
oPs Chaose

trave[oka‘t | EbRPOR ATES Confidential — for internal use only 10
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Your Booking
Contact Details »
I Jakarta »Bali / Denpasar  Details
— N :::;; Mon, 10 Feb 2025 -
SR oL
o A Traveler fill in the contact details and
v traveler form.

V Also, if the traveler need to buy
e — additional baggage, he/ she can
e choose directly from baggage list.

1x20kg RpO

Price Detaits If all the data filled and complete, the
R traveler can continue to the next step

Additional Informtion (Optional) by click continue to payment button
N i, e e et to confirm the reservation.

Approval, price screenshots) or include Booking Notes for extra information

Booking Attachment

traveloka‘t | E'ORPOR ATES Confidential — for internal use only 11
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travelokat | CORPORATES

X Jakarta » Bali / Denpasar  Details

Noncompillant with Company Policy
Departure - Mon, 10 Feb 2025

TransNusa ‘\
Economy

10:30 13:20 1h 50m
->

CGK pps @ direct

Jakarta (CGK) - Bali / Denpasar (DPS)
@ Refundable

traveloka

Refund Policy Appears on Page

Booking Details

% Fight 2% Refund

Jakarta (CGK) » Bali / Dergasar (OPS)

TraraNusa - Econoeny - 10 Fab 2025

For refund request submittad more than 72 hours bafoeg departure, efund & subject ta a canceallation feg par pax.
For refund requess submitted between 72 hours 10 48 hours bafoss departure, refund & subject ta a cancellation fes
50°% of tha basic faro par pax

For refund requass: submitted batween 48 hours 1o 26 hows bafore departure, refund k= subject to a cancellation foa
€0% af the basic fare per pax.

For refund raquast submitted Datween 24 hours 1o 12 howrs before dapartuee, refund is subject o a canceilation fea

70% of tha Dasic faea par pax

For rafund requess submitted batween 12 hours t0 & houls batore departure. sefund is subject to a canceliation fos

B0% of tha basic fare par pax

For mfund reguest submittod batwean & howes befon departusg 10 50 days 3'ter departure, refund s sabject toa
cancallation fae 0% of the total fare par pax

Confidential — for internal use only 12
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Payment The traveler will be directed to the time
PAYMENT METHOD Complet= payment in 025935 (:) TREP 1D Ilmlt page'
16981 73601730029063
oIEng = Because the setting of traveler role
Scging Tasdoq Cobvany | o only allowed to book for self, so he/
Siatin ad Crocit Limi fagney she can’t issued the ticket.
© Sufhcent
Price Details Ma ClaraLiwarto The confirm payment button is can't
Adult Faca xt Rp 537439 ' be clicked and grey colored.
Baggage HLP - OPS FREE
SR Rp 537439 To confirm the payment, travelgr can
inform the admin/ booker the trip ID
By ¢licking the button below. you -tv—'ulo Trivwioka 5 Torrrs & to |Ssued the e-thket_

tions and Privacy Policy

traveloka” ‘ E(ORPOR ATES Confidential — for internal use only 13
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My Bocking e EN & TVLK Siaging m v & Steven Eliezer

traveloka® “orponates

My Company

Let's plan your business i o ]

Credt ¢ Axaiabie

X Fight & Company Structure After admin/ booker received
Lizt of Passanggers © From . .
8 Howl e Aty L the notification from traveler.
arture Date m . E‘ Ve . . .
DD foeman Admin/ booker log in to their
(= 28 Ape 2021 B My Boohing v . .
account and click purchase list

menu.

@ 021-2910-3308

traveloka' ‘ gORPOR ATES Confidential — for internal use only 14
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Purchase List

My Company
= @ f@ Find all your e-tickets and vouchers on My Booking
Crediz o Available
@ Company Structure Fiter  Customize Filter Customize Date
@ Employee List April 2021
i1 #1698173601730029063
@ Pirchase List :‘»-..‘ chaze Bace Tue 27 A 201 Rp 537‘39 . . .
Match the trip id informed by the
My Booking XK Jakana (HLP) == Bali /Denpasar (DPS) traveler.
If you already found the matched
trip id, you can click details to
Purchase Details Trip ID 1698173601730029063 Cont|nue to payment
# Waiting for Payment Rp 537439 v
PURCHASE DATE PAYMENT METHOD
Tue, 27 Apr 2021 13:22 Invoice

Product Details

x Jakarta (HLP) o— Bali /Denpasar (DPS)
Citilink

Waiting for Payment Continue to Payment

travelokat | E'ORPOR ATES Confidential — for internal use only 15
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Payment
PAYMENT METHOD Camplets payment in 024304 ® 1RIP 1D
1698173601730029063
— . . ,
ki QUR TRIS — Then you will be directed to time
Staqing Testing Company | Fuon limit page again.
Status of Crechit Lienit o HLE - Dps
e Because of the role setting admin/
Price Details s ke booker can issued the ticket, the
Akt s B confirm payment button can be
Baggage HLP - DPS e clicked and orange colored.
Total Price Rp 537439
By clicking the button below, you agree to Trayelok
ndinons and Peevacy Polr
traveloka" E(ORPOR ATES Confidential — for internal use only 16
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Payment
PAYMENT METHOD Camplets payment in 024304 ® 1RIP 1D
1698173601730029063
— . . ,
ki QUR TRIS — Then you will be directed to time
Staqing Testing Company | Fuon limit page again.
Status of Crechit Lienit o HLE - Dps
e Because of the role setting admin/
Price Details s ke booker can issued the ticket, the
Akt s B confirm payment button can be
Baggage HLP - DPS e clicked and orange colored.
Total Price Rp 537439
By clicking the button below, you agree to Trayelok
ndinons and Peevacy Polr
traveloka" E(ORPOR ATES Confidential — for internal use only 17
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Call Center 24/7 corporate Travel (Indonesia)

For reschedule / refund information :

021-29103308

corporateops@traveloka.com

trave[oka" | gORPOR ATES Confidential — for internal use only 18
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How to Create Account

Traveloka for Corporates



traveloka¥

Have you got your password?

If yes, go to: http://corporates.ctv.traveloka.com

If no, check your inbox (for admin)

travelokat | E'ORPOR ATES Confidential — for internal use only 2
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trave[oka" E)E)RPOR ATES Features Products Articles & EN Login m

X Flights | 3
Seamless business
travels await

Manage all your business travels in one platform.

I'm interested

% N,

rusted by notable companies an BSDCITY =] =y »
;sti:u?i::s o . : Otoparts g ciubig opportunty .7. M AYOR A m . KT&EG Q{\ @ !ouaow OPERATOR o i
Traveloka Dashboard, then klik Log in
traveloka‘t Confidential — for internal use only 3
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FOR

traveloka' CORPORATES FOR

traveloka' CORPORATES

Email
Please enter your email address. We will send you an

email with a code to reset your password.

Password Email

Don't remember your password?

Traveloka Dashoard , then klik don’t remember your password for creating
password then put your email address

travelokat E'ORPOR ATES Confidential — for internal use only 4
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Password Change Request

You have submitted a password change request.
If it wasn't you please disregard this email and make sure you can still login to your account. If it was you, then please tap the button below

Confirm the password change

Verification number

275972

Make sure to change your password within 1 hour (at 10:24 WIB) or the link will expire.

If the verification number already expired then you can tap here and we will send you new email

Thanks!
Traveloka for Corporates

There would be incoming email for 6 verification code, kindly input after you put
your password

travelokak | E'ORPOR ATES Confidential — for internal use only 5
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Set up My Company

Traveloka for Corporates



Set Up Corporate Account trave lO kaqk

Have you got your password?

If yes, go to: http://corporates.ctv.traveloka.com

If no, check your inbox (for admin)

trave[oka" ‘ gORPORATES Confidential — for internal use only 2


http://corporates.ctv.traveloka.com/

Open B2B Platform https://corporates.ctv.traveloka.com/ travel(_')kak

¥ '(?ROR PORATES  Solutions  UseCases  Benefits  How to Sign Up * EN  Login
— |

Your business travel,
simplified

Let us help you simplify and manage your business travel efficiently,
saving your time and money.

Sign Up > Watch Demo @

No credit card/payment required during the registration process

=20
i —
)

+

v

> §

Trusted by notable companies and institutions

."‘l MAYORA % PLN ’} PERTAMINA QOCBC Bank

trave[c)ka‘k grORPORATES Confidential — for internal use only 3



Log in use your email and password traveloka‘k

traveloka¥ CorPORATES

& | jours@example.com

(&5

your password

Don't remember your password?

LOG IN >

trave[oka‘t gORPORATES Confidential — for internal use only 4



Click your company name and choose Company Structure Menu trave lo |(a't

for

travelOkay CORPORATES My Booking $ EN | ® TVLK Staging @ v J & Steven Eliezer v

My Company

Let's plan your business =

Credit is Available

2 Flight {§} Company Structure
List of Passenggers © From
@ Hotel :
8% Select passengers = Jakarte 3%% Employee List
Departure Date —_— Purchase List
= 28 Apr 2021 —
= 2 My Booking v

Q_ Discover Flight

i e Traveloka Business Others
(2:4:’ 021-2910-3308

Copyright © 2021 Traveloka

traveloka"’ ‘ éf_'op\pop\,mlcs Confidential — for internal use only 5



Company Structure trave lo k a'k

 Make sure the data listed in

Company Structure How to Setup My Company _
company structure IS correct.

CORPORATE ID #4

Staging Testing Company

© Address Jl. Letjen. S. Parman, Kav. 723, Palmerah, Slipi. Jakarta
«/ Phone +62 81316955333
B4 PIC Email sabarudin.adinugroho@traveloka.com

Billing Information

= Credit is Available
Rp 987.855.447 available (99% of Rp 1.000.000.000)

NPWP 222333111555444

© Billing Address reupdated billing address 1

traveloka¥ | CorporaTES Confidential — for internal use only 6



Manage Division trave lo ka'k

Division is use to manage and view
your organization structure

Division . Add: Add new division

Company Structure  User Access Role Travel Policy Approval System

Add and manage all Division at your company to make employee ¢ EF"F: _Change division name or

classifications easier Division Head
. Delete: delete division

Division Name Division Head

HRD Asa Putra Edit Delete

: . Important Notes:

Finance Asa Putra Edit Delete ) L L
When adding new division, division

Sales Add without divison Edit Delete head need to be filled immediately,
so before add new division, please

Sales Product Reno Komalasari Edit Delete make sure the Division Head is

] _ already in the employee list.
Procurement Clara Liswanto Edit  Delete

Show all Division v

trave[oka‘t IErORPORATES Confidential — for internal use only 7



Manage Tier traveloka{

Level/Tier is use to view and manage

Tier + Add Tier . . .
_ o travel policy that will be assigned to
Add and manage all tiers at your company to make employee classification
easier emp|0yeeS
Tier1 Edit Delete
Tier 2 Edit Delete * Add: Add new tier

- Edit: Change tier name
« Delete: delete tier

Tier 3 Edit  Delete

Notes:

Tier can be use to explicitly show how
you divide and manage different
travel policy that is given to your
employee(s)

traveloka¥ | CorporaTES Confidential — for internal use only 8



Manage Travel Policy travelo ka‘k

Company Structure User Access Role Travel Policy Approval System After yOU manage tler menu, the neXt Step |S tO
set the travel policy based on the tier you

Travel Policy already manage before.

Global Policy View  Edit

Travel policy is use to define what product,

airline, and seat class that can be booked by
users with certain tier.

Policy Name

T 1. Add Travel Policy: add new travel policy
2. View: view selected travel policy details
3. Edit: make changes in selected travel

Add New Policy

Company Details

Select Tier .
© Tt policy
Tier 2 .
T 4. Delete: delete selected travel policy
Flight
Excluded Aitine To add new Travel Policy you need to fill in:
Bamboo Airways (QH) A [ ECONOMY )
Bangkok Airways (PG) @ PREMIUM_ECONOMY 1. Policy Name
Batavia Air (Y6) BUSINESS . . .
@ setkariD @ FrsT 2. Choose the tier name from the Tier list you
G Boaten i VR already made before
— 3. Choose the excluded flight, and the seat
Str Rang —— class allowed

Rp 300000 4. Choose the hotel allowed by the star and
FAE D maximum budget for domestic &
international hotel

Cancel 5. Sa.ve POIICy

tra\,e[()ka‘k ‘ gbRPORATES Confidential — for internal use only 9
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User Access Role travelok ¢

Company Structure User Access Role Travel Policy Approval System User Access ROIe |S use to manage and ContrOI
R how your employees can interact with Traveloka
User Access Role for Corporates
Manage user access permission based on their role.
Booker View Edie Delete 1 Add User Access Role
Traveler View Edi - Delete 2 Vjew actions a role can execute
Administrator View Edit - Delete 3 Edit roles access
4. Delete Role

As for default, Traveloka for Corporates will
provide you with 3 access roles that you can
manage yourselves. Those roles are:

1. Administrator
2. Booker
3. Traveler

trave[oka" }gORPORATES Confidential — for internal use only 10



User Access Role trave lo ka'k

Edit User Role

You can edit the function of each roles according
to your company needs.

Book Product and Manage Booking

Bocki e S y After you edit the role, click save access role to
iy save the edited role.

15500 Paymant &

Booling

Eooking View Manage

Puschaso View

Corporate Structure

User Acke Create View Update Delete
Dividon Creats View Update Delets
Tiet Create View Update Delete
Travel Policy

Travel Folicy Create View Update Delete
Uzer Lizt

User Detals Creste View Updae Delete

Company Information

Eiiling Information View Manage
Comnpany Expenses View

Approval System

Approval System View Manage

Cancel Save Access Role

traveloka" |8rORPORATES Confidential — for internal use only 11



Default Roles traveloka

Administrator Booker Traveler
Book Product and Manage Booking Book Praduct and Manage Booking Book Product and Manage Booking
Eaoking for Seit - Backing for Set - Booking for Sat -

Bocking for

Bocking foe ¢ - Baoking for
Emgloyess « Empiayecs Emgloyoes
Bocking for Non Bocking for Non Backing for Non
Emgloyess « Emiayess Emgloyess
Issoe Paymant & lesue Paymant 5200 Payment &
Eaaking « Bacidng - Backing
Booking @ View @ Menage Bocking B Vier @ Meonage Backing | View Manage
Purchase . View Furchaie . View Purchase | View
Corporate Structure Corporate Structure Corporate Structure
User Aok @ Creote @ View (@ Updete (@ Delete User Rcie Creete Veew | Updet Delets Uses Aok Creste View Undate Delete
Division . Craste . View . Update . Dalats Divisica Creete View Update Delets Division Create View Usdate Dalete
Tiwr @ Creste @ View (@ Updete ([ Delete Ties Creete View Update Delete Tiet Creste Viaw Update Delete
Travel Policy Travet Policy Travel Policy
Traval Policy @ Creste @ View (@ Uodere [ Delete Travel Policy Creste View Usndate Delete Tavel Follcy Creste Vew Update Delets
Uszer List User List Uzer List
User Detaks © Creze @ View (@ Usdere ([ Delexe User Detaks Creats View Ugdate Delete Usar Derais Creste View Updete Delete
Company Information Company Information Company information
Biliing Informaticn © View @ Menage Ediing Information View Manage Edlling lafomation View Manage
Company Expenses View Company Expanies View Company Exponses View
Approval System Approval System Approval System
Approval System . View . Manage Asproval System View Manage Agoraval System | View Manage

traveloka" |8bRPORATES Confidential — for internal use only 12



Employee List travelo ka'k

My Company Employee List . . .
[ Compiry Soiinse ﬂ ,_? Employee List is use to manage and view all
pregsa | L2 EE5| ~ e registered employee in Traveloka for
Psdiion O | ensaor SAe— .. Corporates platform
a My Booking Ovwsscry T :ff'_ Munager
e ——— ~/ 1. Adduser

Senet Pasmaorrt

N

it Lnee

Options to do with user
| Armesma INAriyana  « oo s et o o Oelete Lser
;i e e 1. Reset Password

TerC——. T 2. Edit
R e . Employee details

Search bar for employee
Number of employees shown in list
Pagination

vim T LT o toger
" e Bon s At wrie

Clara Uswanto /|

o0 AW

Drom e A Vviage

Cosmos
- T Aas [
T Vi e et g tuee
Ern Checking L 5 it mgenad (i
O T A Marager
Aos Wr

Fanny Andrianl e e

[ T Roer Myiager
A

HANIYY  Havrny arry @ asstund

Crren T ke Mayrager
Advriewnt

r
p—— C T

traveloka‘t lgrORPORATES Confidential — for internal use only 13




Add User traveloka'-

Add New User X
Full Name
Email
Add New User
*  Full Name
Division .
i « Emall
« Division (not mandatory)
Tier .
« Tier (not mandatory)
* Role (mandatory)
s « Manager (not mandatory)
Manager
Cancel m
traveloka" EbRPORATES Confidential — for internal use only 14




Purchase List trave l.O ka'k

1. Filter: You can apply the filter for the list by
product type, employee name, or customize
date/range of purchase date. Once you set
the filter, the list will be updated by system
based on the filter.

My Company Purchase List 2. Month and Year of Purchase: The
& Company Structure . a2 purchases will be shown in a list per month.
3. Trip ID and Purchase Date: ID/identification
urchese List T . | . . Custamize Date 1 i i
| | 1o« Product Type A Empiame Spepe— r for a booking, and Purchase Date indicates
E My Boaking - .
October 2019 T the date when the booking was made.
"-‘v"'.'v'l:‘ﬁlfﬂz‘f‘?‘fé‘sf’-7§7§5093r 4. Total Fare: the total amount of the booking(s)

in one trip ID.
5. Flight Route: the origin and destination of

[y( Jakarta (CGK) » mu/omm(oml

]

the flight. If the booking is a return flight, it will
show the return sign.
6. Purchase Status: the status of the
booking(s) in one trip ID.
7. Button to go to My Booking page.
8. Details: To see the details of the booking.
tra\,e[()ka't fCObRPORATES Confidential — for internal use only 15




Purchase List trave lo ka’k

6 type purchase status:

1. Waiting for Payment: Booking has been
made, but you haven't finalized the
payment process. Click Details to continue
the process.

My Company Purchase List
& Company Structure R Finc it your e-tickiets anc vachers o 2. Paid: The payment is confirmed. It's
£ Empioyee it waiting for issuance for the booking.
—II () Poduct e v ] MEnwiaree - [l Sestit. r 3. Purchase Successful: Booking issuance
sty october 2055 is successful.
’-Iw'vrulsuz’anfswfnsonr 4, Payment time expired: Booking has been
e made, but there is no payment until the
| 3¢ ssaaicoi0 "‘“""""""‘D“‘? payment time limit expired. This booking
‘ will not be processed to issuance.

5. Purchase Cancelled: E-ticket has been
issued, but there is cancellation from
airlines.

6. Purchase Failed: The booking is failed to
Issue.

trave[oka" gORPORATES Confidential — for internal use only 16




My Booking

traveloka¥

traveloka® | CorroraTEs [Pemnel v (S, N SRS | Flight route

N o Active E-tickets & Vouchers 2. Airline, flight number, and transit information

2:‘” (e ot o dieviom e 3. Number of passenger(s)

B peie i [ovussessesmessrerasons |—FoR ] = 4. Flight schedule / flight departure date and
[ e w-'m'mf' time
B g e 5. Departure airport name
;:,.;::m.mﬁ [,;L;::;f,w | 6. Booking status
@ 7. To see booking details

traveloka# Confidential — for internal use only 17




Frequently Asked Questions travelo ka‘k

Q: What If | order for flight beyond my tier?

A: Worry not! We got you covered, you still can do your booking by let us know the
reason, then your booker can issue the ticket for you

Q: My finance wants to have access to the platform, how can | grant him/her the
access

A: Yes you can, create new access roles for her with give the access role
Booking View
Purchase : View

Then after that, assign the new access role to financer person through Employee
List

Q: I book for multiple employees with multiple Tier and Travel Policy, which travel
policy will be used to control the booking?

A: We will use the first employee travel policy
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Frequently Asked Questions travelo ka‘k

Q: Our Head of Marketing travel often and most of the time she need to book last
minutes, can she issue her own ticket?

A: Yes she can, but please make sure that you have approval from other related division,
we suggest you to discuss the matter with you Finance division

Q: | have lots of employees, can you help to add all employees efficiently?
A: Yes we can! If you need this feature, please contact our team, we will swiftly help you

Q: One of my Head of Division just resigned last week, can | delete her the
account?

A: Yes you can! You can do it from the employee list menu, search for the user, and in
the options, choose delete. Before you do it, please make sure you already remove her
as Head of Division in company structure
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