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RBIT Online

HANDY HINTS GUIDE

Booking accommodation only?

Booking a non-sequential trip?

No search results for regional travel?

Need to book a multi trip?

Need to make changes to your travel segments?
Want to review the selected fare type before booking?
Can | save my booking as a draft?

Can | change my approver?

Can | share my trip with a colleague?

Can | add a rental car and hotel to my booking?

Is your tool showing American spelling and miles?

Save your flight seating preference.

Please note the above hints are subject to your company’s booking tool
configuration and may not be applicable.



Booking accommodation only?

X Remove
Traveling from Auckland #

x

o Setup
Who's travelling? e

Suggest options for X Fliy = Stay #. Drive

© @ O

Add a Journey Add & Hote Add & Rental Car

When selecting the travel components for your
trip, select “Remove” in the top corner of the
‘travel cards’ like the flight card shown in the
picture to the left.

Once all ‘travel cards’ have been removed, click
on the ‘plus’ symbol in the grey field. You will
then see a new pop up.

Click on ‘Add a Hotel. This will allow you to only
select a hotel.



Booking a non-sequential trip?

Artificial intelligence is great but sometimes we don't need the help.

o Setup
Who's travelling? e
Suggest options for (G VXY m Stay #. Drive

o Setup
Who's travelling? e

Suggest options for X Fliy = Stay #. Drive

© @ O

Add a Journey Add & Hote Add & Rental Car

Deselect all "suggest options for" by clicking on
the @ next to each component of travel or
you can select “remove” in the top right corner
of each ‘travel card’.

X Remove

Once each component of travel is deselected,
click on the ‘plus’ symbol in the grey field. You
will then see a new pop up.

Add each component of travel in the order you
require.



Orbit Online Handy Hints

No search results for regional travel?

When you are booking travel to
a smaller town, we recommend Who's travelling? e
to select “Anytime” when

choosing your time of travel. Suggest options for m

As there are fewer flights

operating daily to our regions, +
this will provide you with their
. . ¥ Remove
full availability for that day. Travelling from Wellington # to Auckland # On 20 Jans
x What time?
Early Moming (T AM)

Late Morning (10 AN)
Early Afternoon (2 PM)
Early Evening (6 PM)

. Evening (8 PM)

Anytime '
— Choose. .
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Need to book a multi-trip?

Wha's travelling? @

+
X Remove = s
DEPAATING (" WED, 20 JAN i Taugnga
Wellington 7:00 At £ o s
LRRIVING )
TRl on
Auckland ol
= ghWHli ghon
+
X Remove
Travelling from Auckland #
Going home?
| M~ ~=——co—m=semmese==eg
Rotorua, NZ (ROT)
_I_

Mapier Hastings, NZ (MPE)

Wellington, NZ (WLG)

When selecting your return
destination, free type over
"or somewhere else?” with
the destination you need or
you can select from one of
your favourite destinations
prompted in the drop down.
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Need to make changes to your travel segments?

Auckland

PICKUP FROM [ WED, 20 JAN X Remove o
Auckland Alrpoﬂ © PICK-UP 7-00 AM 7 Ein @--iasaitH Eastiawant DR
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Google
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£ CHECK-IN 2PM # Edit
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@ Auckland, NZ (&KL} [ 20 Jan

@ Auckland, NZ(AKL) [ 27 jan

~  PICKUF ADDRESS

Within the pop up, you can make changes to your @ @ Auckland Airpprt

search criteria such as, date, time and address.

Auckland Airport
Auckland
HOT Heldings

Orbit Massey Auckland

@ 7:00am

o 6:00 pm
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Want to review the selected fare type before booking?

m 0 Setup ° Itinerary ° Extras o Confirm

Confirm and book your trip
Wed, 20 Jan - Thu, 21 Jan Once you have reached the

confirmation page after making

4 1 Traveller r
your selections, you will be given an
overview of your trip to review.

Wed 20 Jan
) e Click on ‘more info” within your travel

Wellington to Auckland 5$147.50 : . .

X P T i i segments to view more details such as

) your fare type and baggage.
£ Air New Zealand 7°30 am ——3 g135am 1h 05m - 9939
NZ 408 WLG Nonstor AKL A320 (narrowbody) 76 cm seat pitch
3-3 seat layout

More info A @ de oo 4

& rare Flexi Date (G) $147.50

B Bags 2 bags checked baggage

Best fare has not been selected. & Selected airline andyor booking -

(O Corporate Polic
- P Y class breaks policy rules.
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Can | save my booking as a draft?

¥ Air New Zealand

K AirNew Zealand

Trip Total

w1 086**FFRR))22 $239.00
o T AT If you have completed your itinerary
but do not want to book yet, you can
NZD $388.00 save your itinerary as a draft.

Please note: The price shown is a guide only, may be subject to currency fluctuation and excludes any applicable taxes.

Special requests and additional information

(@) Booking details

To save as a draft, select “Draft” at the
bottom of the confirmation page at the

oD DR g end of your booking and then select

Corporate Compliance

@ One or more flights Best fare has not been selected

Authoriser reguired

(1) Additional information p _
Custom field details required

“Accept”.

; Please note that by saving a draft, you
SUBMIT REASON : . . :
: are saving your itinerary requirements,

and are not holding flights or travel

ENTER REQUIRED DETAILS '
' components for a later date.

(Fesm=esscoss—ccoos—scos

Read and accept rules and cohditions

[} 1 understand and accept all the rulesiand conditions.

DISCARD ITINERARY SAVE AS DRAFT ®

Save draft itinerary

« Saving an itinerary as a draft does not confirm any reservations and
prices are not secure until the booking is confirmed.
SENDTO T

 The itinerary will be saved for 7 days, you must resume within this time
or the itinerary will expire.

CANCEL ACCEPT



Can | change my approver?

ITINERARY ACTIVITY
- Dashboard
[A  Bookings A~
(i) Booking details -
Manage bookings = @-------m-m-msmssosmomomemeoeooooooooooooooooooooooog 20/01/2021 - 21/01/2021
Create new booking (@ Booking summary Jnline Ref 177914
; DS Ref BEWEA
- Profiles v : STaTUs Fending approval
§ Trip comtains x)
; Last ticketing date: 14,
; Tot $272.41
B00king rl-i-' £ Online booking
i ame of booke
: Booking agency Orbit World Travel Wellington (MPS)
: o
; Potential savings COMponents © 2 components have patential saving
: i v
i @© Additional details <
. Author Autho Bear #
- My profile i ffice Cod wellington
°
After making a booking, you may need to To change the approver, select the Expand the ‘booking details” section and
change the approver or authoriser from the ‘Bookings’ drop down in the left menu you will find the section ‘Additional details’
one originally assigned when making the and click ‘Manage bookings’. Then click heading. Click on the pencil to edit your
booking. on the booking you would like to update. approver. Select a new approver from the

drop down box.
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Can | share my trip with a colleague?

Share trip

The person you select will be able 1o view this booking and duplicate it to create
a similar booking.

Add colleague

Q  Bear

Authoriser Bear

auth@orbit.co.nz

Arranger Bear
obt@orbit.co.nz

Traveller Bear
traveller@orbit.co.nz

You may choose to share your 1 To share your booking, select the ‘Bookings’ drop 2 You will then be asked to select the person
booking with a colleague in order ® downinthe left menu and click ‘Manage bookings’, ®  you would like to share with by searching
for them to clone the booking for click on the booking you would like to share and in their email address.

themselves. the top bar of the booking page click ‘Share’.



Can | add a rental car and hotel to my booking?

Dashboard

Bookings Trlp tO AUCkIand

Manage bookings

200201 21101202 e
LI. '

Add a rental car

Create new booking

Lot caibid o Add a hotel » i
Profiles v :
(@) Booking details « Fensing sppioval
Last ticketing date o
Online Ref: 177914 GDS Ref: BEWEA
2 Traveller details N
Traveller Bea
Itinerary
Wellington to Auckland  Confimed
il somons ~ | 14000
My profile PR oo
Administration
o o
If you have made a booking with To add a travel component, select the Click on the booking you would like to amend
flights only and wish to add a rental ‘Bookings’ drop down in the left menu and and in the top bar of the booking page click
car or accommodation later, you can click ‘Manage bookings’. ‘Add’. Then select the component you would

do this within your booking. like to add.



Is your tool showing American spelling and miles?

If you find the spelling in your tool is in English (US) e.g. Traveler, and displaying miles instead of kilometres. This means the default
language of the users in Google is English (US) and needs to be changed to English (NZ).

Click on the three dots in
the top right of your Google

Chrome browser and select

‘Settings’ in the menu.

Mew tab

Mew window

New incognito window

History
Downloads
Bockmarks

Zoom

Print...
Cast...
Find...
More tools
Edit
Settings

Help

Exit

B3 Managed by your organisation

Cut

* » @ :

Ctrl+T
Ctrl+N
Ctrl+Shift+N

Ctrl+)

ra
La

+

Ctrl+P

Ctrl+F

4

Copy Paste

Select the ‘Advanced’
drop down from the
left menu and then

‘Languages’.

= You and Google

=| Auto-fill

Q Safety check

e Privacy and security
&  Appearance

Q, Search engine

B  Default browser

()  oOnstart-up
Advanced

@ Languages

Click on the first ‘Language’ drop down where the
default is listed as ‘English (United States)’. Once the
menu is expanded, select ‘Add languages’ in the blue
text.

Languages

Language
English {United States)

Spell check [ ]

Language
English (United States)
Order languages based on your preference

English (United States)
This language is used when translating pages

This language is used to display the Google Chrome Ul

English

Add languages



4.

nay Hints

Select ‘English (New Zealand)’ from the
available options listed and click ‘Add".

5 Once added, click on the three dots by English (New Zealand) and tick
L ‘Display Google Chrome in this language’. You will then see this option

move to the top and become the default language within Google

Chrome. Then select ‘Relaunch’ to apply the changes made.

Language

ree

Display Google Chrome in this language

Add languages Q, Search languages
English (United States)

[0 English (Australia) Order languages based on your preference

English (United States)
OO english (Canads) This language is used when translating pages

This language is used to display the Google Chrome Ul
[0 English (India)

English (New Zealand) l |
English (New Zealand)

English

O O O

English (South Africa)

English (United Kingdom, Oxford English Dictionary spelling)

English (United Kingdom)

Cancel

Order languages based on your preference

English (New Zealand)
This language is used when translating pages

This language is used to display the Google Chrome UI

Add English (United States)

ree

l Relaunch

e



Save your flight seating preference

ORBIT Online

&

(1]
-

Select ‘Manage Profiles’
from the ‘Profiles’ drop
down on the left hand
menu.

Dashboard
Bookings v
Profiles A

Manage profiles

Create profile

You can search for the traveller you would
like to select in the search bar. Then select
the profile to make changes.

ALL ACTIVE ADMIN
Traveller
Name « Email Corporate account Status
M DemuAppiTiavelier serkodemotravellerwlg@gmail.com Operations (17004_D5) Active

Bear

Click on ‘Preferences’ to expand the
preference options in the menu.

Mr Demo App Traveller Bear | Active
Operations - Traveller

Account
Manage personal and corporate details

Travel documents
Manage Passports and Visas

Memberships
Manage frequent flyer memberships and other loyalty programs

Preferences
Manage seating preferences, dietary requirements and other preferences

,!, 0 seating preferences
LH 0 dietary requirements
$
#h 0 special service requests

@ 0 other service information items

@ DEACTIVATE



Seat Number Preference (Seat 3A) Seat Type Preference (Window/Aisle)

If you have a specific seat number preference (e.g. 1D). If you simply have a request for a type of seat, such as a window
Expand ‘Seating Preferences’ and click Add a seating or aisle seat, please use Special Service Requests. Expand
preference. Then enter the airline, the type of plane and the ‘Special Service Requests’ and enter your request as shown in
preferred seat request on the specified aircraft and click Add. the picture below and click Add.
Preferences P Preferences .
Manage seating preferences, dietary requirements and other preferences Manage seating preferences, dietary requirements and other preferences
,!, 0 seating preferences ” ,!, 0 seating preferences -
LH 0 dietary requirements v
Airline Aircraft Seat number
& 0 special service requests -

Add a seating preference

Request Comments
Name on passport Mr Demo App Traveller Bear
: Add a special service request
Select airline *
Airline Air New Zealand -
) SeleclaliCalt Mame on passport Mr Demo App Traveller Bear
Aircraft All Aircraft >,
Select item *
Seat number * =
N Item SEATING - AISLE -
Seat numbe 1D

Cancel Add Cancel Add






