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‘ _ ) Kelley Golden
emar Tel: 021 840 8102

Buhle Gulwa
Tel: 021 840 8104

Logging in for the first time?

Select Forgot Your Password — Then login
using the temporary password and
follow the prompts.

After you have logged in, you will land on
the YOUR.CT home page. From here, you
can link to a variety of useful services.

mr—mm. After Hours
Tel: 087 250 0480 / 011 568 2682

@ Business Development Manager
~ 2 :
Sonja Erasmus

Tel: 082 826 8853

*
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Q , < 1 GLOOEinlg to travel?l pocket travel assistant that helps
N N et the latest traveler - :

788\ Customer Success Manager - . | business travelers with

' \‘ g updates and information. everything from itinerary

& Melanie Harrybarran - — . .
Tel- 011 778 1631 / 074 903 9734 management, bookings, service
el / b4 = https://www.fctgtravelnews.com and support.
~»
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OFFLINE AND ONLINE BOOKINGS

OFFLINE BOOKINGS

 Multi-city Bookings;

* Group Bookings;

* Regional Bookings;

* |nternational Bookings

* Changes to existing bookings need to be booked offline through Hero Telecom’s dedicated Travel Manager: Kelley Golden / Buhle Gulwa

ONLINE BOOKINGS

* Domestic bookings ;

* Point to Point Regional and International bookings are bookable on the online booking tool

*** All online bookings must be booked and approved by 16:30 same day to guarantee the fares/rates ***
*** Bookings that have not been approved before 16:30 are not guaranteed ***
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TRAVEL BOOKING PROCESS
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Traveller / Travel Booker
emails Corporate Traveller
with their booking request
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OFFLINE BOOKING
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/ Traveller/Travel Booker \
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Corporate Traveller
provides 3 quote options
via email

. /
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CPUT INTERNAL PROCESS
Traveller to print/compile a travel pack for the
approver (leave and travel control form) to sign off
manually with cost estimates Y

-

o

Traveller logs onto Online
Booking Tool and books
preferred option

~

/

ONLINE BOOKING

-/
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/Booking is escalated to the\

Budget controller for review
Budget Controller will receive
an email with booking
information.

Budget Controller can either
reject the booking by pressing
“Reject” or log into Concur to
reassign the booking to the

\traveller's HOD for approvy

chooses option which is most
suitable and comply with travel
policy and complete the Travel
Control Form with the relevant
information, authorised
signatories, cost centre number
and GL Codes

Form will be emailed through to

\ Corporate Traveller /

-

Travel Approver (HOD) to log
into Concur to approve
booking

o

~

-

Corporate Traveller will upload
the Travel Control Form onto
Papertrail

~

)
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/

-/

.

Once approval is received, all
documentation is issued and
emailed through to traveller

~

)

* Invoices will be emailed through
to the Traveller/Travel booker as
and when it is raised

* Invoices and Travel Control
Form will be accessible on
Papertrail. Access will be given
to Austen and Monica

e Statements will be emailed
through to Austen Waterwitch —
waterwitcha@cput.ac.za
Monica Ranamane —
ranamanem@cput.ac.za on a
monthly basis together with the
Upload File

The following references will appear
on the invoices / Statement:
* Cost Centre Number

* GLCode /
4 CHANGES )
All changes to booking that were booked
offline or online should be done off-line
with the Travel Manager
- /

bring an expert on board
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YOUR.CT - ALL USERS YOUR.CT iz

e YOUR.CT

YOUR.CT Log in

« To gain access to YOUR.CT you need to go to the URL provided during their implementation. Welcome, Annie Arranger

Your usermame is your business email address. The first time you access YOUR.CT you must
create a password by clicking the Forgot Your Password link.
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Wielcoome Megipges

COWI0-19 Transsl Naws Lt D Link

P, Meeesd 3 Trawed Visa?
I Eurmakep

Dol il

Your username is
your business
emall address

To set your password when you
first log on, follow the instructions in
Forgot Your Password?

* Please ensure that your name and surname is as per your
passport and that all your information is updated in your Travel
Profile
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CONCUR - ALL USERS

YOUR.CT

Welcome, William Approver

* Click on the “Flights, hotels and car hire”
block under My Booking Tools to be
redirected to Concur (Online booking tool).

My Booking Tools

User Cande Link

aapsa prosens * |f you are booking travel for yourself, you will

— need to choose the travel policy option for

which you need to book i.e., Default Travel

2 Class or Vice Chancellor Travel Class and
continue with the booking process

SAP Concur Traval App Center

TRIP SEARCH ALERTS

0' Triplt creates a schedule with all your travel details in one place, accessible on Android or iPhone
Simply connact your Concur acoount 1o Tripht, Sz =arRi i

COMPANY NOTES

FLEASE MOTE - All bookings to be approved same day
by 16030 and any bookings made cutside of office hours
fior travel within 48hours will need to be managed offline

directly with the After Hours Team.

WELCOME TO CAPE PENINSULA UNIVERSITY OF TECHNOLOGY CONCUR ONLINE BOOKING TOOL!
Flight Search

Reminder:
Round Trip e Way Fawlti Ciby . . .
- Remember to select the right traveller profile when making reservationsl!!
From g
Diparty 1y
- w— If you wani access 10 a quick user guide video, please go to CONCUR USER GUIDE VIDEQ LINE . There you will ind a useful video
axplaining how to use the tooll

Tog
Armival it

Important information about CPUT travel program

m Usge of Concur online booking tool is mandatory for airline tickets, hotels and car rental.

Multi city and international bookings, you must call CT Team to book offline.

Show More CT Operations Team
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| YOUR.CT - TRAVEL BOOKERS YOUR.CT :iiss

PLATFORM

Welcome, Annie Arranger e Super users (Travel bookers) will have the
capability of creating new profiles by clicking
on the Admin section and selecting “Create
new profile” and completing the information

Taths & Information

QI e 552 1008 ¥ e nanfcations beow on the next page, click on send a Welcome
(®) o Email to the new profile” before clicking
—® e My Booking Tools - w1 & et ”Save & EXlt”
@ :G\ o
Ok COVID-19 Travet News - Mobile App  The traveller will receive log-in information
@) v ] V Hame irematian and will be able to complete his/her profile
ore once they have logged in

Evernts Calencar User Cande Lirk
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| YOUR.CT - TRAVEL BOOKERS YOUR.CT :iiss

PLATFORM

Welcome, Annie Arranger

 Travel bookers will have the capability of
linking profiles to themselves to book on
their behalf by clicking on the Admin section
and selecting “Arranger Self Designation”
and searching for the traveller by surname

Travel Arranger Self Designation and once found, click on “Self-Assign”
Empioyee Profile Search

My Booking [oods
conc O

el e Mayiage

(I

'

(= ) [(w)

—

i

D ®
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o

The Travel booker will now be able to book
. on the traveller’s behalf and update his/her
' ?F : profile.

COVIE-19 Trawvel Mews ier Guide Link

(o) | (v [(

&)
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CONCUR - TRAVEL BOOKERS

 To book on behalf of a Traveller, a Travel
booker will need to click on the Profile icon

Travsl AiTangas Trg Libsrairy Tamplatas Taak l'-l'lllll"l'-'ﬁ"-""lll:-.'l"l:gljl on the top rlght_hand corner once |OggEd

into Concur, insert the traveller’s surname in

SAP Concur Travel App Canle Admsdrastration =

e ,.'. ranoar "..'" A Prefi=s SaHrmne Sign Cul
Travel Arranger View the search box, select the traveller’s name
i . Travel Alerts S5 Ating x5 other vier € once it appears in the drop-down box, and
Boyns Trovesd Clann » ~ ¢ @ schadula with suir bravel detis | dnen aod . .
ety — click on start session.
= Bioclong for mysed Hoot Tor & guesd S —— — Apgpirowar, William ]
.-t-.. = = U::l:.:-.:q.- r:--rl,',--: 25 00 22 (LB ID ] .
—— * Agreen box will appear on the top right-
PLEASE ROTE - Al booltnga 1o b spprosad same oy . .
e T ns o b e hand corner stating that you are now acting
ey e ey sl e dller Hours [edm
on behalf of another traveller.
Flight Sapnsh
Rossag Trp

* You can now choose the Travel policy option
for which you need to book and continue

—— the booking process.

Acting an Appiover, Willam - .t
L
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RESERVE A FLIGHT (with flexibility)

--.I
o

twse CEMAIT 06:00a JNB - 08:15a CPT  Nonstop 2h 15m

South 07:25p CPT ~ 09:25p JNB  Nonstop hoom A

African

 Once you have inserted your flight search
information, you are required to click on
‘show all details” and then click on ‘Rules’ to
= view the fare rules and restrictions of the
D o A specific ticket you would like to .book e, if
African you are allowed to rebook the ticket etc.

This fare requires approval

This fare requires approva

e CEMAIr 06:00a JNB -~ 08:15a CPT  Nonstop 2h 15m

Hide all details »

DEPART X Wed, 20 Dec - Johannesburg, South Africa to Cape Town. South Africa Hide details ~

Wed, 20 Dec 06:00a JNB -+ 08:15a CPT 2h 15m CemAlir 830 View seats

Canadair Regional Jet 900 / 429 Ibs COqe

Fare Rules and Restrictions - Work - Microsoft Edge - O X

(3) https://us2.concursolutions.com/twPopup/popup_details.asp?poy uptype=~farerules&fareRulesGdsName=A...
RETURN X Thu, 21 Dec - Cape Town. South Africa to Johannesburg, South Africa Hide details » -

8. PENALTIES

Thu, 21 Dec 07:25p CPT — 09:25p JNB 2h 00m South African 372 View seats

Airbus Industne A320-100/200 / 429 Ibs CO.e

PE.PENALTIESFOR QOW TYPE FARES CANCELLATIONS BEFORE DEPARTURE CHARGE 50
PERCENT FOR CANCEL/REFUND. WAIVED FOR DEATH OF PASSENGER OR FAMILY
MEMBER. NOTE - CANCELLATIONS MORE THAN 24 HCURS PRIOR TC DEPARTURE WILL
Fare Details Free Checked Bags Refundable INCUR A PENALTY OF 25 PERCENT COF THE FARE PER PASSENGER PER SECTOR
CANCELLATIONS LESS THAN 24 HOURS PRIOR TO DEPARTURE WILL INCUR A l
View: CemAir website No ZCS ZAR 6.310.52 PENALTY OF 50 PERCENT OF THE FARE PER PASSENGER PER SECTOR. --- WAIVED
View: South African website ' ' FOR DEATH/HOSPITILIZATION OF PASSENGER OR IMMEDIATE FAMILY MEMBER
This fare requires approval WAIVERS MUST BE EVIDENCED BY DEATH CERTIFICATE CR PROOF OF
HOSPITILIZATION. ---- UPGRADING -- PERMITTED TO THE NEXT HIGHER FARE
THE ORIGINAL NONREFUNDABLE AMOUNT REMAINS NCONREFUNDABLE SUBJECT TO THE
CANCELLATION FEE AND THE APPLICABLE VAT. --- THE YR/YQ CARRIER IMPOSED
FEES WILL NOT BE REFUNDED. --- A STANDARD REFUND ADMINISTRATION FEE OF
ZAR250 EXCLUDING VAT IS APPLICABLE FOR ALL REFUND APPLICATIONS ---
WAIVERS MUST BE EVIDENCED BY DEATH CERTIFICATE CR PROOF OF
HOSPITILIZATION. AFTER DEPARTURE TICKET IS NON-REFUNDABLE IN CASE OF
CANCEL/REFUND. WAIVED FOR DEATH OF PASSENGER OR FAMILY MEMBER. NOTE -
UPGRADING -- PERMITTED TO THE NEXT HIGHER FARE. --- THE ORIGINAL
NONREFUNDABLE AMOUNT REMAINS NONREFUNDABLE SUBJECT TO THE CANCELLATION
FEE AND THE APPLICABLE VAT. --- WAIVED FOR DEATH/HOSPITILIZATION OF
PASSENGER OR IMMEDIATE FAMILY MEMBER. WAIVERS MUST BE EVIDENCED BY v

M
-
L
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RESERVE A FLIGHT (Email options to traveller)

JOHANNESBURG, SOUTH AFRICA TO CAPE TOWN, SOUTH AFRICA Show as | ZAR - v
WED, 20 DEC - THU, 21 DEC

Show matrix ~ Print / Emai

Shop by Fares Shop by Schedule

light Number Search Q.  Sorted By | Custom - Displaying: 38 out of 102 resulls. &
Previous 12 3 4 Mext | Al
%) [ ] i i i
05008 JNE - 08:15a CPT  Nonsiop . - You can print/email options through to a
tanre CEMAIr ZAR 4,117.52 fA P -
07150 CPT - 09-15p JNE  Nonsiop noom O EXZ3 traveller before a trip is booked by clicking

on “Print/Email”.

Show all details v

usZ.concursolutions.com/twFopup/PYopup Prnint Email Avadability.asp ftrnipt

SAP Concur

Air Availability/Fare Quote

Johannesburg, South Afrnica To Cape Town, South Africa
Wed, 20 Dec - Thu, 21 Dec

06:00a JNB —+08:15a CPTNonstop2h 15m

CemAir 830
- 5 © zArR4117.52

07:15p CPT->09:15p JNB Nonstop2h 00m
CemAir 847

06:00a JNB —+08:15a CPTNonstop2h 15m
CemAir 830

—_— /\ ZAR 4,462.52

04:30p CPT—06:30p JNB Nonstop2h 00m
CemAir 851

Print Flights E-mail Flights
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TRIP BOOKING INFORMATION

SAP Concur Travel - & A
Trarws] Trip Lirary Tempidates s
Trip Booking Information

Trip Summary
. . ) ~ The: Tip ETs Wrd descripiar 1 for e reeo ' O DT e 1 w=d o Yy 1pRCi IRl ot i e BT, R RO TN TR T G DT LD
«' | Finalize Trip
< Heviey Trenses] Defols
Erger Trip Infermatian
Subemii Tnp S ondrmiasiom

Caarnirart s for TR Travse] Se | oobosesd)
el Pespeats riky irean o highaH

tesor bk

e 1. Change the Trip Name to reflect the following information:

- COST CENTRE — TRAVEL BOOKER (if applicable) — TRAVELLER
NAME — DEPARTURE DATE — CITY

Feme emier nlormatian sboul thin trig than preaa Hest ic inali :I-. L
Mot Rny par of the trig et v insism porchase or has depea e 17 % AR

2. Insert your Cost Centre number in the Cost Centre Block

3. Select the relevant GL code option from the drop-down list,
depending on what you are booking
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BUDGET CONTROLLER - HOW TO REASSIGN

« The Budget Controller will receive an email to approve the travelers' booking, with all the relevant information i.e., Travel booker name, Traveller Name, Trip Details, cost, cost center

number and GL Codes to ensure that all is order for trip to be approved.
 The Budget Controller should not respond on the mail, but must log into Concur with their log in credentials and follow the below steps to reassign the approval to the traveler's HOD for

approval:

Login to YOUR.CT with your login that has “Corporate Admin” permissions
Click on make a booking Tile to take you to Concur

Once in Concur as yourself (Budget Controller)

Click on the “Home” tab

Select “Company Admin” under “Administration” menu item

Home 81 ADMINISTRATION
Company Admin

] APPLICATIONS

A A

Travel

Ti App Center

B, BOOKITE T0r Mysell | BOoK 107 8 gUest w—mpnecfeates a sch

6. Click on “Approval Queues” link under “Company Admin” section

7. Insert “Controller/Budget” in the textbox and click on “select”

8. Alist of all pending bookings will appear under “All Queued Requests”, select your booking by ticking the box next to your traveler's name and insert the traveler's approver (HOD) surname in the text box under “Assign
Checked Requests To”, the approver’s name will appear in a drop-down box, click on the approver’s name and click “Reassign”

Approval Queues

This screen allows you to reassign requests from one person's approval queue into another person's approval queue. To do this

Company Admin Home Approval Queues

This screen allows you to reassign requests from one person's approval queue into another person's approval queue. To do this 1. Select a manager (left)

2. Check the items you wish to reassign (center)

3. Select the user who will take over responsibility for approving these items (right)
4. Click Reassign

Company Admin

§Approval Queues B

1. Select a manager (left)

2. Check the items you wish to reassign (center)

3. Select the user who will take over responsibility for approving these items (right)
4. Click Reassign

Company Groups
Manager All Queued Requests Assign Checked Requests To

) nager Qu® Assign Checked Requests To

—) Checkall [l J
] Pieter Klopper's Trip from Johannesburg to Cape Town

Ean Janse Van Rensburg's Meeting in Cape Town with Clients

-] Pieter Klopper's Trip from Johannesburg to Cape Town

| Byron Makovini's Trip from Johannesburg to Cape Town

] Nicolaas Le Roux's Trip from Cape Town to Johannesburg
] Nicolaas Le Roux's Client A

9. Your selected booking will move out of the Queued Request into the approver’s profile to approve

% CORPORATE TRAVELLER bring an expert on board




TRAVEL APPROVERS - HOW TO APPROVE

1. Travel approver will receive an email from “Approval Queue” to advise approver that he/she needs to log into Concur to approve a booking

From: Approval Queue <ApprovalDaemon@concursolutions.com>
Sent: Wednesday, September 20, 2023 9:41:08 AM
To: Sonja Erasmus (ZA) <sonja.erasmus@fctg.co.za>

Subject: The request "Annie Arranger - Booking for William Never - Flight JINB/CPT - 00AA" has been placed in your approval queue.

The request 'Annie Arranger - Booking for William Never - Flight JNB/CPT - 00AA', submitted by William Never, is awaiting your attention.

Please log into Concur to review and approve it. SAP Concur Approvals ~ ® WA

Approvals Home

This is a system-generated email. Please do not reply.

Approvals
2. Login to YOUR.CT with your login that has “Approval rights” permissions Trips Awaiting Approval
3. Click on make a booking Tile to take you to Concur Name Tip Name Locator Booked Tiavel Dates ApprovelReject By

. . . . William Mewer CarHotel Resenvation MEOKEALA 10-10-2023 11-03-2024 - 12-03-2024 Sunday, 10 March 2024 05:00 pm South African time
4. Oncein Concur as yourself (HOD - Approver), take note of the sections highlighted below
00
w Trip
SAP Concur |C: Sign Out
Trip S h Alert .
B e Request Requiring Your Approval
i E ko i ] S.I.-:,LF:;; c:ziae:cf;:S;agifc:n:t:it Esru:;ti:;zl; 391 ce. accessiole on Android or iPhone.
Flight Search
((_Romate ) onewsy wecy | Company Notes Request Requiring Your Approval

e If it is rejected, it will be automatically cancelled.

Arrval chy oiport or trin station ____ WELCOME TO GEOMECHANICS CONCUR ONLINE BOOKING TOOL!

Reminder:
Search Read more Request Status/History | Travel Itinerary
_ My Tasks , ,
Show More All trips - Require Approval
Required Approvals -
William N. | Car/Hotel Reservation ltem Name: Car/Hotel Reservation
Tri
" Trip Description No description
Meeting Name
Submitted By: William MNever
5. Counter ShOWiI’)g the number Of t/’ips l’equiring apprOVGI Submitted on: Tuesday, 10 October 2023 10:38 am South African Time
6. List of MY TASKS —i.e., trips requiring approval. Under this section, the user can directly display the trip they want to process Order Number  ADMIN
. ) . ] . ] Approval Requires Approval by William Approver.
/. The approvals menu option will take you to the dedicated approval workspace, where you will be able to view the travel Itinerary as well. Status/History:
8. P/ease C/I-Ck on either /;Approve// —to approve bOO/(iI’)g, //Reject// —to l’eject bOO/(iI’)g History/MNotes: Ezﬁzﬁs.t Created on Tuesday, 10 October 2023 at 10:38 AM South African time by William
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CONCUR USER GUIDE

. YOUR.CT

LE ®LEAFFLCFA N

Welcome, Annie Arranger

Loicemo hulandi
Asrsrnaens Upd 4

My Bookeyg Toolt

* Thereis an Online booking tool User Guide available on the
R YourCT page which will give you step by step instructions on
R— B how to make a booking on the online booking tool

1o L - P
SRt i
Pl Lipad. 3

Guide t
;:"o:d,,,o,,.:,e Get to know Concur Travel

CO 10 B9 Trirsid Meiwes I (Cagide Link

OX COMPLETE

Overview of the Platform

®. Got toknow Concur Traed
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CAR CATEGORIES

Mini 4 Door Car

Full Size Car

Intermediate Crossover
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% CORPORATE TRAVELLER

Thank you for your time

....

—

Nadia Gouws
Onboarding Success Manager
073 277 7408

Vi

nadia.gouws@corporatetraveller.co.za
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