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LOGGING IN Tandem Travel

Visit www.tandemtravel.co.nz to access the customer sign-in portal & select Serko

& C | & Secure
i Apps [) NewTab N

Who We Are Our Capabilities Travel Tools Customer Sign in AIR NEW ZEALAND %

. Serko

Welcome to

Tandem Trave
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Technology Risk Management Customer Testimonials
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http://www.tandemtravel.co.nz/

AIR NEW ZEALAND %
Tandem Travel

LOGGING IN

The Serko login screen will open in a new window. Sign in using your email address and
password*

Login To Your Account

User ID* || | Need assistance?

Password* | | Forgot your User D or Password?

AIR NEW ZEAIANDG

Tandem Travel

*If your company has single sign-in capability, this will be set up separately for you A STAR ALLIANCE MEMBER 77"



DASHBOARD
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Tandem Travel

Once logged in you will be taken to your Dashboard — this central area gives access all of

your booking and travel information

<«

Good morning

- Dashboard
UPCOMING BOOKINGS
M an ag e/ G Bookings
C reate a ‘ Manage bookings
. Create Zeno booking
bOOkI ng Create custom request
VIEW
22  People
Manage

Profile %
information -
- View and manage

bookings

Marketplace

£ Administration

@

My Travelers

Q

Create a booking,

-9
oS

R

Zeno Booking (G —

>

Custom Booking
Request

AR MWI(MAND@
Tandem Travel

ol

Select Zeno
Booking to
create a booking

Select custom
booking for
international
booking request

Travel agency
contact details

<
A STAR ALLIANCE MEMBER ¥, 7~



CREATE A NEW BOOKING Tanden Travel

Click to create from either the LH navigation bar OR the dashboard widget and build your
journey. Travel Policy and Cost Centre information will default based on traveller.

Select “Zeno Booking” to create a booking

o Setup
Zeno Booking 22 e
-Q Try next generation Who's traveling? G +
95 technology to book your > -
Domestic and Trans-
Tasman trips Show options to & Fly Stay Transfer Drive
Custom Booking +
Request o
%% Submit a request to have > .
a travel expert book for Leaving from Auckland (change).
you x Where would you like to go?
CH(
| Christchurch, NZ (CHC)
it
 H Dashboard B
(3  Bookings 1
Manage bookings Select where you would like to go by typing in
Create Zeno booking the deStInatlon Eg CHC

<
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BUILD YOUR ITINERARY Tandem Travel

Click to select or deselect the options which will make up your trip — you can select Fly,
Stay, Transfer or Drive or a combination of all four

o Setup

Who's traveling? o +.'__1:

Show options to e\ Fly e) Stay Transfer Q Drive
2 )

Leaving from Wellington (change).

x Where would you like to go? \
Auc
Auckland, NZ (AKL) \
...................................................................... +

The point of departure will default to the
home port as per the traveller profile — click
to change as required

<4
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DOMESTIC BOOKING Tandem Travel

Choose your departure date and time, then your return (or next) destination date and
time. Add additional sectors if needed for multiple stop journeys.

L There is no restriction on
the number of sectors you
Flying from AKL to Christchurch. can b00k, Wlth Only
x What date? restriction that you can’t
< February 2018 + 777777777777 come baCk tO the home

port as a stopover

Flying from AKL to Christchurch.

On the Feb 20

5 6 7 8 9 10 11 .
What time?
12 13 14 15 16 17 18 ; —_—
__________________________________________________ Early Morning (7 AM . Show options to A Fly ). Stay Transfer Drive
19 @ 21 22 23 24 25 y 9 (7 AM) [+ Q
26 27 28 Late Morning (10 AM)
n
Early Afternoon (2 PM)
;;;;;;; G o TUE, FEB 20 Remove Auckland
Early Evening (6 PM) Auckland = T00AM -
ARRIVING
H N
Evening (8 PM) Christchurch Zeatind
Go gle
Anytime 4+
Choose... | BN . O Wep, FEs 21 Remove ey
Christchurch = 600PM .
ARRIVING
Auckland N
Go gle
-

The return destination will default to the
home port as per the traveller profile — click .
tO Change as requ”_ed A STAR ALLIANCE MEMBER v):"
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DOMESTIC BOOKING Tandem Travel

Once you have booked your flights, Zeno will automatically add the additional trip
components (eg hotel, car or transfers) based on the dates and times already selected.
Review or Add Cost Centre as applicable, then select continue to itinerary for search
results

Transfers will default to the home office

PICKUP FROM Aemove
ﬁ The Avenue, Smales Farm 1024 ) ‘— .
[ |location.
OEPARTING T THU, MAR 8 flemore o . . .
Auckland < Tosonm a Edit to home address if required
ARRMNG L B ol erston
Wellington
ot ;‘i el =
— Depart  The Avenue, Smales Farm 1024 & 1
FICKUE FROM i © Th, Mar 8 Remav Lower Hutt ﬁ
Wellington Airport © PICK-UP 10:00 AM Edn Wellington Arrive  Auckland Airport 5o Apply
DROP-OFF AT
Wellington Airport £ Fri, Mar 8 rat
© DROP-OFF 6:00 PM
Googh
HOTELIN @ THU, MAR 8 Aemove 9 o
Wellington 23 CHECK-N 2PM Edit L Hu
Wellington
1 NIGHT
Googh
™
BEPARTING- £ FRI,MARS e B -
Wellington = G00PM _— s
ARRIVING :
Auckland J
Go e @wellings
DDDDDDD Remove
= The Avenue, Smales Farm 1024
Edit
T
Cost Centre
Sekoorne e Select or add the relevant
—
cost centre references or
Available Policies
New Zealand Tt ] H H
el codes that apply to this trip.

Fiewiew the abave trip outline thes continue 10 view Rserary recommendations and select options.

<4
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DOMESTIC BOOKING Tandem Travel

Search results are based on your previous travel and your company policy.
Zeno will show a recommended itinerary plus allow you to view and select alternate
options.

« X Wellington to Auckland T Choose how you want to view your
B ™22k oo 1000 search results

[]
@ o Displaying shortest routes only. Show sl routes.

B:45am 12Z45pm 11:45am 9458sm

8 w2 akL ~

Thu 22 Feb & & & & #  Rental carin Auckland W shoniit O Map S Ust
7 563 s137 5215
WLG to A.KL $93.00 © seve 558 ifyou book Q Pickup 10:00 am Thu, 22 Feb  Auckland Airpart
x NZ418 - Air New Zealand @ Drop off 10:00 am Fri, 23Feb  Auckland Airport
LA O L2 i vew Zesland 10-15am 12
‘5 NZ418 WLG Direct wig Budget Budget Budget Avig Avig
Economy Compact Compact Compact Intermeaiste. Compact Compact
Rental car in AKL $152.95 - ) : ]
@ Auckland Airport Termina! - Select a fare ""’s% L) Stay in Auckland Wl shonlist [ Mep B Lt
. Toyots Yaris Or Similar
o [®) 22Feb-23Feb 2% 1guests, 1 rooms @ Within 5 kms of Auckland CBD
Pick up
- Thu2aFe
) ¥ orkm ¥ o221m 0.36KM 0.37KM 0.41 KM 0.42KM 0.8KM 0.89KM
CI[YIITE Auckland $279.00 xi:::: ::';';: Term Skycity Grand Citylife. Heritage Metro Suites  Remsas Sutes  AucklanaCity  Hotel Grana AmoraHotel  VrQueen Street
=) 177 Queen Streer ® $93.00 O $102 Hotel Auckland Aucklena Aucklend - Hotel -Hobeon  Chancellor Auckland -Hotel & Suites
Tandem Travel Accommodstion.... $599 $279 8425 8377 3333 5318 5314 $242 5300
Fare details PR © seve $37 /night if you book with Amora Hotel Auckland
Fri 23 Feb ®
= TR on &)
AKL to WLG $99.00 Frequent fiyar Ms Jane 2.00 pm 1000am 1 night 0o
x Q267 - Jetstar Airways 9 018 km from CBD Thu 22 Fri 23 )
18:30- 19:35 (Th 5m)
‘ Select a room ~
Tandem Travel Accommadstion. Superior Room O Corporate prefemed
B3 Comorate rate $279.00 Selected

PER HIGHT
@ Room rae rules

Tandem Travel Accommodation. Deluxe SuiteQueen Bed Sep [] Corporate prefemed

Costs highlighted in orange show the
cheapest options based on your = B o ST [

search criteria s o P —

FER HIGHT
@ Room rate rules

Tri|:| Total 3623.95 - v Show all 16 available options

Negotiated rates are available for

LH Navigation Bar shows selection
" —
your total itinerary costs ontmuem extras

Skip extras —
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DOMESTIC BOOKING - EXTRAS Tandem Travel

If you chose to select “Extras”, you can select from any added features available for your
itinerary E.g. Flight Seat Select, Rental Car GPS

@ sonp G teeray @ Extras S35

Continue to exiras Extras

Skip extras — A  Wellington to Auckland

T Bage B bag included v

L] Heale Mo frash food

= Stayin Auckland

¥ Auckland to Wellington

M Sema ‘Snat salection not avallabie

- Baga B bag included addbags  ~

L Heals Fraardar frazh food (faal -

A, .
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BOOKING CONFIRMATION

On the confirmation page, you can check all details of your trip including costs and
payment details. When you are happy with your selection, click book to finalise your

booking

Confirm and book your trip

X Auckland to Christchurch

Air New Zealand . 6:00 am - 7:26 am

& Rental carin Christchurch

Avis Rent A Car System, Inc. . 10:00 am Tue, Feb 20

|z  Stay in Christchurch

Heritage Christchurch . 2:00 pm Tue, Feb 20

x Christchurch to Auckland

Air New Zealand . 6:00 pm - 7:20 pm

Review/add any special request
and additional information, and
complete any information required
in the Corporate Compliance
section (eg select authorizer if
applicable).

L
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Tandem Travel

Payment
XK AirNew Zealand 477 ko] 111 $9899 v

39899

sublota K AirNew Zealand ATk §21599 v

$65.55

SubTotal le== Heritage Christchurch 477 ] k] 111 $215.00 v
32;!”_57.39 v R Avis Rent A Car System, Inc $65.55

Trip Total $595.53

$21599

SubTotal

Special requests and additional information
P Rental car details Add Details

[= Hotel details

@ Booking details

Add Details

Add Details

Additional information

Corporate Compliance

Authoriser required
Hotel special requests required
Car special requests required

Read and accept rules and conditions

[ 1understand and accept all the rules and conditions

Enter Required Details

Review/accept the rules
and conditions, and click
book to complete the

b00k|ng'A STAR ALLIANCE MEMBER %7~



FINAL CONFIRMATION Tanden vavel

You will see this message/screen when your trip has been booked

xR =

AUCKLAND TRIP

THU 22 FEB 2018 - FRI 23 FEB 2018

° Your trip is booked 52291 / MHEQQJ

VIEW YOUR TRIP DETAILS

A STAR ALLIANCE MEMBER Y:I"
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MANAGE BOOKINGS Tandem Travel

“’ AR NEW ZEALAND 6

4 Tandem Travel
Demo Company E—
Home Bookings My Profile  Admin Jane Traveller Logout - Add To Calendar

Create New 'Booking'

% Online Reference: 52791, Sabre Refersnce: MHEQQ, Third Party Ref: 2708733 Back ta Boaking List o
Create New 'Custom Booking
Hide Details Add:
Ms Jane Travellar 5230.00
22 Feb 2018 to 23 Feb 2018 5152.95 Lar
Mew Zealand Travel i 524210 Hotel
o i Transfer $0.00
r — -
Trip Total B $625.05 Change:

Serko Online Dema Advanced Flight

Itimerary,  Additional Details  Preferences  Transfers  Audit

Thu 22 Feb 2018 Add To Calendar
Air Hew Zealand Departs weumgmn ce: §93.00 D e
Right: Nzaia cl Econormy G (GSATA) trLIE
Airt f St + Confirmed i
o R LSl e
Airways uazsz ® 08:35)
i ssh Hotel
Budget Rent & Car pick-up: Auckland Categary: d-doar Frice: $152.95 n Q'E"':Il-l'E'-*--
Tuyl:lta Yans Or Similar Auckland Airport Terminal - ransmission: **-"\?'"-““ (Rate includes mandatory seati
nation: 1FTRATOTHII Auckland Airpoet Air Conditianing: Yes Fees and Taxes) More Actions « Eating
10:00 am. o Charge: Unlimited Mileage  JRE0 IR TRRRET L cisa.0s
prop-off: Auckland dan
Auckland Airport Terminal - iption: §11
Auckland Airpert « Confirmed

ﬂc:t Rate Selected

Amara Hotel Auckland Fate Type: ATKXPY Frice: §242.10 o Lost savings shown at
100 Greys Avenue e } . Pdf!f;"'-'d E\;“;!ﬂ 11 Roamis) = 1 Might(s] = 524210 ¢ . f b k d
Auckland Nz 1010 C 2 al.e tudio Ream With King  night) - -
!" -'a;&‘-‘-;-nvss:gsma?in Bed. gl'.a'._:: +" Confirmed LIS SR tlme 0 00 Ing an
o ooline o . post booking.
Last Savings: $112.10 >
Fri 23 Feb 2018
Air Hew Zealand $137.00 D
Flight= HZ4&1 Econormy L (LEATA)
f- WICFLH «" Confirmed More Actions -
ares 56900 on Jetstar
Alrwavs {0263 @ 16:00) 4
- sea A STAR ALLIANCE MEMBER v 7~
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MY PROFILE Tandem Travel

Access your Profile information from the Navigation bar. From the “My Profile” tab
you can update details such as Passport/Visas, or any personal preferences; such
as frequent flyers, hotel and car memberships, or seating

« )

Good morning

B8 Dashboard
UPCOMING BOOKINGS DRAFT BOOKING: HARED BOOKINGS s
- . i Create a booking
Bookings

Manage bookings

o E AIR NEW ZEALAND é
Create Zeno booking
Tandem Travel

Create custom request
- My profile Home Bookings My Profile Admin Jane Traveller‘ - Logout ? ﬂ ‘.
22  People My Profile

Create traveler profile Name s Jane Traveller Work Phone 649123456

Address Mobile® 64212345678
Manage traveler profile

Default Division Serko Online Demo

» Marketplace

Authorisers  Travel Coordinators  Passport/Visa  Preferences Credit Cards  Audit

£ Administration

Traveller Type Service Comment/Name

I_\ [_] s Jane Traveller Frequent Flyers Afr Mew Zealand Airpoints 244699

Total: 1

Add Preference |

<
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Tandem Travel

THANK
YOU

A STAR ALLIANCE MEMBER %4~



