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Use the online help to learn how to use Aergo

Getting Started Typical Aergo Home Page
o +
1. Ensure that you have your Aergo URL, login name, This is an example of a Home page. The actual Home
and password (ask your administrator). page you see depends on the configuration set by your () Getting Startes How_r\r you can manage travel
2. Launch L. @ Using your browser online
. your Internet browser. administrator. L] Using the travel intertace
H travel onli fou use the Home page as the starting point
3. Enter the URL and press Enter. CE:nvpzii;zn;fhlaﬁz\,:T:t;nna:: far managing your travel information.
4} welcome to Amadeus.com - Microsoft Internet E E Mangn;r;aozgr";?;ﬁ::;?og:n:{?;jmunny Helpful information
= B 0w o o s nfer your Click here & ket | Click here 1 ke ch Planning & trp Getting around the online reservation systern
= = = = = = Aergo URL 1tk here 10 make a frave ICk here To make changes hananing existing tineraries Messade of the day
GBack - o - (D 7y | Qusearch @| booking (see overleaf) to your profile (for example, Using the Service Tadls Pending trips
Address | http:book. e-travel comflogindgzoom| your travel preferences). Global links
/] What you provide
b - Depending on decisions made by your system
. Travel Planner ” Travel Review ” Profile | administrator, you may be able to do some or
4. The Login screen appears. all ofthe following:
= Arrande a Quick Start flight

[(elogn 48 Click here to go to the home

Click here to view, modify (lick here for FAQs (Click on these symbols for context-sensitive help.

Please log in Enter your login page (currently selected) or delefe bookings and online help.
Login name Ihpoﬂer k— name und
Password [freeees password
Retrieve password
- Log in to & community ather than your home community
Click on Login : etravel
«— TN ravol Planner || TravelReview || Profie | ® Serice Tools
Login >
= | ogin Information (2 B Quick Start ? £ e Too ; 2]
. . . . User: Harry Potter Frofii I— ﬂ o] Maps
5. The first time you log in, the profile page appears. Community: DG Zoom Company E  Directions
O B To | ﬂ B Weather
Travel Planner Profil ervice Tools z Iﬁ 4 -
Personal  Payment  Delivery  Preferences  Login ";I:mm foha;u':e Commnt Departs March 2 IE Tlme I 10:00 AM j' B Airport Info
Return IMarch - I I 0z = I Time I‘ID:DD Abd vl B Ajrcraft info
/@ Profile Information 2 o K
Trip Reasonl Business - I m Subvway Maps
N . = |ravel LoOmponems =3 7
Update your profile details.  refoetes reauiert il e Detsiled search el Heathé:Visginto
3 . B Timetable
Traveller Information The fields marked with an T::““:: P"’““"’t . \ B Floht Stetus
H * FESLE & NEvy THR WILh any
Saluation [ 7] usierlsk are munduiory. / combination of air, car and hatel o} tileanetdanacer
Fist Heme + [Harry when you huve Travel Review Trip Status
Losthame = porer : : g i
.. . “Wiewy andior modify existing trips , Use these links to
Middle l_ fIﬂIShed, CII(k on Mewy York Confirmed
it Profile k) on hold access more travel
s [H Save. S i i
Create or modify your travel profile Cape Town Confirmed information.
) (when available)
6. When you have successfully saved your profile,
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click on The home page is described e
. Trawel Policy Privacy Statement
opposite. You are now ready to use Aergo! \
_ ) . My Pending Trips Quick Start
hese links are alternative ways of using the tabs: This shows the future frips that you have You can use this shortcut To search
| Travel Planner || Travel Review |  Profile | booked (depends on setup). You can select a for flights, rather than using
trip fo view, modify or delete. You can also do

this via [“Travel Review
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Making a Booking

This is an example. Actual screens and options
depend on setup. Click on [Z] if you need help.

1. Click on

2. Select the type of booking you want to make.
Available vendors may vary.

In this community you can

| BTl TravelReview || | make air, car and hotel

Lol e 0 ETLLEN  bookings. The following steps

show an air booking.

3. Provide the details of the trip you want to book.

a. Select the trip type.

Round Trip is selected by default. You can also select one-way or
multi-destination trips.

One.

Select Trip Type:

Round-Trip ! Mutti-Destination

b. Select the most appropriate trip reason from the ones available.
The trip reason can affect what flights and classes are displayed.

Trip Reason

(Examples shown)

Conduct Training Course
Conference

¢. Enter your starting point and destination.
Enter the ity or airport name, or click here to search for one.

Flight Information {

From Iheathrow ﬂ

d. Select the date and time for your departure and return.
Use the drop-down lists to select the date or click here for the calendar.

beparture date IJune v”28 'I

4. If price is most important, click on eIz, Of
if schedule (departure and arrival times) is most

important, click on

5. In the list of available flights, select the one you
want and follow the on-screen guidelines to
complete the booking.
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Viewing, Modifying and Deleting Bookings
This is an example. Actual screens and options

depend on setup. Click on [] if you need help.
1. Clickon

2. Your future trips are shown in My Pending Trips.

My Pending Trips
Trip Status
Il ark Confirmed
Pariz On hold
Cape Town Confirmed

Click on Ih! rip you want to
view, modify or delete.

3. The trip details are displayed.

7@ Trip Summary 3

Trip Reservation Humber: 7Y ISP

City Destinations: Cape Town

Dates: 12/2 o0 12/22

Ticketing/delivery information: Customer Pickup at
Travel Agency

Traveller: Harry Potter
Trip status: Confirmed
Trip Reason: business
Trip Hame: Yisit to new Factary

e 0 Click on these links to add
Add Hotel Add Car a hotel or car booking.
Click here to modify the (Click here to delete the
displayed booking. displayed booking.
[\
\}Modifg Delete Confirmed
Economy restricted 01:05PM - 03:15PM
Economy restricted ;;:{iﬁm - 10A45AM + 1

Click on this button at the botfom of

&= the puge to delete the entire trip.

4. Follow the on-screen instructions to complete
your task.
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