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1 Managing the Site Tabs - The Services Tab

The Partner Dashboard at the site level is made up of several tabs. These tabs include the Settings,
Users, Services, Groups, Rules, Reports and the Profiles tabs of which all but the Profiles tab will covered
in these classes. The Profiles tab is covered in the Advanced User Data class.

1.1 Custom Fields

Custom fields are used when agenciesrequire data that is not already being collected by Deem to
support either specialized booking or profile requirements. Custom fields canbe created using the Deem
customizable profile field tool if the field will be used for reporting or by creating a new, custom field if the

field is needed for booking or purchase page display.

When a site is cloned from a template, any custom fields found on the template will be created on the

cloned site.

Note: Custom fields are not reportable in our standard reports.

Note: Custom fields cannot be used as a Group Parameter.

1. Click the Services tab then the Travel link in the Travel section ofthe page.

2. The Services | Travel page is displayed. Click the Custom Field Configuration link.

Settings Users Services Groups
Services
Travel Airport Parking
Travel Agency Configurations for Groups
Vendors Policies
Travel Policy
Policy Display .
Compliance Codes Car Service
Custom Fields «—— Configurations for Groups
Alternate Airports Policies

Site Payment Cards
Corporate Payment Cards
Private Rates

Hotel Per Diem
Reference Points
Restricted Countries

Rules Reports Profiles

Expense

Additional charges apply when Expense is
enabled.

General Settings
Configurations for Groups
Load Default Expense Settings
Payer Management

Shipping

General Settings
Configurations for Groups
Provider Accounts
Policies
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3. The Services | Custom Field Configuration page is displayed. Click the Custom Field
Collections link.

Settings ‘ Users \ Groups Rules Reports Profiles

Eia:? to Travel Confiquration

Services | Custom Field Configuration

Custom Field Collections
Create, Edit, Delete Travel Custom Field Collection and Fields.

Custom Field Sets
Create, Edit, Delete Custom Field Sets.

1.1.1 Custom Field Collections

Note: Custom fields use the List and Set structure. Think of the Collection as the List with an additional layer
below it for the custom field definition itself. To create and implement custom fields, first create the collection
and add custom fields toit then the collection is added toa Set. The set is attached to Service Rules to

define what groups of users will see the custom fields.

1. The Services | Custom Field Collections page is displayed.

Settings } Users ‘ Groups I Rules Reports Profiles

[¥] Back to Custom Field Configura
Services | Custom Field Collections

ation

Custom Field Collections
Collection Name Last Update Action

reportinginfo August 12, 2008

agencyinfo / August 12, 2008

Add A New Collection

E
X

£
=B
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2. Click the Add A New Collection link toadd a new custom field. The Services | Add page is
displayed. Complete the page:

Settings Users m Groups Rules Reports Profiles

E}E:-,.-" Custom Fie
Services | Add

New Collection

Collection Information
Name: [TripPurpose
Label: |Trip Purpose

Description: | Enter the Purpose of this trip

(as displayed to User,

Include Collection in following pages
[ ask for User Input on Trip Search Page [
Make Collection Optional for User 7
Display on Trip Review Page [1
Ask for User Input on Purchase Page | i |
Display on Trip Confirmation, Trip Details and eldail Notification Pages | i
[ include Coliection as part of "Change your trip” pages

Conditional Display of Collection
Javascript:

Cancel

X New Collection:

o Name: Name the collection. This is the name the database will use in reference to this
collection. The name cannot include any spaces and has a maximum length of 128
characters. The value canbe alphanumeric, but the first character must be an alpha
character. The collection name must be unique and is case sensitive.

o Label: Enter the label that willbe displayed to the user as a header on the box thatlists
custom fields.

o Description: (asdisplayed to User): This field will be displayed tothe user as text
within the box that lists custom fields.

{ Include Collection in following pages:

o Ask for User Input on Trip Search Page: By selecting this checkbox, the user will see
the custom field on the Trip Search page.

- Make Collection Optional for User: By selecting this checkbox, custom field willbe
required on the Trip Search page.

- Display on Trip Review Page: By selecting this checkbox, the user willsee (but not
be able to edit) the custom field on the Trip Review page. It isrecommended thatif
the field is displayed on the Trip Search page, it be shown on the Review page as
well.

o Ask for User Input on Purchase Page: By selecting this checkbox, the user will see
the custom field on the Trip Purchase page.
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o Display on Trip Confirmation, Trip Details and eMail Notification Pages: By
selecting this checkbox, the user will see the custom field on the Trip Confirmation, Trip
Details and eMail Notification Pages.

o Include Collection as part of “Change your trip” pages: By selecting this checkbox
the user will see the custom field on “Change your trip” pages.

{ Conditional Display of Collection:
o JavaScript: By entering JavaScript, set conditions for which the custom field will be

displayed or not. An example is that if the arrival city is Miami, display a custom field.
For any other arrival city, the custom field would not be displayed.

£l

Note: Enter a ticket if assistance from the Deem Configuration Team is needed with the JavaScript
modification.

3. Click Save to save the custom field collection. The Services | Custom Field Collections page is
redisplayed. Click the Collection Name link to add fields toit.

Settings Users Groups [ Rules ; Reports Profiles

E55:~ to Custom Field Confiquration
Services | Custom Field Collections

Custom Field Collections
Collection Name Last Update Action

August 12, 2008 Edt B
August 12, 2008 Edt Tl

/ June 09, 2009 Edit T

4. The Custom Fields page is displayed. Click the Add Custom Field link.

Settings ‘ Users \ Groups ‘ Rules ‘ Reports | Profiles

Eia:» to Custom Field Collections
Services | Custom Fields

Add A New Collection

Custom Fields for Collection "TripPurpose"

Collection Name: TripPurpose

Custom Field Collections
Display Order Field Name Field Type User Profile Field Last Update Action
You do not have any Custom Field defined from the Collection at this moment

Add Custom Field
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B. The Services | Add page is displayed. Complete the page:

Settings ’ Users mi Groups \ Rules
1

E]Eac~ to Custom Fields
Services | Add

New Field ( Collection:TripPurpose )
Field Information

Name: i"inurpcse \

Label: i.Purpose of Trip ‘

Tool Tip: iEnter the purpose of the trip i FJ Opt

Field Type: | Text v |

D Add to Open Enroliment Registration

ontitann, R o AN e o MLt ol | aen R o A b b | a et s a N e GO s

x New Field (within Collection:name):

o Field Information:

- Name: Enter a name for this custom field. This isthe name the database will use
in reference tothis field.

Note: Anychanges tothe field name once it is saved will result in the need for programming changes. The
name cannot include any spaces and has a maximum length of 128 characters. This field canbe
alphanumeric, but the first character must be an alpha character. The field name must be unique and is case
sensitive.

- Label: Enter the label that will be displayed tothe user
- Tool Tip: Enter a tip that can be displayed to the user

- Field Type: Select Text, Checkbox, Date/Time, Number, List or PTA from the drop
down list.

Important Note: Once the field has been saved, the field type cannot be changed.
Note: PTA will appear if Pre-trip Approval hasbeen enabled. PTA is discussed in other documentation.

Note: Field Type Preference will differ depending on the selection made to Field Type.

- Add to Open Enrollment Registration: Select this checkbox ifthe field is to appear
in open enrollment registration.

- Add to User Settings: Select this checkbox ifthe field is toappear in user settings.

* Category: Select the user setting Personal Information, Contact Information,
LEmployee Information, Business Address, Home Address, Emergency
Contact or Travel Preferences from the drop down list.

e Allow only Agency to View and Edit this field: Select this checkbox if only
agency users can see or change this field.

- Mandatory Field: Select this checkbox ifthe field will be required

Note: Field Type Preference will differ depending on the selection made for Field Type.
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o Field Type Preference - Text

o T e g T L, T ST ~ A I T e T e T et
Field Type Preference
OSmg\& Line @L'um;\e Line
Number of Lines: |2 | {1 min, 20 max
Character Width: |30 {1 min, 20 max
Text X
Min Length: |1 (1 min if required
Max Length: [60 | (== Min Length
Default Value: T
Advanced
Save Cancel
- SingleLine | Multiple Lines: Selectif the text field will allow single or multiple line
entry.
- Number of Lines: If Multiple Line was selected, how many textlines canbe entered
- minimum is 1 and maximum is 20 lines.
- Character Width: This is set to 30. This represents the number of characters
allowed in the text box before a carriage returnwould occur.
- Min Length: Enter the minimum allowable length for the entire field with a minimum
of 1 if the field is required.
- Max Length: Enter the maximum allowable length for the entire field with a
maximum of at least greater than the minimum.
- Default Value: Enter the value todisplay as a default.
An example of this would be if the traveler has any special requirements while
traveling. The “Special Requirements” textbox would be displayed on the user
profile.
# Additional Information
Agency Remark 1
\
Special Requirements
‘ o
i T P PP U P R O I L SN
o Field Type Preference — Checkbox

Field Type Preference

Default: Ochecked  @unchecked
Check Box
User must select checkbox to proceed

Advanced

Cancel

- Default: Selecteither CZecked or Unchecked as the default for the checkbox.
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- User must select checkbox to proceed: Before a user canmove on in the

application, the checkbox must be marked.It is recommended the checkbox be

unchecked as the default.

An example of this would be if Terms and Conditions have been presented. The ‘I

Accept” or “IDo Not Accept” checkbox would have tobe selected before the user

could leave the page.

Travel | Mandatory Profile Fields

Complete the following mandatory profile specific custom fields before you use the travel module.

Terms & Conditions™

O

Cancel

o Field Type Preference - Date | Time

P R et P it N i i et T

—T

Field Type Preference

ype: ©Date Only Orime Only Oopate and Time
Dwscla;.': ‘gar V-'cnth Datc— Hour Minute Time Zone

D;”C\':‘ a date or time to occur in the past

Date/Time

“ear Range: |Current | to |Current+10 L |
Month Range: |Jan | to |Dec

Date Range: |1 to [31

- Type: Select Date only, Time only, or Date and time from the drop down list.

e e e i T g

Cancel

- Display: Select Year, Month, Date Hour Minute, and | or Time Zone checkboxes as

appropriate.

- Allow a date or time to occur in the past: Select this checkbox if past dates or

times will be allowed.

- Year Range: Enter the beginning and ending year range allowed. Use Current to
begin the range with the current year and Current+X to say how many years in the

future the date entered canbe. Current+5 will be this year plus 5 years.
- Month Range: Enter the beginning and ending month. Generally, 7an and Dec are

entered

- Date Range: Enter the beginning and ending date range allowed. Generally, / and

31 are used.

deem.com
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o Field Type Preference - Number

v, e e o=
——— v t it et

P - o e, et

= et i e SRS B i A NP PR e

R R .A,-f‘,‘w_v’_v_
Field Type Preference
Type: @number Opercsntags OCurrenc;« (in USD
Decimal Places: |0
Number Min Value: |
Max Value:

Default Value: |0.0 ‘L

Advanced
Save Cancel
- Type: Select Number, Percentage, or Currency from the drop down list.
- Decimal places: Enter the number of decimal places.
- Min Value: Enter the minimum value allowed in this field.
- Max Value: Enter the maximum value allowed in this field. If the field is tobe sent to
the GDS during profile synchronization, the maximum value (notnumber of
characters) must be less than 30. Maximum number of characters is 8.
- Default Value: Enter the value todisplay as a default.
An example of this would be the employee’s Cost Center.
Additional |nf0rn]ai;5—n-- ..................................... ._J v .........................................................................
Cost Center”
I P SPP Y A_Tf?j_,__.”",.a.. G T TOUp S AL et in A et E i PV N A -
o Field Type Preference - List
P e o A T e Pt =TT e
Field Type Preference
Display as: @Se\ect Box ORadm Buttons (if <= 3 options
'Mes-t with Clients
Option Labels and Values: | 1raining Class
List (single-select) [sort labeis alphabetically
Defautt: ®select first value as defautt
OSe\ect value prefixed with "*" as default
C‘Se\ect no value as default
Advanced
Cancel

- Display as: Select .Select Box or Radio Buttons from the drop down list.

- Option Labels and Values: Enter the labels which will be displayed tothe user and
the value that will be placed in the record separated by an equal sign. Example:
“Cost Center=CC”. Generally, “Select no value as default” is selected.
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An example of this would be the Employee Type

P et T N T

Employee Type*

T s

N

e Y e v Ty e P O Rv SV

6. Click Save tosave the Custom Field and Done.

Settings Users } Groups Rules Reports Profiles
[¥] Back to Custom Field Coliec
Serwces | Custom Fields
Custom Fields for Collection "TripPurpose"
Collection Name: TripPurpose
Action

Custom Field Collections

Field Name Field Type User Profile Field

Display Order o
June 09, 2009 i

Text No

[ ]

Update Display Order Add Custom Field

7. The Services | Custom Field Collections page isredisplayed. Enter a display order and click the
Update Display Order torearrange the order of the custom fields withinthe collection. Click the Add
Custom Field link toadd additional custom fields to this Collection or click Done to return tothe

Services | Custom Field Collections page.

1.1.2 Custom Fields Sets

1. Next we will add the Collection toa Set. Click the Back to Custom Field Configurations link at the
top of the page. The Services | Custom Field Configuration page is displayed.

Settings ‘ Users ‘ Groups Rules ‘ Reports

E—s:- te Travel Configura
Services | Cu‘:tom Field Configuration

Profiles

Custom Field Collections
Create, Edit, Delete Travel Custom Field Collection and Fields.

Custom Field Sets
Create, Edit, Delete Custom Field Sets.
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2. Click the Custom Field Sets link. The Services | Custom Field Sets page is displayed.

|
Settings ‘ Users ‘ Groups \ Rules Reports | Profiles

E]Ea: to Custom Field Configuration
Services | Custom Field Sets

/

Custom Field Sets

Set Name

Used In Rule Last Update Action
DefaultCustomSet ves August 12, 2008 b= ¢

Add A New Custom Field Set

3. Click Add A New Custom Field Set link. The Services | Add page is displayed.

Settings ‘ Users ml Groups ‘ Rules ‘ Reports Profiles

[¥] Back to Custom Field =

Services | Adc

Custom Field Set

Set Name: |Purpose

Custom Field Collections

Display Order Collection Name Last Update

H Add Collection to Set

Action

You do not have any Custom Field Collections defined in this set at this moment

Ll | Cancel

4. Enter a Set Name for the Set and click Add Collection to Set link. The Services | Add Custom
Field Collection page is displayed.

Settings ‘ Users ‘ Groups Rules Reports ‘ Profiles

EE&:» to Add
Services | Add Custom Field Collection

Add Custom Field Collection

Custom Field Collection

| Add | Cancel

deem.com
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5. Selectthe radio button beside the Custom Field Collections one at a time to add them to this set.

Click Add. The Services | Add page isredisplayed.

Settings ‘ Users m‘ Groups [ Rules Reports
1 {§ L

E55:~ to Custom Field Sets
Services | Add

Profiles

Custom Field Set

Set Name: [Purpose

Custom Field Collections

Display Order a Collection Name Last Update Acti

N

1 7\ TripPurpese June 09, 2008

Update Display Order Add Collection to Set

on

|

Cancel

6. Click Save to save the configuration. The Services | Custom Field Sets page is redisplayed.

1.2 Vendor Management

Preferred and restricted vendors are identified within the Vendor Management section of the Services |
Travel Tab. Preferred and restricted vendors can be included within the search results, or segregated out
depending on how they are configured. They can be specific to a location or set up tobe global or

worldwide.

Note: When a site is cloned from a template, Vendor Preferences are also cloned. Most Vendor Preferences

canremain the same as those found on the template, but some may need to be adjusted depending on the

individual site’s requirements.

1.2.1 Vendor Management List Items

Note: The Vendor Management Preferences adhere tothe List and Set structure

1. Click the Services tab then the Vendors link .
2. The Services | Vendor Management page is displayed.

deem.com
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1.2.1.1 Airline Preferences

1. Click the Airline Preferences link.

Settings ‘ Users m‘ Groups Rules Reports Profiles

E] Back te Travel Configuration

Services | Vendor Management

Vendor Preferences

Airline Preferences /
Car Rental Preferences

Hotel Chain Preferences

Vendor Preference Sets
Airline Preference Sets

Car Rental Preference Sets
Hotel Chain Preference Sets
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2. The Services | Airline Preferences page is displayed. Click the Add A New Airline Preference link
toadd a new preference, or click an existing preference record to edit that record.

Settings ‘ Users ’ Groups Rules Reports Profiles

EE ndor Ms nt
Services | Airline Preferences

Airline Preferences

e M
Name From To Through The Most Restricted Bi-Directional End Date
EXA2LLLS Preferred
KF AR MEM ORD ANYWHERE NW es v W
S smf;sfo;oak:sjcirne ANYWHERE ANYWHERE AA NW,CO,US No v W

Add A New Airline Preference /

3. The Services | Add page is displayed. Complete the page.
{ Airline Preferences:

Settings ‘ Users ‘ Groups Rules Reports ] Profiles

[¥] Back to Airline Pr es
Services | Add

General Settings

[¥] Activate Preference
Name:

Preference Start Date: |- = - [-

[=]
Preference End Date: | - & - - =

)

Location Preferences

Q@ Apply globally (regardiess of location)

' Apply to specific locations (set locations below)

Preferred Airlines

Most Preferred Airlines:
Highly Preferred Airlines:
Preferred Airlines:

Flag the Preferred Airlines as Preferred?: @ ves ) No

Restricted Airlines

Airlines to be excluded:

Airlines to be displayed last:

Airlines to be displayed after similar airfines:

Combine these restricted airlines in the right-most column on the matrix: Or apply to all demoted airlines D

Remove logo of restricted airlines: | 'Yes © No

e | Cancel

o General Settings:
- Activate Preference: Select the checkbox to activate the preference.
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- Name: Name the airline preference tohelp recognize the market towhich it applies.
An example is DFW to PHL toshow that this airline preference is for the market of
Dallas to Philadelphia.

- Preference Start Date: Selectthe AMonth, Day and Year from the drop down list or
click the calendar and make the selection on the calendar if the preference will not
take effect upon the save of the record.

- Preference End Date: Selectthe AMonth, Day and Year from the drop down list or
click the calendar and make the selection on the calendar if the preference hasan
anticipated end date.

o Location Preference:

- Apply globally (regardless of location): Select this radio button if the preference
applies to all origination and destination locations

- Apply to specificlocations (set locations below): Select this radio button if the
preference applies to specified origination and destination locations.

. .- e T e R e N .
et t E oy it S T et o it el

Location Preferences

B gt s it

St Lttt 2 e

A

ly globally (regardless of location

PP
Apply to specific locations (set locations below

@)
()

Separate multiple airport codes or city names with semicolons
-
From Location: (fz'b'_.’ airport codes (_)’b;u states C‘b;./ countries C’any.‘.‘here

ILIM;RDU Airport Code

To Location: by airport codes @by states Oby countries Oanywhere

Alaska ~
Alabama

Arkansas

Arizona

Califernia N

®

Bi-Directional: @ ves Ono

S

"

Through Location: by airport codes ‘Q’b;.fstates i‘zby countries (,3’ar;«‘.’.‘here

Afghanistan A
Alpania

Algeria

American Samoa

Andorra ™

Current Selection is: United States

o Brofarradl MIElNRS | | . | 4o e e e st A L e a M s s et e ot A At

e From Location:

* If by airport codes was selected, enter the airport codes separated by
semi-colons

» If by states was selected, select the state(s) from the drop down list
* If by countries was selected, select the state(s) from the drop down list
* If anywhere was selected, no additional selections are needed

* To Location:

* If by airport codes was selected, enter the airport codes separated by
semi-colons

» If by states was selected, select the state(s) from the drop down list
* If by countries was selected, select the state(s) from the drop down list
» If anywhere was selected, no additional selections are needed
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e Bi-Directional: Select 2es or No. Select if the preference will apply toboth
outbound and returnflights.

¢ Through Location:

» If by airport codes was selected, enter the airport codes separated by
semi-colons

» If by states was selected, select the state(s) from the drop down list
» If by countries was selected, select the state(s) from the drop down list
* If anywhere was selected, no additional selections are needed

o Preferred Airlines:

Preferred Airlines

Restricted Airlines

It i P NDIVGIV NG R i e VY I e e e USRI VU

Flag the Preferred Airlines as Preferred?. (& ves O No

i S N e I I PRI

N A el A AN oo AL\ e T A e W T A A WA T T TSN e

Airiines to be displayed after simiar airlines

Combine these restricted airlines in the right-most column on the matrix: |CO Or apply to all demoted airines O

Most Preferred Airlines: |US
Highly Preferred Airlines: AA

Preferred Airlines: DL

Most Preferred Airlines: List the airline codes tohave them displayed at the top of
the search results page separated by commas.

Highly Preferred Airlines: Listthe airline codes tohave them displayed under the
most preferred airlines at the top of the search results page.

Preferred Airlines: List the airline codes tohave them displayed under the highly
preferred airlines at the top of the search results page.

Flag the Preferred Airlines as Preferred: If 7es isselected, the search results will
be displayed as outlined above (Most Preferred followed by Highly Preferred and
then Preferred Airlines)and a goldicon or medallion with a P will be displayed beside
the flight information. Hover over the P, to see PPP to designate this as a Most
Preferred Airline, PP todesignate this as a Highly Preferred Airline or P to designate
this as a Preferred Airline.

Airlines to be excluded

Airfines to be displayed last: |CO

Remove logo of restricted arrines: () Yes & No

RS A

o Restricted Airlines:

Airlines to be excluded: Enter the airline codes whose search results will not be
displayed regardless ifthey meet trip search criteria.

Airlines to be displayed last: Enter the airline codes for airlines whose search
results will be displayed at the bottom of the list regardless if they would fall
elsewhere inthe list.

Airlines to be displayed after similar airlines: Enter the airline codes for airlines
whose search results will be displayed with other entries if the results are similar to
those entries.

deem.com 18




DEEM TRAVEL - PARTNER DASHBOARD TRAINING - DAY 3

- Combine these restricted airlines in the right-most column on the matrix: Enter
a list of airline codes, or select the Or apply to all demoted airlines checkbox to

display all restricted airline codes in a column on the right regardless if they fall into
another column.

Note: If airline codes are entered in this field, they must also be listed in either the Airlines to be displayed
after similar airlines or the Airlines to be displayed last fields.

- Remove logo of restricted airlines: Select 2es or No from the drop down list tonot
display the logo of a restricted airline beside search results for that airline.

4. Click the Save to save the new airline preference.

Note: Don't forget to add the list to a set — Vendor Preference Sets are discussed laterin this chapter.

1.2.1.2 Car Rental Preferences

1. Click the Car Rental Preferences link.

Settings ‘ Users m‘ Groups Rules Reports Profiles

[4] Back to Travel Configuration
Services | Vendor Management

Vendor Preferences
Airline Preferences
Car Rental Preferences

Hotel Chain Preferences

Vendor Preference Sets
Airline Preference Sets
Car Rental P
Hotel Chain Preference Sets

erence Sets

2. The Services | Car Rental Preferences page is displayed. Click the Add A New Car Rental
Preference link to add a new preference, or click an existing preference record to edit that record.

Settings ‘ Users ‘ Groups Rules Reports Profiles

[35-3:» to Vendor anagement
Services | Car Rental Preferences

Car Rental Preferences

Name Location Preferred Restricted End Date

— - / ZE z Coy
Add A New Car Rental Preference
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3. The Services | Add page is displayed. Complete the page.

Settings Users Services Groups Rules Reports Profiles
EE‘E:» to Car Rental Preference
= _3
Services | Add
General Settings
Activate Preference
Name: |
Preference Start Date: | - v [- ¥ - v \ﬁ]
Preference End Date: |- B - 3 [- v =
Location Preferences
® Apply globally (regardless of location)
(:} Apply te specific locations (set locations belew
Preferred Car Rental Companies
Iost Preferred Car Rental Companies: \ Location Code
Highly Preferred Car Rental Companies: ; Location Code:
Preferred Car Rental Companies: | | Location Code:
Flag the Preferred Car Rental Companies as Preferred?: C‘) ‘es O No
Restricted Car Rental Companies
Car Rental Companies to be excluded: ‘
Car Rental Companies to be displayed last: \'
Car Rental Companies to be displayed after similar car rental [~
<
companies *
Remove logo of restricted car rental companies: C ‘ex @l Neo
S Cancel

| GCar Rental Preferences:
o General Settings:

Activate Preference: Select the checkbox to activate the preference.

Name: Name the car rental preference tohelp recognize the marketto which it
applies. An example is DFIW toshow that this car rental preference is for the market
in Dallas.

Preference Start Date: Selectthe AMonth, Day and Year from the drop down list or
click the calendar and make the selection on the calendar if the preference will not
take effect upon the save of the record.

Preference End Date: Selectthe Aonth, Day and Year from the drop down list or
click the calendar and make the selection on the calendar if the preference hasan
anticipated end date.

o Location Preference:

Apply globally (regardless of location): Select this radio button if the preference
applies toall locations

Apply to specificlocations (set locations below): Select this radio button if the

preference applies to specific locations.
e Separate multiple airport codes or city names with semicolons
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* If by airport codes was selected, enter the airport codes separated by
semi-colons

e e Y i

e

Location Preferences

O Apply globally (regardless of location)
O Apply to specific locations (set locations below)

Separate multiple airport codes or city names with semicolons.
Location: @by airport codes Oby states Oby countries Oanywhere

Airport Code

B T T T e T LT B T

» If by states was selected, select the state(s) from the drop down list

=V ey e

R S S ettt S i e e e e e ey Ve o

Location Preferences

O Apply globally (regardless of location)
@ Apply to specific locations (set locations below)

Separate multiple airport codes or city names with semicolons.

Location: Oby airport codes  Seiby states Oby countries Oanywhere

Alaska ~
Alabama =
Arkansas
Arizona
California 1
e S Y N P e TN T NP, e e e N R e
» If by countries was selected, select the state(s) from the drop down list
PO LR e it et AT A AT et et e e O T i e et Wt P e et e et e LRI s
Location Preferences
O Apply globally (regardless of location)
@ Apply to specific locations (set locations below)
Separate multiple airport codes or city names with semicolons.
Location: Oby airport codes Oby states g.’iby countries Oanywhere
Afghanistan ~
Albania =
Algeria -
American Samea
Andorra b
Current Selection is: United States
AN, v eih y ohechn e ST AMAIEN, At BB gt AP ok R e AT gmaana gt S el

e s AP

» If anywhere was selected, no additional selections are needed

St e r—m SR At o S iy

g s £ ey

N Sy __,__,.,»-L-.,__Mu__“_ P e
Location Preferences

O apply globally {regardless of location)

@ Apply to specific locations (set locations below)

Separate multiple airport codes or city names with semicolens.
Location: Oby airport codes Oby states Oby countries @anywhere

e IR AN e e A

....... B i T I U VPR TS S W
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o Preferred Car Rental Companies:

- Most Preferred Car Rental Company | Location Code: List the car rental
company codes and location codes, if applicable, to have them displayed at the top
of the search results page.

- Highly Preferred Car Rental Company | Location Code: List the car rental
company codes and location codes, if applicable, to have them displayed under the
most preferred airlines at the top of the search results page.

- Preferred Car Rental Company | Location Code: List the car rental company
codes and location codes, if applicable, to have them displayed under the highly
preferred airlines at the top of the search results page.

- Flag the Preferred Car Rental Companies as Preferred: If Ves isselected, the
search results will be displayed as outlined above (Most Preferred followed by Highly
Preferred and then Preferred Car Rental Companies) and a gold icon or medallion
with a P will be displayed beside the car rental company information. When hovering
over the P, PPP designates this as a Most Preferred Car Rental Company, PP to
designate this as a Highly Preferred Car Rental Company or P to designate thisas a
Preferred Car Rental Company.

o Restricted Car Rental Companies:

- Car Rental Companies to be excluded: Enter the car rental company codes whose
search results willnot be displayed regardless ifthey meet trip search criteria.

- Car Rental Companies to be displayed last: Enter the car rental company codes
for car rental companies whose search results willbe displayed at the bottom of the
list regardless if they would fall elsewhere in the list.

- Car Rental Companies to be displayed after similar car rental companies: Enter
the car rental company codes for car rental companies whose search results willbe
displayed with other entries if the results are similar to those entries.

- Remove logo of restricted carrental companies: Select 2es or No from the drop

down list tonot display the logo of a restricted car rental company beside search
results for that car rental company.

4. Click the Save to save the new Car Rental Preference.

Note: Don't forget to add the list to a set — discussed laterin this chapter.

1.2.1.3 Hotel Chain Preferences

1. Click the Hotel Chain Preferences link.

Settings Users m Groups Rules

Services |

Vendor Preferences

Airline P

Vendor Prefere

Airline

Reports Profiles
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2. The Services | Hotel Chain Preferences page is displayed. Click the Add A New Hotel Chain
Preference link to add a new preference, or click an existing preference record to edit that record.

Foster City Hotels Foster City,CA US CP,MC,HH HI
Add A New Hotel Chain Preference

|
Settings \ Users m| Groups Rules Reports Profiles
Back to Vendor Manac nt

Services | Hotel Chain Preferences

Hotel Chain Preferences

Name Location Preferred Restricted End Date
Los
Angeles,CA US;New v ic & .
York,NY,US;San HY;HH,MC XS Coov X
Francisce,CA,US
Sacramento,CA,US RD HY S| LQ,RCGI Copy

3. The Services | Add page is displayed. Complete the page.

Settings ‘ Users m’ Groups Rules

E Back to Hotel Chain Preferences

Services | Add

General Settings

&
Name: |Corp Traveler |

Activate Preference

Preference Start Date: |- v ¥ [ ¥ &

Preference End Date: |- 2 -8 [ =

Location Preferences

@® apply globally (regardless of location)

@) Apply to specific locations (set locations below)

Preferred Hotel Chains

Most Preferred Hotel Chain: [WY,YS,GV |

Highly Preferred Hotel Chain: [NK MR MU |

Preferred Hotel Chain: iHL.HH‘H,\’ ‘

Flag the Preferred Hotels as Preferred?: ® ves One

Restricted Hotel Chains

Hotel chains to be excluded: [DI |

Hotel chains to be displayed last: \HY \

Hotel chains to be displayed after similar hotels: IGI ‘

Remove logo of restricted hotels: ® vesOno

Remove pictures and video of restricted hotels: @ ves O no

e . Cancel

{  Hotel Chain Preferences:
o General Settings:

- Activate Preference: Select the checkbox to activate the preference.
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- Name: Name the Hotel Chain preference tohelp recognize the market towhich it
applies. An example is Dallas Hotel Preferences toshow that this hotel chain
preference is for the market of Dallas.

- Preference Start Date: Selectthe AMonth, Day and Year from the drop down list or
click the calendar and make the selection on the calendar if the preference will not
take effect upon the save of the record.

- Preference End Date: Selectthe AMonth, Day and Year from the drop down list or

click the calendar and make the selection on the calendar if the preference hasan
anticipated end date.

o Location Preference:

- Apply globally (regardless of location): Select this radio button if the preference
applies toall locations

- Apply to specificlocations (set locations below): Select this radio button if the
preference applies to specified locations.

e Separate multiple place names with semicolons.
e Location:

» If by place names was selected, enter the cities, states and countries
separated by semi-colons. An example: Sacramento, CA, US;San

Francisco, CA,US.
it e e Tt e DIl i L et e S L T el b b 2| il D p LT e 1T Tel I N o il et T
Location Preferences

C’ Apply globally (regardless of location

FO1

3%4 Apply te specific locations (set locations below )
Separate multiple place names with semicolons.

Location: @by place names by states Oby countries Oanywhere

- D pafotme d HABALASAT0E, iy e ban ATt L adtn IR b s s ah AN AR e S PO ST

o If by states was selected, select the state(s) from the drop down list

et T el e s Vo vt Vo O e ST e O kAR S bttt T AP S ST TR

fiemn, e rrmit e e
Location Preferences
@) Apply globally (regardless of location
6) Apply to specific locations (set locations below
Separate multiple place names with semicolons.
Location: Ob;.f place names i’;b' states Ob:.' countries Oan;» where
Alaska ~
Alabama
Arkansas
Arizona
Califernia |
A L SN AT - g M A e M s ar b e ot o, O T O e
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* If by countries was selected, select the state(s) from the drop down list

e g s imeid . Frv et e, g e e it T ey e Y e gt =

Location Preferences

PP,

O anolv v (recardless c
U Apply globally (regardless of location

pply to specific locations (set locations below

Separate multiple place names with semiceolons.
O O O] O.
Location: (Uby place names (Uby states  §%by countries  (Uanywhere

Afghanistan PN

Albania

Algeria

American Samea

Andorra \:
Current Selection is: United States

. sPrafarrad Hofpt Chaings. . aieesems | e cqmmean 0B ann_ L ae0 s e ANt o Ao Mo

)

* If anywhere was selected, no additional selections are needed
o Preferred Hotel Chains:

- Most Preferred Hotel Chain: List the hotel chain codes tohave them displayed on
the search results page. PREFERRED will be placed beside this entry and when
hovering over the label, a box describing this property as a Most Preferred Hotel
Chain is displayed.

- Highly Preferred Hotel Chain: List the hotel chain codes tohave them displayed on
the search results page. PREFERRED will be placed beside this entry and when
hovering over the label, a box describing this property as a Highly Preferred Hotel
Chain is displayed.

- Preferred Hotel Chain: List the hotel chain codes to have them displayed on the
search results page. PREFERRED will be placed beside this entry and when
hovering over the label, a box describing this property as a Preferred Hotel Chain is
displayed.

- Flag the Preferred Hotels as Preferred: If 7es isselected, the search results will
be displayed as outlined above (Most Preferred followed by Highly Preferred and
then Preferred Hotels) and PREFERRED will be displayed beside the hotel chain
information. When hovering over the label, a box describing this as a Most Preferred
Hotel Chain, Highly Preferred Hotel Chain or Preferred Hotel Chain is displayed.

o Restricted Hotel Chains:
- Hotel Chains to be excluded: Enter the hotel chain codes whose search results will
not be displayed regardless ifthey meet trip search criteria.

- Hotel Chains to be displayed last: Enter the hotel chain codes for hotel chains
whose search results willbe displayed at the bottom of the list regardless if they
would fall elsewhere in the list.

- Hotel Chains to be displayed after similar hotels: Enter the hotel chain codes for
hotel chains whose search results willbe displayed with other entries if the results
are similar tothose entries.

- Remove logo of restricted hotels: Select ?es or No from the drop down list tonot
display the logo of restricted hotels.

- Remove pictures and video of restricted hotels: Select 2es or No from the drop
down list tonot display any pictures or videos from a restricted hotel.

deem.com 25




DEEM TRAVEL - PARTNER DASHBOARD TRAINING - DAY 3

4. Click the Save to save the preferences. Click the Back to Vendor Management link toreturn tothe
Vendor Management page.

1.2.2 Vendor Management Sets

1. Click the Vendor Preference Sets link to add the Preference listtoa set. Selectthe appropriate
vendor type's link.

2. The Services | (Airline, Car Rental or Hotel Chain) Preference Sets page is displayed. Click the Add
A New (Airline, Car Rental or Hotel Chain) Preference Set link toadd a new set, or click an existing
set record to edit that record.

| I
Settings \ Users ‘ Groups ‘ Rules Reports } Profiles

EE&;‘- to Vendor ldanagement
Services | Hotel Chain Preference Sets

Hotel Chain Preference Sets

Preference Set Name Used In Rule

No

El

e Ne

SC o No

Add A New Hotel Chain Preference Set

3. The (Airline, Car Rental or Hotel Chain) Preference Set page is displayed.

Settings l Users m‘ Groups ‘ Rules Reports Profiles

[€] Back to Hotel Chain Preference Sets
Services | Add

Hotel Chain Preference Set

Preference Set Name: il.hsc Hotel Set

Hotel Chain Preferences

Name Location Preferred Restricted End Date

You do not have a Hotel Chain Preference defined in this set

Cancel

| Set Name: Name the Preference Set. This name should be easily recognizable as a specific
Preference Set configuration. An example is A4 Global Preferred or DFW Preferred Hotel
Preferences.
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4. Click the Add Preference button. The Services | Search & Add Preference page is displayed.

Settings Users m‘ Groups Rules Reports Profiles

E: to Add
Services | Search & Add Preference

Search: | | Search

Hotel Chain Preference Sets

\ Select One Name Location Preferred Restricted End Date

Y ingeles,CA US:New
O] ABC Hotels Los Angees CAUS i HY HH,IC SIKI
ork,NY,US;San Francisce,CA US

O Sacramental Hotels Sacramente,CA,US RDHY,SI al
O Foster Citv Hotels Foster City,CA,US CPIC,HH HI

5. Selectthe radio button beside the Preference List name toaddit tothe set. Click OK if there is only
one list toadd, or click the OK & Add Another if others need tobe added tothe set. Click Save to
save the preferences in the set.

Click the _ changes not applied” link toreview the changes.

7. Thechanges made since the last commit are displayed. Click the CGommit button to commit the
changes tothe database.

2 Rules and Groups

A user’s access toservices and other options is determined by the groups to which the user belongs. If a user belongs to
more than one group, the group with the lowest priority number (the one appearing closest to the top of the list) is
selected to govern the access and options available tothe user. By

default, if a user is not included in another group with a higher priority or if no other groups are addedto rules, the user
will follow the rules established for the Everyone Group.

Groups are prioritized to decide which rule willbe applied if a user is a member of more than one group.
The Priority column is found to the left of each Group whoserules are defined on the Rules tab. The
lower the priority number (located at the top of the list), the higher the rule priority this group will have.
The rule with the lowest priority will be applied to members of the group.

Note: When a site is cloned from a template, all Rules are cloned too. Most of the settings canremain the
same as those found on the template, but some may need to be adjusted depending on the individual site’s
requirements.

2.1 Rules Tab

The Deem Dashboard Service Rules Tab is where to establish the rules engaged when a user is viewing
and booking Travel (Air,Car and Hotel) and other services such as Conferencing, Shipping, and Dining.

In an earlier Basic Dashboard Training module Configuration and Policy settings for Services were
discussed. Here, enforcement of different rules for different user groups willbe learned. The point to
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keepin mind is that a user canbelong tomore than one group. The lower the priority number of the rule
(closest tothe top of the list) governs what rule to apply to the user.

To configure Service Rules:

1. Accessthe Deem Travel Partner Dashboard using the User Name and Password with Users Tab
permissions.

2. The Partner Dashboard A= Sites | Overview page is displayed. Select the site by clicking the
Settings link beside the site.

3. The Settings tab page is displayed. Click the Rulestab to access the different types of rules
available on the dashboard.

4. The Rules tab page is displayed.

Test TMC presems n 0 changes not applied "*/‘\‘.
Partner Dashboard /‘;\J 4 Test Company
Settings Users Services Groups E Reports Profiles

Rules | O

Service Rules
These rules enable or disable the services for a group.

Account Rules
These rules define the biling accounts to be used for various services and / or service types.

Groupware Rules
These rules define the various groupware servers available to a group.

Display Option Rules
These rules define the default user settings for date, time and measurement fields.

Web Services Rules
These rules enable or disable Web Services access for a group of users.

Mobile Rules
These rules enable or disable Mobile access for a group of users.

Dynamic Profile Attribute Assignment Rules
These rules enable or disable Dynamic Profile Attribute Assignment access for a group of users.

ServiceRules: These rules enable or disable the services for a group.

AccountRules: These rules define the billing accounts tobe used for various services and / or
service types.

GroupwareRules: These rules define the various groupware servers available to a group. Display

OptionRules: These rules define the default user settings for date, time and measurement
fields.

WebServicesRules: These rules enableor disable Web Services access for a group of users. Mobile

Rules: These rules enable or disable Mobile access for a group of users. DynamicProfileAttribute

AssignmentRules: These rules enable or disable Dynamic Profile Attribute
Assignment access for a group of users.

B. Click the Service Ruleslink toenable service rules. The Rules | Services Rules page is displayed.
Several different service rules canbe configured on the page:
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Note: Only contracted services willappear onthe page. Ifinterested in additional services, please contact
your Account Management team member.

Settings Users Services Groups Reports Profiles

() Back to Overview

= [nactive Rules = Active Rules

Corporate . Exp E ire Shoppin
Priority  Group Dining Conferencing Admin Portal Shipping (New) (Discontinued) Travel pping

Everyone

Dining - Used to establish rules for groups enabling Dining
Conferencing - Used to establish rules for groups enabling Conferencing

CorporateAdminPortal - Used by the domain or corporate administrator to enable other contracted
stores

Shipping — Used to establish rules for groups enabling our Package Shipping store

Expenses - Used to establish rules for groups enabling Expense
Travel - Used to establish rules for groups enabling Air, Hotel, Car, Airport Parking, and Car Service
Shopping — Used to establish rules for groups enabling Shopping.

Note: The order in which these columns appear may differ by site.

There are 3 possible values for each group within the Service Rules columns:

x Add linkindicates there are currently no rules established for the group for the specific service

Edit link with GREEN coloration indicates there are rules established for the group for the specific
service and they are active

x Edit link with YELLOW coloration indicates there are rules established for the group for the
specific service but they are inactive

2.1.1 Travel Rules for the Everyone Group

To enable Travel Rules, first determine if all users will use the same rules or if there are different rules for
different groups of travelers or users. If everyone will follow the same rules, only add Travel Service
Rules tothe Everyone Group.

Think of the Everyone Group as a car with all users inside. Here we see a US VIP named Michael, a
Canadian VIP named Jacque, and the other users named Tom,Dick and Harriett. For right now, they are
all only in the Everyone Group. With only the Everyone Group defined, all users would follow the same
rules — all or none would be allowed Conferencing or Dining, for example. All would be found tobe out of
policy ifthey selected First Class for International flights or all Pseudo-Cities and queue delivery options
would be the same for all users unless we add additional groups and set parameters for their user
definition.

Important to Remember: - Users can belongtomore than one group. Priorities govern which rule will be
enforced.
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Other Users -
Tom, Dick & Harriett

/l/

Canadian VIP -

/ Jacque

US VIP -

Michael \

If different users will follow different travel rules, VIP’s for example, add other groups to define each
unique set of users and then add Travel Service Rules to the appropriate group. We will discuss adding
additional groups and establishing their rules later in this guide.

Let’s first set up travelrules for the Everyone Group tosee how itis done:

1. Click the Add or Edit link found in the Travel column for the Everyone Group. Asnoted above, the
link found beside the Everyone Group may be either Add or Edit depending on if rules have
previously been set up for the group.

2. The Rules |Travel Rule page is displayed. Enter a Rule Description that describes the intent of this
rule and will be easily recognizable when it appears in a drop down list. Be sure to click the Activate
Rule checkbox.

Settings | Users Services Groups ml Reports Profiles

[¥] Back to Service Rules
Rules | Travel Rule

Rule Definition
Description: | Everyone Rule ‘ ¥} Activate Rule

IF=
Group: Everyene
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3. Scroll down tothe THEN section of the page. (Travel Mode through Travel Policy displayed here)
g -“’WWW‘—’ W-WW‘—"W Al

IF...
Group: Everyone

P

pr

THEN,
Enable Travel with the folowing options and selected providers

Note: Only one provider may be enabled for this service

O enable ResAssist
O Enable GetThere/RezPo:
® Enable Rearden Travel

Travel Mode

Travel services can be enabled in Full service mode or Read-only mode

Full service mode enables onine shoppin ooking and all background services
Read-only mode enables only the PNR synchronization service; no access 1o onine Travel services /
Travel mode Full service v
Train Travel
Enable Tran

Vendor Preferences

Arrine Preference Set Contnental and US global pref v
Rental Car Preference Set Rental Car Preferences v
Hotel Chain Preference Set: | Hotel Preferences v Ho!
Restricted Countries
Restricted Countries Set Restricted Countries ¥l  AddEad:
Travel Policies
Policy Set: Defauk Travel Policy v

ﬂ"NMW'

4. C(Click the Enable Travel service with the following options and selected providers checkbox and
select the Enable Rearden Travel radio button.

5. Continue down the page:

x Travel Mode:
o Select Full service from the drop down list if the rule is toinclude the travel store

o Select Read only from the drop down list if the rule is for PNR Synchronization or the
Mobile Store only withno travel

x Enable Train
o Select Enable Train checkbox to enable train for this rule / Group.
x Vendor Preferences:

Note: Please refer to Module 3: Travel (Part Two) for configuration of Vendor Preferences discussion.

o Airline Preference Set: Select the Airline Preference Set previously configured from the
drop down list. If a new configurationis needed or to review an existing set, click the
Add | Edit Airline Sets link to go to the configuration page.
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- The Rules | Airline Preference Sets page is displayed.

Settings [ Users 1 Services Groups ml Reports 1 Profiles

EE’EZ‘ to Travel Rule
Rules | Airline Preference Sets

Airline Preference Sets
Preference Set Name Used In Rule

s No o}

I
(
D
I
u

Add A New Airline Preference Set

- Select the Preference Set Name link toreview the set or click Add A New Airline
Preference Set toadd a new set.

o Rental Car Preference Set: Select the Car Rental Preference Set previously configured
from the drop down list. Ifa new configuration is needed or to review an existing set,
click the Add | Edit Car Rental Sets link to go tothe configuration page.

- The Rules | Car Rental Preference Sets page is displayed.

Settings Users Services ‘ Groups ml Reports Profiles

E]Ea:l te Travel Rule
Rules | Car Rental Preference Sets

Car Rental Preference Sets
Preference Set Name Used In Association

Al CAR SE No

Vs ®

Add A New Car Rental Preference Set

- Select the Car Rental Preference Set Name link toreview the set or click Add A
New Car Rental Preference Set toadd a new set.
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o Hotel Chain Preference Set: Select the Hotel Chain Preference Set previously
configured from the drop down list. If a new configuration is needed or toreview an
existing set, click the Add | Edit Hotel Sets link to go tothe configuration page.

- The Rules | Hotel Chain Preference Sets page is displayed.

Settings

E]E};-tc's, el Rule
Rules | Hotel Chain Preference Sets

Users Services | Groups m Reports Profiles

Hotel Chain Preference Sets

Preference Set Name Used In Association

Add A New Hotel Chain Preference Set

ves X
No

Ne

- Select the Hotel Preference Set Name link toreview the set or click Add A New
Hotel Chain Preference Set toadd a new set.

x Restricted Countries Set: Selectthe Restricted Countries Set previously configured from
the drop down list. If a new configuration is needed or toreview an existing set, click the Add
| Edit Restricted Countries Sets link to go tothe configuration page.

- The Rules | Restricted Countries Configuration Sets page is displayed.
Settings ‘ Users Services Groups “‘ Reports ‘ Profiles
[¥] Back to Travel Rule

Rules | Restricted Countries Configuration Sets

Restricted Countries Configuration Sets

Set Name Used In Rule Last Update
You do not have any Restricted Countries Configuration Sets defined
Add Restricted Countries Configuration Set
- Select the Restricted Countries Configuration Sets Name link toreview the set or
click Add Restricted Countries Configuration Set toadd a new set.
x Travel Policies:

Note: Please refer to Module 3: Travel (Part Two) for configuration of Travel Policies discussion.
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o Policy Set: Select the Policy Set previously configured from the drop down list. If a new
configuration is needed or to review an existing set, click the Add | Edit Policy Sets link
to go to the configuration page.

- The Rules | Policy Sets page is displayed.
Settings Users Services Groups m Reports Profiles
[) Back to Travel Rule
Rules | Policy Sets
Policy Sets
Set Name Used In Rule

Add A New Travel Policy

No

No

No

Set

August 18, 2007

August 16, 2007

August 21, 2007

Set toadd a new set.

deem.com
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6. Scroll down further in the THEN section of the page. (Compliance Codes through Hotel Per Diems

displayed)

Compliance Codes
Air Codes Set
Train Codes Set
Hotel Codes Set
Car Rental Codes Set

Payment Card Codes Set

Agency Configuration

Agency Configuration Set

Alternate Airports

ARernate Arport Set

Display Configurations

Configuraton

Corporate Payment Card Restrictions

Payment Card Set

Corporate Site Payment Cards

Site Payment Card Set

Hotel Per Diems

Hotel Per Diem Set

x Compliance Codes:

Arine Complance Codes

Dummy Tran

Hotel Complance Codes
Car Rental Compliance Codes

dummy CC set

Chris Blands Test Group - Sabre

DefautDisplaySettngs

None

None

None

e e e T A A A i Ak A ST P NN o AT e NN TN NN AP\

B i I T T e e NV

Note: Please refer to Module 3: Travel (Part Two) for configuration of Compliance Code discussion.

Note: Please note thatall compliance codes are displayed when any of the links are selected in this section.

Be sure to select the appropriate code for the element being worked.

o Air Codes Set: Select the Air Codes Set previously configured from the drop down list.

If a new configuration is needed or to review an existing set, click the Add | Edit Air

Codes Sets link to go tothe configuration page where compliance codes canbe added

as needed.
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- The Rules | Compliance Codes Sets page is displayed.

Settings

EEE;T’E%: i3

Set Name v

Rules | Compliai

Compliance Codes Sets

Users Services Groups “ Reports Profiles

Tvpe Used In Rule Last Update
Airline ‘es October 25, 2010
Airline =3 September 22, 2010

Car Rental 3 April 21, 2008

Payment Card ‘es April 21, 2008

Add A New Compliance Code Set

Train ‘es June 22, 2009

Hotel 3 April 21, 2008

D | D) DE| DRE | DRE| M|

Payment Card ‘es October 28, 2008

- Select the Set Name link toreview the set or click Add A New Compliance Code
Set toadd a new set.

Train Codes Set: Select the Train Codes Set previously configured from the drop down
list. If a new configuration is needed or toreview an existing set, click the Add | Edit
Hotel Codes Sets link to go to the configuration page. (See screen shot above for all
Compliance Code sets.)

Hotel Codes Set: Select the Hotel Codes Set previously configured from the drop down
list. If a new configuration is needed or toreview an existing set, click the Add | Edit
Hotel Codes Sets link to go to the configuration page. (See screen shot above for all
Compliance Code sets.)

Car Rental Codes Set: Selectthe Car Rental Codes Set previously configured from the
drop down list. If a new configurationis needed or toreview an existing set, click the
Add | Edit Car Rental Codes Sets link to go tothe configuration page. (See screen
shot above for all Compliance Code sets.)

Payment Card Codes Set: Selectthe Payment Card Codes Set previously configured
from the drop down list. Ifa new configuration is needed or to review an existing set,
click the Add | Edit Payment Card Codes Sets link to go to the configuration page.
(See screen shot above for all Compliance Code sets.)

x Agency Configuration:

Note: Please refer to Module 2: Travel (Part One) for an Agency Configuration discussion.

O

Agency Configuration Set: Select the Agency Configuration Set previously configured
from the drop down list. Ifa new configuration is needed or to review an existing set,
click the Add | Edit Agency Configuration Sets link to go tothe configuration page.
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- The Rules | Agency Settings page is displayed.

| | | |
Settings | Users | Services | Groups m‘ Reports ; Profiles
Rules | Agency Settings
Agency Settings
Setting Name v GDS PCC Location Used In Rule

Sabre 1234 SFO No |

- Select the Setting Name link toreview the set or click Add A New Agency Setting
toadd a new set.

x Alternate Airports:

Note: Please refer to Module 53: Travel (Part Two) for configuration of Alternate Airport discussion.

o Alternate Airport Set: Selectthe Alternate Airport Set previously configured from the
drop down list. If a new configurationis needed or toreview an existing set, click the
Add | Edit Airport Sets link to go tothe configuration page.

- The Rules | Alternate Airport Sets page is displayed.

Settings Users 1 Services | Groups m\ Reports Profiles
| [}

EEEZ-ZZ_: €l Rule
Rules | Alternate Airport Sets

Alternate Airport Sets

Set Name Used In Rule Last Update

Charlotte Based ‘es May 15, 2008 ®
Sacramento ‘ez March 03, 2008 ®
TPABOS No WMarch 03, 2008 0]
VA ‘es Iarch 03, 2008 ®

Add A New Alternate Airport Code Set

- Select the Set Name link toreview the set or click Add A New Alternate Airport
Code Set toadd a new set.

x Display Configuration:

Note: Please refer to Module 2: Travel (Part One) for Display Configuration discussion.

o Configuration: Select the Configuration previously configured from the drop down list.
If a new configuration is needed or toreview an existing set, click the Add | Edit
Configurations link to go to the configuration page.
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- The Rules | Display Configuration Sets page is displayed.

Settings } Users | Services 1 Groups m‘ Reports Profiles
EIEEZ- to Travel Rule
Rules | Display Configuration Sets

VDisplay Configuration Sets

Set Name « Used In Rule
Travel No August 22, 2007 mj
Everyone No August 21, 2007 |

Add A New Display Configuration Set

- Select the Set Name link toreview the set or click Add A New Display
Configuration Set to add a new set.

x Corporate Payment Card Restrictions:

Note: Please refer to Module 3: Travel (Part Two) for configuration of Corporate Payment Card discussion.

o Payment Card Set: Select the Payment Card Set previously configured from the drop
down list. If a new configuration is needed or to review an existing set, click the Add |
Edit Payment Card Sets link to go to the configuration page.

- The Rules | Corporate Payment Card Sets page is displayed.

Settings Users Services ‘ Groups “ Reports Profiles

EE;:» to Travel Rule
Rules | Corporate Payment Card Sets
Corporate Payment Card Sets

Set Name ¥ Used In Rule

No August 21, 2007

Add a new payment card set

- Select the Set Name link toreview the set or click Add A New Payment Card Set to
add a new set.

x Corporate Site Payment Cards:

Note: Please refer to Module 3: Travel (Part Two) for configuration of Corporate Site Payment Card
discussion.

o Site Payment Card Set: Select the Site Payment Card Set previously configured from
the drop down list. If a new configuration is needed or toreview an existing set, click the
Add | Edit Site Payment Card Sets link to go to the configuration page.
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- The Rules | Site Payment Cards Sets page is displayed.

Settings ‘ Users ‘ Services Groups m\ Reports i Profiles

EE&Z' to Travel Rule
Rules | Site Payment Cards Sets

Site Payment Cards Sets

Set Hame ¥

Used In Rule Last Update
American Expre: No October 25, 2010
Add a new site payment card set

- Select the Set Name link toreview the set or click Add a New Site Payment Card
Set toadd a new set.

X Hotel Per Diems:

Note: Please refer to Module 5: Travel (Part Two) for configuration of Hotel Per Diem discussion.

o Hotel Per Diem Set: Select the Hotel Per Diem Set previously configured from the drop
down list. If a new configuration is needed or toreview an existing set, click the Add |
Edit Hotel Per Diems link to go tothe configuration page.

- The Rules | Hotel Per Diem Sets page is displayed.

Settings ‘ Users ‘ Services Groups ml Reports Profiles

Back to Travel Rule

Rules | Hotel Per Diem Sets

Hotel Per Diem Sets

Set Name Used In Rule

1co No May 15, 2008

Add A New Hotel Per Diem Set

- Select the Set Name link to review the set or click Add Hotel Per Diem Set toadda
new set.
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7. Scroll down further in the THEN section of the page. (Reference Points through the bottom of the

AT\ A, T T e/ T T T T O T T\ A S T T A T T A AT T A N st AN N S M A AR e

Reference Points

Reference Points Set

Reference Points 144pr08

Private Negotiated Rate Sets

Rental Car/Hotel Discount Code Set

Airline Rate Set: | Airline Rate Set

Train Private Rate Set: | Train Set
Car and Hotel Rates

Hotel Private Rate Set: | None

AJd/Edit Train Rate Sets

AJd/Ed Rental Car/Hotel Disc oun

Add/Edit Hotel Private Rate Sets

Company Information

Company: | Acme Corp v
Custom Fields
Custom Field Set: | DefaukCustomSet v
Enable Airport Parking with the following options.
Configuration: | ABC CO.everyone v
Ske Payment Card Set: | None v
Polcies -

Enable Car Servic e with the following options

Configuration:
Reference Points Set:

Payment Card Set
Site Payment Card Set
Policies

Deem Network

None

None

None

4 4 4 «

x Reference Points:

Cancel

Note: Please refer to Module 3: Travel (Part Two) for configuration of Reference Point discussion.

o Reference Points Set: Select the Reference Points Set previously configured from the

drop down list. If a new configurationis needed or to review an existing set, click the
Add | Edit Reference Points Sets link to go tothe configuration page.
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- The Rules | Reference Point Sets page is displayed.

Settings | Users Services Groups “‘ Reports Profiles

Eia:»'t"a €l Rule
Rules | Reference Point Sets

Reference Point Sets

Set Name Used In Rule

Reference Points ves X

Add A New Reference Point Set

- Select the Set Name link to review the set or click Add A New Reference Point Set
toadd a new set.

x Private Negotiated Rate Sets:

Note: Please refer to Module 3: Travel (Part Two) for configuration of Private Rates discussion.

o Private Negotiated Rates Set: Select the Airline Rate Set previously configured from
the drop down list. If a new configuration is needed or toreview an existing set, click the
Add | Edit Airline Rate Sets link to go to the configuration page.

- The Rules | Airline Rate Sets page is displayed.

Settings Users | Services 1 Groups m Reports | Profiles

EIE?.:H:'& el Rule
Rules | Airline Rate Sets

D

Set Name « Used In Rule
A20 No

Add A New Airline Rate

- Select the Set Name link toreview the set or click Add A New Airline Rate toadda
new set.

o Train Private Rate Set: Selectthe Train Private Rate Set previously configured from the
drop down list. If a new configurationis needed or toreview an existing set, click the
Add | Edit Train Rate Sets link to go tothe configuration page.

- The Rules | Train Rates Sets page is displayed.

Settings ; Users Services \ Groups “‘ Reports 1 Profiles

Eijr» to Travel Rule
Rules | T

rain Rates Sets

Set Hame Used In Rule

ortheast Corrido Ne

Add A New Train Private Rate Set
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- Select the Set Name link toreview the set or click Add A New Train Private Rate
Set toadd a new set.

o Rental Car | Hotel Discount Code Set: Select the Rental Car/ Hotel Discount Code
Set previously configured from the drop down list. Ifa new configuration is needed or to
review an existing set, click the Add | Edit Rental Car | Hotel Discount Code Sets link
to go tothe configuration page.

- The Rules | Rental Car | Hotel Discount Sets page is displayed.

Settings Users | Services Groups m‘ Reports Profiles

Ef‘:—.:-’:'ii:,f
Rules | Rental Car/H

,

(@]

c

(T

w
D

7]

”Rent;l Carlrl-lort;eliDi;count Code Sets

Set Name « Used In Rule

kf carHOTEL s No

C se No

Add A New Rental Car Discount Code Set

- Select the Rental Car | Hotel Discount Code Set Name link to review the set or
click Add A New Rental Car Discount Code Set toadd a new set.

o Hotel Private Rate Set: Selectthe Hotel Private Rate Set previously configured from the
drop down list. If a new configurationis needed or toreview an existing set, click the
Add | Edit Hotel Private Rate Sets link to go tothe configuration page.

- The Rules | Hotel Private Rate Sets page is displayed.

Settings ‘ Users | Services Groups “ Reports Profiles

EE&? to Trave &
Rules | Hotel Privat

Hotel Private Rate Sets
Set Name Used In Rule
You do not have Sets for Negotiated Rates at this moment

Add A New Hotel Private Rate Set

- Select the Hotel Private Rate Set Name link toreview the set or click Add A New
Hotel Private Rate Set to add a new set.

x Company Information:

Note: Please refer to Module 1: Roles and Responsibilities of Administrators for configuration of Company
Information discussion.
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o Company: Selectthe Company previously configured from the drop down list. Ifa new
configuration is needed or to review an existing set, click the Add | Edit Company Info
link to go tothe configuration page.

- The Rules | Company Information page is displayed.

Settings Users Services Groups m Reports Profiles

(] Back to Travel Rule
Rules | Company Information

Companies

Name ~ Used in Rule

Acme Corp No

- Select the Company Information link to review the set or click Add A New
Company to add a new set.

x Custom Fields:

Note: Please refer to Module 2: Travel (Part One) for configuration of Custom Fields discussion.

o Custom Field Set: Select the Custom Field Set previously configured from the drop
down list. If a new configuration is needed or toreview an existing set, click the Add |
Edit Custom Fields Set link to go tothe configuration page.

- The Rules | Custom Field Sets page is displayed.

Settings Users Services 1 Groups m Reports Profiles

[€] Back to Travel Rule
Rules | Custom Field Sets

Custom Field Sets

Set Name Used In Rule Action

Trip Reason No August 21, 2007

Add A New Custom Field Set

- Select the Custom Field Set Name link toreview the set or click Add A New
Custom Field Set to add a new set.

x Enable Car Service with the following options:

Note: Please refer to Module 6: Longtail Services for configuration of Car Service discussion.
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o Configuration: Select the Configuration previously established from the drop down list.
If a new configuration is needed or toreview an existing set, click the Manage
Configurations link to go to the configuration page.

- The Rules | Configurations page is displayed.

Settings Users Services Groups m‘ Reports Profiles

Configurations

Name Description

Used in Rule

Car Service No o

- Select the Configuration Name link toreview the set or click Add A New
Configuration to add a new set.

o Reference Points Set: Select the Reference Points Set previously configured from the
drop down list. If a new configurationis needed or toreview an existing set, click the
Manage Reference Points Sets link to go tothe configuration page.

- The Rules | Reference Point Sets page is displayed.

I " "
Settings ‘ Users Services Groups m Reports Profiles

EE}:- to Travel Rule
Rules | Reference Point Set

D
@

Reference Point Sets

Set Name Used In Rule

Reference Points s X

Add A New Reference Point Set

- Select the Reference Point Set Name link to review the set or click Add A New
Reference Point Set to add a new set.

o Payment Card Set: Select the Payment Card Set previously configured from the drop
down list. If a new configuration is needed or toreview an existing set, click the Manage
Payment Card Sets link to go tothe configuration page.

- The Rules | Corporate Payment Cards Sets page is displayed.

Settings | Users Services Groups m Reports Profiles

EEa:-t,‘:—, €l Rule
| Carnnrata Davmant Card ot
Rules | Corporate Payment Card Set

W

Corporate Payment Card Sets

Set Name ¥ Used In Rule

Z hotel GTD No August 21, 2007

Add a new payment card set
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- Select the Corporate Payment Cards Set Name link toreview the set or click Add
A New Payment Card Set toadd a new set.

o Site Payment Card Set: Select the Site Payment Card Set previously configured from
the drop down list. If a new configuration is needed or toreview an existing set, click the
Manage Site Payment Card Sets link to go tothe configuration page.

- The Rules | Site Charge Cards Sets page is displayed.

Settings Users Services Groups

E]Ea:»ic‘j €l Rule
Rules | Site Payment Cards Sets
| Y

Site Payment Cards Sets

Set Name ¥ Used In Rule

Corp American Express Card No October 25, 2010

Add a new site payment card set

- Select the Site Payment Cards Sets | Set Name link toreview the set or click Add
A New Site Payment Card Set to add a new set.

o Policies: Select the Policy previously configured from the drop down list.

- If anew configuration is needed click the Manage All Policies linkand click the Add
A New Policy link.

Settings Users ‘ Services Groups

E:;:»'i’a%: e

Policies

Name ~

gvervone polic used for all employees

Used in Rule

‘ez b= ¢

Add A New Policy

- To add an existing policy to the list, click the Add Policies to List link, select the
policy and click the Add Selected button.

Add Car Service policies kg
= Add Selectex Close
e ——

Il everyone poli

- To Remove Policies from the list, click the policy to select it, and then click the
Remove Selected Policies from list link toremove it from the list.

- Toreview an existing set, click the Manage All Policies link to go to the
configuration page.

- Toreview an existing set, click the Policies Name link to go tothe configuration
page.
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- If anew Policy is needed click the Add A New Policy link to go tothe configuration
page.
x Enable Airport Parking service with the following options:

Note: Please refer to Module 6: Marketplace Services for configuration of Airport Parking discussion.

o Configuration: Select the Configuration previously established from the drop down list.
If a new configuration is needed or toreview an existing set, click the Manage
Configurations link to go to the configuration page.

- The Rules | Configurations page is displayed.

Settings Users Services Groups “ Reports Profiles

[¥)Backto Tra
Rules | C

Configurations

Used in Rule

No

- Select the Configurations Name link toreview the set or click New Configuration
toadd a new configuration.
o Site Payment Card Set: Select the Site Payment Card Set previously configured from
the drop down list. If a new configuration is needed or toreview an existing set, click the
Manage Site Payment Card Sets link to go tothe configuration page.

- The Rules | Site Charge Cards Sets page is displayed.

Settings Users Services Groups “ Reports Profiles

[4] Back to Travel Rule
Rules

Site Payment Cards Sets
Set Name ¥ Used In Rule Last Update

No October 25, 2010

Add a new site payment card set

- Select the Site Payment Cards Sets | Set Name link toreview the set or click Add
A New Site Payment Card Set to add a new set.

o Policies: Select the Policy previously configured from the drop down list.

- To link an existing configuration to the rule, click the Add Policies to List link to go
tothe list of previously configured policies and make selections. Click the Add
Selected button toadd that policy tothe rule.

- To Remove Policies from the list, click the policy to select it, and then click the
Remove Selected Policies from list link toremove it from the list.
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To review an existing set or add a new one, click the Manage All Policies link to go
tothe configuration page.

Settings | Users ‘ Services Groups mi Reports ‘ Profiles
E Back to

|
¢ Travel Rule

Rules | Policies

Policies

Name

Used in Rule

Ne

Add A New Policy

8. Click Save to save changes tothe Travel Rule configuration.

9. Click the Changes not applied link to commit changes. The Travel Service Ruleshave been
established for the Everyone Group.

2.2 Groups Tab

Groups are used in the Deem application to define collections of users who have similar characteristics

and canbe gathered together for rule enforcement. By default, all users belong tothe Everyone Group.
Every new site has an Everyone Group.

2.2.1 TravelService Rules for Other Groups of Users

For the users we identified earlier (Michael and Jacque), we will need to set up 2 additional groups or
collections of users for VIPs based on their country and VIP Indicator. We'll allow Agency and Display
Configurations previously set up tobe applied to the appropriate groups.

2.2.1.1 Defining Groups

First we will create a group to which we will add the VIP users.

1. Click the Groups tab and then the Add a New Group link.

Partner Dashboard

Settings Users ‘ Services Rules ‘ Reports Profiles

Groups | Overview
\ =+ Add A New Group

Used in Rule

Groups

Name + Description

Everyone Everyone group.

Yes W
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2. The Groups | Add Group page is displayed.

Settings Users Services m Rules Reports Profiles

EIS%:- te Overvie
Groups | Add Group

Group Definition

Group Name: VP

Description: ||s vips

Service Rules

[ Account Rules

[:l Groupware Rules
Group Use: Di: y Option Rules

Cw ices Rules

[ tobile Rules

O Dynamic Profile Attribute Assignment Rules

Group Parameters

nd 1
User v Vip indicator v Equals v es v Remove

Cancel

3. Complete the page:

o Group Name: Enter a name that will be easily recognizable for the group (VIP, for
example)

Note: Do not include any special characters in the Group Naimne.

Description: Enter an optional group description.
Group Use: Selectthe Ruleswhere this group will be used.

- Service Rules: Selectthis checkbox ifthe group will be displayed in the list of
groups for Service Rules. (We have checked thisbox for the US VIP Group)

- Account Rules: Select this checkbox ifthe group will be displayed in the list of
groups for Account Rules.

- Groupware Rules: Select this checkbox ifthe group willbe displayed in the list of
groups for Groupware Rules.

- Display Options Rules: Select this checkbox ifthe group will be displayed in the list
of groups for Display Options Rules. (We have checked thisbox for the US VIP
Group)

- Web Services Rules: Select this checkbox if the group willbe displayed in the list of
groups for Web Services Rules.

- Mobile Rules: Selectthis checkbox ifthe group will be displayed in the list of groups
for Mobile Rules.

- Dynamic Profile Attribute Assignment Rules: Select this checkbox if the group
will be displayed in the list of groups for Dynamic Profile Attribute Assignment Rules.

o Group Parameters: Select user criteria to define this group:
- If Group was selected, select an existing Group name from the drop down list

- IfUser was selected, a list of fields found on the user profile is displayed. Search
criteria can include: External ID, User Name / Login, First Name, Middle Name, Last
Name, Email, Work Phone, Home Phone, Employee ID, Mobile Phone, Employee
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Status, Job Title, Job Level, Cost Center, Department Code, Department Name,
Division, Business Unit, Company Name, Country Code, Groupware ID, Subdomain
Short Name, Number of Credit Cards, Is Guest User, VIP Indicator, Employee Type,
Is a Traveler, Dynamic Group Name and MIS 1 - 7.

Note: We have selected VIP Indicator = Ves todefine the US VIP Group.
Note: Click the Add Parameter link if more than one Parameter is needed to define the group.

4. Click the View Active Usersbutton tobe sure the value used as the parameter is correct.

Y ST ST =TT -w-.,/“'t__:..«-* Tt P et e =t T g T 0 T R L TV PPV, e ,A-,_/—,-'--/" R N R RV Lttt )
Group Parameters

nd ..
lUser v] [le indicator v] lEqua}s v Yes ¥ Remove

Add Parameter

Cancel

5. Alist of users who fitthe criteria is displayed. Assure the list includes appropriate users. Click Back
toreturn tothe Groups | Add Group page.
Settings

Users } Services ‘ Rules Reports Profiles
[¥] Back to Add Group

Groups | View Group Users

Results for "VIP" P

Name Email Address
Michael Jordan mjerdan@reardencommerce.com United States

Back

Note: If nousers fitthe criteria, the below page is displayed. Click Back to return to the Groups | Add Group
page and adjust the selection criteria.
Settings

Users | Services m’ Rules Reports Profiles
[4) Back to Add Group

Groups | Vievv Group Users

Results for "VIP"

Name Email Address

No users found.

Back

e
PR —_—

6. Click Save to save the group.

P il e e

Cancel
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7. Repeat thisprocess for each group of users needed. For our example, we will also need to create a
group for Canadian VIP Users.

8. Click the Add Group link again. The Groups | Add Group page is displayed.

Sefttings ‘ Users Services m‘ Rules ‘ Reports Profiles

Groups | Add Group

Group Definition

Group Name: |VIP Canada
Description: |canada VIP's

E‘ Service Rules
[ account Rules
E] Groupware Rules
Group Use: I isplay Option Rules
Web Services Rules
[ Mobile Rules
D Dynamic Profile Attribute Assignment Rules

Group Parameters

nd ..

[User %] [Vip indicator v [Eouais | [ves 4] Remove

nd .. |
[User %] [Country Code v| [Equas v| [ca

Add Parameter |

Cancel

9. Be sure touse both the VIP Indicator and the Country Code as group Parameters when creating the
Canadian VIP group to differentiate it from the US VIP group. Click Save.

10. The Groups | Overview page is re-displayed with the new group.

11. Click the Changes not applied link to commit changes. Commit the changes.

Important Note: By using the “Is a Traveler” designation, the number of profiles that are sent tothe GDS can
be limited tojust the users who are travelers. We recommend a group be added thatrepresents the travelers.
Select the group parameter of “Is a Traveler” to define this group. Only those users who have Travel
Preferences will be included in this group.

2.3 Applying Rules for Other Groups of Users
Now that we have configured rules for the Everyone Group, and added 2 groups let’s set up travel rules
for these other groups of users.

For our example, Michael and Jacque have been set up in separate groups. We will need to do 2 things:
i. Set the correct Priority for the groups

ii. Configure rules for the VIP Groups based on their country code and VIP Indicator
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2.3.1 Working with Rule Priorities

When rules are enforced, the Group selection parameters are engaged to determine the group into which
the user falls. The rule for the group closest tothe top is processed first. A user canbelongto more than
one group, but the group highest on the list to which they belong willbe the rule that is enforced.

Take a look at how the groups are currently prioritized.

Settings Users | Services Groups m Reports Profiles

EE_ te Overvie
Rules | Service Rules

= Inactive Rules = Active Rules

Corporate

Admin Portal Shipping Expenses Conferencing Dining Travel Shopping

Priority Group

‘IKI
|
‘x

[10 Corporate Manage Edit Add Add Add

¥
m
=
i
o,
ad]
=

l
l

|20 Executive VP US Add Add Add Add

)
=3

I

T

X

)

al

=

rm

(=

I

=3

a4
(=
sl
=4
=]
’ I

Everyone

Cancel

The users willbe funneled first through the Travel column top tobottom where there are rules enabled.

Michael - Jacque -

VIP Group - VIP Canada Group - VIP

Indicator = Yes plus

The VIP US Group is higher than VIP Canada Group therefore the VIP US Group’s selection parameters
will be taken into consideration first to select users who meet the Group criteria. In our example, both
Michael and Jacque have the VIP Indicator set to “Yes” as the selection parameter, therefore both
Michael and Jacque willbe selected. When the top most group finishes selecting users, the second
group will select users that meet its selection parameters. Since Jacque has already been selected, he
will be bypassed.
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By reprioritizing the groups, Michael will be selected for the VIP US Group and Jacque willbe selected for
the VIP Canada Group.

Settings | Users Services | Groups m‘ Reports : Profiles
| 1 |

Efﬁ?‘..’: ervie
Rules | Service Rules

= Inactive Rules = Active Rules

Corporate
Admin Portal

10 Corporate Manager Edit Add Add Add Add
o] Comerate Manager Edt

|20 \ Executive VP in Canada Add Add Add Add

Priority Group Shipping Expenses Conferencing Dining Travel Shopping

g
|

m
=

rm
=%
m
=

|
|
|
I
l
I

'.’C ‘ Executive VP US Add Add Add Add

rm
(=%
=
rrt
=%
)
=
=

sl

=

m
=
X

Everyone Add Add Add Edit

1
4
4
l
l
l

Cancel

The users willbe funneled through the VIP Canada Group selection parameters first.

Michael =

'I'nnr;“n -
VIP Canada Group - VIP VIP Group -

Indicator = Yes plus

Now, Jacque will follow the CA VIP Group rule and Michael will follow the VIP Group rule.

3 Marketplace Services

When Deem speaks about Marketplace Services, we are referringto services other than Air, Car Rental
and Hotel. Marketplace Services are services which can also be enabled on the dashboard for additional
savings and added control of spend. These services include:

x Airport Parking

x Car Service

Note: When a site is cloned from a template, all Marketplace Services are cloned too. Most of the services
canremain the same as those found on the template, but some may need to be adjusted depending on the
individual site’s requirements.

3.1 Airport Parking

The Deem Airport Parking service allows corporations to communicate airport parking policies to travelers
and increases control over parking spend. The service allows the traveler to reserve airport parking at
the corporate rate while following length of stay and other policies.

Deem has partnered with Park N’Fly in the US and Purple Parking in the UK to provide this service.
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3.1.1 Airport Parking Configuration

1. Click the Services Tab then under the Airport Parking section, click the Configurations for Groups Policies link.

Settings Users Groups Rules Reports Profiles

Services
Travel Airport Parking Expense
Travel Agency Configurations for Groups =e———— Additional charges apply when Expense is
Vendors Policies enabled.
-Prroan\:;(;l gioslé)CIZy General Settings
h Car Service Configurations for Groups
Compllange Codes ) . Load Default Expense Settings
Custom Fields Configurations for Groups Payer Management
Alternate Airports Policies
Site Payment Cards
Corporate Payment Cards Shipping

Private Rates

Hotel Per Diem
Reference Points
Restricted Countries

General Settings
Configurations for Groups
Provider Accounts
Policies

2. The Services | Airport Parking page is displayed. Click the Configurations link to configure how the service
works for different groups.
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3. The Services | Configurations page is displayed. Click Add A New Configuration link toadd a
new record, or click the name link of an existing configuration record to edit that record.

Sefttings ; Users ‘ Groups 1 Rules ‘ Reports Profiles
[¥) Back to Airport Parking
Services | Configurations
Configurations
Name Description Used in Rule
AB gveryone used by all employees Ne i
Group 2 Ves X
Add A New Configuration
4. The Services | Add page is displayed. Complete the page
x Service Configuration:
Settings ‘ Users m‘ Groups ‘ Rules Reports Profiles
[¥] Back to Configurations
Services | Add
Service Configuration
Configuration Name = |V/IP Airport Parking
Description
| ASSTVICR.ODNBRS | | homht  ovsh dtmsbin ot seib o sh s e A I L i i Ay |t o AN A e mtbnns

o Configuration Name: Name the configuration. This name should be easily
recognizable as a specific airport parking configuration. An example is VIP Awrport

Parking to show that this configuration is for VIP travelers.

o Description: Provide an optional description for the configuration.
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x Service Options:

et g o7 = d

Service Options

Search Page Message

<P><B>The easy way</B> to save time. Park at an off-airport location and take a convenient shuttle to the terminal. On your return, shuttles depart the terminal every three
to five minu P=<br/><P><B>The safest way</B> to the airport and back. Parking lots are gated and well-lit. </P=<br/><P>=<B=The friendly way</B> te get to your gate.

Additional vices include luggage assistance, help with dead batteries, and car washes.</P><br/><P>NOTE:<BR><BR>- No coupons, promoticns or special rates can be
combined with online rates.<BR>- Drop-off and Pick-up times should be the time you want to arrive at the lot, not your flight time.<BR>=- Advance becking requirements may
vary by location.</P>

Results Page Message

Select one of the results or modify your search using the tools above,

Confirmation Page Message

Your printed copy of your reservation is used two ways. When you arrive at the facilty it can be used to guarantee you a parking space. When you exit the facility, the
cashier will attach it te your ticket as proof of payment.<P>Having only your confirmatien number is not proof of purchase. Without this voucher, you must pay the cashier
the full amount when exiting the facility. Facility staff are unable to access your on-line booking and cannot verify your purchase without your printed reservation.</P>

Cancel Page Message

Change Page Message

MR b bes, RDondes MIGHIA AR S iay L \,v*‘““*“"‘v-.‘.,.ﬁ.’*““"“\ SR P Sy S S S PR NPV L P ..‘-0\...;\,’

o SearchPage Message: Enter the message using HTML tags or plain text tobe

displayed on the Airport Parking Search Page.

o Results Page Message: Enter the message using HTML tags or plain text tobe

displayed on the Airport Parking Search Resulis Page.

o Confirmation Page Message: Enter the message using HTML tags or plain text tobe

displayed on the Airport Parking Confirmation Page.

o Cancel Page Message: Enter the message using HTML tags or plain text tobe

displayed on the Airport Parking Cancellation Page.

o Change Page Message: Enter the message using HTML tags or plain text tobe

displayed on the Airport Parking Change Page.

deem.com
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x Enable Park N'Fly: Selectthe checkbox toenable the airport parking service using Park N’Fly
and its affiliates. Park N’Fly is available in the US only.

o N T W i e A WIS g s WA Ve R

Enable Park N'Fly
IATA Code 12345
Cancellation Policy

Cancelations are permited until 12 hours prior to expected arrival time.

Change Policy

“:"B"G‘!! are permited unti 8 hours prior to expected arrival time

[CJ Enable Purple Parking

Source Code *

This configuration is used by these groups:

o IATA Code: Enter the agency’s IATA code. One code will be issued per TMC or direct
customer and can be the same number for use on all cloned sites.

o Cancellation Policy: Enter the message using plain text tobe displayed under the rules
and restrictions section of the purchase page as well as on the confirmation email sent to
the traveler as the service cancellation policy.

o Change Policy: Enter the message using plain text tobe displayed under the rules and
restrictions section of the purchase page as well as on the confirmation email sent to the
traveler as the service change policy.

x Enable Purple Parking: Select the checkbox toenable the airport parking service using Purple
Parking and its affiliates. Purple Parking is available in the UK only.

o Source Code: Enter the corporate discount code provided to Deem by Purple Parking.

5. Click Save to save the configuration. Click the Back to Airport Parking link toreturn tothe
Services | Airport Parking page.

3.1.2 Airport Parking Policy

Upon configuration of the service, all selections made from the search results page would be considered
within policy. To control company spend or airport parking selection, policies would need to be
configured that specify what would be defined as Out of Policy — Allowed or Out of Policy — Not Allowed.

1. Click the Services Tab then the Airport Parking link in the Travel section of the page.
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2. The Services | Airport Parking page is displayed. Click the Policies link to configure policy.

Settings ‘ Users m’ Groups Rules
Services | Airport Parking

Service Overview

Reports Profiles
[4] Back to Overvie

Service Name: Airport Parking

Description: Save money by letting employees pre-reserve off-airport parking with their next trip.
Features

Book and cancel airport parking reservations.

Automatically updates user's calendar with reservation info.

Specify prefy vendors and corporate dizscount number.

Service Definitions

Configure

e service works for different groups.
Policies

Define policy conditions and actions to control user spending

3. The Services | Policies page is displayed.

Click the Add A New Policy link to configure policy.

Settings 1 Users ‘ Groups Rules

EE‘EC‘ to Airport Parkin

Services | Policies

Reports . Profiles

/

Policies

Name « Description

Used in Rule
ABC CO general policy for all employeses

Yes
Add A New Policy

deem.com

57




DEEM TRAVEL - PARTNER DASHBOARD TRAINING - DAY 3

4. The Services | Add page is displayed. Complete the page.

1 T T
Settings ’ Users mi Groups Rules | Profiles
Services | Add
Policy
Policy Name: %VIP Airport Parking
Description; |
l |
Policy conditions (All conditions must be true for this policy to be activated)
Field Operator Value
ngggEn of stay (days) \L‘ | is greater than or equal to v \ w‘ i
Add Condition
If all of the policy conditions are true:
Mark this selection 551@939@9!’9’;@"’:@,7’71
Show this description to the user for the selection:
Please consider using Car Service instead of Al
Alrport Parking )
Require the user to enter an explanation to continue with the selection
Notify the user's manager by email when the transaction is booked
[] Notify these people by email when the transaction is booked
i |
(Separate multiple email addresses with commas)
This policy is used by these groups:
. Cancel

| Policy:

o Policy Name: Name the policy to be easily recognizable as a specific car service policy.
An example is VIP Awrport Parking to show that this configuration is for VIP travelers.

o Description: Enter an optional policy description.

| Policy conditions (All conditions must be true for this policy to be activated):

o Field: Select the field touse to define this policy

Field Operator
Supplier name Isequal to Isin list
E:ZES;’I;:;:IG Isnot equal to Isnot in list
Parking type Contains Starts with
Transaction currency code Does not contain Endswith
Airport code
Drop-off Isequal to Isin list
Pick-up Date Isnot equal to Isnot in list
After
Before
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Base cost, Daily rate Isequal to Isless than
Length of stay (days
8 y (days) Isnot equal to Isless than or equal to
Total transaction amount
Is greater than Isin list

Difference from lowest costitem

Is greater than or equal to  Isnot in list

(@]

Value: Enter the value touse to determine if the field / operator is out of policy.
Examples: When Daily rate is greater than 15, or when Length of stay (days) is greater
than or equal to 5.

[ Ifall of the policy conditions are true:

(@]

Mark this selection as:
- Out of Policy - Allowed: This selection would result in the booking being allowed.

- Out of Policy - Not allowed: This selection would result in a hard stop requiring the
traveler to make a different selection.

Show this description to the user for the selection: Enter the message using HTML
tagsor plain text tobe displayed to the traveler when the selection meets the criteria
configured above as either Out of Policy - Allowed, or Out of Policy — Not Allowed.

Require the user to enter an explanation to continue with the selection: By
selecting this checkbox, the traveler would see an additional text box asking them to
supply an explanation as to why they believe their selection should be allowed.

Notify the user’s manager by email when the transaction is booked: By selecting
this checkbox, the traveler’s manager, as noted on the traveler’s profile, would receive an
email when the “Out of policy - Allowed” booking was completed.

Notify these people by email when the transaction is booked: By selecting this
checkbox, emails would be sent to the addresses entered in the box provided when a
transaction is booked thatis “Out of policy — Allowed”. Separate multiple email address
with commas.

5. Click Save to save the policy. Click Back to Airport Parking to return tothe Airport Parking Service
Overview page.

3.1.3 Airport Parking Rules

Once the service and policy are configured and policy, if appropriate, add the service to a group of

travelers.

To add the service to Rules:

1. Click Rulestab. The Rules | Overview page is displayed.
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Settings ’ Users Services Groups m‘ Reports Profiles

Rules | Overview

Service Rules
These rules enable or disable the services for a group.

Account Rules
These rules define the biling accounts te be used for various services and / or service types.

Groupware Rules
These rules define the various groupware servers available to a group.

Display Option Rules
These rules define the default user settings for date, time and measurement fields.

Web Services Rules
These rules enable or disable Web Services access for a group of users.

Mobile Rules
These rules enable or disable Mobile access for a group of users.

Dynamic Profile Attribute Assignment Rules
These rules enable or disable Dynamic Prefile Attribute Assignment access for a group of users.

2. Click the Service Ruleslink. The Rules | Service Rules page is displayed. Locate the group for
which toallow Airport Parking and click on the Add or Edit link found in the Travel column.

Partner Dashboard

Settings ‘ Users Services } Groups “’ Reports Profiles

[¥) Back to Overview,
Rules | Service Rules

= Inactive Rules = Active Rules
- Corporate _— . - )
Priority Group Admin Portal Shipping Expenses Conferencing Dining Travel Event Tickets
Sabre Group Add Add Add Add Edit Edit Edit
Everyone Add Add Add Add Edit Edit Add
| Save Priority Changes | Cancel

deem.com 6C




DEEM

3

TRAVEL - PARTNER DASHBOARD TRAINING - DAY 3

. The Rules | Travel Rule page is displayed.

Settings ‘ Users Services | Groups m Reports i Profiles

E’:_‘:Z' to Service Rules
Rules | Travel Rule

Rule Definition

Description: jUsedl for training - Sabre settings i Activate Rule Remove Rule
| | L

e
Group: Sabre Group

b aae s AN A

THEN...

Enable Travel service with the following options and selected providers:

Note: Only one provider may be enabled for this service.
B Y R R S

MLt L e ESASR AP L P U PR o

4

© ® N2 o

. Scroll down to the bottom of the page tothe Enable Airport Parking service with the following
options section:
PNt ML TN IRA AR AN RN T T N A R e N W T A T A T TN R N A AL A A R R

Enable Airport Parking with the following options

Configuration: | VIP Parking v ge Config
Site Payment Card Set: | Corp American Express Card v Q
Policies

Add Airport Parking policies x| ¢

Cancel

[ SAGT Clos
[a8c co
VPPolicy |

Torme of Uae | Eenciac S Zpemen sy
Select the Enable Airport Parking with the following options: checkbox toenable this service for
the group.

Click the Configuration drop down list and select the appropriate configuration for this group.
Click the Site Payment Card Set link to select a payment card set.
Click the Add Policy to List link to select the appropriate policy for this group.

Click the policy name and then the Add Selected button to select the policy and the Close button to
close the selection box.

10. Click Save to save the Service Rule.

11. Click the Changes not applied link to commit the changes. The group of travelers willnow see the

3.2

Airport Parking option and receive out of policy notification if appropriate.

Car Service

Car Service allows travelers tobook chauffeured car service through the Deem site. Deem has access to
over 2000 car service providers.
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There are two options when configuring car service; the Deem Preferred Network where Deem has
established negotiated rates with approximately 85 vendors and Custom Rates where an agency can
specify their own preferred providers and rates.

A configuration can include both US and UK (GroundRez) settings.

Note: There is a Deem Car Service Form required to enable Car Service. Enter a Support case to request
the latest form.

3.2.1 Deem Preferred Network Configuration

To configure a Deem Preferred Network:

1. Click the Services Tabthen under the Car Service section, click the Configurations for Groups
Policies link.

Settings Users Groups Rules Reports Profiles

Services
Travel Airport Parking Expense
Travel Agency Configurations for Groups Additional charges apply when Expense is
Vendors Policies enabled.
;g;@' Sg;gy General Settings
h Car Service Configurations for Groups
Compllan(;e Codes ) ) Load Default Expense Settings
Custom Fields Configurations for Groups «——— Payer Management
Alternate Airports Policies
Site Payment Cards
Corporate Payment Cards Shipping

Private Rates

Hotel Per Diem
Reference Points
Restricted Countries

General Settings
Configurations for Groups
Provider Accounts
Policies

2. TheServices | Car Service page is displayed. Click the Configurations link to configure the
service.

Settings \ Users ’ Groups Rules Reports Profiles

Services | Car Service

Service Overview

Service Name: Car Service

Description: Increase traveler convenience and gain control over spending by reserving chauffeured car service enline.

Features
Reserve, Change and Cancel your car service.
Autematically updates user's calendar with reservation info.
Specify preferred suppliers.

Service Definitions
Confiqurations

Configure how the service works for different groups.
Policies
Define policy conditions and actions to control user spending
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3. Click the Add a New Configuration link toadd a new
configuration record to edit that record.

Settings ‘ Users ‘ Groups Rules Reports Profiles

[¥]Back to ice
Services | Configurations

record, or click the name link of an existing

Configurations

Name ~ Description Used in Rule

ABC co rates preferred rates for abc co. No i
Deem Network enabled for EVERYONE Yes X

Add A New Configuration

4. TheServices | Add page is displayed. Complete the page.

Settings Users m Groups Rules Reports Profiles

(€] Back t nfiqurations
Services | Edit

Service Configuration

Configuration Name * O¢em Network

Description enabled for EVERYONE

Service Options
Request a Ride Page Message <B>Car Service</B><BR>We make & fast and easy 10 reserve car
servic e <BR><BR>- Book car service with the rest of your trip <BR><BR>
- Update calendar automatic ally with reservation detais
<BR><BR> - Change or cancel reservation with
mouse ckcks<BR><BR>
US Providers

e WD I T e WS- |

x Service Configuration:

o Configuration Name: We suggest the name of Deem Network for the configuration.
This name will be easily recognizable as for the Deem Preferred Network.
o Description: Provide an optional description for the configuration.
X Service Options:

o Requesta Ride Page Message: Default messaging is provided. Make changes as
necessary.
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3.2.1.1 US Providers

-

o m A o o e B

S et et e el o

Enable Ground Travel
Company Code *

Col te Preferred Vendors

Select a Car Page Message

Reserve Your Ride Page Message

Reservation Confirmation Page Message

Cancellation Page Message

Reservation Status Page Message

PR
SEIF N

A

reserve your ride page message noted here

|v

<b>=Gratuity is included in the trip cost. Please do not tip the driver.</b>

cancellation page message noted here

reservation status page message noted here

AIREL - a8t n | IEEA A o e a

PRpe—.

bt a L ahann

i

P,

o Enable Ground Travel: Select the checkbox toenable the car service.
- Company Code: Enter 55447 totake part in the Deem Preferred Network

- Corporate Preferred Vendors: To filter preferred vendors to the top of the results
page, enter the preferred vendor codes here separated by commas, semicolons or
spaces. These 3 digit codes must be provided by Deem. The goldicon encircling a
P will also be displayed beside any preferred vendor.

o Messages Configuration -
- Selecta Car Page Message: Enter the message using HTML tags or plain text to

be displayed on the Car Service Selection Page

- Reserve Your Ride Page Message: Enter the message using HTML tags or plain
text tobe displayed on the Car Service Reservation Page.

- Reservation Confirmation Page Message: Enter the message using HTML tags or
plain text tobe displayed on the Car Service Confirmation Page.

- Cancellation Page Message: Enter the message using HTML tags or plain text to

be displayed on the Car Service Cancellation Page.

e e T s s

- Reservation Status Page Message: Enter the message using HTML tags or plain
text tobe displayed on the Car Service Reservation Status Page.
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o Provider Configuration -
N W M P AT ST T Sy T TSR T\ T T T YT T N T VA A T TN A AT i Al AT N e e PNAA T e

Provider Configuration
Enable Sedan (1 -3 passengers)
Enable Shuttle (1 - 11 passengers) <
Enable SUV (1 -7 passengers)
Enable Limo (1 - 10 passengers)
Enable Van (1 - 14 passengers)
Enable Bus (15 - 48 passengers)

Cut-off time [x] hours before pick-up * 24

Cut-off Alert

Confirm/Cancel/Status Notification Message

Override Provider Support Phone Number
Phone Number

Maximum number of stops * 2

Jp— o P PPN . y—— — e o
—— —— - T— Danesnd

- Enable Sedan (1 - 3 passengers): Select the checkbox toallow this car size.

- Enable Shuttle (1 - 11 passengers): Select the checkbox toallow this car size.
- Enable SUV (1 - 7 passengers): Select the checkbox toallow this car size.

- Enable Limo (1 - 10 passengers): Select the checkbox toallow this car size.

- Enable Van (1 - 14 passengers): Select the checkbox toallow this car size.

- Enable Bus (15 - 48 passengers): Select the checkbox toallow this car size.

- Cut-off time [x] hoursbefore pick-up: Specify the number of hours before a pick-
up that the traveler can book, cancel or change a reservation. The number canbe
from 4 to 24.

- Cut-Off Alert: Enter the message using HTML tags or plain text that the traveler will
receive if they attempt tobook, cancel or change a reservation after the above cut-off
time. If no alert message is entered, a default message will be displayed instructing
the traveler to contact the service provider.

- Confirmation | Cancel | Status Notification Message: Enter the message using
HTML tags or plain text to display to traveler on the confirmation, cancelation and
status notification pages and emails.

- Override Provider Support Phone Number: Select this checkbox if an alternative
support phone number will be entered. This could be the number for a VIP touse
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instead of the number used by a member of the Everyone Group. Ifthe checkbox is
selected:

e Phone Number: Enter the phone number touse when calling support.

- Maximum Stops: Enter the maximum number of stops - upto4 - IN ADDITION to
the final destination allowed.
o Reporting and Billing -

i N T S e o Tt L TS GOINt prii p eitn g g = T TN g 0T m e e e

R
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Ensure the following fields are accurate when sending to Car Service provider.

Employee ID Send to provider

CostCenter | CostCenter | Send to provider User editable
Department Code Depanment'Ccée v D Send to provider User editable
Account Number Division v " Send to provider D User editable
Budget Code :Select One N | Send to provider User editable
UK Providers
-l Faahle, GIOUNEPATAS. amcstea |\ e nrn Ao BN L a e A ANAIN A AR 4 A ey n A A AR een bt s e | g AR gtk as g

- Employee ID: Select this checkbox ifthe traveler’s employee ID must be transmitted
tothe car service provider for reporting and or billing purposes.

Note: Values for the following 4 fields can be defined in the Profile Field Settings link on the Settings Tab.
Edit the display label, data source, and when to display or require the field by selecting the Configure Profile
Fields link. Customize these fields further by going tothe Customize Profile Fields link.

- Cost Center:

e Select the field name from the drop down list to designate the field whose
value will be transmitted to the provider if the Send to provider checkbox is
selected.

e Select the Send to provider checkbox to send the value of the field selected
from the drop down list tothe provider for reporting or billing purposes.

* Select the User editable checkbox if the user may edit the value found in
their profile on the car service purchase page. The value is used for
reporting and billing purposes and does not replace the profile value.

- Department Code:

e Select the field name from the drop down list to designate the field whose
value will be transmitted to the provider if the Send to provider checkbox is
selected.

e Select the Send to provider checkbox to send the value of the field selected
from the drop down list tothe provider for reporting or billing purposes.

* Select the User editable checkbox if the user may edit the value found in
their profile on the car service purchase page. The value is used for
reporting and billing purposes and does not replace the profile value.

Note: Field names for Account Number and Budget Code may be displayed in {Brackets}. This indicates
that the field name for one of the “MIS Fields” has been changed in the Customize Profile Fields function on
the Settings Tab

- Account Number:

e Select the field name from the drop down list to designate the field whose
value will be transmitted to the provider if the Send to provider checkbox is
selected.
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Select the Send to provider checkbox to send the value of the field selected
from the drop down list tothe provider for reporting or billing purposes.

Select the User editable checkbox if the user may edit the value found in
their profile on the car service purchase page. The value is used for
reporting and billing purposes and does not replace the profile value.

- BudgetCode:

3.2.1.2 UK Providers:

UK Providers

T e it e R et T e pm e Ty

Select the field name from the drop down list to designate the field whose
value will be transmitted to the provider if the Send to provider checkbox is
selected.

Select the Send to provider checkbox to send the value of the field selected
from the drop down list tothe provider for reporting or billing purposes.
Select the User editable checkbox if the user may edit the value found in
their profile on the car service purchase page. The value is used for
reporting and billing purposes and does not replace the profile value.

e E T i N St = fm gy

[T Enable GroundRez

Messages Configuration

Corporate Code * L~

Corporate Preferred Vendors 53

Cost Center O

Employee ID D

t one of these options or pick another vehicle type from the drop-

Reserve Your Ride Page Message

Reservation Confirmation Page Message

Cancellation Page Message

Reservation Status Page Message

g

Select a Car Page Message <P:

e st ok, AL A k. pfan-mate

down menu.</P>

P

g
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O

Provider Configuration

Enable Exec Car (1 - 3 passengers)

Enable 16 Passenger Coach (6 - 16 passengers)

Enable 34 Passenger Coach (17 - 34 passengers)

Enable 52 Passenger Coach (35 - 52 passengers)

Cut-off time [x] hours before pick-up *

Confirm/Cancel/Status Notification Message

Override Provider Support Phone Number D

This configuration is used by these groups:

Enable GroundRez: Select the checkbox toenable car service in the UK.

Corporate Code: Enter the code received from the Deem Configuration Team for the
Deem preferred provider. This is a required field.

Cost Center: Select this checkbox if the traveler’s cost center must be transmitted to the
car service provider for reporting purposes.

Employee ID: Select this checkbox ifthe traveler’s employee ID must be transmitted to

the car service provider for reporting purposes.

Corporate Preferred Vendors: To filter preferred vendors tothe top of the results page,

enter the vendor codes here. These 3 digit codes must be provided by Deem.

Messages Configuration -

- Selecta Car Page Message: Enter the message using HTML tags or plain text to
be displayed on the Car Service Selection Page

- Reserve Your Ride Page Message: Enter the message using HTML tags or plain
text tobe displayed on the Car Service Selection Page.

- Reservation Confirmation Page Message: Enter the message using HTML tags or
plain text tobe displayed on the Car Service Confirmation Page.

- Cancellation Page Message: Enter the message using HTML tags or plain text to
be displayed on the Car Service Cancellation Page.

- Reservation Status Page Message: Enter the message using HTML tags or plain
text tobe displayed on the Car Service Reservation Status Page.

Provider Configuration -
A NN AN o AT\ A AN A AR AT AN S st NSNS TN N

Q3]

Enable Car (1 - 3 passengers)

B &

Enable MPV (4 - 5 passengers)

8 & @

~
-

Cut-off Alert

Maximum number of stops * 2

- Enable Car (1 - 3 passengers): Select the checkbox toallow this car size.
- Enable Exec Car (1 - 3 passengers): Select the checkbox to allow this car size.
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- Enable MPV (4 - 5 passengers): Select the checkbox toallow this car size.

- Enable 16 Passenger Coach (6 - 16 passengers): Select the checkbox to allow
this car size.

- Enable 34 Passenger Coach (17 - 34 passengers): Selectthe checkbox toallow
this car size.

- Enable 52 Passenger Coach (35 - 52 passengers): Selectthe checkbox toallow
this car size.

- Cut-off time [x] hours before pick-up: Specify the number of hours before a pick-
up that the traveler can book, cancel or change a reservation. The number canbe
from 4 to 24.

- Cut-Off Alert: Enter the message using HTML tags or plain text that the traveler will
receive if they attempt tobook, cancel or change a reservation after the above cut-off
time. If no alert message is entered, a default message will be displayed instructing
the traveler to contact the service provider.

- Confirmation | Cancel | Status Notification Message: Enter the message using
HTML tags or plain text to display to traveler on the confirmation, cancelation and
status notification pages and emails.

- Override Provider Support Phone Number: Select this checkbox if an alternative
support phone number is to be entered. This could be the number for a VIP touse
instead of the number used by a member of the Everyone Group. Ifthe checkbox is
selected:

e Phone Number: Enter the phone number to use.

- Maximum Stops: Enter the maximum number of stops — upto 3 - IN ADDITION to
the final destination allowed.

5. Click Save to save the configuration. Click Back to Car Service toreturn tothe Car Service

Overview page.

3.2.2 Corporate Custom Rates Configuration

The process to enable a Car Service using a site’s predetermine Custom Rates:

1.

Submit a request to Deem Support to determine if the vendor is an approved Deem Car Service
vendor.

Complete the Deem Car Service form. Return the completed form to Deem Support.

The Car Service Provider must provide a file meeting all technical requirements for online booking.
Follow process to configure Deem Preferred Network with the following exceptions:

x Service Configuration:

o Configuration Name: Use a name thatis easily recognizable as a custom rates vendor.
o Description: Provide an optional description for the configuration.

x USProviders:

o Company Code: Enter the code received from Deem as the custom rates vendor code
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5. Click Save to save the configuration. Click Back to Car Service toreturn tothe Car Service
Overview page.

3.2.3 Car Service Policy

Upon configuration of the service, all selections from the search results page would be considered within
policy. To control company spend or car service selection, policies would need to be configured that
specify what would be defined as Out of Policy — Allowed or Out of Policy — Not Allowed.

1. Click the Services Tab then the Car Service link in the Travel section of the page.
2. The Services | Car Service page is displayed. Click the Policies link to configure policy.

Settings ; Users ‘ Groups Rules } Reports ‘ Profiles

Efa‘:‘w: Overvie
Services | Car Service

Service Overview

Service Name: Car Service

Description: Increase traveler convenience and gain control over spending by reserving chauffeured car service online.

Features
Reserve, Change and Cancel your car service.
Automatically updates user's calendar with reservation info.
Specify preferred suppliers.

Service Definitions

Configurations
Configure howv,
Policies

€ works for different groups.

Define policy conditions and actions to control user spending

3. The Services | Policies page is displayed. Click the Add a New Policy link to add a new record, or
click the name link of an existing policy record to edit that record.

[ |
Settings ‘ Users ‘ Groups ‘ Rules | Reports Profiles

EE&:- to Car Service
Services | Policies
p 3
Policies
Name Description Used in Rule
0P A Vehicle = LIMO Yes X
OP NA Rate ==90 Yes X

Add A New Policy
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4. The Services | Edit page is displayed. Complete the page:

Settings Users ‘ Groups Rules Reports ‘ Profiles
| I
[¥] Back to Policies
Services | Edit
Policy
Policy Name: [everyone policy
Description: | ysed for all employees ]
Policy conditions (All conditions must be true for this policy to be activated)
Field Operator Value
| 'Srupci;er name 7VW [is equal to v [ ;Earey |
[Rate vl [is greater than v| [175.00 ] 7
Add Condition
If all of the policy conditions are true:
Idark this selection as:.rout of Policy - Allowed i i
Show this description to the user for the selection:
|Carey has been selected please book a lower A |
|alernative ]
[[] Require the user to enter an explanation to continue with the selection
Notify the user's manager by email when the transaction is booked
[] Notify these people by email when the transaction is booked
\ |
(Separate multiple email addresses with commas)
This policy is used by these groups:
Everyone
Cancel

x Policy:

o Policy Name: Name the policy to be easily recognizable as a specific car service policy.
An example is VIP Car Service toshow that this configuration is for VIP travelers or

Lveryone Policy for use by all travelers.
o Description: Enter an optional policy description.
| Policy conditions (All conditions must be true for this policy to be activated):
o Field: Select the field touse to define this policy

Field

Operator

Provider name
Supplier name
Vehicle class

Isequal to

Isnot equal to

Isin list

Isnot in list

Isnot equal to

After

Rate type Contains Starts with
Does not contain Endswith
Pick-up Date Is equal to Isin list

Isnot in list
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f

(@]

Before
Rate Isequal to Isless than
Isnot equal to Isless than or equal to
Is greater than Isin list
Is greater than or equal to Isnot in list

Value: Enter the value touse to determine if the field / operator is out of policy.
Examples: When Supplier name is equal to Carey the selection is Out of Policy -
Allowed, or if Rateis greater than 175.00 the selection is Out of Policy — Not allowed.

If all of the policy conditions are true:

(@]

Mark this selection as:

- Out of Policy - Allowed: Selection hasbeen allowed, but traveler can proceed to
book selected plans

- Out of Policy - Not allowed: Selection has not been allowed. Traveler must make

another selection.
Show this description to the user for the selection:

- Enter a message using plain text or HTML tags to display to the traveler when the
selection meets the criteria configured above.

Require the user to enter an explanation to continue with the selection: By
selecting this checkbox, the traveler would see an additional text box asking them to
supply an explanation as to why they believe their selection should be allowed.

Notify the user’s manager by email when the transaction is booked: By selecting
this checkbox, they traveler’s manager, as noted on the traveler’s profile, would receive
an email when the “Out of policy - Allowed” booking was completed.

Notify these people by email when the transaction is booked: By selecting this
checkbox, emails would be sent to the addresses entered in the box provided when a
transaction is booked thatis “Out of policy — Allowed”. Separate multiple email address
with commas.

5. Click Save to save the policy. Click the Return to Car Service link toreturn tothe Car Service
Overview page.

3.2.4 Car Service Rules

Once the service and policy have been configured, add the service to a group of travelers.

To add the service to Rules:
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1. Click the Rules tab. The Rules | Overview page is displayed.
Settings 1 Users 1 Services ‘ Groups “‘ Reports Profiles
Rules | Overview
Service Rules
These rules enable or disable the services for a group.
Account Rules
These rules define the biling accounts to be used for various services and / or service types.
Groupware Rules
These rules define the various groupware servers available to a group.
Display Option Rules
These rules define the default user settings for date, time and measurement fields.
Web Services Rules
These rules enable or disable Web Services access for a group of users.
Mobile Rules
These rules enable or disable Mobile access for a group of users.
Dynamic Profile Attribute Assignment Rules
These rules enable or disable Dynamic Profile Attribute Assignment access for a group of users.
2. Click the Service Ruleslink. The Rules | Service Rules page is displayed.
Settings l Users Services ’ Groups m’ Reports Profiles
[] Back to Qverview
Rules | Service Rules
= Inactive Rules = Active Rules
s Corporate Jcess » s -
Priority Group Admin Portal Shipping Expenses Conferencing Dining Travel Event Tickets
[0 ] sabreGroup Add Add Add Add Edit Edt Edt
Everyone Add Add Add Add Edit Edit Add
Cancel

3. Locate the group for which to allow car service and cli
column. The Rules | Travel Rule page is displayed.

Settings Users Services Groups

[e
Rules

S ules
| Travel Rule

ck on the Add or Edit link found in the Travel

Profiles

Rule Definition

Description: |Everyone Group | Activate Rule

Remove Rule

IF...
Group: Everyone

THEN...

Ld sty spmen it _ o
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4.

Scroll down to the bottom of the page tothe Enable Car Service service with the following options
section:

ble Car Service with the following options:

Configuration: | Deem Network
Reference Points Set: | Reference Points 14Apr08
Payment Card Set: | XYZ hotel GTD
Site Payment Card Set: | Corp American Express Card
Policies:

anage Configurations

4 4 4 «

Add Car Service policies

Close
—

everyone policy I

Terms of Use

10.

11.
12.

Select the Enable Car Service service with the following options: checkbox to enable this service
for the group.

Click the Configuration drop down list and select the appropriate configuration for this group.

Click the Reference Points Set drop down listand select the appropriate set which will provide
starting point locations for radius searches. Corporate reference points used for travel can also be
used for car service. The office location(s) defined in the file will pre-populate the pick-up or drop off
location in the Ride Details Page on the Deem site.

Click the Payment Card Set drop down listand select the appropriate set, if a default payment card
will be used for booking the service.

Click the Site Payment Card Set drop down list and select the appropriate set, if a site card will be
used for booking the service.

Click the Add Policy to List link to select the appropriate policy for this group.

x Click the policy name and then the Add Selected button to select the policy and the Close button
to close the selection box.

Click Sawve to save the Service Rule change.

Click the Changes not applied link to commit the changes. The group of travelers willnow see the
car service option and receive out of policy notification if appropriate.

4 Support Case Entry

Support Cases are entered for many different reasons. They may be the result of testing that doesn’t go
exactly as you hoped, or they can contain questions. In this section we will cover how to enter a Support
Case that effectively identifies your issue.

4.1 Reporting an Urgent Issue

First, determine the Urgency of the Request. If you are Reporting an Urgent Issue - Including site
outages, major feature failures & other emergencies involving major feature / service failure or ALL users,
with NO workaround, Call 1-888-753-2580 - 24 hours| 7 days a week firstand then enter a Support
Case tobe used for tracking the issue.
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4.2 Entering a Support Case for All Issues

1. Signinto the Customer Support Portal found at http://support.deem.com/ using your email
address as the User Name and enter your Password.

deemr

User Name: |christine.bland@deem.com

Password: Forgot vour password?

2. The Home page is displayed. Click the Log a Case tab toreport anissue.

Home Log a Case
Logged in: Christine Bland from Deem, Inc.
None Found
None Found
gmwuwar
SALESFORCE.COM
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3. TheLog a Case page is displayed. The Contact Name, Account Name, Contact Phone and
Contact email fields will be pre-populated with the information associated to your profile.

deemr

_- I LogacCase I Logout

Case Reason: Select the most appropriate "Case Reason” so that we can more gquickly resolve your
request.

o |f you are wishing to discuss a potential HR feed implementation for a customer, select "HR
Feed Assistance”.

o If you are wishing to discuss a potential Enterprise Calendar Integration implementation for a
customer, select "Groupware Assistance”.

o If you are wishing to discuss a potential single sign-on implementation for a customer, select
“Single Sign On Assistance”.

e Otherwise select "Ask a Question” or "Report a Problem"” as your case reason and the
corresponding category.

Contact Name: Account Name:

Contact Phone: Contact Email:

Alternative Contact Number: Case Reason:

v Ask a Question v
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Scroll down to see bottom of the page:

T e P VNPt N
Product: *

--None-- v

Customer Priority: *

3-Normal v

Subject: *

Permission to Test: *

—None-- ¥

Description: *

Steps to Reproduce Error: *

Customers Internal Ticket:

x Note required fields marked with an “*”:

o
o
o
o
o
o
o
P

Case Reason

Product

Customer Priority
Subject

Permission to Test
Description

Steps to Reproduce Error

4. Select a Product from the drop down list. Products include:

Airport Parking

False Ticket

Mobile

Offers

Purchase

Travel

User Access

Non-supported end user
Database Feeds and Reports
and others

O 0O O o o O O O O O

deem.com 77




DEEM TRAVEL - PARTNER DASHBOARD TRAINING - DAY 3

5. Determine the Urgency of the Request:
Reporting an Urgent Issue-

o Urgent Issues - Including site outages, major feature failures & other emergencies involving
major feature /service failure for ALL users, with NO workaround

- Call1-888-753-2580 - 24 hours| 7 days a week
- Enter a Support Case at support.deem.com
- Deem will respond as defined in customer agreement

- Defect/Issue Resolution: ASAP

Note: After calling the number, please enter a case. The case is used for tracking the resolution progress.

Reporting a Non-Urgent Issue or Request:

o Normal Issues - Including major feature failure with a reasonable work around, feature
failure for a limited number of users, non-urgent configuration requests and cosmetic issues

- Use the Customer Support Portal
- Deem will respond as defined in customer agreement
- Defect/Issue Resolution: Next commercially reasonable opportunity
o Customer Support Portal - found at http://support.deem.com/
- Determine the Type of Request
* Need a site configuration change? Select “Configuration Request”
e Need HRfeed or user profile upload help? Select “HR Feed Assistance”
e Need GDS profile synchronization help? Select “Groupware Assistance’
e Need single sign-on help? Select “Single Sign On Assistance”
e Need to ask a question? Select “Ask a question”
e Forany other help: Select “Report a Problem"
6. Determine the Priority:
1- Urgent - Crash | Data Loss
2 - High - Major | No Workaround
3 - Normal - Minor | Workaround
4 - Low - Cosmetic | Trivial

7. Complete the remaining fields:

tal

Select the Case Category from the drop down list
Enter the Case Subject that provides a summary of what you are experiencing
x Enter the Case Description: Provide a more detailed description of the issue

e

o Include the site name where the issueis occurring
o Include the ProcessID if possible - found at the end of the URL on the Trip Details page

8 https://AEEEEEEEE. o /1 c/services/common/details.do?_proc_id=1232971817 €T

o Ifyou are using a generic Support Portal log in, provide your contact information
o Provide the name of the user who is experiencing the issue
o Provide specific Steps toreproduce the issue
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8. Click the Submit button at the bottom of the page.

Note - Attachments / comments can be added after the case is submitted.

4.3 Viewing an Existing Case (Entering Comments and Attachments)

1. Signinto the Customer Support Portal using your email address as the User Name and Password.

2. TheHome page is displayed. Click the View Cases tab to view an existing issue.

\ View All Cases || View Closed Cases

Number Subject Created Date
Ticket-1125288 Enter vour brief description here 4/17/2014 12:08 PM

. POWERLD BY
SALESFORCE.COM

3. While on the View Cases tab, click the Subject link of the case to view the case.

/ View All Cases || View Closed Cases

Number Subject Created Date
Ticket-1125288 Enter vour brief description here 4/17/2014 12:09 PM

. POWERLD BY
SALESFORCE.COM
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4. Scroll down tothe bottom of the page and click the Add Comment tab to add a comment to this
case.

View Suggested Solutions §l Add Comment il Add Attachment

None Found

x Add your comments and click Submit.

Home Log a Case View Cases Logout

Comment:

If you need further information, please send me an email.

\
N pmem

@ G
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5. Add attachments by
a. Selecting the Add Attachment tab.

View Suggested Solutions | Add Comment i Add Attachment

None Found

v

Related Attachments

None Found

Related Comments
Comment

4/17/2014 12:12 PM | Christine Bland
If you need further information, please send me an email.

Related Activities

None Found

@ a3

b. Browse for the file, select it and click Attach File.
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c. Click Done when you have completed attaching files.

1. Select the File
Type the path of the file or click the Browse button to find the file.

Choose File | No file chosen —

2. Click the "Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
( When the uplead is complete the file information will appear below. )

O «———

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )

B <—

You have just uploaded the following file:

File Name Executive Summary V Release.docx
Size 14KB

. POWERLD BY
6‘ SALESFORCE.COM
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6. The Case now has a Comment and an Attachment tobetter clarify / provide additional information
about the case.

View Suggested Solutions il Add Comment | Add Attachment

None Found
Attachment Name Size Last Modified
iV VR . 14KB 4/17/2014 12:13 PM

Related Comments
Comment

4/17/2014 12:12 PM | Christine Bland
If you need further information, please send me an email.

None Found

4.4 Logging Out of the Support Portal

To log out of the Support Portal, click the Logout tab at the top of the page. The Log In page is
redisplayed.

deemr

View Cases Logout

pgged in: Christine Bland from Deem, Inc.

None Found

None Found

@ o=
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