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1 Partner Dashboard Overview

Welcome to Deem Travel Basic Dashboard Training.

Whether this is an introduction to the Partner Dashboard, or it is a refresher, we are confident that needed
information about the dashboard will be gathered during each section of this course.

As an Administrator or Reseller of the Deem Travel application, the basics of administering users,
managing policy, understanding customization, reporting features and enabling additional long tail
services will be learned. These have all been identified as areas of key customization after the template
site has been configured for the successful site administrator.

Classes have been arranged in a logical consecutive flow and will be offered several times each year.

The content and learning objectives for each session are designed to stand alone so if necessary, some of
the sessions can be taken now and others can be attended during later series to complete the course, as
time allows. We also offer session recordings that can be downloaded and listened to at a more
convenient time.

In preparation for any of the online training sessions, please become familiar with the documentation
required for each session. We are glad you could join us!

2 Managing the Super Domain Tabs

A Deem Site Administrator is defined as any person outside of the Deem configuration team who is
responsible for maintaining and updating a site or group of sites for the agency or Travel
Management Company (TMC) they represent.

The purpose of this section is to define the configuration and maintenance tasks which are the
responsibility of the Site Administrator, as well as what tasks should still come to Deem for completion.

2.1 The Sites Tab

On the Sites tab the Site Administrator can define a site template and clone sites using the template.

2.1.1 Post-Deployment Responsibilities for a Site Administrator
Once a site has been launched, the Site Administrator takes primary responsibility for maintaining their
sites.
The activities involved in site maintenance include but are not limited to the following:
Template Identification and Site Cloning

Before a Site Administrator can clone a site, a template must be created and identified for this
purpose. The template must be created by configuring a site from a blank shell with the
assistance of the Deem team.

Note: The template should be created from a non-transacting site.

To Identify a Site as a Template Site

1. Access the Deem Travel Partner Dashboard using the dashboard User Name and Password. The
Sites | Overview page is displayed.
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2. Click the Manage Site Templates link found on the left side of the page.

Test TMC presents

Partner Dashboard

Sites | Overview

Groups

Sites
Manage Sites [

Templates

Manage Site Templ

lates

11 out of 11 records

Company Name

4testims-testtme

4testrestricted

4 Test Company Template (Test TMC)

4 Test Company Test Site (Test TMC)

o o ABC Company (Test TME)

[ 0 changes not applied | History

Configuration ‘

Search company name or site id

:[Go'\

=+ Add A New Site

Site ID Edit Site Groups
Settings | Name Groups
Settings | Name Groups
Settings | Name Groups

4testrestricted-testtmc Settings | Name Groups

abccompany-testtme Groups

3. The Sites | Manage Site Templates

PRPSE

page is displayed. Select the site to highlight it in the

Available Sites box and click the Make Template link to move the site from the left box into the
right box making it available to use as a template when creating new sites.

Groups Configuration
Sites | Manage Site Templates
Sites Available Sites N Templates
Manage Sites .
Company Name Site ID Company Name
Templates stestcompanytestsite- 4testcompanytests A | stestcompanytemplate- i
Manage Site Templates testtme -testtme testtme
testims-testtm testts Make Template
4dtestrestricted-testtme 4testrestricted-
testtmc 1
abccompany-testtmc  abccompany-
testtme
bland-testtme bland-testtmc
D it ] D i e L
testagency-testtme testagency-
testtme
testcompany-testtmc  testcompany-

B

Save |

Cancel
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4. The site is moved to the right box and identified as a Template. Click the Save button to save the
change. Click the trash can beside a site to remove the site from the templates dropdown list.

MASSTAAIRAAN o AN o M S I NINEDN e\ AN AN et PENINNAS TN

e ArAS N A A

Sites Available Sites Templates
Manage Sites
e Company llame Site ID Company llame
Templates viestsie- tests Al | sestcompanytemgiate.
Manage Ste Templates testtme -testtme testtme
4testrestricted-testtme dtestrestricted. 4testims-testtme ]
testtme
y-testtmc
testtme
bland-testtme bland-testtme
Demosite-tesitmce Demoste-testimce
gency.testimc
testtme

Y

testtme

N

[ Save | Cancel

To Clone a Site:

For site cloning, an administrator must have permission to access the Partner Dashboard on the
dashboard and have a site identified as a template.

1. Access the Deem Travel Partner Dashboard using the dashboard User Name and Password. The
Sites | Overview page is displayed.

2. Click the Add a New Site link found on the right side of the page.

Test TMC presents

Partner Dashboard
“; Administrators l Groups l Configuration ‘

Sites | Overview

Sites Search company name or site id - §

Manage Sites Go

Templates Quick links Al# ABCDEFGHIJKLMNOPQRSTUVWXYZ

e 11 out of 11 records + Add A New Site
Company Name

Groups
4 Test Company Template (Test TMC)

4 Test Company Test Site (Test TMC)

4testims-testtmc

4testrestricted

~ o ABC Company (Test TME)

Note: The Add a New Site link will only become available with the appropriate site permissions. The Sites |
Domain Creation page is displayed. Complete the form presented to create the new site without using the site
template or clone a site by using the site template.

Note: The template configured during implementation is used most often to create a new site.
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The page is divided into 3 sections:

+ Domain & Company Details: This section contains template to clone name, Company Name
Site ID, Domain URL and other company specific information.

+ Contact & General Information: This section contains the number of employees, Annual Air
Spend, Contract Date, Industry, entity and usage type information.

+ Add an Admin Account (optional): This section is no longer used.

* Languages: This section may appear, if the superdomain allows choice of language.

“ Administrators Groups Configuration

E]E'-"- to Overview
Sites | Domain Creation

Edit or create a domain below. Start from scratch or use a template, which will allow you to clone settings already specified for another site. To create a template, click the "Manage Site
Templates™ link on the Sites Overview page.

Domain & Company Details

Domain template to clone 4testcompanytemplate-testtme v

Company Name *
Company External ID
Site Id * i
Domain URL* .| Select Top Level Domain ¥
Your URL will be
Website URL
Phone number *
Country* |- select- v
Address 1*
Address 2
City *
State / Province
Postal code *

Currency * United States Dollar v

Tier Select Tier v

e T R T R e e S e NS S

Complete the Sites | Domain Creation page:

*  The Domain & Company Details:

o Domain template to clone: Click the drop-down list and select the template to use
for the creation of the new site / domain.

L e e e T T e S T e T i e R

¥ Domain template to clone | none v | T
|nane | §
} Company Name * Atestcompanyternplate-testme 1
Lot o casl Sieiees \m . L~ j

o Company Name: (Required) Enter the complete company name of the client. The
naming convention should be the company name followed by, in parenthesis, the
name of the super domain. Example: 4 Test Company Test Site (Test TMC)
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o Company External ID: Enter the ID which can provide additional reporting. This
field is not commonly used.

o Site ID: (Required) Enter the new site name. The naming convention should be the
new site name followed by a dash, then the super domain name removing any
spaces. Example: 4testcompanytestsite-testtmc.

o Domain URL: (Required) Enter the site URL. The naming convention should be
the new site name followed by a dash, then the super domain site name. Using the
example, the Site URL is: 4testcompanytestsite-testtmc.deem.com.

IMPORTANT Note: The Domain URL: field is automatically populated based on the entry in Site ID. ltis
strongly recommended the Domain URL exactly match the site id. File uploads may be impacted if Domain
URL and Site ID are not consistent.

Note: The Your URL will be: field is automatically populated based on the entry in Domain URL.

o Website URL: Enter your company’s URL. This is not commonly used.
o Phone number: (Required) Enter the client phone number.

o Country: (Required) Select the Country from the dropdown list where the account
is located.

Note: The Country selected will determine the address lines provided.

o Street Address 1: (Required) Enter the first line of the client’s address.
o Street Address 2: Enter the second line of the client’'s address.

City: (Required) Enter the city of the client’s address.

(@)

o State / Province: Enter the state or province of the client’s address.

o Postal code: (Required) Enter the ZIP or postal code of the client’s address.

o Currency: (Required) Select the Currency from the dropdown list for the client.
o Tier: Select ENT from the dropdown list.

* The Contact & General Information:

Note: Itis strongly suggested the site administrator complete this section with accurate estimations.
These fields are used for analytics only.

pA Ao A A NS AN i T T e T W TN i AN ey A S AN A AN
Contact & General Information

Feedback Email
Number of Employees *
Annual Air Spend
Contract Date

Industry *

Company Entity Type

Company Usage Type *

Support@Deem.com
S00
100000

v
Technology

Public v

Customer v

e T E

v
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o Feedback Email: This address is displayed to the end user as an email address to which
to send any Deem feedback.

o Number of Employees: (Required) Enter an estimate of the total number of employees
who may use Deem at this agency or company.

o Annual Air Spend: Enter an estimate of the annual amount spent on air travel.

o Contract Date: Select the date of the agency or company’s contract. This is used for
statistics only.

o Industry: (Required) Select the company’s industry from a list of 24 different industries
found in the dropdown list.

o Company Entity Type: Select the company’s entity type from the dropdown list. Entries
include Government, Private, and Public.

o Company Usage Type: (Required) Select the company’s usage type from the dropdown
list.

* Add an Admin Account (Optional):

Note: This section is no longer used.

* Languages: This section will appear if the superdomain allows language choice.

Languages
Select any 2 languages:

English
English (US only}
French
French (Canada only)
German
talian
FPortuguese
Spanish

Spanish (Mexico only) | i

o Select any 2 languages, indicating they will be available for selection to the end users.

3. Scroll down and click the Save button to save and create the new site
e e BT A A e e TN T AT e e T TN

4. The Domain Successfully Created page is displayed. The new site can be accessed by
clicking the site’'s URL.
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Administrators Groups

[ Bac
Domain S

uccessfully Created

Configuration

Domain Successfully Created
Success! Your new domain abccompany has bee ccessfully created.

Clickhere to Manage the Settings for ABC Company

End users mayviewthis domain at

https:fabccompany.reardencommert

5. To manage the settings for the new site click the Click here to Manage the Settings link. The

Partner Dashboard - Settings | Overview page is displayed.

Partner Dashboard Home 4 Y

Chanoe Tools

p p

Change Password Help Sign out

Test TMC presents

Partner Dashboard

|

Settings | Overview

Services

General Settings
Manage site’s custom settings like Delegate setftings, Support message sic,

Company Information
Capture the Company’s Address and Contact Information used to profile the site and
provide tips to optimize online spend program.

Groupware Servers

Integrate corporate Micresoft Exchange Servers, Lotus Motes/Domine Servers, Google
Calendars andlor other web calendars with our platform. Helps improve user adoption.
Recommended.

Email Settings
Setup Activation, Remindsr and Password Reset Email templates for the Site.

FTP Servers
Setup FTP Accounts used for Bulk Profile updates. This activity needs |T assistance.

Open Enrollment
Enable End Users to seff-onboard the site. Recommended.

Mobile Settings
Customize Mobile support info and upgrade reminder settings.

Password Security
Specify the password criteria for the site for example min 8 characters, enable remember
me feature etc.

/g:-:/ 4 Test Company

Groups Rules ‘ Reports ‘ Profiles

Home Page Options
Customize the message and additional rescurce links visible on the Home page.

Logo Image Upload
Upload the site's image. The lego is visible on the Application Header.

Privacy Policy Settings
Specify the Privacy Policy for the Site.

Profile Field Settings
Customize User profile settings. Specify which fields are mandatory, i the user can see and
edit them etc.

Web Services
Configure web service subscriptions for the site. This activity needs IT assistance.

Single Sign On

Integrate Company’s intranet with the platform. It enables users to access this service
through their intranet without having to remember & separate username and password,
Recommended. This activity needs IT assistance.

Meeting Settings
Configure settings for enabling meeting integration for meeting attendees.

Cvent Meeting Settings
Configure settings for enabling Cvent meeting integration for meeting attendees.
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Site Cloning Checklist:

Clone a site using the Cloning Template. Once cloned, the site administrator will customize the
site by following the Site Cloning Checklist below:

@Settings Tab

General Settings

Home Page Options

Add Launch date

Allow Delegation?

Allow Self Delegation?

Help Desk Contact Name & Method
Allow Importing / Exporting Contacts?
Spend Management Messaging

ANENENENENEN

v Home Page Messaging (Company News)
v" Resource Links (add new / remove duplicates)

Company Information

Logo Image Upload

v Company Address
v" Contact Information
v" Additional Information

v/ Company logo — 60h x 420w pixels max. GIF, PNG &
JPG format only

Password Security (if not SSO)

v" Any company specific password security policy
settings?

Groupware Servers

Profile Field Settings

Consumer Calendars (Google/Yahoo etc.) can be
enabled for all users or a group of users.

Customer enabling groupware integration?
If Yes:

v' Has attended Deem training calls?

v' Has defined delegate username and
password

v" Has updated all email accounts to allow the
delegate user

Define company groupware servers and delegate
user name and password

v' Update field labels, data source (incl. if profile load
should update ALL users or just new users), if fields
should be displayed in profile and during registration,
and if they are required

v' Customize Profile Fields to allow for unique reporting
field requirements. l.e. Cost Center = 5 numeric

v Rename and define “Misc” fields for display /
reporting

deem.com
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Email Settings

Web Services

v" Update application URL for end user /
administrator
v" Update “From” email display (NOT email

No action necessary on site level
On SUPERDOMAIN level, assign new site to a
Superdomain web services subscription (max 50 sites

ADDRESS!) per subscription).
v" Update Activation Email (if customized per
client)
FTP Servers Single Sign On

If customer is providing an HR feed for mass
enrollment instead of Open Enrollment, do you
want to automate the file loads directly with Deem?

If Yes:
v Define SFTP server

v

Enable / Disable

If enabled — Initially:

v

Enter a Support Portal Case. Include names & emails
of all individuals who should be sent a confirmation
notification

For Ping Adapter Requests - Use template provided
by Deem

Provide name in URL. Use site name up to
.deem.com (Example: acme-yourtravel)

Use address pre-filled on ping adapter request
(support@deem.com)

Copy your Activation Manager

Open Enrollment

Mobile Settings

v' Enable / Disable

v" Restrict access using Allowed Domains and /
or Secret Key

v" Add Successful enrollment email notification
address

v" Update Activation Email (if customized per
client)

Reminder: Open Enrollment is NOT enabled when
cloned rom the template

v
v

Update Helpdesk Email / Phone, as applicable.
Click SAVE (even if no changes made) to enable
mobile functionality

@Services Tab

Travel (Heading)

Travel — Vendor Management

v" Resource Links (add new / remove
duplicates)

v" Client specific preferences for air / car / hotel

deem.com

11




Travel - Agency Configuration

v" Agency Settings - Pseudo City Code, Default v' Agency Settings - PNR Synch enablement required
Queue and PCC Sales Location only if different queues used from PNR Synch site or if
v" Agency Settings - TA Printer Address to Auto PNR Synch site does not exist.
Void and/or Refund v' Agency Settings — Enter airline Negotiated Rate Code
v" Agency Settings — Ancillary Sources — verify v' Agency Settings — Verify Train Support identifiers and
Source configuration for adding passive contact. The generic code can be used for sites
segments to GDS and queues without negotiated rates or site card. A new code
v" Agency Settings — Ancillary Sources — must be requested for site care and/or negotiated
add/delete sources as necessary rates by company
v' Agency Settings — Review Pre-Trip Approval settings
v" Agency Settings - Ancillary Sources —
add/delete sources as necessary v' Custom PNR — Update first level star name for site
v Agency Settings - Agency Information, incl. v Custom PNR — Update/Add other specific scripts
ARC/IATA and Time Zone (queues, etc.)
v Agency Settings — enter client Domestic v Queue / Delivery Options — Conditions, PCC, etc.
v zgeg:f;gettings — PNR Synch - Owner ID Note: If you are enabling TravelFusion for their Low Cost

(MUST match profile map! EX: SYNCHID vs.
SYNCH ID)

Carrier content, the request must be submitted to Deem
Support as only Deem can enable this feature on your site.

Travel — Travel Policy Management

Travel - Compliance Code Management

v
v
v

v

Client specific flight, car and hotel policy
Policy messaging, behavior and queuing
Determine if multiple policies are required for
separate groups of travelers
(Default/VIP/Guest etc.)

v

Update codes for policy compliance

Travel — Private Rates

Travel — Display Configuration

v

v
v

Add / update Airlines Rates (if more than 1 rate
code in agency settings), Car Rental CD
numbers, hotel rate code for client Add Train
Discount Code and message

Verify room rates removed (AAA/AARP etc,)
Upload client hotel database

Alternate airports, search radius for air/hotel, etc
Override company name on disclaimer Hotel
Shopping Display — Use Tabs?

Page messaging

Determine if multiple displays are required for
separate groups of travelers (Default/VIP/Guest etc.)

Travel — Reference Points

Car Service / Airport Parking

v

Download / update template then upload using v Update configuration / policies as necessary
good CSV procedure v If negotiated rates, submit forms to Deem Car
Service
deem.com 12




@Groups Tab @Reports Tab
v" Review Report schedules
v" Create new groups (VIP, etc.)
v' Create “Is A Traveler” Group for Profile Synch
v" Does a Guest Traveler (non-profiled traveler)
group need to be added? See Guest Traveler
training clip for complete instruction.
Note: Do not use special characters or spaces in
group names
@ Profiles Tab @ Rules Tab
v" Schedule HR file/profile loads if not Open v' Service Rules - Assign appropriate rules to user
Enroliment groups
v" If Unused Ticket Upload file is currently being v" Groupware Rules — verify Calendar Type (iCal, inline
submitted on the Superdomain, include users or Groupware)
from this new site in the file (all tickets for all v" Display Option Rules - Time Zone, etc.
TMC customers should be uploaded via a v" Web Services Rules — enable Profile Synch (profile
single master file on the Superdomain vs. pull)
individual files per site) v" Mobile Rules - Add / Activate for all users or a group
@ Other
v" Restricted Countries on Site or Superdomain v' Ensure client has whitelisted all Deem email
level? domains: deem.com us.deem.com us1.deem.com
v Identify new custom fields, if any v" Ensure client has unblocked the following URLSs:
v" Add Site Payment Card (Ghost Card/BTA), if v" deem.com rcobjs.com google-analytics.com
applicable. main.rcmsg.com
v" Define Corporate Payment Cards. i.e. AX v" Send Activation emails

series 3878444

v" Define Hotel Per Diems based on specific
locations

v" Clone/Create new profile map in the Profile
Synch Interface (ETSI) and update lines as
necessary.

v If new PCC, submit POS form for ITA

deem.com
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Data File Management

A Site Administrator is responsible for maintaining several important database files necessary to ensure
proper functionality of the site. The files are typically provided by Deem during the pre-deployment phase
or are downloaded from the Deem Travel Partner Dashboard in the form of a data template as they are
needed. Each data template includes instruction for formatting and uploading the file into the services
dashboard.

These files include the following:

» Profile Maps Template — The template used to upload agency specific GDS profiles to ETSI —
our partner for PNR Synchronization used to send PNR’s to the agency GDS

+ User Profile Upload Template — The template used to map uploads of users into the
dashboard.

+ Delegate Association Upload Template — The template used to upload the traveler / arranger
association into the dashboard

* Hotel Private Rate Database — The template used to upload client preferred properties

+ Reference Point Database — The template used to upload client locations for use during hotel
and car shopping

* Unused Tickets — The template used to upload unused tickets into the database.

Once initial creation and upload of the data file has taken place, it is the responsibility of the Site
Administrator to maintain these files. Based on the template type, each time a file is updated the
administrator must either provide the file to the Deem configuration team at the secure server for upload
to the appropriate site or process the upload using the Deem services dashboard themselves.

Site Administrator:
Initial User Profile Upload: The Site Administrator can process all initial User Profile uploads.
Deem Team:

Mass Updates to Existing Users: Any mass updates to existing users via the profile upload utility should be
submitted to the Deem team for processing.

Profile Maps: Profile maps must always be submitted to the Deem team for processing.

Note: An Advanced User Data Management class is available to assist in the successful upload of data
files into the dashboard. Contact Deem to learn when the next class is being offered.

IMPORTANT NOTES TO REMEMBER WHEN PROCESSING A DATA FILE:

Use MS Excel with caution: Although files may be initially provided during pre-deployment or by using the
dashboard download in MS Excel format, it is important to save the file in CSV format once data updates
are made. Do NOT use MS Excel to make future updates. MS Excel alters the format of the data making
it invalid for upload into the services dashboard. The use of CSVed is recommended to manipulate the
data. Free download of CSVed is available from websites such as Snapfile, PCWorld, or SoftPedia.

Maintain a data repository: It is the responsibility of the Site Administrator to maintain a historical
repository for all files uploaded into the Services Dashboard. Deem is unable to extract files previously
uploaded.
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Other Key Settings

In addition to database file maintenance, a Site Administrator is also responsible for maintaining other key
settings within the Deem services dashboard to ensure proper functionality of the sites they manage.
These include:

Travel:
o Air Private Rates
o Car Private Rates
o Vendor Preferences (air, car, hotel)
o Site Charge Card(s)
o Corporate Charge Card Preferences/Restrictions
o Alternate Airports
o Policy Settings
o Compliance Codes
o Hotel Per Diems
o Custom Fields
o Restricted Countries
o ITA Rate Code Requests (and verification of completion)
o Travel Agency Configuration (queues, etc)
o Unused Ticket database upload
Car Service:

o Reference points

o Policy Settings

o Vendor Preferences
Airport Parking:

o Policy Settings Conferencing:

o Complete vendor order form

o Notify Deem with contract information as accounts are activated by vendor
Shipping:

o Vendors

o Contacts

o Policy Settings

o Billing information (including account numbers)

o Service Options

o Rate Information

o Documentation Requirements
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o International Requirements
o Endicia Account Setup (for US Postal Service)
o Notify Deem with contract information as accounts are activated by vendor(s)

Other Data Management Activities

Proper user data management is an essential part of the Site Administrator’s responsibilities. However,

there are additional activities that must be managed. These activities include:

+ Testing and ongoing support of user creation and maintenance to include user password reset,
reminder and activation email origination

» Providing user first level of support
»  Setting up the User and Profile tab access
+ Completing Profile Extracts (Extracts are typically used to create up-to-date profile upload files)

+ Completing configuration of cloned sites

2.2 The Groups Tab

There are several areas in the dashboard where domain groups are used to define, grant, or limit access

to services. These site groups are defined on the Groups tab.
2.2.1 Define a Group of Sites

To define Domain Groups:

1. Access the Deem Travel Partner Dashboard using a dashboard User Name and Password.

2. The Sites | Overview page is displayed. Select the Groups tab.

Change Password Sign out

Test TMC presents B 0 changes not applied | History

Partner Dashboard
Sites Administrators Configuration
Groups | Domain Groups
+ Add A New Group

Domain Groups

P

P

e PR e s PN S PR
o ont\ Jp— e

3. The Groups | Domain Groups page is displayed. Click the Add A New Group link.
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Test TMC presents I8 0 chances not acolis

Partner Dashboard

Sites | Administrators | Configuration

Groups | Domain Groups

\ + Add A Hew Group

Domain Groups
Group Name Humber of Domains

All Domains 11

Il Demains for Restricted Countries g

Z

M| W | X

X

Showing 1 -50f5

4. The Groups | Add / Edit Domain Groups page is displayed. Enter a Domain Group Name for the
group
5. Click a site / domain name in the right box to highlight it and click the Add button to add it to the

group and move it to the left box. More than one site can be selected by holding down the control
key.

Sites Administrators ‘ Configuration

Groups | Add / Edit Domain Groups

Domain Group Name: l |

Domains In Group Domains Not In Group

ompanytemplate-testtme »~

Remove All >>

Description: (optiona
Enter up to 258 characters.

[

< Add ompanytestsite-testtme
te testtme
Remove > l stestrestricted-testtime
- - abccompany-testtme
<< Add Al bland-testtme

Demosite-testtmee
testagency-testtme
testcompany-testtme
trainingcompany-testtme

€ |

6. Once all the sites / domains have been added to the group, click the Save button to save changes.

Commit changes.

2.2.2 Display Groups to Which a Site Belongs

1. To display the Domain Groups to which a site belongs:

2. Access the Deem Travel Partner Dashboard using a dashboard User Name and Password.

deem.com
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3. The Sites | Overview page is displayed. The list of sites includes a Groups column. Clicking
the Groups link displays a list of groups to which this site belongs.

Test TMC presents

Partner Dashboard

“ Administrators Groups Configuration

Sites | Overview

Sites Search company name or site id ) -
Manage Sites L || Go
Templates Quick links All # ABCDEFGHIJKLMNOPQRSTUVWXY?Z
Manage Site Templates
- - 11 out of 11 records + Add A New Site

Groups

Company Name Site ID

4 Test Company Template (Test TMC) dtes

4 Test Company Test Site (Test TMC)

4testims-testtme

Atestrestricted

ABC Company (Test TMC)

4. The Group Name popup box is displayed containing each of the groups to which this site
belongs.

QuickTinks ATFABCDEFGHIJALMNOFPURSTUVWAY Z
id
Group Name B
All Domaine for Restricted Countries
Profile Synch
RestrictedCouniriesTest
All Domains
Close
O OTET-TESTITTIC el [ Tane STUOTS

2.3 The Administrator Tab

There are several levels of access available to assign to an administrator of a site. These will be discussed
in this section.

2.3.1 Manage Existing Administrators

To manage existing Dashboard Administrators:
1. Access the Deem Travel Partner Dashboard using a dashboard User Name and Password.

2. The Sites | Overview page is displayed. Select the Administrators tab.
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Test TMC presents

Partner Dashboard

Sites | Overview

Sites
Manage Sites

Templates

Manage Site Tem

pE SR SE s

Search company name or site id

11 out of 11 records

Company Name

4 Test Company Template (Test TMC)
4 Test Company Test Site (Test TMC)
4testims-testtmec 4testims-
4testrestricted dte

ABC Company (TestTMi) abccompany-testt

Groups Configuration

Go

=+ Add A New Site

Groups

3. The Administrators | Overview page is displayed. Enter Search Criteria to locate the

Administrator.

Sites

oo

Administrators | Overview

User Name:
First Name:
Last Name:
Email:
@) Active

Status: (@) Ayl

Super Domain Admin: [ | For Test TMC

Domain Admin: [ All Domains

All Roles

() Not Active

Groups Configuration

= Add A Hew Dashboard Administrator

(=
(=]

Search Results

Name + User Name

Super
Domain
Admin

Domain

Satis Admin

Employee Of Email

+ User Name: Enter the searched for Administrator’s full or partial user name

* First Name: Enter the searched for Administrator’s full or partial first name

+ Last Name: Enter the searched for Administrator’s full or partial last name

+ Email: Enter the searched for Administrator’s full or partial email address

« Status: Select the All, Active or Not Active radio button.

* Super Domain Admin: Select this checkbox if the searched for administrator is a Super

Domain Administrator

« Domain Admin: Select this checkbox if the searched for administrator is a Domain

Administrator

deem.com
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+ Domain Drop-down List: Searches for the administrator can also be done by domain by
clicking the domain dropdown list.

* Roles: Click the dropdown list to select the searched for administrator’s role

4. Click the Search button. A list of Administrators meeting the search criteria is displayed.

Note: An Administrator cannot access their own profile.

Note: If fewer than 200 administrators exist, the search of all administrators can be done by entering no
selection criteria and clicking the Search button.

Note: The sort order of the search results can be changed by clicking either the Name or User Name links
at the top of the search results.

Sites Administrators ‘ Groups Configuration
Administrators | Overview
=4+ Add A New Dashboard Administrator
User Name: |
First Mame: |chris
Last Name: |
Email:
Status: @ an (D active T ot Active
Super Domain Admin: [| For Test TMC
Domain Admin: [[] | All Domains =]
All Roles =]
[ search |[ Ciear
Search Results
Super 5
D
Hame User Name Employee Of Status Email Domain om‘.im
- Admin
Admi
Christine Bland chrisbland Test THMC Active cbland@reardencommer.com x Delete

5. Click the Name link of the user to display an administrator’s profile.

Administrator page of the selected user is displayed.

The Administrators | Edit

deem.com
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Administrators | Edit Administrator

Account Information

Is Active: [¥]
User Name: |chrisbland
First Name: |Christine
Last Name: |Bland
emait: [
Employee Of: Per[nsr_ Gl |
Department: | Support Team El

Super Domain: Test TMC

ator Pri q

Super Domain Admin: L"TJ_-his provides access to the Super Domain Console for Test TMC

Selected Role(s) Unselected Role(s)
Administrator Manager
Domain Creator

[ < Add
| Super Doemain Administrator |2
Remove >
<< Add All

|  Remove All>>

Domain Admin: || This provides access to the Super Domain Console for Test TMC for the selected domain(s)

2.3.1.1 Change the Password for a Partner Dashboard Administrator

To change the Partner Dashboard password for an existing Administrator:

1. Access the Deem Travel Partner Dashboard using a dashboard User Name and Password.

2. The Sites | Overview page is displayed. Select the Administrators tab.

The Administrators | Overview page is displayed. Enter Search Criteria to locate the
Administrator.
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| |
Sites Administrators Groups | Configuration ‘
| !

Administrators | Overview

= Add A Hew Dashboard Administrator

User Name:

First Name:
Last Name:
Email:
Status: @ Al ) Active () Not Active

Super Domain Admin: [| For Test TMC

Domain Admin: D All Domains E]
All Roles [*]
~clear |
Search Results
Super .
Name + User Name Employee Of Status Email Domain Domgm
- Admin
Admin

* User Name: Enter the searched for Administrator’s full or partial user name
* First Name: Enter the searched for Administrator’s full or partial first name
+ Last Name: Enter the searched for Administrator’s full or partial last name
+ Email: Enter the searched for Administrator’s full or partial email address

+ Super Domain Admin: Select this checkbox if the searched for administrator is a Super
Domain Administrator

« Domain Admin: Select this checkbox if the searched for administrator is a Domain
Administrator

+ Domain Drop-down List: Search for the administrator by site / domain by clicking the domain
dropdown list.

* Role: Click the dropdown list to select the searched for administrator’s role

Note: If fewer than 200 administrators exist, display all administrators by entering no selection criteria.

4. Click the Search button. A list of Administrators meeting the search criteria is displayed.

Note: Change the sort order of the search results by clicking either the Name or User Name links at the
top of the search results.
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Administrators | Overview

= Add A Hew Dashboard Administrator

User Name: |
First Name: |chris
Last Name: |
Email |
status: @ an (D) active (T Not Active

Super Domain Admin: [| For Test TMC

Domain Admin: [] [ All Domains =]
Al Roles [=]
| Search Clear \
Search Results
e, Domain
Hame ~ User Hame Employee Of Status Email Domain Z
= Admin
Admi
Cf chrisbland Test TMC Active x Delete

5. Click the Change Password link of the user to change their password. The Administrators |
Change Password page is displayed.

Sites Administrators } Groups Configuration

E Backto Overview
Administrators| Change Password

Account Password

Password: Euounououoouuo"u ‘

Confirm Password: [u L T T P Y T TR TR Y [

Cancel [T

6. Clear the fields, enter and confirm the new password.

7. Click Save to save the new password.

Note: The password may not contain the user name, user first name, or user last name. It may also not
include a common word or name and must include at least one numeric character. An acceptable
password would be p8sswO0rd, but not passwOrd because “pass” is a common word.

8. The Administrator’s Partner Dashboard password was changed.
2.3.1.2 Deactivate Partner Dashboard Access of an Administrator

Deactivation of a Dashboard Administrator is the preferred method of removing access to the Dashboard.
It provides a method of viewing what access was available to the administrator.
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To deactivate Partner Dashboard access of an Administrator:
1. Access the Deem Travel Partner Dashboard using a dashboard User Name and Password.
2. The Sites | Overview page is displayed. Select the Administrators tab.

3. The Administrators | Overview page is displayed. Enter Search Criteria to locate the
Administrator.

* User Name: Enter the searched for Administrator’s full or partial user name
* First Name: Enter the searched for Administrator’s full or partial first name
+ Last Name: Enter the searched for Administrator’s full or partial last name
+ Email: Enter the searched for Administrator’s full or partial email address

* Super Domain Admin: Select this checkbox if the searched for administrator is a Super
Domain Administrator

« Domain Admin: Select this checkbox if the searched for administrator is a Domain
Administrator

» Domain Drop-down List: Search for the administrator by site / domain by clicking the
dropdown list.

* Role: Click the dropdown list to select the searched for administrator’s role

Note: If fewer than 200 administrators exist, display all administrators by entering no selection criteria.

4. Click the Search button. A list of Administrators meeting the search criteria is displayed.

Note: The sort order of the search results can be changed by clicking either the Name or User Name links

at the top of the search results.

5. Click the Name link of the administrator to open their profile.

Sites ‘ Groups Configuration

Administrators | Overview

= Add A New Dashboard Administrator

User Name:

First Name: Beth
Last Name:
Email:
status: @ A ©) Active () Not Active

Super Demain Admin: D For Test TMC

Domain Admin: [ All Domains E]
All Roles =]
search |[ Clear
Search Results

Super Domain

Name « User Name Employee Of Status Email Domain =

- - " Admin
Admin

Bethany Plice bplice All Active _ x Delete

deem.com

24



6. The Administrators | Edit Administrator page is displayed. Deselect the Is Active checkbox
of the user to be inactivated. Confirm the action by clicking the OK button.

Sites ‘ Groups ‘ Configuration ‘

E Back to Overview

Administrators | Edit A

Account Information /
¥l

Is Active:
User Name: bplice
First Name: Bethany
Last Name: Plice
emai: |
Employee Of: | Partner | ¥
Department: | Support Team E|

Super Domain: Test TMC

7. Scroll down and click the Save button
i e N e e i WP NP ¥ il WOV, PR e S Vo i VPV

Cancel
—

/

2.3.1.3 Delete Partner Dashboard Access of an Administrator

To delete Partner Dashboard access of an Administrator:
1. Access the Deem Travel Partner Dashboard using a dashboard User Name and Password.
2. The Sites | Overview page is displayed. Select the Administrators tab.

3. The Administrators | Overview page is displayed. Enter Search Criteria to locate the
Administrator.

* User Name: Enter the searched for Administrator’s full or partial user name
* First Name: Enter the searched for Administrator’s full or partial first name
+ Last Name: Enter the searched for Administrator’s full or partial last name
+ Email: Enter the searched for Administrator’s full or partial email address

* Super Domain Admin: Select this checkbox if the searched for administrator is a Super
Domain Administrator

« Domain Admin: Select this checkbox if the searched for administrator is a Domain
Administrator

» Domain Drop-down List: Search for the administrator by site / domain by clicking the
dropdown list.

* Role: Click the dropdown list to select the searched for administrator’s role
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Note: If fewer than 200 administrators exist, display all administrators by entering no selection criteria.

4. Click the Search button. A list of Administrators meeting the search criteria is displayed.

Note: The sort order of the search results can be changed by clicking either the Name or User Name links
at the top of the search results.

Sites Groups Configuration

Administrators | Overview

= Add A Hew Dashboard Administrator

User Name:

First Name: chris
Last Name:
Email:
status: @ a1 (O active () Not Active

Super Domain Admin: [ | For Test TMC

Domain Admin: [ All Domains E
All Roles [*]
|r Search [ Clear | /
Search Results
Super D .
Name User Name Employee Of Status Email Domain om.:un
- Admin
Admin

nt = : = Change
rassworg

5. Click the Delete link of the user to be deleted. Confirm the deletion by clicking the OK button.

3 Managing the Site Tabs

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

Once a site is added or cloned, additional maintenance may be needed to ready the site for users. One
task is the on-boarding of users.

3.1 The Users Tab

The Users tab allows a site administrator to add and edit users, to activate and deactivate users, to send
single or bulk activations and reminder emails, impersonate a user and view user statistics. All the functions
are governed by the privileges given to the administrator.
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3.1.1 Methods of On-boarding Users

With the Users tab privileges, a site administrator maintains Deem end-users’ profiles.

Method How are accounts created? How is the data populated? Password?
Open Users create their own account All data is entered by user Created by user
Enrollment from the login page. Access is during enrollment
restricted by email domain name process
or a specific security code
(Secret Key).
Manual Dashboard Admin with Users Available data added by Randomly
creation Tab access manually adds new | dashboard admin, remainder generated if
users added by user. activation emails
are triggered.
Predefined if
activation emails
are not used.
HR Feed Initial and/or ongoing client HR Most data existing in the client's Same as Manual
feed is uploaded manually or via | HR database can be uploaded. Creation
an SFTP process. Non-HR data (usually travel related
preferences, conferencing
numbers
etc.) is added by user. File must
meet the Deem User Database
Template specifications.
Agency Agency uploads initial user Any data available to the agency Same as Manual
Upload database file created from an can be uploaded. File must meet | Creation
extract from another tool or the Deem User Database
GDS profiles. Subsequent Template specifications.
new accounts created by HR
feed, open enrollment or
dashboard creation
P.rovisioning psers are created and activated | p.o_qefined user data is passed NA - access via SSO
via SSO in our database whfan they from agency or client portal via from other portal
qcce§s the Deem via SSO for the | 350 when user accesses the
first time Deem via this method.

3.1.2 Add a User

To add a user manually to the Deem Travel Partner Dashboard:

1. Access the Deem Travel Partner Dashboard using the User Name and Password with Users tab
permissions.

2. The Sites | Overview page is displayed. Select the site by clicking the Settings link beside the
site.
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Groups

Sites | Overview

Sites Search company name or site id

Configuration

Manage Sites

Templates 10 out of 10 records

Ma

Company Name
4 Test Company Template (Test TMC)
4 Test Company Test Site (Test TMC)

4testims-testtme

dtestrestricted

B

3. The Settings | Overview page is displayed.
maintenance functions.

GHIJKLM

YA-‘A-—A\_~"“.“._\A B PP S

=+ Add A New Site

Edit Site

PP S PR

Click the Users tab to access the user

Partner Dashboard Home | 4test: pany Change Tools

; Change Password Help : Sign out

Test TMC presents

Partner Dashboard

]

Settings | Overview

Users Services

General Settings
Manage site’s custom settings fike Delegate settings, Support message etc.

Company information
Capture the Company's Address and Contact Information used to profile the site and
provide tips to optimize online spend program.

Groupware Servers

Integrate ¢ orporate Microsoft Exchange Servers, Lotus Notes/Domine Servers, Google
Calendars and/or other web calendars with cur platform. Helps improve user adoption.
Recommended.

Email Settings
Setup Activation, Reminder and Password Reset Email templates for the Site.

ETP Servers
Setup FTP Accounts used for Bulk Profile updates, This activity needs IT assistance.

Open Enroliment
Enable End Users to self-onboard the site. Recommended.

Mobile Settings
Customize Mobile support info and upgrade reminder settings.

Password Security
Specify the password criteria for the site for examiple min B characters, enable remember
me feature etc.

[ D changes not applied

Groups Rules ‘ Profiles

Home Page Options
Customize the message and additional resource links visible on the Home page.

Logo Image Upload
Upload the site’s image. The loge is visible on the Applic aficn Hesder.

Privacy Policy Setfinns
Specify the Privacy Policy for the Site.

Profile Field Settings
Customize User profile settings. Specify which fields are mandatory, if the user can see and
edit them ete,

Web Services
Configure web service subscriptions for the site. This activity needs IT assistance.

Single Sign On

Integrate Company’s intranet with the platfiorm. It enables users to access this senvice
through their intranet without having to remember a separate username and password.
Recommended. This activity needs IT assistance.

Meeting Settings
Configure settings for enabling meeting integration for mesting attendees.

Cvent Meeting Setfings
Configure settings for enabling Cvent meeting integration for meeting attendees:

4. The Users | Overview page is displayed. Click the Add a New User link to add a new user to

Deem.
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Settings m‘ Services | Groups Rules Reports Profiles

Users | Overview

Edit a User
Edit a user's profile inform;

in the same way that a user would

Add A New User
Add a user to the Deem domain. This can be a new employes or support account.

Single User Activation
Activate a specific set of users. Reset user passwords.

Single User Deactivation
Deactivate a specific set of users.

Single User Registration Reminder
Send reminder emails fo a specific set of users.

Bulk User Activations and Reminders
Activate or Remind muitiple users by group.

Impersonate a User
Pretend to be a user and carry out operations under that facade

User Statistics
Display user siatistics.

Bulk Delegate Approver Assignment
Assign Delegate Approver in bulk.

5. The Users | Add A User page is displayed. Complete the Account Information.

Settings “’ Services Groups Rules Reports ! Profiles

Users “ Add A User

Account Information

Support Account:  []

User Name:

External ID:

Email:

Groupware ID:

Ttle: | — v

First Name:

Middle Name:

Last Name:

Site Administrator:

Activate Account:

r— «Add. e e & E ser | Cancel

+ Support Account: If checked, this user will not appear in the reporting for the site and will not
be overridden by a profile upload. A support account is usually a site administrator or someone
who will perform testing or QA on a site and not be a traveler.

* User Name: (Required) Enter the new user’s user name. This name must be unique to the site
and will be used to access Deem. It is often times the user’s first initial and last name.

Note: Itis important for the format of the User Name to be consistent across the site.
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External ID: (Required) Enter the new user’s External ID. This ID must be unique and will be
used in many areas of the tool. The External ID many times is the employee number of the
user.

Best practice is to NOT use the email address because of the chance that it will change over time.

Email: (Required) Enter the new user’'s email address.

Groupware ID: Enter the new user’s Groupware ID. This will default to the user's email
address that was entered above.

Title: Select the new user’s title from the dropdown list.
First Name: (Required) Enter the new user’s first name.
Middle Name: Enter the new user's middle name.

Last Name: (Required) Enter the new user’s last name.

Note: Itis important for the First, Middle and Last Name to agree with the government issued documents that
will be presented at the airport for check in.

U i PN T e i i SV

Site Administrator: ]
Activate Account:

Passwiord Options:  3) yave system generate random password
O Pre-define password for user

Force user to change password on first login

Activation Email: Generate Activation Email Preview Activation Ema

Save & Add Anothe Save & Edit User | Cancel

6. Select the Site Administrator checkbox if this end user is to have access to the Insights

Dashboard and has access as an Expense Administrator.

Note: The Insights Dashboard is an online, at-a-glance tool that allows companies to monitor and manage
spending for multiple service categories, aggregating data in real time. Companies can review data on
adoption rates, transaction metrics, and spending trends to make immediate policy adjustments to
maximize cost savings. In addition, travel management companies (TMC’s) who use the Deem platform
can use the Insights Dashboard to monitor each of their customers’ trends and make change
recommendations to yield future savings.

a. Insights Dashboard is accessed by clicking either the Site ID link on the Sites | Overview
page:

deem.com 30



Test TMC presents

Partner Dashboard

Sites | Overview

Sites

Manage Sites

Templates

Manage Site Templates

ors Groups Configuration

Search company name or site id

& ]

11 out of 11 records

Company Name Site ID Edit Site Groups
4 Test Company Template (Test TMC) 4testcompanytemplate-testtmc Settings | Name Groups
4 Test Company Test Site (Test TMC) 4dtestcompanytestsite-testtme Settings | Name Groups
4testims-testtmc 4dtestims-testtmc Settings | Name Groups
4testrestricted 4testrestricted-testtme Settings | Name Groups

ABC Company (Test TMC)

Change Stes 'z’ | Pariner Dashboard Home

B Sites

Search company name or site id

[eo |

Site 1D

2 Test Company... dtesicompanviem

4 Test Company... dtestcompanvtes..

Test Company.. testcompany-tes..

Training trainingcompany

ABC Company... sbccompany Settinos
. Bland

Demo Site

TestAgency... testagency-test

Settings

Close

T Y T Y T U Y TUT LT ST

c.
and User Activity.

abccompany-testtme

I 0 changes not applied | History

=+ Add A New Site

Settings | Name

b. Or by clicking the Site ID link from the Change Site list.

The Insights page is divided into four tabs; the Spending, Service Analysis, Service Activity

Spending: This page shows the statistics about a company’s spending.

Spend | Iransactions Select dates: @I
[ Airport Parking 2280% (4245}
[ carService 420% {856}
B Dining 2.90% 814}
B Flight= 45.80% (9829)
[ Hotel 21.80% (4679}
] Package Shipment 0.00% ()
[ Rental Car 2.90% &21)
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Service Analysis: This page shows how often employees are using the application. View All
transactions, or view statistics by each service enabled on the site. (Airport Parking or Car Service, for
example)

Tell us what you think about the Site

Service Adoption Dashboard and features or functionalty

you would like to see.

Show Chart for: Transactions / Week | Tran 2/Da Show Transactions for: | Al v |

Active Since: 8/01/09

This page shows you how often your
employees are using the application.
Once your emplow arts to purchase vices, the
graph will be updated.

Get the most out of your Personal Assistant
e 7 of 12 services have been enabled. Learn More: Avalable Services

Contact your account representative to optimize your program.

Service Activity: This page shows how often employees are using the application. View All transactions, or
view statistics by each service enabled on the site. (Airport Parking or Car Service, for example)

Service Activity

Shows Transactions For: E‘F"Qm%_ s

Month: | October 2011w

Export +

Mo transactions found for the selected month

User Activity: This page shows adoption statistics showing Unique Logins Per Day.
Tellus what you think about the Site
es or functionality

User Adoption

Display: Unigue Logins / Day | Visits / WWeek

User Login Trends

Loading...
“You are being benchmarked as a small company. What is peer benchmarking?
User Adoption Funnel

Onboarded Users

Activated Users

@

Users who have logged in at least once
2

Users logged in within last 90 days
0

Total Employees: =0

User Activity: This page shows adoption statistics showing Visits Per Week.
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Tell us what you think about the Site

User Adoption Dashboard and features or functionality
you would like to see.

Display:

User Login Trends
Active Since: 8/01/08

O visits

@

ra

0
Last Year Year To Date Last Month Last Week This Week

*You are being benchmarked as a small company.

User Adoption Funnel

Onboarded Users

Activated Users

@

Users who have logged in at least once
2

Users logged in within last 50 days
]

Total Employees:

d. Click the What is Peer Benchmarking link to view how Peer Benchmarking is defined in the
insights Dashboard.

Peer Benchmark

What is Peer Benchmarking?
Peer Benchmarking allow s site adminiztrators te gauge their site performance by comparing it te ether similar erganizaticns
who have had success reducing spend u=ing our application.

After you provide us with information about your organization, we will place you in a peer group based on several criteria,
including Industry, Number of Employ: and Annual Spend, You can then measure your site performance against your
peer group to better understand your data. You can alse use their best practices a= a guide to optimize adoption and
increase savinge, Peer groups are broken down as follows:

Peer Group HNumber of Employees

Small 1-58
Wedium 100-485
Large S00-2455
Enterprise 2500+

What if | am below my Peer Benchmarks?
There could be many reasons your data is below your Peer Benchmarks. The most common reasens are:

# Lsers are not aware of the advantages of the application.
® Users have not registered yet.
= ‘You have not enabled all the stores used by organizations in your peer group.

Alzo, your employses might be booking services offline or using supplisrs that are not preferred by your organization. If
thiz happens:

= 'You cannot measure, monitor and manage usags trends effect
= Company policies cannot be enforced at the point of purchaze.
= ‘Your organization is mizgzing opportunties to lower costs and increase productivity,

.

Contact your account representative for more information about Peer Benchmarks.

Close

e. Click the Learn More: Available Services link to view other Deem Services available.
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Learn More: Available Services

Get unprecedented control over employes =pending, and give your employees access to the largest marketplace for
services with over 160,000 merchantz and third-party application providers

Services currently available:

® Travel - Reduce travel costs by helping employees create an itinerary that meets their needs and complies with
coerporate poficy.
Adrport Parking - Save money by letting employess pre-ressrve off-airpert parking with their next trip.
Car Service - Increase traveler convenience and gain control over spending by reserving chauffeured car service
enling.

® Dining - Help vour employees quickly find and book the perfect restaurant and save up to 10%.

& Event Tickets - Increase your visibility into =pending and make it easier for employees to plan corporate entertainment
onling.

® Expenze Il t - Control expenses and save emplovees valuable tims.

® Package Shipping - Save money by letting vour employees schedule, label and track shipments straight from their
deskiops.

& Conferencing - Conveniently schedule web and audio conferences and create significant zavings for your company.

Close

7. Click the Activate Account checkbox.

Important Note: If the Activate Account checkbox is not selected, the user will not be able to log into Deem
without additional steps by the site administrator.

After selectmg the checkbox addltlonal fields are dlsplayed

- By e P i o rm 2* - s
i T o= N i - ror e [t g S Moyt e

Site Administrator:

Activate Account: /

Fassward Options: @ Have system generate random password

O Pre-define password for user

[ |
[ \

Force user to change password on first login

Activation Email: Generate Activation Email Preview Activation Email

ar | Save & Add Anothe 2 & Edit Use Cancel

+ Password Options: Select either:
Have system generate random password: The system will generate an Activation email and
require the password be changed by the user upon first log in.

Note: Force user to change password on first login and Generate Activation Email are the defaults.

Pre-define password for user: The password can be selected by the site administrator and will need
to be changed by the user upon first log in.

Note: Force user to change password on first login is the default and Generate Activation Email is not
available.
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Activate Account:

Password Options:

e W i e e U e et e e

O Have system generate random password

@ Pre-define password for user
Password: esssssss

Re-enter Password: |essssess
Force user to change password on first login

Activation Email: Generate Activation Email Pr

Cancel

o Password: If Pre-define password for user was selected, this is the password, which
must be changed by the user upon first login.

o Re-enter Password: If Pre-define password for user was selected, this is the confirmation
of the password, which must be changed by the user upon first login.

o Activation Email: Select this checkbox to send the new user an activation email.

o Preview Activation Email: Click this link to preview the completed activation email. Enter
the email address to receive the activation email preview when prompted.

@ hitpsi//console.clusterd.deem.com/cpm/ds/demodave/users/emailPreview.dote... =
& https://consoleclusterd.deem.com/cpm/ds/demodave/users/emailPrey
To preview the email that will be received by the user, enter one or more email address below.

Recipient Email(s):

(Separate multiple email addresses with commas or semicolons)

O *

TemailTy...

8. Click Send to send the preview activations email to the email address(es) entered.

9. The Users | Add A User page is redisplayed. Click Save User if finished adding users, Save &
Add Another if adding another user and Save & Edit User to continue with the configuration of

this user.

10. For the purpose of this document, we will click Save & Edit User to continue the configuration

of this user.

Note: Save User and Save & Add Another User will generate the Activation Email if the Activation Email

checkbox was selected.

A AN A A AP ARSI e TN AP N AN TTTNTINTTTTTN A Aa mAn e A TN,

Cancel

11. The Users | User Name page is displayed. Edit the user from this page.
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3.1.3 Edit a User

As a site administrator with Users tab privileges, user’s profiles can be modified directly in the dashboard.
In many cases, updates to the User Profile are done via a Human Resources feed. Check to be sure a
feed is not used before making changes to the profile. Changes may be overridden the next time the feed
occurs.

To manually edit a user in the Deem Travel Partner Dashboard:

1. Access the Deem Travel Partner Dashboard using the User Name and Password with Users tab
permissions.

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

3. The Settings | Overview page is displayed. Click the Users tab to access the user
maintenance functions.

4. The Users | Overview page is displayed. Click the Edit a User link to edit an existing user of
Deem.

Settings “ Services Groups Rules Reports Profiles

Users | Overview

Edit a User /

Edit a user's profile information in the same way that a user would.

Add A New User
Add a user to the Deem domain. This can be a new employee or support account.

Single User Activation
Activate a specific set of users. Reset user passwords.

Single User Deactivation
Deactivate a specific set of users.

Single User R ion R
Send reminder emails to a specific set of users.

Bulk User Activations and Reminders
Activate or Remind multiple users by group.

Impersonate a User
Pretend to be a user and carry out operations under that facade.

User Statistics
Display user statistics.

Bulk Delegate Approver Assignment
Assign Delegate Approver in bulk.

5. The Users | Edit a User page is displayed. Enter search criteria.
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Settings ml Services Groups Rules Reports Profiles

EE‘&:L to Overview
Users | Edit A User

Search Criteria

['o search for a user by entering content inte one or more of the forms belows.
['he more information you are able to enter, the more refined your search wil be.

First Name:

Last Name:

Emall

3 ]
3 ]
User Name: \ [
- | |
External ID: [ ‘
Account Type: | Al v [

[ Active users

D Manually added users

search Clear |

Search Results

Name - User Name Email Status Stats Type Source
Company

Settings “\ Services Groups Rules Reports Profiles

[€) Back to Overview

Users | Edit A User

Search Criteria

To search for a user by entering content into one or more of the forms below.
The more information you are able to enter, the more refined your search will be.

First Name:

Last Name:

User Name:

Email

|
- [
|
3
|

Extemal ID:

Account Type: [All v
[ Active users

) Manually added users

Search Results

Name v User Name Email Status S Type rontion A odificaton
Company Source Source

6. Enter search criteria including the full or partial first name, full or partial last name, full or partial
user name, email address, or employee ID of the user to be located. Searches can also be
done by account type (End User, Support or all), if the user was manually added or if the user is
inactive or not.

7. Once search criteria have been entered, click Search.
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8. Alist of users who meet the search criteria is displayed.

Settings “‘ Services Groups Rules Reports Profiles
|

[€)Back to Overview

Users | Edit A User

Search Criteria

To search for a user by entering content into one or more of the forms below.
The more information you are able to enter, the more refined your search will be.

First Name:

Last Name:

Email:

[
[
User Name: |
|
[

Extemal ID:

Account Type:

[ Active users

() Manually added users

Search Results

Name v User Name Email Status Status In Type Creation podification
Company Source Source
4
< < : - c Manually Manually
K - -
orbin. Gidget gkorbin L a =S L L Active Active End User Addiod Adisa

Note: If more than 200 users meet the search criteria, the following message is displayed. Narrow the search
criteria and click the Search button again.

Search Results

Name v Liaat Rame Email Status Status In Type Creation Modification
Company Source Source

é There are more than 200 users who match the search criteria. (Please be more specific in your search)

9. The Search Results are displayed. Click the link below the user’'s name to select that user. The
Users | User Name is displayed.
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Users |

Notifications
* Notifications

Delegates
* Delegates

System Settings
* Display, Settings

Settings m Services Groups Rules Reports Profiles

Back to Edit a User

tion

* Support Information

Title:
* Account Permmissions
First Name:
Profile
* Personal and Employee Info Last Name:
* Addresses and Phone Numbers
User Name:
* Emergency_Contact
* Payment Cards External ID:
Service Preferences Job Title:
* Travel
Email:

Business Phone:

Mobile Phone:

Assigned Expense approver:
Expense Approver permission:
Expense Payer permission:
Assigned Travel approver:

Travel Approver permission:

Title: The user’s title is displayed.

First Name: The user’s first name is displayed.

Last Name: The user’s last name is displayed.

User Name: The user’s user name is displayed.

External ID: The user’s external ID is displayed.

Job Title: The user’s job title is displayed.

Email: The user’'s email address is displayed.

Business Phone: The user’s business phone number is displayed.

Mobile Phone: The user’'s mobile phone number is displayed.

Note: Different options may be displayed depending on the functions enabled.

Assigned Expense approver: If Expense is enabled, the name of the expense approver is
displayed.

Expense Approver permission: If Expense is enabled, does this user have expense
approver ability.

Expense Payer permission: If Expense is enabled, does this user have expense payer
ability.

Assigned Travel approver: If Pre-trip Approval is enabled, the name of the travel approver
is displayed.

Travel Approver permission: If Pre-trip Approval is enabled, does this user have travel
approver ability.
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On the left navigator bar, User Edit functions are listed.
Support Information
Account Permissions
Profile:
o Personal and Employee Info
o Address and Phone Numbers
o Emergency Contact
o Payment Cards
Service Preferences:
o Travel
Notifications:
o Notifications (Not managed from this page)
Delegates:
o Delegates
System Settings:
o Display Settings

10. Click the Support Information link to view information used by Support about this user:

User Details

Login Name gkorbin Email Notifications oo g e D s o
Customer ID 370202809 Name Gidget Korbin

User Account Creation Date

User Status

User Activation Date

User Active in Company

Company Name

RIMID

Time Zone

Calendar Attachment Type

Traveler Entity ID

Deem PNR Sync ID

Last Profile Update Time

Last Webservices Update Time

Enabled Services (Group
Name)

Apr 17 2019 - 3:21 PM MDT

Active

Apr 17 2019 - 3:21 PM MDT

true

America/Denver

None

0

329507269

Travel (Apollo Test Group)

Contact Time

First Login Time

Last Login Time

Failed Login Attempts

Repeated Login Failure Time

Failed Login Lockout-Time

Temporary Password Date

Org Entity ID

Privacy Policy Accepted Time

Last Modification Time

Is guest

null - null

May 17 2019 - 3:01 PM MDT

false
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11. Click the Account Permissions link to view / edit the user’s account type. Click Save to save
any changes. Click Cancel if no changes were made.

Account Permissions

Account Type : 'End User

° Support

Account Roles : E Site Administrator

12. Click the Personal and Employee Info link to view / edit the personal and employee
information. The page is divided into 2 sections.

Note: Fields displayed may be different depending on setting selections and custom fields enabled.

Note: Indicating a user is a Support user removes the user’s activity from reports and statistics.
Transactions made by a Support user are real and need to be cancelled or voided to avoid ticketing and
billing!

* Personal Information:
T N AT AT T A A AA A AL AN NI AT N e tn i NS A A

Personal Info

i

Title
Flrs( Name*
Middle Name

£
1
z
i Last Name*
{B
< Bland
5 Suffix

Username*

testusertme

Date of Birth* @

P - v

Date of birth dnspla/ed as ** for security reasons

Gender @
Female v

E Profile Pin

Note: Date of birth will appear masked to the admin. Only the user themselves will see the actual date of
birth.
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* Employee Information:

T e
Employee Info
VIP indicator
O ves
® o

Employee ID

AP m

External ID*

S,

Employee Type*
. Employee Status
Active

Job Title

Job Level

Manager ID

A AN NN et NS S e NN

Approver ID

Cost Center

Department Code

Department Name

VA

¥ Division
¢ Business Unit
Company Name

ADARION AL INTOITAGHON = v+ +ssesmsvesssusmmavasssnraresssssshnarassassensanessnsasnesssssssassassssssssnssvanansss sasusuadssssasnnsesoesusnunsvonsvanaiiesssnavads vovnnananvassany

Cost Center”

&

Wl | cancel

Srmtnsingein PN SN PG NI D et p e o S, AR

Note: Fields on the profile may appear differently depending on site configuration and features enabled.

11. Click Save to save any changes. Click Cancel if no changes were made.

12. Click Address and Phone Numbers to view / edit the address and phone number information. The
page is divided into 2 sections.

Note: The address fields are dependent on the country selected from the dropdown list. The examples
here are based on the country having been selected as United States.
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* Business:
P L i o s P 2 - R R o n S NI et
iﬂBusiness
5
b
}{ AGONSS s1ssasesissssaisasa Business contactinfo <+«
§ couny ?:un:” P;:ne llumbe Extensi
: == 1 ountry code  Number ension
§ [Ynked States M [T v [esesssiziz | ]
F B J
¢ Streetaddress USICAPRIUM
3 |1101 E Hiscale Bivd Business Fax
3 B Country code  llumber
¢ Apartment  Suite [1 v
13 USICAPRUM
] Business Mobie
} ailStop Country code lNumber
z | [___&
3 city USICAPRIUNM
§ :ch:erch 1 Email* ]
)
z gwte_____ G 10"
¢ | caifornia v Sospwere ]
?
2 _ZIPr,ode
g 944c4 c°nﬁrmatlcn Ema“s ..........................................
<
,\ Send to
’ ® Frofie emait
§ O A ciftecent email adcress:
2 [
3
R e L RS e B i e T R AL e AN s
*  Home:
!-— e aadl = - M o sl A et et T TN N it i SN i, Bna o o 3 4 Lt 4V "9 ea
Home
i
)
;7\ AAATAEE i rocssnassursscsrsrnsensramsmnsssnsorss rpmmmnsanssusonysarspasssosan P aATSONAIINI0 st s tsezirresmsexsssensaansmsnnsssessaeransesmbsanysuzanns
b
‘: Country Home Phone
.: |Un'ned States vl Country code  Number
H [ ) [ ]
; Streetaddress USICA/PRIUM
R
7 | Home Email
e
2 Apartment/ Suite I
i* [ ]
/ Mailstop
< city
£ l
?
§ State
% ZIP code
2
!
i W | cancel
S
[$
13. Click Save to save any changes. Click Cancel if no changes were made.

14. Click Emergency Contact to view / edit the emergency contact information.

Note: The address fields are dependent upon the country selected from the dropdown list. The examples
here are based on the country having been selected as United States.
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B T et PP Rttt B SN Tt i P P S e Lo SOV e S S e SO R P

Emergency Contact Info

*Requirsd

Full Name

.Emai\
| |

5
3

2]

i

+ Country
<

H
Py

| United States v |

Street address

£ Apartment/ Suite

3 |
lail Stop

i 1
City

| |

L
-=elect- L J
ZIP code
| |
Primary Phone Number
Country code  Number Extension
[1 v | |
US/CAPR/UM
Secondary Phone Numbsr
Country code  Humber Extension
[
USICAIPRIUM

T N

e g,

[ Save Cangel

S e P A GV R O

15. Click Save to save any changes. Click Cancel if no changes were made.
16. Click Payment Cards to view / edit the credit card information.

» The default credit cards are listed. To add a credit card, click Add payment card.

Payment Cards

HName Card type Card number Expiration

Add payment card /

DIEFRIEDAYIIBIIE GRS s vosns im0 404 A A A S 0
Airline payment card Mo payment cards for this user.
Hotel payment card Mo payment cards for this uzer.
Rental Car payment card Mo payment cards for this user.
Train payment card Mo payment cards for this user.

Car Service payment card Mo payment cards for this user.

‘Save Cancel
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* The Payment Card Information page is displa

yed:
BT I NP B fS i g easie e NS TR S T TR e TSI e T e et

:’ Payment Card Information
4* Required
5' [ corporate carg

“Jlame this card”
¢

3
¢ Card type*

?Card number”

%Expiration date”

;| July N7 2010 v
Lo ¥
‘Cardholder's name*
'-&Jessica Stephens

¢

R

* Billing Address

S

:{;Country
,i[ United States v [

J

sStreet address

{ ‘
Apartment / Suite

%
“MailStop
]

I
ity

j |
.-'?jState

foooea ]

‘;ZIP code

]

by

¢ Expiration Alert

H Display alert
Y 1 month prior to expiration |V
5

N R

Save Cancel

Payment Card Information:
o Corporate Card: Select this check box if this is a Corporate Card.

o Name this Card: (Required) Enter a name that will be meaningful to the end user. It will
appear on dropdown lists when credit cards are listed.

o Card Type: (Required) Select the Card Type from the dropdown list.
o Card number: (Required) Enter the Card Number without dashes.

o Expiration date: (Required) Select the Expiration Month and Year from the dropdown
list.

Billing Address:
o Company name: Company name as it appears on the card, if this is a Corporate Card.

o Country: Select the Billing Address country from the dropdown list.

Note: The address fields are dependent on the country selected from the dropdown list. The examples
here are based on the country having been selected as United States.

o Street address: Enter the Billing Address street address.

o Apartment/ Suite: Enter the Billing Address apartment / suite number.
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o Mailstop: Enter the Billing Address mailstop.

o City: Enter the Billing Address city.

o State: Select the Billing Address state from the dropdown list.
o Zip code: Enter the Billing Address zip code.

Expiration alert:
o Display alert: Select the Display alert from the dropdown list. A message will appear
on the user’'s home page when this length of time remains to the Expiration Date.

17. Click Save to save any changes. Click Cancel if no changes were made. Once the credit card
has been saved, only the last 4 digits of the card number will be displayed. The remaining
numbers will be replaced with asterisks.

Card number®

**x?*x?**x?l}DEﬂ

Expiration date*
April v 2028 ¥

18. Click Travel to view / edit the travel preference information. The page is divided into 5 sections.
o Flight:

Flight

Home Airport Preferred Fare Type
San Francisco, CA, US (SFO) Airpord codes Mone v
Seat Preference Meal Preferences
® Window None v
Aisle View Price Results By
Default Search Type Trip
® Price ®) Segment
Schedule

B SR clal eSS s A A R R R AR R R A AR R AR R AR R AR AR AROS

None el Note to Travel Arranger
Nene ¥
None v

T e R

Airling Humber
None T Add

- Enter a Home Airport, Seat Preference, Default Search Type, Preferred Fare Type,

Meal Preferences, and desired method to View Price Results

- Select up to 3 Air Special Requests from the dropdown lists

- Add Air Memberships by clicking the Add link after entering the membership information.

Air Mem |Jerghips ............................................................................

Airline Mumber
Mone A
American Airlines SNOU232
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- Edit or delete membership information by clicking the Edit / Delete link beside the
membership to edit or delete.

o Hotel:
Nt e e T e atn e a0 T e Lt e, o T .4 - - . -
¢ Hotel
i
¢
¢
i Hotel i.menitles ............................................................. Hote[ SDeC|aI Requests ..................................................
' [one vl
$
?
[ [ione vl
¢
3 [ vl
N
3
3
i
3 T
:f} HOteI Hembershlps ................................................................................................................................................................
7
3 Hotel Number
¢ [None v [
f, Bayment Inns 12348
\"“~~‘-mw—*. T O —— P R

- Select up to 3 Hotel Amenities and / or Hotel Special Requests from the dropdown lists.
- Add Hotel Memberships by clicking the Add link after entering the membership information.

- Edit or delete membership information by clicking the Edit / Delete link beside the
membership to edit or delete.

o Rental Car:

T AT T e A N TN a T A AP e TTTINAUA

Rental Car

Default Car Size

Intermediate |V

Car SPECIAI REQUESES +++:+++crrsertststsrnrstins ittt E eSS s SRS s sttt

None

Nene

None

A HBMIDEIS RIS e e et e

Rental Car company Number

- Select the Default Car Size from the dropdown list.
- Select up to 3 Car Special Requests from the dropdown lists.

- Add Rental Car Memberships by clicking the Add link after entering the
membership information.

- Edit or delete membership information by clicking the Edit / Delete link beside the
membership to edit or delete.

o Train:
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¢ Train

('!; Home Train Station Default Search Type

p [ ® One Way

(;_. O Round Trip

3 Preferred Service Class

a

I

$

? TIBMIBEISRID NUMIDEE #++ e+ e setersse ettt
'z] Rail Carrier Number

/ [Ncne v] | 4dd

T N PO Y P “"“-‘*’*—yﬁw’\"f“‘”"‘"“.

- Enter the Home Train Station.
- Select the Preferred Service Class by clicking the dropdown list.
- Enter the Membership Number information.

- Select the Default Search Type by clicking either the One Way or Round Trip radio
button.

o Travel Documents: Most travelers will have either a Passport or a Visa, but not both.

Travel Documents

PASSPOIt INTOMMAION x5 ssvsussnssissonsss ousmimeisus s avsasssssses s vy s s e SV e A ST T S S U s VS s a3

No passports
o Add a passport

VIS INTOMMAHION <+ v corerererrennmetionennttnterntecetterereretnttnteessseetstensesecenassetetestssssetessosstetssessosetesesetsesessesssessssosssssscessssasssassssesearananes
No visas

# Add avisa

NatioNal ID INTOTMALION ««ccoceeterertutiiiuiiiiiiiiiiiiiiiiiiiiiiitiiiertatatstoatiminiuteriesetsrsststsesstssossstsssiasssrosssssssstorssssnerssssisasassssassssssssnssnsas

No national ID cards
¢ Add national ID card

- Click +Add a passport to add a passport.

Information

[ United States v Displayalert
| 6 months prior to expiration ¥

Expiration date

[July v| [2 v] [2029 v ]|
Issue date _ : —_
[July v] [2_v] [2019 7]
Number®

Issue country*
| United States v

[ Save | Cancel
o Enter the Passport Information:
- Country: Select the residency country from the dropdown list
- Expiration Date: Select the Expiration date from the dropdown lists
- Issue Date: Select the Issue date from the dropdown lists.

- Number: Enter the Passport Number
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- Issue Country: Select the issuing country from the dropdown lists

- Display alert: Select the display alert from the dropdown list. A message will
appear on the user’s home page when this length of time remains to the
Passport Expiration Date.

o Click Save to save any changes. Click Cancel if no changes were made. The
Travel Documents page is re-displayed.
Note: A second Passport may be added if the traveler had been issued a new passport, possibly as a
result of marriage / divorce where a name change has taken place or upon renewal of an expiring passport.
o Edit or delete a Passport by clicking the Edit / Delete link beside the passport to
edit or delete.

o Click +Add a visa to add a visa.

Information

United States v Display alert
. 6 months prior to expiration ¥

Expiration date :

July v] [2 v] [2029 ¥
Issue date

July v 2 v 2019 ¥
Number®
Issue country*

United States v

Save Cancel
[ ——

o Enter the Visa Information:
- Country: Select the residency country from the dropdown list

- Expiration Date and Issue Date: Select the Expiration and Issue dates from
the dropdown lists

- Number: Enter the Visa Number
- Visa Type: Select the Visa Type from the dropdown list.

- Display alert: Select the display alert from the dropdown list. A message will
appear on the user’s home page when this length of time remains to the Visa
Expiration Date.

o Click Save to save the entry. Click Cancel if no changes were made.

o Edit or delete a Visa by clicking the Edit / Delete link beside the Visa to edit or
delete. The Travel Documents page is re-displayed.

o Click +Add national ID card to add national ID. This card is more often used in
Europe and is the equivalent of a US drivers' license.
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Information

United States v Display alert
S 6 months prior to expiration ¥
Expiration date
July v 2 v 2029 v
Issue date
July v| |2 v| |[2019 ¥

Number*®

Cancel

» Enter the National ID Information:
- Country: Select the residency country from the dropdown list

- Expiration Date and Issue date: Select the Expiration and Issue dates from
the dropdown lists

- Number: Enter the National ID Card Number

- Display alert: Select the display alert from the dropdown list. A message will
appear on the user’s home page when this length of time remains to the
Expiration Date.

o Click Save to save the entry. Click Cancel if no changes were made.

o Edit or delete a National ID Number by clicking the Edit / Delete link beside the
National ID Number to edit or delete. The Travel Documents page is re-displayed.

o Additional Documents: Many travelers will also have Redress or Known Traveler
Numbers.
-Add itional Documents

Redress ()
Known Traveler Number (_;

Known Traveler 1ssuing Country United States

= Enter a Redress number. This is a number for those travelers who use the
Department of Homeland Security’s Redress Inquiry Program.

= Enter the Known Traveler Number and Known Traveler Issuing Country.
This is a number assigned by the Transportation Security Administration

o Click Save to save Travel Preferences for the user. Click Cancel if no changes
were made.

* Notifications are not maintained here and are discussed in a later session.

» Click the Delegates link to view / edit delegate settings for the user. The Delegate Access
page is displayed.

deem.com



O e R i e At B R e o e P D R st

Delegate Access

R
z
?g People Who Can Book For Me

. These people have access to your account:

People | Can Book For
You have access to these people's account:

¢ou are not a delegate for any accounts.

ne a delecate

Note: A delegate is a user who is able to book travel or other services for another user. Delegates can be
assigned by the other user or if allowed by the delegate themselves.

19. Click the Add a delegate link to add a user who can book travel for you.

o Enter the full or partial Name or email address of the user who can book travel for
you and click Search to locate the user.

Note: The user must have a status of Active to be displayed.

T el 2 R SO oy 2o Nl T N et o, gt NN P e e r S L VI VR sl A
i tney y .
i Search
i
\ Search for someone within trainingcompany-testtme and grant them delegate access to your account.
¢
$
2
?{ Name or email address: |Man Search
2

Email address
christine.bland@....

\ Selec Cancel

20. Click the radio button beside the user to select them and click Select to allow them to book
travel for you.

o The Delegate Access page is redisplayed with the selection(s).

- Click the Become a delegate link to add a user who for whom you can book
travel and other services.

- Enter the full or partial Name or email address of the user for whom you can
book travel for and click Search to Iocate the user

T o R s o e e S s
f Search

?J Search for =omeone within trainingcompany-testtme and become a delegate for them.

L

:J. Name or email address LD_cei o __! Search

,.\

Email address

james.dos@rearge.. \
b - | Cancel

i i

21. Click the radio button beside the user to select them and click Select to allow you to book travel
for them.
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Note: The user must have a status of Active to be displayed. Self-delegation is controlled at the site level.

An email is sent to the person to notify them that you have become a delegate for them.

Sy R S e i

o The Delegate Access page is redisplayed with the selections.

T - - T B P T T e m e

Delegate Access
;

1 People Who Can Book For Me

&
¥ These people have access 1o your account:

L
Wame
<,

1 Add & delegate

Y

Email address

jf Peaople | Can Book For

£ Wou have access to theze people's account

{
{!ame

|

{

o

Email addr

Remove a delegate by clicking the Delete link beside their information.

Note: When adding yourself as a delegate for someone else, an email is sent to that person to assure they
are aware you have made yourself a delegate for them.

22. Click the Display Settings link to view / edit the display preferences for the user. The Display
Settings page is displaye

T e R o Rl T o v

d.

S e it ST g by 0 P

/ Display Settings

* Required

i N PN TS A e

i

e _

o

o

Date * (9 Month Day Year (November 17, 2003)
O Day Month Year (17 November, 2003)
Time * @ 12 Hour Clock (3:00 PL)

4 Hour Clock (15:00)
O 24 Hour Clock (15:00)

Time zone * [ Eastern Daylight Time v

Measurement * (& US / Imperial

QO Metric

Currency * [ United States Dollar v]

Country * [United States v]

Save Cancel

Date: Select either Month Day Year or Day Month Year.

Time: Select either a 12 hour or 24-hour clock.

Time zone: Select the preferred time zone from the dropdown list.
Measurement: Select the preferred unit of measure — US / Imperial or
Metric.

Currency: Select the currency from the dropdown list.

Country: Select the country from the dropdown list.

23. Click Save to save the Display Settings or click Cancel if no changes were made.
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3.1.4 Single User Activation — User Password Reset
The Single User Activation link is used to activate a single user or a small group of users and most
commonly to reset a user password.
To Activate a Single User:

1. Access the Deem Travel Partner Dashboard using the User Name and Password with Users tab
permissions.

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

3. The Settings | Overview page is displayed. Click the Users tab to access the user
maintenance functions.

4. The Users | Overview page is displayed. Click the Single User Activation link to activate
users one at a time.

Settings “ Services Groups Rules Reports Profiles

Users | Overview

Edit a User
Edit a user’s profile information in the same way that a user would.

Add A New User

Add a user to the Deem dWﬂ be a new employee or support account.
Single User Activation

Activate a specific set of users. Reset user passwords.

Single User Deactivation
Deactivate a specific set of users.

Single User Registration Reminder
Send reminder emails to a specific set of users.

Bulk User Activations and Reminders
Activate or Remind multiple users by group.

Impersonate a User
Pretend to be a user and carry out operations under that facade.

User Statistics
Display user statistics.

Bulk Delegate Approver Assignment
Assign Delegate Approver in bulk

5. The Users | Activate Users page is displayed. Enter search criteria. Enter the full or partial
first name, full or partial last name, full or partial user name, email address, or employee ID of
the user to be located. Search by account by type (End User, Support or all), if the user was
manually added or if the user is inactive or not.

6. Once search criteria have been entered, click Search. A list of users who meet the search
criteria is displayed.
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Settings “‘ Services Groups Rules Reports Profiles

[¥) Back to Overview

Users | Activate Users

®Basic Search Advanced Search

First Name:

Last Name:

Email:

[ |
[ ]
User Name: | ]
[ |
[ ]

Employee ID:

Account Type: | All v
) show only manually added users

¥ Show only inactive users

Search Results

Select Name v User Name Email Status Status I Type Creationg Modification
—_— Company Source  Source
e . = Manually Manually
Miller. I -
‘ I Add | ller. lan imillar Not Active  Active End User Added Added
[ |

2

Selected Results

‘ Select Name User Name Email Status Status Type Source
— —_— Company

Confinue Cancel

7. Click the Add button to select a user for processing. The user will appear in the Selected
Results list.

Search Results

Select Name ¥ User Name Email Status Status In Type Creation Modification
Company Source  Source

- e 5 o L = Manually Manually
| Ac | Miller_ lar
| Add | Jiller. lan imillar Mot Active  Active End User Added Added

Selected Results

Status In

Select Name Uszer Name Email Status Type Source
Company
S . o : 5 End Manually
| Miller 1a -
|Remaove| iter, lan imiflar Mot Active Active User Added
prtinue Cancel

Note: Remove a name from the list by clicking the Remove button beside the user. This will remove the
user from the Selected Results.

8. Once all users to be processed have been selected, click the Continue button. Continue to
search for and add users to the Selected Results until the Continue button has been clicked.
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Search Results

Select Name v User Name Email Status Statusin o Creation FModification
SemEm e Company Source  Source
inid . . Manually Manually
Miller. I -
Add Miller, lan imillar Not Active  Active End User Added Added
Selected Results
Select Name User Name Email Status Sins D Type Source
Company
e " 2 End Manually
Miller. I -
Remove. Miller, lan imillar Not Active Active User  Added

BN

[ Continue ™| Cancel

9. The Users | Confirmation page is displayed.
Settings “’ Services Groups Rules Reports Profiles
[¥)Back to Activate Users
Users | Confirmation
You have selected 1 users to activate (list below). Activation allows the user to access the Deem System.
To change the user list, click on the cancel button. To continue, click the "Activate Now” button.
Selected Results
Name User Name Email Status Statusln Type Source
— Company
Miller, lan imillar - Not Active Active End User Manualy
Added
Activate Account
Password Options: (®Have system generate random passviord
_Pre-define password for user
Password: | |
Re-enter Password: | |
¥ Force user to change password on first login
Email: ¥ G 1t Email Preview Activation Email
‘Activate Now' Cancel

o Status: The status of the user in the system — either Active or Not Active.

o Status In Company: The status of the user within the company — either Active or Not
Active.

Note: An Active user will appear in reports; a Not Active user will not appear in reports.

o Type: Type of user — either Support or End User.

Note: An End User will appear in reports; a Support user will not appear in reports.

o Source: The method by which this user was loaded — either manual load or file upload.
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 Activate Account:
o Password Options:

- Have system generate random password: The system will generate an
Activation email and require the password be changed by the user upon first log
in.

- Pre-define password for user: Select this option to pre-define a password.
Enter and confirm entry of the password.

- Force user to change password on first login — This entry is selected as the
default when the system generated password option is selected.

o Generate Activation email — Select this option to generate the Activation email.

o Preview Activation Email — Click this link to preview the completed activation
email. Enter the email address to receive the activation email preview when
prompted.

10. Click the Activate Now link to send the email and activate the user.

Important Note: the user’s password is reset when generating an activation email.

3.1.56 Single User Deactivation
Deactivating a user does not delete the user from the database. If a user is accidentally
deactivated, they can easily be reinstated.
The process to deactivate a user is very similar to activating a user.
To Deactivate a Single User:

1. Access the Deem Travel Partner Dashboard using the User Name and Password with Users tab
permissions.

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

3. The Settings | Overview page is displayed. Click the Users tab to access the user
maintenance functions.

4. The Users | Overview page is displayed. Click the Single User Deactivation link to deactivate
users one at a time.
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Settings “i Services Groups Rules Reports Profiles

Users | Overview

Edit a User
Edit a user's profile information in the same way that a user would.

Add A New User
Add a user to the Deem domain. This can be a new employee or support account.

Single User Activation

Activate a specific set of USEW passwords.
Single User Deactivation

Deactivate a specific set of users.

Single User Registration Reminder
Send reminder emails to a specific set of users.

Bulk User Activations and Reminders
Activate or Remind multiple users by group.

Impersonate a User
Pretend to be a user and carry out operations under that facade.

User Statistics
Display user statistics.

Bulk Delegate Approver Assignment
Assign Delegate Approver in bulk

5. The Users | Deactivate Users page is displayed. Enter search criteria.

Settings “‘ Services Groups Rules Reports Profiles

[ZI Backto Qv ew
Users | Deactivate Users

® Basic Search O Advanced Search

First Name:

Last Name: [dos

User Name:

Email: |

Employee D: |

Account Type: | All v

D Show only manually added users

how only active ussrs

®s
O Show only inactive Test TMC uzsrs still active in company
O show allusers

Search Results
T I SN L PSPIRUIES T S ARSI P e

Enter the full or partial first name, full or partial last name, full or partial user name, email address, or
employee ID of the user to be located. Search by account type (End User, Support or all), if the
user was manually added or if the user is inactive or not.

+ Show only active users: By selecting this button, only the users currently having a status
of active will be returned.

» Show only inactive (site) users still active in company: By selecting this button, only the
users currently having a status of inactive at the super domain level will be returned.
Inactive super domain users which are still active in the company have a status of Active,
but do not appear on reports.

+ Show all users: By selecting this button, all users — both active and inactive will be
returned.
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6. Once search criteria have been entered, click Search. A list of users who meet the search

criteria is displayed.
Settings “I Services Rules Reports Profiles
[{)Back to Overview
Users | Deactivate Users
®Basic Search (Advanced Search
First Name: [gidget ]
Last Name: | ]
User Name: | ]
Email: | ]
Employee ID: | ]
Account Type:
[ show only manually added users
Users Status
© show only active users
© show only inactive Deem users still active in company
© Show all users
Search Results
Select Name v User Name Email Status Status in Type Creation Modification
P Y Company Source  Source
. . . g . . Manually Manually
Korbin, Gidget gkorbin o Active Active End User Added  Added
i
Selected Results
Select Name User Name Email Status Status In Type Source
— Company
ontinue Cancel

7. Click the Add link to select a user for processing. The user will appear in the Selected Results

list.

Note: Remove a name from the Selected Results list by clicking the Remove button beside the user.

Search Results
Select Name v User Name Email Status Status I Type Creation g Wodification
e Company Source  Source
. s 5 : . Manually Manually
Korbin, Gidget ki 8 g Acti Acti
Add orbin, Gidget gkorbin - ctive ctive End User Added  Added
Selected Results
Select / Name User Name Email Status Status i Type Source
— E— Company
k
' . . . " " End Manually
Korbin,_Gidget ke Acti Acti
orbin, Gidget gkorbin elve ELve User  Added
ontinue Cancel
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8. Once all users to process have been selected, click the Continue button. Continue to search
and add users to the Selected Results until the Continue button is selected.

Selected Results

Select Name User Name Email Status Status Type Source
—_— Company
I
= Korbin. Gidaet Korbi Acti Acti End Manually
Remove, orbin, Gidget gkorbin e e User  Added
\ Continue Cancel

9. The Users | Confirmation page is displayed:

Settings “‘ Services Groups Rules ’ Reports ‘ Profiles

[¥) Back to Deactivate Users

Users | Confirmation

You have selected 1 users to deactivate (list below). Deactivation of user disables access to the system.
To change the user list, click on the cancel button. To continue, click the "Deactivate Now" button.

Selected Results

Status In

Name User Name Email Status Type Source
———— Company
" . . . . Manually
Korbin, Gidget gkorbin Active Active End User Added
e and Mark Inactive in Company ‘Deactivate Now™ | Cancel

10. Cancel processing or

» Click the Deactivate and Mark Inactive in Company to disable login ability for the user
and mark them as inactive. This is used most often when an employee has left the
company and is not expected to return. This user would also be removed from reports and
statistics.

» Click the Deactivate Now button to disable login ability for the user. This is used most often
when an employee has taken a leave of absence or similar temporary absence from the
company and is expected to return. This user would continue to be included in reports and
statistics.

3.1.6 Single User Registration Reminder
A registration reminder is sent to remind a user to perform the registration process and begin using
Deem.

The process to send a single user registration reminder is very similar to activating or deactivating a
user.

To send a Single User Registration Reminder:

1. Access the Deem Travel Partner Dashboard using the User Name and Password with Users tab
permissions.

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

3. The Settings | Overview page is displayed. Click the Users tab to access the user
maintenance functions.
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4. The Users | Overview page is displayed. Click the Single User Registration Reminder link to
remind users to register one at a time.

Settings m‘ Services Groups Rules Reports Profiles

Users | Overview

Edit a User
Edit a user's profile information in the same w:ay that a user would.

Add A New User
Add a user to the Deem domain. This can be a new employee or support account.

Single User Activation
Activate a specific set of users. Reset user passwords.

Single User Deactivation

Deactivate a specific set of users. /
Single User R: R:

Send reminder emails to a specific set of users

Bulk User Activations and Reminders
Activate or Remind multiple users by group.

Impersonate a User
Pretend to be a user and carry out operations under that facade.

User Statistics
Display user statistics.

Bulk Delegate Approver
Assign Delegate Approver in bulk.

5. The Users | Remind Users page is displayed. Enter search criteria.

Settings “’ Services Groups Rules Reports Profiles

[{)Back to Overview

Users | Remind Users

®Basic Search Advanced Search

First Name: | |

Last Name: | |

User Name:

Email

Employee ID:

Account Type: [All v
[ show only manually added users
¥ show only users vho have not registered

! show only active users

Enter the full or partial first name, full or partial last name, full or partial user name, email address, or
employee ID of the user to be located. Search by account type (End User, Support or all), if the
user was manually added or if the user is inactive or not.

+ Show only manually added users: By selecting this button, only the users added manually
will be returned.

+ Show only users who have not registered: By selecting this button, only users who have
been invited to register and have not will be returned.

+ Show only active users: By selecting this button only users who have been invited to register
and have already done so will be returned.

deem.com 60



6. Once search criteria have been entered, click Search. A list of users who meet the search
criteria is displayed.

Settings “’ Services Groups Rules Reports Profiles
| (AP, SR o

[¥) Back to Overview
Users | Remind Users

®Basic Search (Advanced Search

First Name: |

Last Name: |

Email: |

|
|
User Name: [vernonbear J
|
|

Employee ID: |

Account Type: | All v \

[ show only manually added users

¥ Show only users who have not registered

(%) show only active users

search |[ Clear
Search Results
Select Name v User Name Email Status Stafys In Type Creation s Moaification
AT Company Source Source
Bear, Vernon vernonbear vb@acme.com Active Active Support r::::w K‘::::W
Selected Results
Select Name User Name Email Status Statusn Type Source
Company

Continue Cancel

7. Click the Add link to select a user for processing. The user will appear in the Selected Results

list.
[N Ao R A P SO S At T il V% St OO NP S n e
Search Results
Select Name v User Name Email Status Statusln Type Creation iy Modification
Company Source Source

Manually Manually
Added Added

Bear, Vernon vernonbear vb@acme.com Active Active Support

E

Selet‘ed Results

iect Name User Name Email Status pLatusin Type Source
—_— Company

Bear, Vernon vernonbear vb@acme.com Active Active Support ::::: 5

Continue Cancel

Note: Remove a name from the list by clicking the Remove button beside the user.

8. Once all users to process have been selected, click the Continue button. Search and add
users to the Selected Results until the Continue button is selected.
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T st T i W W W e e WPV Sy
Selected Results

Select Name User Name Email Status Status In Type Source
Company
Manual
Remove Bear Vernon vernonbear vb@acme.com Active Active Support :;:’
—= e A

Cancel

The Users | Confirmation page is displayed:

Settings “\ Services Groups Rules Reports Profiles

(€] Back to Remind Users

Users | Confirmation

You have selected 1 users to remind (list below).
To change the user list, click on the cancel button. To continue, click the "Send Reminder Now™ button.

Selected Results

Name User Name Email Status Status In Type Source
Fa— ——— Company
Bear, VVernon vernonbear vb@acme.com Active Active Support f:::::'fl

Preview Reminder Email

Send Reminder Now Cancel

9. Click the Send Reminder Now button to send the reminder email. Preview the reminder email
by clicking the Preview Reminder Email link. Enter an email address that will receive the
email preview when prompted.

@ hitpsi//console.clusterd.deem.com/cpm/ds/demodave/users/emailPreview.doe... = (] *®

8 htips://consoleclusterd.deem.com/cpm/ds/demodave/users/emailP

To preview the email that will be received by the user, enter one or more email address below.

Recipient Email(s):

(Separate multiple email addresses with commas or semicolons)

10. Click Send Reminder Now to send the registration reminder email.

3.1.7 Bulk User Activations and Reminders
Bulk User Manager Privileges allow the Site Administrator to schedule activation and reminder email
jobs, view job logs and edit ongoing scheduled jobs.

Bulk User Activation is used to activate several users, a group of users or most often to reset
passwords. It is important to pay close attention to search criteria selected.

Bulk User Reminders are used to send registration reminder emails to several users or a group of
users to remind a previously invited user to perform the registration process and begin using Deem.
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The process to send Bulk User Activations and Reminders is very similar to the Single User
Activation and Single User Registration Reminder process.

To send a Bulk User Registration Reminder:

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

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

3. The Settings | Overview page is displayed. Click the Users tab to access the user
maintenance functions.

4. The Users | Overview page is displayed. Click the Bulk User Activation and Reminders link
to activate and remind users to register several at a time.

Settings m‘ Services Groups Rules Reports Profiles

Users | Overview

Edit a User
Edit a user's profile information in the same way that a user would.

Add A New User
Add a user to the Deem domain. This can be a new employee or support account.

Single User Activation
Activate a specific set of users. Reset user passwords.

Single User Deactivation
Deactivate a specific set of users.

Single User Registration Reminder
Send reminder emails to a specific set of V
Bulk User Activations and Remil S

Activate or Remind multiple users by group.

Impersonate a User
Pretend to be a user and carry out operations under that facade.

User Statistics
Display user statistics.

Bulk Delegate Approver A
Assign Delegate Approver in bulk.

5. The Users | Bulk Activations and Reminders page is displayed.

Settings ‘ Services Groups Rules Reports Profiles

(3] Back to Overview

Users | Bulk User Activations And Reminders

schedule Bulk Activations and Reminders
Schedule activation or reminder for multipls users by group

Activity Logs
Wiew launched bulk user activation/reminder job activities

schedule Logs
View scheduled bulk user activation/remindsr jobs

* Bulk User Activation and Reminders options include:
o Schedule Bulk Activations and Reminders: Click this link to schedule
activations or reminders for multiple users by group
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o Activity Logs: View previously submitted bulk user activation or reminder job

activities.

o Schedule Logs: View scheduled bulk user activation or reminder jobs.
3.1.7.1 Schedule Bulk Activations and Reminders

1. Click the Schedule Bulk Activations and Reminders link to schedule activation or reminders.
The Users | Schedule page is displayed:

Settings “ Services Groups Rules ‘l Reports Profiles

@H‘i to Bulc Usar Activatons and Rerinders

Users | Schedule

Schedule Options

Job Options

Job Description: | |

Emai report to: ] (3)

Activate/Remind Options

Aztion @ Actvate O Reming

Group Name [prcml: Manager v

clude inactive users (Defaul recommendad)
D Inciude activated unregistered users
[ mewae regsterss users (VARNING! This wil reset 81 Currently régS1ered USers ang passworss.)
[ ncute new users asded ater
oate - JEME ¥ g
Time: @ : (Pacific Time)

Registration Options

v| Force user t change password on first login

Force user t register on next kegin

[ Continto™ e )
o Schedule Options:
"S’C’ﬁ'&ﬁme‘ﬁﬁﬂ\l’lﬁé e S R
Schedule: | Now [
D
Job Options Once, on..
Daity
Periodic
oo | ey | ]
Job Description Bi-Weekly
WMonihly
Email repert to ? —| H
Rl A AR e TR o, e A e L S G R G e EOT e e L R T

- Now: Schedule the activity to run one time now.
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- Once, on...: Schedule to activity to run one time. Select a Start Date
and Time for the activity to run. The Month dropdown also includes a

year.
IR P O Sttt U Vo Vo R -
i el i -
© Schedule: [[CHESRETI v 1
) 5
? startDate: [Aug  v|[[13 v|E !
b Time: |9 AM v |: 43 v | (Pacific Time) }
?

amtiabiien et s st ainnatl e st

- Daily: Schedule the activity to run every day. Select a Start Date and
Time for the activity to run. Select the duration for which the job will run

daily.
- No end date: The activity will run until it is manually stopped.

{,AA P RN T L Y. VCUTLE WY VORI WY.L ,,,_._‘
|
Y —
; Schedule: \VDain v } 4
3 Start Date: {Aug v[?;:@ ;
{: Time: [ 9 AM ;v ‘ : 7473; v (Pacific Time) 3
; Duration: G)no end date
5 (O Through end date
} O Specify number of occurrences

.‘-'W-‘w-ﬁ““‘w““w“*kﬁj

- Through end date: The activity will run until the End date specified.
The Month dropdown also includes a year.

L PN N

s L W e Rt te N PP it T 5 e

Duration: O MNo end date

i
¢ 4
;5‘ ® Through end date - H
End date: \ Aug Vi1 & [@} (Pacific Time) !
Tr A ma R, A s e AR AR
- Specify number of occurrences: The activity will run for the specific
number of times
{_ba;_atra;.r_é-l:‘;;;‘a-d;t,;... SR — e ,-,.,,_‘_’
k (O Through end date ’\
.'\ (® Specify number of occurrences ?
}' Number of occurrences: | 7 i

- Periodic: Schedule the activity to run periodically. Select a Start Date
and Time for the activity to run. Select the “Repeat every” information
and duration for which the job will run periodically.

- No end date: The activity will run until it is manually stopped.

R DU L Ll it AP S RSO Tt VS P
5 Schedule: [Periodic v 4
¢ S i
5 = - - —— &
é Start Date: | Aug v“13 v @ ‘g
; (Ad9 = (=2 B

\ Time: lrﬂlM 7v: : L4373:\ (Pacific Time) ?
{ Repeat Every: \!DU \ hours ,‘OU \ minutes for: '2 ‘ times. j
g Duration: () No end date

)? (O Through end date

] O Specify number of occurrences

b

- Through end date: The activity will run until the End date specified.
The Month dropdown also includes a year.
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S RV R P 2 L L B PR R R T AT )

i
¢ Duration:” O No end date l
2 (® Through end date i
IE End date: \ Aug J V (Paclflc Time) 3
P o s g ama ¥

S s i

- Specify number of occurrences: The activity will run for the specific
number of times

S SRR LD D TS

‘Difationt ONo end date P
(O Through end date
(® Specify number of occurrences

Number of occurrences: |:'

d
B}
k
5

%’

- Weekly: Schedule the activity to run weekly. Select an Occurs On
day of the week. Also select a Start Date and Time for the activity to
run. The Month dropdown also includes a year. Select the duration for
which the job will run weekly.

- No end date: The activity will run until it is manually stopped.

P P et et AR i A Co it S P e ~
p v -~ Ry = gl

Schedule: lﬂeeﬂy yﬂ

Occurs On: [JSun [JMon [JTue [Jwed [JThu [JFri []Sat

Start Date: \ Aug ] : 13?; =

Time: \9 AM v |:43 v | (Pacific Time)

Duration: (® No end date
(O Through end date

(O Specify number of occurrences

POV SPTNRPRpST WSS :

NN pme i INN NN TN G TN o,

A~

- Through end date: The activity will run until the End date specified.
The Month dropdown also includes a year.

T et

i v it e
= S st Rt O i O e - e e

¢ Duration:” O No end date 3
I) (® Through end date
i End date ‘ Aug . (Pauflc Tlme) !

e

- Specify number of occurrences: The activity will run for the specific
number of times

St T T s e

‘Duation! ONo end date

£ 4
R L
} (O Through end date 4
(® Specify number of occurrences 2
}' Number of occurrences: \ ‘

- Bi-Weekly: Schedule the activity to run every other week. Select an
Occurs On day of the week. Also select a Start Date and Time for
activity to run. The Month dropdown also includes a year. Select the
duration for which the job will run bi-weekly.

- No end date: The activity will run until it is manually stopped.
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4 e e woes
3 Schedule: | Bi-Weekly v |

; (Di-Weekly &)

; Occurs On: [JSun [JMon [JTue [Jwed [JThu [JFri []Sat

¢ ;

?.,._ Start Date: | Aug V_i[13 v

3

Time: | 9 AM Mi[: |43 vJ (Pacific Time)

Duration: ® No end date
(O Through end date
(O Specify number of occurrences

PSSR EIRL WX NPCN NP - L

R

- Through end date: The activity will run until the End date specified.
The Month dropdown also includes a year.

et o WV R R A T

DU!’atW" O No end date 8‘
(® Through end date

End date .9.9,‘ | 1 = 1. (Pacific Time) !

A o A A,

NN,

A e A AR

- Spemfy number of occurrences: The activity will run for the specific
number of times

I s VTV L

(i S A B S R N
<Duraﬁ0n- O No end date
B (O Through end date

(® Specify number of occurrences

Number of occurrences: l [ ’

- Monthly: Schedule the activity to run monthly. Select a Start Month
and Time for the activity to run. Also select the Occurs On (Day of the
Month): from the dropdown list. The list also includes “Last” for the
last day of the month. Select the duration for which the job will run
monthly.

LA R

(.._,,_\,.v‘..;.

- No end date: The activity will run until it is manually stopped.

B D VISP L N 0 el WP R SISO

Schedule: | Monthly v
Start Month: | January v |

Occurs On (Day Of Month): | 13th v
Time: [0 aMm v :[43 v | (Pacific Time)

Duration: ® No end date
(O Through end date
O Specify number of occurrences

- Through end date: The activity will run until the End date specified.
The Month dropdown also includes a year.

%
{
e
M
3

0 00 A DA, o T Anit A 0 B

AN

i g i PO i O S gl
¢ Duration:” O No end date 3‘
Ii (® Through end date
End date . (Pamfac Tlme) !
R PPY SIPAP Y 'T

s AR 200

- Specify number of occurrences: The activity will run for the specific
number of times

, ot st e Y TN e n 0 e o
‘Duration ONO end date

{ 4
: (O Through end date ‘\
;"’ (® Specify number of occurrences
; Number of occurrences: ly \\
-
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- Job Options: Enter a meaningful description of the job and the email
address to which the job report will be sent. Enter more than one email
address separated by commas or semicolons if needed.

o A R p s, P g s e LT NN B e e e MLl e

[ T R T L LR ST LT ST PP SOy T AN ik TN, g it el e g

Job Options -

—_—

Job Descripton: bﬁuk.ge'.‘.c'.nalc“ <00 ]

Email report tor| |

R e A A A T A e e A e e e A e e L R L A e o AR

o Activate / Remind Options: Select either Activation or Reminder emails.

- Select the Activate radio button if this job is to send activation emails.

TN b T NN TNy A AR A ey, pe MM

-

- AAATN

Activate/Remind Options

Action: @ Activate (Remind

Group Name: | Ijepahrnent Aiéroup v

) Include inactive users (Default, recommended)
) Include activated unregistered users
) Include registered users (WARNING! This will reset all currently registered users and passwords.)
) Include new users added after
pate:[= v] [ ¥] [ ¥]

Time:[12AM v | :[00 ¥| (Pacific Time)

e e M NI ES e B et PP

- Group Name: Select a group of users from the dropdown list.

- Include inactive users (Default, recommended): Selecting this
option will only include users with a status of inactive. It is
RECOMMENDED this option be used.

- Include activated unregistered users: Selecting this option will only
include unregistered users. Using this option may confuse a user who
has already received one activation email and hasn’t acted upon it.
They will now have 2 emails with differing passwords to use when they
register.

- Include registered users (Warning! This will reset all currently
registered
users and passwords.): Selecting this option will reset all active,
registered users’ passwords. It is recommended to NOT use this
option. Selection of this option will result in the following warning
popup.

- Include registered users added after: Select a Date including year
and Time.

Microsoft Internet Explorer

! E WARNING! This will reset all currently registered users and passwords,

- Include registered users added after: Select a Date including year
and Time.
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- Select the Remind button if this job is to send reminder emails.

T e e Nl TN A At A NN AU i A
Activate/Remind Options

s,

Action: UActivate ®Remind
Group Name: | Department A Group v
Include nactive users (Default, recommended)
¥ Incluce activated unregistered users
Incluce registered users (WARNING! This wil reset all currently registered users and passwords.)
Incluce new users added after
Date: | - v R Z v

Time:[12AM v | :[00 ¥ (Pacific Time)

- Group Name: Select a group of users from the dropdown list.

- Include registered users added after: Select a Date including year
and Time. Notice this is the only available option when the Remind
radio button is selected.

o Registration Options: The last selection is the Registration Options.

P AAANANA i A A T M A T e SN e D e e N Y i TP

Registration Options

Force user to change password on first login

Force user to register on next login

Cancel

- When the Activate option is selected, select Force user to register on
next login if appropriate.

- When the Remind option is selected, there are no registration options
available for selection.

2. Click Continue to review the search criteria results before submitting the job to run. The Users
| Confirmation page is displayed:
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Settings m‘ Services Groups Rules Reports Profiles

\I‘ Back to Schedule

Users | Confirmation

Note: Activation/Reminder emails would be sent at a rate of 1000 users every 15 minutes. Please enzsure that the customer email eerver and spam fiters are configured appropriately to handle
thiz emall velume.

Selected Options

Group Mame: Executive VP in Canada
Action: Activate
Include Inactive Users: rus
Include Activated Unregiztered Uzerz: falze
Include Registered Users: false
Include Added Users: falee
Force user to change password on first login: true
Force uzser to regizter on next login: trus
Email report to:
Total Users: 0

Total Time: 0 hour(g} 1 minute(z)

Back Activate No Cancel

3. Click Activate Now, click Back to select a different search criterion, or Cancel to cancel the
process.

3.1.7.2 Activity Logs
Bulk User Manager Privileges allow the Site Administrator to view activity logs of Activation and
Reminder jobs already run.

1. Select the Activity Logs link from the Users | Bulk User Activations and Reminders page.
Partner Dashboard T 0 chnces notspoee

Settings “ Services Groups Rules Reports ‘ Profiles

[€) Back to Qverview,
Users | Bulk User Activations And Reminders

Schedule Bulk Activations and Reminders
Schedule activaton or reminder for multile ysers by croup.

Activity Logs
View launched buk user activationireminder job activie:

Schedule Logs
Vigw scheduied bulk user activatonireminder jobs
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2. The Users | Activity Logs page is displayed

| Settings ’ Services Groups Rules Reports Profiles
(1] Back to Bulk User Activations and Reminders
Users | Activity Logs

Action Type:
Bulk User Activations
Description Schedule Started ~ Completed Processed Users Activated Users
LE Acme Activation onthly 3M15/09 5:28 AN 3/15/09 5:28 AN 0 Download
@ Acme Activation onthly 2115108 3:28 AN 2115/08 3:28 AN 0 Download
@ Acme Activation Ionthly 1/15/08 8:28 AN 1115108 8:28 AN 1 Download
LE Acme Activation Monthhy 12/15/08 9:28 AM 12/15/08 9:28 AM 0 Download
E] Acme Activation Ionthly 11415008 9:28 AN 1141508 9:28 AN 0 Download
]_?1_] Acme Activation IMonthly 10/15/08 9:28 AM 10/15/08 9:28 AM 0 Download
@ Acme Activation Monthly S/M5/08 528 Al SM5/08 528 Al 0 Download
L_i_] Acme Activation Monthly 8/15/08 9:28 AN 815108 9:28 AN 0 Download
@ Acme Activation Monthhy 7MEI08 9:28 AN 7MEI08 9:28 AN 0 Download
@ Acme Activation IMonthly 6/15/08 9:28 AN 6/15/08 9:28 AN 1 Download

1-100f11 | Last

Refres!

o Action Type:

o

o Description: Displays the description of the job.

o Schedule: Displays the scheduling option of the job.

o Started: Displays the start date and time of the job.

o Completed: Displays the end date and time of the job.

o Processed Users: Displays the job’s number of processed users.

o Activated Users: Provides a link to download a list of activated users.

3. By clicking the Description link, the job detail is displayed:

Activate: Displays a list of activation jobs that have been previously run.
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Settings

Services

Groups Rules Reports

Profiles

() Back te Bulk User Activations and Reminders

Users | Activity Logs

Job Name:

Submitted By:

Group Name:

Include Inactive Ussra:

Include Activated Unregistered Users:
Include Registersd Users:

Include Added Users:

Force user to change password on first login:
Force user to register on next login:
Job Status:

Submitted:

Started:

Complsted:

Emall report to:

Acme Activation (Activats)
carolw
Everyone

true

false

false

falze

true

true

Complsted
6/15/08 8:28 AN
6/15/08 8:28 AN
S/15/08 8:28 AN

Note: “Watch” a job as it is running by clicking the Refresh button.

4. Download a file containing the data processed by the job by clicking the Download link.

Action Type:

o Remind: Displays a list of reminder jobs that have been previously run.

Settings m\ Services Groups Rules Reports Profiles
|z| Back to Bulk User Activations and Reminders
Users | Activity Logs
f.ction Type:
Bulk User Reminders
Description Schedule Started ~ Completed Processed Users Reminded Users
LT_‘ Error to Date Now /208 10:20 AN 1/2/0910:20 AN 2 Download
E\ Beminder E-mail 27APR Once, on.. 4/27/08 6:00 P11 427108 8:00 PI 0 Download
L;l Training Activation Now 4/13/08 .02 PI 4/12/08 .02 PI 6 Download
e

Completed:

Description: Displays the description of the job.
Schedule: Displays the scheduling option of the job.
Started: Displays the start date and time of the job.

Displays the end date and time of the job.
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- Processed Users: Displays the job’s number of processed users.
- Reminded Users: Provides a link to download a list of users reminded.

5. By clicking the Description link, the job detail is displayed:

Settings m’ Services Groups Rules Reports Profiles

E Back to Bulk User Activations and Reminders

Users | Activity Logs

Job Mame: Error to Date (Remind)
Submitted By: cbland
Group Name: Chris Blands Test Group
Include Inactive Users: falze
Include Activated Unregistered Users: true
Include Registersd Uszers: falze
Include Added Users: falze
Force user to change pas=sword on first login: true
Force uzer to register on next login: falze
Job Status: Completed
Submitted: 1/2/09 10:20 &AM
Started: 1/2/09 10:20 AM
Completed: 1/72/08 10:20 AM

Email report to:

WSy | Back

Note: A job can be “watched” as it is running by clicking the Refresh button.

6. By clicking the Download link, a file can be downloaded containing the data processed by the
job.

3.1.7.3 Schedule Logs

Bulk User Manager privileges allow the Site Administrator to view activity logs of scheduled jobs
already processed and edit the running of upcoming jobs.

1. Select the Schedule Logs link from the Users | Bulk User Activations and Reminders page.

Settings m Services Groups Rules ‘ Reports Profiles
@z 2

Users | Bulk User Activations And Reminders

Schedule E
Scheduls actvation Of rémincer 1or muols users By §roud.

ilk Activations and Reminders

Activity Logs

Vigw Burchad Bulki user actvatonireminger Ob acivies

Schedule Logs
View schédulea bulk user Activatoniremraer pos
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2. The Users | Schedules page is displayed.

Settings

“‘ Services 1 Groups | Rules Reports Profiles

mfﬁi» to Bulk User Activations and Reminders

Users

Action "_.‘pe.‘ Activate | ‘

Schedule: | v| state|acive  (w

Description

Bulk User Activation/Reminder Schedules

Schedule Duration Next Launch ~ Last Launch

Monthly no end date 4/15/08 9:28 AN 3/15/09 9:28 A

o Action Type:

Activate: Displays a list of activation jobs that have been previously run.

Remind: Displays a list of reminder jobs that have been previously run.

o Schedule:

Now: Limit the display to only jobs that were run with a schedule of “Now”.

Once, on: Limit the display to only jobs that were run with a schedule of “Once,

on”.
Daily: Limit the display to only jobs that were run with a schedule of “Daily”.

Periodic: Limit the display to only jobs that were run with a schedule of
“Periodic”.

Weekly: Limit the display to only jobs that were run with a schedule of
“Weekly”.

Bi-Weekly: Limit the display to only jobs that were run with a schedule of “Bi-
Weekly”.

Monthly: Limit the display to only jobs that were run with a schedule of
“Monthly”.

o State:

Active: Limit the display to only jobs that have a status of “Active”.
Expired: Limit the display to only jobs that have a status of “Expired”.

Cancelled: Limit the display to only jobs that have a status of “Cancelled”.

o Description: Displays the description of the job.

o Schedule: Displays the scheduling option of the job.

o Duration: Displays the duration of the job.

o Next Launch: Displays the date the job is scheduled to run next.

o Last Launch: Displays the date the job ran last.
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3. Click the Edit link

et e ey

L Py ST Ly S R T PR S
Bulk User ActlvatlonIRemlnder Schedules
Description Schedule Duration Hext Launch Last Launch
|&] Acme Activa Monthly no end date /15409 2:28 AM 3/15/09 2:28 AW Edit
it AR e ot T s ..q..\_,.\_\_“___,_”_,.p“-\,_. s AR ot BN BB AR
The Users | Edit Schedule page is displayed:
| | |
Settings Services | Groups | Rules Reports i Profiles
[4]Back to S
Job Options
Job Description; [Ac me Activation
Email report to: Tl
o Edit the Job Description and Email report to: options for future jobs if
appropriate.
o Cancel the recurrence of the job by clicking the Cancel Job link.
o Remember to click Save Job if changes have been made.
4 Cl|ck the Descrlptlon I|nk
P o 7 it T o AR i el et
Description Schedule Duration Hext Launch ~ Last Launch
Ach ati Monthhy no end date 4/5/08 9:28 AM 3/15/C0 2 Edit
Lo, et b, A o n oo B o et e AR g - n.,.H’,\“_F_A\_‘,M-\,\.,__U,\___,w SN . R P

The Users | Schedule Details page is displayed. The job detail is displayed with resulting

individual jobs run listed at the bottom of the page. Clicking on the individual job name will display
the individual job detail.
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Partner Dashboard
Settings “l Services Groups Rules Reports Profiles
Eiac‘n to Sch S
Users | Schedule Details
Description: Acme Activation
Schedule: Monthly (15th)
Duration: no end date
State: Active
Created By: carolw
Group Name: Everyone
Include Inactive Users: true
Include Activated Unregistered Users: false
Include Registered Users: false
Include Added Users: false
Force user to change password on first login: true
Force user to register on next login: true
Created On: £/12/08 8:13 AM
Next: 4/15/08 8:28 AM
Email report to:
Launched Activations/Reminders
Job llame Started Completed Status Reminded Users
Acme Activation 315408 9:28 AN 3/15/09 9:28 AM c Download
2/15/09 9:28 Al 2/15/09 9:28 AM C Dow/nload
ctiatin 442100 022 a1t 1100 020 Are o Dawinlnad

o By clicking the individual job’s Download link, a file containing the data processed
by the individual job can be downloaded.

3.1.8 Impersonate User

As a site administrator it may become necessary to impersonate a user to determine what the user
is experiencing. Impersonation allows the site administrator to be logged onto Deem as the
impersonated user to clearly identify and address issues affecting a single user.

Note: Be reminded that while impersonating the user, any action taken is real and will reflect the
impersonated user’s imprint. Do not book or cancel flights that are not intended to be booked or
cancelled.

To Impersonate a User:

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

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

3. The Settings | Overview page is displayed. Click the Users tab to access the user
maintenance functions.

4. The Users | Overview page is displayed. Click the Impersonate a User link to search for and
then impersonate a user on Deem.

deem.com 76



Settings “{ Services Groups Rules Reports Profiles
Users | Overview
Edit a User
Edit a user's profile information in the same way that a user would.
Add A New User
Add a user to the Deem domain. This can be a new employee or support account.
Single User Activation
Activate a specific set of users. Reset user passwords.
Single User Deactivation
Deactivate a specific set of users.
Single User Registration Reminder
Send reminder emails to a specific set of users.
Bulk User Activations and Reminders
Activate or Remind multiple users by group.
Impersonate a User
Pretend to be a user and carry out operations under that facade.
User Statistics
Display user statistics.
Bulk Delegate Approver Assignment
Assign Delegate Approver in bulk.
The Users | Impersonate User page is displayed.
Settings m} Services Groups Rules Reports Profiles
[€)Back to Overview
Users | Impersonate User
Search Criteria
To search for a user, enter information in one or more of the following fields.
You can enter partisl letters in any of the fields (e.g., "Jo" in the First Name field))
To refine your search, enter more information in a fieid or in multiple fields.
First Name: | ]
Last Name: | ]
User Name: | |
Email: | |
Employee ID: | ]
Account Type: | All A
Search Results
Name v User Name Email Status Status In Type Creation Modification
e Company Source Source

6. Enter the full or partial first name, full or partial last name, full or partial user name, email

address, employee ID of the user, or account type (End User, Support or all). Click Search to

locate the user to impersonate.

All users meeting the search criteria are displayed. Select a user by clicking on their Name link.
If multiple languages are enabled for the site, a language choice screen appears. Choose your

language.
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Settings Users ‘ Services Groups Rules Reports Profiles

[€] Back to Overview

Users | Impersonate User

Search Criteria

To search for & user, enter information in one or more of the following fields.
‘You can enter partial letters in any of the fields (e.g., “Jo" in the First Name fisld,)
To refine your search, enter more information in & field or in muttiple fields.

First Mame:

Last Mame:

User Name! |verncnbear

Email: |

Employes ID:

Account Type: [ Al v |

| Search || Clear

Search Results

Name - User Name Email Status D Type Eacaon s ican
Company Source Source

Manually Manually
Added Added

Bear, /ernon vernonbear vbi@ac me.com Active Active Support

The site administrator is logged into the Deem application impersonating — or pretending to be - the
selected user.

IMPORTANT NOTE: The site administrator’'s user name is displayed for reference at the top of the page.
Be extremely careful when impersonating a user — bookings are “real”.

8. You are now logged in and impersonating — or pretending to be — the selected user. If you
hover over the settings icon, the name of the user / traveler will display

DEIM DEIM » ~ &

Trip Planner  Airport Parking  Car Service Reservations  Unused Tickets

Debbie lanuzzi I

Attention Traveler

Please remember to book all air, hotel and car rental/service through the tool and/or with an aqe N
policy. Booking all travel Ih_rougi\ our travel service will help drive company savings, limit traveler liability and
allow for stronger negotiations for lower travel rates.

Single Destination Multi-Destination

-+

x Search Summary

Flight

Flight x
Round Trip  One-way + Add Train
Boston, MA, US (BOS) Hotel ®

@ Nearby Airports + Add Hotel 2

9. To stop impersonation, click the settings icon at the top of the page, and then select Close from
the list.
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Account

ot

| and/or with an agie____r_: A—
favings, limit traveler liability and ’

3.1.9 User Statistics

As a site administrator with Adoption Manager Privileges, site statistical data is available.
To view User Statistics:

9. Access the Deem Travel Partner Dashboard using the User Name and Password with Users
Tab permissions.

10. The Sites | Overview page is displayed. Select the site by clicking the Settings link beside the
site.

11. The Settings | Overview page is displayed. Click the Users tab to access the user
maintenance functions.

12. The Users | Overview page is displayed. Click the User Statistics link to view user adoption
activity.

Settings m’ Services Groups Rules Reports Profiles

Users | Overview

Edit a User
Edit a user's profile information in the same way that a user would.

Add A New User
Add a user to the Deem domain. This can be a new employee or support account.

Single User Activation
Activate a specific set of users. Reset user passwords.

Single User Deactivation
Deactivate a specific set of users.
Single User Regi ion Remind

Send reminder emails to a specific set of users.

Bulk User Activations and Reminders
Activate or Remind multiple users by group.

Impersonate a User
Pretend to be a user and carry out operations under that facade.

User Statistics
Display user statistics.

Bulk Delegate Approver Assignment
Assign Delegate Approver in bulk.

13. The Users | User Statistics page is displayed.
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Settings “| Services Groups Rules Reports Profiles

[{] Backto Overview
Users | User Statistics

To download a complete list of users which make up any of the metrics below, click en the associated View link.

User Adoption Reporting

Total Employees : 1,000

TotalUsers: 4 0.4% (total useraitotal employses) View
Total Active in Company : 0 0% (total active in companytotal employses) View
Total Activated Users : 0 -% (total activateditotal active in company) View
Total Registered Users : 0 -% (total registereditotal activated) View
Total Unregistered Users : 0 -% (total unregistereditotal activated) View
Total Incompletely Registered Users : 0 -% (total incompletely registereditotal activated) View
Total Tranzacting Users: 0 -% (total tranzacting/total activated) View
Dzts Dictionary

1 at this comp: i i ravelers and non-travelers

vy - Sum of all act
Sum of sll scti

cany
Totsl Activsl =n sctivation email

- Sum of all users that have completed the registration

15 that have not started stion process
Sum of all ussts that startzd the registration proosss, but did not complets it
Totsl Transscting Ussrs - Sum of all users thst hsve purchassd any servios within the 1sst 180 days

Each of the fields is defined at the bottom of the page.

Note: The Total Employees field is the number entered when the site was created. It may not be an
accurate number of employees of the company.

14. Click the View link to download a file containing the specific users and their data.

Note: To have the View link available for selection, the Adoption Manager role in must be in the site
administrator’s profile.

3.2 The Settings Tab

After a site has been cloned, certain areas of the dashboard need to be updated to meet specific
client and agency requirements for the site. Many of these areas are found on the Settings tab.

1. Access the Deem Travel Partner Dashboard using a User Name and Password with Settings
tab permissions.

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

3. The Settings | Overview page is displayed.
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Change Tools

Change Password Help Sign out

Test TMC presents

Partner Dashboard

e

Settings | Overview

Users Services

General Settings
Manage site’s custom settings fike Delegate settings, Support message etc.

Company information
Capture the Company's Address and Contact Information used to profile the site and
provide tips to optimize online spend program.

Groupware Servers

Integrate ¢ orporate Microsoft Exchange Servers, Lotus Notes/Domine Servers, Google
Calendars and/or other web calendars with cur platform. Helps improve user adoption.
Recommended.

Email Settings
Setup Activation, Reminder and Password Reset Email templates for the Site.

FTP Servers
Setup FTP Accounts used for Bulk Profile updates, This activity needs IT assistance.

Open Enroliment
Enable End Users to sel-onboard the site. Recommended.

Mobile Settings
Customize Mobile support info and upgrade reminder settings.

Password Security
Specify the password criteria for the site for example min 8 characters, enable remember
me feature et

T
[ Al
/:E::J 4 Test Company
Groups Rules ‘ Reports ! Profiles

Home Page Options
Customize the message and additional resource links visible on the Home page.

Logo Image Upload
Upload the site’s image. The lego is visible on the Application Hesder.

Privacy Policy Setfings
Specify the Privacy Policy for the Site.

Profile Field Settings
Customize User profile settings. Specify which fields are mandatory, if the user can see and
edit them etc,

Web Services
Configure web service subscriptions for the site. This activity needs [T assistance,

Single Sign On

Integrate Company’s intranet with the platfiorm. It enables users to access this senvice
through their intranet without having to remember a separate username and password.
Recommended. This activity needs IT assiztance.

Meeting Settings
Configure settings for enabling meeting integration for mesting attendees.

Cvent Meeting Setfings
Configure settings for enabling Cvent meeting integration for meeting attendees:

The Settings Tab contains links to several options including but limited to:

General Settings

Company Information

. Groupware Servers
. Email Settings

. FTP Servers

. Open Enroliment

. Mobile Settings

. Password Security

. Home Page Options
. Logo Image Upload
. Privacy Policy Settings
. Profile Field Settings
. Web Services

. Single Sign On

. Meeting Settings

Cvent Meeting Settings
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3.2.1 General Settings

1. Click the General Settings link found on the Settings tab of the Deem Travel Partner

Dashboard.

Home 4testcompany

Change Tools

Test TMC presents

Partner Dashboard

| |

Users | Services

Settings | Overview

General Settings
Manage site’s custom settings like Delegate settings, Support message etc.

Company information

Capture the Company's Address and Contact Information used to profile the site and
provide tips to optimize online spend pregram.

Groupware Servers

Integrate ¢ orporate Microsoft Exchange Servers, Lotus Notes/Domine Servers, Google
Calendars and/or other web calendars with cur platform. Helps improve user adoption.
Recommended.

Email Settings
Setup Activation, Reminder and Password Reset Email templates for the Site.

FTP Servers
Setup FTP Accounts used for Bulk Profile updates, This activity needs IT assistance.

Open Enroliment
Enable End Users to self-onboard the site. Recommended.

Mobile Settings
Customize Mobile support info and upgrade reminder settings.

Password Security
Specify the password criteria for the site for example min 8 characters, enable remember
me feature et

Change Password Help

.

/._,.

Reports

Groups Rules i Profiles

Home Page Options
Customize the message and additional resource links visible on the Home page.

Logo image Upioad
Upload the site’s image. The lego is visible on the Application Hesder.

Privacy Policy Setfinns

Specify the Privacy Policy for the Site.

Profile Field Settings

Customize User profile settings. Specify which fields are mandatory, if the user can see and
edit them etc,

Web Services
Configure web service subscriptions for the site. This activity needs IT assistance.

Single Sign On

Integrate Company’s intranet with the platfiorm. It enables users to access this senvice
through their intranet without having to remember a separate username and password.
Retcommended. This activity needs IT assistance.

Meeting Settings
Configure settings for enabling meeting integration for mesting attendees.

Cvent Meeting Setfings

Configure settings for enabling Cvent meeting integration for meeting attendees:

Sign out

,/ 4 Test Company

2. The General Settings page is displayed. It is divided into several sections:

o General Settings: Settings stored in this section include launch date, several site
level delegation settings and URL information for Help and FAQ pages along with

other “general” settings.

o Spend Management Messages: This section defines messaging for out of policy

trips.

o Help Desk: Information to link to a Help Desk is defined in this section.

o Calendar Attachments: The software product to use for calendar entries is

defined in this section.

General Settings:
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Users Services Groups Rules Reports Profiles

(€] Back to Overview
Settings | General Settings

General Settings

Launch Date: | June v : B4 2009 Vv E}‘

User session timeout after: | 30 v |  minutes of idle time

#| Enable Daily Payer Notific ation emails
| Turn on automated Travel-based email reminders for Expense
¥| Send registration emails
¥| Send system emails in HTML format
Enable Treo wireless access
¥/ Allow User Delegation
¥ Allow Self Delegation
¥ Allow Address Book Access
¥/ Allow Importing and Exporting Contacts
Enabled Profile Marketing \iew

¥/ Display customer-defined help link
Help Link URL: |https://deematworkenter.atlassian.net/wiki/display/EN/ | (start with http:// or https:// )
Help Link Label: |Help

Display a hint to users on the sign-in page
<U><SPAN STYLE="color:blue;c ursor:hand;” onClic k="window.external AddF avorite(loc ation.href,

document titie);">Add to favorites</U>
Hint Text:

Display a hint to users on the password reset page
Your password cannot contain the following

Hint Text:

2

This is a Deem request. Deleting or moving this request within your calendar will not have any impact
on the service request.

Calendar Object Footer Text

4

B e e e e e e et

o Launch Date: Select Month, Day and Year from the dropdown list. This date is
crucial for reporting, tracking, and adoption. It will not be displayed to the end user.
It is highly recommended this field be completed.

o User session timeout after _ minutes of idle time: Select the length of time
during which if there is no user input, the user will be automatically signed out of the
dashboard. The selection is in 5 minute intervals with a maximum of 15 minutes.

o Enable Daily Payer Notification emails: This checkbox governs if daily emails will
be sent to expense payers.

o Turn on automated Travel-based email reminders for Expense: This checkbox
governs if email reminders will be sent for travel-based expenses.

o Send registration emails: This checkbox governs if registration emails can be
sent out from this site. Itis recommended this checkbox be selected to allow the
emails.
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Send system emails in HTML format: This checkbox governs if emails will be
sent in HTML or in plain text format. Checking this box sends emails in HTML
format, leaving the checkbox unchecked results in emails sent in plain text.

Enable Treo wireless access: Currently not in use.

Allow User Delegation: A delegate is a user who has been enabled as someone
who can book travel and other services on behalf of another user or traveler.
Checking this box will allow this functionality for this site. Leaving the checkbox
unchecked results in no user delegation for this site.

Allow Self Delegation: A delegate is a user who has been enabled as someone
who can book travel and other services on behalf of a traveler. Checking this box
will allow a user to designate themselves as a delegate for another user or traveler.
Leaving the checkbox unchecked results in the user or traveler setting up delegates
for themselves.

Allow Address Book Access: This checkbox allows access to the corporate
address book.

Allow Importing and Exporting Contacts: This checkbox allows contacts to be
imported and exported for use during shipping and car service.

Enable Profile Marketing View: This checkbox allows the display of a marketing
banner to the end user instead of the standard profile page. Generally this is used
for self-service sites only.

Display customer-defined help link:

- Help Link URL: Enter the URL of the Help site. It must begin with http:// or
https://. The Deem default site URL is loaded. If the company has its own help
site, enter the URL here.

- Help Link Label: Enter the Name to display as the label of the URL.
Display a hint to users on the sign-in page:

- Hint Text: This hint will be displayed upon access to the login page. The
Deem default hint is loaded — “Add to Favorites”. To edit the hint text, enter the
hint text here.

Display a hint to users on the password reset page:

- Hint Text: This hint will be displayed when a password is being reset. The
Deem default hint is loaded “Your password cannot contain the following”. To
edit the hint text, enter the hint text here.

Calendar Object Footer Text: This text will be displayed at the bottom of every
calendar entry that is the result of a calendar event being added to an Outlook or
Lotus Notes calendar. The Deem default text is loaded. To edit the footer text,
enter the footer text here.
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Spend Management Messages: This section is used to define out of policy messaging.

Spend Management Messages

This request is out of policy. You have entered the following reason for booking the
request:

Policy Violation Reason Text:

Z
The provider has quoted a price that is out of policy. Modify or cancel this request to
stay within corporate policy.

Inadvertent Policy Violation Text:

Your request has been updated. You are no longer out of policy.
Policy Compliance Information Text:

w7

~edalp Dasipearetemmman sgen RGeS\ oI\ R el M e B PP 200 e i

o Policy Violation Reason Text: This text will be displayed to the end user when a
trip has been selected that is out of policy. o Inadvertent Policy Violation Text: This
text will be displayed to the end user when a trip has been selected that is out of
policy.

o Policy Compliance Information Text: This text will be displayed to the end user
when a previously determined out of policy trip has had a compliance code applied.

Help Desk: Depending on the levels of support agreed upon by the agency, the Contact Name and

Method may change.
ARSIy TN AT AA A ST T A A A T T AT A A T AN AT O TN O A AN A A A T A ST N

Help Desk

O Display a hint to users on the technical support method
Note - assign class with "textFooter” to use footer style

Hint Text:

Help Desk Contact Name: I I
Help Desk Contact Method: | |

A P e RTINS AR 2l G e

Note: Generally, the Display a hint to users on the technical support method is selected and the hint text is
populated. Regardless of the options selected, the information entered is displayed at the bottom of the
dashboard and Deem pages as a hint for access to Support.

empowered by deem

Copyright © 1999-2014 Deem, Inc. All rights reserved. Terms of Use | Privacy Policy For technical support, contact Technical Support at help@testtme.com
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o Display a hint to users on the technical support method:

- Hint Text: Enter a free form HTML friendly text message that will be displayed
at the bottom of each page as a hint for access to Support. The text will also
print in the email footer for emails to delegates, for example.

OR:
o Help Desk Contact Name: Enter the name of the Help Desk Contact.

o Help Desk Contact Method: Enter the method to use when contacting the Help
Desk.

Ul: This section should not be changed.
[ T A A e PR oA TN TN s ST TN T ST T T NN AT A T T T

ul
Chrome Identifier:
Use custom CSS

Custom CSS Directory:

~oCalendarAtochmeniarmnamnnrn e, i I i — Bt =

Calendar Attachments: This section is used to define the calendar software program used when a
calendar entry is sent.

Note: If assistance is needed while completing this section, open a ticket on the Customer Support Portal
and assign it to the Integration team.

o Display name for iCal: Enter the name and version of Outlook, Microsoft
Exchange or Lotus Notes being used.

o Automatically Update the Calendar of Internal Invitees: Select this checkbox if
using Groupware.

3. Click Save to save the General Settings page.

4. Click the Changes not applied link to commit changes.

3.2.2 Company Information

Company information is used by Deem Support and other internal areas for reference only.
To access the Company Information:

1. Access the Deem Travel Partner Dashboard using the User Name and Password with Settings
Tab permissions.

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

3. The Settings | Overview page is displayed. Click the Company Information link to view
company address and contact information.
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Partner Dashboard Home ]

Change Tools

4

‘ | Change Password J Help ’ Sign out

Test TMC presents

Partner Dashboard

|

Users Services

[H O changes not applied

AT
= \/ 4 Test Company

Groups Rules | Reports ‘ Profiles

Settings | Overview

General Settings
Manage site's custom settings like Delegate settings, Support message etc.

Company Information
Capture the Company's Address and Contact Information used to profile the site and
provide tips to optimize online spend program.

Home Page Options
Customize the message and additional resource links visible on the Home page.

Logo Image Upload
Upload the site’s image. The logo is visible on the Applic ation Header.

Groupware Servers

Integrate corporate Microsoft Exchange Servers, Lotus Notes/Domino Servers, Google
Calendars and/or other web calendars with our platform. Helps improve user adoption.
Recommended.

Email Settings
Setup Activation, Reminder and Password Reset Email templates for the Site.

FTP Servers
Setup FTP Accounts used for Bulk Profile updates. This activity needs IT assistance.

Open Enroliment
Enable End Users to self-

d the site. Rec

Mobile Settings
Customize Mobile support info and upgrade reminder settings.

Password Security

Privacy Policy Settings
Specify the Privacy Policy for the Site.

Profile Field Settings
Customize User profile settings. Specify which fields are mandatory, if the user can see and
edit them etc.

Web Services
Configure web service subscriptions for the site. This activity needs IT assistance.

Single Sign On

Integrate Company's intranet with the platform. It enables users to access this service
through their intranet without having to remember a separate username and password.
Recommended. This activity needs IT assistance.

Meeting Settings
Configure settings for enabling meeting integration for meeting attendees.

Cvent Meeting Settings

Specify the password criteria for the site for min8¢ b

, enabler

me feature etc.

C settings for Cvent

4. The Settings | Company Information page is displayed. Click the Add a Company link to add
a company or the Company name to view an existing company’s information.

Users Services

|

Groups

Rules Reports Profiles

E Back te Qverview
Settings | Company Information

Companies

P

Hame v Used in Rule

rd

Acme Corp Yes

)

Add A New Comganyz

deem.com

87




5. The Settings | Add Company page is displayed.

E] Back to Company_Information

Settings | Add Company

Users Services Groups Rules Reports Profiles

Company Information

Company Name: |
Country: | United States v

Street 1: |
Street2: |
Suite/Apt: |
City: |
State: | None v
3
a
- |

LU

Zip Code
Phone:
Email

Contact Information

Name: |
Phone:
Email: |

Additional Information

Comment 1:
Comment 2:
Comment 3:

Save Cancel

o Company Information:

Note: Although the entries on this page are for information only, it is recommended it be provided. Several
services use the information found here if the data is not supplied elsewhere.

- Company Name: (Required) The name of the new company that will
display on the Change Domain page

- Country: Company country name

- Street 1: Company street address line 1

- Street 2: Company street address line 2

- Suite / Apt: Company suite or apartment number

- City: Company city

- State: Company state

- Zip Code: Company Zip Code

- Phone: Company main phone number

- Email: Company main email address
o Contact Information:

- Name: Company main contact name

- Phone: Company main contact phone number

- Email: Company main contact email address
o Additional Information:

- Comment 1: Available for special PNR handling
- Comment 2: Available for special PNR handling
- Comment 3: Available for special PNR handling
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6. Click Save to save the company information.

7. Click the Changes not applied link to commit changes.

3.2.3 Email Settings

Email templates are set up for Activation, Reminder and Password Reset emails within the Email
Settings link found on the Settings tab of the Deem Travel Partner Dashboard.

To access the Email Settings:

1. Access the Deem Travel Partner Dashboard u

Tab permissions.

site.

3.
reminder and password reset email templates.

sing the User Name and Password with Settings

The Sites | Overview page is displayed. Select the site by clicking the Settings link beside the

The Settings | Overview page is displayed. Click the Email Settings link to set up activation,

Partner Dashboard Home 4testcompany p | Change Tools .,
Test TMC presents
Partner Dashboard

E Users I Services :

Settings | Overview

General Settings
Manage site’s custom settings like Delegate settings, Support message etc.

h

Company information

Capture the Company's Address and Contact Information used to profile the site and
provide tips to optimize online spend program.

Groupware Servers

Integrate ¢ orporate Microsoft Exchange Servers, Lotus Notes/Domine Servers, Google
Calendars and/or other web calendars with cur platform. Helps improve user adoption.
Recommended.

Email Settings

Setup Activation, Reminder and Password Reset Email templates for the Site.

FTP Servers
Setup FTP Accounts used for Bulk Profile updates, This activity needs IT assistance.

Open Enroliment
Enable End Users to self-onboard the site. Recommended.

Mobile Settings
Customize Mobile support info and upgrade reminder settings.

Password Security
Specify the password criteria for the site for examiple min B characters, enable remember
me feature etc.

Change Password Help

Profiles

Groups Rules i Reports

Home Page Options
Customize the message and additional resource links visible on the Home page.

Logo Image Upload
Upload the site’s image. The loge is visible on the Applic aficn Hesder.

Privacy Policy Setfings

Specify the Privacy Policy for the Site.

Profile Field Settings

Customize User profile settings. Specify which fields are mandatory, if the user can see and
edit them ete,

Web Services
Configure web service subscriptions for the site. This activity needs IT assistance.

Single Sign On

Integrate Company’s intranet with the platfiorm. It enables users to access this senvice
through their intranet without having to remember a separate username and password.
Recommended. This activity needs IT assistance.

Meeting Settings
Configure settings for enabling meeting integration for mesting attendees.

Cvent Meeting Setfings

Configure settings for enabling Cvent meeting integration for meeting attendees:

Sign out

The Settings | Email Settings page is displayed.
*  Application URL Definition

* End User E-Mail Definitions

»  Support User E-Mail Definition

The page is divided into several sections:
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= Application URL:

I Users Services Groups Rules Reports Profiles

(€] Back to Overview

Settings | Email Settings

Application URL

Application URL for end user * |http://4testc ompanytemplate-testtme .deem.com
Application URL for administrator *: |http://4testc ompanytemplate-testtme .deem.com
From email display: |Deem
From email address: [notifier@deem.com
Activation email subject: |Start using your Deem now
Registration email subject: |not used

Reminder email subject: |Online Deem Travel

Password reset email subject:

i i ) = = = ~

o Application URL for end user: This is the URL or address used by the end user
to access Deem.

Note: The Application URL must be updated to include the new site name when using a cloning template
to create this site. Example: http://newsite.deem.com.

o Application URL for administrator: This is the address used by a support user to
access Deem.

Note: The Application URL must be updated to include the new site name when using a cloning template
to create this site. Example: http://newsite.deem.com.

o From email display: Enter the name to be displayed as the email sender.

o From email address: Enter the email address to be displayed as the email sender.

Note: The “From email display:” and “From email address:” information should NOT be changed from
what was set on the template site because of firewall and spam filtering.

o Activation email subject: Enter the text to use as the subject line when an
activation email is sent. This field is pre-populated when the site is the result of
cloning a template site and can be changed if necessary.

o Registration email subject: No longer in use.

o Reminder email subject: Enter the text to use as the subject line when a reminder
email is sent. This field is pre-populated when the site is the result of cloning a
template site and can be changed if necessary.

o Password reset email subject: Enter the text to use as the subject line when a
password reset email is sent. This field is pre-populated when the site is the result
of cloning a template site and can be changed if necessary.
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» End User E-Mail Definitions
o End User Activation E-Mail Definition (HTML & Text): This text represents the
email a user will receive upon activation. This applies to users whose profile
information has been uploaded through a user profile load.

TN A TN TN T A i A e AN A A A e S
End User Activation E-Mail Definition (HTML) *

The text below represents the email a user will receive upon activation. This applies to users whose profile information has been uploaded through a user profile load.

Fillin the textbox below to define HTML version of this e-mail. This field will accept HTML formatting.

<IDOCTYPE html PUBLIC "/?'3C//DTD HTML 4.01 Transitionalt/EN" "http:/iwww.w3.org/TR/htmld/loose.dtd™>
<html>
<head>
<meta hitp-equiv="Content-Type" content="text/html; charset=iso-8859-1"
<title><ftitle>
</head>
<body style="font-family: Arial Helvetic a,sans-serif; font-size: 11px;” bgc olor="¥ffff">
<table border="0" cellpadding="5" cellspacing="0" width="600">
<tbody><tr>
<td>
<table border="0" cellpadding="0" cellspacing="0" width="600"> %
<tbody><tr>

Preview Activation E-Mail

=

End User Activation E-Mail Definition (Text) *

The text below represents the email a user will receive upon activation. This applies to users whose profile information has been uploaded through a user profile load.

Fillin the textbox below to define the text version of this e-mail.

Welcome to Deem

»

Introducing a powerful online tool to find and manage the services you need. It also remembers your preferences, automatically updates your calendar, and notifies you when anything
changes.

ACTIVATE YOUR ACCOUNT

>>Your site: Sregistration_url
>>Your username: Susername %

Wz

Previgw Activation E-Mail

R R e T i i e e i AR

- Preview Activation E-Mail: Sends a preview of the email that will be created
as a result of the HTML or plain text entered. Enter the recipient email
address(es).

(5) - m] X

@ https://console.clusterd.deem.com

To preview the email that will be received by the user, enter one or more email address below.

your.email@domain.com;another.email@domain.com

Recipient Email(s):

(Separate mulliple email add with or icolons)

Send Cancel

- Click Send to send the email. The email contains detail of what would be
sent to the end user when activation emails are enabled.
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DEIM

Welcome to Deem

Click below to fill in your Profile information and activate your account so you can begin using Deem
to book all of your travel and business services.

Click here to complete your profile information and activate your account so you can begin to save

by using Deem for travel, expense and other indirect spend management services. Leverage the full
power of Deem on your mobile device by using the Deem Mobile application for iPhone or Andriod
-- follow the mobile link during your account activation process.

Introducing a powerful online tool to find and manage the services you need. It
also remembers your preferences, automatically updates your calendar, and
notifies you when anything changes.

© uimn Deem, Inc. All rights reserved. Please contact POWERED BY DESM
support@deem.com.

o End User Registration E-Mail Definitions (HTML & Text): Currently not in use

o End User Reminder E-Mail Definitions (HTML & Text): This text represents the
reminder email a user will receive if the user has been activated and has not yet
used the application.

T T R L e P T .. Uy TS e

End User Reminder E-Mail Definition (HTML)
[he text belows represents the reminder email a user will receive if the user has been activated and has not used the Application.
Fill in the textbox below to define the HTML version of thiz e-mail. This field will accept HTIIL formatting.
<!DOCTYPE html PUBLIC "-/A/¢3C#DTD HTIML 4.01 Transitional/EN" “hitp:/iveveve .\ 3.0rg/TRMtml4/loos.dtd™> ~
<html> S
<head> |=
<meta hitp-squiv="Content-Type" content="text/html; charset=iz0-8859-1"> B
<title></title>
</head>
<body bgcolor="#f{ffi{" style="font-family:Arial, Helvetica, sans-serif; font-size:11px;"™>
<table border="0" celipadding="5" cellzspacing="0" width="600">

<tr>
<td><table border="0" cellpadding="0" cellzpacing="0" width="600">

<tr> v
Previev: Reminder E-Iail

End User Reminder E-Mail Definition (Text)
[he text below represents the email a user will receive if the user has been activated and has not used the Application.
Fillin the textbox below to define the text version of this e-mail.
LIFE. ONLY EASIER. -~
Just a frindly reminder that your very own personal assistant is available to help you find, book, and manage the services you need.
To get started, visit the url belovs:
>>Your site: Sregistration_url
>>Your username: Susername

(N

Previev: Reminder E-Mail

e LG Dacea™ D e e G I SO P TN -~ A gl
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- Preview Reminder E-Mail: Displays a preview of the email that will be created
as a result of the HTML or plain text entered.

o End User Account Password E-Mail Definitions (HTML & Text): This text
represents the email a user will receive upon account password reset.

e T e e e s U e e T T o e P
End User Account Password Reset E-Mail Definition (HTML) *
The text below represents the e-mail user will receive upon account password reset.
Fill in the textbox below to define HTML version of this e-mail. This field will accept HTML formatting.
‘<'DOCTYPE html PUBLIC "-/AV3C//DTD HTML 4.01 Transitional/EN" “http://www.w3.0org/TR/htmi4/loose.dtd™> A |
<htmb> =
<head> =
<meta http-equiv="Content-Type” content="text/html; charset=is0-8859-1">
<title></title>
</head>
<body bgcolor="#ffffff" style="font-family:Arial, Helvetica, sans-serif; font-size:11px;">
<table border="0" cellpadding="5" cellspacing="0" width="600">
<tr>
<td> -
<table border="0" cellpadding="0" celispacing="0" width="600"> |
<tr> 2|
Preview Account Password Reset E-Mail
End User Account Password Reset E-Mail Definition (Text) *
The text below represents the e-mail user will receive upon account password reset.
Fill in the textbox below to define the text version of this e-mail.
[As requested, we have provided your account information to sign in to the N
SBRANDING_TITLE_NAME
For security reasons, your password has been reset. Please click on the link below where you will be required to establish a new password before gaining access to the site.
SIGN IN NOW
Your site: Sregistration_url =
[
Your user name: Susername

o Preview Account Password Reset E-Mail: Displays a preview of the email
containing the text entered; enter the recipient email address(es).

o Click Send to send the email.

o Administrator Activation E-Mail Definitions (HTML & Text): This represents the
email an administrator will receive upon activation.

Note: Itis recommended the Administrator Email and the End User Activation Email be the same to allow
the administrator the ability to see what the end user is receiving.
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Administrator Activation E-Mail Definition (HTML)

The text below represents the e-mail an administrator will receive upon activation. This applies to users whose profile information has been uploaded through a user profile load.

Fillin the textbox below to define HTML version of this e-mail. This field will accept HTML formatting.

Welcome to Deem

Introducing a powerful online tool to find and manage the services you need. It also remembers your preferences, automatically updates your calendar, and notifies you when anything
changes.

ACTIVATE YOUR ACCOUNT

>>Your site: Sregistration_url
>>Your username: Susername

Preview Activation E-Mail

Administrator Activation E-Mail Definition (Text)

The text below represents the e-mail an administrator will receive upon activation. This applies to users whose profile information has been uploaded through a user profile load.

Fillin the textbox below to define the text version of this e-mail.

Welcome to Deem

Introducing a powerful online tool to find and manage the services you need. It also remembers your preferences, automatically updates your calendar, and notifies you when anything
changes.

ACTIVATE YOUR ACCOUNT

>>Your site: Sregistration_url
>>Your username: Susername

VA

Preview Activation E-Mail

B R

- Preview Activation E-Mail: Displays a preview of the email that will be created

as a result of the text entered.

o Administrator Reminder E-Mail Definitions (HTML & Text): This text represents

the reminder email an administrator will receive if the user has been activated and
has not yet used the application.

Note: Itis recommended the Administrator Reminder Email and the End User Reminder Email be the
same to allow the administrator the ability to see what the end user is receiving.
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Administrator Reminder E-Mail Definition (HTML)

The text below represents the reminder e-mail an administrator will receive if the user has been activated and has not used the Application.

Fill in the textbox below to define the HTML version of this e-mail. This field will accept HTIML formatting.

<'DOCTYPE html PUBLIC "-/A3C//DTD HTML 4.01 Transitional/EN" “http://wwvew.w3.0rg/TR/htmi4/loose.dtd™>
<htmi>
<head>
<meta hitp-equiv="Content-Type" content="text/html; charset=is0-8859-1">
<title><title>
</head>
<bedy style="font-family: Arial Helvetica,sans-serif; font-size: 11px;” bgcolor="#ff{fff">
<table border="0" celpadding="5" cellspacing="0" width="600">
<tbody=<tr>
<td>
<table border="0" celipadding="0" cellspacing="0" width="600">

o[5S

Previevs Reminder E-Mail

Administrator Reminder E-Mail Definition (Text)

The text below represents the e-mail an administrator will receive if the user has been activated and has not used the Application.

Fill in the textbox below to define the text version of this e-mail.

Reminder E-Mail

®

Cancel

- Preview Reminder E-Mail: Displays a preview of the email that will be created

as a result of the text entered.
4. Click Save to save the email settings.

5. Click the Changes not applied link to commit changes.

3.2.4 Mobile Settings

The Mobile Settings link allows customization of mobile phone.

To access the Mobile Settings:

1. Access the Deem Travel Partner Dashboard using the User Name and Password with Settings

tab permissions.

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

site.

3. The Settings | Overview page is displayed. Click the Mobile Settings link.
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Partner Dashboard Home | 4

>,

pany Change Tools ', | Change Password { Help ’ Sign out
Test TMC presents [l O changes not applied ’L:T
Partner Dashboard = | 4 Test Company
=
’ Users Services Groups Rules \ Reports ‘ Profiles

Settings | Overview

General Settings
Manage site's custom settings like Delegate settings, Support message etc.

Company Information
Capture the Company's Address and Contact Information used to profile the site and
provide tips to optimize online spend program.

Groupware Servers

Integrate corporate Microsoft Exchange Servers, Lotus Notes/Domino Servers, Google
Calendars and/or other web calendars with our platform. Helps improve user adoption.
Recommended.

Email Settings
Setup Activation, Reminder and Password Reset Email templates for the Site.

ETP Servers
Setup FTP Accounts used for Bulk Profile updates. This activity needs IT assistance.

Open Enroliment

Enable End Users to self-onb the site. Rex

Mobile Settings
Customize Mobile support info and upgrade reminder settings.

Password Security

Home Page Options
Customize the message and additional resource links visible on the Home page.

Logo Image Upload
Upload the site’s image. The logo is visible on the Applic ation Header.

Privacy Policy Settings
Specify the Privacy Policy for the Site.

Profile Field Settings
Customize User profile settings. Specify which fields are mandatory, if the user can see and
edit them etc.

Web Services
Configure web service subscriptions for the site. This activity needs IT assistance.

Single Sign On

Integrate Company's intranet with the platform. It enables users to access this service
through their intranet without having to remember a separate username and password.
Recommended. This activity needs IT assistance.

Meeting Settings
Configure settings for enabling meeting integration for meeting attendees.

Cvent Meeting Settings

Specify the password criteria for the site for example min 8 ¢

, enable r
me feature etc.

Configure settings for enabling Cvent meeting integration for meeting attendees.
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The Settings | Mobile Settings page is displayed.

m‘ Users Services Groups Rules Reports Profiles

[€) Back to Overview

Settings | Mobile Settings

Mobile Settings

Upgrade Remi Interval: [0 |days IE_]
Reauthorization Interval:  [80|days [3]
Email: [ |E] (optional)
Helpdesk Email Label: [ ] @ (optional)
1 Phone: [ ] @ (optional)
Helpdesk 1 Phone Label: | ] @ (optional)
2Phone: | ] E] (optional)
Helpdesk 2 Phone Label: | | E] (optional)
3Phone: | | E] (optional)
Helpdesk 3 Phone Label: | | E] (optional)
4Phone: | | E] (optional)
Helpdesk 4 Phone Label: | | (2 (optional)

C Sync: Use SuperDomain Setting ¥

Blackberry D Use SuperDomain Setting ¥
Mobile Download Link: | Use SuperDomain Setting v

Car Service Only Mode: Use SuperDomain Setting ¥

Save' Cancel

o Upgrade Reminder Interval: When upgrades become available an email is sent to
the users. If no action is taken by the user to upgrade, this field designates the
amount of time before a reminder email will be sent.

o Reauthorization Interval: Length of time that passes between logins before
reauthorization is required.

o Helpdesk Email: Optional Helpdesk email address that can display on the user’s
mobile phone. This information generally pre-populates from the super domain.

o Helpdesk Email Label: Optional Helpdesk email name that can be displayed on
the user’s mobile phone. This information generally pre-populates from the super
domain.

o Helpdesk 1 Phone through Helpdesk 4 Phone: Optional Helpdesk phone
numbers that can display on the user’'s mobile device.

o Helpdesk 1 Phone Label through Helpdesk 4 Phone Label: Optional Helpdesk
labels — most often contact names — that can be displayed on the user’s mobile
device.

o Calendar Synch: Select Use Super Domain Setting, Enabled, or Disabled from the
dropdown list to allow synchronization of the mobile device to your calendar.

o Hotel Booking: Select Use Super Domain Setting, Enabled, or Disabled from the
dropdown list to allow hotel bookings to be made on the mobile device.
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o Blackberry Download Method:

Select Use Super Domain Setting, Deem Site,

Vendor Store or BES Push from the dropdown list to define the method of app

download.

Mobile Download Link: Select Use Super Domain Setting, Turn on Mobile

Download Page, or Turn off Mobile Download Page from the dropdown list

4. Click Save to save the Mobile Settings page.

5. Click the Changes not applied link to commit

3.2.5 Password Security

changes.

The Password Security link allows further customizing of the site by setting limitations on user
passwords. These limitations can include password expiration rules, password length requirements
and the number of failed sign in attempts permitted before a user ID is locked from the system.

To access Password Security:

1.
tab permissions.

site.

The Settings | Overview page is displayed.

Access the Deem Travel Partner Dashboard using the User Name and Password with Settings

The Sites | Overview page is displayed. Select the site by clicking the Settings link beside the

Click the Password Security link.

4testcompanytemplate-testime

Test TMC presents

Partner Dashboard

e

Settings | Overview

Users Services

General Setfings
Manage site’s custom settings like Delegate settings, Support message efc.

Company information
Capture the Compeany's Address and Contact Information used to profile the site and
provide tips to optimize online spend program.

Groupware Servers

Integrate corporate Microsoft Exchange Servers, Lotus Notes/Domine Servers, Google
Calendars and/or other web calendars with cur platform. Helps improve user adoption.
Recommended.

Email Settings

Setup Activation, Reminder and Password Reset Email templates for the Site.

ETP Servers
Setup FTP Accounts used for Bulk Profile updates, This activity needs IT assistance.

Open Enroliment

Enable End UUsers to sel-onboard the site. Recommended.

Mobile Settings
Customize Mobile support info and upgrade reminder settings.

Change Password Help

As

Groups Rules Reports Profiles

Home Page Options

Customize the message and additional resourc e links visible on the Home page.

Logo image Upioad
Upload the site's image. The logo is visible on the Applic stion Header.

Profile Field Settings
Customize User profile settings. Specify which fields are mandatory, if the user can see and
edit them etc,

Web Services
Configure web service subscriptions for the site. This activity needs |T assistance,

Single Sign On
Integrate Company’s intranet with the platform. It enables users to access this senvice
through their intranet without having to remember a separate username and password.
Recommended. This activity needs IT assistance.

Meeting Settings

Configure seftings for enabling meeting integration for mesting attendees.

Password Security
Specify the password criteria for the site for example min 8 characters, enable remember
me feature et

Cvent Meeting Settings

Configure seftings for enabling Cvent meeting integration for meeting attendees.

Sign out

/:%,/ 4 Test Company
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The Settings | Password Security page is displayed.

|z| Back to Qverview

Settings | Password Security

Users ‘ Services Groups Rules Reports Profiles

Password Security

Winimum password length: characters

Password expiration:
Password reuse history:

Maximum =ign-in attempts: |2

User lockout time: |8

[ Frohibit the use of commen words in pazswords (checked againzt a dictionan

D Force passwords to contain at least one letter and one number

Activate "Remember Me” feature (us

D Enable secret question and answe sword resst

Your favorite 2port or hobby?
Your childhood petz nams?
Vwhers was your mother born?
“Your mothers maiden nams?

Paszword security questions:

Save Cancel

Minimum password length: Enter the minimum length a password must be. Itis
recommended the password be at least 6 characters in length.

Password expiration: Enter the number of days a password can be used before it
“expires” and needs to be reset. It is recommended a password expire after 90
days.

Password reuse history: Enter the number of passwords that must be set before
a password can be reused. It is recommended that 3 unique passwords be
established before one can be reused.

Maximum sign-in attempts: Enter the number of failed log in attempts allowed
before a user is locked from trying again. It is recommended this number be
between 5 and 10 attempts.

User Lockout time: Once a user has been locked out of the system due to
exceeding the maximum failed log in attempts, this is the amount of time that must
pass before the user will automatically be allowed to retry without administrator
intervention. It is recommended to use this option with caution.

Prohibit the use of common words in passwords: This checkbox will prohibit the
use of any words found in the dictionary from being used. Example: password is
prohibited, but passwOrd is permitted. It is recommended this option be used for
added security.

Force passwords to contain at least one letter and one number: This checkbox
will force passwords to contain at least one letter and one number within them. It is
recommended this option be used for added security.

Activate “Remember Me” feature: This checkbox will allow the user to check the
“‘Remember Me” box on the log-in page which stores their username for future use.
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o Enable secret question and answer for password reset: Selecting this
checkbox enables the secret question functionality when a user has forgotten their
password and requests it to be reset.

Note: The following is the list of currently available secret questions. No additional questions can be
added. As part of user registration, the user will be asked to select a question and provide their answer
which is validated upon password reset.

o Password security questions:

- Your favorite sport or hobby?
- Your childhood pet’s name?
- Where was your mother born?
- Your mother’s maiden name?
- Who was your favorite teacher?
- What was your first school?
- Where were you born?
- What is your date of birth?
- Your favorite city or place?

4. Click Save to save the password security setting.

5. Click the Changes not applied link to commit changes.

3.2.6 Home Page Options

In Home Page Options configure custom messaging to appear on the Deem Home Page.
To access the Home Page Options:

1. Access the Deem Travel Partner Dashboard using the User Name and Password with Settings
tab permissions.

2. The Sites | Overview page is displayed. Select the site by clicking the Settings link beside the
site.
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3. The Settings | Overview page is displayed. Click the Home Page Options link.

Partner Dashboard

Partner Dashboard Home ] y ‘ Change Tools . [ | Change Password } Help ‘ Sign out
Test TMC presents [ 0.changes not applied .17_.
¥

= | 4 Test Company

Groups Rules | Reports l Profiles

Settings | Overview

General Settings
Manage site's custom settings like Delegate settings, Support message etc.

Company Information
Capture the Company's Address and Contact Information used to profile the site and
provide tips to optimize online spend program.

Groupware Servers

Integrate corporate Microsoft Exchange Servers, Lotus Notes/Domino Servers, Google
Calendars and/or other web calendars with our platform. Helps improve user adoption.
Recommended.

Email Settings
Setup Activation, Reminder and Password Reset Email templates for the Site.

FTP Servers
Setup FTP Accounts used for Bulk Profile updates. This activity needs IT assistance.

Open Enroliment
Enable End Users to self- the site. Rec d

Mobile Settings
Customize Mobile support info and upgrade reminder settings.

Password Security
Specify the password criteria for the site for example min 8 characters, enable remember
me feature etc.

Home Page Options
Customize the message and additional resource links visible on the Home page.

Logo Image Upload
Upload the site’s image. The logo is visible on the Applic ation Header.

Privacy Policy Settings
Specify the Privacy Policy for the Site.

Profile Field Settings
Customize User profile settings. Specify which fields are mandatory, if the user can see and
edit them etc.

Web Services
Configure web service subscriptions for the site. This activity needs IT assistance.

Single Sign On

Integrate Company's intranet with the platform. It enables users to access this service
through their intranet without having to remember a separate username and password.
Recommended. This activity needs IT assistance.

Meeting Settings
Configure settings for enabling meeting integration for meeting attendees.

Cvent Meeting Settings
Configure settings for enabling Cvent meeting integration for meeting attendees.
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The Homepage Options page is displayed.

g Users Services Groups Rules Reports Profiles
L

E Back to Overview

Settings | Homepage Options

Custom Services Message

Enter HTML or plain text to be displayed on the services home page:

<B>Welcome to Deem</B><P>ACME has partnered with Deem to bring you the one-stop-shop for all of your travel, web and audio conferences, package shipments, and dining reservations.
</P><BR /><P>Deem offers many time-saving features for you as well, including:<BR /><OL=<LI>Automatic calendar updates</LI=<LI>Email, voice, and text messaging</LI><LI>Flight status
updates</LI=</OL>

Additional Resource Links

Link Name URL
|Travel Advisories ] |http:/ravel state.gov \ Remove
iPassport Services ] ihnp:/ftravel.slate.govlpassport ] Remove
|Weather \ |http:#tvsveve.weather.com \ Remove
é!.laps & Directions ] ihttp:/l\-i\'/\-/,mapquest.com ] Remove
|Currency Converter \ Ehttp:/lwww.xe.net/ucc ‘ Remove
iRed Carpet Club Locations ] ihnpzll\'/ww,unned.comlrcc ] Remove
EAdmirais Club Locatioens \ |http:/fvevew.aa.comadmiralsclub ‘ Remove
|google ] ;hnp://www.gnogleAcom \ Remove

Add A New Link

Save Cancel

o Custom Services Message: Custom messaging can be entered that will appear
under the “Company Information” area of the Home Page by hovering over the
megaphone icon.

Note: A maximum of 2000 characters may be entered in the message. It is a best practice, however to
limit the number entered to assure end users will read the message.

o Additional Resource Links: At site creation, default links are provided to allow
pages outside of the Deem application to be accessed while remaining signed into
the application. Links can be removed, additional links can be added and the URL’s
can be changed. Intranet links can also be used.

4. Click Save to save the Home Page Options settings.

5. Click the Changes not applied link to commit changes.
3.2.7 Profile Field Settings

The Profile Field Settings link allows a site administrator to customize the field names and field
properties for the site. Fields can be made to appear to be hidden or displayed and / or required
according to specific client business requirements.

To access the Profile Field Settings:

1. Access the Deem Travel Partner Dashboard using the User Name and Password with Settings
tab permissions.

deem.com 102



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

site.

3. The Settings | Overview page is displayed. Click the Profile Field Settings link.

Eatiner Drsioard Home Atestcompanytemplate-testime | Cange Toos

Test TMC presents

Partner Dashboard

|

Settings | Overview

Users Services

Generyl Settings
hannge ste's custom settings Bhe Delegate setings, Suppor messpge etc.

Lompany informaticn
Capture the Company's Address and Confact Infarmation used to profile the sie ond
provide lips to oplinize onling spend program.

Groupware Servers

Integrate corporate Misrosof Exchangs Servers, Lotus Moles/Doming Servers, Googhs
Calendors andlor ofher web ¢ alendars with our plotform. Heles improve user adopion
Recommendad,

Email Settings
Setup Activation, Reminder and Password Resst Emal templates for the SRe

FTP Sarveds
Setup FTP Azcounts used for Bulk Profie updates. This activiy needs IT asseimnce

Open Enroliment
Enabils End Users to sef-onboard the site. Resommended,

Mebile Seftingy
Cuslomize Mobls supporl info and upgrade reminder setlings

Password Sscurity
Speciy the password cries for the she for examples min 3 characters, enabie remember
mea feature eic

. Changs Password

Halp Sgnoout

H——

[

/;:;SJ 4 Test Company

Groups Rules Reports Profiles

Home Paps Oplions
Customize the message and addtional resource links visible on the Home page

Logo Image Upioad
Uplcad the ske's image. The logo is visible on the Appliz ation Header

Privacy Policy Settings
SpecEy he Privacy Policy fos the Sie

Profile Figld Settings
Cuslomize User profle sattings. Specily whizh fiskls are mandatony, I ihe Gser can sae and

w0k them i

Wl Services
Configure web service subscripions for the site. This pctiviy needs T assistonce

Sipgle $lgn On

Infggrata Company’s intransl wih the plationm, 1§ &nabiles users 1o access Ihis Sseivice
through their intranet without having to remember 8 separats usemame and password.
Recommended, This ocivity needs IT assisionce.

Mpeting Settinns
Configure setlings for enabling mesting inlegration for meefing atiendees

Cyent Meeting Settings
Confgure setlings Tor snabling Cvenl mesting inlegration for mesting atlendees

4. The Settings | User Profile Fields page is displayed

3.2.7.1 Standard Profile Fields

1. Click the Configure Profile Fields link to

access the standard profile field definitions.

Users I Services ‘

]

Groups Rules Reports Profiles

II' Back to Qverview

Settings | User Profile Fields

b Configure Profile Fields

b Customize Profile Fields
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2. The Settings | Configure page is displayed:

o]

Users

@ Back to User Profile Fields

Settings | Configure

Services Groups Rules Reports Profiles

Personal Information

Field Name

External ID

User Name

Title

O

'Employee D

Username |

[Title

Display Label

Required
Field for
User

Display in

Display i
fsp.ay.n Settings

Settings

Display in
Data Source Regpis();a(ion

| Profile Load

@ Anusers

New Users Only

| User Editable
L“] Agent Editable

| Admin Editable

| Profile Load
(@) allUsers
1 New Users Only
Ll User Editable
Agent Editable
[7] Admin Editable

Profile Load
© Anusers
'/ New Users Only

v
User Editable 0 O O O

[¥] Agent Editable
[¥] Admin Editable

g TNt p PPN o ettt K DBIE LG i e g e cots s ety et

The page is divided into eight “columns”:

- Field Name: The field name as it is referred to within Deem database

- Display Label: The words used to present the field to the end user on Deem

pages

- Data Source: The source of the data — the result of a data feed or online edit.

- Profile Load: The field can be populated with a profile load

All Users: When a profile load is performed, the data found in the
upload file will overwrite any existing data in this field for existing user.
It is recommended this radio button not be selected.

New Users Only: When a profile load is performed, the data found in
the upload file will only write to this field for new users. It will not
overwrite any existing data in this field for existing user. It is
recommended this radio button be selected.

User Editable: Can the user change the field?

Agent Editable: Can an Agent change the field?

Admin Editable: Can an Administrator change the field?

Display in Settings: Select this check box if the field is to be visible to the end

user in their online profile.

Display in Registration: Select this check box if the field is visible during user

registration.

Required field for user: Select this check box if the field is required.

Required
Field for
For Guests GuestUsers
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- Display in Settings For Guests: Select this checkbox if the field will be visible
to the guest end user in their online profile.

- Required Field For Guest Users: Select this check box if the field is required

for guest users.

Note: If afield is required, be sure to also select the Display check box to allow its display.

o Personal Information:
External ID
Title
Middle Name
Home Phone
Date of Birth
VIP Status
Gender
Default Search Type
o Contact Information:
Business Email
Business Fax
Groupware ID
o Employee Information:
Employee ID
Employee Type
Job Level
Delegate ID
Shopping Approver 1D
Cost Center
Department Name
Business Unit
MIS Fields 1-7
o Business Address:
Country
Mailstop
o Home Address:
Country
Mailstop
o Passports:

Passports

User Name
First Name

Last Name
Home Email
Suffix

Profile Pin

View Results By

Business Phone
Mobile Phone

Employee Status
Job Title

Manager ID

Approver ID

Travel Approver ID
Department Code
Division

Company Name

Address Block

Address Block
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o Visas:
Visas

o Emergency Contact:
Name
Primary Phone Number
Email
Address Block
Mailstop

o Payment Cards:
Personal Cards

o Travel Preferences:
Default Air Card
Home Airport
Seats
Airline Memberships
Special Requests
Car Type
Car Memberships
Hotel Memberships
Default Car Card
Note to Travel Arranger
Home Train Station
Redress

Preferred Service Class

Relationship
Secondary Phone Number
Country

Emergency

Corporate Cards

Default Hotel Card

Meal

Special Requests
Special Requests
Transmission

Number of Doors

Hotel Amenities
Preferred Fare Type
Seats Second Preference
Display Alert
Membership Number
Known Traveler Number

Train Default Search Type

o Travel Account (for Non-Deem Travel): Currently not in use.

o National Identification Info:

National ID Information
Display Settings:
Date

O

Time Zone
Currency
Country

o Roles:

Roles

Time

Measurement

3. Click Save to save the user profile configuration settings. The User Profile Fields page is

redisplayed.
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3.2.7.2 Customize Standard Profile Fields

Note: Field labels are changed on the Configure Profile Fields page. Field types (List/ Text) are
changed on the Customize Profile Fields page.

1. Customize how several profile fields commonly used for reporting are defined by clicking the
Customize Profile Fields link. The Settings | Customize page is displayed.

Users Services ‘ Groups ‘ Rules Reports Profiles
E’ Back te User Profile Ficlds
Settings | Customize
Customizable Profile Fields
Field Name Display Label Field Type Last Update Action
Business Unit BUN — - Clear
Company Name Company Name - - Clear
Cost Center Cost Center - - Clear
Department Code Department Code — - Clear
Department Name Department Name - - Clear
Divigion Divigion e = Clear
Emplovee Type Employee Type List January 2, 2009 Clear
MIS Field 1 Zone — - Clear
MIS Field 2 WIS Figld 2 - - Clear
MIS Field 3 MIS Field 3 - - Clear
MIS Figld 4 WIS Field 4 - - Clear
MIS Figld § WIS Figld 5 - - Clear
MIS Figld 6 WIS Figld 6 - - Clear
MIS Field 7 MIS Field 7 - - Clear
Job Level Job Level - - Clear
Suffix — — Clear
‘-‘ Dor -;ﬂ‘
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2. By clicking the Field Name link, display options for several standard fields can be defined. The
page is displayed. In this example, we are looking at the MIS Field which has been defined as

a Text field.

Users Services Groups Rules Reports Profiles

Back to Customize

Settings | MIS Field

Customize Field
Field Information

Nams: [: sion ‘

Label: [: 2ion ‘

Field Type:

Dizplay in Settings

Dizplay in Regiztration

Required Figld
Field Type Preference: TEXT

Win Length: [: (1 min if required)
Idax Length: (== Min Length}

Allowed Characters: Alpha Numeric Special Characters

@ (Optional

Default Value:

Save Cancel

o Customize Field: Field Information:

» Name: The field name as it is referred to within Deem database. This field
cannot be changed here. Changes to this field are not made here. They are
made within the Configure Profile Fields function.

= Label: The words used to present the field to the end user on Deem pages.
This field cannot be changed here. Changes to this field are not made here.
They are made within the Configure Profile Fields function.

Note: These fields cannot be changed here. To change the name and or label, click the Profile Setting
link.

o Field Type: Specify if the field is to be Text (The field is displayed as free form text) or List
(The field will have a dropdown list)
= Display in Settings: : Select this check box if the field is to be visible to the end
user in their online profile. Changes to this field are not made here. They are
made within the Configure Profile Fields function.

= Display in Registration: Select this check box if the field is visible during user
registration. Changes to this field are not made here. They are made within the
Configure Profile Fields function.

= Required Field: Select this check box if the field is required. Changes to this
field are not made here. They are made within the Configure Profile Fields
function.
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o Field Type Preference: TEXT: When the Field Type is set to Text, the following options
are displayed:

= Min Length: If the field is specified as required, the value of 1 or greater must
be entered as the minimum length.

= Max. Length: The value must be equal to or greater than the minimum length
set above.

= Allowed Characters: Specify if alphabetic, numeric and / or special characters
are allowed.

= Default Value: Specify a default value, if one applies.

o Field Type Preference: LIST: When the Field Type is set to List, the following options are
displayed:

Py i ——— TP g R b gt =TT oy g d T NS et s ot ot el Py gy
Field Type: v %G v 2 v

Display in Settin
Display in Registration

Required Field

Field Type Preference: LIST

Option Labels and Values:

|:] Sort labels alphabetically

Default: O Select first value as defautt
O Select value prefixed with " as default
@® select no value as default

Save Cancel

= Option Labels and Values: Enter the list items to be displayed

= Sort labels alphabetically: Select the checkbox to alphabetize the list. The list
will be displayed exactly as entered if the checkbox is not selected.

= Default: Select from the list what the default value is to be when the page is
first presented.

- Select first value as default:

- Select value prefixed with “*” as default. Select one of the list items as the
default by adding an asterisk before the selection. i.e. *“None would place
“None” as the default regardless of list alphabetizing or not.

- Select no value as default.
3. Click Save to save the Profile Field settings.

4. Click the Changes not applied link to commit changes.
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3.3 The Services Tab

3.4 Agency Configuration

When a site is cloned from a template, Agency Configuration settings are cloned too. Most settings
can remain the same as those found on the template, but some may need to be adjusted depending
on the individual site’s requirements.

1. Click the Services tab

2. The Services | Travel page opens. Click the Travel Agency link.

Settings ’ Users m‘ Groups Rules Reports Profiles

Services | Overview

Travel Car Service Shipping

Travel Agency e Configurations for Groups General Settings
Vendors Policies Configurations for Groups
Travel Policy Provider Accounts
Policy Display Policies
Compliance Codes Expense

Custom Fields Additional charges apply when Expense is enabled.

Alternate Airports General Settings

Site Payment Cards Configurations for Groups

Corporate Payment Cards Load Default Expense Settings

Private Rates Payer Management

Hotel Per Diem
Reference Points
Restricted Countries

3. The Services | Agency Configuration page opens. Click the Agency Settings link.
3.4.1 Agency Settings

Agency specific configuration includes the agency’s PCC, pricing codes and several other agency
specific settings.

Settings ‘ Users ’ Groups Rules Reports Profiles

E\ Back to Travel Configuratien

Services | Agency Configuration

Agency Settings
Configure travel agency settings.

Custom PHR
Create a custom Passengsr Name Record format.

QueueiDelivery Options
Delivery optien and queue placement dezignations.
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1. The Services | Agency Settings page opens. Click Add A New Agency Setting to add a new
record or click the name link of an existing agency setting record to edit that record. The Services |
Edit or Add Agency Setting page is displayed.

Settings ‘ Users ’ Groups Rules Reports Profiles
Kl

Services | Agency Settings

Agency Settings

Setting Name « GDS PCC Location Used In Rule

ency C

<
\A(Id A New Agency Setting

Ag

Sabre 1234 SFO No im|

Note: If the site has been cloned, many of these settings will already be in place. Adjustments may only
be needed to the agency settings.

+  Agency Configuration Settings:

‘ Settings ’ Users ’ Groups Rules Reports Profiles

EBED
Services | Edit Agency Setting

k to Agency Settin

Agency Configuration Settings

Setting Name* IAgency Configuration

Host Information
GDS* | Sabre ¥
TA Group* |ExternalSabreNew |V

Pseudo-City Code* [1234 |

Default Queue” |A1 ]

Sales Location* ISFO l (airport code)

Ticketing Pseudo-City Code:

Ticket Printer Address:

Itineraryilnvoice Printer Address:

Ticketing TA Group:
I
I
I
I

Hardcopy Printer Address:

Ancillary Sources

No Ancillary Source currently defined.

Add Ancillary Source

e verrry T R NS e P R —— T e TP P —— }"‘"‘Na—\n st s A e

o Setting Name: (Required) Name the agency configuration. This name should be easily
recognizable as a specific agency configuration. An example is Sabre Config to show that
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o O O O

this one uses Sabre vs. Worldspan. Other examples of the need for additional agency
configurations are different PNR edits, different Pseudo cities or queue delivery options.

Host Information:

GDS: (Required) Select the Global Distribution System from the dropdown list.

TA Groups: (Required) Terminal Address: Must be set to ExternalSabreNew for
Sabre, (ExternalSabre is an old setting) ExternalApollo for Apollo, ExternalGalileo
for Galileo or ExternalWorldspan for Worldspan.

Pseudo-City Code: (Required) Enter the agency’s pseudo-city code.

Default Queue: (Required) Enter the queue to use as a default. This queue can
be changed for more specific queue delivery

Sales Location: (Required) Enter the airport code associated with the agency’s
pseudocity used for faring with ITA.

Ticketing TA Group: Used with void / exchange feature

Ticket Printer Address: Used if void / exchange feature is enabled
Itinerary / Invoice Printer Address: Used with void / exchange feature
Hardcopy Printer Address: Used with void / exchange feature

Note: Enter a ticket and Support will help configure our void / exchange feature

O

Ancillary Sources: Click the Add Ancillary Source link to add a source. The Add
Ancillary Source page is displayed. Once the Source has been selected from the
dropdown list, the remainder of the page will display.

Note: An Ancillary Sourced provider is one that does not use ITA as their fare / availability provider

Settings

’ Users ’ Groups Rules Reports Profiles

E] Back to Edit Agency Setting

Services | Add Ancillary Source

Ancillary Source

Source Hame:[

Save Cancel

- Source Name: (Required) Enter the ITA non-participating carrier. (ITA is our
shopping and booking tool) GDS or TravelFusion are used to source these
carriers. Examples: Southwest (GDS directly) or easyJet (TravelFusion).

- Source: (Required) Select GDS — Apollo, GDS — Galileo, GDS — Sabre, GDS —
Worldspan, or Web — TravelFusion from the dropdown list.

Note: Other options may be available depending on your site’s configuration.
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Note: If GDS: Sabre, Apollo, Worldspan or Galileo are selected the following page is displayed:

Settings

(1
Users ‘ Groups Rules Reports Profiles
E Back to Edit Agency Setting

Services | Add Ancillary Source

Ancillary Source

Source Name™: |
TAGroup [ ¥
Pseudo City Code:
Default Queue:

® Flights
Segment Type: ) Hotels
'~/ Rental Cars

Limit to These Vendors: |

U Use one way low fare search requests for round trip and multi-city flight searches

Airline Private Rate Codes: | (optional

®/ Replace Primary Source Content
Source Override: . Supplement Primary Source Content
'/ Exclude Primary Source Content

' Yes, using Custom PNR
'® Yes, system generated
'~/ No, do not add passive segments to primary GDS

Would you like the system to add ancillary passive segments to
your primary GDS?

Save Cancel

- TA Group: Select the appropriate TA Group from the dropdown list

- Pseudo City Code: Provide the Pseudo City Code

- Default Queue: Provide a queue if appropriate

- Segment Type: Select Flights, Hotels, or Rental Cars from the dropdown list.
- Limit to These Vendors: Enter a list of vendors separated by commas.

- Use one-way low fare search requests for round trip and multi-city flight
searches: Select this check box if the same search parameters will be used for
a round trip or multi-city search that were used for this leg. Best practice is to
use one-way low fare search requests.

- Airline Private Rate Codes: Enter any appropriate Private Rate Codes.

- Source Override: Select Replace Primary Source Content, Supplement
Primary Source Content or Exclude Primary Source Content.

- Would you like the system to add ancillary passive segments to your
primary GDS? Select Yes, using Custom PNR, Yes, system generated, or No,
do not add passive segments to primary GDS

Note: Itis recommended to select either Yes, system generated, or No, do not add passive segments to
primary GDS.

Note: If Source: WEB: TRAVEL fusion is selected, only “Airline”, “Source Override” and “Would you like
the system to add ancillary passive segments to your primary GDS fields” are displayed.

Supported airlines appear in the list.

Note: Airlines are added frequently. Please refer to the dashboard for the latest entries.
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Settings | Users ‘ Groups Rules Reports Profiles
Efﬁ-’i' to Edit Agency Seifing
H I i A illan o
Services | Add Ancillary Source
Ancillary Source
Source Name*: |
Source® | WEB: TRAVELfusion ¥
Airline: v
*' Replace Primary Source Content
Source Override: Supplement Primary Source Content
Exclude Primary Source Content
Yes, using Custom PHR
Would you like the system to add ancillary passive segments to " ! &
your primary SDS? Yes, system generated
No, do not add passive segments to primary GDS
Cancel

o Click Save to save the entry. The Services | Add (or Edit) Agency Setting page

is redisplayed.

+ Agency Information:

A,

Agency Information

Hotel ARC Number Override

Rental Car ARC Number Override

Toll-Free Phone
Mobile Help Desk Label

Mobile Help Desk Phone

_ad oa oo

Agency Name*

ARC Number*

IATA Number*

Country *

Street address

Email*

T T A TN A A e AT AN AR A e AN T N A AN e

Deem, Inc.

99999999

99999999

United States v

1001 E Hillsdale Bivd

Apartment / Suite 8th Floor
City* |Foster City
State * California v
ZIP code = (94404
Time Zone* | Pacific Daylight Time ¥
Agency Contact
Name* |Chris Bland
Title* |Training Manager
Phone* |650 376-8749

christine.bland@deem.com

W—

i

Sl

o Agency Name: (Required) Enter the agency name. Be careful to not exceed 30

characters.

o ARC Number: (Required) Enter the agency ARC number.
o Hotel ARC Number: Enter the agency hotel ARC number.

o Rental Car ARC Number: Enter the agency rental car ARC number.
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o IATA Number: (Required) Enter the agency IATA number.

Note: The IATA number should not include alpha or special characters.

o Country: Enter the agency country.

o Street Address: Enter the agency street address.

o Apartment/ Suite: Enter the agency apartment or suite number.

o City: Enter the agency city.

o State: Enter the agency state.

o Zip code: Enter the agency zip code.

o Time Zone: (Required) Enter the agency time zone used for ticketing cancelation.

*+ Agency Contact:

o Name: (Required) Enter the contact name. This name will display on the Trip
Confirmation Page and print on the trip’s itinerary.

o Title: (Required) Enter the contact title. This information is used by Deem internal
personnel for reference only.

o Phone: (Required) Enter the contact phone number. This phone number will
display on the Trip Confirmation Page and print on the trip’s itinerary.

o Toll-Free Phone: Enter the contact toll free phone number. This phone number
will display on the Trip Confirmation Page and print on the trip’s itinerary.

o Email: (Required) Enter the contact email address. This information is used by
Deem internal personnel for reference only.
*+ Message to Users (Optional):

m ey S gmeNmeay e TIERTC g meemiie: C eios Nt g R e P s i S o errmei i, D R O R Y
AN g - ot = ot S . T T I . v ’, "~ vagoe

Message to Users (optional)
This message will be displayed to user on the Purchase Page, Confirmation Page, Trip Detail Page, e-Receipt, Trip Notifications, and Calendar Entries. Do not input HTIML tags.

S~

s Enable cenfirmation notifications from Test TMC

DAmAStMP Ritinnme. .t b A ASSRAEA | | o et M AR LA A A AR e A i san st A AR i T P

o Text box provided: Enter a message to display to users on the Purchase Page,
Confirmation Page, Trip Detail Page, e-Receipt, Trip Notifications, and Calendar
Entries. Do not use HTML tags or Travel lingo.

o Enable confirmation notifications from site name: Click this checkbox to enable
email confirmations to be sent from this site.

Note: Itis Recommended this checkbox be selected.
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. Domestic Definition:

o et ) T T e e gl e

Domestic Definition
Select countries that define domestic travel:

Selected Countries Countries

United States Afghanistan A
Albania =
A ;. =
< — Algeria
=0

American Samoa

Remove All >> Andorra i

SOUR CAREGmeAAENAR Aot | BN b | | A cantn L P P R W VNI B

o Select the countries that define domestic travel and click Add to move them to the
Selected Countries box. These countries will fall under the domestic travel
requirements. All others will be considered International.

Note: Search results windows and Queue Delivery Options may differ depending on the domestic /
international designation.

*  PNR Configuration:

P S T L VT

S e fom v vgem,
PHNR Configuration

- o, et e b= tmenm— = - e
e T e o P o "

Booking Configuration*

T

PNR Synchronization Settings

Ne PNR Synchronizations currently defined.

Add Svnchronization Setting

Passive SROMEQLPIOGESAInN.. . || et g, o sty Ao o g oAt s s 8tk et

o Booking Configuration: Select a PNR edit configuration from the dropdown list for this
agency. This identifies what PNR edit sets to use for this agency configuration.
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o PNR Synchronization Settings: Add the GDS to use for PNR synchronization.

Click the Add Synchronization Settings link. The Services | Add PNR

Synchronization page is displayed.

Note: Itis recommended PNR Synchronization be enabled for ONE SITE only if all properties are the
same across the sites. Enabling PNR synchronization on multiple sites adds unnecessary GDS churn.

‘ Settings ’ Users ’ Groups Rules

Reports

Profiles

|Z| Back to Edit Agency Setting

Services | Add PNR Synchronization

PNR Synchronization

[¥] Acquirs of-ine PNR's

Selecta GDS:

TA Group: \ ExternalSabreMew (current agency TA group) | v

Acquisition Queues
Enter the pseudo-city where PNR's are to be acguired:

234

Enter the queue where off-line PNR's are placed for acquisition:

Enter the peeude-city where off-line PNR'z are to be procsssed, if different from above:

(optional

|

Enter the firat queue where off-line PNR'z ars to be processzed:

|

Enter the second queus where off-line PNR's are to be processed:

i

Acquisition Failure Queue

Enter the pseudo-city for the queus where PNR's that fail acquisition are placed, if different from the acquisition peeudo-city:

|

(optional)

Enter the queue (with queue action if appropriate) where off-line PNR's that fail acquisition ars placed:

|

(optional)

Owmner Identification
Select the method used to look up the owner of a PNR:

Use unigue identifisr | v

Enter prefatory remarks that precede the traveler's unique identifier in the PNR:

SYHCH-ID10

Hours of Operation

Select the hours of operation for thiz PNR synchronization configuration:

Always on (24 hours a day, 7 days a week) |v

Select how freguently PNR synchrenization should be attempted:

Every 80 minutes | v

Cancel

- Acquire off-line PNR’s: Select the checkbox to acquire off-line PNR’s.

- Select the GDS: Select the GDS from the dropdown list

- TA Group: Must be set to ExternalSabreNew for Sabre, (ExternalSabre is
an old setting) ExternalApollo for Apollo, ExternalGalileo for Galileo or

ExternalWorldspan for Worldspan.
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- Acquisition Queues:

Enter the Pseudo-city where PNR’s are to be acquired: Enter the
pseudo-city code

Enter the queue where off-line PNR’s are placed for acquisition:
Enter the first queue to use for off-line PNR’s.

Enter the Pseudo-city where PNR’s are to be processed if different
from above: Enter the pseudo-city code to use for processing if different
from acquisition pseudo-city.

Enter the first queue where off-line PNR’s are to be processed: Enter
the first queue to use for off-line PNR processing.

Enter the second queue where off-line PNR’s are to be processed:
Enter the second queue to use for off-line PNR processing.

- Acquisition Failure Queue:

Enter the pseudo-city for the queue where PNR’s that fail acquisition
are placed, if different from the acquisition pseudo-city: Enter the
pseudo-city to use for failed synch requests.

Enter the queue (with queue action if appropriate) where off-line

PNR'’s that fail acquisition are placed: Enter the queue to use for failed
synch requests.

Note: Itis the responsibility of the agency to monitor failed acquisitions.

- Owner Identification:

Select the method used to look up the owner of a PNR: This is set
during implementation and there is no need to change. It is a Best Practice
to use “Unique Identifier”.

If “Unique Identifier” or “Login Name” were selected, an additional text box
is displayed.

Enter prefatory remarks that precede the traveler’s in
the PNR.

- Hours of Operation: Our scripts run every hour on the half hour. If scripts are
to run more or less frequently or at a different time configure the timing here.

Select the hours of operation for this PNR synchronization
configuration: Select Always On or Specific Hours and then define
the hours of operation.

Select how frequently PNR synchronization should be attempted:
Select the frequency to use for synchronization.

Note: Please remember that each time PNR synchronization is triggered there are GDS hits and this can
incur charges. We recommend setting the interval to no more than every 60 minutes.

Note: When an error occurs during PNR synchronization, a Passive segment can be created, depending
on if passive segments were enabled during the Agency Display Configuration.

+ Passive Segment Processing: Not used very often. If passive segments are used, Deem
Configuration Team can assist in creating this JavaScript.
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Passive Segment Processing
Passive Car Segments
Enter a javascript that will construct the GDS ¢ to sell a passive car seg
Enter a javascript that will parse the variable portion of a passive car segment.
Passive Hotel Segments
Enter a javascript that will construct the GDS command to sell a passive hotel segment.
Enter a javascript that will parse the variable portion of a passive hotel segment.
L v s et oAb Al ol e A TR e e oS AR AR AR A g AR AR AR s AT N e i A A e |
o Passive Car Segments: No longer used.

o Passive Hotel Segments:

- Enter a JavaScript that will construct the GDS command to sell a passive
hotel segment: When passive segments are enabled, JavaScript entered here

is used to process the passive segment.

- Enter a JavaScript that will parse the variable portion of a passive hotel
segment: If an error occurs during PNR synch due to agency unique
requirements, enter JavaScript here that re-write the script for the PNR to

succeed.

* Travel Settings:

S el T LTS e T 0t s pom_am vt B SV i gk L PO e TN e e TSP Py B ) DU
Travel Settings .
Enter the default passenger type code to be used for air pricing:
Customer Code ‘:] blank is "ADT
Negotiated Rates
Enter the custemer code that is used to query for airline negotiated rates in the GDS:
Customer Code |XYZU1 | ptiona
Enter the ATPCO account codes that are used to query for airline negotiated rates from TA:
Account Codes IDEF,GHI opt separated by a a
Specify the locales associated with the ATPCO account codes:
Pseudo City Locale @Sales OHems—
1ATA Locale ®sales OHome
B s U s s O PSP JY S Y t Y R N

o Enter the default passenger type code to be used for air pricing:
- Customer Code: (blank is “ADT”) If not code is entered, the default is Adult.
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* Negotiated Rates

o Enter the customer code that is used to query for airline negotiated rates in
the GDS: This code will be sent to the GDS to retrieve the negotiated rates.

o Enter the ATPCO account codes that are used to query for airline negotiated
rates from ITA: This code will be sent to ITA to retrieve the negotiated rates.

o Specify the locales associated with the ATPCO account codes:
- Pseudo City Locale: Sales or Home. Generally, Sales is selected.
- IATA Locale: Sales or Home. Generally, Sales is selected.

* Train Support:

Note: To enable VIARail in Canada, complete the Train Support section as you would for US’s Amtrak.

However, the Sales Location found at the top of the Agency Settings page must be a Canadian airport
code.

AT A T

S TP i NP e L W

Train Support

Channel | ]

Agent Identifier | ]

Customer Identifier |

Client ID Number |

Customer DK Number |

Amtrak Specific Support:

Add passive train segment to primary GDS? ‘®'No Yes

Message for Train support procedure and phone numbers: E]

Train support phone number for mobile client: ] ] E]
IATOC(UK) Specific Support:
Message for Train support procedure and phone numbers: E;:]
V
Train support phone number for mobile client: [ | @

Queue/Delivery Options
Options Set* | Default Queue Set v |

Pre Trip approval settings
Add PTA Configuration

Save Cancel

o Channel: Enter the SilverRail supplied Channel code. (AXIOM, REARDEN or
TVLPORT if the site is not using a site card. AXIOMSC, REARDENSC or
TVLPORTSC if using a site card.). Must be all caps.

o Agency ldentifier: Enter the SilverRail supplied Agency Identifier. Must be all
caps.
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o Customer Identifier: Enter the SilverRail supplied Customer Identifier. Must be all
caps. This identifier defines a specific customer and should be created during
implementation. The field is used for reporting only.

o Client ID Number: Enter the number to be used when optional reporting is
required.

o Customer DK Number: Enter the number to be used when optional reporting is
needed.

+ Amtrak Specific Support:
o Add passive train segment to primary GDS?: Yes or No.
o Message for Train support procedure and phone numbers: Enter the message
to be displayed to the traveler on the purchase page and on confirmation messages.
Do not include HTML tags or travel lingo.
o Train support phone number for mobile client: Enter the phone number to be

displayed in the mobile client if the number is different from other support numbers 7
ATOC(UK) Specific Support:

o Message for Train support procedure and phone numbers: Enter the message
to be displayed to the traveler on the purchase page and on confirmation messages.
Do not include HTML tags or travel lingo.

o Train support phone number for mobile client: Enter the phone number to be
displayed in the mobile client if the number is different from other support numbers.

* Queue / Delivery Options
o Options Set: (Required) Select the pre-defined Queue / Delivery Options Set for
PNR (for ticketing, invoice, etc.) processing.

» Pre-Trip approval settings: Click the Add PTA Configuration link to access Pre-trip
approval settings.

Note: For more information about PTA, please contact your Account Success or Sales Manager.

2. Click Save to save the changes. Click the “_ changes not applied” link to commit the changes.

3. The changes made since the last time a commit was done are displayed. Click the Commit
button to commit the changes to the database.

3.4.2 Custom PNR

Custom PNR string edits are performed to complete the GDS reservation. This allows the PNR to be sent
to GDS with very little agency touch. The configuration can contain basic information like adding a cost
center to a name field or can be more complex, like documentation for ticket exchanges. In general,
custom PNR strings are created by the Deem configuration team during the site implementation process.
Modification to PNR strings are the responsibility of the client, however, Deem is available to assist in any
needed changes.

To determine which PNR edit strings are needed, Deem studies a typical agency booking and attempts to
duplicate standard entries. This could include UDIDs, specialized cost savings documentation and variable
credit cards options based on departmental requirements.

To access the PNR string edits:

1. Click the Services tab. The Services | Travel page is displayed.
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a. Click the Travel Agency link. The Services | Agency Configuration page is displayed.

\ Settings ‘

Users

‘

Groups ‘

E Back to Travel Cenfiguration

Agency Settings
Configure travel agency settings.

Rules

Reports

Profiles

Services | Agency Configuration

Custom PHR

Create a custem Passenger Name Record format.

QueueDelivery Options

Delivery option and queue placement designations.

b. Click the Custom PNR link. The Services | Custom PNR Configurations page is

displayed. Click the link below a Set Name to view the configuration or click the Add a New
PNR Configuration to add a new one.

\ Settings ‘ Users ’ Groups ‘ Rules Reports Profiles
m Back to Agency Cenfiguration
Services | Custom PNR Configurations
Custom PNR Configurations
\Set Hame « Last Update Used By Travel Agency
Default Custem PNR August 14, 2008 Yes
VIP Custem PNR January 13, 2008 No '@
Add A New PNR Configuration
c. The Services | Add (or Edit) PNR Configurations page is displayed.
‘ Settings ’ Users ’ Groups Rules Reports Profiles
[¥] Back te Custom PNR Configurations
. .
Services | Add PNR Configuration
PNR Set Name: [Defautt Custom PNR |
Custom PHNR Fields Show: [AII v
Line y :
o, + PHR Field Type Custom PNR Requirement GDS
NFIRST LEVEL STAR MOVE
1 Profile {if{(UserPnrData.DataType=="new"}i(UserPnrData.DataType=="hold"}} F Sabre Edit
{out.print{"N*-A1B1-ACME#NM");3} Remove
/iName Field & Statement Information £
var dc = UserPnrData.User.Uzerinfo.DepartmentCode; 3 Sabre dit
2 Accounting ID 3 Bl i)
Remove
{if({{UserPnrData.DataType=="new"}(UserPnrData.DataType=="hold"}
{lls=rPnrNata NataTune=="rhann="\\8{drz1nd=finad\l
L/IIJOBILE PHONE A~
B N AUy

ot e St G -0 AU o . A =y, e

b T o B e T

S A S

paspm— TR
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3.4.3 Lists and Sets

The List and Set structure is used throughout the Deem Dashboard.

Using travel policy as an example, a List could be the policy set up for the general population of
travelers. A second list could be the policy set up for VIP travelers and so on.

A Set is a holder, or a “bucket”, into which related lists can be placed. Continuing with the travel
policy example, the two lists mentioned (general population travelers and VIP travelers) could be
placed in a Set titled Domestic Travelers. If travel policies were then created for internationally
based travelers, a set could be created to hold those lists.

Once details have been defined (the list), add them to the holder (set) for use when configuring
travel policy. In the dashboard a link for Lists and Sets will be seen under many of the Services
functions.

Travel policy for Everyone Travel policy for Everyone

Travel policy for VIPs Trave! palicy far VIPs

Set for International Travelers Set for Domestic Travelers

3.4.4 Queue and Delivery Options

Once the PNR is complete, the record must be sent to a queue for processing. It can be sent to the default
queue set up on the Agency Configuration, or there can be a different queue set up in this link.

A separate list must be created for each unique delivery requirement. An example is where an
airport requires a paper ticket. A list specific to this requirement must be created.

1. From the Services tab click the Travel Agency link. The Services | Agency Configuration
page is displayed

Settings | Users Groups Rules ; Reports | Profiles

[¥] Back to Travel Configuration
Services | Agency Configuration

Agency Settings
Configure travel agency settings.

Custom PHR
Create a custom Passenger Name Record format.

QueuelDelive

ueuel/Delivery s
Delivery option an. eue placement designations.

2. Click the Queue / Delivery Options link. The Services | Queue / Delivery Options page is
displayed.

3. Click the Queue / Delivery Options link.
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3.4.4.1 Queue / Delivery Options List Items

Note: Queue / Delivery Options follow the List and Set structure discussed earlier. First, we will look at the
List of options.

‘ Settings

Users ’ Groups Rules Reports Profiles
@ Back to Agency Configuration

Services | Queue/Delivery Options

Queue/Delivery Options
Enter qusue and delivery options to include in Queus/Delivery Option sets

Queue/Delivery Option Sets
Create Queus/Delivery opticn =&tz to be az=igned to a group.

1. The Services | Queue / Delivery Options page is displayed.

Settings | Users ‘ Groups Rules Reports Profiles

[*] Back to Queus/Delivery Options

Services | Queue/Delivery Options

Queue/Delivery Options

HName PCC/Queue Delivery Options Last Update

HELD PHRS BCXAM0M - August 08, 2008 Copy b d
EXCHANGE PNRS BCHAS0M1 - April 14, 2008 Copy X
Car & Hotel Onhv / BCHAM1ZNE - April 18, 2008 Copy X
WIP Bookings 1UUSM05M11 = August 08, 2008 Copv ]
Add A New Queue/Delivery Option

Note: A PNR must meet ALL the conditions outlined in queue / delivery options

2. Click the Add Queue / Delivery Option link to add a new option or click the name link to edit an
existing one. The Services | Add (or Edit) Queue / Delivery Options page is displayed.

‘ Settings { Users ’ Groups { Rules Reports Profiles

Back to Queue/Delivery Options

Services | Add Queue/Delivery Options

Queue Delivery Options

Record Nams:

Record type

Select at least one record typs: [¥] New O Change O cancel [ tentative

> L LR S ISR L T R Y o R

3. Complete the page:
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* Queue Delivery Options
= Record Name: Enter a record name that will be easily recognizable for the queue.
* Record Type: Select at least one record type: New, Change, Cancel, or Tentative. This is
the type of PNR that the queue delivery option applies to.
+ Conditions: Set the requirements that must be met by a PNR before the PNR will be
placed in this queue.

Reminder: All conditions must be met for PNR'’s to fall into this queue.

Conditions
Enter the conditions that must be matched for the display of delivery options and/or queue placement:

Itinerary Type Conditions

Select the itinerary types that must be matched: @alttineraries  Oselected tineraries

Vendor Conditions

VWhich airlines must be included in the itinerary: @Any airines  Oselected airlines

Airine supports e-tickets: Oves Ono - Oniot Applicable
Web fare was booked by third party provider (TRAVELfusion): O\‘es Ollo @Not Applicatle

Select one or more matching airline class of service: ~
Coach =

Premium Ceach —
Business A

Current Selection is: None

Select one or more car companies that must be included in the

itinerary: |Able Rent A Car
Ace Rent A Car
Aco Rent A Car

Advantage

I

Current Selection is: None

Select one or more matching hotel chains that must be included in
the itinerary: [Abacus Merchant Hotels

Abotel

Accor Hotels

Adams Mark

Current Selection is: None

Date/Time Conditions

Select a ticketing deadline:

Select the beoking date/time range that should be used for tinerary

evaluation: Start:
End:

Select the airline flight departure, train departure, hotel check-in or

rental car pickup date/time range that should be used for itinerary Start:
evaluation:
End:

Select the time range that the booking date must match that is prior
to flight departure, train departure, hotel check-in or rental car pick- Start: | Any Time
up:

End: Any Time |V

Departure Conditions

L e PP

S A

et Ann o A o A A A 4 s L T e NNy po e

o Itinerary Type Conditions: Select either All itineraries or Selected itineraries. If Selected
itineraries is chosen, select the itinerary guideline(s) such as ltineraries with air segments -
from the dropdown list. Multiple guidelines may be selected by using the control key. Select
one or more from the dropdown list:

- ltineraries with at least one international segment
- ltineraries with no international segments
- ltineraries with a car segment
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Itineraries with a hotel segment
Itineraries with a private rate hotel
Itineraries with passive segments
Itineraries with hotel only
Itineraries with car only

Itineraries with car and hotel only
Itineraries with rail segments
Itineraries with air segments

o Vendor Conditions:

Select either All airlines or Selected airlines. If Selected airlines was chosen,
select the airline(s) from the dropdown list. Multiple airlines may be selected by
using the control key.

Also choose how the airline participates in the itineraries.

- Airline supports e-tickets: Select Yes, No or Not Applicable

- Select one or more matching airline class of service: Select the class
of service from the dropdown list. Choose more than one class by holding
down the control key.

- Select one or more car companies that must be included in the
itinerary: Select the car company from the dropdown list. Choose more
than one by holding down the control key.

- Select one or more hotel chains that must be included in the itinerary:
Select the hotel chain from the dropdown list. Choose more than one by
holding down the control key.

Date / Time Conditions:

Select a ticketing deadline from the dropdown list. None, Any day after
tomorrow, Today or Tomorrow.

Select a booking date / time range that should be used for itinerary
evaluation from the dropdown lists.

Select the airline flight departure, hotel check-in or rental car pickup date /
time range that should be used for itinerary evaluation from the dropdown
lists.

Select the time range that the booking date must match that is prior to
flight departure, hotel check-in or rental car pick-up from the dropdown lists.

o Departure Conditions:
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“Departure Conditions = T T -

Enter one or more comma separated airport codes from which the, l |

3 Airport Code
ttinerary must depart to be used for evaluation i
Enter one or more comma separated train station codes from which l | Station Cod

the itinerary must depart to be used for evaluation’

Current Selection is: Nene

Select one or more countries from which the ttinerary must depart
to be used for evaluation: |Afghanistan
Albania
Algeria
American Samea N2
Current Selection is: Nene

~

Return Conditions

Enter one or more comma separated airport codes from which the, [
tinerary must return to be used for evaluation”

] Airport Code

Enter one or more comma separated train station codes from which,_ [

Station Code
the ttinerary must return to be used for evaluation” l B

Select one or more US states from which the itinerary must return
to be used for evaluation: |Alas

Current Selection is: None

Select one or more countries from which the ttinerary must return

to be used for evaluation: |Afghanistan
Albania
Algeria
American Samoa N
Current Selection is: None

R T A GNP ERCURNPIy AN NN oo AN AP o s AN AN A ant A e Maae A ool 4 ien B
- Enter one or more comma separated airport codes from which the
itinerary must depart to be used for evaluation: Enter the airport code(s).

Multiple airports may be selected by using the control key.

- Select one or more US states from which the itinerary must depart to be
used for evaluation: Select the state(s) from the dropdown list. Choose
multiple states by using the control key.

- Select one or more country from which the itinerary must depart to be
used for
- evaluation: Select the country from the dropdown list. Choose multiple
countries by using the control key.
o Return Conditions:

- Enter one or more comma separated airport codes from which the
itinerary must return to be used for evaluation: Enter the airport code(s).
Choose multiple airports by using the control key.

- Select one or more US states from which the itinerary must return to be
used for evaluation: Select the state(s) from the dropdown list. Select
multiple states by using the control key.

- Select one or more country from which the itinerary must return to be
used for evaluation: Select the country from the dropdown list. Select
multiple countries by using the control key.

o Other Conditions:
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Other Conditions
Does the matching itinerary contain a ticket with any refuni:i‘lz: Oﬁ’es Ouc @Hct Applicable
Is an unused ticket being recommended for exchange?: O\’es Oue @Not Applicable
If a ticket is being voided: Ov'es @th Applicable
If a ticket veid or refund attempt fails: OV'ES @th Applicatle
Does the matching itinerary contain Special Handling Instructions: Ov'es OHc @Hot Applicatle
Does the record contain multiple passengers: O\’es OHc @Hci Applicatle
Enter the GDS price variance that must be exceeded for matching, I IU ted States Doll v]
tineraries’ LeC s o
Create a custom script
"“*'W.!‘.W"w R T P LTIV VRS PR P e _’,..A—‘“"~ NI | oh o N e AR L A I Ao AR e A \_»-«---.,}""“\m PRIV S e e T
- Does the matching itinerary contain a ticket with any refundable value:
Select Yes, No or Not Applicable.
- Is an unused ticket being recommended for exchange: Select Yes, No or
Not Applicable.
- If aticket is being voided: Select Yes, No or Not Applicable.
- Does the matching itinerary contain Special Handling Instructions: Select
Yes, No or Not Applicable.
- Does the record contain multiple passengers: Select Yes, No or Not
Applicable.
- Enter the GDS price variance that must be exceeded for matching
itineraries: Enter the price variance and select a unit of measure from the
dropdown list.
- Create a custom script: Enter a custom script to define the requirement for
this queue. The Deem Configuration Team can help with this.
o Actions: The following actions will take place if ALL the above conditions are met:
o A gt ST =T Sy Y i = "'_'--’,V_.V_,,.," S NN i T - _,,_/_‘w"',h_,z,,.v,, 5 e B gugas P et ’
Actions
The following actions will take place if all the abowve conditions are mst.
Allow matches to other records: Qr’es @No
Enter the PCC (Pzeudo City Code) and Queue where the matched
bocking recerd should be placed: Pssudo City Cods:
Queue:hcs"n
Place matched bocking records on both the assigned and default
iace ma CCKING recor on co as=ign: :gchu::eio”r'és @NQ
Enter the delivery option(g) that should be dizplayed to traveler on, I
the Trip Purchase page if the tinerary matches’
Show delivery addrezs information with above delivery options: Or’es @No
Save Cancel
- Allow matches to other records: Select Yes or No. Is a PNR allowed to go to more
than one queue? If Yes is selected, the PNR will go to other queues. If No is selected,
the PNR will go to the most restrictive queue.
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- Enter the PCC and Queue where the matched booking record should be placed:
Enter a pseudo city code and queue name.

- Place matched booking records on both the assigned and default PCC/Queue:
Select Yes or No. The default queue is the queue assigned on the Agency Settings
page.

- Enter the delivery option(s) that should be displayed to traveler on the Trip
Purchase page if the itinerary matches: Enter text that does not include travel lingo or
HTML tags.

- Show delivery address information with above delivery options: Select Yes or No.
An example of when a delivery address is needed would be for a paper ticket.

4. Click the Save button to save the configuration. The Services | Queue / Delivery Options page
is redisplayed. Click the Back to Queue / Delivery Options link at the top of the page. (NOT
the browser Back button)

Settings ‘ Users ’ Groups ‘ Rules ‘ Reports ’ Profiles
E Back to Queue/Delivery Opticns
Services | Queue/DeliV ions

ST SHPTPPP o PSR R & SV S S PP

3.4.4.2 Queue / Delivery Options Sets

Note: Next, add the List (Qqueue policy detail) to a Set.

1. Click the Queue / Delivery Option Sets link. The Services | Queue / Delivery Option Sets
page is displayed.

Settings ‘ Users m‘ Groups Rules Reports Profiles

(¥] Back to Queue/Delivery Options
Services | QL

leue

Queue/Delivery Option Sets

Set Name v Used In Rule

Default Queue Set 8/8/2008 ves X

Add A New Queue/Delivery Options Set

2. Click the Add Queue / Delivery Options Set link or select a set name to add a List to an existing
set. The Services | Add Queue / Delivery Option Sets page is displayed.
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Settings ‘ Users ‘ Groups Rules Reports Profiles

E Back te Queus/Delivery Option Sets

Sewiceé | Add Queue/Delivery Option Sets

Queue Delivery Options Set

Set Name:

Queue/Delivery Options

Name PCCilQueue Delivery Option Last Update

You do not have Queue Delivery Option in this Set at this moment

Save Add Optio Cancel

3. Enter a Set Name and click the Add Option button to add list items to the set. The Services |
Search and Add Queue/Delivery Options page is displayed

Settings ‘ Users ‘ Groups Rules Reports ‘ Profiles

\I‘ Back to Add Queue/Delivery Option Sets

Services | Search & Add Queue/Delivery Options

Search for Queus/Delivery Options Starting with: | | Search

Queue/Delivery Options

~\Selec:t One Hame « BCC/Queue Delivery Options Last Update
‘ =i HELD PHRS BCHAM01M - August 08, 2008

O EXCHANGE PHRS BCXAB0M - April 14, 2008

@] Car & Hotel Onlv BCHAM1214 - April 18, 2008
O VIP Bookings AUUSM05M1 - August 08, 2008

4. Select a list item by clicking the radio button beside it and clicking the OK button if only one list
is to be added to the set or the OK & Add Another button to add this one list and then another
one to the set. Repeat this step for each item to be added. When selection of lists to add to the
set has been completed, click the OK button.

Click Save to save the set. Click the “_ changes not applied” link to commit the changes.

The changes made since the last time a commit was done are displayed. Click the Commit
button to commit the changes to the database.
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