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Booking Travel via the Key Travel online portal (Quick card)

1) Access the system:

The online booking tool is accessible via the Key Travel website https://www.keytravel.com/uk

or if a first time user click “Book Online”.
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https://www.keytravel.com/uk

2) Guidance available online

Having logged in there are a number of options, including access to very detailed guidance in the
Training Academy.

Welcome Mrs. Janice Trounson Log out » :__,:’ 020 7843 9600 Travel Enquiry » GetinTouch > Europe >

KEY TRAVEL BOOK ONLINE >
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View of the Training Academy:

BOOK YOUR PREFERRED WAY

© G ©

BY EMAIL BY TELEPHONE

BOOK ONLINE

an boak

=k

KNOW HOW

KT ONLINE FLIGHTS HOTELS UK RAIL

0[S 2 e

TRAVELLER KEY TRAVEL GROUPS ANCILLARIES BRITISH AIRWAYS VISUAL LEARNING
PROFILE MOBILE APP ACADEMIC FARES

@ | &

FREGUENTLY ASK US A
QUESTION

ASKED
GUESTIONS

HOT TOPICS

J/AN

RISK
MANAGEMENT

B | &

TESTIMONIALS BOOKING
OPTIONS

DATA TECHNOLOGY COST SURVEY RESULTS
MANAGEMENT MANAGEMENT

)

ASK US A
QUESTION

The guidance is very comprehensive with more guides accessible by clicking on the individual options
or the “KT Online” box above:

KT OMLIME

Guidance includes the: KT Full User Guide; how to change and cancel a trip; guidance for approvers
and bookers.
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3) How to search and select flights and accommodation to create an itinerary:

Once logged in to collate travel options: flights; hotels; trains; Eurostar click on the Book Online button

©

The screen defaults to flight searches, but the menu to the left of the screen will take you to the other
booking options if you are not looking for fli

Flights
The search tool has options forround trip; one way; multiple stops from the tabs and flexibility to input
search criteria such as thenumber of travellers and the time of travel.

Round trip One way Multiple stops
From Previous searches
City or Airport.. C'\
To
City or Airport.. Q
Ceparture Return
Date Date
Departing Arriving Departing Arriving
Anytime W Anytime W
Travellers
1 Adult W O children W

For instance: a search for flights to Edinburgh for one traveller from Monday 14 Oct returning Friday 18
October (in 4 months time) returns 165 flights options ordered by price ranging from Easylet at £61.42
through to flights from Flybe and British Airways.

Scroll down to find an appropriate flight.

The filters can be used to narrow the results and provide full flexibility on the travel options.

Prepared by Janice Trounson 19 June 2019



Search results:

51 Mrs. Janice Trounson v

Finance Help

Ceparturs from Lenden
05:00

e aTe
22000

Londan

@ STM: stansted Airport

Edinburgh

@ ECI: Egdinkurgh Airp

@ SHD Zsorgs Bes
S=fzzt Ty A

Mon-stop

1+ Stops

Group by Price ()

easyJet

easyJet

Standard

easyJet

easyJet

Standard

easyJet

easyJet

Standard

easyJet
Economy

easyJet
Economy

easyJet
Economy

easyJet
Economy

easyJet
Economy

easyJet
Economy

yJet fivbe: Flybe
Standard
£61.42
Sort by: Cheapest ~
O 08:10 STN
0O 06:20 EDI
-
O 08:10 STN
O 18:05 EDI
7
0 12:25 LTN
0O 06:20 EDI

—= British Airways

Stand.

E£80.34

Rules £61.42 ICTR R O Al ’

Standard Aca
£70.03 £103.35
£241.25 —

direct —
EDI 09:25
Th 15m
direct _
LTN 07:45
1h 25m
direct -
EDI 09:25
Th 15m
direct -
STN 19:30
1h 25m
Rules £61.42
direct
EDI 13:40
Th 15m
direct
LTN 07:45
Th 25m
Rules £61.42

ADD TO BASKET

ADD TO BASKET

Once a suitable flight has been identified it can be “added to the basket” to create an itinerary.
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Accommodation:

To add accommodation use the bed icon to select the accommodation page and enter the city/hotel

Location Previous searches
Edinburgh, UKi Q Edinburgh, UK

Dates 14 Oct - 18 Oct
Check-In l Check-Cut l

MNumber of rooms Occupants per room

| 1 room e ‘ ‘ 1 occupant A" ‘

The search for accommodation to Edinburgh for the 4-night trip in October returned 346 hotel options
(priced from £9.95 a night to £949.05 a night) with a further 586 options within 2 miles, but again this
search can be refined by using the search parameters
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Search results:

£9.95 - £849.05 PER NIGHT

There are up to 586 extra hotels 'ﬁ@

2 Miles v
SORT RESULTS BY: Distance: nearest v ’ Star rating v Price v
5 £241.00
4 4 night(s)
3 £60.25
B avg. per night
@ 3 Waterloo Place, Edinburgh, EH1 3BG, United
Kingdom
(0.04 mi from reference point)
39.8 - 5835.44 ﬁ

£547.32
00000 4 night(s)
: - £136.83
Name or Brand ¥ 16 Waterloo Place, Edinburgh, EH1 3EG avg. per night
United Kingdom
(0.06 mi from reference point)
Wi-Fi
reakfast
£792.00
00000 4 night(s)
£198.00
¥ 1Princes Street, Edinburgh, EH2 2EQ, United avg. per night
Kingdom
(0.06 mi from reference point)
1CH £530.12
OEOOO . 0IORK(S)
- £132.53
¥ 23-27 Waterloo Place, Edinburgh, EH1 3BH, avg. per night

United Kingdom
(0.07 mi from reference point)

=
You can: view the hotels on a map; read more about the hotel facilities and see photos; read trip
advisor reviews; amend the order that they are shown by filtering on star rating, distance, or the
amenities available (including accommodation with a full kitchen for those wishing to cook). By clicking
on the “show all” arrow the full range of items to filter on is shown.

The price quoted is for the total stay but the average cost per night is also provided.

When the preferred hotel has been found, click on it to see the room options. Make your selection and
add this to the basket.

RATES
Room type Guests Options Price
Couble X MNon-refundable £241.00

Standard Rate
Budgst ADD TO BASKET
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This map shows the spread of the hotels in the area:

£1 Mrs. Janice Trounson v  Finance Help

. £9.95 - £949.05 PER NIGHT
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] Continental S e £60.25
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4) Viewing basket and checking out

A view of the basket (click on the trolley image bottom left of the screen) will show all the selections:
hotels and flights etc

BASKET clear basket
é easyJet 1seat
Mon, 14 Oct 08710 - 09:25 London, GB ( STN ) — Edinburgh, GB (EDI) £61.42 ®
Fri. 18 Oct 06:20 - 07:45 Edinburgh, GB (EDI) — London, GB (LTN )
h Edinburgh Troom
£264 50 ®
Mon, 14 Oct Premier Inn Edinburgh Royal Mile — Double 4 nights

ADD A HOTEL ADD A FLIGHT ADD A TRAIN SAVE QUOTE SEND QUOTE BOOK OR HOLD

”», u

At this point the options presented are to “save quote”; “send quote” or “book or hold”

Please select “send quote” to enable the booking to be shared with the local requisitioner who can
raise Agresso purchase orders and complete the booking.

Selecting send quote gives the following screen:
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& https://interactive keytravel.com/#/search/trip/905536/details

£, Mrs. Janice Trounson v

Finance Help

- i
i-«erif-_.- <share r}_;:-rirt

All prices are subj

SHARE

are this itinsrary as ‘read only’, please ch for a usar/s or anter the name or smail addr

ect to price fluctuations until ticket issue

cancel

oy can
L) trip

of the person/s you wish to send it to

’ O\ Search uszars @

h.mclurg@amul.ac.uk

T

aveller information:

A\ ncomplate

1. (Adult)

Mon, 14

Dapart: Maon, §8:10 Stansted Airport (STH ), GB

Arrive: Mon,

2\ Fri,18 0c

BDI — LTN 1h 25m

Bkg COz8

Oct - Fri, 18 Oct

sy Jat - U223]

conomy

kg COza 206 mi

Important: In the notes box please include the budget code that the trip is tc
detailing the purpose of the trip — this will be needed for the purchase order

> be charged tp and a note
to be raised,

Use the “search users” box to find the relevant administrator who raises pu
and then the add button to include their email in the send to box on the righ

At this stage the traveller information should be added, by clicking on the pe

chase orders in the school

t

ncil icon. Passport details

maybe required depending on the booking. It is important to ensure the name is correct and as per

travel documents:
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1. ¢Adult) Traveller information: g} Incomplate

Search for traveller profile

Start typse to search O\ ‘
Title First name Middle name{optional) Surname
Email Address Mobile phone number Known traveller Redress number

Travallers name must match the name an their passport

Airline Frequent Flyer Number

At this stage the booking will look something like this with the budget code; trip description and
traveller information complete. The next stage is to “send” the booking quote. (note if there are
others travelling the itinerary can be “shared”)
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KEY TRAVEL

1, Mrs. Janice Trounson

Finance Help

o
VERIFY
e
-=‘."J = To request the travellers/s to select 2n optien and/or provide com
send it to

Mo verification reguests have been sent for this trip yet

/

\

All prices ars subject to price fluctuations until tickset issua

ments, pleass ssarch fior or enter the name or email address of the gerson/s you wish to

Budget code FiMxoono

Annual BUFDG Finance Directors conference

Q Search uzers

helen meclurg

[[Jzend a copy for reference (oo

1. Mrs Janice Trounson

,
'y

é Mon, 14 Oct

Depart: Mon, 0570

Arrive: Mon, 09:25

o, Fri. 18 Oct

Depart: Fri, 08:20

Aurrive: Fri, 07:43

Guote | 1

w Complete

Traveller information:

London — Edinburgh — London

5TN — EDI 1h 15m
Stansted Airport (ETM ), GB
Edinburgh Airport (ECI1} , 8B
EDI — LTH th 25m

Edinburgh Airport (EDI} , GB

London Luton Airport (LT},

Rule Standard Fare

Travelodge Edinburgh Central Waterloo Place

-

Mon, 14 Oct - Fri, 18 Oct

85.8kg COze
easyJdet - L2231
(Economy }

144 6kg COze

gasyJet - U212

(Economy }

Mon, 14 Oct - Fri, 18 Oct

317 mi

306 mi

£61.42

Edinburgh HH
Check-in: Maon, 14 Oct
Checkout: Fri, 15 Oct
3 watsrloo Placs
- X non-refundable
Guot I
Hats i Budgst™

4 nights
1rgom
Double

1 guest per room

standard Rate

£241.00

£302.42

Total

Created by: Janice Trounson 19/046,/2019

Cogyright & 2018 Kay Trawsl  All rights ressrvad  Terms and conditions  Privacy policy
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5) Obtaining the purchase order
Having sent the booking, to the local administrator who raises purchase orders, this individual will
receive an email from Key Travel alerting them to the quote with a link to log into the Key Travel
website. They can log in and review the quote.

Key Travel <donotreply@keytravel.com:
Shared itinerary for Edinburgh, Trip 905536
1 Heen Mourg

ﬂll!hm ang problemi with how thit meciage i digplryed, click here 1o view it n 2wl Browiar,
Click Bere b dewnlosd pictunei. To Belg protect your pirvacy, Dutlesk pervented mtomats: download of soms picturet in this metsage.

EEEEE

Ky Travel it o full service TMIC, So thae next brme you ool with an enquirg, remember that yes can book your complete travel itmerary in one go. from flight, rail and hotel Bockings 1o viss lodping,
car bire and alnpoek parking. Ask your consultant for our full rengs of services.

Think belore you pring

MECLAIMER

Thit email, sleng with iny attschmentfi, are inbindied for the named recigient only, i yau hive recered it in arios you hiee Ao sutharity ta uie, daclods, itane of copy Bny of ikl conbents and you
shiuld destroy i and indorm the sender,

Whilst this email and sssociated sitechments will hivve Been chedhed for keovwm viruses whibit within ey Travel systesrs we can acoepd md retpeadibibty once i bas been seal.

Comemagnications on Key Travel's o R sy may be sored seadfor recoroed bo peoure the eflective operation of the rystem snd for othar lewhal purposes. Registered UK Office: Kay
Trivenl Lbd, 28-53 Britannia Sareet, Lenden WX 0IF, Company rogistration 1524302,

If there are no issues with the booking from a budget perspective the requisitioner will raise a purchase
order in the finance system Agresso and press “book”. The trip ID and description of the trip should be
used in the purchase order narrative ie Annual BUFDG Finance Directors Conference in Edinburgh
October 2019 and the budget code picked up from the booking information provided by the traveller.
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Thiz Trip has been zaved as & quaote

TRAVELLERS ITINERARY

1. Mrs Janice Trounson 4} London — Edinburgh — London

1zeat Mon, 14 Cet - Fri, 18 Oct

send travel documentation

5TN — EDI 1h 15m o5 6kg COze

ék, Mon, 14 Oct

Book Depart: Mon, 0510 Stansted Airport (ETMD), G5

Arrive: Mon, 09:25 Edinburgh Airport (EDI}, GB

eszyJet - U223

(Economy
PAYMENT CODES A\ Fri.18 Oct EDI — LT 1h 25m 144 8kg COze
Purchzze Crde Depart: Fri, 0820 Edinburgh airport (ECID, GB
/ | Arrive: Fri, 07:45 London Luton Airgort ¢ LTN ] , @8
BanyJet - U212
\/ (Econamy
IMPORTANT INFORMATION standard Fare b
e £61.42
Please check your travellers passport meets entry requirements rfare: —
for all countries visited and any 2 bile viszs 2re ohtained Quote arars ==
Alrline taxes & fess £26.00
Please visit our Booking Fee £3.00

er has all relevant (£3.00 per person]

r the trip.

Upon confirmation, it is important the trav

ve

tickets, vouchers and reference numbsers

By selecting "Confirm’ you are ag
along with the ¢

itinerary.

=

Premier Inn Edinburgh Royal Mile
'

Edinburgh
Mom, 14 Oct - Fri, 18 Oct

Check-in: Mon, 14 Oct 4 mights
Checkout: Fri, 18 Oct 1 room
Pleass ensure travellsrs names are spelt exactly as per their 1 QuUest per room
(2= East Market Street Edinburgh Edinburgh Double
Quote
Budget*

standard Rats

£264.50
£264.50
£0.00

£0.00

£0.00

Pay now £325.92

Pay on cellect /
to supplier £0.00

Total: £325.92

*Texes and services fess may be charged locslly

At this stage the purchase order number needs to be added into the relevant box and the booking
confirmed.

6) Payment
Key travel will invoice QMUL and send this directly to the Accounts Payable team in finance. The
invoice from Key Travel will quote the PO and this will be processed. Requisitioners should “goods
receipt” the purchase order in the usual way to enable QMUL to settle the invoice.
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There are no costs for the traveller to pay personally in relation to the travel costs and consequently no
expense claim to submit. QMUL will make payment directly. Booking online with Key Travel is the
most cost effective method with no booking fees for accommodation and £3 for flights.

7) Viewing and cancelling quotes

Quotes and bookings can be viewed in the trip screen by clicking on the suitcase icon in the menu bar

Search by Trip |D or Trainline Referance C:'\ Travellar C:'\ Location: city, hotal.. Q
Filtar by: Trip Status Al A4 Date range | From . l To . l Include past trips
Trip Trip ID & | Travellars Trawval Itinarary Currant Trip cost
Status data stage
Guote 1 Janice Trounson 14,/10,/2019 Edinburgh - Pramisr Inn Edinburgh Royal Mils E32592
14/10,/2019 London &2 Edinburgh %}
Copyright © 2018 Key Trave! All rights reserved  Terms and conditions  Privacy policy  Accessibility

Double clicking on the quote or trip will bring up the full itinerary details and enable this to be
cancelled.

Please note: there may be costs incurred for cancelling trips, but this will depend on the nature of the
booking.
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S Mrs. Janice Trounson

Fimance Help

VERIFY

d it to

Sen

Bverify ¥ :i—"."'-; E]print

Mo werification reguests have been sent for this trip yet

All pricas are subject to price fluctuations until tickst issua

reguest the traveller/s to select an option and,or provide comments, plesse search fior or enter the name or email addreszs of the gerson/s you wish o

Sudget code FlMxDooo
annual BUFDG Finance Directors conference

1. Mrs Janice Trounson

J\
ar

é Maon, 14 Oct STH — EDI

Depart: Mon, 0510

Arrive: Mon, 09:25

ok, Fri, 18 Oct EDI — LTN

Depart: Fri, 06:20

Arrive: Fri, 07:45

GQuote I 1 Rules

s}

Check-in: ®on, 14 Oct
Checkout: Fri, 1& Oct
= waterloo Placs
Quaote
_ Budgst=

Created by: Janice Trounson 19/06,/20719
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Traveller information:

Stansted Airport (ST,

Edinburgh airport (EDCH ,

Edinburgh Airport (ECI .

| [:)\ Search uzers

| @]

helen meclurg

|:|send = copy for reference (oo)

w* Complate

London — Edinburgh — London

Th 15m
cl-}
cl-}

Th 25m
35

Londoen Luton Airgort {LTM . 35

Standsrd Fare

Man, 14 Oct - Fri, 18 Oct

B5.8kg COze
easyJet - L2231
(Economy 3

144 6kg COge

easyJet - U212

(Economy 3

Mon, 14 Oct - Fri, 18 Oct

4 nights
1 room
Double

1 guest per roam

standard Rate

Total

317 mi

F0E mi

£61.42

£241.00

£302.42

*Taxes and services fess may be charged locally
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m KEY TRAVEL 51 Mrs. Janice Trounson Finance Help

TRIP TO EDINBURGH | ID:905536 All prices are subject to price fluctuations until ticket issue

e e e e e

There is no charge for cancelling this trip. are you sure you wish to continus ?

&~
CONTINUE CAMCEL

Traveller information: ' Complsts E j

51 Mrs. Janice Trounson v Finance Help

TRIP | ID:905536

All prices are subject to price fluctuations until ticket issue
Erine

This trip has bean successfully cancallad! x

: 1. Mrs Janice Trounson Traveller information:  w Complats

ol £0.00

*Taxes and services fees may be chargad locally

Creatad by: Janice Trounson 18/06/2019
Last edited by: Halen Mclurg (Key Traval) 12/06,2019
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