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How to Log In

Access to the Concur online booking tool is granted the same way as accessing to your profile: by logging into the main
site : https://visionlinks.ca/mcaqill/en/login

Enter your email and password on that main login page associated to your company.

Login

New User? Please click here to create yvour profile

Forgot Password

Please enter your email address and password provided by Visionlinks (this password was sent to you to grant you
access to your profile). If you do not remember your password, click on Forgot Password, a new temporary password

will then be sent to you.
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https://visionlinks.ca/mcgill/en/login

T McGill

A single sign-on process will give you access to the Vision Link Portal and other important travel resources. Links to your
profile, online booking tool and important reference information can be found in the “Quick Links” section. By clicking on
“Online booking Tool”, you will automatically be logged into your Concur homepage.

English |

(X8 2 >
+ McGill
ATTENTION MCGILL TRAVELERS

= Registration of Canadians Abroad ATTENTION MCGILL TRAVELERS

. Canadian Passport Office
MeGill travelers may search and book all market fares (excluding Air Canada) through this online booking tool whether the flight

= Currency Exchange L R
is with a contracted airline or not.

< E-Travel Advisories

NERe s toms For Air Canada bookings go to their special Corporate Rewards site where the discounts are imbedded in the system (excluding
Tango fare which has no discount)- to register for access to this site contact bbesner@vision2000.ca

= 0OPC Information-Quebec Only

REEEln =t ion You may also use it for booking your car rentals and hotels from the suppliers available through
= 0nline tinerary Vision Travel.

= Traveler's Health

For further information go Travel Services website.
2 The Weather Network

Web Check In “* IMPORTANT-FOAPAL PAYMENT *** If you are selecting FOAPAL as your method of payment for a reservation

you are required to put your reservation on hold when the "HOLD TRIP” option is displayed to you later in the bocking

e process. The system will provide you with a date & time limit that this reservation will be held for and it is important that
= Porter you send your completed and assigned FOAPAL authorization form to your agent Brandon Besner

= Delta (bbesner@vision2000.ca) prior to the expiry of the on hold limit otherwise your reservation will be automatically

o Eey cancelled. Once your completed and signed FOAPAL has been sent to your agent, it is extremely important that you log-
o in to Concur and complete the purchase of your airline ticket by clicking on "PURCHASE TICKET".

= Alitalia

&

: -||/, VERIFIED & SECURED

VERIFY SECURITY
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Explore Home page

The Home page includes many sections that will help you navigate and obtain the information you need.

Take a Tour v Administration ~ | Help ~
Home Travel Reporting ~ App Center Profile. ~ &
CONCUR 01
View Trips

Hello, William

TRIP SEARCH COMPANY NOTES

.., Booking for myself | Book for a guest

4 =% = 8 O

Flight Search

Bienvenue & votre outil de réservation en ligne / Welcome to Vision 2000's new Online Booking

® Round Trip One Way Mutti-Segment TOOI

Departure City @ Read more

MY TRIPS (1)

Find an airport | Select multiple airports

oot e

Quick Task Bar

The new Quick Task Bar gives users quick access to their most important tasks. The tasks that appear depend on the
user's roles/permissions.

Administration | Help ~

Home Travel Reporti App Center
L 3 Profile ~ &

—~

(@4 CONCUR 00

) ViewTr\ps
Hello, William

It also includes the count of associated tasks. As shown here, this user has 00 upcoming trips.

My Trips

This section appears just below the Trip Search section.

TRIPS(1) «——
—  ——————— Click the headingto access the Trip Library,
| Click the name to access a printable version of
0cT Trip from Dorval to Toronto <—— the itinerary.
21-30 hjuly sales Click the segrment icon to access an actionable
___———| version of the itinerary.

—— &

Morev &N D Click More to access the menu (below).
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Facts & Stats

This section lets you track of your personal stats and read helpful hints.

FACTS & STATS
You have spent 0% more on business expenses You have booked 0 out-of-policy trips so far this
so far this year. o year.
0%
INCREASE
0 Qut of Policy
$0 $0
2013 2014

Returning to Home

Once you leave the home page, the Home menu is replaced by the Concur logo. To return to the home page, click the
logo.

CONCUR Requests Travel Expense Invoice Approvals Reporiing App Center

Travel Arrangers Trip Library Templates Meetings Tools Meeting Admin Concur XA

A = = O Travel Alerts

Discover the Profile menu

| Help ~
CONCUR Travel Reporting ~ App Center ®

Profile -

-

Profile Perscnal Information System Settings Mebile Registration Travel Vacation Reassignment

William N Never

Your Information

P r.ofl |e O ptl O HS Profile Settings| | Sign Out

Personal Information

Cempany Informatien Select cne of the fellowing to customize your user profile
Contact Information Administer for another user...
X Personal Information System Settings ® | am a delegate o travel assistant
Email Addresses Your home address and emergency contact information Which time zone are you in? [f o
Emergency Contact hour clock? When does your W | am a seff-assigning travel arranger
GedijCas Company Information Contact Information v
o Your company name and business address or your remote How can we contact you about
Travel Settings location address Cancel
Travel Preferences Credit Card Information Setup Travel Assistants J
Intemnational Travel You can store your credit card information here so you don't You can allow other people wit'm 1O DOCR 1.
- have to re-enter it each time you purchase an item or service. and enter expenses for you.
Frequent-Traveler Programs
Assistants/Amrangers Travel Preferences Travel Vacation Reassignment
sl e e e Bt e e e L R e e e g Y R oy
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Profile — Profile, Sign Out, Delegate, Proxy, Travel Assistant/Arranger

Profile settings, sign out, and administer for another user (for the delegate, proxy, travel assistant/arranger) have been
moved to the Profile menu.

Welcome, Chris Collins [ You are administering for: Yourself]  Last logged in: 08/28/2014 11:10 am (Details) (7] Help | Log Out

CONCUR

My Concur | Request Travel Expense Central Reconciliation

jce  Purchase Request Reporting Locate Administration Profile  App [enter

Trip Search Travel Alerts
Flight || Car || Hotel | Flight Status 484 RandomVerbs.com is giving Triplt Pro to all en

oyees. | Activate Subscription Mo thanks

Administration  Profile

Central Reconciliation  Invoice Locate App Center

My Concur  Request | Travel | Expense Purchase Request  Reporting

Home Arrangers Trip Library Templates Meetings Meeting Admin  Policy Profile Tools Concur XA

You are admMgtering travel for: | Me -

Flight || Car || Hotel | Flight Status Travel Alerts
R g

o
% Randomy

ferbs.com is g

Adninistration. | Help ~

Travel Expense Invoice Approvals Reporting App Center

Requests

Profile ~ &

CONCUR ‘ o 00 0l 21 04

New Cpen Purchase Payment Available Cpen
Hello, Chris Requests Requests Requests Expenses Reports

TRIP SEARCH ALERTS

Update Your User Settings

In the new UlI, the user can click on Profile > Profile Settings to update his settings. Once you gain access to that menu,
simply click on System settings to update configuration settings such as language, time zone and date formats.

Administration ~ | Help

CONCUR Travel Reporting ~ App Center

Profile + &

Profile Perscnal Information Mebile Registration Travel Vacation Reassignment _—
- William N Never

Your Information SyStem Settl ngs I Sign Out

Personal Information
Company Information
Contact Information Regional Settings and Language
Email Addresses
Emergency Contact Engiish (US) v

Credit Cards v
Mumber Format

Travel Settings 1,00000 v Cancel Apply

Administer for another user...

® | am a delegate or travel assistant

Defaul Language o
| am a self-assigning travel arranger

Travel Preferences Placement of Currency Symbol
Intemational Travel Before the amount ¥ 2000 ¥
Frequem_ I_-a"'eler ngrams MNegative Number Format Default View
Assistants/Arrangers —

-0 v menth ¥
Other Settings Negative Currency Format
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Logging off

In the new User Interface, click on the profile tab and Sign out to log off.

o &

William N Never

Profile Settings) 1] Sign Out

Administer for ancther user...
® | am a delegate or travel assistant

| am a sel-assigning travel arranger

Cancel Apply

Administer for Another User — Travel Assistant/Arranger

William N Never

Profile Settings | Sign Out

Administer for ancther user...
® | am a delegate or travel assistant

| am a sel-assigning travel arranger
= = g

Cancel Apply

The delegate, proxy, or travel assistant/ arranger uses Profile to select a user. He/She clicks Profile, selects the desired
user, and clicks Apply.

NOTES:
If the delegate has 5 or less users, then they appear in a drop list. If there are more than 5, then the user enters the
first few letters of the desired user's name and selects from the search results.

This section is used by delegates, proxies, and travel arrangers. If a user has more than one of these roles, the user
selects the appropriate option.

The Profile menu option then becomes Administer for <name> and the single "user" icon becomes a double "user"
icon.
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Administer for
Mever, William

To return to working for him/her, the user clicks Administer for <name> and then clicks End admin session.

Administer for _
Never, William

j' Logged to administer for
“" Never, William
Profile Settings| | Sign Out

Administer for another user...
® | am a delegate or travel assistant

=l igning Ve ge
| am a sel-assigning travel arranger

Cancel Apply

How to make a Travel Reservation

How to make a Flight Reservation

On the Travel page (as well as the Home page), you will find the search tool ready for a flight reservation request. The
configuration is set by default to a round trip but you can change that to a one way or a multi segment trip by clicking on

the appropriate dials.
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TRIP SEARCH

4 & = B O

| Start your trip search

Flight Search

*! Round Trip One Way Mutti-Segment
Departure City &)

Find an airport | Select multiple airports
Arrival City €

Find an airpaort Select multiple airports
Departure &

depart ¥ | %00 v | z4 ¥

Return @

depart ¥ [ 1700 v | x4 ¥

Pic k-up/Dirop-off car at airport
Automatic ally reserve this car
Find a Hotel

Specify airline @
Refundable only air fares

AirCanada Prometicnal Code: {cptional)

Search flights by Price (¢ Schedule

Or, tell us in your werds what you want to do

e.g. flight from JFK to Paris on Tuesday

If you need to book a Car, a Hotel or a Train ticket without any flights, please use the appropriate tabs.

In the Departure City and Arrival City fields, enter the names of the cities for your trip.

- When entering a city name, an airport name or an airport code, Concur will automatically search and offer similar
results to your entry, helping you find the information faster.

- Note that if you choose a particular airport, generally, you will only obtain the results for that specific airport. If you
wish to obtain results for all airports tied to a city, choose the Area Airports option. This selection will encompass
all airports tied to that city.

It is very important to select the appropriate times at which you wish to Depart and Return. Your company policy bases
itself on the hour indicated in the initial search to apply the policy of low fare.
Departure €

depart v 00 vl z4 ¥

Return @

depart ¥ J17:00 v jjz4 ¥

By default, the tool will search for the time of departure requested but note that you can instead select a time of arrival as
a search option. All you need to do is change the depart for an arrive :
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s‘ :I:. ' = 4 '

arrive Y Q1700 ¥ || x4 ¥

Return €

The +/-4 is the range of hours you wish to search. So, for example, in the example above, for the departure, the tool will
be searching for flights that depart between 5AM and 1PM since the selection is set to 9AM with a +/-4 search option.
You can adjust the range of this filter to fit your needs.

The arrows shown on the right side (see picture below) will help you find what time the direct flights depart at between the
desired cities. This component is useful when you are wanting to travel to a city that has direct flights and you are
unsure what time the fly direct.

Departure @

123172014 depart ¥ | @00 ¥ | x4 ¥
Return @

01012015 || arive ¥ |[17:00 v |[24 ¥

By clicking on the arrows, the tool will present you with an hourly scale and indicate the direct flights by green lines.

Departure €

1202172014 depart ¥ |[ 900 ¥/ x5 ¥

24 hour range

Return @ Air Canada #865
01012015 arrive | [Lufthansa #6838) 5 w Fal

24 hour range EETNES

If you require a car for the duration of your stay, you can click on Pick Up/Drop off car at airport. This will coordinate the
car times/dates with whatever flight selection you make.

Return @
17:00

D1/01/2015 arrive ¥ 00 w5 ¥

Pic k-up/Drop-cff car at airport

Automatic ally reserve this car

You can also click on Automatically reserve this car, which will quicken your process by bypassing the car results page
and assigning your car automatically according to what you requested. After clicking on that option, you will be asked to
choose the provider and the car type. You will notice after booking your flights (and hotel if you requested it), that the car
will show up confirmed on the itinerary page.

¥ pic k-up/Drop-off car at airport
#| sutomatic ally reserve this car

-Car “endors- ¥ || Intermediate Car ¥

If you need a car with a different pickup location/ dates or times, you can skip the car reservation at this point and add it
on the first itinerary page later in the process.

If you would like to book a hotel, click on Find a Hotel.
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¥ Find a Hotel
Find hotels within |5 | Distance Units) miles v |of
* Ajrport Address
Company Location Reference Point / Zip Code
Please enter an airport.

LHR - Heathrow - Londen, England

With names ¢ entaining:

You can search for your hotel with four different pinpoints:

Close to an airport

Close to a specific address

Near a company location

Near a reference point or a Postal/Zip code

T McGill

If you wish to stay at a few different hotels during your stay, or if you do not require a hotel for the whole duration of the
stay, you can skip this step and add your hotel on the first itinerary page.

o . Search
Once you have completed your initial search request, you can click on -

You can be advised that there are direct flights outside of the range of times you requested. If you wish, you can hit cancel
and modify your time search criterias to include these direct flights.

Expand Search Window?

(YUL) to Heathrow, London (LHR) between: 4:00 and 14:00.

There is at least ane nonstop flight departing during the following
hours: 19:00, 20:00.

‘Would you like to expand your search window to include nonstop
flights?

0 There are no nonstop flights from Pierre Elliott Trudeau Intl, Dorval

Yes Mo Cancel

Vision
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Here is an example of the flights results page:

Print / Email
Dorval, PQ, Canada To New York, NY /
Tue, Dec 30 - Wed, Dec 31
Hide matrix
) = = | ® A = X
a1 r:sults Westlet Multiple United Air Delta us American
Carriers Canada Alrways Airlines
Nonstop 998,73 _ 42542 451.12 577.67 _ _
25 results 1 results 5 results 18 results 1 results
1 stop 31477 34227 _ 451.12 _ 796.60 1,018.16
16 results 1 results 6 results 7 results 1 results 1 results
i Baggage Fee Policies Show fare display legend
Shop by Fares || Shop by Schedule Sorted By: | Price - Low te High v
H Expand All Details
Displaying: 41 out of 41 results, <=Previous1 2345 Next == | All
Price Carrier Depart Arrive Stops Duration
C$314.77 & (Westlet YUL 500 = LGA 1335 1 4h 56m
LGA 1855 = YUL 2114 1 4h 19m
Compare » More like this + Show details v
==, Unitedt YUL 630 =¥ LGA 8.04 0 1h 34m
=
C$342.27 WestJet LGA 1855 = YUL 2114 1 4h 19m
t Operated by Air Canada
Compare » More like this + Show details v

You can use the matrix at the top to help filter your flights. You can select a column to filter a certain airline, you can select a
row to view your results to nonstop flights only and you can select a specific box to view just directs with one carrier for
example. You can also easily switch over from a Shop by fare option (better used to find the best prices) to a Shop by
Schedule (better used to find specific flights) by clicking on the tabs just above the flight details.

You can also click on the link More like this and then select if you wish to view more departures or more returns like that
option.

You can review the results of the search in the Shop by fare tab, then click on Show details to view the flight information
such as connection information, fare rules and seat availability.

To select a seat, click on the icon next to the flight details. A legend will appear at the bottom of the popup page, and
you will be able to view the available seats, the reserved seats and those considered as preferred.

Vision
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C$515.72 Gk  AirCanada YuL

E=X L6A )

630 =3 LGA 804
> YuL 1900

=
N

i

1h 34m
1h 25m

Compare »

More like this 4 Hide details A

Outbound flight: Dorval, PQ , Canada (YUL) - New York, NY (LGA) Tue, Dec 23

® Air Canada Pierre Elliott Trudeau... (YUL)
#7450 Depart: Tuesday, 6:30

Stops: 0 Duration: 1h 34m  Flex: G Embraer E-175

La Guardia (LGA)
Arrive: Tuesday, 8:04

Return flight: New York, NY (LGA) - Darval, PQ, Canada (YUL) Wed, Dec 24

® Air Canada La Guardia (LGA)
#7461 Depart: Wednesday, 17:35

Stops: 0 Duration: 1h 25m  Flex: G Embraer E-175

Pierre Elliott Trudeau... (YUL)
Arrive: Wednesday, 19:00

Travel Policy

O Air Fare is greater than the least cost logical airfare plus 1.00 dollars
Air Canada - (Sabre)

Fare Rules

Ticket non-refundable - penalties may apply

Change fee likely applies (plus fare difference, see fare rules)
E-Ticketing Available

iew more fares

’ I
Seat Map - Google Chrome

T

https://www.concursolutions.com/twPopup/popup_seatmap.asp?airv=AC&segnum=_&fltnum=481&bic=Y.

Seat Map

&

Air Canada Flight: 481 Airbus Industrie A320-100/200

Pierre Elliott Trudeau Intl (YUL) - Lester B Pearson Intl (YYZ)
12/29/2014

Seat Selection: | B8 | Handicapped facilities

|
1213
|

Do oOmm

[ Available seat Occupied seat [l Preferential seat:

M Leave vacant or assign last seat M Selected Seat
Preferential seating is not generally available for discounted fares, or travelers without higher levels of

frequent flyer status @
Seat assignment is subject to change up until time of departure

FH Exit row

Select Seat Close

Available seats (by class of service):
A8 G P8 B:8 C8

Select your desired seat and click on Select Seat to confirm your choice. Once you will have saved your preference, you
can close the window. You will notice that the flight now has a requested seat as it will appear in black, indicating that

a seat request is set for that flight: .

Vision
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*Important* Do not select a prefered seat unless you have status with your frequen flyer granting you acces to those
seats. Also, note that certain airline fares do not include free seat selection, so it is possible that you cannot make a seat
selection online.

Note that all seat selections done online are requests that require an answer from the airline; it is therefore important for
you to verify your final confirmation to see if the airline was able to confirm the seats or not. If the seats were not
confirmed, please reach out to your travel agent by phone or email and they can make the necessary adjustments for you.

Once you will have chosen your round trip combination, you can click on to confirm your selection. The online tool
will then adjust the calculations and quote the final price for your trip. Note that all fares are presented to include taxes,
but when booking within Canada, it will price as one ways that will then require a sales tax adjustment. This can be the
reason why your final total is not exactly the same as adding up the cost of the departure and return prices that were
shown. Note that the price difference will always be minimal, as in a few dollars to the most.

Fare Quote

F i From To Depart Arrive

AC D481 YL YW 2014-12-30 06:00:00 2014-12-30 07:35.00

AC D412 YYZ YL 2014-12-31 13:00:00 2014-12-31 14:18:00
Mumber of Passengers 1

Fare Summary

Base Fare 790.00
Taxes, Fees and Charges

CA1- CAMADA AIR SECURITY CHARGE - 5 14.25
5Q1 - AIF - PROVINCE OF ONTARIO 25.00
503 - AlF - PROVINCE OF QUEBEC 25.00
RC1-HST FOR PROVINCE OF ONTARIO 3.25
XG3 - GST ON AIF FOR PROVINCE OF QUE 1.25
XG4 - GST - PROVINCE OF QUEBEC 40.21
XQ - QUEBEC SALES TAX - Q5T 80.22
XQ3 - QST ON AIF IN QUEBEC PROVINCE 2.49

Total Est. Cost
CAD 981.67

Click on Reserve to confirm your choice.

If your selection is outside of your travel policy guidelines, you will then obtain a Travel Policy Violation popup, asking
you to provide a reason (from a drop down menu) as to why you chose those flights. The box will also show you your
selected flights/price and compare it to the lowest flights it found. If you wish to return and pick the lowest priced flights,
simply click on Cancel or close the box and remove your selected flights and select the ones you had in the popup and
submit again.

If you wish to keep your selected flights, simply select a reason as to why and click save.

[ ]
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Travel Policy Violation - Google Chrome

https://www.concursolutions.com/twpopup/rule_justification_popup.asp?ru

-

Travel Policy Violation

This flight is not in compliance with the following travel rule(s):
() Log For Reports: Air Fare is greater than the least cost logical airfare plus 1.00
dollars

Please choose the reason for selecting this travel opticn. If mere than cne reasen applies, chocse the
most applicable. This reascn applies to this entire trip. i

|-- Please Choose a Reason - v

Please explain why you have chesen this flight. NOTE: We will log flights which you did nct take.

The estimated selected fare was:

973.7 3% (Quoted fare: 981.67) M

a8 — -
Travel Policy Viclation - Google Chrome

(= | B |

https://www.concursolutions.com/twpopup/rule_justification_popup.asp?ru

Chosen: -
Cost: 981.67

Outbound Flight

] 481 Pierre Elliott  12/30/2014 Lester B 120302014 Airbus
Trudeau Intl  6:00 Pearson 7:35 A321
YuL) Intl (YYZ)

Return Flight:

(] 412 LesterB 12/31/2014  Pierre 12/31/2014 Embraer
Pearson 13:00 Elliott 14:18 190
Intl (YYZ) Trudeau Intl
(YuL)
Least cost logical fare
Cost: 229.44
Outbound Flight
(] 431 Pierre Elliott  12/30/2014 Lester B 12/30/2014  Airbus
Trudeau Intl  6:00 Pearson 7:35 A321
(YUL) Intl (YYZ)

Return Flight:

- 7518 Toronto City  12/31/2014  Pierre 12/31/2014 DHC8
Centre 15:15 Elliott 16:25 Dash
Airport (YTZ) Trudeau 8-400

Intl (YUL)

T McGill

The tool will now direct you to a Recap page. On this page, you will find the following elements:

- Areview flight tab, detailing the flights you selected
REVIEW FLIGHTS

Outbound flight: Dorval, PQ , Canada (YUL) - Toronto, ON , Canada (YYZ) Tue, Dec 30

® Air Canada Pierre Elliott Trudeau... (YUL)
#481 Depart: Tuesday, 6:00

Stops: 0 Duration:  Latitude: B Airbus Industrie A321

Lester B Pearson Intl (YYZ)
Arrive: Tuesday, 7:35

Return flight: Toronto, OM, Canada (YYZ) - Dorval, PQ, Canada (YUL) Wed, Dec 31

® Air Canada Lester B Pearson Intl (YYZ)
#412 Depart: Wednesday, 13:00

Stops: 0 Duration:  Latitude: B Embraer 130

Pierre Elliott Trudeau... (YUL)
Arrive: Wednesday, 14:18

Vision
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- Atraveler information section, advising who you are booking for, their contact information as well as any frequent
flyer he has on his profile.

ENTER TRAVELER INFORMATION

Ensure all traveler information below is corect. @

PRIMARY TRAVELER Edit | Review all

Name: William M Never Phone: 514 @visionvoyages.ca ¥

Frequent Flyer Programs Add a Program

For Air Canada

Air Canada — 777777777 v
- A seat assignment section where you can access the seat maps of your selected flights

SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now. Otherwise, Concur will request them for you.

Select Seats

- Areview price summary section:
REVIEW PRICE SUMMARY

Description Fare Taxes and Fees Charges
Airfare 790.00 191.67 981.67
Total Estimated Cost : 981.67 CAD
Total Due Now: 981.67 CAD

- A Select the method of payment section

SELECT A METHOD OF PAYMENT
a2 v] Edit | Addcredt e

* Indic ates credit card is a company card

You can review all the data, add any missing information (like a frequent flyer) or change the assigned credit card (if your
configuration supports it).

Reserve Flight and Continue
Once reviewed, click on to move to the next section of your trip.

*Important* Any modified information on this page will not be applied in a permanent way. The data will be saved
temporarily only, for the purposes of applying it to this trip. If you wish to make permanent adjustments to your traveler
profile, you will be required to make those adjustments via Visionlinks.

Vision
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How to make a car reservation

If you selected the Pick-up/drop off car at airport option in the initial search box, you will now be directed to the car
results page.

You once again have a matrix at the top of the page from which you can filter to a specific car company or a specific car
size. Your car size preference in your profile (if one was mentioned), will be automatically assigned in grey. Car
companies with yellow diamonds are preferred carriers.

Note — some companies choose to only show preferred suppliers, in which case you will only be given those choices. If
the preferred car companies are sold out, the tool will then widen its search to offer you other carriers.

Trio S Pick up: (YYZ) on Tue, Dec 30 7:35 RAR e
flp summary Return: Wed, Dec 31 13:00
Hide matrix
Flights Reserved
Round Trip A = - <= - - - =
47 results Economy Car Compact Car Intermediate Car Standard Car Full-size Car Premium Car Luxury Car
YUL - YYZ
Outbound: Tue, 12/30/2014
Return: Wed, 12/31/2014 o:)"o 56.00 60.00 6200 64.00 64.00 10640
(= [zarna)
@I Selecta Car 67.40 68.50 7291 77.30 7730 11146
Days: 1
WYZ - Terminal Brpr R - 18,02 F— P 10591
7217 73.34 78.02 8271 8271 05.91
Pick-up: Tue, 12/30/2014 eoe
Drop-off: Wed. 12/31/2014
%':.:):1 8455 84.55 8624 87.09 87.09 9645
Select a Hotel Remove
o~ A<‘>’<'>5 8820 88.20 90.00 900 3090 100.80 219.60
Toronto, ON
Check-in: Tue, 12/30/2014 ¥/l - 36.00 36.00 38.00 4200
Check-out: Wed, 12/31/2014
i 57.04 6452
ity 57.04 0.78 4.5 4.5
Buges. 96.0C 98.00 99.00 99.00
Displaying: 9 out of 47 results. @
Total Estimated Cost ~
Sorted By: | Policy - Most Compliant ¥
Air A
981.67
CAD i Sabre) nore inf
Total 98167 Intermediate Car (Sabre) O O & more info Hertz.
C$62.00 per day Unlimited Klometers S
LY Automatic transmission e
[ Change Car Search v ] (Corparate rate) Total cost €$168.24 w
[ Car Display Filters ~ 1 =
Note that if you have a yellow icon, this means that the car type or car company are outside of the boundaries set

by your company policy. You can still reserve the car, but, as seen earlier in the flights section, you will obtain a Travel
Policy Violation popup that will require you to select a reason that will be logged for reports.

Once you have made your selection, you will be directed towards a recap page once more to review the following details:
- Areview of the actual rental car requested, including location, car type, dates and times

REVIEW RENTAL CAR

Avis Car Rental Location Details

Type Pick-up Drop-off
Intermediate Car Airpert Terminal Airport Terminal
Features YYZ: Toronto YYZ: Toronto

7:35 Tue, 12/30/2014 13:00 Wed, 12/31/2014

- A section for preferences where you can request a GPS or add special comments to the provider

PROVIDE RENTAL CAR PREFERENCES

Your preferences and comments will be passed to the rental car agency.
Comments {30 character max)

Include in-car GPS system

[ ]
Vision
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- Areview of the driver’s details such as name, contact phone, email and frequent guest number if he has one
listed on his profile:

ENTER DRIVER INFORMATION

Ensure the name below matches the 1.D. you have with you on the day of pick-up. @

DRIVER Edit | Review all

Name: William N Never Phone: 514- @visionvoyages.ca ¥

Rental Car Agency Program Add a Program

Ho Program selected ¥

- Areview of the approximate total price of the rental

REVIEW PRICE SUMMARY

Description Daily rate Dates Total
Avis Car Rental 90.00 Dec 30 - Dec 31 90.00
Total Estimated Cost : 241,31 CAD"
Total Due Now: 0.00 CADT

* Does not include additicnal fees incurred during time of travel.
1 Remaining amount due at rental loc ation.

Once you have reviewed all the details and corrected or added any information needed, click on .

*Reminder* Any modified information on this page will not be applied in a permanent way. The data will be saved
temporarily only, for the purposes of applying it to this trip. If you wish to make permanent adjustments to your traveler
profile, you will be required to make those adjustments via Visionlinks.

How to make a hotel reservation

If you selected the Find a Hotel option in the initial search request box, you will now obtain the hotel search results
corresponding to your criterias entered in the search box.

Depending on your company’s configuration, you could be invited to provide information on your hotel stay if you are
making a reservation for an overnight trip that did not include a hotel stay.

An interactive graphical map is shown for hotels instead of a matrix. The preferred hotels for your company are identified
by pink icons.

[ ]
Vision
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Trip Summary

€Y Flights Reserved
Round Trip

YUL-YYZ
Outbound: Tue, 12/30/2014
Return: Wed, 12/31/2014

(=) Car Reserved
Days: 1
YUL - Terminal
Pick-up: Tue, 12/30/2014
Drop-off: Wed, 12/31/2014
|=j) Selecta Hotel
Nights: 1
Lester B Pearson Intl, Toronto, ON
Check-in: Tue, 12/30/2014
Check-out: Wed, 12/31/2014
Total Estimated Cost A
. CAD
& 98167
CAD
G 24131
CAD
Total 4 227 98
Change Search v

s

T McGill

Check-in Tue, Dec 30 - Check-out Wed&Dec 31 S e
N> © @ | Automatic v B gues =
‘ M 2 Q.P Soreway p, 'fzjl Woodbine Racetrack s MW
@
M" /:7’6, 4%%
] v"’y R
@,0
‘ “,
.
¢ ?
&
»
G
%,
| Assumption %
‘ ((:::‘e?gl:y (4] 2500 feet 1 km
; b bing

Okia ©2014 Microsoft Corporation
e £33 " ed

View map legend

Sorted By: | Preference v

Expand All Details

Displaying: 63 out of 63 results

With names containing

1. Four Points by Sheraton Toronto ...

6257 Airport Rd

—
Sl Mississauga, Ontario L4V 1E4

©0.63 miles | viewmap

Lester Pearson International Airport

from

C$83

rate this hotel

more info | compare choose room » ‘

In most cases, the hotels will initially show by order of preference and not by price or distance. Reason being is that your
company has chosen to show you first the hotels that are recommended for that selected area. You can change the sort
order by clicking on Sorted by. This will give you the option to sort by price or by distance for example.

To filter out to a specific hotel, you can enter the name in the With names containing box right next to the Sorted by box

just below the map.

Catholic
Cemetery

‘ > bing

Assumption

O, T
%

A 2500 feet 14
\8kia ©2014 Microsoft Corporati
L =4

2014

v With names containing:

Price - Low to High
EHExpan( Price - High to Low

Rating
Distance

Policy - Most Compliant \
Policy - Least Compliant

foronto ...

You can also filter your search by chain or super chain from the tab found on the left hand side of the page. The tool will
remove any chains not selected by you in this box and present you only the hotels part of the requested chains (or super

chains).

Vision
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Hotel chain ~

*) Chain Superchain

Best Western (2)
Comfert Inns (4)
Courtyard (3)

Crowne Plaza (1)
Fairfield Inns (3)
Genares Worldwide (3)

Hampton Inns (3)

Check All | Reset

Notice that you can also search by neighborhood:

Neighborhood ~

Bramalea (1)

Brampton South (1)

Forest Hill Morth (1)

Gateway (3)

Highway 401/Highway 410 (3)
Huron Park (1)

Kipling Heights (1)

As well, you can also filter out hotels by the amenities they offer:

Hotel Amenities ~

Breakfast (29)
Brcadband Internet (34)
Business center (40)
Convention center (0)
Dry cleaning (40)
Fitness ¢ enter (45)
Game room (1) v

Hotel amenities may change over time and
without notice. Not all hotels have provided
their amenities list.

T McGill

Clicking on the link for more information of a specific hotel will open up a popup with information on that hotel, such as
restaurants on site, restaurants close by and if a shuttle service is offered.

5. Hilton Toronto Airport Hotel &am...

5875 Airport Road
Mississauga, Ontario L4V 1N1
E  ©1.31 miles | viewmap

rate this hotel

from

C$99

more info | compare

choose room »

Click on choose room to view the rates available at that hotel :

Vision
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5. Hilton Teronto Airport Hotel &am...

5875 Airport Road from

Mississauga, Ontario L4V 1N1 R C$99

@1.31 miles | viewmap
rate this hotel

more info | compare choose room »

5. Hilten Torento Airpert Hotel &am...

5875 Airport Road from

Mississauga, Ontario L4V 1N1 o C$99

@ 1.31 miles | viewmap
rate this hotel

more info | compare hide rooms

&' Wireless Fees: Common Area Wirsless: Free

B C$99 1 2 Beck Radius Glebal Hotel P - South Tower One King Bed Overlooking Pool Featuring 32 Flat Screen (Rate Code: AD2A31) (Sabre)

u C$99 Best Available Rate - Scuth Tower Two Queen Beds Work Area - Plush Top Bedding - Safe (Rate Code: AD1LVE) (Sabre)

u C$99 1 2 Beck Radius Global Hotel P - South Tower Two Queen Beds Work Area - Plush Top Bedding - Safe (Rate Code: AD1A31) (Sabre)

Py

You can view the fares offered at that hotel. If you have preferred rates at that hotel, they will be identified with your
company’s name.

When you are ready to reserve your hotel room, click on the radio dial next to the room type you wish to confirm and click
on Select.

The select button are color coded as follows:

A green Select button means the rate complies to your company policy

A yellow Select button means the rate does not comply to your company policy. If you select this room rate, you
will be required to provide a reason as to why (as seen previously in the air and car reservation processes of this
guide).

Note that a grey or yellow diamond indicates preferred hotels for your company. ( A )

Once you have made your selection, you will then be guided to a review page where you will be asked to review the
following elements:

Details of the hotel (address and phone number) and the room type/rate you are booking:

REVIEW HOTEL ROOM

Hilton Toronto Airport Hotel & Suites
12 Book Radius Global Hotel P - South Tower One King Bed Overlocking Poel Featuring 32 Flat Screen

1 Night | 1 Guest®
Check-in Check-out Address Phone
Tuesday, December 30, 2014 Wednesday, December 31, 2014 5875 Airport Road +1-905-677-9900
Mississauga. Ontario L4V 1N1
Canada

* We reserve every hotel room for 1 guest only, regardless of the number of actual ravelers sharing the room. The primary traveler's name is attached to the reservation for hotel
checkein

A preferences section where you can enter a special request (for example : away from elevators)

Vision
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PROVIDE HOTEL ROOM PREFERENCES

Your preferences and comments will be passed to the hotel.

Comments (30 character max )

Request foam pillows Request rollaway bed Request crib

The hotel guest detail information (name, email and phone as well as frequent guest number):

Ensure the name below matches the |.D. shown on the day of check-in. @

HOTEL GUEST

Name: William N Never Phone: 514- @visionvoyages ca ¥

Edit | Review all

Hotel Program Add a Program
Mo Program selected ¥
- Areview of the approximate total for the stay:
REVIEW PRICE SUMMARY

Description Nightly rate Dates Total
Hilten Toronto Airpert Hotel & Suites 99.00 Dec 30 - Dec 31 99.00

Total Estimated Cost : 99.00 CAD*
Total Due Now: 0.00 CAD+

* Does not include taxes or additional fees incurred during time of stay.
T Remaining amount due at hotel loc ation.

- Review the credit card being sent to guarantee the room
SELECT A METHOD OF PAYMENT

The credit card you select will be held to ¢ onfirm your reservation. You will not be charged in full until y our hotel stay

blabla (.. y v | Edit | Add credit card

* Indic ates credit card is a company card

A review of the cancellation policy, to which you have to accept the terms (see in red):
ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel.
EXTRA PERSON: 25.00CAD

[CANCEL BY 4PM DAY OF ARRIVAL |

04PM 30DEC14

A CREDIT CARD GUARANTEE IS REQUIRED ON ALL RESERVATIONS AFTER
1600/4PM ARRIVAL TIME. INDIVIDUAL PLANS MAY VARY . SEE PLAN
DISPLAY FOR MORE INFORMATION

NO DEPOSIT IS REQUIRED AT THIS TIME. PLEASE SEE GUARANTEE
POLICY.

| agree to the above rate rules, restrictions, and canc ellation policy.

. . . . . Reserve Hotel and Continue
Once you have reviewed and adjusted all the information, you can click on .

*Reminder* Any modified information on this page will not be applied in a permanent way. The data will be saved

temporarily only, for the purposes of applying it to this trip. If you wish to make permanent adjustments to your traveler
profile, you will be required to make those adjustments via Visionlinks.
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Finalizing your trip

Once you have completed all your selections, you will be presented with the details of your trip. This page is also known
as the first itinerary page. You will notice the Trip Summary on the left of the page that indicates that you are not
quite finished with the booking process. You have a few more steps to go to complete the booking.

It is at this first itinerary page that you can add hotels and/or cars that do not match with your flight dates/times. You can
add them by clicking on the appropriate logo on the right under the Add to your itinerary tab.

T S Travel Details
Flights Reserved Trip Overview
Round Trip | want to... Trip Name: Trip from Dorval to Toronto =di) Add to your Itinerary
YUL-YYZ Print Itinerary Start Date: Dec 30, 2014
Outbound. Tue, 12/30/2014 E-mal Wrerary art Date: Dec S o 1
Return: Wed, 12/31/2014 End Date: Dec 31, 2014
Created: Nov 30, 2014, William Never (Modified: Nov 30, 2014)

Finalize Trip Description: (No Description Available) 4

Review Travel Details Agency Record Locator: NMUHEE

Enter Trip Information Passengers: William N M Never

Submit Trip Confimation Total Estimated Cost: § 1,321,98 CAD (Detais)

Airfare must be ticketed by an agent by: 12/01/2014 17:00
Eastern

Reservations

Tuesday, December 30, 2014

This page is also the page offering you a last chance at changing/requesting your seats as well as adding or removing
any components to the trip.

Reservations

Tuesday, December 30, 2014

€Y Fiight  Dorval, PQ (YUL) to Toronto, ON (YY2)

Air Canada 481

Departure: 6:00 Confirmation: KYNYE5

Seat: 2TA (Confirmed) =/ Status: Confirmed

Pierre Elliott Trudeau Intl (UL} Air Frequent Flyer Number: AC-777777777
Dwration: 1 hour, 35 minutes

Menstop

Arrival: 7:35
Lester B Pearscn Intl (YYZ)
Terminal: 1

Additional Details

Aircraft: Airbus A321 Distance: 314 miles
E-Ticket

Cabin: Latitude (B)

@ Avis Car Rental at: Toronto CA (YYZ) Change | Cancel
Pick-up at: Teronte CA (YYZ)
Pick Up: 7:35 Tue Dec 30 Confirmation: 38758347CA5
Pick-up at: Toronto CA (YYZ) Status: Confirmed
Mumber of Cars: 1 Rate Code: 2A|

Return: 13:00 wed Dec 31
Returning to: Toronto CA (YYZ)

Additional Details

Rate: 5 90.00 CAD daily rate, unlimited miles; S 80.00 CAD extra daily rate, unlimited miles; 5 67.51 CAD extra hourly rate, unlimited miles
Total rate S 741 31 CAD Corpnrate Niseoont C20000

. . . Mext
If you have no adjustments to make, please review, scroll down and click on .
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We are now at the second stage of the finalizing trip process.

Trip Summary

Flights Reserved
Round Trip

YUL-YYZ
Qutbound: Tue, 12/30/2014
Return: Wed, 12/31/2014

Finalize Trip

e A7 )] .-_"
Enter Trip Information

On this page, you can assign a description to your trip, you can also email a colleague a copy of this trip by adding their

email address. As well, on some rare configurations, you can add comments to the agents. Once you have completed
entering the (optional) information, click on Next.

Note — Some configurations can allow to place a trip on hold. This is not generally offered since it is not compatible with
offering Air Canada web fares, which are instant purchases.

Trip Booking Information

The trip name and description are for your record keeping convenience. If you have any spetial requests for the travel agent, please enter them into the agent comments section.
Trip Name

This will appear in your uUpcoming trip list.
Trip from Dorval to Toronto

Trip Description (opticnal)
Used to identify the trip purpose

Comments for the Travel Agent (optional)
Special Reguests may incur a higher service fee. Send a copy of the confirmation to: @
.counts as it has additonal costs fied to is| | colleague@visiontravel cal

this comment box js not assigned to many
usage.

Send my email confirmation as
“ @HTML OPilain-text

With my email confirmation. .

Do not inc lude directions to hotels with email  *

You may HOLD this reservation until: 12/01/2014 17:00 Eastern

Please enter information about this trip then press Next to finalize your reservation. If you close at this peint your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

We now move on to the final step of a booking : submitting your trip for purchase.
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Trip Summary

Flights Reserved
Round Trip

YUL-YYZ
Outbound: Tue, 12/30/2014
Return: Wed, 12/31/2014

Finalize Trip

v Review Travel Details
v Enter Trip Information
Submit Trip Confirmation

Trip Confirmation

T McGill

To COMPLETE BOOKING, please press the "Purchase Ticket” Button after reviewing this page.

To CANCEL, press the Cancel button.

Trip Name: Trip from Dorval to Toronto
Start Date: Dec 30, 2014
End Date: Dec 31, 2014

Agency Record Locator: NMUHEE
Passengers: William N M Never
Total Estimated Cost: § 1,321.98 CAD

Created: Nov 30, 2014, William MNever (Modified: Nov 30, 2014)
Description: annual meeting with sales department

Comments to Agent: this comment box is not assigned to many accounts as it has addiitonal costs tied to its usage.

0 Airfare must be ticketed by an agent by: 12/01/2014 17:00 Eastern

A quick overview of the itinerary is done at this point, before confirming the reservation by clicking on .

The reservation is completed once you see Finished!, as seen here:

Trip Summary

Finished!

You have successfully booked your trip!

o Finished! Trip Record Locator : NMUHEE

This itinerary violates one or more rules. The broken rules have been logged.
Your itinerary has been saved. Vision Demo will service your itinerary.
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice
Airfare must be ticketed by an agent by: 12/01/2014 17:00 Eastern

Travel Contact Information

*Important* - if you choose to close the window before getting to this stage of the process, Concur will not consider your
trip as confirmed for purchase. It will send you an email requesting you to complete the reservation later in the day. If you
do not gain access to the tool to complete your process, the system will simply cancel the file overnight. It is therefore
extremely important for you to finish the process entirely.

Cancelling or modifying an airlines reservation, a car rental or

a hotel reservation

*Important* - You cannot make any modifications or cancel any flights online. If you wish to cancel or change your flights,

you are required to contact your travel agent to do so.

To access your reservation, click on the Travel tab and then on the Upcoming trips tab.

CONCUR Travel Reporting ~ App Center

Travel Arrangers

& Booking for myself | Book for a guest

A E = @

Flinht Saarch

Vision
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Trip Library Templates Meetings

Tools Meeting Admin Concur XA

Company Notes || Upcoming Trips | Trips Awaiting Approval

@ Trip Namel/Description Status Start Date End Date

Trip from Dorval to Toronto (NMUHEE) Ticketed 12/20/2014 12/21/2014
annual meeting with sales department

24



T McGill

Click on the trip you wish to modify. This will bring you back to the first itinerary page where you can add a car or hotel.

Trip Summary

Review Travel Details

Enter Trip Information I want to... Trip Name: Trip from Dorval to Toronto [Edit) Add to your Itinerary
=t .y Print Itinerary .
Submit Trip Confirmation [E— Start Date: Dec 30, 2014 @ car @ ot

Wiew Trip History
Create Template

Share Trip
Cancel Entire Trip

Open in Outlook End Date: Dec 31, 2014
Created: Nov 30, 2014, William Never (Modified: Nov 30, 2014)
Clone Trip Description: annual meeting with sales department [Edit)

Comments to Agent: this comment box is net assigned to many
accounts as it has addiitenal costs tied to its usage.

Agency Record Locator: NMUHEE
Passengers: William N M Never
Total Estimated Cost: § 1,321.98 CAD (Details)

You will also have the possibility of printing the itinerary, cloning it, sharing it with a colleague, etc...

| want to...
Print Itinerary
E-mail Itinerary
Open in Outlock
Miew Trip History
Create Template
Clone Trip
Share Trip

You can also cancel or modify hotel and car reservations:

Pick-up at: Teronte CA (YYZ)

Pick Up: 7:35 Tus Dec 30
Pick-up at: Toronto CA (YYZ)
Mumber of Cars: 1

Return: 13:00 Wed Dec 31
Returning to: Toronto CA (YYZ)

Additional Details

Total rate: 524131 CAD

Rental Details

Intermediate / Car / Automatic transmission / Air ¢ onditioning

@ Hilton Toronto Airport Hotel & Suites

5875 Airport Road
Mississauga, Ontario, L4V 1N1
CA

+1-905-677-9900

Checking In: Tue Dec 30
Room 1, Days 1, Guests 1

Checking Out: Wed Dec 31

Additional Information
Daily rate: $99.00 CAD

Room Details
Room Description: RoomDescriptionCodeslZA3

Avis Car Rental at: Toronto CA (YYZ)

Rate: 5 90.00 CAD daily rate, uniimited miles; $ 90.00 CAD extra daily rate, unlimited miles; $ 67.51 CAD extra hourly rate, unlimited miles

Change | Cancel

Confirmation: 38758347CA5
Status: Confirmed
Rate Code: 241

Corporate Discount: C210000

Change | Cancel

Confirmation: 3158318447
Status: Confirmed
Rate Code: ADZA31

Total rate: $ 98.00 CAD

Simply complete the steps and finish your trip again as initially shown (until you see the Finished! comment).
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Travel Action Buttons and Icons

Button/Icon Description

Airfare: Click to view your airfare booking information.

[

Car Rental: Click to view booking information for your car rental.

Lodging: Click to view your lodging booking information.

Rail: Click to view your rail booking information.

| T

Select: Reserves the selected trip details.

Seat map: Click to view the flight seat map.
Yellow Diamond: Indicates a company preferred vendor.

|

Questions?

Do not hesitate to reach out to the online support team:

By phone at 1-877-385-6415
By email: obt@visiontravel.ca
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