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CERTIFY & NEXONIA TRAVEL OVERVIEW

Training Webinar Guide

Travel Homepage

After logging in there are a few important areas to note on the Travel homepage. At the top of the
screen is the contact information for your Travel Management Company (TMC). If you need to make
changes to your travel after booking, contact them.

Travel ~ Profile ~ Help ~ Alerts ~

For Technical Assistance contact ABC Travel

E em b urse Phone: 888-888-8888 Monday-Friday 8am-6pm

Email: techsupport@abctravel.com

On the left are search parameters to book air, car, hotel, and rail trips.

rat | cor | o |
Air Home

You Have 2 Unused Ticket(s).

Round Trip One Way ] Multiple Cities I

From To

‘ JFK ‘ City or airport code
Search By Location Search By Location

Departure Date Return Date

‘ mm/dd/yyyy ‘ ‘ mm/dd/yyyy ‘

Time Time
Anytime v Anytime v
Depart v Depart v
D Include Car
|:| Include Hotel
::.: Search By Price ::: Search By Schedule
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Click My Preferences to set your travel preferences. Any pending trips will be listed under My Trips. Any
messages such as expiring credit card will be listed under My Messages.

:
You have pending trips below: View All

SAN Submitted for Purchase

o San Diego, CA Monday,
Apr12, 2021 View

My Messages -~

Welcome Pam Employee.

Acredit card has expired. (1 @

A passport has expired. (4 @

Personal Information

Click Personal Information from the Profile dropdown menu.

Travel ~ I Help = Alerts ~

Personal Information )

Travel Preferencas
E Membership Numbers
Display Options

Billing Information
Change Password

Travel Planners

‘ Air Home

In the Name tab, be sure your name is spelt exactly as it is on your passport or legal ID. Below your
emails, be sure to check off the box. If any updates are made to your itinerary, this makes sure you will

be notified.
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Addresses Phone Mumbers Emergency Contact TSA Information Passport Info

Name
Prefix *First Name Middle Mame or Initial *Last Name

*Primary E-Mail Address

Pam ‘ ‘ | Employee

Secondary E-Mail Address

pemployee@circp.com ‘ ‘ personalemail@gmail.com |

@Iways email my itinerary ac@

In the next tabs, add your company’s address, phone numbers, and emergency contact. Store your TSA
number in the TSA Information tab. Finally, enter your passport information in the Passport Info tab.
When complete, click Save.

Personal Information = Print

Complete the information below and click the Save button to update your profile.

(*) Required to complete a reservation.

Name @resses Phone Numbers Emergency Contact TSA Information Passport ID

Travel Preferences

In the left sidebar, click Travel Preferences.

Personal Information

{ Travel Preferences )

Membership Numbers

Display Options
Billing Information
Change Password

Travel Planners
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Here set preferences for:
e Air—set preferred airlines, default class of service, preferred seats, ticketing options, and more.
e Rail — set default class of service, maximum number of connections, set preferences, and more.
e Car —set preferred rental car companies, top three car types, default credit cards, and more.
e Hotel — set preferred hotel chains, select non-smoking rooms, exclude hotel chains from your
search, and more.
When complete, click Save.

Travel Preferences ¢ Print

Complete the information below and click the Save button to update your profile.

(*) Indicates Required Information.
Air Preferences hd
Rail Preferences v
Car Preferences v

Hotel Preferences 4

Membership Numbers, Display Options, and Billing Information

Click Membership Numbers from the left sidebar. If you have any loyalty program numbers such as
frequent flyer numbers, add them here by clicking Add.

Personal Information Membership Numbers q':j Print
Travel Preferences
P Nu Air Membership Numbers
Display Options { +Add
Billing Information Airline Membership Number Status Level
British Airways 576431989 Silver I‘ ﬁ]l'
Change Password

Click Display Options from the left sidebar. Here, select your preferred date format, language, and
currency to view prices in.
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Personal Information Display Options & Print

Travel Preferences

Membership Numbers “
Complete the information below and click the Save button to update your profile.
Display O (*) indicates required information

Billing Information Date Format Time Format D_lstam:e Formax
=
= = @ Miles
@ Mov22or11/22 @ 12 hour clock Bx: &:00pm -
Change Password - - O .
- - () Kilometers
() 22 Novor 22/11 () 24 hour clock Ex: 20:00 -
Travel Planners
* Preferred language * show currency rates in the country’s currency
English v USA -

[] pefault to Hotel Mapped Options

Billing Information

Click Billing Information from the left sidebar. If your administrator has added a corporate card for you,

it will appear here. To add a new card, click Add.

Personal Information B||||ng Information q:j Print

Travel Preferences

Your profile contains the following credit cards.
Membership Numbers

Display Options | 4 Add (-]
Billing Information Mame Card Expiration Date Use as "My Preferred”

Change Password Corporate Travel Visa  VISA - XX000000CCOKT 111 1272022 = ﬂ =
MASTERCARD - 4

P | Mastercard 9720201 -
Travel Planners Brsonal Mastertart 0000000006336 : /

Travel Planners

Click Travel Planners from the left sidebar. Travel Planners are delegates who can book travel on your
behalf. Click Add to add a travel planner.

Personal Information Travel Planners q:j Print

Travel Preferences

Membership Numbers Authorized Individual

Display Options
'+ Add

Billing Infermation
First Mame Last Name Member ID

Change Password

{ Travel Planners

=]

Erin Planner PLANNER
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Enter the Member ID of a user and your planner will be able to access your travel account to book your
travel. If you don’t know the user’s Member ID, contact your company’s travel administrator. Click Save

when complete.

Frome

Travel Planners P Print

Member ID

@30920_3) | | |

Enter up to ten Member IDs of individuals who may plan your travel.

Booking Travel

Hover over the Travel tab and click User Home to go back to your homepage from anywhere within

Travel.

I Profile ~ Help = Alerts ~

Access a Trip

Travel Planners

Import a Trip

Travel Preferences
Start on the Air tab. You may see Unused Tickets. These appear when you had to cancel airfare, and a
fraction of the airfare is credited back to your account. Next, enter criteria such as:
e Round-Trip, One Way, or Multiple Cities.
e From and To cities, or specific airport codes.
o Departure Date and Return Date.
To add a rental car and hotel to your trip, check off the boxes.
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OEoEe

Air Home

W One Way l Multiple Cities D

ﬁ’om To
‘. o ) ‘ " ‘
. Search By Locat sﬁ . Search By Locatio N
Departure Date Return Date
" 02/22/2021 ‘ ‘ 02/25/2021 ‘
. Mon . . Thu .
Time Time
Anytime v Anytime v
Depart v Depart v

D Include Car
D Include Hotel

@ search By Prica () search By Schedule

After checking off including a Hotel, use the search parameters to search for a hotel near the airport or a
specific address. Enter additional search criteria such as Check In and Check Out dates and click Search.

@ Include Car
@ Based on air search criteria
@ Include Hotel

Search For Hotels By:

Airport/Custom Location bt

Alrport

‘ LAX ‘

Hotel Mame Contains

‘ FULL OR PARTIAL NAME ‘

Check-In Date ~ Check-Out Date _
‘ 02/22/2021 ‘ ‘ 02/25/2021 ‘
. Search By Price Search By Schedule

Emburse Nexonia, 2021



emburse emburse

Certify & Nexonia Travel Overview 4 certify nexonia

Your Air results appear first. The top of the page is a table to view available flights by carriers. Below the

table are round-trip flights sorted by price. To the left, use filters to filter your available search results.

JFK
Search By Location
LAX

Search By Location

2/22/2021 2/25/2021

Mon Thu
Advanced
Sort Options
Price ~

Clear All Filters

Flight Number Filter

| Flight Number |Q

JFK - LAX

m JFK - LAX LAX - JFK
Complete Options

QCaﬁcel&iestart Search E®4 Email
Results contain options that have a change in date(s).
4) Additional baggage fees may apply.
A et s
Show All 215
Results American Airlines Delta JetBlue Airways Alaska Airlines
$289 $337 $369
4 Results 25 Results 9 Results
$288 $413 $273 $340
153 Results 5 Resuhs 13 Resulrs 6 Resuls

123456789..

15@

JetBlue Airways  Flight(s) 1001 / 131

e 1:35 pm JFK 10:35 pm LAX

JetBlue Airways Flight 1424

e 0:00 pm LAX Stop{s): 0 510 am JFK
5h10m

Displaying 215 of 215 Fares

« Penalty

Click Flight Details to view expanded details of the trip. To choose a flight, click the price.

JetBlue Airways
e 1:35 pm JFK

JetBlue Airways
e 9:00 pm LAX

Flight 1424

Flight(s) 1001 /131

10:35 pm  LAX

12h Om
Stop(s) 0 5:10 am JFK
Sh 10m
View Rules COVID-19 Safery E

" Penalty

Warnings

Next, choose your rental car. Use the search filters on the left to filter your search results. To the right,
view individual car details and policy rules. To add the car, click Add to Cart.

General

[+ In Palicy (30) S144
|:| Contract Rates

Car Vendors

[ ace (@ $144
[ alamo (2) S46+
[ avis(2) S6d+
[] AvR van Rental (1) 540+
Show More

Car Categories
@ Compact (15) $14+
[ compact Elite (1) 576+

Don't see what you are looking for?

!,;' * Your car travel preferences included these car types: Compact 2-4 Door, Mini Passenger Van

12@

Enterprise
- IN Terminal
) Minivan
Automatic - Any Fuel/Power w/AC
Unlimited Miles

pac /ARSy

M

View Rules Warnings
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Next, choose your Hotel. Use the filters on the left to filter your search results. On the right are your
search results based on your criteria. Below the hotel picture are the amenities the hotel has. Click Show
Rates to view the hotel’s available room and its rules. Select a room by clicking the price per night.

General Hyatt Regency Los Angeles Intl Arpt

[+ In Policy (200) W W W

] Contract Rates 149.00 USD / 669.00 USD

6225 West Century Boulevard
Los Angeles, California 90045
424-702-1234

0.78 Miles

Hotel Name Contains

E Q Hotel Info | Map
Crown Rating
rm "
L] oy Wy W W (9) ==
[ W oW N - ~
0 wwww o EonezagTed
[ wv ue W (58)
Show More v
Amenities 2 Queen ADA tub 2 Queen beds: Accessible tub with grab bars: =
View Rule ‘ 149.00USD
View Rules Per Night

[] Business Center (155)
[] coffee Maker (180)

[] complimentary Breakfast (138) 2 Queen ADA shwr 2 Queen beds: Accessible roll in shower: Sty
|| Fitness Room (134) View Rules Pe.rNight

Shnw Mare v

The next page shows your full itinerary, but it is not reserved. To save your trip, give it a name on the
left and click Save Research. This will not book your trip but save it to come back to later. To purchase
your trip now instead, click Purchase.

Purchase Summary

You Have 2 Unused Ticket(s).

Trip MNarme:

‘ Trip to LA |

( Save Research )

Cost Summary

Rates are aporoximate & subject to
applicable taxes/fees. Car & Hotel
rates are based on first day/night
charge. View Rules for more details or
contact your travel administrator.
Additional Airline baggage fees may
apply. Details here.

Airfare: 272,60 USD

« Penalty: View Rules
Estimated Car Cost: 139.65 USD
Estimated Hotel Cost: 447.00 USD
Estimated Total Trip Cost: 859,25 USD

' Purchase
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On the next few pages, choose to add parking, choose seats for your flight if possible, and accept the
Fare Rule Acknowledgement. On the Purchase Now page, choose which credit card to use to book the
trip.

Purchase Now

Back to Itinerary

(*) indicates required information

* Airline Tickets - Default Method of Payment

Corporate Travel Visa (VISA) hd

Add a New Credit Card

Federal law forbids the carriage of certain hazardous materials, such as aerosols, fireworks, and flammable
liquids, aboard the aircraft. If you do not understand these restrictions, contact your airline or go to www.faa.gov.

By clicking 'Continue’ | acknowledge and understand the DOT hazardous materials’
notification as detailed above.

Continue

On the Purchase Confirmation page, remember to write down your trip locator confirmation code as
you’ll use it to check in to flights and more. To view the status of your trip at any time, click Access a Trip
from the Travel menu.

Profile + Help ~ Alerts ~

User Home

S5tart a New Trip

(ecess 2D rse

Import a Trip

Approving a Trip

Once a trip has been submitted for purchase, Trip Authorizers have 24 hours to approve a trip. If it is
not approved within 24 hours, it will be automatically cancelled. When a trip has been submitted,
Authorizers receive an email. You can approve or deny the trip from the email, or login to your travel

profile to view trip details. To do so, click Approve a Trip from the Travel bar.
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Profile - Alerts

-

Help ~

User Home
Start a New Trip
Access a Trip

rse

Impaort a2 Trip

In the Type column, review what type of travel you’'re reviewin
Trip to Approve.

Travel Preferences | Trips Pending Approval List

emburse emburse

certify Ed nexonia

g. To view full details, click View

Traveler Trip Info Type
Trip te LA
BASICUSER, PAM JFE-LAX yaon, Feb 22 xﬁl—”‘
LAX-JFK

Review the trip details, then click Approve or Deny on the left.

Status Action
View Trip to Approve
Pending Q2D G

=ITrip Authorization

Purchased Itinerary, Not Yet Ticketed

Comments:

Click here to guarantee your

[}
135™

Feb 22, 2021

*

JetBlue Airways Flight 1001

wee Feb 22, 2021
1:35 pm JFK

Coach (P)

roprove )

Purchase Summary

Stop{s): 0
2h 46m

You Have 2 Unused Ticket(s).

Trip Locator: R62FBS - APOLLO

On Time: Mot Available
Trip Approval Status:  Approval
Pending

o Back To Trip List

don’t forget your airport parking

@ Layover in MCO for 3hrs 36min

Itinerary Actions =

-
() A nmy
NETWORK-

reservation

New York John F. Kennedy Int'l Airport to Los Angeles Int'l
Airport
Airline Locator: JWEYW)
JC

Feb 22, 2021
4:23 pm MCO
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Certify and Nexonia Integration

For Certify users, once your trip is approved and purchased, the receipt will appear in your Certify
Wallet. Once your receipts are there, simply add them to an expense report. For Nexonia users, similarly
to Certify, once your trip has been approved and purchased the receipt will appear in Nexonia. Nexonia
will also create a draft expense report with the expense items created.

Administrator

Administrators have an extra tab in their travel menu called Admin. Hover over the tab to view your
administrator permissions such as:

Configure change notifications.

Manage your company’s travel users.

View all unused tickets.

Run reports from the travel system.

I Help » Aleris ~

Company Settings

Profile Administration Change Notification
User Management
Select Another User

Unused Tickets

Change Notification
First, hover over the Admin menu, hover over Profile Administration, then click Change Notification.

As an Administrator, you can receive email notifications when a travel user changes a setting in their

travel profile. Click Add New Change Notification to add a new profile or click the pencil icon to edit an
existing profile.

Profile Change Notifications

< Add Mew Change \:-t'ficat'-:b

Change Motification Mame Action

Monitored Profile items @ m
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User Management

Next, click User Management to manage all your company’s travel users. To create new users, fill in all
required fields. Delete users by typing in their basic information.

Create New User

Change Notification To create a new user, enter the required new user information along with a user template to set the new user attributes.

D —
— User Type

Select Another User

MNormalUser hd
Unused Tickets “Member 1D *E-mail Address
“First Name Middle Name or Initial *Last Name
‘ Create User )
Delete User

To delete 3 user, enter their member |D or cther information to search for a specific user. If no search criteria is specified, all
users will be returned.

Member ID First Name Last Name

{ Delete User )

Advanced Search

Select Another User

Next, click Select Another User on the left. This is where Admins can access and masquerade into
another user’s travel account.

Company Settings © | Select Another User
To select a user, enter their member ID or other information to search for a specific user. If no search criteria is specified,
Profile Administration all users will be returned.

Member ID
Change Metification | |

User Management
First Name Last Name

e | |
Unused Tickets

Unused Tickets
Next, click the Unused Tickets on the left. Whenever a user cancels a trip, your company’s TMC will be
notified. If there is a credit value, the TMC will upload them here.
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Company Settings © | Unused Tickets

Profile Administration

Export Current Journeys Export All journeys

Select Another User Advanced Filter: Ooff ‘

Unused Tickets First Name wLast Name w WEniEsy | T Carrier v Value » Exp.Date &« Used = b2 s Edit Fil Delete
IDw Range + User » Ticket

Change Notification
Add Journey

‘ Displaying Journey(s) 1 threugh 3 of 3

User Management

#| Erin Planner PLANMER 4253656.. 008 250,00 09/02/2021 £+ m
#| Pam BasicUser |BASIC  3256448.. 001 200.00 09/15/2021 s+ m
] Pam BasicUser  BASIC 8506458 001 400.00/12/03/2021 S+ i

Reports

Click Company Settings, then click Reports to access travel reports. Click System & Activity Reports to
view a full list of reports.

Reports

?;»ﬁ:} @}rstem & Activity F'.Epcurta
>

Company Settings

Profile Administration [+

Need More Help?

Visit our support page directly from your Nexonia account and browse our Help Center. You can also
email our Support Team at help@nexonia.com.

Select a Product

@ Timesheets Time Off
AP/PO Travel

Emburse Nexonia, 2021

14


https://nexonia.zendesk.com/hc/en-us
mailto:help@nexonia.com

