
CWT confidential and proprietary

March 2020

Amadeus cytric
online booking tool 
User guide

CWT proprietary



Home Page

Welcome to the Amadeus cytric home page. This modern user interface comeswith intuitive screen  
shots that will make your browsing and booking experience quick andeasy.

1. The numbering will give  
you access to help explain  
what each screen shot is  
and how it works

2. This shows you the  
calendar view of any trips  
already booked

3. Any existing bookings will  
show here
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Travel Arranger
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Travel Arranger
As a travel arranger, it is easy  
to book a trip for another  
traveller via access to the travel  
arranger dashboard.

1. Search for the traveller(s)  
for which you wish to make  
a reservation for in the  
search bar by typing their  
name

2. Select the traveller(s) and  
their name will appear at  
the top of the page

3. Calendar view will show all  
of your travellers’ current  
trips

4. Start the booking procedure  
by clicking on the  
appropriate button

5. To return to your own  
reservation page click here
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Flight reservation
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Flight reservation

1

1. Select the buttonfor air or  
air/train
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Flight reservation

Amadeus cytric is recommended for single or round trips. For complex trips please contact your team of offline
travel consultants. 1. Indicates where you are in the  

reservation process.
2. Click here to book one way only
3. Complete your search criteria –

departure/arrival can be a city or an  
airport. Enter the dates and times of  
the trip

4. Click here to search for direct  
connections. Click direct if you  
want to see direct flights only

5. Recherche uniquement avec via  
pour les vols en correspondence.

6. If there are any special events on at  
your destination on the dates you  
are travelling you can view them  
here

7. Optional refinement of request
8. Depending on your company  

configuration you may be asked to  
add a reason for travel

9. Start the air search
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Flight Reservation
The results page will display the  
available flights. Company  
negotiated rates, CWT negotiated  
rates and low-cost airline rates are  
included in the offer.

1. Indicates were you are in  
the booking process

2. Display tab for outward or  
return flights

3. Options for sorting results
4. Options to filter results
5. Traffic light shows  

green for in policy and  
red for out of policy
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Flight Reservation
It is possible to change the sort  
order or filter by airline, departure  
or arrival time

1. Change the sort order of  
your search

2. Filter by departure time
3. Filter by arrival time
4. Filter by airline
5. Apply filter
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Flight Reservation

It is possible to see expanded information about theflight:

1. Click on the arrow  
to see more details  
about the flight such  
as duration,  
terminals, CO2  
emissions etc.

2. The orange triangle  
means there are  
only a few seats  
remaining on the  
flight
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Flight Reservation

It is possible to see outward flights combinable with return flights:

Click on the double  
arrow to obtain return  
proposals that can be  
combined with the  
selected outbound  
flight.
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Flight reservation
Once the flights  
have been  
selected, youcan  
easily compare  
the prices  
including:

1. Amount to modify  
and cancel the  
booking

2. Details onwhether  
or not the fare  
includes baggage

3. Tariff type/name
4. Flight price and  

compliance
5. Select the arrow  

for the desiredfare
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Flight reservation

1. Confirmation of the price for the  
flights you have reserved

2. Seat reservation (subject to  
availability depending on the time  
of fare)

3. Go back and re-choose flights by
starting again or selecting flights

Scroll down the page
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Flight reservation

4.Traveller  
information

5.It may be necessary to  
enter additional values such  
as cost centres or any other  
information required by  
your company

6.It is possible to add  
another traffic type such  
as hotel, car rental, train,  
flight – click this before  
clicking complete booking

7.Click on Complete  
Booking to finalise the  
flight booking
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Flight reservation

1. Reservation confirmation
2. Summary information on the  

reservation
3. Reservation confirmation

number to be  
communicated to CWT or to  
the airline, if necessary
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Hotel reservation
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Hotel reservation

1. Select the hotelbutton
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Hotel reservation

1. Enter the destination of the  
city or address where you  
need the hotel to be.

2. Or click one of the last  
booked hotels

3. Enter the arrival and  
departure dates, these will  
be pre-populated if you are  
adding to an existing  
reservation but can be  
changed.

4. Select the room type
5. Enter a travel reason  

(depending on your  
company configuration–
this may not appear)

6. Click the arrow to continue
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Hotel reservation

The results will be displayed  
according to the rules of your  
company’s travel policy. In this  
example, preferred hotels are  
appearingas a default.

1. View of hotels on a map  
(click here)

2. Shows you the results and  
how they are filtered

3. Sort by price, distance,hotel  
name, hotel chain and  
preference

4. Travel policy compliance  
indicator – green for in  
policy, red for out of policy

5. Indicator showing whether it  
is a company or CWT  
negotiated rate
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Hotel reservation
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MAP VIEW
1. Select your hotel from the list  
2.Click here to book the hotel on  
the map
3.List of hotels marked on the  
map
4.Click here to return to list view
5.Travel policycompliance  
indicators
6. RoomIt by CWT indicator
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Hotel reservation

LIST VIEW

Several types of filters are available  
to improve the search for a hotel,  
services included or type of hotel

1. Change the sort order of the list  
view here

2. Change the type of hotel here –
to see sold out properties, non-
preferred hotels, budget hotels  
etc.

3. Additional filters to search by  
service type or hotel name

1

3

2

© 2020 CWT 21



Hotel reservation

Once the hotel is selected
you will automatically see
the photographs loaded by
that property

1.These symbols show you  
the services at this hotel
2.The rates are displayed in  
accordance with your  
company policy
3. Content type indicator –
e.g. Booking.com,Expedia.  
If none then this is coming  
from the CWT Global  
Distributionsystem.
4. These symbols indicate  
whether breakfast is included  
and how many people per  
room the rate includes
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Hotel reservation

DETAILS:

1. The totalprice
2. Select theroom
3. Breakfast information
4. Details on the proposed

price, including any rate
fluctuations pernight

5. Additional information on  
the services included in the  
proposal and the  
cancellationpolicy
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Hotel reservation

Hotel Confirmation:

1. Total price
2. Add other services
3. Complete booking
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Car rental reservation
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Car rental reservation

1. Select the car rental button
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Car rental reservation

1. Enter the pick-up location from an airport / city or enter an address. These will default if you already have booked
another  service but you can overwrite them.

2. Enter the drop-off location from an airport / city or enter an address. If the same place as pick-up you do not need to fill  
anything in.

3. Enter the dates and times of the car rental.
4. Click the arrow to continue
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Car rental reservation

MAP VIEW

1. Select the rental agency that you want to use
2. Click on search to get the offers

LIST VIEW

1. Select the rental agency
2. Click on search to get the offers
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Car rental reservation

The display of results will appear in  
accordancewith your company’s travel  
policy

1. Results filtered by vehicle rental
companies, category of car and
special equipment

2. Display byprice
3. Pricedisplay and compliance
4. Seemore rental information
5. Select chosenrate
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Car rental reservation

Several filters are available to refine  
the selection based on the initial  
request:

1. Filter by car company, special  
request, car category

2. Filter by in policy
3. Sort order
4. Travel policy compliance and rate  

selection

3

4

2

1

© 2020 CWT 30



Car rental reservation

Finalise the  
reservation:
1. Details of selected

service
2. Optional special  

equipment (not  
guaranteed,  
subject to  
availability)
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Car rental reservation

1. Confirmation of car rental  
reservation

2. Add flight, hotel etc.
3. Complete booking
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