source

Business travel is easier
with TripSource.

Your ultimate travel companion, TripSource® keeps you organized, informed and within company guidelines

You'll have instant access to trip details, booking options, check-in reminders, real-time flight notifications,
risk alerts, trip sharing and more.

No more paper. No more emails. Everything you need, all in one place. Focus on that big meeting, not how
you’re going to get there. With TripSource, you can worry about wowing your clients. We'll do the rest.

100% ()

0,

Atlanta

Dec 22 - 27

Starts in 4 days | @

~&
N

1,352 MI. 5 DAYS 5 NIGHTS




source

Getting started is easy.

Download the TripSource® app for iPhone or Android and tap “Sign up.”
Or visit tripsource.com and click “Register.”

£ Download on the GET IT ON
[ S App Store P> Google play

Register in four simple steps.

1. Enter your company email address. source

by BG'B'n,aue!
2. Create a password.

Enter the email address you use to make
3. Read and accept the Terms & Conditions. business travel reservations.

4. Click the verification link in the confirmation
email, and you’re all set!

| agree with tern

Trouble registering? Visit our support page.
Questions? Visit our FAQ page.

You can also access TripSource at tripsource.com.

This guide is focused on the TripSource mobile app, but TripSource
can be accessed from any device or computer. See the last page for more information.
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Now, you’re registered for TripSource!

When your first trip is booked, you’ll have access to all your travel details immediately.
Just log in, view a summary on the trip dashboard, and see details within the trip timeline.

Here are some tips to help you get the most out of TripSource.

. 100% g
Profile & preferences —

Easily store your profile information and travel
preferences, including secure payment details
and loyalty program information.

Shopping & booking A 2T

Atlanta

Dec 22 — 27

Book* your trip using TripSource for the best rates,

the best selection and the best experience. 6:00 am

Itinerary management

Easily modify and share your trips with others.
Then sync them to your calendar to create one Starts in 4 days | (i) pdor) RerAcas

organized itinerary.

X
Click-to-call and cancel trip*

1,352 MI. 5 DAYS 5 NIGHTS

Click-to-call and speak directly to an agent in
one click. And if you need to cancel your trip
entirely, you can do that too. Simply tap cancel

trip and it’s done! : ; il 2 sanam
Upcoming Trips < Cloud
Messaging
. o . . i Tip: Fill up your gas tank before
Receive relevant notifications before, during you returnyour car. You'l pay

half what you'd pay the rental

car company.

and after your trip, and easily manage which
notifications you receive.

PROGRAM DETAILS

Are you a travel arranger? Click here Les
for information about getting started!

*Available in select markets and requires TRIP AUTHORIZER
company participation. 2 R
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Ready, set, travel.

Trips booked through BCD Travel are automatically loaded. It may take up to 30 minutes to see your trip
after booking.

When your first trip is booked, your itinerary will automatically appear in a simplified timeline view.

100% ()

®

DL1179
A

Delta AirLines SHARE TRIP

Atlanta

Dec 22 — 27 B thbm

ADD RECEIPT

6:90 am

Starts in 4 days | @

:.§: . > .\,N CALL AGENT
National Rent A Car

' I

1,352 M1 1 5 DAYS 5 NIGHTS ; = o
' f |
1 , %
'

CANCEL TRIP.

Upcoring Trips ) X
g @ PoLicy REMINDER

(®)/ BOSTON

Tap to go into Details, details, details Share trip information
your trip timeline.  / A timeline view displays all your Share your trips with others
.’ trip details alongside message to keep them updated on
Shop. Book*. Go. ! P ; & i g P P
. updates, booking & service your progress and aware of
Flight, hotel and car options, and much more— any changes.

booking at your fingertips. ensuring information is relevant

All your trips in a glance and easily accessible.

Scroll down on the home
screen to view future and
past trips (stored for 60 days).

*Available in select markets and requires company participation.
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Quick access to the
information you need.

Easily store your profile information, travel preferences and travel program details all in one place.

Tap your email address to access
and edit profile details* and
preferences, including secure
payment details, loyalty program
information and more.

Tap program details for detailed
company policy information.

tripsource

/BEB e

Update your information periodically to ensure

we have your latest preferences and billing
information.

£

Personal Information

Travel Program

Cloud'

My
Air Travel

FOLLOWERS

Lodging

SCORECARD

TRIP AUTHORIZER Rental Cars

Help & Support

German
Portuguese (br)

Spanish

Change Password

Log Out

*Profile access requires activation and is available to TSPM 2.0 clients.

© 2023 BCD Travel N.V. All rights reserved. 082023
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Shop. Book. Go.

Reserve your hotel, book a car and select a flight in just a few minutes.

There are two ways to book your trip in TripSource:

1. Book directly in the app.

2. Easily tap into your company’s preferred booking tool—no additional sign in required.

Either way, your company’s fares and rates are already loaded, so booking in policy is super easy!

ADD A TRIP ITEM

ADD A TRIP ITEM

The configuration you see will be based on your company’s set up.

© 2023 BCD Travel N.V. All rights reserved. 082023



source

Shop. Book. Go. e

Hotel booking

To add a hotel to your trip,
tap ‘ and select hotel. 7 941 AM

Hotel Booking
Search by airport, city, hotel,
office location or distance from

~ 10 miles

Add your check-in and check-out
dates, and how many people will
be staying.

Tap Search and your results
will display.

Company Preferred hotels
will be flagged with a .
and BCD Travel Preferred
hotels will be flagged

with a .

Once you've selected a Hotel Booking
hotel, choose your rate

and confirm.

Hilton Garden Inn
Chicago/Midway Airport

TrustYou Rating

o, IL 60605,

O e

7

View results in Filter results by

a list or on map. amenities, such as
free breakfast
and WiFi.

Booking capabilities are available in select markets and require company participation.

© 2023 BCD Travel N.V. All rights reserved. 082023
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Shop. Book. Go. e

Car booking

To add a car to your trip,
tap . and select car.

Enter the pick-up location, pick-up
date and time, and drop-off date
and time.

Select your car loyalty vendor
from the dropdown box and enter
your loyalty number.

Tap Search and your results will
display, including car type, details
and price.

You can filter the results by
vendor and/or vehicle category,
and you can sort by preferred,
distance or price —high to low or
low to high.

Tapping more details will show
payment information, vehicle rate
and taxes, vehicle features, what'’s
included and where to pick up
your car.

Select the car you want to
book and you’ll be taken to the
checkout page.

Once you've entered your
payment information, tap

Book Now and you’ll see the
total price and the confirmation
number. This information will be
automatically added to your trip.

Booking capabilities are available in select markets and require company participation.

ADD A TRIP ITEM

Car Booking

Portland, Oregon, USA (PDX-...

) BCD Travel Preferred Preferred Car Type

Economy

LB
Spt

Pick-up 4 7240 NE AIRPORT WAY, PORTLAN
OR, US

Drop-off: Same as pick-up

Rental Information

Nation

Traveler Details
Simon Starling

simon.starling@mycloudventure.com

Payment *

New Credit Card

Pick-up

... 9
Car Booking X

t

o Portland, Oregon, USA (PDX-Portla =

Drop off at different location
Pick-up Dz .. Drop-off D
06 Sep 2023 =] 16 Sep 2023
_ Pickup Tin
© 09:00 AM
© 1130 AM

(] bt
0 applied

Car Booking X
X Filters

0 applied -

Preference

Company Preferred Vendor

Vendor

Alamo

et
Car Booking X Car Booking
nal

Rental Information

Economy

N
© 8co Travel referred
Preferred Car Type

EY scoroe

06 Sep 2023, Wednesday at 09:00 AM

© 2023 BCD Travel N.V. All rights reserved. 082023
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Shop. Book. Go. e

Flight booking

Flight Booking 7

To add a flight to your trip,
tap ‘ and select flight.

Round trip One way

Multi-city

Select Round trip, One way or
Multi-city and enter From, To, 9 Atlanta, Georgia, USA (ATL-Hartsfie ¥
Departure date and time, and ~ B
ADDIATRIPITEM Portland, Oregon, USA (PDX-Portla
Return date and time. To add ‘ 7 ‘ -
additional search criteria, tap 9. _ 06 Sep 2023 5 16 Sep 2023

Advanced Search. g, Dopetret
= Anytime

Tap Search and your results will w  ow ® pnytime
display, including airline, flight
times and price.

Advanced Search v

Select the flight you want to
book, including your preferred

outbound and return flights.
If Flight booking is not activated for

your company, you can still easily
search flights and view flight schedules.

Choose one of the branded fare
offers to include your advanced

seat reservation and checked bag. i) 2

Atlanta, Georgia, USA to
& Portland, Oregon, USA

Tap Continue to select your seat.
Flight Booking

View seat availability on the
display seat map, select your seat
and tap to confirm.

Atlanta, Georgia, USA to
& Portland, Oregon, USA

We

use 548.07

starting from - Round trip

Once confirmed, you’ll be taken to N
the checkout page. Adats Portand

Direct

A\ Detta

Portland Intl. (PDX)

Booking capabilities are available in select markets and require company participation.

© 2023 BCD Travel N.V. All rights reserved. 082023
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Manage your trip details.

100% 9:41 AM 100% ()
Share trip X

Enable Face ID on login

Washington, DC

Mar 12 - 16

SHARE TRIP

ADD RECEIPT

CALL AGENT

5

CANCEL TRIP

X

Share your trip Calendar sync

Share your trips with others Swipe left on the home

to keep them updated on screen and scroll to the
your progress and aware of bottom to subscribe to your
any changes. trip calendar so you never

miss an update.

Calendar sync is
only available on iOS.

© 2023 BCD Travel N.V. All rights reserved. 082023
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Click-to-call an agent
or cancel a trip completely.

Need to speak to an agent or cancel your entire trip?

The TripSource click-to-call

feature* allows you to speak
with an agent for immediate
assistance. You can access an
agent through the app 24/7.

The TripSource cancel trip
feature* allows you to cancel
your entire trip with one click.
If you are within four hours of
your travel time, you will be
prompted to call an agent.

Call an agent

9:41 AM

Atlanta
Jun17-19

ADD RECEIPT

CANCELTRIP

X

© poLicy REMINDER

o

Cancel trip?

When you tap “Yes," we will

cancel this entire trip

This action cannot be undone.

Need assistance?

(555) 555-5555

appropriate agent
Cancel Call
tion. To
ervice pro
o th ice
hen b

If you cancel your trip, If you're a first-time user,
you will receive a pending you’ll be prompted to
cancellation notification. grant location access.

* Available in select markets and require company participation.

© 2023 BCD Travel N.V. All rights reserved. 082023
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Stay in the know while on the go.

Get timely and relevant information about your trips.

9:41 AM . ) seee T

Atlanta, GA

© PoLicyY REMINDER JUN17-19 9 . /I
. 4
Decline the extra insurance coverage. You're & Safety Alert

covelediwithiollicclbRlRIShELy An incident was reported near you. Let your Wednesday Jun17
(
company know you're safe

DL1179
A

Delta /
TRIPSOURCE

@

WARNING: Suspicious package in
Philadelphia International Airport. Travelers

Hilton Atlanta i
6:00 am going through gate T2 may be affected.
DT

& 1Night, Avg. Rate: 208 USD

© POLICY REMINDER

N

&

Complimentary breakfast is included in your

rate. National Rent A Car

slide to unlock

<02 Days
o

TripSource will let you know Travel updates provide up-to-the- Risk alerts are automatically
of any en route changes minute flight information, letting sent when a security,

via travel updates, risk alerts you know about delays, gate weather or transportation
and emergency response changes and cancellations. event may impact your trip,
notifications. S0 you can stay safe and

Turn on notifications by tapping
Account > Manage Notifications.

informed.

© 2023 BCD Travel N.V. All rights reserved. 082023
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Stay in the know while on the go. e

Emergency response notifications* are sent if an incident occurs within 50 miles of

your itinerary location that may cause major risk, injury or potential death.

1009% (mm»

Philadelphia, PA
Jun17-19

TUE WED
138 18

& Safety Alert

An incident was reported near you. Let your

company know you’re safe

—_— —

Notifications are sent
directly to your phone and
are displayed on your trip
timeline.

* This feature requires company activation.

/\ Safety Alert

WARNING: Suspicious package in Philadelphia
International Airport. Travelers going through gate
T2 may be affected.

Last updated: 4 hours ago

Your itinerary tells us that you may be in the
affected area. Let your company know you’re okay

Access a quick summary of
the incident.

Let your company know that
you’re safe. Your company will
receive a report indicating
individual responses.

Thank you for letting us
know you’re safe!

We sent a message to let your
company know.

Want to find out more about what
happened in Philadelphia?

Read more about the incident.

© 2023 BCD Travel N.V. All rights reserved. 082023
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Stay in the know while on the go. e

Policy messaging. Receive push notifications throughout your journey to ensure you stay in policy.

Your company’s travel program, contact details, and safety and security information are all in
TripSource, so you'll always have access to the information you need—right when you need it.

100% . 100%

0.4 9:4] 9:4]

Wednesday, Jun 17 Wednesday, Jun 17 Wednesday, Jun 17

TRIPSOURCE TRIPSOURCE Now TRIPSOURCE Now

Renting a car? Make sure your international Be sure to submit your expenses after your

and in-flight charges may not exceed driving documents are in order and trip for quick reimbursement.
$40 USD per day. purchase automobile insurance. Learn more.

slide to unlock slide to unlock

slide to unlock

Get friendly reminders about Be in the know about company Receive reminders about
restrictions and limitations on policies designed to protect your expense reports.
the road. safety while traveling.

* This feature requires company activation.
© 2023 BCD Travel N.V. All rights reserved. 082023
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by BED @ travel

Snap & submit

Keep your trip expenses organized. Snap a photo* and submit receipts directly to your
expense management provider.

Simply add a receipt, choose the
trip the receipt is associated with ~ R
and either import an image from e e

SHARE TRIP.

your camera roll or capture the
receipt directly from the app.

San Diego Washington, D.C

IAD
Once the photo is loaded, select 5:55 pm
the receipt type, currency and GROUND TRANSFER
7:30 pm
dollar amount, then save. After all = e

CALL AGENT

ADD RECEIPT

receipts are loaded, you can send Super Shuttle

them directly to your expense PICK UP Dulles International Airport %

sin Ave NW

management tool. It’s that easy! _—

X

CcALL. DIRECTIONS

all = . 9:41 AM 9:41 AM 9:41AM 100% (-
RECEIPTS

Washington, DC Washington, DC Washington, DC
s =
Add a receipt IMPORT IMAGE CAPTURE RECEIPT - IMPOI IMAG CAPTURE RECEIPT

NOT SENT
MANAGE NOTIFICATIONS

PUSH NOTIFICATIONS
[ New itinerary available

7 Flight notifications
¥ (delays, changes, cancel)

You haven't added any receipts for
2 Check-in reminders this trip yet.

Conference lunch

CALENDAR SYNC US Dollar

TOTAL
4780 x RECEIPT SUMMARY 47.80 USD

* Confirm photos of receipts are acceptable to your company and country before use.

© 2023 BCD Travel N.V. All rights reserved. 082023
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Snap & save documents.

The information you need to travel confidently is right at your fingertips with Document Vault.

W T - 4:28

Documerts ——— 609AA4DEG-2A98-42EA-...

BALANCE

Frequent
- Parker Member

NICKNAME PROGRAM NAME  TIER
Christine Knowls's Card (29.. BCD Travel Member

Frequent.
» Parker Member

Doc2.jpg IMG_8906.H...

PUSH NOTIFICATIONS

Easily take photos and upload travel documents, travel insurance details and more. All the documents you
may need along the way — in one place.

Simply swipe left from the home screen. From there, you can select ‘See all documents,” view them
individually and add new documents via your files, camera or photo gallery.

© 2023 BCD Travel N.V. All rights reserved. 082023
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Trip details in the language of your choice.

TripSource is currently available in English, French, German, Spanish, Brazilian Portuguese, Swedish and Norwegian.
To change the language setting on an iPhone, go to Settings > General > Language & Region.

On an Android, swipe down to see the quick toggle menu.
Tap the gear icon > Settings > General Management > Language and Inputs > Language.

Go places!

Access trip details, book the best rates, receive real-time flight notifications and much more.
Download the TripSource® app today!

Download on the

‘ o App Store

GETITON ]

[} Google play

© 2023 BCD Travel N.V. All rights reserved. 082023
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A seamless experience.

Log in to tripsource.com from any device for the same great experience.

Easy-to-use-tools are found in the Book* your flight, hotel and car Manage your
navigation bar. See your trips, view messages, through TripSource for the best account and access
manage shared trips and search flights. rates, selection and experience. your profile.

TripSource pro tip

ortland, OR

Share your trips
with colleagues,
friends and family

Within your account
you can add email
addresses to share
your trip details

Warsaw, PL
& T

Luxembourg, LU

m Thu 14 Sep Portland Railwa n to Chicago Railway Station
Depar

A Denver, CO
E g e
You have 220 new messages

Last updated: Aug 14, 2023 3:24 PM

TripSource AUG 11, 2023
Your trip to San Francisco, CA is ready to

EA

Seattle, WA

'
'

'

'

'

1

'

'

'

'

'

'

'

1

i

: TripSource JuL 341, 2023
' Your trip to Helsinki, Fl is ready to view.
'
1
'
'
'
'
'
'
'
"
'
'
'
'
'
'

A Share my trips
will i send all of
your trip details to the following recipients:

At-a-glance view of Click a trip to show its segments. Message center and
upcoming and past trips. Click the segment for all the details. share my trips quick view.

* Available in select markets and requires company participation.
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