pri . _ Effective

\ T‘”'F Title: Number: | Revision: Date:
‘ TRAVEL Cligit Manual - Eskom BS147 1 2021-04-14

D
CUQIT [ HOW TO
by TWF Corporate
fl | @ | & www.twf.travel BEYOND “Jout EXPECTATION

Utilise the online booking platform:

TABLE OF CONTENTS

I o (] aTC T =T P 4
2. Select the Travellers and COSt EIBMENTS .......cooiiiiiiiiiiiee e 5
K F T | 1 =0 Lo 4 T 1 6
3.1 The Flight SEArch FOIM.......ooo e 6
3.2. FIIGNt RESUIIS PAGE ..ot e e e 7
N = 0] (=] I = ToTo] (] g o TP PP T POPPPPPPRPPR 9
4.1. HOEl SEAICH FOIM ... e e e 9
4.2. [ (01 E I R LYY U (S = Vo = PP 9
LT O T =T o] (] o 1= 12
5.1. (O T ST = 1 od o I o 1 12
5.2. Car RESUILS PAGE: ....eeeiiiiieeiiiite ettt e e e e e e e e e s r e e e e e e e aaanes 12
6.  Transfer / SNULE BOOKINGS .......cooiiiiiiiiiiiiee et e e e e e e e e e e annes 16
6.1. Transfer SEArCN FOIMN ... ..uuiiiiiii e a e e e e e e snbeeeees 16
6.2. LI S (ST T UL (T = Vo T 17
7. Bed and Breakfast BOOKINGS .........cuuiiiiiii et e e et s e e e e e e e e s e e e e e e e enrannaas 18
7.1. BNB’S SEAICH FOIM ... 18
7.2. BNBS RESUILS PAGE ...cooiiiiiiiiiiiiii ettt e e e e e e e e e e anees 18
8. REQUEST TaAD ... i e e e e e e e e e e ane 22
8.1. FaNoTote] 4014 o e F= N[0 ] o TP PPRRTT PP 22
8.2. L@ g U= o1 - | 28
8.3. TrANSTOIS 31
8.4. 1o E] U = L g o] = PR PPT TR PPPRT 35
8.5. (@0 T =T 1 > | 37
8.6. = 1 (1 0T PRSP PP PPPPPRRPP 41
Cligit Manual Page 1 of

146



‘/

t F i Date:
LI, WP - Cligit Manual - Eskom BS147 1

Title: Number: | Revision: Effective

2021-04-14

8.7. 01 PP PT R PPPRPPPPRPPN 44
8.8. LY PP PRTT PP 49
8.9. (0] 01 =7 = o = 53
8.10. 2 T8 S o 1= PP 57
9. International Travel - OffliNe€ REQUEST .........cooi it 60
9.1. CrEALE A REOUEST. .. .ttt b bbb bbb beennees 60
9.2. OPENING A I e 66
10. Multi-Leg FIIGt DOOKINGS: . ... e e e e e e e e e e e e e eeeeees 72
10.1. Multi-Leg FlIight DOOKINGS: . ..ccoeeeeiii e e e e et e e e e e eeees 72
10.1.1. The Flight SEArch FOIM.......cooiiiiiiiiiie e 72
10.2. Booking Accommodation in a Multi-Leg BOOKING .........ccoviiiiiiiiiiiiiiiiieeieiiieieee e 77
10.3. Car Rental when Booking @ MUIti-Leg TriP.....uueeeiiiiiiiiieeeee e 81
5 ] s To T o o T T T 2T T (] PN 86
11.1. Generate a Booking with Only Active SEgMENtS.......cccoeeiiiiiiiiiiiii e 86
11.2. Generate a Booking with “On Request to Agent” Segments..............cccccccccvveeiiiininnnnnn... 93
D I T T ] Lo = o PP 101
12.1. LT =T I = V7= P 101
a. L= T S I = 1Y P 106
b. Incomplete BOOKINGS ......coooeiiieiieeeeee e 106
C. 2o S N Wl (0] 0T 1S T= £ 107
d. SAVEA TTIPS ittt ettt e e e e et e e e e e e e e et e e e e e e r e e e e e e a 107
e. OFfliNE REOUESTS ...ttt e e e e e e e e e e e e eeas 108
15. EXPENSE MANAGEIMENT.......eeiiiieiiieiiie ettt e et e e e e e e e e e e e e e e eesrrneneeeeeeeennnns 109
T o o T g Ty I T T ] oo T= 1 (o PP 109
N I T o TN 0 d 0 1= 1 1= TP 111
a. Create a TriP EXPENSE .. .ciiieiiiiii e ee ettt e e e e ettt s s s e e e e e e e ettt a s e e e e e eeeetana s eeeeeeeensnnns 111
b. Claim fOr KIM/MITBOE .....ceeeeeeiiiiee ettt e e e e e e 112
C. Claim LiVING EXPENSES ....coiiiiiiiitiie ettt e e et e e e e e e e e e e e e e e aaans 114
d. Claim Other EXPENSES .....coiiiiiiiiiiiee ettt e e e e st e e e e e e s st rnreeeeeeeaaans 116
e. Submitting your Trip EXpense for approval ..o 117
S T = 1Y I T 01T 1T PP 120
a. Creating @ TraVel EXPENSE .....uui it s e e e e e e e e e e e e e e ee e e e e e e e e eeeenes 120
b. Claim fOr KM/MITBOE ......oeeeiiiiiieeee ettt e e e e e e 122
Cligit Manual Page 2 of

146



‘/

t F i Date:
LI, WP - Cligit Manual - Eskom BS147 1

Title: Number: | Revision: Effective

2021-04-14

Claim LIVING EXPENSES ...uuvuuuiiiiiiiiiiiiiiiiiiiiiiiiianaeaaeaeasaaaasansaaa s annnansnnnsnannnnnnnnns 125
Claim Other EXPENSES .....uuuuiiuuiiuuiiiiiiiiiiiniaiuiiauiaanaeaneaaaaaaneaaaaaaneaaae i aa—naananannaannann 126
Submitting Your Travel Expense FOr Approval ..........ccoooveevivieiiiiiiiiee e ee e e 128
19. Company Paid EXPENSE ......ccoiiiiiiiiiiiiiee ettt a e 131
Create a Company Paid EXpPense Claim ..........ccooiiiiiiiiiiieeiiiiee e 131
Submitting your Company Paid Expense for approval............ccccvveveiiieiiiiiiiiiiiiceeeeees 132
20. Y b d 01T T = S 135
Creating an EMX EXPENSE ......uuuiiiii ittt s e e e e e e ettt s s e e e e e e e ee it e e e e e eeennnnns 135
Submitting an EXM Expense for approval............ooeuiiiiiiiieiiiieiiinee e 140
21, QUICK RECEIPLS ..oeiieeiiiiittte ittt ettt e e et e e e e e e e r e e e e e e e s e nb e e e e e e e e aaan 143
P O F= T g o =3 O - 1 o TP UPPT S UOPPPPPPRRPP 144
Cligit Manual Page 3 of

146



'( TWF Title: Number: | Revision: gf;fec.tlve
T RAYEL Cligit Manual - Eskom BS147 1 2091.04.14
1. Home Page

The Cligit home page provides the following icons to navigate you through the booking process:

:":C:Ll QlT ® Log out

abrwbdeE

by TWF Corporate

w

A > o = - ks X

Travelers Flights Hotels Cars Transfers Bnb's Requests

® o ﬂ

Travellers: The home page defaults to the “travellers” icon for you to select the traveller/s.
Flights: Live inventory to book flights.

Hotels: Live inventory to book hotel accommaodation.

Cars: Live inventory to make car bookings.

Transfers: EZ shuttles, live inventory to make transfer bookings. If you require another supplier,
request the consultants’ assistance via the “Requests” tab.

BnB’s: Live guesthouse inventory from Nightsbridge. If you require a guesthouse not listed in
the live inventory, request the consultants’ assistance via the “Requests” tab.

Requests: Request the consultants’ assistance for any service or load any services yourself,
where you made the booking direct with the supplier and require TWF to make payment on your
company’s behalf.

Company (Eskom Holdings) Log Out

& New Booking

Ll'_] Mini Guides
m £5 Approval Inbox
Bnbs | 9 Expense Management
hiy Doshboard

On the righthand top corner of the page, you will find a “Menu” icon

From the dropdown you can select:

e Mini Guides: Here you will find guides to assist you through different bookings processes
available on Cliqit.

e Approval inbox: Only applicable if you have approver rights within your company.

e Expense Management: This will navigate you to where you can submit your expense claim.

e My Dashboard: Find the list of bookings you have booked with their statuses.
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2. Select the Travellers and Cost Elements

1. Start typing the name of the traveller and make your selection from the dropdown list.
(This function is only available, if you are allowed to make bookings on behalf of other travellers)
2. The system will by default bill costs to your master “Cost Centre”, but you can change the billing
requirements to “Internal order” or “Project” by selecting the relevant box.

¢ Aa = - A X
.
A BAE = )
Travelers Flights Hotels Cars Transfers Bnb's Requests

. a Cost Center D nternal Order D Project
Select travelers . corne 8-_+

Corne Lubbe n

Eskom Holdings 0OIF - PPE FUND HISTORY

3. The selected traveller will be added below, if you require to add another traveller you repeat
stepl.

4. The = icon will display the travellers basic profile information.
5. To change the default cost centre, select the “change” button & start typing the cost centre
name or number and make a selection from the dropdown list.

3 > fAt = = A X
N
A e = ()
Travelers Fligh[S Hotels Cars Transfers Bnb's RQQUQS[S

a Cost Center D nternal Crder D Project

Select travelers corne . £+
Corne Lubbe ‘ .

Eskomn Holdings [d\ l

0O0TF - PPE FUND HISTORY
Eskom Holdings

0000101000 - Product Monc:ger Turbo Gen Services
Eskom - 8500
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3. Flight Bookings

3.1.

The Flight Search Form

1. Start your trip by selecting the “Flights” icon at the top of the page.

2. The system will default to the “Return” flight option. You can select “one way or multi-leg”.
Refer to the MULTI-LEG TRIP section in the guide to assist with this booking process.

3. Start typing the the origin and destination cities or make a selection from the dropdown list.

' o = = X
A > BB = |
Travelers Flights Hotels Cars Transfers Bnb's Requests
)
Origin Destination Class of travel
| Economy v
B Bloemfontein, south Africa Return Return Time
B Cape Town,s a (o] || Flexible Fares
B Durban, sc
B East London, South Africa ¥
B8 George, South africa Jm
B Johannesburg, south Africa
4. Select your dates from the pop up calender.
¢ > o = - A X
A BA =t -
Hotels Cars Transfers Bnb's Requests

[ May 2021 o flignts

s M T W T F s
MULTI
1
2 3 4 5 i} 7 8
8| 10 nj| 12| 13 14| 15

16 17 18| 18| 20/ 21 22

23| 24| 25| 26| 27| 28| 29

¥¥ Add to favourites

Departure Time

Destination

Cape Town (All Airports)

Return

Class of travel

Economy hd

Return Time

o] L] Flexible Fares

y

5. Select the departure- and return times from the pop up clock. Inner circle is AM hours and outer
circle is PM hours.

6. Utilise the “Favourites” tab to save frequently travelled routes. Select the favourites tab to give
your template a name. To utilise the template: type fav- in the origin block. A dropdown wiill
generate, select the template required & the fields will be auto popluated without the dates.

7. Select the “Search” button to start the search.

Cligit Manual
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3 > iRy = = A X
A BHE i =
f .
Travelers Flights 00:00 Cars Transfers Bnb's Requests
| RETURN | [ ONE WAY ] [ MULTI L, 00 -
» LR 1
10 2
Origin 29 1 3 s estination Class of travel
Johannesburg (Al Airports) o0 3 ; e Cape Town (All Airports) Econormy v
{ 6 2
18 7
Departure * Return Return Time
20 May 2021 @ 24 May 2021 o] D Flexible Fares

¥¥ Add to favourites . . A sEarcH

3.2. Flight Results Page

1. The cheapest flight option for the selected times will be auto selected by the system and

displayed at the top of the page.

The left-hand sidebar provides you with filter options, to refine your search.

3. Below the cheapest flight grid, are two columns. The left-hand column will display alternate flight
results for the departure flights, starting with the cheapest options.

4. The right-hand column will display the return flight options, for your request starting with the
cheapest options.

n

Johannesburg (X 20 may 2021 ‘:z Caope Town (X 24 may 2021
} NEL
INE-CPT
v PRIVATE FARES T T e e e LORG TOWTCHIE U MAY O axe
X120 @Durction - 21 10M W Economy (M), 8 Seats Le = tol 2AR
v PRIC Airine - Mang gre  ZAR 8200
3 A Cope Town (CPT), 28 MAY 18:00 » Johannesburg (ING), 24 MAY 2055 Taxes ZAR 257.8
%188 @Durotion - 14 55m - ? Sects et @ o ZAR  1077.98
-/ INES
@ o zsss
» DEPARTURE TIME
« DEPARTURE AIRPORT Johonne’&‘cpe Town Cope’ohcnnesbmq
v A Rf @ In Policy CORPORRTE FARE © In Policy CORPORATE FARE
L& (&)
v CLASSES owse. ¥ 0755 % 10:05 O 2HIOM Economy o ¥ 19:00 % 2055 O H55M Economy
INB(20 MAY CPT(20MAY) TOTALTIME ZAR1077.98 CPT{24 MAY) JUNB(24 MAY) TOTALTIME ZAR1077.98
ore Rules fore Rules
@ in Policy CORPORATE FARE === ° " AGENCY FARTEES
> — X 1800 % 2000 O 2HOM Economy
rrjo. X 09:30 % 140 O 2HI10M Economy Pr(2a MA INB(24 MAY) TOTALTMME ZAR 3 400.48
JN(20 MaY) PT(20MAY) TOTALTIME ZAR1077.98 yre Rule

5. Refine your search result by first selecting the applicable route at the top of the filter column.
Once you have selected the route, you can filter according to the following categories:
- Private fares — either by Agency or corporate deals,
Cligit Manual
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- Price,

- Airlines to display,

- Depature times,

- Departure airports,

- Arrival airports,
- Classes.

6. The system will indicate if the fare is a Corporate or an Agency deal.
7. Select your flight by clicking on the preferred flight option. This will update the flights on the top
grid to indicate your selection. Remember to select the flight to and from your destination.

8. Click on “Fare Rules” to verify change and refund rules of the applicable flight.
9. You can change your request at any time by selecting the “Change” icon to update your request.
10. Add your flight selection to your “Shopping Basket” by clicking on the “Select” icon.

Johannesburg (¥ 20 May 2021 ) Q_;_g Cape Town (3 24 May 2021
INGLE FLIGHTS RETURNED
PRICE FREFERRED DURATION DEPARTURE TIME = Scheduled Fares = Combined Fares
JNB-CPT CPI-JNB
- Airline - Mango Fare ZAR B20.00
+ PRIVATE FARES 50 ¥ Johannesburg (JNB), 20 MAY 0755 s Cape Town (CPT), 20 MAY 10:05 Taxes ZAR 25798
JE-128 @ Duration - 2H10M W Economy (H ), 9 Seats Left@ £Z2  Total ZaR 1077.98
Corparate Rates " Airling - Mango 82000
D "9@. ¥ Cape Town (CPT), 24 MAY 19:00 4 Johannesburg (JNB), 24 MAY 20:55 25798
JE - 168 @ Duration - 1H 55M % Economy ( H ), 9 Seats Laft @ ©5» 1077.98
Agency Rates
O TOTAL ZAR 2155.96
¥ PRICE
Johannesburg to Cape Town Cape Town to Johannesburg
* AIRLINES
@ In Policy CORPORATE FARE @ In Policy CORPORATE FARE [re—
s Mango |:| £ =
A 0755 % 10:05 @ 2HIOM Economy g, T 19:00 3 20:55 @ H55M Economy
sc \frican Alrways
W Fouiadrieen Ay O INB(20MAY) CPT(20MAY) TOTALTIME ZAR1077.98 CPT(24MAY) JNB(24MAY) TOTALTIME ZAR1077.98
—  Eritish Airways D Fare Rules Fare Rules
2 In Polic
~ DEPARTURE TIME ® In Poll gRPORATE FARE ¥ AGENCY FAREEZ®
| — X 18:00 8 2000 @ 2HOM Economy
. panges ¥ 09:30 5 140 @ 2H10M  Economy CPT(24 MAY)  JNB(24 MAY) TOTALTIME ZAR 3 400.48
DEPARTURE AIRPORTS JNB(20 MAY)  CPT(20 MAY) ZAR1077.98 Fare Rules
Fare Rules
~ ARRIVAL AIRPORTS @ In Policy AGENCY FAREEZR

11. On the result page, the system will indicate if bookings comply with the Company’s Travel policy.
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Johannesburg (¥ 20 May 2021 ) 0_3

11 SINGLE FLUIGHTS RETURNED

met retrooato W oomAnce ¥ cerantuRt et W wchact 4 Coerbarnt Farms

Nisre - Nengo Fore AN 22000
- PRIVATE FARES Lt o A Juncrnosturg (NG), 20 MAY 0755 A Cape Town (CIT], 20 MaY 005 Taves AN LA ]
H-19 © Durntion - I 10 & fsonony W@ D ot AR 0788
namitan Mrtre - Mongs fow 2R 02000
b A Copa Town (CPT) 24 MAY 2000 N Joharnosturg (MNE). 3 W 2055 Towos AR
Xi-%8 © Dwoton - # 55M & fccnomy (1) 950on 1@ D Toal AR w788
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4. Hotel Bookings

4.1. Hotel Search Form

x ’ dAR Hotels ﬁ Cars i Transfers T Bnbs x‘ Requests
Location (min 5 character; Radius Check In Check Out Number Of Rooms
Cape Town 15km . v 15 Mar 2021 17 Mar 2021 1 v

n

[ -'f @R SEARCH HOTELS

Select the “Hotels” icon at the top of the page.

Start the request, by typing the location name. Make a selection from the drop down list.
Increase the search radius if you are searching for a hotel more than 15KM from the specified
location.

Select the “Search hotels” icon, to start the search.

4.2. Hotel Results Page

w

The results page will start with the cheapest option as per your request.
Refine your search by using the filter categories on the left-hand sidebar.
- Negotiated rates — either Corporate or Agency rates
- Price
Hotel chains — property groups
Policy
Hotel names
Select the “Mapview” icon to make your hotel selection from a google map.
Important: the “from” amount displayed on the results page is the total amount for the stay, for
all travellers. The amount below the total amount is the average nightly rate per person.
The system will indicate when a Negotiated rate is displayed.
Click on the “View Details” icon to select room types/ meal options.

Cliqit Manual Page 10 of
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- - w 5
‘ Cape Town o 08 Feb "O” Feb e within 15km ‘

61 HOTELS RETURNED
| PRICE W PREFERRED DISTANCE W =MopView I
Hotel Nome " Hotel Code : :

tel Coda # Preferred
Available Hotels Protea Hotel Cape Town Tyger Valley g
f Pol

47 Hotels Hotel Chain Chain Code Q.0ut ot Policy

Protea PR Dol

navailabie Hotels City City Code

14 Hotels D Cape Town cPT From R2

Country Country C f

Avg. RT73.00 PPN

View Details

South Africa ZA

« HOTEL NAME ‘ > Hotel is approx. 14.68 km from search location

v PRICE
’ Hotel Name Hotel Code % Preferred
Protea Hotel Fire & Ice Cape Town 31256 .
» POLICY ‘ A i ; P 27 : @ In Policy
Hotel Chain Chain Code
Protea PR ’ KOs Dot
NEGOTIATED RATES City City Code
” ‘ =Y Sie =m R3 300.00
Cape Town CPT 3 nights
Country Country Code «}-‘:ri fr‘v:‘}tl:
THOTELCHAING south Africa zA

Avg. R1100.00 FPPN

Hotel is approx. L31km from search location
View Details

Ac Hotels D

7. The page will default to the “Rooms” tab from where you can make your room type selection.

8. You can view images of the property, the map location & amenities by selecting any of these tabs
on the left hand side of the page.

9. By selecting the “Show rules” icon you will find the cancellation policy and other rules linked to
the specific room rate.

10. Details of the meals included in the rate & room description will be displayed.

11. You can find the reason for a service displaying out of policy by clicking on the @ icon.

12. Click on the “Select” icon to add the room to your shopping basket.

Holiday Inn Express DURBAN - UMHLANGA - FROM 21 OCT TO 23 OCT Q@ BACK

ROOM SELECTION | SELECTED ROOMS: 0/1 ASSIGNED GUESTS: 0/1
Available Rooms (Room images are for display purposes only)
1 Double Standard Nonsmoking Maximum 2 Adults B Rate Ca out of Policy
> In Your Room And 2 Children On A Sofabed In All z 2
A @ Public Rate
Best Flexible Rate @ Rate Plan © 2 Night(s)
OSNO13A & 2 Nignt(s,
{1 Breakfast®, Lunch®, Dinner© = Refundable (5 Total Price
lem Bed Type: Bedding type unknown YES ZAR?2817,9
& Images @ Map @ Room View: Various Views _
(&) Smoking Room: © O Show fulles SELECT
P 2 Twins Beds Nonsmoking Check Into Your Stylish Rate Category out of Polic
o Amaties Air Conditioned Guest Room Which Is Decorated - Aﬁxe seaen O ¥ !
i e (@ Public Rate
Best Flexible Rate % Rate Plan 3 g
3 TWNO13A & 2 Night(s)
11 Breakfast®, Lunch®©, Dinner® = Refundable (3] Total Price

lem Bed Type: Bedding type unknown YES ZAR2817,9
@ Room View: Various Views
o (%) Smoking Room: © O Show Ridle
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13. The items in the “Shopping Basket” will be updated and available at the top righthand corner

of the page.
‘ W (3) shopping Basket (@) Log Out
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5. Car Bookings

5.1. Car Search Forms

x Flights AR Hot o Transfers ¥ Bnbs X requests

Pick up location Drop off location
Cape Town Cape Town

Pick up date ‘ Pick up time Drop off date Drop off time
15 Mar 2021 1:40 O] 17 Mar 2021 17:30

& Add to favourites gp &= SEARCH CARS

1. Selectthe “Cars” icon at the top of the page.

2. If you have booked flights, the form will automatically populate your dates and times based on
your selected flights.

3. Alternatively complete the form to meet your travel requirements. Start typing your pick-up &
drop off location (city) and make a selection from dropdown list.

4. Select the “Search Cars” tab to start the search.

5.2. Car Results Page:

1. The results will display the cheapest option compliant with your company’ travel policy.
2. Filter the results by means of the left-hand sidebar filter categories:
- Deals — Corporate or Agency deals
- Price
Rental Agents — suppliers
Policy
Transmission type
The system will specify when a Negotiated deal is selected.
4. Click on the “Details” icon to make your selection.

w
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1 _&—Q Cape Town (12 Jan 2021 ) ¢ Cape Town (15 Jan 2021 )

: go
PRICE W PREFERRED W
|

5 CARS RETURNED

v DEALS ‘ ‘ Thrifty Car Rental (2T) & Aircon
Group B - VW Polo Vivo or similar 8 Petrol @ In Policy
EDMR - Car (4-5 Door) ? Manual 1-3 Days
v PRICE \ ‘ f — < e Class - Economy 2 Airbogs Super ".*/U'vers
= . ™ Mileage Allowance - 100 km @ :
J ge ol Abs
Cost per km - R2.00 >
v RENTAL AGENTS ’ @ *-Seering total for 3 days
2 Agc. Deal -
Thrifty Car Rental D
First Car Rental D First Car Rental (FR) % Aircon
Group B~ Toyota Eios 4 Petrol @ In Policy
m EDMR - Car (4-5 Door) ¢ Manual 1-3 Days
v POLICY ‘ . = Class - Economy 3 Airbags Super Waivers
= a g i LK 3
B Mileage Allowance - 100 krm Abs
»\—‘ - Cost per km - R2.00 ? EA'(RLPVQ?\J’OO'
 TRANSMISSION TYPE l 'J @ F-steering totatioc3 days

«2x Agc. Deal
Details -

5. The system will default to the airport location, but you can click on the arrrow to generate a list
of town offices available for the specific supplier, which you can select from the dropdown list.

6. If you require a delivery or collection on the vehicle, you can specify this by selecting the relevant
box and indicating the delivery- and collection address.
Important: If a delivery or collection is requested, the agent will first have to confirm this
arrangement before the voucher will be issued.

7. Select the tick box, if one of the other travellers that is a part of the booking needs to be listed
as an additional driver.

8. Select your “Rental Reason” from the dropdown list. This is a mandatory field.

9. Select the “Add to basket” button to add the vehicle to your “Shopping basket”.
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Car Details [ % |
First Car Rental (FR) ™= Pickup | 08 Jun 0940
.m_: < Group B - Toyota Etios & Return 09 Jun 15:05
o eV o EDMR - Car (4-5 Door) .
B ﬁ 3 @ tength | 2days
e "'J Cilass - Economy - !
a AQC. Deal * Preferrad
Aircon 4 Petrol ¥ Manual # Airbags = Abs @ P Steering
Pickup Location D Request Delivery (min 5 charocters)
Caope Town Alrport v

Return Location ‘ [[] Request Collection (min 5 charociars) .
v

Caope Town Alrport

Driver Selection
Driver  Traveler Name Primary Driver
NONHLANHLA CHRISTOBEL MKHIZE
‘ YASHIL NARANDAS O
Rental Reason: Please Select v
Please Select

004 - X&C SCHEME-REPAIRS ONLY
Rate Options: 010 - EBVS USER ONLY-REPAIRS

012 - TRAINING COURSE [SEMINAR
Rate Description| 014 - SITE VISITS (BUSINESS ONLY)

I-3 Days 015 - MEDICAL EXAMINATION
Mileags Alloword 016 - MEETINGS [INTERVIEWS
100 km 017 - PROJECTS
Cost per km 018 - INSPECTION/ASSESMENTS
RZ.00 019 - BUSINESS TRAV{FUGHTS/ACC/[CAR)
@ In Policy Cont Brecy
Dally Rote 195 00
Add R354.00 x 2 RE2G00
b Tota Est. R728.00

10. If you selected projects from the dropdown list under the “Rental Reason” another block will
display where you need to indicate if the rental is for a bussiness trip or not.
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Driver  Travelar MName Primary Drivar

] HOMHLANHLA CHRISTOBEL MKHIZE ]

Rental Reason: | 017 - PROJECTS . w
. [ Rental is for business trip

Rate Options: | 1-3 Days w

11. The system will default back to the car results page after you have added the vehicle to your
basket.

‘ x Flights I n Hotels l 5 Cars I ; Transfers l " Bnbs l f Requests ' ‘
w Cape Town (12 Jan 2021 ) z -“ Cape Town (15 Jan 2021 ) Change
5 CARS RETURNED —

PRICE PREFERRED W )

‘ ~ DEALS Thrifty Car Rental (2T) & s * Preferred

Group B - VW Polo Vivo or similar & Petrol @ In Policy

EDMR - Car (4-5 Door) ¢ Manual i
' * PRICE ‘\ Class - Economy 2 Airbags Super Waivers

d ——— ~ g
) Mileage Allowance - 100 km Abs 3
Cost per km - R2.00 e Est R] 09200
» RENTAL AGENTS e P. Steering total for 3 days

2 Agc. Deal
Thrifty Car Rental

First Car Rental

B 8

First Car Rental (FR) # Aircon
Group B - Toyota Etios A
& Patrol @ In Policy

m EDMR - Car (4-5 Door) ¢ Manual o
v POLICY - Class - Economy ¥

& Airbogs Super Waivers

2 S
Ao Mileage Allowance - 100 km Abs
g‘ - Cost per km - R2.00 @ ES"[ 81”0932(’00_
+ TRANSMISSION TYPE J oired @ *.Steering A 0
< Age.

12. The shopping basket will update to include the added vehicle.

W (1) shopping Basket (@) Log out
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6. Transfer / Shuttle Bookings

Important: The only shuttle supplier that has live inventory and is bookable on the online tool is EZ
Shuttles

If you require services of another shuttle company, you can either

e request assistance from a consultant via the “Request” tab under transfers or,

e book the shuttle directly with the supplier and add the booking details under the “Request” tab
and selecting the “Booked my Me” option.

Please refer to section 8 for more information regarding the Request Tab.

6.1. Transfer Search Form

1. Select the “Transfers”icon at the top of the page.
2. You have the option to select a one way or return transfer.

Important — A return transfer is from the same pick up and drop off address otherwise you need
to book 2 one-way transfers.

3. Start typing the physical pick-up location address and select from the dropdown list.

NB-free text will result in an error message, you must make your selection from the dropdown list.

X Flights gk Hotels a. wm Transfers P Bnbs X requests
r-RETURN
Pick up loct®ert (min 5 chmac[eb Drop off location (min § characters) Pick up date Pick up time

16 umgazi slrcm]
16 Umngazi Street, Menlo Park, Pretoria, South Africa
16 Umnguazi Street, Ashlea Gardens, Pretoria, South Africa
Passenger Count 1
16 Umgazi Road, Gallo Manor, Sandton, South Africa

16 Umgazi Avenue, Wilro Park, Roodepoort, South Africa

-'--r‘.’ o

4. The same applies for the drop off location address. Start typing the address and select from
dropdown list.

5. Add dates and times. Keep in mind that travellers requiring a shuttle to the airport needs to check
in 1 hour before departure for domestic flights.

6. The size of vehicle offered on the results page will depend on the passanger count inserted in
the “Passanger Count” field — for example a count for 5 and more pax will provide a Mini-bus
vehicle option.

Cligit Manual Page 17 of
146



Effective

TWF pate
TRAVEL Cligit Manual - Eskom BS147 1 2021-04-14

Travel with Flair (Pty) Ltd

Title: Number: | Revision:

7. Select the “Search Transfers” button to search for options.

Pick up location {min & characters) Drop oft location {min 5 characters) Pick up date Pick up tirme
( 06 Apre 2021 ‘ 0500

16 Urmngaas Stroet, Manio Pork, Pretona, South Africo OR Tamba internatienal ginport, OR Tembe, Ke|

R. Tombo, Kempton Pork, South AMico

OR Tambo IMomational Alrport (JNS), Jones

OR. Tambo Imemational Airport, OR. Tomba Park, South Alrica

Incluce Trollor
O. R Tombo, OR. Tambo internationad Alrpart (JRE), O R Tambo, Kempton Park, South Africo

Fossenger Count ‘

"

SEARCH TRANSFERS

6.2. Transfer Results Page

1. Select the “Add to basket” icon to add the shuttle to your “Shopping Basket”.

3 TRANSFERS
PRICE W

v CLASSES
Pickup Address

Return date

@ 16 Umgazi Street, Menlo Park, Pr... - ﬂ OR Tambo, O.R. Tambo, Kempton Park, So.. '

Comfort - Sedan (2 seater) @In Policy
Toyota Corolla
Pickup Dote et R570.00

for 1 traveler

o 16 Umgazi Street, Menlo Park, Pretoria, South Africa 06 Apr one-way shuttle
v POLICY Drop-0Off Address Pickup Time
OR Tambo, O.R. Tambo, Kempton Park, South Africa 06:00,

Comfort - Van (2 seater)
Hyundai Hl

Pickup Addrass Pickup Date
16 Umgazi Street, Menlo Park, Pretoria, South Africa 06 Apr
Pickup Time

Drop-Off Address

7@ In bolicy

OR Tambo, O.R. Tambo, Kempton Park, South Africa 06:00 :
Return date Return Time Add to Basket

2. The total items in your shopping basket will be updated.

W (3) shopping Basket (@) Log Out
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7. Bed and Breakfast Bookings

Properties that are loaded on Nightsbridge will display in the B&B icon.
If you cannot find your specific supplier in the Hotels or B&B icons:

e you can add a “Request” to make use of consultant assistance or,
e make the booking directly with the supplier and utilise the “Booked by me” function under the
“Request” tab.

Please refer to section 8 for more information regarding the Request Tab.

7.1. BnB’s Search Form

1. Selectthe “BnBs” icon at the top of the page to start your search.

2. Search by location, by start typing the location and making a selection from dropdown list. Submit
the required dates.

3. Select the “Search BNBS” tab to start the process.

X Flights gk Hotels 5’ Cars ; Transfers P Bnbs x' Requests

Location [min 5 cha, Radius I Check In Check Out
Cape Town| 15km v 15 Mar 2021 ‘ 17 Mar 2021

Cape Town, South Africa

Cape Town International Airport \f“ -'"‘_:-. Matroosfontein, Cape Town, South Africa - ‘
Cape Town City Centre, Cape Town, South Africa i 3@ @ SEARCH BNBS

Cape Town Stadiurm, Fritz Sonnenberg Road, Green Point, Cape Town, South Africa

Cape Town International Airport Air Traffic Control Tower, Cape Town International Airport, Cape Town, South Africa

7.2. BnBs Results Page

1. Alist of B&B’s starting from the cheapest will display on the results page.
Note — the amount stipulated here is the total amount for the stay.
2. Select the “View Details” tab to be diverted to the room type availability of the selected

property.
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' Cape Town, South Africa -O 18 May —020 May e within 15km |
275 BNBS RETURNED —
| PRICE L 2 PREFERRED DISTANCE =MapView

 Atlantic Beach Villa, Cape Town

Available Bnbs 12 Dolabella Drive, Sunsst Beach, Bloubergstrand, 7441

15 Bnbs

e Bnbs

@ Out of Policy
Situated in Sunset Beach this Milnerton Cape Town guesthous

only a 3-minute walk from stunning Sunset Beach. It has an from R2 050.00
# outdoor solar-heated pool.

Bnb is approx 10.36 km from search location

v BNB NAME
+ PRICE Capo Cabana Guesthouse, Cape Town
15 AP Burger Avenue, Plattekloof, 7500, Cape Town :
@ Out of Policy
Oeeee— Set against the Tygerberg Hills CAPO CABANA welcomes you to
ZAR1002.00 ZAR 2 300.00 homely and luxurious accommodation. . Warm personal service from R2 390.00
breathtaking views of Cape Town and. Table Mountain. OF ZIRORNE
v POLICY

Bnb is approx 13.9 km from search location

3. The page will default to the “Info” tab, select the “Rooms” tab to open the room types.
Note — the property will indicate how many adults are allowed per room.
4. Select the “Assign Pax” icon to book the required room type to add the traveller.

Atlantic Beach Villa - FROM 18 May 2021 TO 20 May 2021 QO BACK

ROOM SELECTION | ASSIGNED GUESTS: 0f1

Available Rooms (Room images are for display purposes only)

Standard Double Room 1: Max Rooms: 2

H {m » Single room with o double bed and a shower en-suite bathroom & Max Adults: 2
= @ From Price
ZAR 2 050.00

& Assign Pax

Pool Facing Twin

1 MaxRooms: 1
Pool facing with twin beds, a full en suite bathroom with a sliding

& Max Adults: 2
door out to the pool &omp; garden area

& From Price
ZAR 2 040.00

& Assign Pax

Pool Facing Double

» Max Rooms: 1
Pool facing with a double bed, shower en suite bathroom and a

: & Max Adults: 2
sliding door out to the pool &amp; garden area

[ From Price
ZAR 2 056.00

& Assign Pax
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5. On the below pop up, select the applicable traveller to have the traveller moved to the

“Selected Travellers” box.
6. If the property offers different meal plans, you can make a selection from the drop down and

the rate including the applicable meal plan in the costing.

Assign travelers to room B

Available Travelers Selected Travelers

Meal Plan
@ In Policy

Bed & Breakfast b Est. Cost ZAR 0.00

Bed & Breakfast
Full-board

7. Select the “Add Room” tab to select your room.

Assign travelers to room [ x |

Available Travelers Selected Travelers

Meal Plan

Bed & Breakfast v @ In Policy

Est. Cost ZAR1600.00

8. Your room selection will show at the top of the page. Click on the “Add rooms” icon to add the
accommaodation to the “Shopping basket”.
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ROOM SELECTION | ASSIGNED GUESTS: 1/1

Double Room Corne Lubbe Est. Room Cost: ZAR1600.00
Est. Total: ZAR 1 600.00 ADD ROOMS

Available Rooms (Room images are for display purposes only)

e OSes O

Single Room 15 Max Rooms: 2
Single bed with en-suite bathroom, 100% >ale linen, Wi- ir-
ingle bed with VL, 1-suite bu. wroom, 100% percale linen, Wi-Fi, air & Max Adults: 1
conditioning, mini-bar, Tv with DSTV. i
(&2 From Price

ZAR 1600.00
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8. Request Tab

In the request tab you can request services that is not bookable online. These services include:

e Accommodation,
e Car rental,

e Transfers,

e Insurance,

e Coach rentals,

e Parking,
e Forex,

e Visas,

¢ Flights,

e Conferences, and
e Bus tickets.

The system will allow you to capture services where the service has not been booked, where consultant
intervention is require. Alternatively, with the correct documentation, the system will allow you to capture
services where you, as the booker, has made a booking directly with the supplier and requires
assistance from TWF to make payment for the service. In this instance, we refer to the services as a
“booked by me” service.

8.1. Accommodation
8.1.1. Consultant Intervention with Accommodation

1. Select the accommodation tab to request any establishment that was not found in the “Hotels”
or “BnB” tabs.

. > iRy - - ks

Travelers Flights Hotels Cars Transfers Brb's

Requests ‘
I Capture Passive Request
=

= a =]

Accommodation Car Rental Transtfer nsurance

S,
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2. Complete the fields as requested.
3. Select the “Search Accommodation” button.

Request/Caputre Accommodation B
Location (min 5 characters) Check In
Johannesburg, South Africa 10 Nov 2020
Radius . Check Out
15km v 12 Nov 2020

4. Make your selection from the preferred list of properties displayed by clicking on the “Select”

button.
Request/Caputre Accommodation
Froperties
Property Name Distance D Preferred | Telephone Ermail

B Select Mari se grot 6.84 krm W Preferred | 0823698754 marig@grot.co.za

A select Ascot Hotel 6.84 km W Preferred | 011 483 3371 info@ascothotel coza
B Select The Munro Boutique Hotel | 6.84 krm W Preferred | 010 023 0177 info@thernunrohotel.c
B Select Foxwood House 6.84 krm W Preferred | 011 486 0935 info@foxwood.co.za

B Select St Andrews Hotel & Spa 6.84 krm W Preferred | 011 053 5800 reservations@standre

BRIAMGEEN

B select House 6.84 km ¥ Preferred | 066 215 0993 info@pablohouse.coz

;

B Select The Winston Hotel 6.84 km W Preferred | 011 268 3140 reservations@thewin:
B select Villa Vittoria Lodge 6.84 krm * Preferred | 011 788 0708 reservations@villavitt
B Select Zietsies Guest House 6.84 km W Preferred | 082 774 4802 reservations@zietsies

A Select Hallmark House 6.84 km ¥ Preferred | 011 402 0447 info@hallmarkhotel oo

pioioi
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5. Check the details of the property (address, etc) at the top of the page to ensure that it is the
correct property.
6. Select the “Add room” button.

Req uest/ Capture Accommodation
The Winston Hotel . == Check-in | 17 May
6 Tottenham Ave, Melrose Estate, Johannesburg, 2146
Ve e 9 = Check-out |19 May
rRosebank
Telephone : Email f t Contact Tghuration 2 nights

Mobes

| Information of relevant importonce.

Rooms Add Room ‘ [] Booked by me
Add To Basket

7. Select the “Room Type” from the dropdown list.
Select the “Add” button to add the traveller to the request.

©
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Req uest/ Capture Accommodation m
The Winston Hotel == Check-in 17 May
6 Tottenham Ave, Melrose Estate, Johannesburg, 2146
Ve e 9 = Check-out |19 May
Rosebank
Telephone 011268 3140 Email reservations@the Contact 011 25 Fyburation 2mights

9.

Rooms Add Room [] Booked by me
Room Type m

Room only A
Traovelers ‘

NOMHLAMHLA CHRISTOEBEL MEHIZE add ©

Azzigned Travelars @ Out of Palicy @

Add To Basket

The traveller name will be added to the assigned travellers field.

10. Any notes to the consultant can be added under the “Notes” box, if applicable.
11. Select the “Add to basket” button to have the request added to your shopping basket.
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Req uest| Capture Accommodation

The Winston Hotel
& Tottenham Ave, Melrosa Estate, Johannesburg, 2146
Rosebank

Telephona 011 268 2140 Emnail

resorvations@t

Notas

i Please include |unchpack. ‘ :
Rooms Add Room

Room Type

Roorm only W

Travelers

w

@ Cut of Policy €
MOMHLANHLA CHRISTOBEL MEHIZE x

Assigned Travealars

hewi. Contact 011 268 3140

™= check-in |17 may
£° Check-out |19 May
% Duration 2 nights

[] Booked by me

Add To Basket
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8.1.2. Booking Accommodation Directly with the supplier

If you have made the booking directly with any supplier; generated an approved SAP order and you
require TWF to settle the bill, you can add the cost and confirmation number to have the voucher issued.

12. Select the “Booked by me” tickbox. Additional fields for the cost & confirmation number details

will open on screen.

13. Complete the confirmation number and costing details.

14. You have the ability to add notes to the voucher under the “Voucher remarks” box, for example

if you require diabetic meals.

15. Select the “Add to basket” button to have the service added to your shopping basket.

Reques t/ Capture Accommodation

The Winston Hotel
6 Tottenham Ave, Melrose Estate, Johannasburg, 2146

Rosebank

Telephone Ernail
Motes

! Information of relevant importance.

Rooms Add Room

Room Type
Roorm only A
Travelars
o
Azzigned Travelars @ Out of Policy @
MONHLANHLA CHRISTOBEL MEHIZE x

Confirmation Mumb
Betty ‘

== Check-in 17 May

& Check-out |19 May
Contact WCurction | 2 nights
MBUSTEr Rernarks B
F'Ieme ensure diabetic meul is b-.,okel:i
/

B Agent to Settle

‘ B Booked by me

Cost BreakDown

Add Charges

Charges:
Room Rate Incl. VAT
Once off Charges:

Lunchpack 120 x
Total Accom. (Incl. VA 2 080.00
VAT amount included 27.30

‘ Add To Basket

Par
Sa0
Add Charges
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8.2. Car Rental
8.2.1. Consultant Intervention with Car Rental Bookings

1. Select the Car rental tab to request a vehicle if no live availability of car rental inventory was
available in the “Cars” tab, in the online section of Cligit.

A > 2 o - Y

Travelers Flights Hotels Cars Transfers Bnb's

. CE.'|JE.J e Passive Request

Accommaodation Car Rental Transfer nsurance
2. Complete the fields as requested.
3. Select your supplier from the dropdown list.
4. Select the “Get details” button.
Request/Capture Car Rental H
o Request Details Capture Info 0
Fickup location Return location
Johannesburg Johannesburg
Pickup Date Return Daote
19 Apr 2021 21 apr 202
Pickup Time ‘ Raturn Time
08:30 16:00

& | First Car Renta ‘

5. The system will default to the airport location, click on the arrrow to generate a list of alternate
town offices available for the specific supplier and make a selection from the dropdown list.
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6. The system will default to a group B vehicle, however, you can update the vehicle type by making
a selection from the dropdown list.

Roquest/ Capture Car Rental

o Request Details Capture Info o
EDMER - VW Palo Vivo or similar ‘ il = Pickup 28 Mar DE:30

f—'-"l - Group B = VW Polo Vivo or similar = Return 01 Apr 18200
EDMR - Econamy (4-5 Door) %, Duration | 4 doys
Closs - Economy
Pickup Location [ request Delivery {min 5 characters)
In Tarrmiral b ‘
Return Location ' [ request Collection (min S characters)
I Tarrmiral b
Driver Traveler Name Primany Driver
‘ MOMHLANHLA CTHRISTOBEL MEHIZE
Y¥ASHIL MARAMDAS |
Rental Reason: | 017 - PROJECTS hd

‘ [] Rental is for business trip

Rate Info N Booked by me

Motas
Rate Catagory Rata Typea
Standard Standard
Rate Dascription

Stondard car rantal rats

-
[
oo
T o
—
=
0!
E
Q!
oo,
e
o
-UI
(=2
1

I

I

1
‘
|

\

I

1

I

1

I

I

1

I

I

1

I

1

Add To Basket

7. If you require a delivery or collection on the vehicle, you can specify this by selecting the relevant
box and indicating the address where the vehicle needs to be delivered to or collected from.
Important: If a delivery or collection is requested, the agent will first have to confirm the
arrangement before the voucher will be issued.
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8. Select the tick box, if one of the other travellers that’s part of the booking needs to be listed as
an additional driver.

9. Select your “Rental Reason” from the dropdown list. If your selection was projects, another box
will open for you to advise if it's a business trip or not.

10. Any message to the consultant can be added under the notes box.

11. Select the “Add to basket” button to add the vehicle to your “Shopping basket.”

8.2.2. Booking Car Hire Directly with a supplier

If you have made the booking direct with any supplier & generated an approved SAP order and you
require TWF to settle the bill, you can add the cost and confirmation number to have the voucher issued.

12. Select the “Booked by me” button. A block with cost & confirmation number details will open.

13. Complete the confirmation number and costing details.

14. You have the ability to add notes to the voucher under the “Voucher remarks” box for example
if you requested a GPS as an example.

15. Select the “Add to basket” button to have the service added to your shopping basket.

Driver Traveler Name Primary Driver
] NOMNHLANHLA CHRISTOBEL MKHIZE -]
-] YASHIL MARANDAS O
Rental Reason: 017 - PROJECTS b

[[] rRental is for business trip

Rate Info ¥ Booked by me
a include a GPS. Rate Type
Diaaily
rnpbon
car rantal rates
: : Cost BreakDown £ Add Charges
' Charges: & Per Day
B Agentto Settle Rental Incl. VAT 364
Confirmation Number once off Charges: Add Charges
ABO9R3447A Total Rental (Incl. 1 456.00
VAT amount included 189.91
Add To Bosket
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8.3. Transfers

8.3.1. Consultant Intervention with a Transfer Booking

1. Only EZ shuttles provides live inventory availablility. If you require another preferred shuttle
company, you can request this under the “Request” tab under the transfers tab

A > iR = - ks

"
Travelers Flights Hotels Cars Transfers Bnb's

Requests .

Capture Passive Request

] = a E

Accommodation Car Rental Transfer nsurance

2. Complete all the required details on the pop-up box. Ensure that you submit the full address for
pick up and delivery.
Click on the “Select Vendor” tab to select the preferred supplier from the dropdown list.
4. You can select the “return” box to submit the return transfer information.
Important: a return transfer is from the same pick up and drop off address otherwise you need
to request 2 one way transfers
5. Select the “Get details” tab.

w
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Request/Capture Transfer

o Request Datails

Fickup address

16 Urngaozi street Menlo Park
Fickup city

Fretoria

Fickup date
14 Jun 2021

Fickup time
08:30 '
Drop-off address

OR Tambo International

Drop-off city

Johannesburg

@, | Bongani Trans .

Capture Info o
. [ 1= Raturn
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6. Select the “Add to basket” button to have the request added to your shopping basket.

Request/Capture Transfer

o Request Datails Capture Info o

Bongani Trans
7 Litthe Street Bth Ave, Kensington, Cape Town, 7408 — 1% Jun
Cape Town * Pickup | gg30
Telephone 021583 0347 Email bonganitransg@telk . Contact

Motes

Inferimation of relevant impartonce.

Details [] Booked by me
Primary Traveler @ In Policy 1]
NONHLAMHLA CHRISTOBEL MKHIZE W
I‘DSEBFH__'.:E" count
2
Class
Economy W

Add To Baskst
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8.3.2. Booking Transfers Directly with a supplier

If you have made the booking direct with any supplier & generated an approved SAP order and you
require TWF to settle the bill, you can add the cost and confirmation number to have the voucher issued.

7. Select the “Booked by me” button. A block with cost & confirmation number details will open.
8. Complete the confirmation humber and costing details.
9. Select the “Add to basket” button to have the service added to your shopping basket.

Motes Voucher Remarks

i Rernarks to print on voucher.

e e e b ——————

Agent to Settle

Details . Booked by me

Prirmary Traveler @ In Policy (i ]
Corne Lubbe A4
Passenger count Cost BreakDown 3 Add Charges
I Charges:
Class Amount Incl. VAT 65000
Total (Incl. VAT) 650.00
roonomy v VAT amount included 84.78
Confirmmation Mumber .
Betty

Add To Basket

Cligit Manual Page 35 of
146



Qwr .
LR AN Bk Cligit Manual - Eskom

Title:

Effective
Date:

2021-04-14

Number: | Revision:
BS147 1

8.4. Insurance

8.4.1. Consultant Intervention with Insurance Bookings.

1. If you require insurance for a trip, you can request the service under the “Request” tab.

Select the insurance tab.

A > f

Travelers Flights

Requests

Accommodation

)

Hotels

=

Car Rental

2. Complete the fields as requested.
3. Click on the “Select Vendor” tab and select the supplier from dropdown list.
4. Select the “Get details” button.

HquCS:.l'CIL“I:I:L.I'D Insurance

b= = ks

Cars Transfers Bnb's

Capture Passive Request '

Transfer nsurance

Capture Info 0

o Request Details

Travel From (City)

Travel To (City)

_Dl‘UITHCSDJrg . London
Trowvel Date Return Date
12 Jul 2021 15 Jul 2021
‘a Goto Insurance ‘
5. Select the “Add request” button.
6. Select the “ Add” button.
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Request/Capture Insurance

Goto Insurance

f |

Start 26 Apr
tecst, test, test, test

& End 06 May
Rosebank
Telephone 123456723 Ermail Contact 123456789 B Curation |10 days
MNotas

Details Add Request ‘ [ eooked by me

Traveler
HOMHLANHLA CHRISTOBEL MEHIZI %
Azsigned Trovaler & in Policy €
Add To Bosket

7. The traveller name moved to the assigned traveller section.
8. Select the “Add to basket” button to add the requested service to your shopping basket.

Motas

| Information of relevant impartance.
i
i
i

Details Add Request [] Booked by me

Trawveler

w

. Azsigned Travaler & in Policy [i]
NOMHLANHLA CTHRISTOBEL MEHIZE x

Add To Basket
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8.5. Coach Rental
8.5.1. Consultant Intervention with Coach Bookings
1. Torent a coach, you can submit the request in the “Request” tab under the Coach rental icon.

A > o = - ks X

Travelers Flights Hotels Cars Transfers Bnb's Requests

Capture Passive Request

-
2 = a =
Accommodation Car Rental Transfer Insurance
= (P % B

L
Coach Rental Farking Forex Visa

2. Complete all the required details on the pop box. Ensure that you submit the full address for pick
up and delivery.

3. Click on “Select Vendor” to select your required choice of supplier from the preferred supplier
dropdown list.

4. You can select the “return” box to submit the return details.
Important: a return details is from the same pick up and drop off address otherwise you need
to request 2 one way addresses.

5. Select the “Get details” tab.
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Roquest/ Capture BusRento B

o Request Details Capture Info o
. [ 1s Return
Fickup address

16 Urngazi street Menlo Park

Pickup city

Pretoria ‘

Fickup date
13 Jul 2021

Pickup time
15:30
Drop-off addrass
16 Park street Roodepoort

Drop-off city

Johannesburg ‘
& | Mega Bus & Coach . GET DETAILS

6. Check the details of the selected supplier to ensure it's the correct supplier.
7. Remember although it's a coach rental, one primary traveller for the booking will apply.
8. Select the “Add to basket” to have the request added to your shopping basket.

Cligit Manual Page 39 of
146



@WF Title: Number: | Revision: gffecjtwe
ate:
T

RAVEL Cligit Manual - Eskom BS147 1 2021-04-14

Travel with Flair (Pty) Ltd

Request/Capture BusRental

o Request Details Capture Info o

Mega Bus & Coach
Alsation Road,Off Allanda, Midrand, Gt, 2157

Rosabank

18 Feb

™= Pickup 10:00

Talephone 223104 Ernail f Contact

Notas

| Imformation of relevant imporance.

Details [] Booked by me
Primary Trawvaler . & In Policy @
Corne Lubbe A

F-'_'I'E'EE'T'II':] &r count
1

Class

Econoniy b ‘
Add To Basket

8.5.2. Booking Coach Hire Directly with a Supplier

If you have made the booking direct with any supplier & generated an approved SAP order and you
require TWF to settle the bill, you can add the cost and confirmation number to have the voucher issued.

9. Select the “Booked by me” button. A block with cost & confirmation number details will open.
10. Complete the confirmation number and costing details.
11. Select the “Add to basket” button to have the service added to your shopping basket.
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Travel with Flair (Pty) Ltd

Request/Capture BusRental

o Request Details Capture Info e

Mega Bus & Coach

Alsation Road,Off Allanda, Midrand, Gt, 2157 - ick 18 Feb
= Pi

Rosebank wCrUp 10:00

Telephone 0102231026 Email yvonne.onthony@m..Contact 010 2231026

Notes Voucher Remarks

1 Information of relevant importance. i Remarks to print on voucher

Agent to Settle

Details ‘ Booked by me

Primary Traveler @ In Policy (1)
Corne Lubbe v
Passenger count Cost BreakDown Add Charges
] Charges:
Clies Amount incl. VAT 23000.00
: < Total (Incl. VAT) 23 000.00
nom
— VAT amount included 3000.00

Confirmation Number

E989898 ‘

Add To Basket
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8.6. Parking
8.6.1. Consultant Intervention with Parking

1. If you require parking for a trip, you can request the service under the “Request” tab.
Select the parking tab.

A > ! fRB v - LAY

Travelers Flights Hotels Cars Transfers Bnb’s Requests

Capture Passive Request

= a 3
Accommodation Car Rental Transfer Insurance
=) (P N B
iy
Coach Rental Farking Forex Visa

n

Complete the fields as requested.

Click on “Select Vendor” to select your required choice of supplier from the preferred supplier
dropdown list.

4. Select the “Get details” button.

w

Request/Capture Parking m
o Request Datails Capture Info o
Drop-off Date Collection Date
22 Jun 2021 25 Jun 2021
Drop-off Time . Collection Time
06:30 1720

Location (City)

Johannasburg @ | carncierge Pty Ltd .
Gat Datails
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| with Flair (Pty) Ltd

5. Check the details of the selected supplier to ensure you have selected the correct supplier.
6. Select the “Add request” tab.

Request/Capture Parking
Maraai's Parking Depot = criart 09 Feb
test, test, test, test —
& End 12Feb
Rosebank
Telephone 741582365 Email info@maraoicozo  Contact 741582365 ¥ Durction 3 days
Motas

.

Information of relevant importance.

REIGTENEE Add Request ‘ [] Booked by me
Add To Basket

7. Select the “Add” button to have the traveller moved to the assigned traveller section.
8. Complete the vehicle details.
9. Select the “Add to basket” button to have the required request added to your shopping basket

Traveler

W

Assigned Travelsr @ In Policy @
Corne Lubbe x .
Vahicle Details
VW GOLF 7 ‘
Vehicls Ragistration

BE 46 F5 GP

Add To Basket
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8.6.2. Booking Parking Directly with a Supplier

If you have made the booking direct with any supplier & generated an approved SAP order and you
require TWF to settle the bill, you can add the cost and confirmation number to have the voucher issued.

10. Select the “Booked by me” button. A block with cost & confirmation number details will open.
11. Complete the confirmation humber and costing details.
12. Select the “Add to basket” button to have the service added to your shopping basket.

Request/Capture Parking
Maraai's Parking Depot = Start 09 Feb
test, test, test, test

= End 12Feb
Rosebanik
Telephone 741582365 Email info@marogicoza  Contact 741582365 % Durotion 3 days
Motes Voucher Rermarks
Information of relevant importance. Remarks to print on voucher '
A A
Agent to Settle
Details Add Request ‘ Booked by me
Traveler
w
Assigned Traveler @ In Folicy € Cost BreakDown Add Charges
Corne Lubbe x Charges: Per Day
Wehicle Details Armnount Incl. VAT 135
VW GOLF T Once off Charges: Add Charges
Total (incl. VAT) 405.00
Wehicls Registration VAT amount included 52.83
BE 46 F5 GP
Confirmation Mumber
458899 ‘
Add To Basket
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8.7. Forex
8.7.1. Consultant Intervention with Forex

1. Torequest forex for an international trip, select the “Request” tab and forex icon.

A > ! fRB v - LAY

Travelers Flights Hotels Cars Transfers Bnb’s Requests
Copture Passive Request .

r - ﬁ

Accommodation Car Rental Transfer Insurance
| P % H
iy
Coach Rental Farking Forex Visa
2. Complete the required fields in the pop up box.

3. Click on “Select Vendor” to select your required choice of supplier from the preferred supplier
dropdown list.

4. Click on “Get details”.

Radg uest/Capture Forax m
o Request Daetails Capture Info 0
Travel From (City) Travel To (City)
Johannesburg London

Travel Date . Return Date
19 Jul 202 30 Jul 202
&  Bidvest Bank Brookhyn .
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5. Select the “Add request” button.
Hun&SI,-"UE:pIL.I'D Forex

Bidvest Bank Brooklyn = it 19 Jul
Shop 24 Chemy Lane Shopping Centre Fehrsen street, Brooklyn, Pretoria, 0002 - End 30 Jul

B Enc 30 Jul
Pretoria
Telephone 00 Email EEF Contact B5 Durotion | 1T days

o TRrT—
NOtes

Details Add Request . [ eocked by me
Add To Bosket

6. Complete all the fields from a dropdown list:

- Currency required,

- Denom,

- Equiv base values,

- The equiv amount will be auto generated according to the current exchange rate.
7. You can request more than one currency by selecting the “Add currency line”.
8. Select the “Add” button to move the traveller to assigned traveller.
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Request/Capture Forex a
ForexTest == Start 16 Fab
‘test, test, test, test
= End 26 Fab
Rosebank
Telephone 123 Ernail 123 Contact 123 ¥ Duration 10 days
Motes

Dietails Add Request [] Booked by me
Exchangs r-u‘ted are indicative. Actual rate Bu.q--:-L f=

Currency Required Denom Equiv. Bosa Values Exch. Rote Equivalant Amount
Currency Type i Ammount curmancy 1Unit = ROE | Curmmancy Value
USD = | Foreign Mote: % | Small 600 | UsSD A 16.33237 ZAR 9799.42
o Required information provided. ' Add Cumency Line

Assign Traveler ‘
Corne Lubbe AR Add ©

Azsigned Travelar @ Out of Policy @

Add To Basket

9. The traveller will now display under the assigned traveller section
10. Select the “Add to basket” button to have the request added to your shopping basket

Assign Traveler

w

Assigned Travealar @ In Palicy
Corne Lubbe x

Add To Basket
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8.7.2. Booking Forex Directly with a Supplier

If you have made the booking direct with any supplier & generated an approved SAP order and you
require TWF to settle the bill, you can add the cost and confirmation number to have the voucher issued.

11. Select the “Booked by me” button. A block with cost & confirmation number details will open.
12. Complete the confirmation number and costing details as per the supplier invoice.

13. The below fields will stay as per your submittel:
- Currency required,
- Denom,
- Equiv base values,

- Except for the exchange rate block which you need to insert manually as per your invoice

from the supplier.

14.Select the “Add to basket” button to have the service added to your shopping basket.
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Request/Capture Forex
ForexTest TS Start 16 Fab
test, test, test, test
= End 26 Feb
Rosabank
Telephone 123 Ernail 123 Contact 123 #% Duration 10 days

Nar.a*.‘ Voucher Rermnarks

Information of relevant importance. i Rernarks to print on voucher.

.ﬁ.gent to Settle

LGN Add Request ‘l Booked by me

Currency Requirad — Equiv. Basa Values Exch. Raote Equivalant Amount
Currancy Type Arnount Curmency 1 Unit = ROE | Cumency Value
USD ~ | Foreign Mote: ¥ | Small v 600 | usD 17.45 ZAR 10470.00
uf Required information provided. Add Cumency Line
Assign Traveler
v Cost BreakDown Add Charges
Charges:
Assigned Traveler @ in Folicy @ Equivalent Charges (ZaR) 10470.00
Corne Lubbe ® Dealer Fees incl. VAT £50.00
Confirmation Number Total {II'H.‘.L V"'T] 1120.00

. ‘ VAT amount included 8478
Add To Basket
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8.8. Visa

8.8.1. Consultant Intervention with Visas

1. If you require a visa, the request can be submitted under the “Request” tab under the visa icon.

A > fRB v - LAY

Travelers Flights Hotels Cars Transfers BEnb's Requests
Copture Passive Request .
- -
) = a =
Accommodation Car Rental Transfer Insurance
= P ) £
iy
Coach Rental Parking Forex Visa

2. Complete the required fields in the pop up box.

3. Click on “Select Vendor” to select your required choice of supplier from the preferred supplier
dropdown list.

4. Click on “Get details”.

Reque st/ Capture Visg m
o Requeast Details Capture Info o
Travel From (City) Travel To (City)
Johannesburg . Londaon
Travel Date Return Date
2 Jun 2021 25 Jun 2021
@ | visa Request .

5. Select the “Add request” button.
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Request/Capture Visa a
Twi Visa Company = start 08 Mar
‘test, test, test, test & End 26 Mar

Rosebanik

Telephone 123

Email test

Details Add Request ‘

Contact 123

[] Booked by me

I!& Durction 18 days

Add To Basket

6.

Select the “Add” button to move the traveller to the assigned traveller section.

Request/Capture Visa

Twf Visa Company
test, test, test, test
Rosebanik
Telephone 123

Email test

Details Add Request

Traveler

Come Lubbe

Assigned Travealer

AR Add ©

@ out of Policy @

Contact 123

[] Booked by me

= Stort 08 Mar

& End 26 Mar

I!& Durction 18 days

Add To Basket
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7. The traveller will now display under the assigned traveller section.
8. Select the “Add to basket” button to have the request added to your shopping basket.

Request/Capture Visa

Twif Visa Company = Start 08 Mor
test, test, test, test = End 26 Mar
Rosebank
Telephone Email Contact #& Durction 18 days
Motbas
! Infarmation of relevant imporance.

Details Add Request | Booked by me

Traveler
o

Assigned Travalar @ In Palicy &
Corne Lubbe *®

Add To Basket

8.8.2. Booking Visas Directly with a Visa Service Supplier

If you have made the booking direct with any supplier & generated an approved SAP order and you
require TWF to settle the bill, you can add the cost and confirmation number to have the voucher issued

9. Select the “Booked by me” button. A block with cost & confirmation number details will open.

10. Complete the confirmation number and costing details.
11. Select the “Add to basket” button to have the service added to your shopping basket.
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Request/Capture Visa
Twi Visa Company = start 08 Mar
DOSt; oat. Rowt. Sost & End 26 mar
Rosebank

Telephone 123 Email test Contact 123 ¥ Duration 18 days

Motas Vioucher Remarks

| Ramarks to print on vouchar.

Information of relevant importance.

4
Agent to Settle

PETGTENEE Add Request ‘ Booked by me

Traveler Cost BreakDown Add Charges

e Charges:
Assigned Treveler @ InFolicy © Visa Charges Incl. VAT 1250.00

Courier Fea Incl. VAT 90.00
Corne Lubbe ® Total (Incl. VAT) 1340.00

Ceonfirmation Nurmber VAT amount included 174.78
B38999 .

Add To Basket

Cligit Manual Page 53 of
146



i'iii.-l_ R AV EL
Travel with Flair (Pty) Lid

Title:

Cligit Manual - Eskom

Number:
BS147

Revision:
1

Effective
Date:

2021-04-14

8.9. Conference

8.9.1. Conferencing Coordinator’s Intervention with Conferences.

1. If you are required to book a conference you can select the “Request” tab and the conference

icon.
A > R
Travelers Flights Hotels

Copture Passive Request

ﬁ =

Accommodation Car R

ental

= P

Coach Renta Parking

wn

dropdown list.
4. Click on “Get details”.

i ‘

Flight Confe

rence

Complete the required fields in the pop up box.
Click on “Select Vendor” to select your required choice of supplier from the preferred supplier

Bus Ticket

| Y

Bnb's

RciJcsts

Insurance

+
il
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Request/Capture Conference m
o Request Details Capture Info o
Trawvel From (City) Travel To (City)
Johannesburg Johannesburg
Travel Date Return Dote
16 Aug 2021 20 aug 2021
@ | Holiday Inn Express Sandton Woodmeoad .

5. Select the “Add request” button.
6. Select the “Add” button to have the traveller moved to the assigned traveller section.

Request/Capture Conference
City Lodge Durban == Start 15 Fab
KE Masinga Rd &, Sylvester Ntuli Rd, Morth Beach, Durban, 4056 _—
90 Rd & Sy = End 17 Feb
Durban
Telephone 0G0 540 Ermail 82438 ar r Contact B0 ‘540 r:-l"'.s- Durction | 2 day's

Motbas

| Information of relevant importance.

REIGTENEE Add Request . [] Booked by me

Traveler
Corme Lubbe bl Add @
Azsigned Travelar & Out of Policy @

Add To Basket

7. The traveller name will now display in the assigned traveller section.
Important: Although a conference is for a group of people, you need to specify one traveller
name or if you are the booker of the conference then your name

8. Specify the requirements for the conference to the consultant in the notes box.
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9. Select the “Add to basket” button to have the request added to your shopping basket.

Request/Copture Conference
City Lodge Durban = Start 15 Feb
KE Masinga Rd &, Sylvester Mtuli Rd, North Beach, Durban, 4058
“ v = End 17 Fab
Durban
Telephone Ermicail Contact I Duration 2 days
Notas
Flease arrange o 2 day conference: -
50 delegates -
I maating room from 0800 - 1700 evenyday

Details [] Booked by me

Traveler

ko

Assigned Travelar ‘ @ In Folicy
Corne Lubbe x

8.9.2. Booking a Conference Directly with a Supplier

If you have made the booking direct with any supplier & generated an approved SAP order and you
require TWF to settle the bill, you can add the cost and confirmation number to have the voucher issued.

10. Select the “Booked by me” button. A block with cost & confirmation number details will open.
11. Complete the confirmation number and costing details.

12. Ensure to add all the requirements discussed with supplier under the voucher remarks box.
13. Select the “Add to basket” button to have the service added to your shopping basket.

Cligit Manual Page 56 of
146



. - Effective

TWF Title: Number: | Revision: Date:

TRAYVEL Cligit Manual - Eskom BS147 1 2021-04-14
Request/Capture Conference

City Lodge Durban *= Staort 15 Feb

KE Masinga Rd &, Sylvester Ntuli Rd, North Beach, Durban, 4056 P 17 Ecb

Durban -

Telephone 0B0540114  Email cvB2438@gmallcom Contact D60 540 1114 % Durction 2days

Notes Voucher Remarks

2 Day conference. U style with breakfast ang

lunch. Accommodation with dinner

Traveler
v
Assigned Traveler @ inrolicy @
Corne Lubbe x

Number In Party

1

Confirmation Number

Tamsin .

Agent to Settle

Details Add Request ‘ Booked by me

co iz

Charges:

Conf. Charges Incl. VAT 120000.00
Total (Incl. VAT) ‘ 120 000.00
VAT amount inciuded 15 652.17

Add To Basket
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8.10. Bus Tickets

1. If you require a bus ticket with Intercape, Greyhound etc. you can submit your request via the
“Request” tab under the bus ticket icon.

A > i 1 - A X

Travelers Flights Hotels Cars Transfers Bnb's Requests
Caopture Passive Request ‘
w = a =
Accommuodation Car Rental Transfer Insurance
G
Coach Rental Parking Forex Visa

o L +H
\
Flight Conference Bus Ticket

2. Complete all the required details on the pop box.

3. Click on “Select Vendor” to select your required choice of supplier from the preferred supplier
dropdown list.

4. You can select the “return” box to submit the return bus details.
Important: a return bus ticket is from the same pick up and drop off address otherwise you need
to request 2 one way bus tickets.

5. Select the “Get details” tab.
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Hn::qms:,-"l:dp:l_.rc: Bus Ticket m

o Request Datails Capture Info o

[] 1= return

Trawvel From (City) Travel To (City)

Pratoria Durban

Travel Date
13 Jul 2021
Fickup time

1045
.-Ei Intercape Ferreira Mainliner (Pty) Lid

6. Select the “Add request” tab.
7. Select the “Add” button to move the traveller to assigned traveller section.
8. You can add any comments or notes to the consultant under the notes box.
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Request/Caopture Bus Ticket
Greyhound Bus % sStart 22 Feb
29 Lepus Rd, Crown Mines, Johannesburg, 2090 & cna
- n
Rosebank
Telephone 023 915 2000 Email Contact 083 915 9000 #% Durction  MNad days
Motas

i
i Information of relevant importan ce.‘
|
1
|
|
1
|
|

Details Add Request
Traveler '

Ccorne lubbe Ll Add ©

[[] Booked by me

Assignad Travelar & Cut of Policy &

Add To Baskat

9. The traveller will display under the assigned traveller section
10. Select the “Add to basket” tab to have the requested service add to your shopping basket

Travelar

b

Azsignad Travelar ‘ @ InPolicy €
Corne Lubbe x

Add To Basket
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9. International Travel - Offline Request

The offline-request tab will be utilized for international travel, complex conference bookings and group
bookings.

1. Select the off-line requests tab on the Dashboard to open the section.
2. Select the create request button to start the process.

o | o 9 2 = =)
Future Travel Past Travel Inccmpla;e Bookings Basket Proposals Saved Trips Offline Requests
Filters
Reference Marme Type

[ An |
Requestor Agent Priority Status

[ A || an

Active D Closed My Requests B Create Request

fe

9.1. Create A Request

1. Give your request a name.
2. Select the submit button.

1- Create new Request

Request Namea

. International Conference

Submit ‘

w

Select the traveller.

4. You can change the default cost centre by selecting the change icon. Make your new selection
from the dropdown list.

5. Select the submit button.
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Traveler Selection

8.
9.

aCostCen‘.er D nternal Order Dzrt:]ect

Corne Lubbe cornel@twi.coza . n.

Eskom Holdings 0OIF - PPE FUND HISTORY

Submit

Submit the details of the requirements for the request to the agent under the free text box.
Ensure that all relevant information is added to enable the consultant to do the quote, booking.
NB NB — you need to tick the request international trip box if you are requesting international
travel. No need to tick this box if you are requesting a conference or group booking.

Complete under the trip information the trip nhame & reason for travel & payment option.

The Eskom International Trip information form needs to be completed before you will be able to
submit your request to the agent, if applicable

10. You can attach documents under the attachments tab if required.
11. Select the submit request tab to send the request off to the agent.

3 - Complete Details

Font -~  Formatting - Font size - B I U A =E = = E = E ®m = = 0 C % % B B
S = * &8 &£ B + K

Good day.

Please assist in quotes for fights for;

JNELON - DEP 10 AUG
LONVAS - DEP 14 AUG
WASJNE - DEP 21 AUG

| also require accommodation in the city centre of London and Washington.

Kind Regards - o =

‘ a Request International Trip

Pricrity aNorr“al |_|H|gr" B submit Req

Cos i ~

Allocate costs. Percentage amounts should total 100%
Completion for Eskom - 1100 X | 1
Search for Cost Center & Click to upload fi

to uplood files.

Selected Cost Center
Description Alloc. %

0000124015 - SAP Cok HCM Team 100 x
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Trip Information Booking Notes
E Additional notes regarding the booking.
Trip Name Intemational Conference E Useful to provied info for approvers to see.
Trip Reason Business hd E
Paymeant Option EFT w i
International Trip Information
Details of Visit
Country City Organisation Person Visited Purpose Frorm Dats To Date Days
X United Kingdom | London tad_. * | ABC Company Confarence Conference 2021-08-10 2021-08-14 4
®x United States | Washington(U_ ~ | EDD Company Conference Conference 2021-08-14 2021-08-21 7
First overseas visit on Eskom Business If not, attach details of previous overseas visits on Eskom Business
Is tha trip for training purposes If yes, attach retention contract
Eskom - Signed Travel Policy Document.pdf % Datails of training hare
Leave taken while overseas D If yes, attach approved leave form
Travel with spouse overseas D If yes, attach motivation letter with details of dependants
Genaral Manager
Travel Class Economy b Complisd with Policy [National Treasury/Travel Procedurs CALIB CASSIM -
Travel Reason
Confarance o
Other employees travelling with
ssarch by stalf number/tull narme -
Staft Number Full Mome Division Tl Murnbe Email Address Role of Individual
Subsistance Allowanca
Country Currency Daily Rate | Days Total Allowonce
[&B] United Kingdom [38p] British Pounds 02 1] ]
[us] usa [usp]us s 146 o 0
11 day(s) unallecated

12. The below pop-up box will generate with your off-line request number.

Request Created

Offline Request created. Relerence DB2C1SACTINZ
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13. The request will be listed under the off-line request tab as active with status unassigned.

O ® D = — 2 @D
Future Trawvel Past Travel Incormnplete Bookings Basket Proposals Saved Trips

Offline Requests
Filters
Relerancs Narme Type
All -
Requestor Agent Priority Status
All - All -

Active [ _|Closad UL C [ Create Request

UK & USA Trip Aug 21 - Unassigned l
Reference Create Date Request Type
o @ Chat
[i] : BB 19 May 202 = j F 1
Customer Agent Friority
© Close request
a I Norml

Requestor Request Age
& t = OH Om

14. Upon the agent responding to the request, the status will update to pending user feedback (you
the requestor now need to respond to the agent’s feedback). You will also receive an email to
advise you that the consultant has responded.

15. Select the icon to open the request.
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Filters
Referanca Harme Type

All -
Requester Agent Pricrity Status

UK & USA Trip Aug 21

Reference

Customer

a)

Requastor
&

All -

B Active [ ]Closed

all -

v [OREETLHEN B create Request

Create Date Request Type
B 19 May 202 &
Agent Priority
Normal
Request Age
= 0H 4m

© Close requast

16. Once opened you will find the feedback and comments from the agent.

17. You can open an attachment by selecting the

E jcon if any document was attached.

18. Add your response message to the agent under the new message tab.
19. You can add a document if required by selecting the click to upload files tab.
20. Select the submit button.
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Request Details a

Requestor Details

F Title: Number: | Revision:

Reguestor Reguestor Ernail

Reguestor C

ADMIN ovB243 jrmail.com

el Christs

19 May
Request Traveler(s)

valer # Traveler Traveler Ermail

G0 MONHLANHLA CHRISTOBEL MKHIZE | MootshTM@eskom.coza

Request Chat

19 May 15:58

Christo

Good day,

Please assist in quotes lor lights tor:

JMELON - DEF 10
LOMWAS - DEF 14 AUG
WASIME - DEP 21 AUG

nmadation in the city centre of London and Washington,

| also require acco
Kind Regards,
% 0 Attachment(s)

Corne Lubbe 19 May 16:00

ne Lubbe has as ed request to tharmssi!

% 0 Attachment(s)

Corne Lubbe 19 May 16:01

Good day,

Please find the quotes attacl

% 1 Attachment(s)

B Quote Lpdf

New Message

2 C % % @&

Font ~  Formaiting ~  Fonf size ~ B I U A = = = = = = %" =
S = % & #*# B & X

Hi,

Thank you for the quotes. Please can you book option 2 for the flights and option 1 for the accommedation.

Many Thanks,

Attachments
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21. Upon the consultant confirming & importing the booking, you will find the booking on your
dashboard under the future travel tab with status awaiting approval. The offline request will now
move from the active list to the closed icon under your offline request tab. An email will
generate to you to advise when the booking was imported by the agent.

G | O al:HQ,

ture Travel Past Travel Incomplete Bookings Basket Proposals Saved Trips Offline Requests

Filters

Retarence Marme Typa
[ an -
Requestor Agent Prigrity Status
[ an [ an -

active [ ]Closed (EPELLTEEC N @) Craate Requast

22. Find the booking under the future travel tab with status awaiting approval.
23. You can select the I icon to filter all trips by booking date, starting with today’s bookings.

24. The < """ icon will refresh the page to check if a booking status was updated.

25. Select the E icon to open the trip details.
26. The ﬂ icon will open the history of the booking.

Future Travel Past Travel Incomplete Bookings Basket Proposals Saved Trips Offline Requests

@ | o alrﬂq

Req. Number | Order Numbers = Travel Date | Booker Travellers Fru | |5 & refresh

Future Travel .ordsfound

ABFON 10 Apr 2021 | Christo ADMIN | [EIEipegeee MOMHLAMHLA CHRISTCEEL MKHIZE .E‘

9.2. Opening a trip

1. The system will default to the main details tab upon opening the trip.
2. Info like the trip name, travel reason, bookers name etc will be included.
3. The details of each booked segment will be displayed.
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@ = = & o
Main Details Traveler Orders Client Fields Approval Transactions Booking Attachments
Main Requisition ESOOO0111K Booker Coarme Lubos
Trave| Date X0 02 Mizzed Savings R 101719
Bosket Ref. DFEOZAYFE3E4E Approval Total RS 984.65
Trip Mame Vaucher Test
Travel Reason esting .
Booking Motes none
Agent Comments none

Cogt Allocation

Allocation Percentoge

100 percent

Allocation

O0IF - PPE FUND HISTORY

H rignt tern Datails

Corme Lubbe a - h Seuth alrican Aok Stops Dt Baze Price R 287.50
: 47 BE & 2H10M -
@ ln Policy : Tmies R 58498
Mizsed Saving R 106.00 ,q- o710 {0@ FER) % na-20 (08 FER) Tota R B72.48
O R Tambo internotional Argpl Cape Town Inlermalion
Johanneskbung Cape Tawn
i .
H rignt tem Details
Catne Lubhs ﬂ Y [— Salair (Propristary) Lid. Slops Duration ErzrraET R1I72.00
. . FA 318 & 2H 10 e
@ ln Palicy : Tes R 24498
Mizsed Saving k 340.00 " 17:30 (11 FEE) * 1240 (11 FE) Total R1417.88
7:30 E EedDy !
Cope Town Intermnalional Lanseria ntemationdal Arpl
Cope Town Johannesburg
-

Vouchers & e-tickets where applicable.

No o &

If your status of your booking is approved, by selecting the @ icon, you will find:

Issued invoices under the billing documents tab,

The reasons for missed savings & policy breaches (if applicable) will also display here.

Corne Lubbe

&5 C
{= Car Rental Missed Savings

HNo missad savings

-
Corne Lubbe ﬂ Billing Docurm
@ In Palicy Approved 1338
No missed savings
Vaucher Details
Imnz2o Rate: 4-5 Days

.--E:-';- - I.———C——————I——— Mileage Allowance: 100 km

_____ ange Lo Cost per Km: R 200

-

‘ Policy Breaches

HNone

Voucher Documeants

[3 | | zrmzo ]
Additional traveler(s)
None

8. The travel orders tab will open the req. number

, cost centre & traveller details.
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T ' = | Z
Main Details Travelar Orders Client Fields Approval Transactions Booking Attachments
Req. Humber PHR order Humber Main traveler Cost Center
ESDCO0MKD HEMOEA HEMNOKA Corne lLubbe OOIF-PPE FUND HISTORY

9. You will also find the Eskom International trip form that you completed before submitting your
offline request under the travel orders tab, if applicable.

REq. Murmber PMR Order Mumber Main traveler Cost Center |[I|'IErGr'r'
ABFE980101 | ZIDEEL 3216119335 TSALELI GRACE NDOU-MMIS ODQI24021-Application Test s
MUPQQEIT'EPT
. & Trip Information | <» Report Feedback
Internaticnal Trip information
Details of Visit
Cou r"T'}' Cl‘['f' C"q-ﬂ nisaticn Person Visited r'LrpD’S.E From Dote To Dote DI'_I'r'E
Keryo Mirobi testing tesiting testing 201221 2081-12-22

First owerseas visit on Eskom Business If not, attach details of previous overseas visits on Eskom Business

Select a file...

Is the trip for training purposes If yes, attoch retention controct

Leave taken whils overseas If yes, attach approved leave form

Comnplied with Po r:-,-'.l'lec.nul 'I'-E'!'.‘IELI"(."TI'UL-'EI Procedurs

O 0 0 o0

Travel with spouse overseas If yes, attoch motivation letter with datails of dependants

General Managar

SELEY SIBONGAKONKE MAKHOSOMKE MGAGA

(<]

Travel Class: Economy

Trowel Reason
Cuality relatad
Other employees travelling with

Staff Nurnber Full Name Divizion Tal umbear Ermail Address Rode of Indinidual

Subsistance Allowance

Country Currency Daily Rate | Days Total Allowance

[usD] us s 128 1 jict:]

[KE] Kanya

10. After you have returned from your international trip, the report feedback form needs to be
completed and submitted for approval.
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ABFIE90IM TIDETL IHEN8335 ALFLI GRACE MDOU-MNIS] C-jU-D'il‘-’;!er'-:qpemeii:Dn Test I;u

&= Trip Information = < Report Feedback .

A Report feedback has not been subrmitted

Mo olerts hove besn sent View Documant

Approval CLOSED

Feedboack Report

Lewvel Approver Action Commeants

Background

Frovide information here to further detail the trip

P
Key Points
Frovide information hess tor amy key points ide: ritified during the trip
P
Implications
Frovide information hers related 1o any implicotions discoversed
P

Way Forward

Provide information here regarding the way forwvard

Submit Feadback

11. The client fields tab will display to which company (Eskom/ERI) the trip belongs.

&8 @
Main Details || Traveler client Fields Apprwd Transactions || Booking Attachments

Client Specific Fields

Business Unit Field Narme Field value

Eskorn - 1100
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12. The approval transactions tab will display the view approval details and view approval logs

-
-

Approval Transactions

%

| Booking Attachments

view Approval Details €} . View dpproval Logs =

3] —

Main Details || Traveler Orders Client Fields

Approval Transactions

Transaction 01 Approved

13. By selecting the view approval details the below page will open. The levels of approval will
display with the details of the relevant approvers. Click on the icon to close the page.

Approval Transaction Details

I:] Active

D Issued by override

Current Level: 1

Status - Approved

D Escalated to Altern

I:]Esculuted to Super

ate

Linked Approval - Eskomn Test Override

Level |

Main Approver Alt. Approver

christo van loggerenberg

Email

Email Sent cwB2438@gmail.com
Phone

christo van loggerenberg
Email
cvB2436@gmail.com
Phone

0605778675 0605778675

APPROVAL ITEMS APPROVAL ITEMS

Flight Flight

NOMNHLANHLA CHRISTOBEL . NOMHLANHLA CHRISTOBE
Reason - Approved Reason - MfA

Flight Flight

NONHLANHLA CHRISTOBEL NONHLANHLA CHRISTOBEL
Reason - Approved Reason - NfA

Hotel Hotel

NONHLANHLA CHRISTOBEL ..
Reason - NfA
Car Rental

NONHLANHLA CHRISTOBEL ... N elsliaiV-la]

Reason - Approved
Car Rental

NOMHLANHLA CHRISTOBEL .. [ eleliait-le ]

Reason - Approved

NONHLANHLA CHRISTOBEL ..
Reason - MfA

14. If you select the view approval logs tab the below page will open. Here you will find the logs of
the approval workflow with time and date stamp. Select the icon to close the page.

Approval Transaction Logs

Travel approval email was sent to christo van loggerenberg

All Approval sms messages were queued to send to approver christo van
loggerenberg

christo wvan loggerenberg has opened approval for transaction ABFIN0OI

christo van loggerenberg has submitted approval via the approval inbox.
Please see approval transaction details for more info

Approval finalised, closing approval

Booking Status email was sent to Christo ADMIN

18 Mar 2021 0B:50

18 Mar 2021 08:50

18 Mar 2021 08:58

18 Mar 2021 08:59

18 Mar 2021 08:00

18 Mar 2021 09:00

@-°
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15. Select the booking attachments tab to find a copy of any documents that was attached to the
booking before approval. You can also attach any other documents afterwards by selecting the
icon.
16. Selectthe & jcon to open the attachment.

Main Details Traveler Orders Client Fields

" ‘ i ‘ = ‘ = @.

Approval Transactions Booking Attochments

| Documents . Mo Proposals
FlleMame Filesize Dat Doc.
Chigit Brochure.pdf LEEMB 16 Sep 2020 1053 O
Document Type BAD
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10. Multi-Leg Flight bookings:

10.1. Multi-Leg Flight bookings:
10.1.1. The Flight Search Form:

Start your trip by selecting the “Flights” icon at the top of the page.

Select the “Multi” icon for the Multi-leg trip.

NB NB — you need to tick the box “Shop by Schedule” .

Tick the “Include Car” and “Include Hotel” boxes if you are also going to require these
services. The system will then auto fill the times and dates for each destination.

Type the origin and destination details and make your selection from the dropdown list.
The “Departure Time” boxes are not mandatory fields for domestic travel.

Select the “Add leg” icon to build your route.

After completion of the whole route, select the “Search” tab.

()
A

Flights

PN

© N O

A

Travelers

L = - Y
Hotels Cars Transfers Bnb's Requests

[ RETURN H ONE WAY H .
. a Shop by schedule a nclude car ‘ a nclude hote

Origin Destination Departure Date Departute Time Class of travel
Johannesburg (&l Airpc:"ts] . Durban fﬁ\ | Airnorts) 08 Mar 2021 6 Economy w

QOrigin Destination Departure Date Departure Time Class of travel

Durban (All AirpO'ts} Cape Town (All AirpO'ts] 09 Mar 2021 Economy hd
Origin Destination Departure Date Departure Time Class of travel

Cape Town (All Airports) Johannesburg (All Airports) 11 Mar 2021 Economy v

¥¥ Add to favourites . ¥ sEArcH
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10.1.2.  Flights Results Page:

1. Flights will display per schedule for the day without prices starting with the 1st flight of the
day till the last flight for the day.

2. Select your routing on the left hand sidebar to find the results per route.
3. Select the “Get Fares” tab to open all prices linked to this flight.
JNB - DUR - CPT - JNE Change +
INGLE FLIGHTS RETURNED ———
PREFERRED + DLFRATION + DEPARTURE TIME + |
DUR-CPT CPT-JNE
= AIRLINES | Johm.w Durban
= DEPARTURE ARFORTS
Economy
_— A 05:55 & 07:00 @ IHEM
* ARRIVAL AIRPORTS JNB(08 MaR) DUR(OE MAR) TOTAL TIME
Economy
Faysatue ® 08:00 4 07:15 @ HIEM
JNB( 08 MAR) DUR(0S MAR) TOTAL TIME|
Economy
. 0645 M 07:859 @ HIoM
JME( 08 MAR) DUR(0& MAR) TOTAL TIME
Economy

h 0645 M 07:859 @ HIoM
JME( 08 MAR) DUR(0& MAR) TOTAL TIME

4. Click on the “Select” icon to make your selection from the list of prices.
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Economy
— A 0555 & 07:00 O HEM
JHB(0A MAR) DUR(08 MAR) TOTAL TIME
Economy
Pysatae ¥ 06:00 & 0715 @ TH15M
JHB(08 MAR) DUR(08 MAR) TOTAL TIME Close
Cabin Class Policy Total Actions
Fare Rules
C @ In Policy 612.98
o
F In Policy 670.48
R @ In Policy 716.48

5. Upon selecting the flight, it will move to the grid at the top of the page.

0 SINGLE FLIGHTS RETURNED

JNB - DUR - CPT - JNB

=)

PREFERRED W

DURATION

DERARTURE TIME s |

DUR-CPT  CPT-JNE - i i
Aysafay  Ariine Satfair (Proprietary) Ltd.

Fare ZAR 410.00
v AIRLINES ¥ Johannesburg (JME), 08 MAR 06:00 & Durban (DUR), 08 MAR 0715 Taxes ZAR 306.48
FA-286 @ Duration - H15M W Economy (R ), 0 Seats Left @ Total ZAR 716.48

6. Select the next route on the left-hand sidebar to make your selection for the next flight.
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JHB - DUR - CPT - JMNB

PREFERAED W

CFT-JNE o - B .
airline - Safair (Propristary) Ltd.

¥ Johannesburg (JNE), 08 MAR 06:00
@ Duration - 1H 158

Aysatair

-
AIRLIMNES A - 286

* DEPARTURE AIRPORTS

DURATION W

A Durzan (DUR), 08 MAR 0718
% Economy [ & ), 0 Seatz Left @

Durban to Cape Town

DEPARTURE TE ¢

Fare IAR 410,00
Taxas ZAR 306.48
Tatal ZAR TiG.48

—

* ARRIVAL AIRPORTS

Economy
— A 0520 & 0B8:30 @ 2ZH10M
DUR(09 MAR) CPT(09 MAR) TOTAL TIME
Econommy
— H 07:45 & 10:55 @ 3H10M
DUR(09 MAR) CPT(09 MAR) TOTAL TIME
Econony
e 105 & 12:35 @ 2H20M
DUR(08 MAR) CPT(08 MAR) TOTAL TIME

7. Repeat the process by selecting the “Get Fares” button to open the 8. price listing

to make your selection.
9. The selection will be added to the top grid.
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JNE - DUR - CPT - JNE m
11 SINGLE FLIGHTS RETURMED
FREFERRED DURATION DEFARTURE TIME
JHB-CUR
" Aijrline - Sofair (Propeietary} Lid. Fare ZAR LT
A Johannesbung {JNB), 0B MAR 38100 M Doripan [DUR), OB WMAR 0TS Tomes ZAR D648
= AIRLINES
FA - 205 @ Duration - TH 15K W Economy (R ), O Seats Left @ Totol ZAR TE.48

Adrfine - Mango

0 H Durbon [DUR), 0B MAR K-S
JE - 323 @ Duration - 2H 206

Fore ZAR 470,00
M Cope Town (CPT), 0B MAR 12:35 Tomas IAR 205448
. Economy (¥ ), 0 Seals Leit @ 3 Total ZAR G748

CDurban to Cape Town |1
Econormy
— ¥ 06:20 o 08:30 @ ZH10M,
DUR (D2 MAR) CPT(08 MAR) TOTAL Tkl
Econormy
— * 07:45 W MBS Q© 3H10M
DUR (D2 MAR) CPT(08 MAR) TOTAL TIME
Economy
. A 1005 #1235 O 2H20M
DUR(D2 MAR) CPT(08 MaR) TOTAL TIME
Coalbin Class Palicy Tl Actions
Feanes Rules
% (EZ2 Comp) @ In Policy 676.48
Feane Rules
L (€3 Corp) @ In Policy 744.48

10. Only when the whole routing has been completed the top grid’s 11.“Select” tab will open for
you to add the routing to your shopping basket at the top of the page.

52 SINGLE FU

INB-DUR CUR-CPT

v AIRLINES

« DEPARTURE AIRPORTS

v ARRIVAL AIRPORTS

JNB - DUR - CPT - UNB

FREFERRID W DURATION

DEPARTURE TIME
————————————

Airline - Sofoir (Proprietary) Lid.
X Johannesburg (JNE), 08 MAR 0600
FA - 286 @ Duration - 1H15M

Airline - Mango
L A Durbon (DUR), 02 MAR 12215
JE-323 @ Duration - 2K 20M

Airline - South Alrican Airlink
A Cope Town (CPT), 1 MAR 1515

4Z - Bed @ Duration - 2HSM

Fore ZAR 41000
® Durban (OUR), OB MAR 0745 Toxes ZAR 306.48
& Economy (R ), 0 Seots Let @ Total ZAR n8.48

&% Cape Town (CPT). 02 MAR 12:35 Taxes ZAR 205.48
& Economy ( X ), 0Sects Let @ & Total ZAR 675.48

Fore ZAR 250.00
& Johannesburg (JNB), T MAR 12:20 Toxes ZAR 584 48
& Econoeny (W), O 21 @ Total ZAR B44.43
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12. By selecting the “Shopping Basket” link at the top of the page the trip details will open. If you
only require flights, you can check out.

To add accommodation and car rental select the @ button.

W (3) shopping Basket (@) Log Out

& New Booking | MENU =

Bosket ®
{ Basket Refarenca |_| accept the terms and conditions 3 Generats Proposa ' SUMIARY
BFBD2ECA121545
e Est. Cart Total R2 236.44
Dossier Mumber # View Proposals
® Est. Mizsed Savings ROOC
M Trip iterns & & Documents
x Flight tern Details
Salair {Propristary) Lid. Slops Duratic
oo L b Fhy Snfomir
e (X = FA 286 i Base Price R 47150
'?-' n Palicy Pending Booking Tomes R 34408
S 07415 {08 BaAR) Tota R 716.48
il A Kir =Nnaka Lermaliond
Durbar
x Flight tern Detoils
Manpo Stops Diratic Priverte F
Conne Lubbe m P JEJEQ‘:_'\ - ) £ Privals Fare
@ In Palicy Pending Booking Baze Price R 540.50
o 1015 {09 MAR) %IE:EB (08 MaR) Tames R 134.98
Kirg Shokda Infernolional Cape Town Inlarmdalion Tota R G75.48

Cape Towm

10.2. Booking Accommodation in a Multi-Leg Booking

10.2.1 Hotel search page

1. Select the “Hotels” tab to start your accommodation search.
2. The system will auto fill all details for the hotel search for the blue selected location.
3. Select the “Search Hotels” tab to find your results.
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xrlights I ﬁllotels H ﬁCurs H;Tmnsfersu nDnbs “ fRequests

Quick sed i DUR 08 MAR CPT 09 MAR
Location (min 5§ characters) Radius Check In ‘ Check Out Number Of Rooms

Durban 15km L 08 Mar 2021 09 Mar 202

Cancel quick searches Q

10.2.2 Hotel results page

4. Make your selection from the results page by selecting the “View Details” button to be taken
into the hotel’s room type availability.

5. Note: The “from” rate is the total amount for the whole stay and the amount below that is the
rate per night if the traveller is staying more than one night.

XFIights | fRtotes | 5 Cars || gp Transfers I T enbs | f Requests

4 Durban, South Africa ':;:-boa Mar = 09 Mar e within 15km

|

29 HOTELS RETURNED

' PRICE W PREFERRED W DISTANCE

Hotel Name Hotel Code
Available Hotels City Lodge Durban 17410
13 Hotels Hoj,c! Chain Chain Code

City Lodge Hotels Group CG
Unavailable Hotels City City Code

: From R] ]2000
16 Hotels Durban DUR for 1 night
R Country Country Code for 1 traveler

On-Request Properties South Africa zaA

7 Properties

Hotel is approx. 1.33 km from search location View Details

« HOTEL NAME Hotel Name Hotel Code
Protea Hotel Durban Edward 27850 @ out of Policy
Hotel Chain Chain Code

~ PRICE Protea PR rrom R1550.00
City City Code for 1 night

T Durba DUR for 1 traveler

Country Country Code 3
South Africa ZA View Details

¥ NEGOTIATED RATES Hotel is approx. 1.88 km from search location

6. Choose your room type under the “Rooms” tab by clicking on the “Select” icon to have the
room added to your “Shopping Basket”.
After your room is added to the shopping basket the system will default back to the results page.
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Protea Hotel Durban Edward - from 08 Mar to 09 Mar Q@ BACK

ROOM SELECTION | SELECTED ROOMS: 0/1 ASSIGNED GUESTS: 0/1

Available Rooms (Room images are for display purposes only)

Bed And Breakfast Standard Twin Beds Non & Rate Category @ out of Policy

‘ Smoking Rack General @ Public Rate
= Best Available Rate % Rate Plan @ 1Night(s)
. Images 11 Breckfast @, Lunch @, Dinner @ ARIQES (3 Total Price

e 3 = == Refundable
= Details = Bed Type: Double beds i ZAR1550.00
@ Room View: Various Views
i’ Amenities ) smoking Room: @ © showRule
Bed And Breakfast Executive Twin Beds & Rate Category @ out of Policy
Best Available Rate Rack General @ Public Rate
' ¥ Rate Plan T i X
11 Breakfast @, Lunch @, Dinner @ DIDQ & 1Might(s)
" Q89
(8 Total Price
= Bed Type: Double beds == Refundable
VES ZAR1550.00

@ Room View: Various Views

) Smoking Room: @ © ShowRules SELECT

7. Select the “Back” icon to go back to the hotel result page.

Protea Hotel Durban Edward - from 08 Mar to 09 Mar . O BACK

ROOM SELECTION | SELECTED ROOMS: 1/1 ASSIGNED GUESTS: 1/1

Bed And Breakfast Corne Lubbe Est. RoomCost: ZAR1550.00 remove

Est. Total: ZAR 1550.00 ADD ROOMS

8. Select the “Change” icon to go back to the hotel search page for the next destination.

+ . s £ s
| | Durban, South Africa iip 08 Mar o 08 Mar e within 15k
29 HOTELS RETURNED | _

| | PrRicE ¥ PREFERRED " DISTANCE = MaopView

9. On the search page the location already booked will now display green in colour.
10. The system will auto fill the fields for the next location to search for the hotel.
11. Select the “Search Hotels” button to be navigated to the results page.
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Quick searches: ESEILEGREETGY Bfeggiln Tl

Location (min 5 characters) Raodius Check In . Check Out Number Of Rooms

Cape Town 15km ~ 09 Mar 2021 11 Mar 2021 1 A4

Cancel quick searches f Q @ SEARCH HOTELS

12. Repeat the previous process by selecting your hotel by clicking on the “View details” button
be navigated to the hotel’s room types.

\xﬂights 'q fRh Hotels " §CGrs " ;Trcnsfersu 8 Bnbs " fRequests \

. - - !
Cape Town, South Africa o 09 Mar %o 10 Mar @ within 15km

114 HOTELS RETURNED

PRICE W PREFERRID DISTANCE

Hotel Name Hotel Code

Available Hotels City Lodge Pinelands 16668

@ In Policy

Hotel Chain
68 Hotels Vv .
. City Lodge Hotels Group S Dedl
Unavailable Hotels City s F R1120.00
mom .
46 Hotels [ Cape Town ery for 1 night
Country Country Code for 1 traveler
On-Request Properties south Africa ZA
14 Properties D Hotel is approx. 6.84 km from search location View Details
v HOTEL NAME Hotel Name Hotel Code * Preferred
‘ Lagoon Beach Hotel Spa 66469
Hotel Chain Chain Code ®o f Poli
‘ ~ PRICE siteminder GD itaiholicy
Cit: City Code
'(I:;pe Yot (;FYT g rrom R1 500.00
for 1 night
‘ ~ poLICY Country Country Code for 1 traveier
South Africa ZA

‘ +» NEGOTIATED RATES

Hotel is approx. 6.85 km from search location View Details

13. Select the room type under the “Rooms” icon to add to your “Shopping Basket”.
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City Lodge Pinelands - from 09 Mar to 10 Mar

O BACK

ROOM SELECTION |

SELECTED ROOMS: 0f1

Available Rooms (Room images are for display purposes only)

One Queen Bed. Room Designed For Physically
Dis

Government Ro Comm

. Images .

= Details ke Rooms

[ .
n’ Amenities

m Map

! Breakfust @, Lunch @, Dinner @
k= Bed Type: Queen bed
® Room View: Various Views

») Smoking Room: ©

One Queen Bed. En Suite Bathroom. Maximum
Two A

Government Ro Comm
1 Broakiost @, Lunch @, Dinner @

k= Bed Type: Queen bed

@® Room View: Various Views

&) Smoking Room: ©

ASSIGNED GUESTS: 0f1

& Rate Category @ In Policy

Al < Negotiated
@ Rate Plan L 1Night(s)
DISGOXI g

{3 Total Price
== Refundable

YES ZAR1120.00
© ShowRul

& Rate Category © In Policy

All » Negotiated
% Rate Plan

NIDGOX1

& 1Night(s)
@ Total Price
ZAR 1120.00

SEECT

== Refundable
YES

© ShowRules

14. On the hotel search page all the location tab’s will be green to indicate that selections were

made for all locations.

[eill="81-Tal (=[50 & DUR OB MAR i @ CPT 09 MAR

Location (min 5 characters) Radius Check In Check Out

Cape Town 15km v 09 Mar 2021 1 Mar 2021

Cancel quick searches

Mumber Of Rooms

1 w

@ SEARCH HOTELS

10.3. Car Rental when Booking a Multi-Leg Trip
10.3.1.  Car search page

1. Selectthe Car Tab to be navigated to the car search page.

2. The system will auto fill the details for the car search for the blue highlighted location.

3. Select the “Search Cars” tab.
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A x Ry

Travelars Flights Haotals

= =

Cars Transfars

b

Enb's Requests

Quick s. i DUR 08 MAR CPT 09 MAR

Pick up location

™ Add to favourites

. Durban

Durban
Pick up date Pick up time
08 Mar 2021 0715

Drop off location

Drop off date

&) 09 Mar 2021 08:50 @

Cancel quick searches

Drop off time

= SEARCH CARS

10.3.2 Car results page

4. On the results page make your selection by clicking on the “Details” tab.

11 CARS RETURNED

| @& ourban (08 Mor 2021)

@8 ourban (09 Mar2021)

| PRICE v

PREFERRID

v DEALS ’

» POLICY \

« PRICE ’ ’
* RENTAL AGENTS ' ¢

Bidvest Car Rental (BV) $ Aircon
Group B - Ford Flesta/Similar 8 Petrol
EDMR - Car (4-5 Door) ? Manual
Class - Econormy % Airbogs
Mileage Allowance - 100 km @ Abs
Cost per km - R2.27

e P. Steering

<22 Agce. Deal

% Preferred
@ In Policy

One day rental
Excluded

est R360.00
total for 1 day

© NG

trip or not.

©

Details of the vehicle and rate will be displayed.

You can select an additional driver for the rental here.
Select your “Travel Reason” from the dropdown list.
If you select projets as a travel reason, another block will open to indicate if this is a business

Select the “Add to basket” icon to add the vehicle to your shopping basket.
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Car Details B
Thrifty Car Rental (ZT) ™= Pickup | 0B Apr 100
Group B - VW Polo Vivo or similar & Return 09 Apr 100
EDMR - Cor (4-5 ) "!a Length | Tday
Class - Econormy
<5 g Do
# o Aircon & Potrol T manual B Airbogs g Abs ¥ P Steering
Fickup Location ‘ [ request Delivery {min & charactsrs)
In Tarminal W
Return Location [0 request Collection (min 5 characters)
In Terrminal b
Driver Selection
Criver  Travelar Harme Primary Driver
MNOMHLANHLA CHRISTOBEL MEHIZE
. ¥ASHIL NARANDAS O
Rental Reason: | 017 - PROJECTS ‘ b
‘ [[] Rental is for business trip
Rate Options: 1-3 Days b
Rata '_'IE'EEripl'ﬂ"l Acoount Rate Code
1-3 Days 3068334 ESKD
Milsage Allcwancs Rate Catagary Rate Type
100 km Standard Dhaily
Cost per km Inguranca Waiver
R2.00 Supar Waivers
Cost BreakDown
@ In Policy
Daily Rate R3G4.00
— Additional driver R350.00
To Bosket
Total Est. R714.00

10. The below page will open, select the “Change” button to be diverted back to the car search

page.
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'w purban (08 Mar 2021 ) - g purban {08 Mar 20 Change
11 CARS RETURNED
PRICE W PREFERRED
v DEALS ' Bidvest Car Rental (8v) # Aircon
Group B - Ford Fiesta/Similar & Potrol © In policy
EDMR - Car (4-5 Door) # Manua!
v PRICE Class - Economy 9 airbags :ﬂ?&g};femm
Mileage Allowance - 100 km Abs P
2 o Cost per km - R2.27 @ p "1;0'33,.602'0009
v RENTAL AGENTS @ r-stesding Tl Y

Ll

= Agc. Deal

11. On the search page the location already booked will be green in colour.
12. The system will auto fill the fields for the next location to search for a vehicle.
13. Select the “Search Cars” button to have the results page open.

(a7 E-1Ta iy -l &) DUR 08 MAR i il CPT 09 MAR

Pick up location

Cape Town ‘ Cape Town
Pick up date Pick up time Drop off date Drop off time
0% Mar 2021 1210 o] 11 Mar 2021 1515

¥ Add to favourites

Drop off location

e

14. Repeat the previous steps to make your vehicle selection and add it to your shopping basket.

10 CARS RETURNED

“ Cape Town (10 Mar 2021 )

PRICE W

u'@ Cape Town (09 Mar 2021 )

PREFERRED W
| v DEALS Europcar Southafrica (M) % Aircon k Pratarrad
Group B - Ford Fiesta or similar 8 Patrol @ In Policy
EDMR - Car {4-5 Door) ? Manual
|
|~ PRICE @ Clase - tcanomy Supar Cover
| [ % airbags SO
Mileage Allowance - 100 km Abs b
W Cost per km - R2.30 e e R487.00

' ¥ RENTAL AGENTS

| ~poLCY

3 Agc. Deal

e P. Steering

total for | day
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15. On the car search page all the location tab’s will be green in colour to indicate that selections

were made for all locations.

Quick searches: [SIVIEGEIVERE FofeiggeiR NI .

Pick up location

Cape Town
Pick up date Pick up time
09 Mar 2021 1210

r Add to favourites

(o]

Drop off location

Cape Town

Drop off date

11 Mar 2021

Cancel quick searches

Drop off time

&= SEARCH CARS
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11. Shopping Basket

Once you have selected all your required services you can select your shopping basket to submit the
booking.

11.1. Generate a Booking with Only Active Segments

1. After you have selected all your required services, click on the “Shopping basket” at top right
of the page.

2. Inside your “Shopping basket” the system will default to the “Trip items” tab.

3. Click on the m button, if a service is no longer required to remove from your itinerary.
4. If a cheaper option on any service was offered and not selected this will be noted under the
“Trip items”. You can view and swop the cheaper option by selecting the + sign, to expand the

information.
‘BLI,.,QlT (3) shopping Basket (@) Log out
by TWF Coeporate
& New Booking | | MENU
oy r
Basket ®
C, Basket Reference || 1 accept the terms and conditions [2 Generate Froposal 'r' SUMMARY
OEOABTIAG4054
. Est. Cart Total R 102.36
Dossiar Number £ view Proposals e
2] Est. Missed Savings RO.0OD
8 rip iterns ‘ v o @ Documents
x Flight tem Details
. Manga Stope Duration Ba privats Fare
Come Lubbe B L = JE128 @ 2H 10}
& in Palicy Pending Booking Base Price R 63250
S 07:55 (08 MAR) S 10:05 (08 MaR) Taxes R134.58
O R Tambo Intermational Arpt Cap atioral Total R 767.48
Johannesourg
tem Details
) south African Airink Stope Duration
Ceme Lubbe X | 42 900 @25 Ease Frice R 287.50
& in Policy Pending Booking Tomes R 58688
9 10:00 (1 MAR) S 12:05 (11 MAR) Total R 874.48
Cape Town Internationa 2 R Tambo Intemational Anpt
Cape Town Johannasburg
CHEAPER FLIGHT AVAILABLE FOR R 76748 ( 107.00 CHEAPER ) . 1+
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5. Complete fields under the “Trip info” tab. At the top the system will give you a warning about
services that was not selected that could be part of your booking like a vehicle or
accommodation. This is to ensure that you have selected all your relevant services before
submitting your booking. Complete these warning fields accordingly which is mandatory.

6. Complete the “Trip name” and “Reason for travel “ fields which are mandatory fields to
complete.

‘ Poyment Option
EFT b

7. Select your form of payment from the dropdown list: EFT or Floatcard.
8. The “Additional comments” box is optional where you can generate a message/instruction
(without any monetary value) to the consultant.
Q Bazskst Refarencs D accept the terms and conditions [ Generats Froposa "ir_. SUBAMLARY
503820696158 _ )
e Est. Missed Savings RO.O0
Dossier Number ¥ View Froposals
e p—— 7] Est. Cart Total Rl 235.18

]! Trip ltarms " Trip Info uk ’ Cost Allocotion £ f Documents

Your trip does not have any accommodation #

Accommodotion not required

Staying with farmily

Your trip does not have any Car Rental # ‘

Car rental not requirad

Family will drive me around

o E

LBl EE T Completion for Eskom - 1100
Sita Visit | Please arrange a meet and assist at the airport. E
| am a first time traveller H
i '
Reason for Travel i :
1 '
Business b :

Booking Notes

| Additional notes regarding the bocking. Usetul to
| provied info for approvers 1o see.

9. Click on the “Cost allocation” tab.
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Q Baskaet Refarenca D | accept the terms and conditions B Generats Propae !, AR
1202319412551

e 1 Visw Proposals Est. Miszed Savings R574.00
Opticnal 7] Est. Cart Total R3 43368

! Trip Iterms ' Trip Infio ol * Cost Allocation «b & Documents Submit booking

Allocate costs. Percentage amounts should total 100%

search for Cost Centar
CodajDescription m
Selected Cost Centar

Description Allocotion %
0000124015 - SAF CoE HCM Team 100 x

10. You can attach any document to the trip under the “Documents” tab.

11. If you have any out of policy services in your shopping basket, you will be required to attach a
motivational letter before submitting your booking — mandatory field.

12. Click on the “Select files” tab. Search for the document on you PC & add.

13. Select your document type under the “Document type” dropdown list.

14. Select the “Upload attachments” tab.

1M 1rip items ® vicinic 4 @ Cost Aliocation & & Documents Submit booking

+ Select files
Files Pending Upload Files Uploaded
No Files

File Name x

TEST ORDER.pdf
Document Type

Motivation Letter v

OAS00 international Travel form

Other

Travel Quote
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15. The system will display your uploaded document under the “Files uploaded” section.

|! Trip ltems ' Trip Info 9';.ost Allocation « & Documents Submit booking

Files Pending Upload Files Uploaded ‘

No Files Selected
File Name %
Cligit Brochurs.pdf

SAP Order

16. The tabs, Trip Info & Cost allocation must be completed because it's mandatory fields. If any
of these tabs still have an orange colour, there is info outstanding.

17. The “Accept T&C” box must be ticked.

18. Select the “Submit booking” icon to complete the booking.

Basket ®
Q Baskst Refarence ‘ a accept the terms and conditions [ Generats Fropasa r SUMMARY
DFED2ASFE3B46
L Est. Cart Total RS 884.65
Dossier Number M Wiaw Proposals
) Est. Missed Savings RO.00

|,_!_ Trip lterms ' Trip Info ok 4 Cost Allccation ok & bocuments Submit booking

If your trip includes accommodation:

1. The below pop up will generate. The meals and advance capturing displayed in this pop up is
linked to what services you selected in the booking. If your trip includes accommodation, you
have the option to select what meals is required.

You can select “Full Board” that will include breakfast, lunch and dinner.

2. If you tick the “Full Board” block another block will open to give you the option to indicate if
you require a lunchpack for your stay.

3. Select your required subsistance allowance.

You can add your advance if required. Select the expense type from the dropdown list. Add the

amount required.

5. Important: you need to click on the “Add” button to add the expense type to the trip.

Cligit Manual Page 90 of
146

»




@WF Title: Number: | Revision: g‘:f;t've
R A s Cligit Manual - Eskom BS147 1 0021.04-14

6. Select the payment option from the dropdown list.
7. Click on the “Proceed With Booking” button to submit the booking for approval.
8. You can go back to the previous page by selecting the “Back to Basket” button.

Capture Meal/Advances

Trip Start Trip End Deays
= Apr 2021 214 Apr 2021 :'."'G,E

Select Meals Required with Accommodation

Full Board (Breckfast, Lunch & Dinner)

Arrange Lunch Packs

Subsistance Allowance

Selected  Allowance Total Advance
. (] FDA = Option 1 (9614) 264.00
Advance

Expense Type ‘ Advance .ﬂ.muun.

9083 - Parking Local [ x|
Advance Amount ZAR 600.00

Payrmant Option
EFT w Procesad with Booking Back to Basket
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If your trip does not include accommodation:

o 0kw

The below pop up will generate. Select your required “Subsistance allowance” option.

You can add your advance if required. Select the expense type from the dropdown list. Add the

amount required.

Important: you need to click on the “Add” button to add the expense type to the trip.
Select the payment option from the dropdown list.
Click on the “Proceed With Booking” button to submit the booking for approval.
You can go back to the previous page by selecting the “Back to Basket” button.

Trip Start
== 10 Apr 2021

Subsistance Allowance

Selected Allowance

Advance

Advance Amount

Paymeant Option

Expanse Type .

Accommodation - Training w 1200

Capture Meal/Advances

Trip End
= 14 Apr 202

O |FDA- Option1(961A)

. @  FDA - Option 2 (961E)

O | FDA - Option 3 (962)

Advance Armount .

8087 - Accommodation = Training
. ZAR1200.00

Doays
—_—

Total Advance
264.00

858.00

EFT " Proceed with Booking Back to Basket
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7. The below “Travel confirmation” with your booking details will generate on screen.

(B TRAVEL CONFIRMATION

’ BOOKING REFERENCE

ESO000IIK

Onfine Chack In: Please note onfine check 1 is available between 24 o 48 hows prior o the llight departure time, depending on the airline. In order o select and
e by i ge you lind the airlin d A

ckaed on the relevant airline tabk this will loke you d Ty proceed your linal check in stages.,

ools Lab ol

e Tra

ol

prelerence you may o ino

an online chack-in sandce, Once you ha

# FLIGHT - 0710.2021-0

4Z - South African Alrlink Traveeller Locator
CLASS W - Economy Corme Lubbe IMIHA
DEPARTS O R Tambo International Arpt . JNB

ARRIVES Cape Town International . CPT

Fa - Safair {Proprietary) Ltd. Traveller Locator
CLAES P - Econarmy Corme Lubbe SIMIHA
DEPARTS Cape Town International . CPT

ARRIVES Lanzend Interraticnal Arpt. JHME

a3 CAR - 0820, 08 Feb 2021

FR - First Car Rental Primary Driver Confirmation

CAR TYPE 4-5 Door Coarne Lubbe

FICKUP — DATE 120, OB Feb 202
FICKUFP ADDRESE Cope Town Ainport, CPT

DROFP OFF — DATE F230, Il ek 202

ﬁ HOTEL - 08 Feb 2021

Pratea Hotel Cope Town Tyger Valley Troweller Confirmatian
ROOM TYPE|DESC Required, Guest Room. 2 Double Cormne Lubbe rE25 5600
CHECKIN — DATE 0B Feb 2021

CHECKOUT — DATE

LOCATION

8. You will find this booking on your “Dashboard” with status awaiting approval. You can navigate

from this page to your “Dashboard” by selecting the “Menu” tab & selecting “My dashboard”
from the dropdown list.

[CB TRAVEL CONFIRMATION (L mini Guides

’ BOOKING REFERENCE £S5 approval inbox

ESO000IMK =ml My Doshboar
. . I W i ilak veen 24 Lo 48 houwrs prior b : llight departure lime, depending on the airline. In order 1o select and s seal
i - in an Wy & . Sere i e & L

L Bnce you may O royven OoiE O 1o ] oW 18 page youw hnd e o nal ofrer
T Lests | it yesu fined Lol

an online check

L airline tab th i

will bake you direct 1o the airline where pou may proceed your linal check in stages.
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11.2. Generate a Booking with “On Request to Agent” Segments

=

how

No

Inside your “Shopping basket” the system will default to the “Trip items” tab.

Important: If the booking that you want to generate includes an agent assistance segment,
because one of the suppliers in the booking is not available online & the consultant needs to
confirm the cost, follow the below steps.

Click on the a button, if a service is no longer required to remove from your itinerary.

If a cheaper option on any service was offered and not selected this will be noted under the
“ltem details”. You can view and swop the cheaper option by selecting the + sign, to expand
the information.

Basket ®
Q Baskst keference |_| oaccept the terms and conditions [ Generate Proposa W sUmMMARY
ACD373ABE456
D —— Est. Cart Total R1 460.98
Dossier Number & viaw Froposals
) Est. Miszed Savings RO.O0
L] Trip ltems ‘ & o & Documents
x Flight Itern Datails
Mergo Slops Diuiristiss =3 prive
- orme Lubbe 5 K5 P riveite Fare
e [X] e JE253 o
i Base Price R 414.00
S 1420 (08 MR} Tomes R 13498
tiomal Arpt King Shaka Internationc Total R 54858
Do bvear
srietary) Lid. Stops
Base Price R BE7.00
Toes R 24458
1 (10 MaR) 20:00 (10 MAR) Tota R 9198
fing Shaka Internationd OR srrational Mot
dokvans
CHEAPER FLESHT AVAILABLE FOR R 54898 ( 363.00 CHEAPER ) [+] .

Complete fields under the “Trip info” tab. The “Trip name” and “Reason for travel “ fields
are mandatory fields to complete.

Select your form of payment from the dropdown list: EFT or Floatcard.

The “Additional comments” box is optional where you can generate a message/instruction
(without any monetary value) to the consultant.
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Q Basket Reference chcccpt the terms and conditions [EGenerate Proposal ESUMMAHV
MECE8F73622
- Est. Missed Savi R1017.60
Dossier Number & View Froposals A B g

Optional ] ‘ Est. Cart Total R4 337.06
_ Trip ltems ' Trip Info s @ cost allocation A & bocuments

Trip Information Additional Cornments | Client Specific Flelds

Trip Narme Comments to Agent .
P g Completion for Eskom - 1100

Site visit .
1

Reason for Travel

Business -

Payment Option 1

. - : |
H
i H

Reason for Missed Savings

Booking Notes

i provied info for approvers Lo see.
|
|
i
i
|
|
i
i
|

8. Click on the “Cost allocation’ tab.

g Trip items ' Trip Info ’ Q Cost Allocation «# ’ Documents Submit booking

Allocate costs. Percentage amounts should total 100%

Search for Cost Center
Code/Description m
Selected Cost Center

Description Allocation %
0000124015 ~ SAP CoE HCM Team 100 x

9. You can attach any document to the trip by under the “Documents” tab.
10. If you have any out of policy services in your shopping basket, you will be required to attach a
motivational letter before submitting your booking — mandatory field.
11. Click on the “Select files” tab. Search for the document on you PC & add.
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12. Select your document type under the “Document type” dropdown list.

13. Select the “Upload attachments” tab.

g Trip ltems ' Trip Info Q Cost Allocation ol !uments

Submit booking

Files Pending Upload

Filea Name x

+ Select files

Files Uploaded
No Files

Test order 1pdf

Document Type

Motivation Letter v

Motivation Letter
GA500 International Travel Form
Other

Travel Quole

Upload attachmer.

14. The system will display your uploaded document under the “Files uploaded” tab.

E Trip ltams ' Trip Info b ’ Cost Allocation «& ’ Documents

Submit booking

+ Select files
Files Pending Upioad Files Uploaded ‘
No Files Selected

File Name

Cligit Brochure.pdf

Document Type

SAP Order

Document Description

15. All tabs: Trip Info and Cost allocation must be completed. If any of these tabs still have an

orange colour, some of the info is outstanding.
16. The “Accept T&C” box must be ticked.

17. Select the “Submit booking” icon to send the request off to the agent to assist with confirming

the ON REQUEST segments.
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Basket ®
Q Baskat Refarenca & | accept the terms and conditions [ Generats Froposa ":-'L:_x_u_um\.-
DFED2ADFEI846
e Est. Cart Total RS 884.65
Doasier Number £] viaw Froposals
g Est. Missed Savings RO.0O0
|! rip ltems ' Trip Info o ﬂ Cost Allccation J’ Documents Submit booking

If your trip includes accommodation:

1.

»w

©oNo v

The below pop up will generate. The meals and advance capturing displayed in this pop up is
linked to what services you selected for the booking. If your trip includes accommodation, you
have the option to select what meals is required.

You can select “Full Board” that will include breakfast, lunch and dinner.

If you tick the “Full Board” block another block will open to give you the option to indicate if
you require a lunchpack for your stay.

Select your required subsistance allowance.

You can add your advance if required. Select the expense type from the dropdown list. Add the
amount required.

Important: you need to click on the “Add” button to add the expense type to the trip.

Select the payment option from the dropdown list.

Click on the “Proceed With Booking” button to submit the booking for approval.

You can go back to the previous page by selecting the “Back to Basket” button.
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Capture Meal/Advances
Trip Start Trip End Deays
== 10 Apr 2021 £ 14 Apr 2021 %3
Select Meals Required with Accommodation
Full Board (Breakfast, Lunch & Dinner)
Arrange Lunch Packs
Subsistance Allowance
Selected | Allowance Total Advance
@ FDA - Option 1 (961A) 284.00
Advance
Expansa Type . Advance Amount ‘
9083 - Parking Local B
Advance Amount ZAR 60000
Payment Option
EFT w Proceed with Booking Back to Basket

If your trip does not include accommodation:

9. The below pop up will generate. Select your required FDA option.

10. You can add your advance if required. Select the expense type from the dropdown list. Add the
amount required.

11. Important: you need to click on the “Add” button to add the expense type to the trip.

12. Select the payment option from the dropdown list.

13. Click on the “Proceed With Booking” button to submit the booking for approval.

14. You can go back to the previous page by selecting the “Back to Basket” button.
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Cupture Meqlfﬂ.dvunces
Trip Start Trip End Doays
== 10 Apr 2021 = 14 Apr 202 &3
Subsistance Allowance
Selected Allowance Total Advance
()] FDA - Option (9B14) 264.00
= FDA - Option 2 (96IE) 858.00
O FDA - Option 3 (982) 1 68630

Advance

Expense Type ‘ Advance Amuunl‘
Accommodation - Training w 1200 m

9087 - Accommodation - Training ‘ x|
Advance Amount ZAR1200.00

FPayment Option
EET " Proceed with Booking Back to Basket

15. The below “Travel confirmation” with your booking details will generate including the ON
REQUEST segments.
Important: The booking is not yet confirmed. Only upon the consultant confirming the ON
REQUEST segments will the booking be confirmed and sent for approval.

Cligit Manual Page 99 of
146



1@« -I-WF Title: Number: | Revision: gl‘;fec.nve
TRAVEL Cligit Manual - Eskom BS147 1 2021-04-14

[ TRAVEL CONFIRMATION

l BOOKING REFERENCE PNRS

x FUGHT = 12:10,2021-0

JE - Mango Traveller Locator
cLass Corne Lubbe glouaw
DEPARTS

ARRIVES King Shaka International , DUR

A FueT-1as02021-0

F - Safair {Proprietary) Ltd. Traveller Locator
CLASS P - Econony Corne Lubbe glouaw
DEPARTS King aka International, DUR

ARRIVES O R Tambe International Arpt, JNB

fay TAR —14:20, 08 Mar 202

WF - Woodford Primary Driver Confirmation
CARTYPE 4-5 Doar Comne Lubbe

PICKUP — DATE 420 02

PICKUP ADDRESS Durban Airpar

DROP OFF — DATE E:50, 10 Mar 202

) ACCOMMODATION - 08 Mar 2021

Rood Lodge Durban Traveller Confirmation
ROOM TYPE[DESC  Single Corne Lubbe Arequest to agent

CHECKIN - DATE O Mar 2021
CHECKOUT - DATE 0 kar 202

16. The PENDING BOOKING will be found on the “Dashboard”. You can navigate to the
“Dashboard” from this page by selecting the “Menu” tab from where you can select the “My
dashboard.”

[ TRAVEL CONFIRMATION LI wini Guides

& BOOKING REFERENCE E£A approval inbox L

=l Wy Doshboard .
ending on the airline, order bo select and seal
mg down the pag ed al offe

whare you may proceed your linal check in stages,

17. On the “Dashboard” you can find the booking under the “Future Travel” tab with status
pending agent action.
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0 ™) = =

Future vaol Past ncwel Incomplete Bookings Basket Proposals Saved Trips offline Requests
Future Travel 2 records found
Reg. Number = Order Numbers = Travel Date | Booker status Travellers PArs Comg | |5 < Refresh
ALL ~

ES0000MIK 0BFeb 2021 | Corne Lubbe Cornelubbe | HONOKA Eskon| 16 Sep n
ESO000N2K 08 Mar 2021 | Corne Lubba ‘ Comelubbe | HHABWW Eskon 16 Sep n
k

4

18. Upon the agent confirming the On request segments the booking will automatically be updated
to status Awaitiong Approval .

) l = |

Futum Travel Past Travel Incomplate Bookings Basket Proposals Saved Trips Offline Requests
Future Travel 34 records found
Req. Number | Order Numbers = Travel Date | Booker Status Travellers Fru | |5 ZRefresh

ALL

W
ABFION 10 Apr 2021 | Christo ADMIM Awaiting Approval ‘ NOMHLANHLA CHRISTOBEL MKHIZE GM 18 mar n
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12.

Dashboard

The Dashboard consists out of:

Future travel — Any travel you have booked that is still going to happen.

Past travel — Any past travel you have booked is saved here.

Incomplete bookings — Any booking where an error occurred at time of submitting the booking
you can pick up here to re-submit.

Basket proposals — All proposals created will be saved here until departure date.

Saved trips — When you started a trip and were interrupted during the booking, you can pick up
the trip from here to finish off and submit it for approval.

Offline-requests — Any international bookings & services not found on the system can be
requested via the off-line requests tab.

12.1. Future Travel

1. The system will default to the “Future travel” tab when opening the Dashboard.
2. Bookings can have the following statuses:

N o o bk

Agent to action — the agent has to confirm the “on request” segment in the booking, before
the booking will go for approval.

Awaiting approval — the booking was submitted for approval.

Escalated to alternate approver - no action from 1st approver, escalated to alternate
approver.

Approved — booking is approved and documents issued.

Rejected — booking was rejected and cancelled.

Eskom error — Eskom’s financial system is down/no response received.

You can filter trips by various items such as: Req number, order number, travel status,
Travellers etc.

You can select the 5 icon to filter all trips by booking date, starting with today’s bookings.
The ~ """ jcon will refresh the page to check if a booking status was updated.

You can open the booking by selecting the icon.

The Bt icon wil open the history of the booking.
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Future Travel Past Travel Incomplete Bookings Basket Proposals Saved Trips Offline Requests

Fu |

2 records foun
Req.Mumber =~ Order Numbers = Travel Date = Booker Status Travellers Pnrs ‘ 15 TRefresh

ALL R

ES0000ITIK 08Feb 2021 | Corme Lubbe ' Comelubbe | HINOKA Eskom 16 sep E

ES0000112K 08Mar 2021 | Gorne Lubbe Comelubbe | HH4SWW Eskon’*

12.1.1. Opening a trip

1. The system will default to the “Main details” tab upon opening the trip.
2. Info like the trip name, travel reason, bookers name etc will be included.
3. The details of each booked segment will be displayed.
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Main Details Travel

|

er Orders

E

Z

Client Fields .lppmvcll Transactions Bmk'lng Attachments

Main Requisition
Travel Date
Bosket Ref.
Trip Harme

Travel Reazomn
Booking Motes

Agent Comments

Allocation Percentoge

100 percent

ESOOQDK

DFEQ2ZASFEIE4E
Voucher Test
Mesting
none

e

Booker
Mizzed Savings

approval Total

Cogt Allocation

Allocation

O0IF - PPE FUND HISTORY

Corme Lubbe
R1017.19

R 5 98465

H rignt tern Datails
Corne Lubbe 0 e h ii_,s:im.:qh.uu Airfink Slops ?‘IJIIJIL1 Bose Price R 28750
@in Policy T Tanes R 584.98
Mizsed Saving R 106.00 ,q- o710 {0@ FER) % 09:20 (DB FER) Tota R B72.48
O R Tambo internotional Argpl Cape Town Inlermalion
Johanneskbung . Cape Tawn
-
H rignt tem Details
F— ﬂ Y FuySarar i:l;hﬂ-:: ropirietary) Lid. Slops ?u:ulh1 BOBE Price R1I7E00
@in Palicy S Toes R 244,98
Mizzed Saving R 340.00 Tota R 141758

" 17:30 (1 FEE)
Cope Town Intermalicnal
Cope Town

S 1200 {11 FEE)
Lanseria ntemationdal Arpl
Johannesburg

By selecting the € icon, you will find:

Vouchers & e-tickets where applicable,

Noos

Issued invoices under the “Billing documents” tab,

The reasons for missed savings & policy breaches (if applicable) will also display here.

ﬂ Accommodation Corne Lubbe
Room Info
Corne Lubbe (i ] = single
@ In Folicy Approved Missed Savings Policy Breaches
None
Voucher
Y12375 Billing Documents Woucher Documents
- P mas2 V22275
i Change | i Cancel !
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8. The “Travel orders” tab will open the req. number, cost centre & traveller details.

EE ’ = | 4

Main Details Travelar Orders Client Fields Approval Transactions Booking Attachments
Req. Number PNR  Order Number Main traveler Cost Center
ESO000MKDT  HENOKA HEMDKA Comne Lubbe OOIF-PPE FUND HISTORY

9. The “Client fields” tab will display to which company (Eskom/ERI) the trip belongs.

%

Main Details || Traveler Orders Cllant Fields .hpprtwal Tmnmctlom ‘ Booking Attachments

Client Specific Fields

Business Unit Fleld Narme Field value

Eskom - 1100

10. The “Approval transactions” tab will display the view approval details and view approval logs.

Main Details || Traveler Orders | ClientFields || Approval Transactions Attachments

& = = Z
Booking

Approval Transactions

Transaction 01 Approved view approval Details €} ’ View Approval Logs ;i

11. By selecting the view approval details the below page will open. The levels of approval will
display with the details of the relevant approvers. Click on the icon to close the page.
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I:] Active

D Issued by override

Approval Transaction Details

Current Level: 1

Status - Approved

D Escalated to Alternate

I:]Esculuted to Super

Linked Approval - Eskomn Test Override

Level 1

Main Approver
christo van loggerenberg
Email
cvB2436@gmail.com
Phone

0605778675

APPROVAL ITEMS

Flight

NONHLANHLA CHRISTOBEL
Reason - Approved
Flight

NONHLANHLA CHRISTOBEL
Reason - Approved

Hotel

NONHLANHLA CHRISTOBEL
Reason - Approved

Car Rental

NOMNHLANHLA CHRISTOBEL

Reason - Approved

Alt. Approver

christo van loggerenberg

Email

cwB2436@gmail.com

Phone

Approved
Approved

Approved
Approved

APPROVAL ITEMS

Flight

NONHLANHLA CHRISTOBEL ..
Reason - MfA

Flight

NONHLANHLA CHRISTOBEL
Reason - NfA

Hotel

NONHLANHLA CHRISTOBEL ..
Reason - MfA

Car Rental

NOMHLANHLA CHRISTOBEL ..
Reason - MfA

12. If you select the view approval logs tab the below page will open. Here you will find the logs of
the approval workflow with time and date stamp. Select the icon to close the page.

loggerenberg

Approval Transaction Logs

Travel approval email was sent to christo van loggerenberg

All Approval sms messages were gueued to send to approver christo van

christo van loggerenberg has opened approval for transaction ABFINOI

christo wan loggerenberg has submitted approval via the approwval inbox.
Please see opproval transaction details for more info

18 Mar 2021 08:50

18 Mar 2021 08:50

18 Mar 2021 0B:58

18 Mar 2021 08:58

Approval finalised, closing approval 18 Mar 2021 09:00

Booking Status email was sent to Christo ADMIN 18 Mar 2021 08:00

13. Select the “Booking attachments” tab to find the a copy of any documents that was attached
to the booking before approval. You can also attach any other documents afterwards by selecting

the icon.
14. Select the & icon to open the attachment.

5l Ei = ] &
Main Details Traveler Orders Client Fields Approval Transactions Booking Attachments
| Documents . No Proposals
FlleMame FllaSize Date Added Doc.
Clight Brochure.pdf LEEkB 16 Sep 2020 153 O
Document Type SA0
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a. Past Travel

You can open the booking by selecting the E icon.

P w NP

The n icon will open the history of the booking.

Select the “Past travel” tab to open the list of bookings you have made that’s passed.
You can filter trips by various items such as: Req number, travel date, status, Travellers etc.

O =

Future Travel

O

Past Travel

)

Incomplete Bookings

=

Basket Proposals

Saved Trips

Offline Requests

‘ -

Fut |

2 records found

Req.Number = Order Numbers = Travel Date  Booker Status Travellers Pnrs Comp | | <Refresh
ALL w
ESO000NK 08 Feb 2021 | Corne Lubbe Approved Corne Lubbe HINOKA Eskor. n .
ES0000112K 08 Mar 2021 | Corne Lubbe Approved Corne Lubbe HH48WW Eskom 15 sep n
b. Incomplete Bookings
1. If any error occurred, or you were logged out while submitting your booking, you can pick up the

booking under the “Dashboard” under the “Incomplete bookings” tab.
Note: The booking will only be available for 15 minutes under this tab to try and re-submit the

booking.
2. Select the ﬂ icon to open the incomplete booking.
The shopping basket will open.
Follow the steps as previously to resubmit the booking.
o o] @ 2 | m | =
Future Trawel Past Travel Incomplete Bookings Basket Proposals Saved Trips Offline Requests
Incomplets Bookings 1 records found
Booker Bosket Retf. Rinutes Left Z Refresh
Come Lubbe DFECZAGFE3E46 & Minutes ’ a
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c. Basket Proposals

1. You will find your list of proposals under the “Dashboard” under the basket proposal.

2. Select the E icon to open the proposal. Follow the CONVERT PROPOSAL INTO BOOKING
section in this manual if required.

©

Future Travel

O,

Past Travel

)

= =

Incomplete Bookings Basket Proposals Saved Trips Offline Requests
Future Travel 2 records found
Req.Number = Order Numbers = Travel Date  Booker Status Travellers Pnrs Compi | |F | <'Refresh
ALL
ES00001NIK 08Feb 2021 | Comnelubbe | [iin Cornelubbe | HSNOKA Eskon. B
ES0000112K 08 Mar 2021 | Corne Lubbe Approved Corne Lubbe HH48WW Eskomn 15 sep B
d. Saved Trips

A saved trip is when you were busy selecting your services required but was interrupted before

submitting the booking or proposal. You can pick up the pending booking/proposal under your
“Dashboard” under the saved trips.

2. Select the E icon to open the trip in your shopping basket to proceed with the process.

©

Future Travel

O,

Past Travel

2

Basket Proposals

@ =

Incomplete Bookings Saved Trips Offline Requests
Future Travel
Req.Mumber = Order Numbers = Travel Date = Booker Status Travellers Pnrs Comp | |T
ALL
ESO000MK 08 Feb 2021 | Corne Lubbe Approved Corne Lubbe HINOKA
ESO000N2K 08 Mar 2021 | Corne Lubbe Approved Corne Lubbe HH48WW

2 records found

Z Refresh

- aa
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e. Offline Requests

An off-line request is utilised to request international travel & any other services that was not bookable
on-line. Please refer to the Offline request section in this guide to assist with the process.

®© | o B = | m | @

Future Travel Past Travel Incomplete Bookings Basket Proposals Saved Trips Offline Requests

Future Travel 2 records found

Req.Mumber = Order Numbers = Travel Date = Booker Status Travellers Pnrs Compi | | < Refresh
ALL v
ESO000IK 08 Feb 2021 | Corne Lubbe Approved Corne Lubbe HSMNOKA Eskomn 18 sep B
ES0000N2K 08 Mar 2021 | Corne Lubbe Approved Corne Lubbe HH48WW Eskom 15 sep B
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15.

16.

Expense Management

On the righthand top corner of the page, you will find a “Menu” icon.

From the dropdown you can select:

Mini Guides: Here you will find guides to assist you through different bookings processes
available on Cliqit.

Approval Inbox: Will only display in dropdown list if you have approver rights. This icon will
navigate you to your approval inbox where pending approvals will be listed for approval.
Expense Management: This will navigate you to where you can submit your expense claim.
My Dashboard: Find the list of bookings you have booked with their statuses.

Select the “Expense Management” icon to be directed to the expense module.

LI'_] Mini Guides

= Approval Inbox
3 Expense Management

i My Dashboard

Expense Dashboard

The page will default to the “Expense Dashboard” which will list all your expense claims
submitted.

./._.\.

You can filter the list on the page by selecting the N\ icon.
The “Report Status” will indicate the status of your claim in the workflow process:

Open, this is when you claim is still in a draft status.

Awaiting approval.

Approved, and or, Rejected.

Submitted, awaiting feedback from Eskom with a SAP number on the approved expense.
Posted, received the SAP number from Eskom, the claim was processed.

Eskom error, if no response was received from Eskom’s financial system. (i.e.when the
system is down.)

Select the ' icon on the left-hand side of the page to open the expense.
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5. Under the “Quick Receipts” tab you can save any receipts which you can add to your claim
once ready.

6. You can submit a claim that is linked to a trip booked on Cligit via the “Trip Expense” tab.

A company paid expense must be submitted under the “Comp Paid Expense” tab.

8. Submit your stand alone (not linked to a trip booked on Cligit) travel expense under the “Travel
Expense” tab.
Submit your EMX weekly report under the “EMX Expense” tab. This is linked to a booked trip.

JQQQ ® ®

N

[~ Dashboard ﬁchkRecmpts @ Trip Expense @' Comp. Paid Expense QTraveI Expense |¢ﬁ Emx Weekly

All Expenses

Action = Report Type

[:’,' Trlp Expense

#13

[:”* Company Paid Expense

19

E)’. EMX Expense

[Z;’. Trip Expense
#10

. Trip Expense
—J

[:,I. Travel Expense

#3

Reference

Twf Ref: AAADT401TA
SAP Trip: 0003400309

Twf Ref: AAA01301CP
SAP Trip: 0003400301

Twf Ref: AAADT1201TW
SAP Trip: Pending

Twf Ref: AAADTI0TTA
SAP Trip: 0003400302

Twf Ref: AAAQT00TTA
SAP Trip: 0003400301

Twf Ref: AAADDIDTTE

SAP Trip: 0003400300TE

Twf Ref: AAADOBDTTE

Trip Date

10 Apr-13 Apr
2021

01 Apr-02 Apr
2021

15 Mar - 21 Mar
2021

03 Apr-04 Apr
2021

01 Apr-02 Apr
2021

08 Mar - 09 Mar
2021

06 Mar - 07 Mar

Report Traveler

NONHLANHLA CHRISTOBEL MKHIZE
1146886/E1 (1100)

NONHLANHLA CHRISTOBEL MKHIZE
1146886/E1 (1100)

NONHLANHLA CHRISTOBEL MKHIZE
1146886/E1 (1100)

NONHLANHLA CHRISTOBEL MKHIZE
1146886/E1 (1100)

NONHLANHLA CHRISTOBEL MKHIZE
1146886/E1 (1100)

NONHLANHLA CHRISTOBEL MKHIZE
1146886/E1 (1100)

NONHLANHLA CHRISTOBEL MKHIZE

©-

Last Edited

Christo ADMIN
Christo ADMIN
Christo ADMIN
Christo ADMIN
Christo ADMIN

Christo ADMIN

»  Travel Expense
& = SAP Trip: 2021 SUHTED 1146886/E1 (1100) Christo ADMIN
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17. Trip Expense

a. Create a Trip Expense

A Trip Expense is an expense claim that is linked to a booked trip on Cligit.

[~ pashboard H Quick Receipts | @ Trip Expense @1“ Comp. Paid Expense @) Travel Expense @ Emx Weekly

1. Select the “Trip Expense” tab in the dashboard.

2. The below template will open. Click in the “Trip Number” block and start typing the last few
digits of the trip number that you have booked. Make a selection from the dropdown list.

Trip Expense Report
Trip Humber

Trip Start DateTime
Trip End DateTime

Destination

Repaort Status

© Create New Report

Q.| search and select trip number s | End Country
ISD‘H ] Trip Reason
0003400309

i

L Cost Assignment

e

Report is Open
-—

3. The system will auto complete all trip expense & traveller details blocks.
4. Insert the destination in the “Destination ” field by selecting the block and typing in the block.

Trip Expense Report
Trip Number

Trip Start DateTime
Trip End DateTime

Destination

Repaort Status

Traveller Details

Traveller
Personnel Number

Payment Option

© Create New Report

Q| 0003400309 ZA-South Africa

10 Apr 2021 16:00 Business - Site visit

+ | End Country
Trip Reason

12 Apr 2021 23:00

Cape town
#~
L Cost Assignment Cost Center E
Repaort is Open
-

0000124015-5AF CoE HCM Team

=1

NOMHLANHLA CHRISTOBEL MKHIZE
1146886

Cost Center
Company Code
EFT

E1(1100)

Cligit Manual

Page 112 of
146




@WF Title: Number: | Revision: gffec.twe
ate:
T

RAVEL Cligit Manual - Eskom BS147 1 2021-04-14

b. Claim for KM/Milage

1. To submit a claim for KM/Milage, click in the “Date” box. A pop up calender will display the trip
dates that was specified when the user started creating the trip expense.
Select the required date.

2. Select the the “Vehicle Type” from the dropdown list.

Travel Expense Report

© Create New Report
Trip Number

End Country ZA-South Africa
Trip Start DateTime 23 Mar 2021 09:30 Trip Reason Maintenance of the power station ABC
Trip End DateTime 26 Mar 2021 19:30
Destination ERE RN y
;| Cost Assignment Cost Center R =
Reportis Open
Report Status _P P
Traveller Details i
Traveller MNONHLAMHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
Personnel Mumber 1146836 ‘Company Code E1 (1100}
KM/Mileage
Add | Date Wehicle Type Start Loc. End Loc. Km's Rate Amount Receipt
m B eskomEaM Scheme ~ | 16umgaz ] 3.05 oo & A
4 March 2021 3
P 5 M T W T F 5
Add | Sta Expense Type Destination Days Rate Amount Recsipt
w B Select - o 0 oo & A
4 23| 24| 25| 26 13

3. Start typing the address of your start location under the “Start Loc” tab. Make your selection
from the dropdown list.

4. Repeat the step for the “End Loc” tab.

Important: The system will not accept any free text for the addresses, you need to select
from the dropdown list.

Travel Expense Report © Create New Report
Trip Mumber End Country ZA-South Africa
Trip Start DateTime 23 Mar 2021 09:30 Trip Reasan SETEETER s e XL O
Trip End DateTime 26 Mar 2021 19:30
Destination Cape town site visit
L Cost Assignment Cost Center ﬂ
Reportis Open
Report Status -F' P
Traveller Details
Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
Personnel Number 1146836 Company Code E1(1100)
KM/Mileage
Add  Date Vehicle Type Start Loc. End Loc. Kz Rate Amount Recsipt
B 23 mar 202 Eskom E&M Scheme 116 umga- D 0 3.05 000 4 A
q 16 Umgazi Road, Gallo Manor, Sandton, Scuth Africa - b
16 Umgazi Avenue, Wilro Park, Roodepoort, South Africa
Living Out Allowance 16 Umgazi Street, Menlo Park, Pretoria, South Africa
_ 16 Umgazi Street, Ashlea Gardens, Pretoria, South Africa
8 ad | Stant Data Erd Nata Fynensa suns B Naws Rata Amount Racaint

5. The system will automatically generate the total amount of KM driven and costing per KM as
per Eskom’s agreement.
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Travel Expense Report @ Create New Report

Trip Mumber End Country ZA-South Africa

Trip Start DateTime 23 Mar 2021 09-30 Trip Reason Maintenance of the power station ABC

Trip End DateTime 26 Mar 2021 19:30

Destination Cape town site visit y
. Cost Assignment Cost Center E

Report is Open

Report Status Rep P

Traveller Details

Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-5AF CoE HCM Team

Personnel Number 1146886 Company Code E1(1100)

KM/Mileage

Add | Date Vehicle Type Start Loc. End Loc. Kriis Rate Amount Receipt
] £ 23 Mar 2021 Eskom E&M Scheme ~  16Umgazi Street, Menlo Park, O.R. Tambo International Airpo 46 3.05 140.30 &
4

6. The system will automatically save a copy of the route driven on Google maps which can be
found by clicking on the “Receipt” & icon.

Preto e
M11 ix Fountains
ATTERIDGEVILLE -M .yn Residential
[ RSS | Estate
[ R964 | I
Centurion
Tierpoort
R50
Diepsloot OlifantSTont -
Midrand Tembis R25 Bapsfontein
URWAYS
Sentrar
a Kemp
Sandton - RS’
dbur \
n g | R24 | fagaa] =
Distance: 46 km, avg. Duration: 33 mins
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7. Selectthe 244 jcon to add additional KM/Milage claims for the same trip. A second line will
become available for completion. Repeat the above steps (step 1-7) to add the additional

claim.
KM/Mileage
Add | Date Wehicle Type Start Loc. End Loc. Km's Rate Amount Receipt
ﬂ ﬁ 23 Mar 2021 Eskom E&M Scheme = 16 Umagazi Street, Menlo Park, O.R. Tambo International Airpo: 46 3.05 140.30 ‘f
w B Eskom E&M Scheme - 0 305 oo 4 ry
113 t 1 H 1
8. Select the “Save” button to have the Trip Expense with KM/Milage saved as a draft.
Travel Expense Report © Create New Report
Trip Humber End Country ZA-South Africa
Trip Start DateTime 05 Apr 2021 08:30 Trip Reason Fower station maintenance
Trip End DateTime OF Apr 2021 20:00
Destination CaPEten y
;| Cost Assignment Cost Center Tr

Report Status Report is Open
Traveller Details
Traveller MOMNHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
Personnel Number 1146886 Company Code E1 (1100}
KM/Mileage
Add | Date Vehicle Type Start Loc. End Loc. Km's Rate Amount Receipt

@ ﬁ 05 Apr 2021 Eskom E&M Scheme = 16 Umgazi Street, Menlo Park. | O.R. Tambo International Airpar 46 3.05 140,30 §

4 L3

9. The claim will display in the “Dashboard” with an open status. You can return to this claim to
add any other service before submitting it.
To submit the Trip Expense refer to Submitting your Trip Expense for approval in this manual.

. "1 Dashboard ﬁ Quick Receipts -.7.-- Trip Expense |‘P‘_ Comp. Paid Expense :'.C.J),' Travel Expense |v.'-f Ernx Weekly

All Expenses ‘ @

Action | Repart Type Refarence Trip Date Report Status Repaort Traveler Last Editad

E’; Trip Expense Twd Ref: Pending 10 Apr-13 Apr NOMNHLANMHLA CHRISTOBEL MEHIZE Christa ADMIN
#13 SAP Trip: 0002400309 2021 1146886/E1 (1100) o

c. Claim Living Expenses

1. To submit a claim for Living Expenses, click in the “Start Date” box. A pop up calender will
display on screen, presenting only the trip dates that was specified at the beginning of the
creation of the trip expense. Select the required start date.

2. Select the “End Date”.
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Living Out Allowance

Add | Start Date End Date

[ O |

Expense Type Destination

Select - 0 0 o0 & A

1 March 2021
s M T w T F s
Other Expen:
@Add | Sta Expense Type Description Receipt No.

4

23| 24| 25| 26

3. Make a selection from the dropdown list for the “Expense Type”.

4. The system will auto-complete the rate and total amount based on your selection in the
expense type.

5. Select the ¢ icon at the right hand side to upload a copy of your receipt.

Living Out Allowance
Add | Start Date End Date
i B 23 Mar 2021 F 26 Mar 2021
<

Expense Type Destination

FDA - Option 2 {961B) = | Capetown

L

Other Expenses Select
Add | Start Date
1

End Date FDA- Option 1 (3614)

Description

Receipt No.
FDA - Option 2 (961E)
FDA - Option 3 (962)

'
w

6. The receipt icon will update to green 8 to indicate that a receipt was saved.

7. Another living out allowance can be claimed for the same trip by selecting the ©#% jcon. A
new line item will be added for every expense. Repeat the above steps to submit the claim.

Living Out Allowance

Add | Start Date End Date Expense Type Destination Days Rate Amount Rec=ipt
] B8 23 Mar 2021 B 26 Mar 2021 FDA - Option 2 (961B) ~ | Capetown 3 286 £58.00

4

8. Select the “Save” button to have the Trip expense with living out allowance saved as a draft.

Travel Expense Report © Create New Report
Trip Number End Country ZA-South Africa

Trip Start DateTime 05 Apr 2021 08:30 Trip Reason Fower station maintenznce

Trip End DateTime 07 Apr 2021 20-00

Destination Spetey

B

;| Cost Assignment Cost Center {100 ==

Report is Open
Report Status Rep p
Traveller Details
Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
Personnel Number 1146886 Company Code E1(1100)

Add | Date Vehicle Type Start Loc. End Loc. Kmis Rate Amount Receipt

Living Out Allowance

s
-

Add | Start Date End Date Expense Type Destination Days Rate Amount Receipt
il B3 05 Apr 2oz B4 o7 Apr 202 FDA - Option 3 (962) ~ | capetown 2 562.1 112420 &
4
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9. The claim will display in the “Dashboard” with an open status. You can return to this claim to
add any other service before submitting your expense.
To submit the Trip Expense refer to Submitting your Trip Expense for approval in this manual

‘ Dashboard Ij Quick Receipts -.7.-- Trip Expense “1 Comp. Paid Expense Z_I::)’; Travel Expense |v.'f Ermnx Weekly

@

All Expenses

Action | Report Type Refarence Trip Date Report Status Report Traveler Last Edited
- £ oo g 9 R . e a -
E’;p TTIE Expense 'I:\.luf ﬁe_. F'_.n::lﬂgﬂ . 0 Apr-13 Apr [%J.ZJNHLHT_\I:LIIA\ UH\R ETOBEL MEHIZE Christa ADMIN
#13 SAP Trip: 0003400309 2021 146BB6/E1 {1100}

d. Claim Other Expenses

1. To submit a claim for other expenses, select the £44d jcon in the “Other Expenses” tab to
open the template line.

2. Click in the “Start Date” block. A pop up calender will display, presenting only the trip dates
that was specified at the beginning of creation of the trip expense. Select the required start
date.

3. Repeat the above step for the “End Date” field.

T 1
March 2021

Living Out. Al

Add | Sta Recsipt

TR o &

1 »

23| 24| 25[ 26
Other Expen:

Add | Start Date End Date

@ QTE
4

4. Make a selection from the dropdown list within the “Expense Type” field.

Expense Typs Destination Days Rate Amount

FDA - Cption 2 (9618) = | Capetown 3

Expense Type Description Receipt No. Amount Receipt

‘ 3

Select - o & A

Airline Tickets - Training
Living Out Allowance

Accommeodation - Local
Add | Start Date

i B 23 Mar 2021

End Date Exp
B 26 Mar 2021 F

Recsipt

Accommedation - Training

Airport Tax - Lacal
Airport Tax - Training

Conf. Mat/Publ - Local

B Add | Start Date End Date Conf. Mat/Publ - Training | Description Receipt Mo Receipt
B 24 marz021 B 26 Mar 2021 Select . o & A
5. Submit a description of the expense type in the “Description” field by adding free text.
6. Add the receipt number of the claim in the “Receipt No” tab.
7. Add the amount of this expense in the “Amount” tab.
8. Select the ¢ icon to add a copy of the receipt to the claim. Once added, the receipt icon will

update to a green 8 icon.
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Other Expenses
Add | Start Date End Date Expense Type Description Receipt No. Amount Receipt
] B 24 Mar 2021 28 26 Mar 2021 Accommodation - Training = | Bed and breakfast close to the power station 2989898 3200 4

: ‘ :

9. Select the “Save” button to have the Trip expense with other expenses saved as a draft.

Travel Expense Report © Create New Report
Trip Number End Courtry ZA-South Africa
Trip Start DateTime 03 Apr2021 08:30 Trip Reason Power station maintenance
Trip End DateTime 07 Apr2021 20:00
Destination Epsm y
; Cost Assignment Cost Center 100 =
Report is O
Report Status Reportis Open
Traveller Details
Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
Personnel Number 1146886 Company Code E1(1100)
e v ==
KM/Mileage "
Add | Date Vehicle Type Start Loc. End Loc. Kmis Rate Amount Receipt
« »
Living Out Allowance: ]
Add | Start Date End Date Expense Type Destination Days Rate Amount Receipt
] »
Other Expenses
Add | Start Date End Date Expense Type Description Recsipt No. Amount Receipt
@ B osaprzon 2 07 Apr 2021 Accommodation - Local ~  Bed and breskfast close 1o venue 439898 200 &F

10. The claim will display in the “Dashboard” with a status reading open. You can return to this
claim to add any other service before submitting it.
To submit the Trip Expense refer to Submitting your Trip Expense for approval in this manual

Dashboard ﬁ Quick Receipts -@- Trip Expense UL Comp. Paid Expense :Q:' Travel Expense i?l Ermnx Weekly

All Expenses @

Action | Report Type Refarence Trip Date Report Status Report Traveler Last Edited

) s : 4 A 4
E’;’ TTIE Expense T\.:.rf FEE-. Pend:ﬁg 0 Apr [U.GNHLH.I_UI:H_:\ CHRISTOBEL MEHIZE Christa ADMIN
#13 SAP Trip: 0002400309 2021 146886/E1 {1100)

e. Submitting your Trip Expense for approval

1. Open your claim in the “Dashboard” by selecting the 4 icon.

|_| Dashboard B Quick Receipts @' Trip Expense [P_" Comp. Paid Expense @ Travel Expense |ﬁ Emix Weekly

All Expenses ®

Action | Report Type Reference Trip Date Report Status Report Traveler Last Edited
E"s Sys. Company Paid Expense Twf Ref: AAADTO03AP 01 Apr- 02 Apr NOMHLANHLA CHRISTOBEL MKHIZE System
#18 SAP Trip: 0003400301 201 1146886/E1 (1100) NA
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2. Select the “Submit” button once you have added all the different claim types related to the trip
to have the claim sent for approval.

Travel Expense Report © Create New Report
Trip Number End Country ZA-South Africa
Trip Start DateTime 05 Apr 2021 08:30 Trip Reason Power station maintenance

Trip End DateTime

Destination

07 Apr 2021 20:00
Cape town

##
.| Cost Assignment Cost Center ﬁ
Repart is Open
Report Status Rep p
Traveller Details
Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
Personnel Number 1146886 Company Code E1 (1100}
KM/Mileage "
Add | Date Vehicle Type Start Loc. EndLoc. Km's Fate Amount Receipt
W B2 o5 aprzoz1 Eskom EBM Scheme 16 Umgazi Street, Menlo Park, | 0.R. Tamba International Airpar 46 205 12030 @&
a4 13

3. The below pop up will generate to advise that the claim was successfully submitted. Select the
“OK?” button to continue.

Claim processed

Claim has been processed and will now submit for approval

4. The claim will display in the “Dashboard” with status awaiting approval.

[ Dashboard H Quick Receipts @' Trip Expense [L' Comp. Paid Expense @ Travel Expense @] Emx Weekly

®

All Expenses

Action Reference

@

Report Type Trip Date Report Status Last Edited

10 Apr-13 .
2021 ‘ Awaiting Approval

Report Traveler

Twf Ref: AAADT401TA
SAP Trip: 0003400309

Trip Expense
#13

NONHLANHLA CHRISTOBEL MKHIZE

1146886/E1 (1100) Christo ADMIN

5. The status will update to approved once the approver approves the claim.
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’ Dashboard H Quick Receipts @' Trip Expense ﬂc Comp. Paid Expense @ Travel Expense @] Emx Weekly

All Expenses ®

Action = Report Type Reference Trip Date Report Status Report Traveler Last Edited

s Trip Expense Tif Ref: AMADT40TTA 10 Apr-13 NONHLANHLA CHRISTOBEL MKHIZE ,
& " SAP Trip: 0003400309 2021 BT 1146886/E1 (1100) Christa ADMIN

6. Cligit will update the status to submitted to confirm that this claim was sent to Eskom’s financial
system.

' Dashboard H Quick Receipts @' Trip Expense ﬂc Comp. Paid Expense @ Travel Expense W Emx Weekly

All Expenses ®

Action | Report Type Reference Trip Date Report Status Report Traveler Last Edited

s> | Trip Expense Twf Ref: AAADT401TA 10 Apr-13 ; NONHLANHLA CHRISTOBEL MKHIZE )
& 5 SAP Trip: 0003400309 2021 Submitted 1146886/E1 (1100) Christo ADMIN

7. The system will update the status to posted upon Eskom’s financial system confirming that the
claim was processed.

. . L4 . _u . e
D Dashboard H Quick Receipts | @: Trip Expense [L Comp. Paid Expense | Q) Travel Expense | fﬁ Emx Weekly
] Trip Expensze Twf Ref ARA01401TA 10 Apr-13 NOMHLAMHLA CHRISTOBEL MEHIZE e
& 7 SAP Trip: 0003400309 2021 ’ 1146886/E1 (1100) Chrisia ABMIN

8. Cligit will update the status to Eskom Error if no response (i.e. Eskom system down) was
received from Eskom’s financial system.

D Dashboard H Quick Receipts @' Trip Expense ﬂc Comp. Paid Expense @ Travel Expense @] Emx Weekly

Trip Expensa ' 1201TW 15 5 . .
E,: i Twf Ref: AAAD 201TW 3 Mar-21 r‘ Eckom Erar NONHLAMNHLA CHRISTOBEL MKHIZE Christa ADMIN

SAP Trip: Pending 2021 1146886/E1 (1100)
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18. Travel Expense

A Travel Expense is a stand alone claim which is not linked to a trip booked on Cligit.

a. Creating a Travel Expense

N

Select the “Travel Expense” tab.
The below pop up will generate. Complete all the fields:
e Traveller name,

Trip end country,

Trip start and end date,
Trip start and end time,
Cost assignment type — make a selection from dropdown list,
Trip purpose — Business or Training.

3. Select the “Submit” button.

| Dashboard

I\ ®
_'] Quick Receipts | @ Trip Expense |_f__

Comp. Paid Expense | U Travel Expense |_f|EI“‘1K'-'-.'EEkf-'

Create new Travel Expense

Please complete the below information to continue.

Trip Traveler

Christo ADMIN -
Trip Start Date Trip Start Time
19 Apr 2021 ] 0&:30 @

Trip End Date ‘En: Time

22 Apr 2021 kil 18:00 @
Cost Assignment Type Trip Purpose

Cost Center b Business

4. The below template will open. Submit your destination details in the “Destination” block by
clicking in the block and typing in it.
5. Submit your trip reason in the “Trip Reason” section by selecting the block and starting to

type.
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Travel Expense Report

© Create New Report

Trip Number
Trip Start DateTime

Trip End DateTime
Destination

Report Status

Traveller Details
Traveller
Personnel Number

Payment Option

23 Mar 2021 09:30

26 Mar 2021 19:30

Cape town site visit

Report is Open
-

End Country

Trip Reason

£ Cost Assignment

NONHLANHLA CHRISTOBEL MKHIZE Cast Canter
1146836 Company Code
EFT hd

ZA-South Africa
Maintenance of the power station ABC

by

Cost Center

000012401 5-5AP CoE HCM Team
E1(1100)

6. Selectthe B icon, next to the cost centre block to select your specific cost centre &

allocation.

7. The pop up will open. Search for the cost centre by starting to type the number or description
of the cost centre. Make a selection from the dropdown list.

Trip Number
Trip Start DateTime

Trip End DateTime

Trip Cost Allocation
MNONHLANHLA CHRISTOBEL MKHIZE
Search for Cost Center
|0

Eskom -1

Eskom - 1100

Eskom - 1100

End Country

Trip Reason

_£| Cost Assignment

00001 ‘!DI?EO)B - Treasury Senior General Manager
0000110001 - Treasury Financizl Instruments

0000110002 - Funding & Portfolio Management

Allocate costs. Percentage amounts should total 100%

1

Maintenance of the power station ABC

8. The cost centre will be moved under the “Selected Cost Centre” . Advise the % of cost
allocation to this cost centre for example 100%. If cost is splitted between 2 different cost

centres you need to advise the cost centre and % split.

9. Select the Bicon to close the pop up.
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. - —
Cost Assignment ‘ Cost Center =

Allocate costs. Percentage amounts should total 100%

Trip Cost Allocation

ZE Search for Cost Center

4] o
‘ Selected Cost Center

Description

Allacation %
0000110002 [ 10d] Rate Amount Receipt

10. Next to the cost centre details a green indicator with % will display.

Travel Expense Report
Trip Number

© Create New Report
End Country ZA-South Africa
Trip Start DateTime 23 Mar 2021 09:30 Trip Reason

Maintenance of the power station ABC
Trip End DateTime

26 Mar 2021 19:30

Destination (Cape town site visit

]
/| Cost Assignment Cost Center =5
Report is Open
Report Status _P P

b. Claim for KM/Milage

1. To submit a claim for KM/Milage, click in the “Date” box. A pop up calender, providing only the
trip dates that was specified at the start of the creation of the trip expense.
Select the required date.

2.

Select the the “Vehicle Type” from the dropdown list.
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Travel Expense Report © Create New Report
Trip Number End Country ZA-South Africa

Trip Start DateTime 23 Mar 2021 09:30 Trip Reason Maintenanca of the power station ABC

Trip End DateTime 26 Mar 2021 13:30

Destination SR R

4 Cost Assignment Cost Center [100= =

Report is O

Report Status Report is Open

Traveller Details

Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-5AP CoE HCM Team

Personnel Number 1148886 Company Code E1(1100)

KM/Mileage

Add | Date Vehicle Type Start Loc. End Loc. Km's Rate Amount Receipt
W B EeskomEamsd - | 16umgaz ] 305 o 4 a

1 March 2021 3
s M T W T F s

add | Sta Expense Type Destination Days Rate Amount Receipt

] Select - [ [ 0o & A

3. Start typing the address of your start location under the “Start Loc” tab. Make your selection
from the dropdown list.
4. Repeat the step for the “End Loc” tab.

Travel Expense Report © Create New Report
Trip Number End Country ZA-South Africa
Trip Start DateTime 23 Mar 2021 09:30 Trip Reasan Maintenance of the power station ABC
Trip End DateTime 26 Mar 2021 19:30
Destination ELERImERCE
;| Cost Assignment Cost Center =
Reportis Open
Report Status -Fl P
Traveller Details
Traveller NOMHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-5AF CoE HCM Team
Fersonnel Mumber 1146886 Company Code E1{1100)

Payment Option

EFT

Add || Date vehicle Type Start Loc. End Loc. Kmls Rate Amount Receipt
i B 23 mar 2021 Eskom E&M Scheme 0 205 oo & A
7 16 Umgazi ] . Sandton, South Africa ~ 5
16 Umngazi Avenue, Wilre Park, Roodepoort, South Africa
Living Out Allowance 16 Umgazi Street, Menle Park, Fretoria, South Africa
16 Umgazi Street, Ashlea Gardens, Pretoria, South Africa e
#3 2dd | Start Dat End Diat Fxnense tun Da Bate. Amount Beceint

5. The system will automatically generate the total amount of KM driven and cost per KM as per
Eskom’s agreement.
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Travel Expense Report © Create New Report

Trip Mumber End Country ZA-South Africa

Trip Start DateTime 23 Mar 2021 09:30 Trip Reasan Maintenance of the power station ABC

Trip End DateTime 26 Mar 2021 19:30

Destination Cape town site visit A
;| Cost Assignment Cost Center &=

Report is Open

Report Status -F' P

Traveller Details

Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-5AF CoE HCM Team

Personnel Number 1146836 Company Code E1(1100)

KM/Mileage

Add | Date Vehicle Type Start Loc. End Loc. Kmis Rate Amount Recaipt

|0} £ 23 mar 20m Eskom E&M Scheme = | 16 Umgazi Street, Menlo Park, 0.R. Tambo International Airpe 46 3.05 12030 &

‘ _d

6. The system will automatically save a copy of the route driven on Google maps which can be
found under the “Receipt” & icon.

| M8 |
Preto e
M11 ix Fountains
ATTERIDGEVILLE -M .yn Residential
RSS Estate
E
Centurion I.‘..
Tierpoort
RS0
Diepsloot Olifantsfont -
Midrand Tembis . Bapsfontein
URWAYS
m Sentrar
a Kemp
Sandton . “5’
ndburg
| R24 | e =
Distance: 46 km, avg. Duration: 33 mins
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7. Selectthe 244 jcon to add additional KM/Milage claims for the same trip. A new line will be
opened on screen to complete. Repeat the above steps to add the claim.

Add | Date Wehicle Type Start Loc. End Loc. Km's Rate Amount Receipt
] B 23 Mar 2021 Eskom E&M Scheme ~ | 16 Umgazi Street, Menlo Park, OR. Tambo International Airpe: 46 3.05 14030
w B Eskom E&M Scheme - 0 3.05 000 & A

8. Select the “Save” button to have the Trip expense with KM/Milage Expenses saved as a draft.
To submit the Travel Expense refer to Submitting Your Travel Expense For Approval in this

Travel Expense Report © Create New Report

Trip Number End Country ZA-South Africa

Trip Start DateTime 05 Apr 2021 08:30 Trip Reason Fower station maintenance

Trip End DateTime OF Apr 2021 20:00

Destination CaPEten y
;| Cost Assignment Cost Center Tr

Report is Open

Report Status Rep P

Traveller Details

Traveller MOMNHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team

Personnel Number 1146886 Company Code E1 (1100}

KM/Mileage "

Add | Date Vehicle Type Start Loc. End Loc. Km's Rate Amount Receipt
@ ﬁ 05 Apr 2021 Eskom E&M Scheme = 16 Umgazi Street, Menlo Park. | O.R. Tambo International Airpar 46 3.05 140,30 §
4 L3

c. Claim Living Expenses

1. To submit a claim for Living Expenses, click in the “Start Date” box. A pop up calender will
display presenting only the trip dates that were specified at the start of creating the trip
expense. Select the required start date.

2. Repeat the above step for the “End Date” box.

Living Out Allowar,

Add | Start Expense Type Destination Days Rate Amount Receipt
i Select - 0 o oo & A
4 March 2021 H
S M T wW T F § .
cirooe I
Add | Sta Expense Type Deseription Receipt No. Amount Receipt
4 M

23| 24| 25| 26

3. Make your selection from the dropdown list under the “Expense Type”.

4. The system will auto complete the rate and total amount according to your selection in the
expense type field.

5. Select the ¢ icon at the right hand side of the screen to add a copy of your receipt.
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Living Out Allowance

Add | Start Date End Date

Destination

Expense Type Recsipt

226 gse00 A

a1 B 23 Mar 2021 B 26 Mar 2021
4

FDA - Option 2 (961B) - | Capetown E

)

FDA- Option 1 (0614)

Other Expenses
Add || Start Date
4

Description

Receipt No.
FDA - Option 2 (961E)
FDA - Option 3 (362)

w

6. The receipt icon will update to green 8 to indicate that the receipt was saved.

7. Another living out allowance can be claimed for the same trip by selecting the ©4% jcon. A
new line will be added. Repeat the above steps to submit the claim.

Living Out Allowance

Add ~ Start Date End Date Expense Type Destination Days Rate Amount Receipt
] B 23 Mar 2021 B 26 Mar 2021 FDA - Option 2 (961B) ~ | Capetown 3 286 Bsa.00 4

A

8. Select the “Save” button to have the Travel expense with living out allowance saved.
To submit the Travel Expense refer to Submitting Your Travel Expense For Approval in this
manual.

Travel Expense Report © Create New Report
Trip Number End Country ZA-South Africa
Trip Start DateTime 05 Apr 2021 08:30 Trip Reason Power station maintenznce
Trip End DateTime 07 Apr 2021 20:00
Destination Cpstosn A
| Cost Assignment Cost Center [100x =
Report is Open
Report Status Rep P
Traveller Details
Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-5AF CoE HOM Team
Persennel Number 1146826 Company Code E1(1100)
o v =N =
KM/Mileage
Add | Date Vehicle Type Start Loc. End Loc. Kms Fate Amount Receipt
a4 13
Living Out Allowance :
Add | Start Date End Date Expense Type Destination Days Rate Amount Receipt
i B 05 Apr 2021 B o7 Apr 20m FDA - Option 3 (962) ~ | capetown 2 562.1 112420 F
4 .

d. Claim Other Expenses

1. To submit a claim for other expenses, select the 4% jcon in the “Other Expenses” section
to open the template line.

2. Click in the “Start Date” block. A pop up calender will display, presenting only the trip dates
that were specified at the start when creating the trip expense. Select the required start date.

3. Repeat the above step for the “End Date” box.
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B Add | Sta Expense Type Destination Days Rate Amount Rec=ipt
@ 2] 2021 FDA - Option 2 (361B) ~ | Capetown 3 286 B58.00 &

1

Add | Start Date End Date Expense Type Description Receipt No. Amount Receipt
@] eed = Select - o & -y
L 3

4. Make your selection from the dropdown list for the “Expense Type”.

23| 24| 25| 26

Airline Tickets - Training
Living Out Allowance

Accommeodation - Local
Add | Start Date End Date Exy

i B 23 Mar 2021 B 26 Mar 2021
4

Accommedation - Training

Airport Tax - Local

Airport Tax - Training

Conf. Mat/Publ - Local

Other Expenses
Add | Start Date End Date
W B 24 Mar 2021 B2 26 Mar 2021 Select . 0 & A

4

Conf. Mat/Publ - Training  w | Description Receipt Nao. Amount Receipt

Submit a description of the expense type under the “Description” field by adding free text.
Add the receipt number of the claim in the “Receipt No” tab.

Add the amount of this other expense in the “Amount” tab.

Select the ¢ icon to add a copy of the receipt to the claim. Once added the receipt icon will

© N O

update to green

Other Expenses
Add | Start Date End Date Expense Type Description Receipt No. Amount Receipt

]ﬂ @ 24 Mar 2021 @ 26 Mar 2021 Accommodation - Training = Bed and breakfast close to the power station B989898 ‘ 3200 §

4

9. Select the “Save” button to have the Travel expense with other expenses saved.
To submit the Travel Expense refer to Submitting Your Travel Expense For Approval in this

manual.
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Trip Number End Country ZA-South Africa
Trip Start DateTime 05 Apr 2021 08:30 Trip Reason Power station maintenance
Trip End DateTime 07 Apr 2021 20-00
Destination Cape town y
; Cost Assignment Cost Center [ 100% =
Report Status won is Open
Traveller Details
Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center D000124015-SAP CoE HCM Team
Fersonnel Number 1146836 Company Code E1{1100)
Fayment Ogtion BT v [ submit I sae ]
B Add | Date Vehicle Type Start Loc. EndLoc. Kmis Rate Amount Receipt
a4 »
@ Add | StanDate End Date. Expense Type Destination Days Rate Amount Receipt
4 »
@G Add | Start Date End Date Expense Type Description Receipt No. Amount Receipt
@ B osaprz0m B2 o7 Apr 2021 Accommodation - Local ~ | Bed and breakfast close to venue 489898 o0 &
e. Submitting Your Travel Expense For Approval
H 173 i H E,I‘ H
1. You can open your claim on the “Dashboard” by selecting the icon.
|_| Dashboard B Quick Receipts @' Trip Expense [P_" Comp. Paid Expense @)Travel Expense mEn“x Weekly
All Expenses ®
Action | Report Type Reference Trip Date Report Status Report Traveler Last Edited
C"t Sys. Company Paid Expense Twf Ref: AAADTO03AP 01 Apr- 02 Apr NONHLANHLA CHRISTOBEL MKHIZE System
#18 SAP Trip: 0003400301 2021 1146886/E1 (1100) MNA

2. Select the “Submit” button once you have added all the different claim types to have the claim
sent for approval.

Travel Expense Repart

& Create New Report
Trip Murmiber End Country ZA-South Africa
Trip Start DateTime 26 Apr 2021 08:30 Trip Reason Site visit
Trip End DateTime 29 Apr 201 20-00
Destination TR

LS

| Cost Assignment Cost Center m
r Report is Opal
Report Status Eport 15 Upsn

Trawveller Details

Traveller NOMHLANHLA CHRISTOBEL MKHIZE Cost Center 00001:24015-54P CoE HCM Team
Personne| Murnber 1146886 Company Code E1(1100)
Pamen g v = e
KM/ Mileage
£ Add | Date Vehicle Type Start Loc. End Loc. Ems Rate Amount Receipt
idj 9 26 Apr 2021 Eskom EEM Sche.. = 16 Umgazi Street, Menlo P OLR. Tamia, Kempton Park 46 3.03 14030 & o]
1
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3. The below pop up will generate to advise that the claim was successfully submitted. Select the
“OK” button.

Claim processed

Claim has been processed and will now submit for approval

4. The claim will display in the “Dashboard” with status awaiting approval.

. Dashboard H Quick Receipts @' Trip Expense []‘m- Comp. Paid Expense @ Travel Expense @] Emx Weekly

s | Travel Expense Torf Ref: AAADDADITE 01 Mar- 03 1 | NOMHLAMHLA CHRISTOBEL MKHIZE .
] Christo ADMIN
& £3 SAP Trip: 2021 siting Appravel || 4 4 46886/E1 (1100) b

5. The status will update to approved once the approver approves the claim.

Dashboard H Quick Receipts @' Trip Expense [L_ Comp. Paid Expense @ Travel Expense @ Emx Weekly

5 | Travel Expense Twef Ref: AAADO40TTE 01 Mar- 03 NONHLANMHLA CHRISTOBEL MKHIZE )
= Christa ADMIN
4 £ SAP Trip: 2021 . | Aoprows | 1146886/E1 (1100) =

6. Cligit will update the status to submitted to confirm that this claim was sent to Eskom’s financial
system.

bDashbuard H Quick Receipts @' Trip Expense @.,\- Comp. Paid Expense @ Travel Expense @] Emx Weekly

s+ | Travel Expenze Tuf Ref: AAADOS01TE 0 Mar - 09 ] NONHLANHLA CHRISTOBEL MKHIZE .
(& 8 SAP Trip: 0003400300TE 2021 ‘ 1146886/E1 {1100) Christa ADMIN

7. The system will update the status to posted when Eskom’s financial system confirms that the
claim was processed.

’ Dashboard H Quick Receipts @' Trip Expense @.,\- Comp. Paid Expense @ Travel Expense @] Emx Weekly

» | Travel Expense Twf Ref- AAADOG0ITE 08 Mar- 0 - NONHLAMHLA CHRISTOBEL MKHIZE .
Posted Christo ADMIN
(£ | = SAP Trip: 0003400300TE | 2021 q’ _ 1146886/E1 (1100) -
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8. Cligit will update the status to Eskom Error if no response (Eskom system is down) was
received from Eskom’s financial system.

. Dashboard H Quick Receipts @_.'_ Trip Expense U‘“ Comp. Paid Expense ':CZ Travel Expense m Emx Weekly

E’: Travel Expense Tirf Ref: AAADOGD1TE 08 Mar - 09 L MONHLANHLA CHRISTOBEL MKHIZE Christo ADMIN
28 SAP Trip: 0002400:300TE 2021 Fakem Emer 11468B6/E1 {1100) o
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19. Company Paid Expense

A Company Paid Expense is also linked to a trip booked in Cligit.

a. Create a Company Paid Expense Claim

1. Select “Comp. Paid Expense” at the top of the dashboard to create your claim.

2. Start typing the trip number and make your selection from the dropdown list. The system will
auto complete some of the boxes according to your trip details.

3. Complete the “Destination” field.

|_| Dashboard B‘ Quick Receipts @" Trip‘ [P.\ Comp. Paid Expense @Travel Expense WIEn“xWeekly

Company Paid Expense Report [ #12-AAAD1301CP | - version 1 © Create New Report
Trip Number Q| 0002400301 End Country ZA-South Africa
Trip Start DateTime 01 Apr 2021 14:00 Trip Reasan Business - Test

Trip End DateTime 02 Apr 2021 07:20

Destination Durban
Cost Assignment Cost Center m E

Report Status R-EDDLiSEhliIIEd This report contains unposted expenses

Traveller Details

Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
Personnel Number 1146886 Company Code E1(1100)

4. Selectthe ©4% jcon to add a line in “Other Expenses”.

Traveller Details

Traveller NOMHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team

Personnel Number 1146886 Company Code E1(1100)

Payment Option EFT o

Other Expenses Advance(s): R 500.00 [de
Add | Start Date End Date Service Provider Expense Type Description Receipt No. Amount Receipt

4

-

5. Complete the dates as per the pop-up menu presented.

Note: Only the dates as per your booked trip will display on screen.
Select your “Service Provider” from the dropdown list.

Select your “Expense Type” from the dropdown list.

Give a “Description” to the claim.

Add the “Receipt No” to the claim.

10. Add the “Amount” to the claim.

6
7.
8.
9.
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11. Select the ¢ icon to add a copy of the receipt to the claim. Once added the receipt icon will

w
b’

update to green

Other Expenses _=(s): R 56.36 [details] |
Start Date End Date Service Provider Expense Type Description Receipt No. Amount Receipt
g 01 Apr 2021 g 01 Apr 2021 EUROPCAR (1100317_ ~ CP Remot Branch Su.. Test Expense 654123 322.14 &

N B @ ® e

12. Select the “Save” button to have the Company Paid expense saved as a draft.

Traveller Details

Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team

Personnel Number 1146886 Company Code E1(1100)

Payment Option EFT o

Other Expenses
Add | Start Date End Date Service Provider Expense Type

Description Receipt No. Amount Receipt

4

b. Submitting your Company Paid Expense for approval

1. Open your claim in the “Dashboard” by selecting the 4 icon.

Dashboard B Quick Receipts @' Trip Expense [P_‘ Comp. Paid Expense @ Travel Expense |,ﬁ Emx Weekly

®

All Expenses
Action | Report Type Reference Trip Date Report Status Report Traveler Last Edited
E"s Sys. Company Paid Expense Twf Ref: AAADT903AP 01 Apr- 02 Apr NONHLANHLA CHRISTOBEL MKHIZE System
#18 SAP Trip: 0003400301 2021 1146886/E1 (1100) MNA

2. Select the “Submit” button once you have added all the different claim types to have the claim
sent for approval.
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|—| Dashboard B Quick Receipts @' Trip Expense [P_" Comp. Paid Expense @Travel Expense

W]En‘x Weekly

Company Paid Expense Report [ #12-AAAD1301CP | - version 1

© Create New Report
Trip Number Q| 0002400301

End Country ZA-South Africa

Trip Reason Business - Test

Trip Start DateTime 01 Apr 2021 14:00

Trip End DateTime 02 Apr 2021 07:20

Destination Durban

Cost Assignment Cost Center m ﬁ
Report Status Report is Submitted

This report contains unposted expenses
- e e e

Traveller Details

Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
1146886 Company Code

E1(1100) .
Poment osten o =n

3. The below pop up will generate to advise that the claim was successfully submitted. Select the
“OK” button.

Personnel Number

‘ Claim processed

Claim has been processed and will now submit for approval

4. The claim will display in the “Dashboard” with status awaiting approval.

‘ Dashboard H Quick Receipts @' Trip Expense U‘: Comp. Paid Expense @ Travel Expense @] Emx Weekly

> | Company Paid Expense Twf Ref: AAADT301CP 01 Apr-02 | NONHLANHLA CHRISTOBEL MKHIZE .
& 5 SAP Trip: 0003400301 2021 . et 1146886/E1 (1100) Christo ADMIN

5. The status will update to approved once the approver approves the claim

Q Dashboard H Quick Receipts @' Trip Expense []‘: Comp. Paid Expense @ Travel Expense @] Emx Weekly

s Company Paid Expense Twf Ref: AAAOT301CP 01 Apr-02 NONHLANHLA CHRISTOBEL MKHIZE i
& SAP Trip: 0003400301 2021 ' [osrome ] 1146886/E1 (1100 Christo ADMIN

6. Cligit will update the status to submitted to confirm that this claim was sent to Eskom’s financial
system.
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’ Dashboard H Quick Receipts @' Trip Expense U‘: Comp. Paid Expense @ Travel Expense @] Emx Weekly

s | Company Paid Expense Twf Ref: ABADT301CP 01 Apr- 02 : NONHLANHLA CHRISTOBEL MKHIZE )
& SAP Trip: 0003400301 2021 ’ e 1146886/E1 (1100} Christo ADMIN

7. The system will update the status to posted upon Eskom’s financial system confirming that the
claim was processed.

‘ Dashboard H Quick Receipts @' Trip Expense ﬂc Comp. Paid Expense @ Travel Expense W Emx Weekly

SAFP Trip: 0003400301 2021 1146886/E1 (1100)

E," E?Tpan)' Paid Expense Twf Ref: AAADTI0ICP 01 Apr-02 ' Posted NONHLANHLA CHRISTOBEL MKHIZE Christo ADMIN

8. Cligit will update the status to Eskom Error if no response (Eskom system is down) was
received from Eskom’s financial system.

DDEShboard H Quick Receipts @' Trip Expense ﬂ‘: Comp. Paid Expense @ Travel Expense @ Emx Weekly

» | Company Paid Expense Twf Ref: AAAOT301CP 01 Apr- 02 A I NONHLANHLA CHRISTOBEL MKHIZE .
& SAP Trip: 0003400301 2021 r‘ e e 1146886/E1 (1100) Christo ADMIN
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20. EMX Expense

a. Creating an EMX Expense

1. Select the traveller by typing the name of the traveller and selecting from the dropdown list.
2. Select the “Week Start date” from the pop up calendar.

Emx Weekly Report
Traveler NONHLANHLA CHRISTOBEL MKHIZE = | Week Start Date | =]
Trip Mumber End Country o March 2021 ]
Trip Start DateTime Trip Reason somMoT oW T FoS
Trip End DateTime ;
Destination 13 &
22
/| CostAssignment = o =
Report Status E’m is Open
Traveller Caost Center
Personnel Mumber Company Code
Paymant Option CASH hd m
N
3. The week calendar template will generate the below screen.
4. Complete the “Trip Reason” box.
5. Complete the “Destination” box.
6.

Click on the @ icon to select your cost centre and the percentage allocation.
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Ermx Weekly Report
Traveler NONHLANHLA CHRISTOBEL MKHIZE ~ Week Start Date 01 Mar 2021 ]
Trip Number Pending End Country ZA-South Africa
Trip Start DateTime 01 Mar 2021 02:00 Trip Reason

Trip End DateTime
Destination

Report Status
Traveller Details
Traveller
Personnel Number

Payment Option

Expenses

{3 Monday
{401 Mar 2021

{3 Tuesday
{402 Mar 2021

08 Mar 2021 01:59

Johannesburg

Report is Open
-

NOMHLANHLA CHRISTOBEL MKHIZE

1146826
EFT

KM/ Mileage
Add | Stan

Other Expenses
B Add

Description

Day Reason:

KM/ ileage
Add | Stan

Other Expenses
B Add

Description

End

Recsipt No.

Day Destination:

End

Recsipt No.

A Cost Assignment

Cost Center
Company Code

Kms

Expense Type

Kms

Expense Type

. Maintenance of power station

Cost Center

0000124015-SAP CoE HCM Team

E1(1100)

4 Previous Week m

Mext Week <
Amount Receipt
Amount Receipt
Amount Receipt
Amount Receipt

7. A pop up will generate. Start typing the cost centre number or -description and select from the
dropdown list.

Trip End DateTime

Johannesburg

Destination y
C Cost Center —
c Cost Cente v B
Report Status Repertis Open
-
NONHLANHLA CHRISTOBEL MKHIZE 0000124015-5AF CoE HCM Team
146886 E1 (11

Day Destination.

="2 Trip Cost Allocation [x]

Allocate costs. Percentage amounts should total 100%

ption e pe Amount Feceipt
Search for Cost Center
Da | oog

0000110000 - Treasury Senior General Manager -
End Eskom -1100 Amount Receipt

0000110001 - Treasury Financial Instruments
Eskom - 1100
Receip pe Amourt Receipt
0000110002 - Funding & Fortfolio Management
Eskom - 1100

el . il

8. The cost centre will be moved to the “Selected Cost Centre” tab. Advise the percentage of
cost allocation to this cost centre, for example 100%. If cost is splitted between 2 different cost
centres you need to advise the cost centres and % split.
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9. Select the Bicon to close the pop up.

Trip End DateTime 08 Mar 2021 01:59
Destination -Johannesburg
R, N —
;| CostAssignment Cost Cente ~ m +
Report Status Report is Open
-

MNONHLAMHLA CHRISTOBEL MKHIZE

146886

Payment Option EFT ~ m R |

Other Expenses

Description Recsipt No. Expense Type Amount Receipt
Day Reason Day Destination
: - . Tiip Cost Allocation a ‘
K Ad S i Amount Receipt
ther Expenzes Allocate costs. Percentage amounts should total 100%
Deseriptio Recsiz - Armournt aceipt
Hescription - | Search for Cost Center B° e Receipt

0o

Day Destinat
_ Selected Cost Center .
<] Start Eng - - Amount Feceipt
Description Allocation %
Other Expenses
oo oo x .
0 Ad Description Red pe Amount Receipt

10. Start typing the address of your start location in the “Start” tab. Make your selection from the
dropdown list. Repeat the step for the “End” tab.
Important: The system will not accept any free text for the addresses, you need to select
from the dropdown list.

Ermx Weekly Report

Traveler NONHLANHLA CHRISTOBEL MKHIZE = Week Start Date 07 Mar 2021 =]

Trip Number Pending End Country ZA-South Africa

Trip Start DateTime 01 Mar 2021 02:00 Trip Reason Maintenance of power station

Trip End DateTime 08 Mar 2021 01:59

Destination Jehannesburg y
4| Cost Assignment Cost Center ~ E

Report Status Report is Open

-—

Traveller Details

Traveller MONHLAMHLA CHRISTOBEL MKHIZE Cost Center 000012401 5-SAP CoE HCM Team

Perscnnel Mumber 1146886 Company Code E1(1100)

Expenses & Previous Week m Next Week <

EM/Mileage
QAdd | Stant Eng Ko Amount Receipt
3 Monday T [Eumgazid ] 0 0.00 & A
i} 01 Mar 2021 Other Expe 16 Umgazi Road, Gallo Manor, Sandton, Scuth Africa s

16 Umgazi Street, Menlo Park, Pretoria, South Africa

B Add
16 Umgazi Avenue, Wilro Park, Roodepoort, South Africa

Expense Type Amount Feceipt

Day Fieaso. 16 Umgazi Street, Ashlea Gardens, Pretoria, South Africa e

11. The system will automatically generate the total amount of KM driven and cost per KM as per
Eskom’s agreement.
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Traveller Details
Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
Personnal Number 1146826 Company Code E1(1100)
Payment Option EFT ~ m m
Expenses

K Mileage
Add | Start

& Previous Week m Next Week

End Amount Receipt
3 Monday T8 | 16 Umgazi Street, Menlo Park, Pretoria, South Africa | O.R. Tambe International Airport (JNE), Jones Road, 6 14030 &
fif101 Mar 2021 | [ Expenses
©4dd | Description Recsint No. ExpenseTyps Amount
Day Reason: Day Destination:

KM/ Mileage

Start
{3 Tuesday B Add
02 Mar 2021 | | Other Expenses

4dd | Description

End Kms Amount Receipt

Receipt No. Expense Type Amount Receipt

12. The system will automatically save a copy of the route in Google maps which can be found by

clicking on

the “Receipt” & icon.

Preto

M11 Six Fountains
ATTERIDGEVILLE Cixx .yn Residential
RS5 Estate
Centurion
[R114 | Tierpoort

Ly l!g

iepsloot Olifantsfont

1]
Midrand

Tembis R25 Bapsfonte

M38

RWAYS

 M81 |

Sandton 3
ndburg

Distance: 46 km, avg. Duration: 33 mins
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13. Select the 4% jcon to add “Other Expenses” to the Milage claim.

14. Complete the “Description” of the other expense.

15. Provide the receipt number in the “Receipt Number” field.

16. Select the “Expense Type” from the dropdown list.

17. Add the amount of the claim.

18. Select the ¢ icon to add a copy of the receipt to the claim. Once added the receipt icon will

update to green
19. Complete the “Day Reason” and “Day Destination” boxes.

€ Previous Week m Next Week 3 l

KM/Mileage
@add | Stert Amount Receipt

|| ' 16 Umngazi Street, Menlo Park Pretoria, South Africa| 0.R. Tambo Internatio rt (JNE), Jones Road, 46 140.30 (ﬁ
Other Expenzes
3 Add | Description Receipt No. EmﬂseType Amount Receipt
W Parking at siport 3989898 Parking Local 180 & 7]

Day Reason:  Site visit . Day Destination:  Airpart ‘

20. Repeat the above steps for each day of the week.
21. Select the “Save” button to have the EMX expense with other expenses saved as a draft.

Emx Weekly Report [ #11-AAA012001TW ] - version 1

Traweler NONHLANHLA CHRISTOBEL MEHIZE = | Week Start Date 15 Mar 2021 m

Trip Murnber Pending End Country ZA-South Africa
Trip Start DateTime 15 Mar 2021 00:00 Trip Reason Test
Trip End DateTime 21 Mar 2021 23:39
Destination Durbzn
Cost Assignment Cost Center hd E
Report Status This report contains unposted expenses
Traveller Details
Traveller NOMHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124013-5AP CoE HCM Team

Personnel Murmber 1146836 Cormpany Code
o v =3 3 3
Expenses 4 Previous Week m Next Week 3

KM/ Mileage
B3 Add | Start Erd Kris Amount Receimt
i | 158 Jan Smuts Avenue, Rosebank, Johanm | OUR. Tambo Intemnational Airpart (JME), Jor 25 76.23 7
3 Mend,
(¥ Monday
#4915 Mar 2021 | | Other Expenses
3 Add | | Deseription Receipt Moo Experse Type Amount Receint
Ml | Parking et airpart 147332 | Parking Local - 3696 & 7]
Day Reason:  Test Day Destination:  Durbzn
KM/ Mileage
B3 Add | Start Erd Kir's Amount Fec=gt
Other Expenszes
3 Add || Description Receipt No Expense Type Amount Receimt
Diay Reason: Day Destination:
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22. The claim will display in the “Dashboard” with an open status. You can return to this claim to
add additional claims for the rest of the week and or other expenses before submitting it for
approval.

To submit the EMX Expense refer to Submitting your EMX Expense for _approval in this
manual.

]
Dashboard H Quick Receipts -@-. Trip Expense LII.\ Comp. Paid Expenze O Travel Expenze iﬁme'.‘\-’eekl;.I

All Expenses ‘

Action | Report Type Reference Trip Date Report Status Report Traveler Last Edited

Gf EMX Expense Twf Ref: AAAD19034P 01 Apr-02 Apr m NONHLANHLA CHRISTOBEL MKHIZE System
# SAP Trip: 0003400301 2021 1146586/E1 (1100) NA

b. Submitting an EXM Expense for approval

1. Select the “Submit” button once you have added all the claims and related expenses for the
week to have the claim sent for approval.

Emix Weekly Report [ #11-AAAD12001TW ] - version 1

Traveler NONHLAMHLA CHRISTOBEL MKHIZE = | Wieek Start Date 15 Mar 2021 (1]
Trip Murnier Pending End Country ZA-South Africa
Trip Start DateTime 15 Mar 2021 00:00 Trip Reasan Test
Trip End DateTimea 21 Mar 2021 23:39
Destination Durban
Cost Assignment Cost Center hd m E
Report Status This report contains unposted expenses
Traveller Details
Traveller NONHLANHLA CHRISTOBEL MEHIZE Cost Center D001 2401 5-5AP CoE HCM Team
Personnel Nurnber 1146836 Company Code

El
Expenses 4 Previous Wesk m Mext Week

EM/Mileage

3 Add | Start Erd Kris Amount Recent
e i 158 Jan Smuts Avenus, Rosebank, Johanm | O.R. Tambo Intemational Airport (JNE), Jor 23 76.23 ﬁ
(3 Monday
#15 Mar 2021 | | Other Expenses

3 Add || Description Recmipt Mo, Expense Type Amount Recent

[ |Parking at airport 147332| Parking Lacal - 3698 &
Day Reason:  Test Day Destination:  Durban

2. The below pop up will generate to advise that the claim was successfully submitted. Select the
“OK” button.
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Claim processed

Claim has been processed and will now submit for approval

3. The claim will display in the “Dashboard” with status awaiting approval.

‘_1 Dashboard H Quick Receipts @' Trip Expense [Fz Comp. Paid Expense @ Travel Expense @ Emx Weekly

All Expenses @

Action | Report Type Refenence Trip Date Report Stalus Fepo Traveler Last Edited
EMYX Expense T Ref; AAA0T401TA 10 Apr- 13 [ a, | HONHLAMHLA CHRESTOBEL MEHIZE
E 11 SAP Trig: DOOZ40030% 00 . Awiaitineg Approval . TI46E36ET (1100 Chiisto ADMMN

4. The status will update to approved once the approver approves the claim.

‘ Dashboard H Quick Receipts @' Trip Expense [PE Comp. Paid Expense @ Travel Expense @] Emx Weekly

All Expenses ®
Action  Report Type Reference Trip Date Report Status Report Traveler Last Edated
EMX Expense Twi Ref: AAADT401TA 10 Apr- 1 NONHLANHLA CHRISTOBEL MKHIZE
4 21 SAP Trip: 0003400309 2021 | Approved ‘ 1146886/E1 (1100) Chwisto ADMIN

Cligit will update the status to submitted to confirm that this claim was sent to Eskom’s financial
system.

. Dashboard H Quick Receipts @' Trip Expense [E Comp. Paid Expense @ Travel Expense @] Emx Weelkly

All Expenses @
Action  Repor! Type Aederence Trip Date Report Status Resport Traveler Last Edited
EMX Expense Tof Rl ARADT40TA 10 Apr - 13 A ~ HONHLANHLA CHRESTOBEL MEHITE
£ SAP Trip: 0003400309 2021 Submitted 1146885/E1 (1100) Chelsio ADMIN
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6. The system will update the status to posted once Eskom’s financial system confirms that the
claim was processed.

. Dashboard H Quick Receipts @' Trip Expense []Wﬂ Comp. Paid Expense @ Travel Expense @] Emx Weekly

EMY Expense Twf B AAA01401TA 10 Apr-13 4 ROMHLANHLA CHRISTOREL MEHIZE e AT
I . BAP Trip: NSO 201 Poated 1 ASGBAET (100} Chrinto ADMIN

7. Cliqit will update the status to Eskom Error if no response (Eskom system is down) was
received from Eskom'’s financial system.

'Dashboard H Quick Receipts @' Trip Expense U‘ﬂ Comp. Paid Expense @ Travel Expense @] Emx Weekly

> EM ¥ Expenze Trf Ref: AAADT201TW 15 Mar- 21 MONHLANHLA CHRISTOBEL MEHIZE P ’
E,' ey SP Trip: Pending 2021 ' Eskom Error 1146886/E1 {1100) Christa ADMIN
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Travel with Flair (Pty) Lid

21. Quick Receipts

Save your receipts on the system in the “Quick Receipts” section while you are on a trip. From where
you can simply attach copies of these receipts when creating the claim.

1. Select the “Quick Receipts” tab in the dashboard.
2. Select the “Add Receipt” icon to add the receipt to the quick receipts tab.

.[t-aevmoa'd ﬁ Quick Receipts | @ Trip Expense W Comp. Paid Expense | ‘O Travel Expense fﬂEm Weekly

My Quick Reciepts
No receipts

Receipt Date
Merchant
Receipt Number
Tags
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22. Change a Claim.

Follow the below steps to change a claim across all types of expense claim.

1. In the dashboard select the (£ icon to open the expense.

6 Dashboard B Quick Receipts @"f Trip Expense [P.\ Comp. Paid Expense @ Travel Expense |ﬁ Emix Weekly

All Expenses ®
Action | Report Type Reference Trip Date Report Status Report Traveler Last Edited
E"s Sys. Company Paid Expense Twf Ref: AAADTO03AP 071 Apr- 02 Apr Open NOMHLANHLA CHRISTOBEL MKHIZE System
#18 SAP Trip: 0003400301 2021 P 1146886/E1 (1100) MNA
-3 Trip Expense Twf Ref: AAADT401TA 10 Apr-13 Apr NONHLANHLA CHRISTOBEL MKHIZE .
.E!' #13 SAP Trip: 0003400309 2021 1146886/E1 (1100) Christo ADMIN
-3 Company Paid Expense Twf Ref: AAADT301CP 07 Apr- 02 Apr i NONHLANHLA CHRISTOBEL MKHIZE .
& SAP Trip: 0003400301 2021 Submitied 1146886/E1 (1100) Christo ADMIN

2. Once opened, select the “Change report” button to open the claim for amendments.

Trip Expense Report [ #13-AAAD1401TA | - version 1 © Create New Report
Trip Number Q| 0003400309 End Country ZA-South Africa
Trip Start DateTime 10 Apr 2021 18:00 Trip Reason Business - Site visit
Trip End DateTime 13 Apr 2021 01:00
Destination Cape town

Cost Assignment Cost Center E
Report Status Report is Posted

Traveller Details

Traveller NONHLAMHLA CHRISTOBEL MKHIZE Cost Center 0000124015-5AP CoE HCM Team
Personnel Number 1146886

Company Code E1(1100)
Payment Option EFT . Change Report

3. The claim form will open for amendments. Click on the @ icon to delete a claim line.
4. Click in the box that needs to be updated: Dates, Expense type, Destination etc.
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Traveller Details

Traveller NONHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-SAP CoE HCM Team
Personnel Number 1146886 Company Code E1(1100)
KM/Mileage
Add  Date Vehicle Type Start Loc. End Loc. Km's Rate Amount Receipt
4 3
Living Out Allowance Advance(s): R 176.00 [details]
Add | Start Date End Date Expense Type Destination Days Rate Amount Receipt
@ B 10apr202 B8 12 Apr 2021 FDA-Option1(9614) =  cape town 2 88 17600 &
] 3
Other Expenses Advance(s): R 500.00 [details]
©Add  start Date End Date Service Provider Expense Type Description Receipt No. Amount Receipt
@ [ 11apr202 £ 11 apr 2021 N/A Parking Local = Parking at venue 7878787 120 &
4 3

5. A deleted line will change its colour to grey.
6. An updated line will change its colour to orange.
7. Selectthe &4dd jcon to have a new line added to the claim. The line colour will be added in green.

Living Out Allowance Advance(s): R 176.00 [details]
Add | Start Date End Date Expense Type Destination Days Rate Amount Receipt

9 10 Apr2021 9 11 Apr 2021 FDA-Option 1 (961A) = cape town 1 88 88.00 & a —

4 3

Other Expenses Advance(s): R 500.00 [details]
EIAdd | Start Date End Date Service Provider pe Description Receipt No. Amount Receipt

B3 11 Apr 2021 B3 11 Apr 2021 Parkimg Local w  Parking at venue 7878787 120 & \ —

ﬁ_‘ £ N/A Select - o_ & A ——
5

8. The reset button will clear any changes made to the claim and revert to the original claim.
9. The save button will save the changes as a draft.
10. The submit button will submit the change for approval.

Trip Expense Report [ #13-AAAD1401TA | - version 2 @ Create New Report
Trip Number Q| 0003400309 End Country ZA-South Africa
Trip Start DateTime 10 Apr 2021 18:00 Trip Reasan Business - Site visit
Trip End DateTime 13 Apr 2021 01:00
Destination Cape town

Cost Assignment Cost Center ﬁ
Report Status R;PU“ is being Changed

Traveller Details

Traveller NOMHLANHLA CHRISTOBEL MKHIZE Cost Center 0000124015-5AF CoE HCM Tea

Personnel Number 1146886 Company Code E1(1100

Refer to section Submitting an EXM Expense for approval in this manual on the different statuses of
the claim after submittal for approval.
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