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irainline
Welcome %o Trainline for business for business

Greai news! Booking rail iravel - and managing it right across your business -

has just got a whole lot quicker, easier and cheaper ioo.

Your Self Book portal has been purpose-built for the business market by Trainline, the UK’s leading independent retailer of train tickets
online. We sell tickets for all train companies on all national routes, with access to over 293 million fare and journey combinations. Since
1999 we've sold to 3.3m travellers, made more than 14m transactions and have over 8.4 million registered users.

We'’re delighted now to be putting our online rail booking experience to work for you. We've written this new user guide to help you and
your colleagues start making the most of your online booking portal straightaway.

Welcome to your
corporate rail porta




for business
If you’re already familiar with our public website, thetrainline.com, you’ll recognise many of its easy-to-use features on the business portal to
help you find and book tickets for yourself or colleagues at the best possible price.

So whether you’re booking your own ticket, planning and booking a journey for others, or administering the account for your company, you
will quickly discover that your business portal is packed with features that deliver real business benefits:

. Easy user access by self registration (if enabled for your company).

. Centralised “My Account” for profiles, bookings, refunds, * Book tickets on behalf of . Customise account set up and user
amending a journey and more. others. control to reflect your company

. Reserve preferred seats plus book bus, tube, sleeper and other . Register new users and travel policy.
“Travel Options”. travellers. . Download management

. Tickets post.ed, collected at station, printed yourself, or delivered . Manage profiles and information 24/7.

. :30 yo.l:; mo%":' ina Basket” lect multiple i bef bookings for users and . Manage your account, your users

rovide a opping Bas et jco collect multiple journeys before travellers. and their access rights

booking in one simple transaction

. Search for the cheapest deal using “Best Fare Finder”.

. Find out first with “Ticket Alert”.

» Make this step-by-step guide your first stop for all your Trainline Self Book queries.
@ * If you can’t find the answer here, then visit the Help portal at http://railportal.custhelp.com

» If you still need help, then please do contact your account administrator or travel provider.




for business

e Follow our advice to make sure you get the cheapest available tickets that match your needs
(=

Book online

Buy in advance

Buy single, advance tickets
Travel off peak

Specify return dates

Use a Railcard if applicable

Advance

Cheap, single tickets offering the best
available price for that journay.

When can | book?

12 weeks in advance, up until the day
bafore travel.

When can | travel?

©On the date and train shown on the ticket.

Is the ticket refundable?

Mo, Time and date of travel can
be changed. Fee applies

The terms and conditions of thess tokebs have besn put in
placa by tha train Industre To find out whatharyou oan maka
ary changss to your Hokel, pleess check tha Tul tamms and
corditions of the Individual icket

‘W hera tickets show ovalld an dats, i s actualy walld up o
0420 the following daiy For suarmpla, H your okst swalld on
Baturday, s actualrvalld until 420 on Sundag

*Ciftpaak timas vary by route.

Off-peak

Cheaper tickets for travelling on trains
during less busy times.

When can | book?

Bafore and on the day of travel.

When can | travel?

Off-paak single:

On Off-paak trains, on the date shown
on tha ticket.*

Off-peak return:

Ouiward journey on Off-peak train on
date shown on ticket. Return journay on
Off-peak train within one month of the
date shown on the ticket, or on the date
shown for Off-peak Day Returns.*

Is the ticket refundable?
Refundable £10 fee per tickat.

Anytime

Fully flexible tickets, with no time
restrictions on when you can travel.

When can | book?

Before and on the day of traval.

When can | travel?

Anytime Single:

Any time on the date shown on the
ticket, or on the following day (excludas
“anytime Day Single” tickats which must

be used on the date printad on the tickeat).

Anytime Return:

Ourward Journey within 5 days after
the date shown on your ticket. Return
Journey within cne month of the date
on the ticket, or on the date shown for
Anytime Day Raturns.

Is the ticket refundable?
Refundable £10 fee pear tickst.



Booking flow

To make it easy for you to book
your tickets, we have simplified
our process down to the
essential steps

Log in

Search

Train times & tickets

Travel options

Delivery options

Payment

for business



Contients

For everyone using the tool...

How to get started
‘ Getting Started

How to book tickets

Searching for train times and
tickets

’ Travel options

‘ Ticket delivery options
‘ Shopping basket
‘ Company-specific questions

‘ Paying for your tickets
. Confirmation of purchase

How to manage my account

’ My account

How to get help
. Troubleshooting

For Bookers...

How to book for others

Travel booker tools and
booking for other people

p72

for business
For Admins...

How to manage the service

Account administrator tools  p57
and setup

Additional security options P78

Adapted availability matrix p80
for visually impaired using
screen readers



1.

Getting staried

Accessing the porial

Regisiering as a new user

Logging in as an existing user
Undersianding the “logged in” home screen

Logging out

irainline

for business

Page 08
Page 09
Page 11

Page 12
Page 14



Accessing ithe porial for business

To access the portal, ensure you are
connected to the internet and then choose -‘ Lo departares  Train timas
either of these routes: '

Existing Customers Login

Welcome to your
corporate rail porta

Enter www.business.thetrainline.com
into your browser*

Click on “Trainline Business” icon or + S o o cormn's scce
rail link installed on your desktop,
company intranet or travel portal

This will take you to the login home

screen of your ‘Trainline Self Book’
tool, where:

You can register as a new user** Please note: Your company may have a ‘single sign-on’ link to the portal which will
& automatically sign you in without your having to access the home screen to login.

Or...

See section 12: additional security information for more about single sign-on.

Log in as an existing user if you’ve
already reg istered * Your account may be customised to use a different URL for logging on. If so, please check with your account administrator.

** You account may be customised to block users from self registering. If so, please check with your account administrator.


http://www.business.thetrainline.com/

Registering as a new user

To sign up, and create a new user profile for your
company’s account:

Click “Sign up to your company’s

nt” to display the sign up fields.
accou O display the sign up nields Existing Customers Login

crencores |
resre |

Forgot password?

Then, enter your email address

Enter your business ID New users
v Sign up to your company's accwm‘

emaiaacros )
ausnesso G

And click “Sign up” m ,

You'll now be taken to the new user registration
screen where you’ll need to complete all requested
fields (see next page).

irainline

for business

If you need assistance with this,
please refer to your account
administrator.

Please note: Your company may
have restricted the ability for
new users to self-register on the
portal, in which case you will have
to contact your account
administrator so that they can
register you (see section 12.1).



Registering as a new user

New user details

Your details

Tite [ ~ |

First Mame | |

Surmame | |

Email address  aneurin. gordoni@thetrainfine com

Password | |

Canfirm Passward | |
Phone number | | {Optional)
Alternative phone numier | | {Optional)

Your contact address

Company name  Barclays

Address

United Kingdom
Phone number 0207 §82 1629

[ Register with different contact address

Wiew our privacy policy and terms snd conditions,

[ Please tick this box to confirm that you accept ouwr terms and conditions

for business

Complete all the compulsory fields.

Although viewing our privacy policy is
optional, you must tick to confirm
acceptance of our terms and conditions.

Then, click on the Register button.

The system will then return you to the logged in
home screen with a message confirming that your

registration was successful (see below), as well as
sending you a confirmation email.

You have been successfully registered
Husiness I0: BARCRAIL
‘f'our Email Address: TEST1Z34@THETRAINLINE. C:OM
Cwrent Business Managers: ADMIM TTL, barfariya sankalp, Christiansen Clea, Clarke Meil,
test test, Test Admin

All set! You’re ready to start saving time and money

on online bookings.

< 10 p
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m Logglng IN as an exisiing user for business
On Trainline Self Book’s Then click Login. Password escaped you?
login home screen, simply Just click “Forgot
enter your email and password?” to request a
i‘ralnllne Password. new one by email.

business

Existing Customers Login 1 i‘_rainline
e socress [, | A business

password | @
Password reset

IT you are already registered with us and have forgotten your password, please enter the email address that you used to register with us, and
we will email you a new password.

Email address l




m Understanding the “logged in” home screen

Once you’re are logged in, the home screen offers easy access to all key portal functions:

Accourttools Home Contactus & Help My account  Basket (0) Logout

Where can we take you? Welcome test test

From . .
You're signed in

To

R— Set up a messaqge for your account users to see here,
Station finder

Journeys in your shopping basket
[o]1 | 07/02117 g . —

Today Tomorrow

‘You have 0 journey(s) held inyour shopping basket | Go to shopping basket |

B one way Best Fare Finder Carbon Calculator | | Ticket Alerts

Find cheap train tickets See how much carbon you Be the first to know when
faster save with rail fravel advance tickets are on sale

| Open Return

Return (SR

Same Day Mext Day

Ty I
Adults children [ERJ

for business

Search for train times and tickets.

See what journeys you have in your
Shopping Basket.

Access Powerful tools for finding best
fares and setting up “cheap ticket”
email alerts.

Utilise tools that calculate how much
Carbon you are saving with rail travel.

Handy links to Account tools (for
admin), Home, Help, My account,
Shopping Basket and Logout.

Company logo and message. Your
portal’s welcome message will be
specific to your company.

4 2p



e, 0 lrainline
Terms & Conditions & Where to contact us for business

The link for our Terms & Conditions is on
the footer.

The link for further details on how to
Agreement between the customer and trainline contact us iS On the header Of a” portal

Our enguiry and booking service (the "Booking Service”) is offered as a service to you, the customer, by us, Trainline.com Limited (also

vthetrainline.com or m thetrainline.com (the S C ree n S .

referred to as "we", "our” and “trainline”), either via our call centre, our website at v

"Website™), via any third party channels, or any version thereof.

Supply of train tickets
These Terms and Conditions {which incorporate our Priva
to our supply of any ticket that you purchase using the Boal
Service.

olicy and Usage Policy ) set out the terms of our contract with you in relation
Service. If you do not agree with these terms, you must not use the Booking

Your train journey
The train operating companies with whom you book tickets through this Booking Service are responsible to you in respect of the provision of

the train journey you have booked. All bookings made through the Booking Service are subject to the Mational Rail Conditions of Travel

Contact us

(explained below) and any specific restrictions imposed by the relevant train operating companies which vary by ticket type.

Help facility
Use our help facility to find answers to frequently asked questions.

trainline is therefore not responsible for any delays, cancellations, or other disruptions to frain services and we do not set any of the terms
and conditions, including eligibility for refunds, of the various ticket types Customer services
To make a booking

Call us on 08712442391

For help with an existing booking, or to change or cancel tickets
Call us on 08712

Refunds
to your order status in My account and request a refund for the tickets you would like to cancel, or call 0871
239

Post all the tickets that you have received or collected to:
Refunds

A PO Box 2
Edinburgh EH3 5DA

Please note that refunds cannot be processed for tickets that are inyour possession and are not returned

4 3P



Logging out

Where can we take you?

rrom
o I

Station finder

out [EEE
Today Tomorrow

.Dnemy

B Open Return

Return (I

Same Day Next Day

[ ]
Aduits children Il

B Railcards

More options Get times & tickets

Account tools  Home  Comtact us & Help My account  Basket (0)

Welcome test test
You're signed in to the Barclays account

Set up a message for your account users to see here.
Journeys in your shopping basket

You have 0 journey(s) held in your shopping basket

Best Fare Finder Carbon Calculator

Find cheap train tickets
faster save with rail fravel

See how much carbon you

| Go to shopping basket |

Ticket Alerts

Be the first to know when
advance tickets are on sale

Logout

for business

When you are finished, click
the “Logout” button in the
top right corner to log out of
your portal.



2. Searching for train times and tickets

Eniering journey details (including stations, dates, times and passengers)
Applying railcard discounis to you booking

Advanced search (including siations io go via or avoid)

Undersianding the irain times and tickeis screen
Using “Best Fare Finder”
Using “Ticket Alert”

trainline

for business

Page 16
Page 17
Page 18
Page 19
Page 23
Page 26



Eniering journey deiails for business
(including stations, dates,
{imes and.passengers)

Once logged in, enter your journey details as follows:

* Enter the first few letters of your preferred station names in the

‘From’ and ‘To’ fields.
Where can we take you?

» This prompts a pop-up list with clickable options.
* You can also use station codes (e.g. KGX for Kings Cross).

T 07/02/17
foday  Tomorrow * A date ‘pop-up’ plus ‘Today/Tomorrow’ and ‘Same day/Next day’

.Oneway

| Open Return

Return SN

ame Day Next Day

2 2
Adults children KA

B Railcards

m Get times & ticket l

buttons help you specify dates and times out and return.

You can also check boxes for ‘one way’ or ‘open return’ fares at this
stage.

Further drop-downs enable you to specify preferred times.

Here, use the drop-downs to indicate the number of adults and
children under 15 that will be travelling.

Also specify any railcard/s you might be using (see next section).

Click “Get times & tickets” to see the trains available that match
your preferred dates/times.

< 16 p



- Applying railcard discountis to your for business
booking

We give you the option to apply a range of railcard
discounts at the individual traveller level...

Simply check the Railcards box and use the drop-down
box to bring up the railcard options available.

Adults children IR

Enter the number of passengers to which a specific

Railcards )
Add railcard

More options Get times & tickets

Click “Add railcard” to apply an additional railcard of a
different type to either one or more passengers on the
booking.

Click “Get times & tickets” to see the trains available that
match your preferred dates and times.

<4 7P
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o o trainline

,.A vanced searc (including stations for business

{0 go via or avoid)
Advanced search

If you are looking for further travel options: Your Journey

Leaving from  (LONDOM EUSTON

Going to |BIRMINGHAM NEW STREET

Click “More options” to further refine your search:

When would you like to travel?

Owtward

Diate {ddimmiyy) Time hr min

[Leave Afer  ~]11 ~]15 ~]

Jourmney type
All data already entered on the main search screen is retained

on the advanced search fields. Number of passengers

Adults
Use the optional “Extra journey requirements” fields to ira foumney requirements (aptonal
specify direct / indirect services, stations to go via or -
avoid.

Gio wia or awoid

Finally, click “Check fares and availability” to see the oromotional codes
trains available that match your preferred dates and
times.

Check fares and availability




m Undersianding the train times and tickets screen

for business

The “‘Journey Matrix” displays trains matching your preferred dates and times, highlighting the cheapest options:

1. Journey details 2. Train times 3. Choose seats 4. Getling fickets 5. Payment bi. Confirmation

Return from London Euston to Manchester ehange journey

Ot R=turn

Wednesday og Feb 2017 Thursday 09 Feb 2017

ovdon Ewsion o Manchesier Piccadilly  Manchesier Piceadilly MAN to London

: Earlier Later = : Earlier Later
- =S ELE LA
- 11:20 11:40 0855 a9:15 09:35 0955
- LA ELE ELS ELE EUS
1249 13407 13:28 1349 11108 11:24 1143 1205
Durasian 2h 9m 2h Tm 2h 8m 2h 9m 2h 13m 2h 9m 2h 8m 2h 10m
nanges 19 Lg 19 S iy 19 19 18 Total for 1 Adult, 0 Child
Cheapast Cheapast Cheapast
Cheapest Standard Single = > EEB'B’S
£3700 | E£3700 | £3200 | £27.00 £AZn0 | £A200 | £4785 || £a1as Ll
Limied LimHed Limied Limied imited Limied
avallabiity  awallablity  awallablity | awallabilh’ allablity  awallabiiity
SNy
E74.100 E74.00 E43.00 £43.00 E147.00 E147.00 £122.00 £9E.00
London Euston o Manchesier
Limied LimiHed Limie-d Limied Limied Limie-d Limied Limied I
avallabiity  awallablity awvallablity  awallability svallabiity | avallabiiy | awallabiifty | avallabllty FrcCaminy
iew all single tickets
P
Return O35
Manchesier Piccadilly to L

Here, we display the cheapest Standard and First Class
single fares (in lines) for outward and return journeys (in
columns, if requested), of which the cheapest are
highlighted in yellow.

Clicking on specific trains will show a costed Journey
summary on the right panel, including the savings
you’re making. Off-Peak and Anytime returns are
available below.

Once youre happy with your selection, choose
“Continue” to progress to Travel options (see section
3).

Additional options

Additional links show even more options with “View all
First Class tickets” and “View slower trains for cheaper

tickets”.
419 P



m Understanding the train times and tickets screen (cont.) for business

Other ticket restrictions

Tickets not permitted by your company Travel
policy are “disabled” and cannot be booked.

The train times and tickets screen has a number

of additional pieces of information, available by Cheapest s Return

First Amdime Return £399.00
Travel any time of day, return

hovering over or clicking links on the screen. i 1 ect

» View all First Class tickets

& Travel policy

Results are based on the fastest available trains.
This ticket is out of policy and cannot be

booked
Back
“Ticket Restrictions” pop-up Journey summary
To view ‘Ticket restrictions’ pop-up, click To view the ‘Journey summary’ pop-up, click on
the ticket type: the ‘Changes’ shown:
Return
Oft-Peak Return Thursday (Journey summary
Any oft-peak train. Return Uttoxeter UT
within 1 month. £8390 . Return Journey (09 Feb 2017)
" — - . Closs Earlier Depart Arrive Travel by Train company Duration
Ticket restrictions 1007  Uttoxeter 10-33  Stoke-On-Trent Train EAST MIDLANDS TRAINS 00h 26
Calling Points
OFF-PEAK RETURN 1050  Stoke-On-Trent 1224 London Euslon Train VIRGIN TRAINS 01h 34
TICKET TYPE Calling Points
OFF-PEAK Text me these details [3 Add to calendar
DESCRIPTION

ZhTrm ZhTim ZhTrm
Flexible ticket only valid at specific off-peak times of the day.
1 1 1
VALIDITY 19 -9 19
Your outward journey must be on off-peak trains on the date specified, and you must return on off-peak trains within one calendar cheapest Cheapesl

month. Off-peak times vary by route - our journey planner only shows off-peak tickets on trains for which they are valid

BOOKING
Can be booked in advance or purchased on the day of travel £79.00 £3475 £3475

avl_aiirllytt:iel?ty 4 20 D




m Undersianding the irain iimes and tickeis screen (conz.)

Add journey to your calendar

On the Journey summary screen, click Add to
calendar.

Then choose your preferred calendar option.

And follow Save instructions:

Train company Duration Add to calendar
EAST MIDLAMDS TRAINS 00h 26 Adding the following event to your calendar
Calling Points 09 Februans 2017
09 February 2017
VIRGIN TRAINS 01h 34 Uttoxeter To London Euston
Calling Points
Text me these details [# Add to calendar Cutlock G Google calendar @@

Price summary

To view the “price summary” bubble, hover over the
ticket price

£16.00 £32.00 £79.00 £3475 £3475
Limitec Limited Limited
vardabalit e e

« Specified train only. No refunds
« Oniy n booked Virgin Trains services and required
£50 00 connecing semicas
« This ticket has limitaed availability
Limited e A ~ O ~ o P
availability Aduit@zio Lo =10

Total: £16.00

for business

Cheapest ticket travel policy warning (only if

policy in force).

Should you choose a ticket that contravenes a
cheapest ticket travel policy, you’'ll see an overlay
like this asking you to justify a more expensive

ticket.

* If you would like to decline the savings, select

a reason for

not choosing the cheapest
available ticket and “Continue”.

* Or, click “Back” to select cheapest.

Please note: If you continue and decline savings,
your purchase and reason for not selecting the
cheapest ticket will be viewed by your account
administrator in management information reports.

@ Travel policy

You must choose the cheapest available ticket for your journey

Go back to select the cheapestticket, or continue with vour purchase by providing a reason

for booking out of policy.

Reason for not choosing cheapest ticket

Continue and decline savings Back to select cheapest

Close &4

Ticket price summary
Selected ticket(s) £262.00

Cheapest available £83.00

Savings available  £179,00

421 p



Undersianding the irain iimes and tickeis screen (conzt.) for business

Checking slower routes for cheaper tickets:
We provide the option to check for cheaper tickets by looking for any available slower routes.

We provide a list of the cheapest ticket types Once a ticket is selected, we display the fares matrix
available. to show which journeys this ticket is valid on.

» View all First Class tickets

Results are based on end-to-end tickets for the fastest available trains. Click here to check if slower routes with cheaper tickets are

available.
Journey Selection Return from London to Uttoxeter change journey
The ticket types valid for your joumey are listed below. Find the availability of your preferred fare by clicking the relevant Check for out Retum
F icket types valid for your journey are listed below. Find the availability of your preferred fare by clicking the relevant Check for Wednesday 08 Feb 2017 Thursday 09 Feb 2017
trains button. London St Pancras Intl STP to Uttoxeter UTT  Uttoxeter UTT to London St Pancras Intl STP
Ticket type Route/Company Price Earlier Later Earlier Later
Super Off-Peak Return Via Derby £64.50 | Check for trains | Depart 3TP STP UTT UTT uTT UTT
_ p 13:58 14:58 08:58 09:58 10:58 11:58
Off-Peak Return Any Permitted £69.50 | Check for trains | Arrive 1%-:[[-{5 HHB 151-:[3"30 1%-%31 153-:[3"31 1?‘1-:[3"30
Off-Peak Retumn Via Derby £103.00 [ Check for trains | Duration 2h7m | 2h8m 2h32zm  2h33m 2h33m 2h32m
- Changes 1o 19 1o 10 1@ 1@
Anytime Return Via Derby £187.50 | Check for trains |
First Off-Peak Return Any Permitted £228.00 | Check for trains | Super Off-Peak Return Cheapest
———— Selected ofFpeak trains.
. . . — Return within 1 month. £64.50
First Anytime Return Via Derby £234.00 | Check for trains | o
Anytime Return Any Permitted £290.00 | Check for trains |
First Anytime Return Any Permitted £396.00 | Check for trains | 4 29 D




Best Fare Finder

° 173 = ° 2
Using “Best Fare Finder for business

Find cheap train tickets

faster

We have developed our tool, “Best Fare Finder”, to find the best

deals for you when price, rather than a specific time is your main
priority.

Click on the “Best Fare Finder” icon placed directly
on the “logged in” home screen. This brings up the
Best Fare Finder search window.

Here, specify your travel information: .
Best Fare Finder Best Fare Finder

aa

From and TO Stations- ¥ RN N |: Find cheap train tickets faster

307 (Choose)

To

Leaving / returning around dates, or

Available routes
If you're more interested in finding the cheapest ticket than the

O ne'Way travel. Leaving around exact date or time you travel, Best Fare Finder is for you.
Every day 1000's of our customers find cheap train tickets on thetrainline.

Best Fare Finder uses their journey searches to help you find these

M (3 H » H i cheap tickets faster.
Click “Available routes” to see an up-to-date list, Returning around P
h I' k h Simply select one of our top routes, tell us when you're thinking of
then click the route vyou want. : : travelling and Best Fare Finder will show you the cheap tickets our
y Find cheap tickets customers have found around these times.

If you want cheap tickets too, give Best Fare Finder a go.

Once you’re happy with your choices, click “Find
cheap tickets” to take you to the “Select your travel | 4

dates and price” screen with cheapest fares |

highlighted (see next). 4 23 p



- Using “Best Fare Finder”

Select your travel date
Journey summan

Outward: Aberdeen (ABD)t~ Edinburgh Waverley (EDB) | Cheapest (all) ¥

Journey price

«Earlier (-3 days Later (+3 days)e £1 0 20

Timebands Friday Saturday Sunday Monday Tuesday Wednesday Thursday Out 18:18 (Tue 21 Feb)
Departing ¥ 17 Feb 18 Feb 19 Feb 20 Feb 21 Feb 22 Feb 23 Feb Aberdeen (ABD) to Edinburgh

; Waverley (EDB) 13 ” .
Early morning Check Foree Havetey (£55 On the “Select your travel date” screen you can:
00:00 - 08:59 £23.00 £17.30 —  £26.40 £23.00 £23.00 £23.00 0 changs(s)

Ticket Type : Advance Single
Pe’lcqrnlng ca This price last checked 10 minutes ago Ch . . . h d .
09:00 - 1159 £23.00 £19.50 £16.90 £23.00 £23.00 £23.00 £23.00 £10.20 oose train times either departing or
Afternoon arerlng.
12:00 - 18:59 £16.90 £14.50 £16.90 £10.20 £12.20 £12.20
Evening
19:00 - 23:59 s £ H
Outward: Aberdeen (ABD) to Edinburgh Waverley (EDB) =150 Change date range earlier or later.

Select a week or date to view ticket prices Monthly Vie

February 2017 | March 2017 | April 2017 | May 2017

Lowest adul
Mon — Tue  Wed . Thu o Fri o Sat S Click “ticket type” for ticket restrictions.
view 30 31 1 2 3 4 5
week
6 7 8 9 10 11 12 . .
ﬁ £1360 £1220 £1450 £1460 £1460 £1950 Select date(s) and prlce(s) then click
vew 13 14 15 16 17 18 19 “Next” on main screen or summary pop-up

week £1220 £1220 £1150 £1150 £11.50 £11.80 £16.90

to buy tickets.

view 20 21 22 23 24 25 26
week £10.20 £10.20 £11.50 £11.50 £11.50 £14.50 £16.90
view 27 28 1 2 3 4 5
week £10.20 £10.20 £10.20 £10.20 £11.50 £11.50 £11.50 V' M
iew best fares by month in pop-up.
view G 7 a8 9 10 11 12
week £10.20 £10.20 £10.20 £10.20 £11.50 £11.50 £11.50

424 p




Using “Best Fare Finder”

If there are multiple train options for your specified date, time range and price, select
your preferences from the pop-up that will first display like this:

for business

Journeys - Manchester Piccadilly (MAN) to London Euston (EUS)

Select your journey. Last checked indicates when our customers last found these train journeys at that price.

Depart Arrive Changes Ticket

05:25 Manchester Piccadilly (MAN)  07:53 London Euston (EUS) 0

05:55 Manchester Piccadilly (MAN)  08:10 London Euston (EUS) 0

Advance Single

Advance Single

Price Last checked

£22.00 46 minutes ago

£22.00 46 minutes ago

Select

Select

Once you have selected your ticket,
specify the passengers on your booking.

Select applicable railcards using the
dropdowns.

Then, click Next to go to the Train times
& tickets screen to book your tickets.

Passengers & Railcards

Select the number of passengers and railcard to check availahility

Passengers: | 1 adult ¥ and |0 children v
Child passengers must be aged between 5 and 15 at the
Single from Manchester Piccadilly to London Euston change journey ; .
me of travel.
Qut

Depart
Arrive
Duration

Changes

Cheapest Standard Single

Saturday 18 Feb 2017

Manchester Piccadilly MAN to London Euston

EUS
Earlier
MAN MAN MAN
05:25 05:55 06:10
EUS EUS EUS
07:53 08:10 08:28
2h 28m 2h 15m 2h 18m
@ @ Lo

Cheapest Cheapest

£22.00 £22.00 £27.00

Limited Limited Limited
availability avai lability availability

Later

MAN
06:35

EUS
08:46

2h 11m
0@

£32.00

Limited
availability

Railcards: |0 * || (no railcard selected) v

About railcards

Mext
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Using “Ticket Alerzt”

/= Ticket Alert

Sign up for a Ticket Alert Email and be the first to know when Advance tickets

come on sale for your journey so you save money compared to buying on the day.

Advance tickets typically go on sale 12 weeks in advance.

Your contact details

Depart date Return date

Today

Select a date

smnission for

By ticking the checkbox and providing your details, you giya

Trainline to send you a Ticket Alert Email.

™

I'm not a robot

Advance tickets are sold as singles. f your departure and return dztemace different,
wou will receive two alerts.

Aballic Greatsr Anglic
Arriva Traing YWalss
Chiltern Railways
CrossCountry

Eost Midlands Trains

First Hull Traine

First Transpennine Express

Grand Central

Great Western Railway

London Midland

Northern

SootRai

South West Trains

Southeastern

Southsrn

Wirgin Trains

Wirgin Traine East Coast

for business

...and set up multiple alerts for different journeys.

E Advance ticket booking window

28th April

30th April

30th April

st May

28th April

28th April

20th My

30th April

28th April

28th April

Jrd May

28th April

30th April

28th April

23rd April

22nd July

21st July

Ticket Alerts

Be the first to know when

advance tickets are on sale

Enter your contact and ticket
details.

Confirm you are happy for Trainline
to send you Ticket Alert emails.

Confirm that you aren’t a robot!

Then, click “Sign up for email” to
confirm your Ticket Alert request.

< 26 P



3. Travel Options

Once you have made your choice(s) on the Train Times
and Tickets screen, click “Next” to specify seat
preferences and additional travel products via Travel
options.

Options shown are those available for your specific journey - for
example, on the journey shown below you can:

Reserve seats on your journey.

Request seating preferences — no guarantees, but
we’ll do our best.

Review journey summary and view more details
(see 3.1).

Add a London underground Travelcard (available
for inbound journeys to London).

Add a First Class upgrade (available on selected
routes).

Add PLUSBUS tickets for an onward bus journey.

Save as a Favourite journey (see 3.1).

Click Continue to progress to ticket Delivery options
(see 4).

trainline
for business

2. Train fmes

Travel options

Whois travelling?

1 Aduit Full Fane

Seat reservation(s)

Total prica
Tyee

London One Day Travelcard

Passenger Information:

At this point, you must search for, and select, the passengers
travelling on each fare. This provides passenger level Management
Information (on usage, spend etc.) to be collected for your account.

You must also nominate a “lead passenger” for the journey.

427 p




» Jourmey 1 price £37.00

Travel Options (pop-ups) S e for business

Saving £132.00
1 Adult(s) 0 Child{ren)

Out:
09-20 {Ffi 24 FEb:I Journey 2: LONDON EUSTON TO MANCHESTER PICCADILLY
Click More details (see Travel options screen on previous page) to London Euston to Manchester Outward - Friday 24th February 2017
view a summary of your booking and ticket restrictions - including Piccadilly Depart Arive Travel by
any Opti ons 0 change(s) 19:20 London Euston 11:28 Manchester Virgin Trains

Piccadilly

More details ficket details

ADVANCE SINGLE
Total price £74.0( 1 aouie) Ful Fare @ 237,00

+ Only valid on booked Virgin Trains senvices.
= Mon-refundable ticket, only valid for the date, time and trains specified.

Not sure which Travelcard to select? Use our “Which zone do | Jouney price

need?” feature that helps you select the correct London
Underground Zone as a destination.

London One Day Travelcard

©O

Unlimited cne day travel on the Underground, Overground and Buses in Londen - Saturday 18 February
2017

Which zone do | need?
Peak [before 8.30am weekdays) Off Peak

ONDON ZOMES 1

LONDOM ZOMES 16 £17.50 each £12.30 each

Click “Save as favourite journey” to give your journey and e~
. . —' Save as favourite journey Close [
preferences combo a name and save it for quick and easy access flose

Please provide a name for your joumey
again at a later date. Name [Weeklytripto London] | [ Save |

| save as favourite journey | 4
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Print Your Own Tickeit

Office printers & self-service machiri 1
&

Self-service ticket machines! . <
—-—

First class post and next day delivery
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Once you’ve chosen your Travel options choices, click
“Continue” to view your options and select the way you would

Selecting a delivery option

like to receive your tickets.

|

>,
|

Select a Delivery Option

Select below

ol

Send ticket to your mobile phone

1. Get the latest iPhone or Android app

E E With yowr phone, scan the
barcode or use the link

Print your own tichet

Your office self-service ticket machine
Self-service ticket machine
First class post

Next day delivery

GUarantssd ioket Geleny Dy

2. Get your ticket...

After

completin

g your booking
click on the Dow

wndead” link in

irainline

for business

In this example, options available include:

app on your iPhone or Android phone) — selected.

« Mobile ticketing (receiving the ticket straight to the Trainline

Print your own ticket (receiving an A4 ticket that you can

print on any standard printer).

Your corporate printing facilities (if your office has a

Trainline printer or self-service ticket machine installed, you

can print and collect your tickets in-house).

Self-service ticket machine (collect your tickets from one of
thousands of self-service ticket machines across the country.

» First class post (have your tickets delivered to you by mail).

» Next day delivery (have your tickets delivered to you by mail).

When done, click “Continue” to add your booking to Shopping

Basket (see section 5).

Please note: Delivery options available depend on the delivery
types enabled for your company’s account.

<4 30p



mTicketing for business

Mobile tickets allow you to receive a barcode ticket, valid for travel, direct to the Trainline Mobile App. As you proceed through the

booking flow, the option for mobile tickets will be offered on the “Delivery Options” page for valid routes and ticket types.

Select “Send ticket to your mobile phone”. The mobile If you select the mobile ticket option, you are required to
ticket choice is later confirmed on the “Booking enter the lead traveller’s name before continuing. The lead
Confirmation page”. traveller must carry one of the accepted forms of ID,

matching the name given during the booking flow.

Traveller details

Select a Delivery Option

When travelling you need to camy one of the following 1Ds

Select below = Credit or Debit card
#] Send ticket to your mobile phone * National Railcard
» Pass|
1. Get the latest iPhone or Android app 2. Get your ticket... + Driving Licence
E E With your phone, scan the After completing your booking,
@ barcode or use the link click on the Download” link in your Passenger name as printed on 1D:
below. booking confirmation email.
E hitp:/ M. thetraindine. com/mt ]
. Continue

Print your own ticket

The Booking Confirmation email contains a link to
- download the ticket in the Trainline app. The lead traveller
should have the latest version of the Trainline Mobile app
downloaded to their iOS or Android device.

Your office self-service ticket machine

Thank you for buying your train ticket(s) with trainline business

your tickets within 24 hours and you will receive your tickets within 4 days L shall not b liabie Tor You can view an online version of your booking and make changes and refund
ver any TTL Product prior to travel and will not cover the cost of replacement tickets applications (where possible) in My Account

:—'||_|="||I Next day delivery (ET.50
Guarantesd ticket delivery by 1pm the next working day for bookings made before 2pm Download your mobile ticket

DCKE!S InSWned Tor up 1o U0, Tou wWill nesd 10 Sign 105 your DCKETs on Gelvery 4 31 D




m Print Your Own Ticket

for business

If you’re travelling on certain selected carriers and purchase an Advance fare, you can now print your own ticket

on any home or office printer.

Select below

ﬂ_‘ (O Self-service ticket machine

You will need a payment card and your collection reference.
Tickets will be ready for collection 30 minutes after booking.

() Your office self-service ticket machine

¥ou will need your collection reference.
Tickets will be ready for collection 30 minutes after booking.

(® Print your own ticket

(O Collect at window

i 0

ou will need a payment card and your collection reference.
Tickets will be ready for collection 30 minutes after booking.

Traveller details

Email my ticket(s)to  [TTLADMIN@BARCLAYS.COM

Print Your Own tickets camy passenger names and passengers must carry one of the following types of identification (matching
the name printed on the ticket) when travelling:

» Credit or Debit card

= National Railcard

» Passport

= Driving Licence

Passenger name(s) as printed on 1D:

Passenger - Adult:

A list of carriers that accept PYO tickets is available here:

Select “Print your own ticket”.
Verify email confirmation and lead passenger details.

Then, click the Continue button.

We will then email immediate confirmation of your purchase. This will
be followed by a second email two hours after booking, containing a
link to download and print your e-ticket in printable pdf format.

Please note: By selecting ‘print your own’ as a delivery
option, you will only be required to carry identification

matching the name printed on the ticket when travelling.
This will be needed for any ticket checks carried out by the
train manager.

Also: Only Virgin Trains East Coast (VTEC) ‘print your own’

tickets are exchangeable. All others are non-refundable
nor exchangeable.

https://railportal.custhelp.com/app/answers/detail/a_id/4427/kw/print%20your%20own/session/L3IRpbWUVvMTQ40ODE5NTg40S9zaWQvaFdpZGloY24%3D 4x2p



https://railportal.custhelp.com/app/answers/detail/a_id/4427/kw/print your own/session/L3RpbWUvMTQ4ODE5NTg4OS9zaWQvaFdpZGloY24=

m Office self-service machine & corporate printing for business

Our in-house printing options (self-service ticket machines and desktop printers) enable you to collect your tickets directly in your

office. This minimises time spent queuing at the Station, allowing you to have complete control over the printing process.

SACE el Select Self-service ticket machine or Office
t‘ Self-service ticket machine printer and specify the office machine for

| need a payment card and your collection reference collection.

T

o) Your office self service ticket machine

e Use your default email address for booking
Tickets will be ready for collection 30 minutes after booking confirmation — or edit to an alternative.

=
T
2D~ Cotect All done? Click Continue.

Please note: If collecting your tickets from
a self service machine, you will require

Collecting from office self-service machine

oose toxet macnne [ your unique collection reference which is

5 North Colonade . . . . .
e available in your booking confirmation.

il

Tickets are ready for collection instantly

on corporate printers, and 30 minutes
Continue after booking on self-service machines.




Self-service tickeit machines for business

This option enables you to collect your tickets from the one of the thousands of Self-service ticket machines

available in stations around the country.

Self-service ticket machine Select Self-service ticket machine, then
ou will need a payment card and your collection reference. specify the station for collection* - and
ckets will be ready for collection 30 minutes after booking. view machine Iocation.
—" First class post
e will dispatch y kets within 24 houwrs and you will receive your tickets within 4 days. TTL shall not be liable for Use your default email address for
any failure by Royal Mail to deliver any TTL Product p avel and will not cover the cost of replacement tickets booking confirmation - or edit to an
:-'{='||' Next day delivery (£7.50 alternative.
Al tickets insured for up to £500. You will need to sign for your tickets on delivery All done? Click Continue.
Collecting from self-service machine Please note: TO CO”eCt your tickets from
Auailable Stations: [MANCHESTER FICCADILLY = the machine, insert any debit or credit
card and enter your unique collection
T T e reference which is available in your
Ema SClon e test_gavin. sharpi@thetrainline. com booking Confirmation,

Your card is used for identification and is

not charged.
Continue

Also: Tickets are ready for collection 30
minutes after booking.

* The self-service machine used for collection can be updated, without needing to make a change to the
booking. This can be done......




First class post and nexi day delivery for business

Trainline provides the option to have your tickets sent by First class post or Next day delivery.

Your tickets can be dispatched to either your home or office address.

—8| (# Firstclass post

—
=
Wi weall et v s hin 24 h _ soaiye your tickets within 4 days. TTL shall not b= lisble fo
WNE Wl ONS panci oL CEELS W P DUrs 4 WL W SCENe YWOUl UCKEDs Wil Oays. L 5iha Dl Ds2 liIDee T
any failure by Royal Mail to delfiver any TTL Product prior to travel and will not cover the cost of replacement tickets

= aranimed Ceket Seiumry by o the nert merkine day for boskinas made before Jom Select the option you require and specify the

A :fs.-s- ":-- =4 :-' ; o £5 o : a- "55_: to sign :'-3.: : -_:5-_, on :5 :5-'1.- address for delivery.

Mame: [Tes: TEST Add or edit your saved address.

Country | United Kingdom =

All done? Click Continue.
ostoode search |E14 BHP | Search |

Address 2 |] CHURCHILL FLACE

Address 3 |CANARY WHARF

You will receive your tickets within 4 days for

Aadress 4 |LONDON “ First Class post or by 1om the next working day
with Next Day delivery.

| Manage addresses
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5. Shopping Basket

The Shopping basket is where you can collect together all your journeys prior to paying for them, where they will be held for you for 24 hours.

| Journey: London Euston to Manchester Piccadilly

Cwbward - Wednesday Bth February 2047

Arrive Seating

Return - Thursday Sth February 2047

Depart Armive

Lead traveller for this journey

e s

Getiing your fickeis

Self-service ticket machine

= Caollect your ficket{s) from the ticket machine at London Euston or any of over

Ticket details

Anytime Single [OUTWARL

COff-Peak Single [Cnline) (RETURN

Adultis) Full Fare ¢ £41 .85
Trave owed via any permitied route
Flexible ticket only va speoific off-peak imes of the day

Journey price

Booking summary

Jourmey price: London Euston to Manchester Piccadilly

2 {Cuteard) & OfF-Peak Single (O

Total booking cost

Add another journey or

Travel by

£210.95

Bemovs

£210.95

Proceed to payment

This is where you can:

Check all aspects of your journey - including
dates, times, price, etc. - before you pay.

Click ticket type to remind yourself of ticket
restrictions.

Remove a booking if you no longer wish to go
ahead and book it.

Add another journey? Do it here.

To continue, once you’ve accepted Terms and
Conditions, click “Proceed to payment”.

< 36 P



trainline
6. Company-specific quesiions (Managemeni Information) for business

- “Transaction Level” Management Information questions Page 38

- “Passenger Level” Management Information questions Page 39

Trainline Self Book provides the opportunity for your company or organisation
to gather useful information about your rail spend, before you proceed to payment.

We offer two options at this point:

We can configure “Transaction Level questions” that ask questions about the content of the whole shopping basket. This might
include the cost centre assigned for the travel, or the Business area of the travellers in the booking.

We can also configure “Passenger Level questions”. These questions will require an answer for each of the passengers on each
of the journeys of the booking.

Some questions, across both transactional and passenger level questions, could include drop-downs whereas other questions might
involve entering answers that may be validated before allowing you to proceed.

We can configure a combination of both Transactional and Passenger level questions for your account, if required.

437 p



“Transaction Level” Management
Information questions

Before you continue

Additional information required by your business

Transaction Questions

Business

Mabile Phone Mumber

Continue

irainline

for business

“Transaction Questions” will collect Management
Information at a shopping basket level.

If there are multiple passengers and multiple journeys
in the booking, these Transaction Questions are only
required to be answered once.

These questions can be set to be either mandatory or
optional.

All done? Then click Continue to proceed to payment.

4 3sp



"Passenger Level” Management
Information questions

Before you continue

Additional information required by your business

v Journey: MANCHESTER PICCADILLY to LONDON EUSTON

Outward — Tuesday 28th February 2017
TEST TEST Copy TOMTEST

[ v | |
| 1 T

Reason for trip

irainline

for business

“Passenger Level Questions” will collect Management
Information at an individual passenger level for each
journey.

If there are multiple passengers and multiple journeys
in the booking, these passenger questions are required
to be answered once per passenger, per journey.

These questions can be set to be either mandatory or
optional.

All done? Then click Continue to proceed to payment.

4 3p



7. Paying for your tickeis

71 | Paying on account

7.2 Paying by payment card

7.3 Paying on account or by payment card (if boith options are available)

m Paying on account

Payment details
Pay on account

Your booking will be charged to your company account.

Email confirmation

Your booking details will be sent to the following email address

Email » |

Booking summary

Journey price: London Euston to Manchester Piccadilly £37.00
Advance Single, 1 Adult

Total booking cost £37.00

By clicking Buy Tickets you agree to the Website Terms and Conditions and National Rail
Conditions of Travel

and save £45.90

If your account has a credit facility, where tickets can be
purchased on an account, you’ll see this message above
the booking summary.

To complete booking, click “Buy tickets”. The
next screen you’ll see is for your confirmation
(see section 8). Once this button is clicked, the
booking is committed.

< 40 p



Paying by payment card for business

Payment details

If your account is set up to pay by card, you’ll progress to a
card payment/booking summary screen that looks like this.

Complete all requested fields in what is a ‘standard’ layout for a
secure e-commerce transaction.

Choose a Saved card to pay with (if set up).

Or, want to Save card details for future
bookings? Click here.

Check your billing address.

Email confirmation. Need to email multiple
people? Click Add recipient.

Tatal booking oost

o — Finally, click Buy tickets (checking out what
Cocnt you’re saving!) when you’re ready.

4 s p




7.3 Paying on accouni or by payment card (if both options are available)

If both “On account” and “Payment card” options have been set up for your account,
you’ll be able to choose how to pay on the payment screen:

Payment
card

Select “Payment card” to open the card
payment screen.

Select “On account”.

Then click “Buy tickets” to charge the booking

Then, follow the steps shown in 7 on the
to your account.

previous page to pay by card.

Payment details

Select payment method

(® On account O Payment card

4 2 p



trainline

8. Confirmation of purchase

Booking Confirmation

Your payment was successiul. Your booking confirmation will be emailed to TEST@TBDEMO1 .COM

¥ Journey: London Euston to Manchester Piccadilly

Getting your tickets: Sel rvice ticket machine
Ref 68F992L7 6

= Youwill need your collecti rence and any creditidebit card.
= Tickets will be ready for collection in 30 minutes time,
« Collectyour ticket(s) from the ticket machine at London Eusten, @ @
Qutward - Monday 8th November 2010 [ Textme these delails & addlo calendar
Depart e seatig ey Once you click “Buy tickets”, Trainline Self Book will send you an email
0900 London 1107 Manchester Coach B, Seat 07A (Window) Wirgin Trains . . . . . . .

Evsion Picacily confirmation with all the information you might need for your journey,
eturn - Tuesda ovember Textmethese details | addio calendar . . . . .
== =— and your receipt. You’ll also see a confirmation screen which includes
1595 wanchosr 1802 Lonon Couno,seatsams)  VignTans any instructions for collecting your ticket(s) and summarises your
Ticket details booking — like the one to the left:
ADVANCE SINGLE (OUTWARD) £29.00
1 Adult(s) Full Fare @£29.00 ThIS COnflrmatlon contains:
ADVANCE SINGLE (RETURN) £29.00

1 Adult(s) Full Fare @ £29.00

Your delivery details - you’ll need this reference number if collecting
from the station.

» This ticket is only valid when travelling exclusively on Virgin Trains,
= Non-refundable ticket, onlyvalid for the date, time and trains specified.

Total payment

'ou saved £106.10 with thetrainline co ared to buying your ticket at the station on the day of departure

Your journey information by text message, or add it to your calendar.

Journey: London Euston to Manchester Piccadilly (£58.00)

Outward

1 Adultis) Full Fare @£29.00 £28.00

et How much you saved!
1 Adultis) Full Fare @£29.00 £29.00

Self-senvce ticket machine £0.50

Total booking cost £58.50

A link to add another journey.

Meed help? Phone 0870 010 000!
| Add another journey | & Brint

4 )



Texi confirmation pop-up

.—,‘ To have your journey sent to you,
simply enter your mobile number below

Your Message

husiness thetrainline.com

London Eus (dep 09:00, 8 Nov) to Manchr Pic {(arr 11:07)
CollectRef 68F992L7
business.thetrainline.com

e.g. 071229556789
—Select Network — v |Help

[t have read and accept these terms and conditions

Cancel Continue

Available on 3, 02, Orange, T-Mobile, Virgin Mobile, Vodafone. Our reply to
you will cost 25p inc VAT. This charge will appear on your phone hill.

for business

If you’ve requested your journey details by text, you’ll see a

pop-up that looks like the one to the left — including details of

service charges by network.

Enter your mobile phone number and network provider.

Read and accept our terms and conditions and then click
Continue to activate text confirmation.

Nearly done!

You’ll receive a verification code by text
message to enter.

Click Continue and we’ll text you your Journey
details.

Please note: There is a 25p charge for this service.

= Final security step...

Shonrtly you'll receive a text message containing a verification code. Enter this
code below, then click Continue to enable your account for text messaging

services. Ifyou don't receive a message within 10 minutes, check the mobhile
number you gave is correct.

Mobile Number: +447961025180

Verification Code:

Why do | need to do this?

Back Continue

Availahle on 3, 02, Orange, T-Mobile, Virgin Mobile, Vodafone. Our reply to
you will cost 25p inc VAT. This charge will appear on your phone hill.

4P
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irainline

7 9 H 1
How “My accouni” makes life easier for business

‘My account’ makes it quicker and easier to
use your portal — securely storing key
information such as favourite journeys and

payment details so that you’re not driven to
distraction re-entering data each time you
wish to make a booking!

My account

Click on “My account” on the header that Personal detais
appears on the Home and all other key portal
screens.

Manage your favouris jpurneys

My bookings

This will take you to where you view your “My

Account” management options.




Updating your details

for business

Update your details In thg “my accoun.t” management options (§ee
Your sstli previous page), click on “update your details”
N a— to get to a screen that looks like this.

i | TTLADMINEZEARCLAY EO0OM

This is where you can change/update personal
information and review account information set up by
your account administrator.

Buslnezs datalles ragieterad to the account
Change personal details - including username
and password.

Review account information required by your

Your contsct sddrass CO m pa ny.
E14 SHF Gomrch : ) . -
1 [EARGAYEEAKPLE Review registered business details.

E CHURCHILL PLACE
13 [CANARY WHARF

348 |LOMDON

Change your primary address details.

Accept Terms and Conditions then click
Update to save changes made.

4 7P




m Saving and managing your addresses

Q00000

In “my account”, click on “manage your addresses”,
to edit, save and set a default delivery address, and
assign it a ‘nickname’.

Click on “Edit” to be able to change existing address
details.

On the “Edit this address” screen below, make
changes and then Save changes

Manage your addresses

Tickets will be deliverad to your delivery address

Mame Address

Primary This is your primary and default delivery address

address | 1 CHURCHILL PLACE
CANARY WHARF
LONDON
E14 5HP

United Kingdom

Address Details

[ set as default delivery address (UK addresses only)

NickName || | e

Country |Uni‘bed Kingdom vl

|| Search | e

Postcode search |

Edit
Edit

Want to add a new address ? Enter the details here,
starting by its nickname.

Search address by postcode.

Save new address.

Edit this address

Address Details

[ set as default delivery address (UK addresses only)

NickName  [Primary address |

Country | United Kingdem ]

Postcode search  |E14 HP | Search]

Address 1 |BARCLAYS BANK PLC

Address 2 |1 CHURCHILL PLACE

Address 4 [LONDON

|
|
Address 3 |CANARY WHARF |
|
|

Address5 |




9.4 Saving and managing payment card for business
deiails

Manage your card details

Taase ars your stored oraclf oard el In “my account”, click on “Manage your credit/debit
Hiok Hams Mames on Card Elllimg Addrecs Card Typs Card Mumbesr Expiry Dats Defsult Card Daslsts Edit

Daimn | S cards” to add, delete, edit, save payment cards, and
specify a default.

Add a new crediit card Review details for existing card(s), delete or edit
Card detaia (see following page).

Add a new card and set it as default.

o | Seled a cad type
Use a Saved address for your new card.

Card address

Or add/edit billing address.

Save updated card details.

Addiedit address |

Please note, the credit card facility may be disabled for your account as per
your initial configuration. < 29 P




| . | trainline
Saving and managing payment card for business
details (cont.)

Edit your card details

In “Manage your credit/debit cards”, click on “Edit” e —

next to an existing card. I

Edit card nickname, card number, card type and Cori e [VGHDEBE
validity dates. Cort iy e [0 <] [z1 7]

Card addreas

Use a saved address.

Or add/edit billing address.

Addisdit aodrezs |

Save card details.




Saving and managing favourite journey details

Add a favourite journey

Exfre [CUrrEY FEQUITHTHENES

HNERE

for business

In “my account”, click on “Manage your favourite
journeys” to manage and edit existing favourites, as
well as add new ones.

Edit/delete existing favourite(s).

Name and add new favourite journey - using initial
letters or station code to display possible stations
and drop-downs.

Specify optional seating preferences.

Then Save journey.
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Requesting a refund

Booking status

Current and past bookings made over the last 90 days

‘Vour booking details can be viewed bedow. For any questions about your booking please v

Show me | All bookings -

Transaction Total cost | Journey

Ref 2180184058 E246.00 Manchester Piccadilly to London Euston
232 February 2017 at A Test plus 2 travelling 23 February 2017
16:29
| Back |

=it our help section

Amend journey | Refund | Buy again

Your booking and journey information

¥ Journey: London Euston to Manchester Piccadilly
Transaction ref 772109321

* Hooked online by TEST on 06 October 2010 at 13:54
+ Selfsenvice machine reference number: X883LNRC
» The Ticketis refundable

Request refund

Outward - Friday 29th October 2010
Depart Artive Seating

1500 London 1707 Manchester Coach B, Seat 36A (Window)
Euston Piccadilly

Getting your tickets

Self-service ticket machine
« Collectyourticket(s) from the ticket machine at Landen Euston

TicketDetails

Antime Single

1 Adult(s) Full Fare @£131.00

 This ticket allows travel on any permitted route
Stranraer plus connecting ferry crossingds) to/from Belfastwith Stenaline is included

Journey Price

* Flexible ticket with no time restrictions onwhen you can travel. Ifthe ticket includes Rail & Sail, then rail travel toffrom

£131.00
Travel by
Virgin Trains
£131.00
£131.00

for business

In “my account”, click on “Order status and refund
applications ”.

Streamline the number of bookings shown by date or
type of booking using the Show me drop-down.

Click View details/apply for a refund to see
detailed information on the booking of your choice —
like this example.

Click Request refund to first display Refund FAQs
and then continue to the refund form (see next

page).

Please note: The Request refund button is only
shown if the booking is refundable.




Requesiing a refund (cont.)

Refund FAQ

Search

Da | need the tickets o claim a

refund?®

Where do | send my unused

tickets when claiming a refund’?

expect to get it?

for business

Refund FAQs guides you through the refund process,
covering all frequently asked questions. It covers most
queries relating to refunds.

If you have any further questions, please contact our
support team.
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Requesiing a refund (cont.) for business

Select the tickets to refund
Specify the fares for which you’re requesting a

refund and a reason for each one from the drop-
down”

Southampton Central to Basingstoke

Outward - Tuesday Tth March 2017
Return - Tuesday 7th March 2017

L
I
3
b
i:
[
L
v
[

Then use the buttons to check whether you have
already collected tickets

The following screen shows how much you’ll be
refunded.

Click Continue to view Refund request confirmation

Refund amount

Journey 1 : Southampton Central to Basingstoke £15.00
esermeR R Rem R The refund request process is complete once you see
£10.00 this message:
Total refund amount £5.00 e 8 pint s page
Apply for a refund

Refund Details

Southampton Central to Basingstoke

Total refund amount £5.00 4 54 D



9.7 | Changing Advance fares

Booking status

Current and past bookings made over the last 90 days

e |All bookings

Amend journey | Refund | Buy again

Manchester Piccadilly to London Euston

Advanced search

Your Journey

fom  [MANGHESTER PICCADILLY

o |LOMDOMN ELSTOMN

When would you like to travel?

Number of passengers

Extra journey requirements (optional)

= | All Services

N When an Advance ticket has been purchased, the

“Online Change a Journey” function is available, also

known as “refund and rebook”.

Single from Manchester Piccadilly to London Euston

Out

Fri 10 Mar 2047

Ma sier Piccadilly MAN fo London Eusto

= Earller Later =

Depart| 4715 1735 | 1756 | 184S
i EUS EUS EUS EUS
Amive| 1504 10:43 0B 2034
Duration|  2h8m 2h8m 2h 13m 2ham
Changes O il ] et} i
Off Pk Sngls
Ay ak irzs ®
Continue
Close
Continue
Total payment
ou saved £22.00 with trainline compared 1o buying your ficked at the siation on the day of departure
Journey: London Euston to Birmingham New Street (£11.1
Fare @ £11.00
Total booking cost £11.00
Refund information
- oan |

Total amount o be refunded £1.0

for business

Click “Amend Journey”.

The advanced search screen will
appear, providing the option to
change options before clicking on
check availability.

Select a ticket and push continue.

On the Reservation preferences
screen, a warning will display,
stating all supplements are no
longer valid once the journey has
been changed. Click continue.

Once reserved, the screen will
display the details of the new ticket
as well as the total amount to be
refunded in comparison to the
original ticket.
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9.8 Changing Flexible fares

Booking status

Current and past bookings made over the last 90 days

e | All bookings

Transaction Total cost  Journey

Manchester Piccadilly to London Euston Amend journey | Refund | Buy again

Advanced search

Your Journey

fam  (MANCHESTER PICCADMLLY

o (LONDOM EUSTON

When would you like to travel?

100317 Leave Afler |17 % [15

Number of passengers

Extra journey requirements {optional)

Single from Manchester Piccadilly to London Euston

Out
Friday 10 Mar 2017
Manchesier Piccadilly MAN fo London Euston
= Earllsr Later
Deriart MAN MaN My MAM
Depart| 7.5 17:35 17:55 1815
E EUS EUS EUS
A ] 043 M08 024
....... Zha Zham  2h 13 z
Change o o 0o i
Off-Pgl; Sngle
Any off-peak fr
(]
Continue
cow [
Continue

Reservation confirmation

¥our seaf rerarvationie) have now been confirmed. Pleass salect Complets to generate your confirmation e-mall.

Manchester Piccadilly to London Euston

Outward - Friday 10th March 2017

Tex me these detais

Depart Armive Zsating Trawal by

for business

When a Flexible (Anytime / Off-
Peak) ticket has been purchased,

the feature to amend a journey
online is available.

Click “Amend Journey”.

The advanced search screen will
appear, providing the option to
change options before clicking on
“Check availability”.

Select a ticket and push
“Continue”.

On the reservation preferences
screen, a warning will display,
stating all supplements are no
longer valid once the journey has
been changed. Click “Continue”.

Once all details have been entered,
the updated reservation details will
be confirmed. Click “Complete”.
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10. Account adminisiraior iools and sei-up

10.7
10.8

Setiings

What account tools can do for you — and how io access them
Downloading management information

Setiing up and maintaining managemenst questions

Setting up optional user messages and email confirmation
Updating your business dezails

Setiing your iravel policy to conirol access o specific fares

Managing users

trainline

for business

Page 58
Page 60
Page 61
Page 62
Page 66
Page 66
Page 67
Page 69



- Settings

This section covers the way your computer, browser and network should be set up to access Trainline Self Book.

Internet Explorer 6/7/8 Safari 2/3

Click the Tools menu Click the Tools menu Click the Safari menu

TO ensure that YOU r portal WOI'kS at Opti mum Select Internet Options Select Options Select Preferences

speed and efficiency, we recommend that
JavaScript is enabled on all browsers used.

Click the Security tab Click the Contents tab Click the Security tab
Click the Custom Level bution Select the "Enable Select the "Enable
Scroll down until you see the JavaScript' checkbox JavaScript' checkbox
"Scripting’ section. Select the Click OK button

‘Enable’ radio button for "Active

Most likely this will already be the case, but
you can check using the instructions below. (If Scripting’
a browser isn't listed, then simply consult its Click OK button

3 H eI pa resou I’CGS.) C:! ick "'es’ in the confirmation
window




Settings (cont.)

Your organisation may have network
restrictions in place so that users are
only able to access specific websites
via your company internet.

If so, you’ll need to ensure that the
proxy/firewall allows access to the
required URLs (right).

irainline

for business

http:/www.thetrainline.com
https://www.thetrainline.com
http://ajax.googleapis.com
https://ajax.googleapis.com
https://a248.e.akamai.net
http://content.announcements.uk.com
http://statse.webtrendslive.com
https://statse.webtrendslive.com
https://www.buybutton.net

https:/xmlfeed.laterooms.com (only if site
includes booking of hotels)

https://h.online-metrix.net
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What account tools can do for you — and how to access them for business

Account tools enable you, as a system administrator for the business,

to set-up and manage your company’s portal to reflect your specific business rail travel needs.

Use them to: Accounttools | Home | Help | My account | Basket (0) | Logout

* Build valuable data-gathering questions into the booking

process.
« Communicate with users through welcome/confirmation Manage your account
messages and emails. Booking manager
« Manage user access rights including inviting and deleting } _._
hanagement guesiions

users. Liser messape and email confirmation

Update business details

 Download detailed management information about staff rail
Trawed Policy

travel.
Manage users

. Miews snd smend users
Access the Account tools menu via the header that Administration rights
appears on the ‘logged in” Home and other key portal Register new user or traveller

screens. T | Invite new users by emai
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m Downloading management information

Download management information

o LI PO

00 =] LA

Choose your date range

‘f'ou can check details for cument and past bookings made over the last § months

For accounts that make more than
time.

Startdste [23 ~ |[January < |[2017 ~]
Enddate [22 ~|[February = |[2017 ~]
B C ] E

Booking ID Delivery Choice

727200000 MOBLE TICKET

727200000 SELF-SERVICE TICKET KIOSK
727200000 PRINT YOUR OWN
727200000 SELF-SERVICE TICKET KIOSK
727200000 MOBILE TICKET

727200000 PRINT YOUR OWN
727200000 SELF-SERVICE TICKET KIOQSK

Download

F

for business

In the account tools, click Download management

information.

Specify date range using the drop-downs.

Then click Download to generate an Excel spreadsheet file
like this example.

This file contains travel, transaction, and account

information relating to every booking made within
the dates you’ve specified.

G H

Booking Date Booking Type Customer Name Outward Leg Date Departure Station

18/02/2017 09:29 Online
18/02/2017 09:29 Online
19/02/2017 10:38 Online
20/02/2017 08:52 Online
21/02/2017 08:58 Online
21/02/2017 09:18 Online
21/02/2017 09:51 Online

s Test Booker
Ms Test Booker
s Test Booker
Ms Test Booker
s Test Booker
Ms Test Booker
s Test Booker

26/02/2017 17:54 LONDOM EUSTOM
28/02/2017 17:40 SOUTHAMPTON CENTRAL
20/02/2017 13:35 LONDOMN WATERLOO
20/02/2017 09:50 PETERBOROUGH
21/02/2017 15:26 BIRMINGHAM NEW STREET
23/02/2017 14:05 LEEDS

22/02/2017 10:07 POOLE

I ]

Arrival Station Ticket Type
MAMCHESTER PICADDILY ADVANCE

LONDOMN WATERLOO ANYTIME DAY RETURN
POOLE AMNYTIME RETURN
LONMDOMN UNDERGROUND ZOME 1-2 OFF-PEAK RETURN
LOMDOM EUSTON OFF-PEAK SINGLE
LOMDOM KINGS CROSS5 OFF-PEAK RETURN

LOMDOM UNDERGROUND ZOME 1-2 OFF-PEAK DAY RETURN
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m Setting up and maintaining management questions for business

You can set up management questions, either at a transactional / booking level, or at an individual passenger level

to gather additional information like the user’s employee number, cost centre, or reason for travel.

Click Management questions on the Manage your account
menu.

Management questions

Your management information (optional)

You can ask users to provide additional information when they make a booking to help you manage your expenses and

travel programme. For example you could ask users to confirm their reason for travelling Setting Up Management queStiOnS tO generate Valuable management
ST information is optional. However, if you would like to, complete the
following steps:

Guestion 8
Question to ask | [ Make question mandatory
A5k queshon wnen |:ac|‘ fransaction (3 complzted sh - capture information relating to the entire
transaction {shopping basket)
Enswer field should be 3 |free entry text baox ;
s o a | o | e user can enter their answer into 3 bext box
uE code | | Your back office code for this question

| Cancai |

* If a question is set up at profile level, all users are required to answer the questions
before being able to make a booking.

** If you require assistance with the creation of validation rules, please consult with
your Trainline Account Manager.

Click Start adding questions - if you wish*.

Specify what question is asked in the free-text box.

Making the question mandatory means an answer is required
to complete the booking.

Specify when the question is to be asked — i.e. whether it is at
profile, per passenger or basket level.

Specify your answer field, choosing from i) free entry text box
(as above), ii) drop down list with answers, or iii) text box with
answer validation**.

462 p



m Setting up and maintaining management questions (cont.) for business

Dropdown list Textbox with answer validation

First choose “Dropdown list with answers” and ‘Enter First chose “Textbox with answer validation” and ‘Enter
answers manually’. answers manually’.

Enter answer and click “Add”. Enter answer and click “Add”.

Click “Update” to save question and answers. Click “Update” to save question and answers.

Dropdown list with answers
Texthox with answer validation

Enter the answers to be displayed to the user in the dropdown list. Uip to 500 answers can be added to the list.

Enter all the answers that are valid for the guestion. Upto 300000 answers can be added
- ~ ’
® Enter answers manually \J Upload 3 file containing the answers ~
® Enter answers manua W .} Uplead a file containing the answers
Answer ( Add |
Anzwer | Add |

E'CP OOWT aNswWers

ossible answers

| cancat | -
- | cancer |

Update
Update
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m Setting up and maintaining management questions (cont.)

for business

Upload answers from Excel CSV file.

Textiox with answer validation

qqqqqq

!

I} Enter answers manus ) Uplead 3 file containing the answers

Chiose the Microsoft Office Excel C5V file containing the answer values to be uploaded
| Browsa |

File upload instructions

o upoad 3 file contzining answer values please ensure:

Yiou use the Microsoft Office Excel CEV template that can be downloaded below

= All walues must be listed in column & only, 2g. valee! in call A1, valueZ in cell AZ, v

Each value is no more than 30 characters long
»  The maximum number of values allowed is 300,000

- fou sawve and upload the file as a Microsoft Office Excel Comma Separated Walue File (G5, e.g. Values csv

L-“ﬂaj Download ansver values femplate

|Cam:el|

Update

Choose to upload answers via CSV file.

Then browse for file.

Check upload instructions.

Ready to upload chosen file? Then click Update.

Please note: To ensure a hassle-free upload process,
please check above the instructions, downloading

and using the answer values Excel template
(SampleValues.csv) should you wish.

Answer value uploads will take effect instantaneously.




m Setting up and maintaining management questions (cont.) for business

View, edit and removing management questions you’ve added.

Question 7 (Last updated: 12110/2016 10:00:32) | Edit.'DeIe&eZl

Question to ask |r.‘cbila Phone Nurnber Make question mandatory

Ask question when | Each transaction {3 completed sh

Question code  |R7

Add another question
q

Edit your management questions Edit or remove a question.

Edit question

Question 7(Last updated: 12M11 02016 10:00:32)

Cluestion o ask r-k:hile Phonz Mumber x | [=] Make question mandstory Ad d a no,t h e r q uestion .

Ask question when | Each transaction (3 completed sh

f you want to change when a queastion is

Edit question and click Update when you’re done...

Answier fisld should be 3 [free entry text bax <]

e Vo bk offcs o fr s cusston ...otherwise click on Delete.

Update

Delete question
LS If you delete a management question, it will na longer appear fo users or be reparted in the management infarmation

| Delete |
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Setting up optional user messages and email confirmation

User message and email confirmation

User message on home page (opfional)

This text will show me pape when 3 user logs in. Supgested usage: Company travel policy

etto3dd |Welcome to the Bazxclays Poxtal.

Flea=e remember that our travel policy
is cheapest available ticket, and yom
az= allowsd bo tzavel im Fizst Class
cnly if the journey is over 2 houzs.

Registration and booking confirmation by email {opfional)

Update

Updating your business details

Update business details

Business details

Company name  (Barclays

Country [United Kingdom w

Posteode search  [E14 488 | Seamh]

Address 1 |Bardays
Address 2 |5 The Morth Colonnade

3 |Canary Wharf

Address 4 |London

Update

Click User message and email confirmation on the
Manage your account menu.

Set up an optional home screen user message (for
example your company travel policy) here. You can
use HTML if you wish.

Set up optional additional email confirmation
address.

Click Update when done.

Click Update your business details on the Manage
your account menu.

Edit key business details (most fields are
mandatory).

Click Update when done.

for business

< 66 P



m Setting your travel policy to control access to specific fares

for business

. All tandard cl tickets only, pl tional First ClI
Allow any class of tickets. ow standard class tickets o. y, plus optional First Class
exceptions.

Click Travel policy on the “Manage your account menu”. Click Travel policy on the “Manage your account menu”.
Select the Any class button should you not wish to To specify Standard class tickets only, first select the
impose any fare restrictions. Standard class button.

Then, if you wish, select any optional First Class

Then confirm your choice by clicking the Update button. exceptions from the list that displays and Update .

Travel policy

Which fickets are your users allowed to book?

O Any class
TraVEI pOIicy ® Standard class

(O Cheapest avaiable ticket must be chosen
Which tickets are your users allowed to book? - = :

Users can only book standard class ticket. If you would Bke to sllow first class under circumtances, please select from the below
excephions

Alllow the following exceptions (optional

Update [ First class advance = ngle tickets (often cheaper than standard clasg tickets
CIFirste =
[ First class if total journey travelling time is over |hh s || mm -
[ First class on weekdays (Menday to Friday) for joumneys before |hh || mm |, and joumeys after |hh * |[mm

[ First class i travel i on weskends (Saturd 3y and Sunday)

Update <] 67[>



m Setting your travel policy to control access to specific fares for business

Allow cheapest available tickets only.

Travel policy . .
Click Travel policy on the “Manage your account menu.”

Which tickets are your users allowed to book?

O standard class Select the “Cheapest available ticket” button.

@ Cheapest avaiable ticket must be chosen

Users must choose the cheapest avalable ficket for their journey or they will be asked to provide a reason for booking out of policy YOU can then SpeCify reasons users must Choose ShOUId
which will be reported in the management information. they not Opt for the Cheapest tiCket.

Reasons available to users for not choosing the cheapest ticket

Although a default list of reasons covers most likely

These reasons will appear in a dropdown fist for users to choose scenarios, you can also edit the default list, remove
fou can remove and add new reasons but we recommend using this default list. Up to ten reasons can be set up reasons and add new reasons ShOUId you W|Sh
Add = reas Add . . .
= [Add | When you are happy with your travel policy, click Update
Sessons | Mesd 3 more flzxible teket .
: Camet tickets purchazed tO COhfIrm‘
Exscutive /P traveliar
Accompanying a clisnt or collzague
ﬁ;?&ﬂﬁ;ﬂ?ﬂﬁiﬂﬁmm Please note: Should a user attempt to purchase a ticket that
Age esticton on cheapest ket is not the cheapest, they will see a message from which they
ackage product purcha . . . . g
Sleeper product purchsed | Remove selocted can either continue and decline savings by selecting a reason
irst clazs not &

| emoe 3| from the list of reasons you have set up (which will be
& | Besst default reasons o o . .
- reported in the online management information), or go back
and choose the cheapest ticket.

Update



Managing users

irainline

for business

This area of the Account tools menu enables you, as a manager and booker, to view and amend users,
manage users’ administration rights, register new users or travellers, and invite new users.

Please note: The Administration rights link will not be displayed to
bookers as they don’t have this authority. A booker will also not see

the Register new user or traveller link if single sign-on is enabled for
your account. View and amend users

Registered users

Manage users

Wiew and amend Users

Administration rights

Fegister new user ar traveller

T | Invite new users by email

Search for user | || search | Wiew all users
ew 1 2 next | last
View / Amend users et Remare Use
AF FAZIZ@MOBICA COM O
* Click “View/Amend users or travellers” on the R e o .
Manage users menu (1). —
« All registered users are displayed, or can be merses -
searched for by last name. Pt i

« Select user(s) to remove (2), then click

Phone nurmber (Optional)

U pdate When done (3) . Alternative phone number {Optional)
Additional questions required by your business
« To view or edit a user’s details click Edit User EweLoeenunoct
(if | i n k is d iS pl ayed) . Business details registered to the account

Company name TRAINLINE BUSINESS DEMO1
Address  TRAINLINE.COM LIMITED,
THE MATRIX,
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. trainline
10.8 Managing users (cont.) for business

Administration rights Register a new user

Users who hawve administrative responsibiliies in your organisation can be given Booker and Manager rights.
t =0 ke affect when the

r next logs in

o * Click Register a new user or traveller on the Manage users

Manager - will have access to all features within account ipols to manage account and its users, m e n u .

Registered Users

Sear foruser |[Search ] Viewal users * Enter the user’s profile and account information.

prev 1 2 pext last

Name o Booker  Marager  Accept terms and conditions and Register. At this point,

“ s i inform the user that they can access the tool using the
AOMNTEST TEST@ESTADMIN.COM o o forgotten password functionality.
ADMIN TTL TTLEBARCRAIL COM O =
New user details
bartariya sankalp %r-\ HALP BARTARIYARTHETRAINLINE C = = s
Update

Administration rights

* Click Administration rights via the Manage users menu to make
users administrators or bookers for other travellers, or to remove
these rights.

» Allregistered users are displayed, or search for users by last name.

» Select administration rights to be given or removed from the [
user(s), then click Update when done. - 4np



. trainline
10.8 Managing users (cont.) for business

=1 l From... I
send | (1o, |

-

[Account - ] [ Ce...

Bee...

Subject: Business rail account registrations

Invite new users

» 3

* Click Invite new users by email on
We've set up a business account with thetrainline.com - your first stop for train tickets. the “Manage users” menu to generate
an email (via your email client) which
contains instructions and hyperlinks to
start the user registration process.

Once registered as an account user you can check train times or buy your tickets online, 24 hours a day, 7

days a week at http://www.business.thetrainline.com/businesshome.aspx.

Registration is quick and easy; just follow the steps below.
« Enter email addresses to which
1. Go to the website at http://www.business.thetrainline.com/businesshome.aspx message is to be sent.

2. Click on the link "Sign up to your company's account

 Edit message, if necessary, before

3. Enter your email address and Business ID: TESTCORP Sendlng.
4. Click on the 'Sign up’ button

5. Enter your details.

Kind regards
DEMO USER




11. Travel booker tools and booking for other people

What is a booker and what can they do Page 72
- Booking iravel for other people Page 73

What is a booker and what can they do

Registered users who arrange travel for other people can be made a “Booker” in the portal (see how after). This allows
them both to make bookings for themselves and on behalf of others.

Bookers can also Manage users in Account tools - so they can register new users, view and amend existing users,
and invite new users by email.




. trainline
m Booking travel for other people for business
Search for train times and tickets

* As a booker you can search for train times and tickets. On the Travel options screen you will need to
confirm who is travelling.

* Booking for someone else? Enter traveller’s last name and Search to open search pop-up and select
traveller from list.

* Traveller not found? Refine criteria and search again.

« If none still found, register a new traveller (if link shown).

1 Adult Full Fare

Fﬂ_r'\:rrr_'

Select Traveller
Traveller not found? Refine your search or Register a new traveller

r, TEST ETRAINLINE.COM, TRAINLINE.COM LIM
T INESS.COM, TRAINLINE. 1]
IN
N1




Booking travel for other people

Travel options

Who is travelling?

This booking is for® Someone else O hiys elf

Marme of lead traveller  [Test User Change | View/Edit lead traveller's details

Marne oftraveller?  |Demo User Change | Wiew/Edit traveller 2 details

Ticket delivery options

* Follow the steps in section 6 to specify the
delivery options.

e The lead traveller’'s address details are shown
when postal delivery is selected - so tickets can be
delivered to their address.

for business

Traveller(s) selected?

* Click Change to choose a different traveller if you
need to (1).

¢ Click View/edit link (if shown) to check or update
traveller’s details (2).

* Now Continue to Delivery Options.

First class post
Name: [TestUser
Delivery address _Primar_.'address he |
Country | United Kingdom |+ |

Postcode search  |[EC3N1AH Search

Address 1 [TRAINLINE.COM LIMITED,
Address 2 |\THE MATRIX,

Address 3 |9 ALDGATE HIGH STREET,
Address 4 [LONDON

Address 5
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Booking travel for other people for business

Shopping basket Shopping basket

Items will remain in your basket for up fo two hours o After Ieaving Delivery options, YOuU are
taken to the Shopping basket where

v Journey: London Euston to Manchester Piccadilly £58.00 . . .
you can review the journey details.

Qutward - Monday 8th November 2010
Depart Arrive Seating Travelby * The lead traveller for the journey is

09:00 London 11:07 Manchester Coach B, Seat 08A (Aisle) Virgin Trains Shown here'
Euston Piccadilly

Return - Tuesday 9th November 2010

Depart Birive Seating Tranvel by
Please note: As a booker, you can only

complete a booking that contains journey(s)
Lead traveller for this journey . naming the same lead traveller. If you have
multiple journeys naming different lead
travellers in your shopping basket, these extra
Getting your tickets journeys must be removed from your shopping
Self-service ticket machine basket (see section 5) and booked separately.

s Collectyour ticket(s) from the ticket machine at London Euston.

1555 Manchester 18:02 London Coach B, Seat 354 (Aisle) Virgin Trains
Piccadilly Euston

DEMO USER (DEMOETHETRAINLINE. COM)

If you have any journeys held in your
shopping basket, you will also be reminded
of the ‘same lead traveller’ condition on
the home page - as in this example:

Journeys in your shopping basket

You have 1 journey(s) held in your shopping basket Go to shopping basket

Your hasket must he empty if you want to book a new journey for a different traveller




- Booking travel for other people for business

Paying for your traveller’s booking
* Follow the same steps as section 7.

 As the booker, you will receive email
confirmation once the booking has
been completed.

Email confirmation
Your booking details will be sent to the following email address

Email |TEST@TBDEMOT.COM . . .
Please note: If email addresses are included in the

travellers’ profile information, a copy of the confirmation
email will be sent to each traveller.

Add recipient

Sending a confirmation e-mail to
additional recipients:

e Click Add recipient (1).

« Enter lead traveller’s email address (2)
on the Payment screen if you also want
them to receive confirmation by email.
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Booking travel for other people

Booking confirmation

* Once you click Buy tickets,
payment will be made and you’ll see
a confirmation screen like below.

It shows the lead traveller for the
journey.

Booking Confirmation

Booking for: Test User3 (TESTi@BUSINESS.COM)
Your payment was successful. Your booking confirmation will be emailed to TEST@TBEDEMO1.COM

¥ Journey: London Kings Cross to York

Getting your tickets: First class post

Ref 537310149 [ Text me these details

for business

Checking booking details and requesting a
refund

* Go to Your booking and journey information in
“My account” (see section 9).

* You can view and refund the bookings you have
made for yourself and other travellers.

* The lead traveller is shown for each booking.

* Click on Request refund.

Your booking and journey information

Booking for: Test User3 (TEST@BUSINESS.COM)

» Journey: London Kings Cross to York £35.00
Transaction ref 537310149

« Booked online by Teston 02 March 2010 at 18:57
* The Ticketis refundable

Request refund




12. Additional security options trainline
for business
Disable users ability to register themselves on the portal Page 78
- Allow only those users using specific email address domains %o regisier Page 73

123 Control user login using single sign-on

194 Allow your portal to be accessible only to specific IP addresses

Disable users ability to register themselves on the portal

New users
Although users are able to sign up to thelr' a.ccount them§elves Do i o N
on the login home screen, the account administrator can disable

this on request to Trainline. email address ||

Users will then have to be registered by a manager or booker susiness 10 [N
instead.

If self-registration is disabled, users will be asked to contact their

business manager. m




Allow only those users using specific email address domains to register for business

The portal can be set up so that a user is only able to register if the domain of their email address matches the list of email
domains authorised by your company.

For example, if your company’s email address domain is @greatbusiness.co.uk a user is only able to register if their email
address contains this domain.

This must be set up by Trainline. A list of acceptable email domains needs to be provided by the account administrator.

w Control user login using single sign-on

Your company can set up a single sign-on access request which allows users to access the portal and login automatically
from another online application, like the company intranet, without their having to enter their login details manually.

The single sign-on request needs to be set up by your company. Speak to your account manager for more information.

m Allow your portal to be accessible only to specific IP addresses

The portal can be set up to allow only certain IP addresses (networks) to access and login to the portal successfully.

This allows your company to ensure that users accessing the portal are only accessing it from an authorized network, such
as your office.

If a user tries to access the portal from a network that does not match the list of permitted IP addresses, then the user
would be presented with a failed login screen.

Speak to your account manager for more information about this.
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Train times & tickets

Out 29 Jul 2010 Ladybank (LDY) to Manchester Piccadilly
(MAN)

1200 from Ladybank
Combine two Singhe tkets . pees st

£37.00 cvemesrorrrencomots £24,50

£36.00

Visually impaired customers using an enabled screen

reader have access to an especially adapted
availability matrix that is easily recognised and read
to enable clear price comparisons by voice only.
Here’s an example of the screen reader-specific
matrix layout.
Opmiagpan |

£24.50 crearest AvancE siwoLE

£28.00
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If you need any help while using the portal, or if
you have any questions about rail tickets, just click
the Help link in the header of the portal screens -
this will take you to the Help portal:

We store all answers to our most frequently asked questions. Just type in
your question or keyword and we'll return the most relevant answers. m
Search by Topic (show all Refine by Word / Phrase

I () « Search by topic.
» Enter your question or keyword.

* Browse frequently asked questions and
answers.

- If you still need help, or you wish to report a fault
oo with the portal, then please contact your account
administrator or travel provider.

Page: 1 v oo B

< s p




