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NSW Government Travel Arranger Guide
Instructions for the Online Booking Tool


Go to the link: http://connect.carlsonwagonlit.com/?NSWGOV

Step 1: LOG IN
Enter PIN NUMBER and PASSWORD and select ‘OK’


	


Forgot your PIN or PASSWORD? 

You can select this option and have your access details emailed directly to you. You will be asked to enter the “email address” noted in the profile and should receive details within 10 minutes. For this process to work effectively, the email address must be unique and not loaded in various traveller profiles. This can occur when Travel Arrangers set up profiles for their Managers/Travellers’ and provide their email address in order to receive the “pin/password” for them to complete the profile. If you have your email address in multiple profiles, you will not be able to use this function as the system won’t know which profile you have forgotten your PIN or Password.  If this is the case, email product.support@carlsonwagonlit.com with your query or gain access to your profile using your unique traveller PIN.


The CWT Portal Home page will be displayed. The Portal has many features for your convenience including destination information and city maps. You can also access your personal travel profile from this page.



Step 2: TRAVEL ARRANGER LINK

Click on the ‘Travel Arranger Access to Online Booking Tool’ to login into the OBT


 (
Click
UPDATE YOUR PROFILE NOW
 
to update a travel profile.
) 



Step 3: TRAVEL ARRANGER LOGIN

Enter 	USER NAME:	Your EMAIL ADDRESS	
Enter	PASSWORD:	Your SURNAME (in capital letters) then select ‘LOGIN’

	  


IMPORTANT NOTE: ERROR MESSAGE
If you have not been selected as a Travel Arranger, you will receive the following error message: * The account is not valid 

You will only be able to login successfully as a Travel Arranger if you have been nominated by your Traveller as their Primary Travel Arranger. See page 16 of the Profile Set Up Guide. 

	



STEP 4:  SELECTING A TRAVELLER


A list of Travellers who have nominated you as their Travel Arranger will appear on this page.  

You can either enter the Traveller’s last name and click the green arrow in the Traveller Search option or simply select ‘New booking’ from the drop-down menu for the traveller you wish to book and click the green arrow to start a booking.



	



STEP 5: 	CREATING A BOOKING

Select	Fare type - Return, One Way or Multi-Trip journey
Select	Departing city, Departing date and Time 
Select	Arrival city, Arrival date and Time 
Select 	Travel Class
Click	Continue









HANDY HINT: Select a time of departure/arrival. This will help you view available flights in the required time frame.





HANDY HINT: Selecting Travel Dates - The easiest options is to click on the calendar and select the dates or use the drop-down menu.  



		
	














STEP 6:	SELECT YOUR FLIGHTS 

Available fares will be displayed.
 
Select 		Departure flight 
Select 		Return flight  
Click		Continue 




HANDY HINT: In the event you need to amend travel dates, this can be actioned via the “Select a flight” section of the page or by clicking on “PREVIOUS DAY/NEXT DAY” links.

To check FARE RULES – click on the FARE TYPE (eg: Red e-deals, Super Saver, etc).  The applicable airline fare grid with be shown. Travellers can clearly see the conditions of the fares prior to selecting the flight times shown. This is your opportunity to select the best fare available, therefore driving compliancy and savings. Fares displaying in green are considered as per CLIENT policy. Fares displaying in grey are considered outside of CLIENT policy and a non-compliant reason will be required to be selected prior to completing booking.



HANDY HINT: If you have not selected the lowest fare, a “NOTE” will appear in your booking highlighting this. In order to reselect flights, click on the “RESELECT” link within the flight box you want to change.







STEP 7:	ADDING A HOTEL OR CAR 

To add hotel, click on “ADD HOTEL” or “ADD CAR” button located directly under Flight 1. Majority of the details as per Flight 1 will be populated in the next screen (eg: City, Dates, etc).  

 (
Click here t
o add 
a flight, hotel or car. 
)

HOTEL SEARCH AND BOOK

Select 		“Hotel Chain” or leave blank to bring up entire list of specified city hotel 
Click 		Continue  
Select 		Hotel
Click 		Select
Select 		Preferred Room Rate and Room Type
Click 		Select

Booking details will be displayed  

Click 		“Book” to reserve a room in the reservation system 
Click		“View Itinerary” which will display all details

IMPORTANT NOTE: Your Diners Club account is a CTS account (Corporate Travel System account) and NOT a credit card. Your Diners Club account can ONLY be used to book and confirm a reservation. After receiving confirmation for your hotel booking, you will need to contact the property to organise form of payment. This will be required on arrival/departure and made directly to the accommodation property.






HANDY HINTS: Dates and destination will be loaded as per flight


CAR SEARCH AND BOOK

Click  		"Add Car" in the current itinerary

Your preferred car rental company, Avis will be displayed

Click 		Continue
Select 		Preferred car and car hire rate

Booking details will be displayed  

Click 		“Book” to reserve a room in the reservation system 
Click		“View Itinerary” which will display all details


IMPORTANT NOTE: You must ensure that the Traveller has an AVIS Wizard Number saved in their Profile to book Car Hire – see page 18 of the Profile Set Up Guide. Without a Wizard number, payment details cannot be transmitted to AVIS and charged your Diners Club Travel account. The Traveller will inevitably be charged directly.





HANDY HINT: Please note you Car Hire can only be book for Airport pick up and drop off only. If you require picking up or dropping off the vehicle at a different location, please contact the NSW Government Travel Centre. You can still book your flights and hotels online and ask the Travel Consultant to add the Car Rental booking to the same itinerary.

STEP 8: PAYMENT DETAILS


PURCHASE ORDER – If you are required by your department to provide a Purchase Order, please ensure this code is provided within field called P/O Number.  If your department does not require a purchase order, please enter ‘NO PO REQUIRED’.
REFERNCE – The Travel Arranger who is creating this travel booking should enter their name in the ‘Reference’ field. This field allows a maximum of 10 characters only therefore if their name exceeds 10 characters they should enter first initial followed by surname.
IMPORTANT NOTE: These fields must be completed in order to appear on your billing statement and reporting data. 



HANDY HINT: NON-COMPLIANCE REASONS CODES

 (
If you have not sel
ected the lowest fare, must select one of the
 
’Non-compliance reasons’
 
supplied 
from the dro
p-down menu
 to proceed
.
)


STEP 9: COMPLETE YOUR BOOKING


FLIGHT PAYMENT DETAILS – select the correct account from the drop-down menu as form of payment. Please ensure you have selected the correct account name relating to your CWT code before you click “BOOK”. 

HANDY HINT: You can ensure your account selection is correct by matching the last 4 digits of your Diners Club membership number to the DIN code listed against your account in the menu.  

IMPORTANT NOTE: If your account is not listed, contact the Help Desk on 1300 132 149 or email product.support@carlsonwagonlit.com immediately. Do not select alternative Department’s account without the permission of staff within that Department. 





Once you have clicked on “BOOK”, you will then be directed automatically to your “Itineraries” page (where all your itineraries or itineraries that you have been booked online for that traveller are listed). 

The Status column will read initially as “Booked” and will soon change to “Paid”. This process happens quickly (usually within 2 minutes).






Your booking is now complete and an email itinerary will be sent to the email address as loaded in the traveller profile. A copy of the itinerary will also be sent to the Authoriser as loaded in your CWT Portrait profile.

Click on “LOG OUT” (padlock icon) to exit Online Booking Tool.
An itinerary will be automatically emailed to your inbox.


 (
Handy Hint
If you wish to perform on line check-in prior to travel via Qantas website, you must enter the airline booking reference. 
  
This is also the case when completing Quick-check at the airport.
)



FOR TECHNICAL DIFFICULTIES

If you experience any technical difficulties whilst using the OBT, please contact the CWT Product Support Helpdesk:

Telephone			1300 132 149
Email 				product.support@carlsonwagonlit.com	

FOR TRAVEL SERVICES

For changes or cancellation of bookings, please contact the CWT Travel Centre:

Telephone			1300 657 378 
				02 8666 1703 

Email	

Domestic bookings	NSWGDOM@carlsonwagonlit.com.au	
International bookings	NSWGINTL@carlsonwagonlit.com.au 
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