Changing a flight before the ticket is issued

. Access my booking
In the travel request, click .

In the Amadeus/Cytric pop-up that opens, after a short pause you will see the ‘Confirmation for ..." menu.
Click ‘Change Flight Booking’ below the flight you want to change. If you want to change more than one flight, click any of the flights at random.

= G CYTIic My Trips Sebastiaan Meijndert -

Werken
voor Nederland
WereldWijd

<17 & Confirmation for Sebastiaan Meijndert

Approval:

additional Options

N . . Printable View | currency
E The trip request is waiting for approval.

Trip history
Approval Deadline: Friday, 07FEB20 16:30 [CET) Frequent Trip
Mo Approver selected
Mame:*
Segment # Type Travel Date Destination Time Periods Requested Service Status Total
1 ST 0LAPR20 AmsterdamAMS) - 17:55 - 18:55 [-6] KL 643 confirmed 3.552,50
MNew York[NYC) Busingss
2 S C4APR20 New York[NYC) - 17:30 - 06:45 [+6) KL 642 confirmed Included in
amsterdam|AmMS) Business segment #1
{ ! e Forward additional Confirmation
Total Cost of the complete Tripineur:  3.6562,50 email to:
eMail address:*
Itinerary i . .
sebastiaan.meijndert@minbu
e Wednesday, 01April2020 to New York V.
sebastizan Meijndert [}
KL 643 Businezs Class (C], Airline Reference: SNOPBZ = Weather Forecast for New York from
i g7:55 Amsterdam, NL {AMS), Schiphol {airpart] (AMS) & I FELET T REEE
KLm ) X Mext Day
19:55 Mew York NY, US (NYC), John F Kennedy Intl {JFK), Terminal 4 - Friday
status: Confirmed ’.i;' OFFEB20
Eaggege: Cabin S2ggage up to 18 kg, 2 Checked Bagsupto 32 kg - Ll
ancillary services: Meal, Lounge Access, Business Class Miles Acorual, Snack, Beverage, Sky Priority o
Flight Duration: 8h dmin, Time Difference: -8, Miles: 3538, CO2 Emissions: 862 kg

ing Code: SNOPEZ, External Booking Reference: AC5-532607, Booking Date: OSFES20 ac 7°C
Change Flight Booking ncel Flight Booking

.“-,'_.- - rday, 04April2020 to Amsterdam [
sebastizan Meijndert [}
KL 642 Business Class (C], Airline Reference: SNOPEZ 3{’"
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In the next screen, you can indicate which flights you want to change.
You can do so simply by moving the slider above that flight to the right to activate this option (see (1)).

If you want to change the date, you can do so at (2). Enter the departure time you want at (3).
Uncheck (4) to also see flights offered by other airlines. Click ‘Continue’ (5).

= ﬁ cyrr ic . Sebastisan Meijndert  ~
Werken
W voor Nederland
WereldWijd

Change booking

Change or cancel this segment Booked for Meijndert, Sebastiaan
01APR20 e KimRoyel Dutch Amsterdam, NL Nonstop Hew ork s E::qu:z:::?:z
KLM g oo
Airlins - 643 17:55 AMS Total time: 8h 00m 19:55 JFK

age: Cabin Baggage up to 18 kg, 2 Checked Bags up to 32 kg Ancillaries: Meal, Lounge Access,

Seat Status of the Seat Reguest No specific seat reservation was made. Specific seat reservations may be possible at time of Check-In. Baog
Business Class Miles Accrual, Snack, Baverage, Sky Priority

Change or cancel this segment . 1
T
04APRZ0 e Kim Royal Dutch Mew York, NY, US Monstop Amsaterdam, ML Booking code:
KLM oo e SNOPEZ
Airlines - 642 17:30 JFK Total time: 7h 15m 06:45 AMS

Seat Status of the Seat Reguest No specific seat reservation was made. Specific seat reservations may be possible at time of Check-In. Beggage: Cabin Baggage wp to 18 kg, 2 Checked Bags up to 32 kg Ancillaries: Meal, Lounge Access,

Business Class Miles Accrual, Snack, Baverages, Sky Priority

Your new search

Departure D Departure Time

Fri, 3 Apr 2020 20 : 00

Only non-stop connections or

Cancel this segment

the same airline J This segment will be Cancelled when you reach the confirmation page.

- Iﬂl |

@ Back
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In the next screen, select a new flight from those available.

1. Current flight (to be changed) 2. New options 3. Select the flight you want by clicking the blue arrow.

Round trip Amsterdam = New York

we  KIm Royal Dutch APR Amaterdam, NL Nanstop New York, NY, US Recommended
VI aiines- 613 1 17:55 AMS Tota ime: 8 00m 19:55 JFK e
APR New York, NY, US Amaterdam, NL
3 —_ == = -
AMS — NYC NYC — AMS Sorted by
Wed, 1 Apr v Fri, 3 Apr Lowest fare = Filter W
i Prices do not include any payment fee that may apply to your form of payment. The sirfine Kim Royal Dutch Airlines is enforced by the Travel Management. Time difference: +6h D0m
Booked for Sat, 4 Apr 2020
w  Kim Royal Dutch New York, NY, US Amsterdam, NL
Voo KLM iines - 647 17:30 JFK Total time: 7h 15m 06:45 AMS
New options for Fri, 3 Apr 2020
Kim Royal Dutch . Y. L N iL Total trip prices in
v wie  Airines - 2376 New York. NY. US g Amsterdam. b Econom .
kLM i 7'\ - Recommended y —
;:Dr;z::;;; 19:30 JFK otal time: 10h 05m 11:35+1 AMS from 1.511,27 € e
Kim Royal Dutch I . . Total trip prices in 3

A4 wie  Airlines - 6007 A Mew York, NY, US
Ko S -
{opersted by Delta Air 19:30 JFK .

Lines)

Recommended Economy

914,68 €

o
o
- 3
w
+ m
2
> 5
=
wn =
-
n

¥ Y, otal trip prices in
w s KimRoyal Duich New York, NY, US Amsterdam, NL .
KLM -644 A - o ; Recommended conomy -
Airines 22:00 JFK otalt 11:20+1 AMS (om1.51468¢ @
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Once you have selected the new flights, the new fares will be displayed. At the top of the screen, you will see your newly selected combination of flights.
Below them, you will see the fares for that itinerary. Select a fare by clicking the blue arrow to the right.

Werken
W voor Nederland
WereldWijd

1 Start of change 2 Select flights 3 Select fare 4 Complete bocking 5 Confirmation

“fou are booking for:

Meijndert, Sebastiaan

Controleer op EC(Y) of BC (C) bij de aangeboden heen- en terugreis.
Controleer wiizioinaskosten. restitutie bii annulering en baogaage.

Round trip Amsterdam = New York

s KIm Royal Dutch AFR Amaterdam. NL § dew York, NY. Us
VoKL e 6 _
Aifines -6 1 17:55 AMS otal ime: 8h 00m 19:55 JFK
KIm Royal Dutch o
w  Aiflines - 6007 APR New York, NY, US lonstop Amsterdam, NL
KLM by Deelta &
st beR A 3 19:30 JFK Total me: 7h 45m 09:15+1 AMS
nes)
Show more fares % Service class mix Vv ‘ ‘ = Filter »

Prices do not inchude any trevel agency service fee that may apply or any payment fee that may apply to your form of payment.

Suggested fare

E Total prife
Service class Chamge efund Baggage
BUSINESS Changeable  +4.289,68 £/ 0,00 € 2¢ i) R 4.289,68
Other fares
E 68 € .
5 ass Change Reh Baggage @ -
ECONOMY 150,00 € +82,09 €/-1.43209 € x LiGHT2 1 '51 4'68 €
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In the next screen, enter the necessary information and, at the bottom right of the screen, select:

4.289,68 € el =lelel e

Details Lisble for payment

You will then see the confirmation screen. Please note: you may see a new ticketing deadline.

Werken
W voor Nederland
WereldWijd

<17 & Confirmation for Sebastiaan Meijndert

Approval: Additional Options
i R Printable View | Currency
E The trip request is waiting for approval. Trip history
Approval Deaffline: Monday, 10FEB20 08:11 |CET] Frequent Trip
No Approver sEMiasg
MNama:*
Segment # Type Travel Date Destination Time Periods Status Total
1 wah OLAPR20 Amsterdam{aMS) - 17:55 - 18:55 [-5) Confirmed 4.268,68
Mew York[NYC)
----- Save as FrequentTrip
2 w4t O3APR20 MNew York{NYC) - 19:30 - 09:15 [+6) Confirmed Included in
Amsterdam{AMS) segment #1 »
..... 1
Total Cost of the complets Tripin eur:  4.289,68 email to:
email Address:*
Itinerary i . .
sebastiaan.meijndert@minkby
- wednesday, 01April2020 to New York 7
= [ e
sebastiaan Meijndert ()
KL 643 Business Class (C], Airline Reference: SNOPEZ -;"I Weather Forecast for New York from
iy 17:55 amsterdam, ML {&MS), Schiphol {airport) (AMS) > AEEE U L B
KLm . Next Day
19:55 Mew York NY, US (N¥C), John F kennedy Intl {1FK), Terminal 4 o Friday
status: Confirmed ri" 07FEB20
Baggage: Cabin B2ggage up to 18 kg, 2 checked Bagsup to 32 kg -
o
ancillary services: Meal, Loungs Acosss, Business Class Miles Accrual, Snack, Beverage, Sky Priority ‘ n‘v o
Flight Duration: 8h Omin, Time Difference: -6, Miles: 3635, COZ Emissions: B62 kg " C—
Booking Code: SNOPEZ, External Booking Reference: AC5-532607, Booking Date: 0SFEB20 a°c | 7°C
Change Flight Booking | Cancel Flight Booking
s Friday, 03April2020 to Amsterdam .

sebastiaan Meijndert ()
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If you have submitted the booking previously, you must do so AGAIN after this change.



If you have not yet submitted the booking, you must do so now. At the top right , select ‘Logout’.

= f cyrric
Werken
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<17 & Confirmation for Sebastiaan Meijndert

Approval: additional Options
printable view | currency | Travelpoint
R The trip request is waiting for approval. Trip history
Approval dezdline: Monday, 10FEB20 08:11 [CET) [ Logout
Mo Approver selected
HName:*
Segment #  Type Travel Date Destination Time Periods Requested Service Status Total
1 NI 014PR20 Amsterdem(AMS)-  17:55-19:55(-6) KL 643 confirmed 4.269,68
Mew York(NYC) Business .
- Save as FrequentTrip
2 SIAF 03IAPRZ0 New York(NYC)- 19:30-08:15 (+6) KL 6007 confirmed Included in
Amsterd AMS) Busil t#1
msterdam(Ams) usiness segmen Forward additional Confirmation
Total Cost of the complete Tripinevr:  4.289,68 email to:

The next screen contains a brief explanation of how to submit the booking for approval in TEM.
Close the pop-up, and select the blue ‘Submit offer or submit for approval’ button:

Travel type & standard travel request

Submit offer or submit for approval Delete
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