ACCOUNT & BOOKING OVERVIEW

Karina Cruz
Procurement




Agenda

e What is Certify?

o Certify Account

e Booking

« Booking on behalf of others
e Group travel

* International travel




What is Certify!?

o Certify is a cloud-based management solution that makes
booking travel and expense reporting easy. In this new
system, employees can book travel, save and submit
electronic receipts, complete expense reports, and receive
reimbursements quickly.

* The current system in place for the campus only allows for
the online booking of travel




Links to Certify & CSUCI Travel Website

o Certify: go.csuci.edu/travel
o CSUCI Travel Website: www.csucl.edu/procurement/travel




# | Contracts and Procurement Services |

Travel
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certify®

travel & expense made easy

My Certify Wallet

Your wallet is empty

Add receipts or expenses to your Wallet.

0 ITEMS

Add Receipts

] >

MOBILE EMAIL

MORE METHODS

Configuration | Karina Cruz Bautista " My Account Support Logout

(0] My Expense Reports

New Expense Report Drats

Pending Approval
Pending Payment

Archived

©060 00

Schedule Expense Reports

ReporiExecutive™ is off.

Meet your fully automated expense report.

UFLOAD

CONFIGURE ReportExecutive™

Home Travel Wallet Analytics

What's New In Certify

Read the Certify Updates Blog

SpendSmart™

Marriott, Anaheim, CA

Beautiful Hotel and wonderful staffl!!

Ratings & Reviews

Channel Islands
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Delegate Users
= Rl T certify®
CMEE Wallet Analytics travel & expense made easy

Manage My Delegate Users

My Certify Wallet Configuratic

Aporoval Reguasis ﬂ
You can specify Delegate Users and grant them permission to use Certify on your behalf. The Delegate Users you specify
will be able to switch to your account using the Change User control. When switched to your account, delegate users are
el ew In Certify able to perform the actions that you have delegated to them. Your Change User control only shows users that have

delegated permissions to you.

Current Delegate Users

There are no Delegate Users assigned.
There are no FECENT FATINES 10
disphay.
Add a Delegate User

Select a User

Grant Permission | | Create expense reports and submit on your behalf
[ ] Run reports on your behalf
|| Book travel on your behalf

[_] Full contrel of account

Channel Islands
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Mobile App

The Certify Mobile App allows you to:

View receipts and expense reports

Upload receipts by taking a picture of the
receipt or uploading one from your camera
roll.

Create and submit reimbursement requests.

Make travel arrangements.

@ Add Receipt | €0 Add Expense

Receipts to Sync

Expenses to Sync

Receipts in Certify

Expenses in Certify

Auto Expense Report
Draft Expense Reports
Inquiries

Travel

Tools & Support

S

O ©|0 O

Qo O

©

Channel Islands
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Configuration Karina Cruz Bautista ¥ My Account Support Logout

certify®

O O I n g travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet My Expense Reports What's New In Certify

Drafts Read the Certify Updates Blog
. New Expense Report -
Your wallet is empty

Pending Approval

Add receipts or expenses to your Wallet. pending Payment
N =T SpendSmart™

Archived Marriott, Anaheim, CA
ITEMS Beautiful Hotel and wonderful staffll!
Ratings & Reviews
Add Receipts Schedule Expense Reports

ReportExecutive™ is off.

b0 =x &

Meet your fully automated expense report.

MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™
Travel
Certify Travel 2.0 Travel & Expense Policy
Certify Travel allows you to search for flights, rental cars and hotels, and Be sure to read your company's Travel & Expense Policy.

book travel today.

Search & Book Travel

Download Policy

Preferred Travel Vendors

4

1 Your company has special arrangements with these travel vendors:

Preferred Car Rental

Enterprise Rent-A-Car & Mational Car Rental C h a n n e | | S | a, n d S

CALIFORNIA STATE UNIVERSITY




certify v

California State University

Channel Islands

Flights/Rail
Hotels

Cars

My Trips

Approve Trips

My Profile
Reports

Company Settings
Users & Travelers

Travel Policy

Welcome Karina Cruz Bautista

Getting Started

Book a Flight

Book a Hotel

Edit Your Profile

Upcoming Trips

No Trips Scheduled

Airfare/Rail

Channel Islands

CALIFORNIA STATE UNIVERSITY




Hote

Find a Hotel

Destination

Anaheim, CA

April 2018

Su Mo Tu We Th Fr
1 2 Y G
8 9 10 11 12 13
15 16 17 18 19 20
22 23 24 25 26 27
29 30

1 Room

Hotel Chain
Marriott

Sa

14
21
28

TRAVELER

Dates
Apr3 Aprs
May 2018 June 2018

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr

2 3 4 5 1
6 7 &8 9 10 11 12 3 4 5 6 T 8
13 14 15 16 17 18 19 10 11 12 13 14 15
20 21 22 23 24 25 26 17 18 1% 20 21 22
27 28 29 30 31 24 25 26 27 28 29
1 Adult No Children
Hotel Class Name Contains
(ALl

Search Hotels

Sa

15
23
30

Anaheim, California
Tue, Apr3 - Thu, Apr5

Map Sateliite
3 out of 121 hotels found

CEED rersonal

TRAVELER Cruz Bautista, Karina

Yorba Linda .

Expand to show more hotels In Policy/Preferred
[ olicy - b
- 4 ]

% Clear Filters) D) (59) T . —
na Park Fullerton Placentia om of Policy/Preferred
& Ourt of Policy
") @map 9 @ T
9 £
Display Options ) &
Anaheim
[[] Preferred Only D)
|| InPolicy Only
[ Hide Sold Out Hotels [ yland P @ \ Park
<] #
Hotel Name Stanton & =
& i
Search name or brand Orange El Modena =
. Map dats ©2018 Goagle RealfiLr Rpes: dan S
Hotel Chain
o 3outof 121 hotels found (% Clear Filters) = Distance
W i i o BRI @@@@0 2103 Reviews $170
Starclazs Anaheim Marriott Hotel DET AR
@ Akhdd o 700 W Convention Way, Anaheim, CA 92802
[ o o {1) -
PSS RS [2)
[ & £ 8 8 —
LR ==
W ko B0 @@@EO 336 Reviews
Price per room . . " . . 5149
Fullerton Marriott at California State University SErTighe

¥ under 598 =
¥ 598to 5121 =
¥ 5121to 5143 —

2701 Nutwood Ave, Fullerton, CA 92831

Q3.2 miles away

Channel Islands
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Car rental

e Two ways to rent a car: ﬁ

Enterprise

— Enterprise.com & PREFERRED
— Certify

 |In Certify only cars being picked up or dropped off from an
alrport are allowed to be reserved.

 All other reservations can be direct billed using our
enterprise account information.

-enterprise ~ National

rant-a-car
@ Channel Islands
AAAAAAAAAAAAAAAAAAAAAAAAA




Car Rentals- Preferred Vendors

Economy Car
Hyundai Accent (or similar] — 2-2 doors

L 4Passengers 8 A/C W Automatic Transmission A
Unlimited Miles TAGE $3 i
Per D
4 Counter in terminal, shuttle to car e
Advantage 52,086™ total

Pickup: LosAngzles Intl Airport (LAX) Los Angeles, CA
Drop off: 0O'Hare Intl. Airport (ORD) Chicago, IL

Policy Status

@ This booking violates these company policies:

= Car rentals must be booked with preferred vendors National, Enterprise.

Channel Islands
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Booking on behalf of others

CEE rersonal

TRAVELER h’yp—e a Name or Select One Below

Book Your Flight

Cruz Bautista, Karina

: Who's Traveling?
(Book for Someone Mot Listed) &
Traveler 1: Adult

i First Middle joptional) Last Suffix
Abell, Leslie
None
. Gender Date of Birth 9
Abramiuk, Marc
Please select Month Day Year

Acosta, Bianca Apply Unused Ticket

Loyalty Program #'s and Secure Traveler Information

Adams, Virgil
Adler, Marion

Alamillo, Jose

Channel Islands
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Book Your Flight

roup/International travel

 International Travel must be approved by the e
University President before any reservations

Traveler Name

are made.

Gender Date of Birth 9

* Reservations for group travel can now be o[

Apply Unused Ticket

-
I I Iade On I I ne Loyalty Program #'s and Secure Traveler Information

Book a Flight or Train
g TRAVELER Traveler 2: Adult
© Select a Registered Traveler @ Add a New Traveler
Round Trip One Way Multi City
Erom To Traveler Name
Los Angeles Intl. Airport (LAX) Los Angeles, Ca Mew Qrleans, Louisiana Please search for name
Dates
Mar 13 Anytime Mar 19 Anytime
Traveler 3: Adult
March 2018 April 2018 May 2018
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa © Select a Registered Traveler @ Add a New Traveler
1 2 3 1 2 3 4 5 & 7 1 2 3 4
4 5 6 7 8 9 10 8 9 10 11 12 13 14 § 7 & 9 10 11 12 Traveler Name
IBEERVE 13 14 15 16 17 15 16 17 18 19 20 21 13 14 15 16 17 18 19
EED 0 2 2 23 2 22 23 24 25 26 27 28 20 21 22 23 24 25 26 Please search for name
25 26 27 28 29 30 31 29 30 27 28 29 30 31
Adults more options? Cabin
3 Lowest Fare
Airlines Stops Refundable ( h a n n e | | S | an d S
(ALl Stops OK Lowest Fare (Non-Refundable)

CALIFORNIA STATE UNIVERSITY




Contact — Booking

Certify: 888-925-0510 Option 2

Cl: karina.cruz@csuci.edu
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