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CTM LIGHTNING ARRANGER QUICK START GUIDE

Log in to CTM Portal

Getting Started

To begin, head to https://us.ctmsmart.com and log in to the

CTM Portal. 3¢ ctm portal

«
From the homepage, click the CTM Profiles tile to search for Manage Travel 7 R S,
and access your traveler's profile. ctm k CrST— o =
Before booking their first trip in Lightning, be sure to log MY APPS . e sempy i
in to CTM Profiles and confirm their details are up to b Ughtning
date.

L. Profiles

Q cT™Data Hub

Quickly acces
your full trip
TooLS

\ Power Up Wit
Traveler Tracker + GeoRisk CTMMe’Et[FgS & E/er‘ls . i i vo /?vr Up /.4

ctm &g

CTM Portal

™ Fare Forecaster - Preferred C... ‘ EventBdakng:Tool ‘ GroupTiack

u Fare Forecaster - All Carriers

Approve ANNOUNCEMENTS

Invoices

-
fravisctmetest@travelctm.com “%" Welcome to the CTM Portal Dashboard!

N

Don't remember your password?
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CTM LIGHTNING ARRANGER QUICK START GUIDE

Travel Arrangers

Users can assign another profiled use—who has the Arranger/Assistant permission—within
the Administration section of their profile.

As you begin typing the travel arranger’s first or last name, Faces will suggest matching
profiles. Simply select the correct one from the list.

If you don't see the arranger’s profile listed, reach out to your company’s travel administrator
or D) for assistance.

Administration

Ar!.anger / ASSiStant

Primary Arranger

+ Add new

Primary Email (Must be the

If you need to assign more arrangers, click Add New to ) . .
y g 9 traveler's email, required field.)

continue. There's no limit to the number of arrangers
you can add.

Note: Itineraries and invoices are not sent to all
arrangers by default. They're only sent to the booking
arranger, the traveler's email address, and any
additional emails listed in the profile.

Additional Email fields

Click Edit to add new items or
view all available fields. Be sure
to click Save on each page
before moving to another
section.

For changes to

uneditable fields,

contact

Once the profile is reviewed and updated,
close the CTM
Profile tab to return to the CTM Portal.

Edit

ctm %
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CTM LIGHTNING ARRANGER QUICK START GUIDE

CTM Profiles

Liliiem yon o) Make sure all required fields are completed—these are highlighted

your own travel e
profile will display by In blue.
default. e

Note: The username should always be the traveler's

email address.

General
Payments

General

) s to click Save on each

Approver

Preferences

Travel documents

page before moving to
another section.

To find another
traveler, enter their
name or email
address and click
Search.

Company

Gender

Legal First name Legal First name

Legal Middle name

Last Name Last Name

D of birth Date of birth

Language English (Unite

Phone business D -

Phone home O -

Mobile D -

Email 2

miles

ctm B us.travelctm.com



CTM LIGHTNING ARRANGER QUICK START GUIDE

CTM Profiles

Add the traveler's frequent flyer, hotel loyalty, and car
rental membership numbers, along with seat preferences
and special meal requests.

General
Each vendor type (airline, car, hotel) has its own section
under Preferences. To add more membership numbers,
click Add New below the appropriate section.

To remove a membership number, click the trash can icon
next to the company or chain name.

Company

Customer number

Customer request

Company

Be sure
to click Save on each
page before moving to
another section.

ctm %
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CTM LIGHTNING ARRANGER QUICK START GUIDE

CTM Profiles

Add the traveler's passport details, visa

information, Known Traveler Number (if Use this optional section to store the traveler's: Complete traveler profiles as thoroughly as possible.
applicable), and Redress Number (if applicable) in . .
tﬁllso sectior)1. (iFapp ) Home address Changes and updates apply only to future reservations.

» . * Work address
Note: If the traveler holds dual citizenship, you can . CTM Profiles will time out after a few minutes of inactivity.
add additional passports. Be sure to select one as * Billing address

the Primary Passport.

Home Work and Billing Address

Travel documents

Be sure to click Save on each page before
moving to another section.

Air Preferen
Hotel P
Car Pret

Print profile...

ctm B us.travelctm.com



CTM LIGHTNING ARRANGER QUICK START GUIDE

Booking Travel

Start a New Booking Select all the required services for this itinerary

» Select New Booking from the portal homepage.

" Flight =2 Hotel = Car @ Rail
© © O €

’]‘ LIGHTNING New Booking Manage Bookings

Add travelers for this itinerary

Enter Trip Information

» Choose all the required services by clicking Flight, Hotel, Car, and/or Rail ')' Flight
at the top of the screen. From

. . nter a Location Enter a Locatior Sep 09, 2024 9:00 a v
e Add travelers, destination, and travel dates. = B0 Sep 05, 20

o You can enter up to nine travelers at a time.

o Begin typing a name to view and select from matching employee
profiles.

o Each traveler will have a separate PNR created at purchase.

Leaving around

Add flight

* If needed, select the Purpose of Trip from the drop-down menu.

Show advanced search VvV

e Click Search to continue. )
Purpose of Trip *

Ctm ’QI *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com ‘ 7



CTM LIGHTNING ARRANGER QUICK START GUIDE

Booking Guest Travel

Add a Guest Traveler
+©
e Select Add Guest Traveler. P

Add travelers for this itinerary Add a guest traveler to your trip

Traveler Details
* Required

First Name * Middle Name Last Name *

Complete Guest Traveler Details [ e poesesrmme: | vosercins s
* Fill'in the required fields:

o First Name

o Last Name cost center
o Gender
* Loyalty Programs (optional)
O
o

P h O n e Please note, membership numbers are only stored for this booking. After this booking is completed, please update the profile for inclusion in future bookings.

Email Supplier Member Number

* Add loyalty program information (optional) if needed.
* Click Save Guest Details to return to the travel search page.

* Add more guests, up to nine total, as needed.

Ctm ’QI *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com 8



CTM LIGHTNING ARRANGER QUICK START GUIDE

Flights: Availability

Filter Flight Options

You can filter available flights by time of day or view all flights for the entire day.

3&12AM-12PM £ 12PM -7PM | © 7PM - 12AM

Refundable Premium Business

Wanna Get Away Anytim Business Select

CO; 128Kg CO; 128Kg
5. B2 1000 e 9 g
2 Nonstop . ‘
am am g 494_,5:‘

W Preferred ¥ Fastesttrip Q Sh

SOUTHWEST AIRLINES - WN488 - -700 88% on time

Wanna Get Away Anyt Business Select

COz 115Kg CO2 115Kg

© 05 B3 12:20 P o i
° e Nonstop 2
. am 2 B 3 SO S 494_5:

W Preferred Y Fastesttrip Q Show trip details & a

SOUTHWEST AIRLINES + WN1170 +« BOEING 737 800 > 03% on time

If you select an out-of-policy fare, a pop-up box may appear asking you to provide a reason before continuing.

ctm ~ *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com



CTM LIGHTNING ARRANGER QUICK START GUIDE

Flights: Sort/Filter

ommended
Shortest
Earliest Departure
Earliest Arrival
Latest Departure
Latest Arrival

Most Direct

Layover Duration

Price - Low to High
Price - High to Low
Preferred Carrier

Carbon Footprint

Filter flights

Clear filters

All DEN - LAX LAX - DEN

Stops
Nonstop

1 stop

Airlines
Include Exclude

All Preferred Airline:

American Airlines (116)

Hawaiian Airline

Southwest Airline

Cabin class

Policy

Aircraft Type

Flexibility

SAF Score

Alaska Airlin

Delta (134) €@

JetBlue Airways (0)

United Airlines

Show flights

ctm %

us.travelctm.com

10



CTM LIGHTNING ARRANGER QUICK START GUIDE

Flights: Expanded View

UNITED AIRLINES - UASSO «

Economy
€O, 114Kg
2h, 28m s s
Nonstop 9:48 pm 375
SO
1 fareonly

BOEING 737-200

Premium

Economy Refundable Economy Plus Business

CO; 118K CO; 114Kg CO, 168Kg
ks $ O ks $ O 1m0 S
441 usc 462us0 548uso

= 6% on time

W Preferrad

First Or Business

CO; 168Kg

L1 0
516uso

Q Collspzs &

All Fares (8)

Flight Details

Economy (1)
>EROGrFNY

Refundable (1)
FELOPrHY

Premium (2)

FEROPFNHY

Restricted 9+ seats
Economy (U) Fare Rules

Wl 7 carry on bag & personal item

Flexi 9+ seats
Economy Fully Refundable (U) Fare Rules

il 1 carry on bag & personal item

Premium Economy Flexi 9+ seats
Economy Plus (B} Fare Rules

il 1 carry on bag & personal item

Premium Economy Flexi 9+ seats

Ml 1 carry on bag & personal item

Economy Plus Fully Refundable (B) Fare

Seat Map (View Only)

CO; Emissions 114Kg

First checked bag for USD40.00 and Second checked B
for USD50.00 per passenger

CO; Emissions 114Kg

First checked bag for USD40.00 and Second checked bag
for USD50.00 per passenger

CO; Emissions 114Kg

First checked bag for USD30.00 and Second checked bag
for USD40.00 per passenger

CO; Emissions 114Kg

§ First checked bag for USD30.00 and Second checked bag
for USD40.00 per passenger

$ Refundable
Out of Policy: Lost
Savings

S Refundable
Ourt of Policy: Lost
Savings

S Refundable
Out of Policy: Lost
Savings

«—

Fare Groups and Details

Fares are grouped by fare brand type and cabin class.

The expanded view provides links to fare rules and
conditions for each option.

Click the link below to view the expanded flight
details.

548us0 516u=0

+ 1 other fare =1 other fare

Q, Show trip details & all 8 fares =

z W Preferred

Viewing Seat Maps
Click Seat Map to view available seats.

Seat selection will be available after you choose
your flight.

Add Flight to Cart

Click Add to Cart to select your flight and fare.

ctm » *** Confidential and proprietary information for CTM & Client Use Only ***
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Flights: Cart

Review Your Selections

The flights you select will appear in the
itinerary summary on the right side of the

page.

The shopping cart will automatically update
to reflect the total price of your selected
flights, hotel, and car.

View Traveler Itineraries

To view a traveler's itinerary, click the
arrow next to Passenger Itineraries to
open the drawer, then select the
traveler's name.

v

™ cart

")~ RDUt0 DEN fare rues

Flight WN1550, Restricted (Wanna Get Away)
Date: Nov 14th 2024 655 pm
Carbon Emissions: 1778 Kg

15198

»)~ DENtORDU farerules

Fight: WN4105, Restricted (Wanna Get Away)
Date: Nov 15th 2024 8:10 pm
Carbon Emissions: 198 Kg

15198

Total 911.88

FLIGHTS 0.00

All prices shown in USD unless
otherwise stated @

Carbon Emissions (CO5)
376Kg, per trip

Passenger Itineraries
& Travis Miles
& Danny Miles

& Marie Miles

A

A

View Other Flight Options

Once you select a flight, all other options will
disappear.

To view other flights again, click the trash
can icon next to the selected flight.

Proceed to the Next Step

Click Continue to move to the next step.

Ctm ’QI *** Confidential and proprietary information for CTM & Client Use Only ***
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CTM LIGHTNING ARRANGER QUICK START GUIDE

Seat Selection

Seat Selection

To open the seat map, click

Travis Miles Aircraft Type
UA650, DEN - LAX BOEING 737-900

e Denver International
Airport

next to each flight option. ©©  Los Angeles International
Airport

Economy Key
7

8

- 9 PREFERRED
| R
20 PAID

» Los Angeles International B SELECTED . .
Airport + Click any available seat to

Denver International > S AGUE Select and then

14

Airport * * -
£ * « Done
LAX - DEN ~  BAR

UA1339
LAVATORY

in the top right-hand
STAIRS corner to proceed with
your booking.

= 27B

AVAILABLE

Ctm » *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com 13



CTM LIGHTNING ARRANGER QUICK START GUIDE

Hotels: Availability

Available hotels: 346 (inciuding 3 Top Picks) @ All prices shown in USD unless otherwise stated @
Hotels at this destination: CO; Emissions 18Kg, per night @

Doubletree By Hilton Whittier Los Angeles
ok ok e vy 732

* Wheelchair Access * In-Room coffee/tea * Dry Cleaning - Refrigerator *In Room Safe

* Business center * Meeting rooms * Smoke-free property *Pool * Restaurant

Room type Per night All nights

Jp CTM -HON
¥ CT

¢ CTM -HONORS RESTRICTED

Best value, closest, and preferred hotels
appear first, followed by all other available
options.

The default search radius is 5 miles, but you
can expand it based on availability and
preference.

To view all rooms and rates for a property,
click Show Rates or All Rooms & Rates.

Hover over the to view the cancellation
policy for each rate.

If you select an out-of-policy rate, a pop-up
box will appear asking you to provide a
reason. Simply enter the reason for selecting
that hotel.

ctm %

us.travelctm.com
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Hotels: Cart

= | < Changing Your Hotel Selection
VieWiI‘Ig YOUI‘ Selected HOte| —> Hampton Inn And Suites Denver . )

Downtown If you prefer a different hotel or rate, click
The hotel you select will appear in the 2 QUEEN BEDS NONSMOKING the trash can icon in the shopping cart
shopping cart on the right side of the page. e to redisplay hotel options, then select a

Nov 14th 2024 - Nov 15th 2024 (1 night) new hotel.
137.26 approx (exdludes taxes and fees)

Sending Special Requests

+ Add Spedial Request

v

After adding a hotel to the shopping cart,
you can send a note to the hotel using the
Special Request field. + FLIGHTS 911.88

Total 1,388.52

All prices shown in USD unless
otherwise stated @

Carbon Emissions (COy)
1.128Kg, per trip

View Traveler Itinerary >

Passenger Itineraries

To view the traveler's itinerary, click the & Travis Miles

arrow next to Passenger Itineraries to & Danny Miles
open the drawer, then select the 2 Marie Miles

traveler's name. Proceed to the Next Step

— Click Continue to move to the next step.

Ctm ’QI *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com
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Cars: Availability

Car Rental Results

Preferred car rental providers will appear on top.

Note: The rate showed is the daily base rate excluding

fees and taxes.

Out-of-Policy Rate Selection

If you select an out-of-policy rate, a pop-up box will
appear asking you to provide a reason. Simply enter
the reason for selecting the car.

v

Pick up / Drop Off

Pick up location

Q9 Los Angeles International Apt, CA (LAX)

Cars for Los Angeles International Airport (LAX)

Top Picks for you @

.“ Top pick for you

Compact 2/4 Door

Nissan Versa Or Sim {CCAR)

0 * w A
1 5
€O, 23Kg
In USD

Base rate per day @ 63 .00

Total estimate 3 Days $268
includes taxes and fees A

..‘ Top pick for you

National®P
Compact 2/4 Door

Nissan Versa or similar (CCAR)
Oxma
1 5
CO, 23Kg

In USD

Base rate per day @ 63.00

Total estimate 3 Days $268
includes taxes and fees A

Pick up date

X | B Sep 11,2024 9:30 pm -

Drop off date

CO2 emissions data is based on an average use of 161km per day @
All prices shown in USD unless otherwise stated @

" Top pick for you

Intermediate 2/4 Door

Teoyota Corclia or similar (ICAR

O%ma
CO; 28Kg

In USD

Base rate per day @ 63.00

Total estimate 3 Days 5269
includes taxes and fees A

Add Car

..‘ Top pick for you

National @

Intermediate 2/4 Door

O%x®4a

€O, 28Ke

oyota Corclia or similar (ICAR)

In USD

Base rate per day @ 63. 00

Total estimate 3 Days 5269
includes taxes and fees A

ctm » *** Confidential and proprietary information for CTM & Client Use Only ***
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Cars: Availability

Viewing More Car Options Viewing Full Rate Details

Scroll down past Top Picks for You to view results under The Rest. ek et e Tl dls fe

Filtering options are available above The Rest section. additional information about the vehicle.
Click Add Car to add your preferred option to the shopping cart.

Mini Passenger Van
Out-of-Policy Rate Selection Chogsien FecOca O S DAVAR
If you select an out-of-policy rate, a pop-up box will appear asking a’
you to provide a reason. Simply enter the reason for selecting the 7
car R M"'

. S—
CO: 23Kg
I The Rest Base rate per day

59.99 uso
I£ Sort by Price - Y Filter I
FuelType: Regular
Airport concession fee 11.11 pct

: B orpriee! : National

Mini Passenger Van Standard 2/4 Door Fullsize 2/4 Door

Chrysler Pacifica Or Sim (MVAR) Ve Jetta or similar {(SCAR) Viw Jetts or similar (SCAR cyota Csmry or similar (FCAR

Customer facility charge 3.00/da

Vehicle license recovery fee

Sales tax

a’ m 3 Mileage Unlimited
==p e a A Oxwa

L]
Ll
L
e Tourism commission rec 3.50 pct
L
Ll
L

rm——

CO: 23Kg Total estimate

Base rate per day Base rate per day Base rate per day Base rate per day includes taxes and fees

59.99 uso 64.00 uso 64.00 uso ® 66.00 uso $260

ctm » *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com



Cars: Cart

v

Viewing Your Selected Car

The car you select will appear in the
shopping cart on the right side of the page.

Sending Special Requests

v

After adding a car to the shopping cart, you
can send a note to the vendor using the
Special Request field.

v

View Traveler Itinerary

To view the traveler’s itinerary, click
the arrow next to Passenger
Itineraries to open the drawer, then
select the traveler's name.

™ cart

™= Intermediate

Toyota Corolla or similar
Carbon Emissions: 28Kg

Nov 14th 2024
Denver International Airport

Nov 15th 2024
Denver International Airport

86.85 wal
+ Add Spedal Request

Total 1,475.37

~ FLIGHTS 911.88
+ HOTELS 476.64

All prices shown in USD unless
otherwise stated @

Carbon Emissions (CO3)
1.210Kg, per trip

Passenger Itineraries

A

Changing Your Car Selection

To select a different car, click the trash

can icon and choose a new car and rate.

Proceed to the Next Step

Click Continue to move to the next step.

ctm ~ *** Confidential and proprietary information for CTM & Client Use Only ***
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CTM LIGHTNING ARRANGER QUICK START GUIDE

Booking Confirmation

¥ Travis CTME Miles 1,731.78 usp . .
Each traveler will have a unique drawer.

Open each drawer to complete their
confirmation details.

+Addnew You can add additional flights, cars, or
hotels to your itinerary by clicking the
icons provided.

Sep 11, 2024

DEN-LAX 2h, 28m Base fare:

Seat Charge: Where needed, complete any required
fields, payment information and
loyalty program numbers.

Duration:

To remove a flight, hotel, or car, click the
trash can icon next to the item.

ctm B us.travelctm.com 19



CTM LIGHTNING ARRANGER QUICK START GUIDE

Booking Confirmation

Under each flight segment, you can swap to a

lower-priced fare by clicking the fare amount. OA 2240 L pi De 65: e S

To return to the original flight, simply reselect
the original fare.

Use the Comments field to send a
note to CTM Operations or Gold Desk
for any additional booking
requirements.

To confirm the booking, click Confirm Booking, 1.731.78
check the Terms and Conditions box, and then
click Confirm Booking again.

You can also choose to Hold Booking if needed.

I hccept the terms and conditions and would like to proceed with
this booking

ctm B us.travelctm.com 20
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Completed Bookings

To view existing
bookings, or book seats,
click Manage Bookings.

If needed, you can also Log
Out or start a New
Booking.

Booked (3)
You can also manage your
bookings by clicking My .
Bookings from the v Travis Miles

Lightning landing page after
logging in through the CTM
Portal. v Danny Miles

v Marie Miles

Confirmation

Congratul

ations!

Your booking was completed successfully.

What would you like to do next?

New Booking

Booked

Booked

Booked

ctm %
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CTM LIGHTNING ARRANGER QUICK START GUIDE

Manage Bookings

%‘ LI G H T N I N G New Booking Manage Bookings Booking Summary #CFGQQI X Cancel [ Share Y Select Seats B Add to calendar
F— REQUESTED BY:  TRAVIS DEMO MILES Trip Total usp778.81
TRAVELER: TRAVIS DEMO MILES Flights usp 778.81
. ) . All Upcoming Archived ::BE1.—_'2PUITB N AGENCY REF#: CFGQQI ii_sak‘tslof;;z:jf;;s:;LU:Nuneswcl‘;na 81
Apr 15th 2 Apr 17th 2026 Icke o
Using the search fields, specific COMPANY REFERENGES
ltleOklngS d;an b be fOUI:]Fd by' | F():IN R' — Q  PNR, Name Trip Purpose: Conference Seminar or Meeting
ame, and/or by a specitic travel date
ra nge. Booking Date (@) Travel Date
v Booking Status 8 Jan 22,2026 # May 22, 2026 @) 3 (@) (@)
Pending Approval (0] Current ltinerary History
— Booking Stat
User Hold (0) > ooking status Apr 15th 2026
® Offline Bookings (0) Sort by: Travel Date v 4t ’)' ::Eeis;;nmsmcmmnuuss " American Airines #6565 i, 40m o oty
e Declined (2) CFGQal 5500 o Aiine Ref#  CFGQQI TSP QLo atey ernesonal Akpert (ASE) Sont:
. " . Ticket# 0017417210581 Apr 15th 2026
® Expired (4} Travis Demo Miles I
NYP PHL E Ph[la_ﬂelph[almernallonal Airport (PHL)
e Canceled (50) ® e
2:30PM (o] Apr 15th 2026
WNDPAA usb g41.77
. . Change at airport Qh, 57m
Trips can be filtered based on status; Travis Demo Miles B e o o
the default search is for all, but can be PHL ADB - . . . . . .
B TR E e <tatus . Clicking on a specific travel reservation will open the Booking Summary to review
o ‘Canceled! ' v the entire itinerary and reservation details along with additional actions including

modifying, adding, canceling, sharing, selecting seats and adding to calendar.

ctm ~ *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com 22
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Manage Bookings

How to Cancel a Trip / Portion of Trip

Booking Summary #CFGQQI

Booked

When cancelling,
users may either
cancel the entire
trip, or select
which segments
to cancel

ctm &g

X Cancel o Share & Select Seats B Add to calendar

REQUESTED BY: TRAVIS DEMO MILES Trip Total usp778.81
TRAVELER: TRAVIS DEMO MILES Flights usD 778.81
Select all that you would like to cancel X
Select All

AAA4382 - American Airlines
MCI =+ EDI
Mar 28, 2026 12:50 PM

AA279 - American Airlines
EDI =+ MCI
Apr 02, 2026 11:25 AM

HUB BY PREMIER INN EDINBURGH HA
Torphichen Street, Edinburgh, EH3 8JF, GB [ 0333-777-7924
Mar 29, 2026 - Apr 02, 2026

*** Confidential and proprietary information for CTM & Client Use Only ***

How to Add to your Trip

X Cancel [ Share ‘e Select Seats [} Add to calendar

To add an
additional travel

Trip Total USD1,925_30 Segment to an
Flights usp 1,411.83 0. nQ ono
Visa 471SXXXXXXXX9066, TRAVIS DEMO MILES existl ng Iitinera ry,

Ticket 0017407851966 @ USD 1,411.83 click the icon of
vm??isxxxxxxxxgoss e the applicable Ad.JUSt the SearCh
isa . TRAVIS usD 513.47 .
DEMO MILES Includes tax travel type (alr/ parameters
hotel, car rental) accordingly and
/< click search
N DN N
(+) ) (=) (=)

&= Car Transportation

Enter search criteria for Car Transportation

= Car

Pick-up location Pick-up

Q Edinburgh (EDI)

B Mar 29, 2026 07:30 am v

Change drop-off location Drop-off

B3 Apr02, 2026 11:25 AM v

Cancel

us.travelctm.com 23
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