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CTM LIGHTNING QUICK START GUIDE SSO

Welcome to CTM Portal

CTM Portal offers two distinctive views to customize your user experience.
« Galaxy (Default View): Dark Background and White Text
* Breezy: White Background and Gray Text

To set your background, click the Greeting to see theme options and select your preferred theme.

k ctm portal -, ‘ @ Travis Miles v

4 &z Z Z 7 Select Screen Themg
v > ‘ x\ *‘ ’ \ * 1000 Mile Breezy (® Galaxy
Profiles Lightning - Data Hub Swift Data Travel

Log Out
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/
Ctm Q’ *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com



CTM LIGHTNING QUICK START GUIDE SSO

Logging in to Lightning

via CTM Portal

Login into the CTM Portal page via URL
https://us.ctmsmart.com; click on the CTM Profiles tile to
access your traveler profile. Prior to booking your first
trip in Lightning, please login to CTM Profiles and
update your personal and travel information.

ctm &g

CTM Portal

fravisctmetest@travelctm.com

Don't remember your password?

ctm 'qr *** Confidential and proprietary information for CTM/& Client Use Only ***

¢ ctm portal
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/3 N8 S
Profiles Lightning ' Data Hub
MYAPPS ANNOUNCEMENTS
L Profiles
#g Welcome to
%  Lightning
From the dashboard you will be able to customize your access to travel too
Q Data Hub
A~ Swift Data Please do not book Company or Personal T|
These bookings will not be monitor
1000 Mile Travel


https://us.ctmsmart.com/

Completing Your Travel Profile

¢ ctm portal

@
€
\/ \
& Profiles Click the CTM Profile widget to access your personal travel profile.

Read and accept the user Privacy Policy to view and update your profile.

(You will only have to accept the policy the first time you login.)

ctm f’" us.travelctm.com 8



CTM LIGHTNING QUICK START GUIDE SSO

Traveler Profile Update

Please review and complete the sections below:

General

Username

Company
Gender

Legal First name
Last Name

Date of birth
Citizenship
Language
Phone business
Phone home
Mobile

E-mail

SAVING, EDITING PROFILE CHANGES AND BOOKING TRAVEL ON LIGHTNING
* You must click Edit to add new items and see all the available fields in your profile make sure to click Save, on each updated page, before selecting another section.
** |f the profile requires any updates to an un-Editable field, please email

*** After the Traveler Profile has been reviewed and updated, as needed please close the CTM Profile browser tab to return to the CTM Portal.

mmiles@flapjack.com

FLAPJACK INC.
Female

Melissa

Miles

Nov 11, 1980

United States

English (United States)
+1555-555-1212
+1555-555-1313
+1555-555-1414

mmiles@flapjack.com

Travel documents

Nationality

lssue date

, for assistance.

Edit

ctm B
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CTM LIGHTNING QUICK START GUIDE SSO

Traveler Profile Update

Please review and complete the sections below:

Administration Employment Information

ut cannot Arrang stant Travel Ru General

Arranger / Assistant

Primary Arranger

Emergency

Airline

Number X
First name

Last Name

Phone

Hotel chain

Customer number

Customer request

Company

SAVING, EDITING PROFILE CHANGES AND BOOKING TRAVEL ON LIGHTNING Edit

* You must click Edit to add new items and see all the available fields in your profile make sure to click Save, on each updated page, before selecting another section.

** |f the profile requires any updates to an un-Editable field, please email , for assistance.

*** After the Traveler Profile has been reviewed and updated, as needed please close the CTM Profile browser tab to return to the CTM Portal.

ctm N us.travelctm.com 10
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Booking Travel

9 ctm portal
« 7 % ’\ @
y b L
b ‘ Profiles *‘ Lightning 0 Data Hub
MY APPS ANNOUNCEMENTS
. &" (il
Login to CTM Portal page k 3¢ Welcome to
Lightning

From the dashboard you will be able to customize your access to travel toof

via URL

Q Data Hub
https://us.ctmsmart.com;
. . . . A~ Swift Data Please do not book Company or Personal T
click on the nghtnmg tile. These bookings will not be monitor
] 1000 Mile Travel

ctm N us.travelctm.com 12
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CTM LIGHTNING QUICK START GUIDE SSO

Booking Travel

Select New Booking Select all the required services for this itinerary

‘{[ LIGHTNING New Booking Manage Bookings

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

Add travelers for this itinerary

Select services required for itinerary N
Flight

Click Flight, Hotel, Car, and/or Rail at the top of the From
screen as required, add the travelers, destination and times. e e B sep 09, 2024

If applicable, enter ‘Purpose of Trip’ from the drop-down menu. Leming v

C|ICk Search . nter a Location \. Enter a Location i Sep 10, 2024

Add flight

Show advanced search VvV

Purpose of Trip *

ctm 'qr *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com ‘ 12



CTM LIGHTNING QUICK START GUIDE SSO

Flights: Availability

Flights can be filtered by time of day, or the entire day can be displayed.

9&12AM-12PM £ 12PM -7PM | G 7PM - 12AM

Refundable Premium Business

Wanna Get Away

CO; 128Kg

W 5. I3 1000

494sp

SOUTHWEST AIRLINES + WN488 « BOEING 737-700 88% on time W Preferred ¥ Fastesttrip Q Sho

Wanna Get Away Anytime Business Select

COz 115Kg CO2115Kg

DEN - ) LS
Q 10:55 am 4 .

-

SOUTHWEST AIRLINES + WN1170 - { > 03% on time W Preferred astest trip Q Show trip details & 51l 4 fares

*A pop-up box may appear if an out of policy fare is chosen. A reason for the out of policy fare selected needs to be nominated
before continuing.

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



CTM LIGHTNING QUICK START GUIDE SSO

Flights: Sort/Filter

Recommended

Earliest Departure
Earliest Arrival
Most Direct
Layover Duration

Price - Low to Hignh

Price - High to Low

Preferred Carrier

Carbon Footprint

Filter flights

Clear fi

All DEN - LAX LAX - DEN

Stops
Nonstop Only (18)

1 stop (

Airlines

® Include Exclude
All Preferred Airlines (734) &
American Airlines (161) &
JetBlue Airways (8

United Airlines (253) @

Cabin class

Policy

Aircraft Type

Flexibility

2 stops |

Alaska Airlines (26)
Delta (206) &

Southwest Airlines (114) €@

Show flights

ctm B

us.travelctm.com
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CTM LIGHTNING QUICK START GUIDE SSO

Flight: Expanded View

Premium

Click link below to see expanded flight view.

Economy Economy Refundable Economy Plus Business First Or Business
CO, 114Kg €O, 114Kg CO, 168K CO. 168Kg
Lax "
- s g+ § woC
e 048 RO RITE S =L 548uso 516uz
S EC 375 462
USD uso ;
+ 1 other fare =1 other fare
1 fare only fare only =1 other fare
UNITED AIRLINES - UASS0 - BOEING 737-900 > 69%ontime W Preferred  Q Collspse & ) W Preferred Q, Show trip details & sl B fares »

All Fares (8) Flight Details Seat Map (view Oniy)

Economy (1) Restricted 9+ seats CO; Emissions 114Kg
>EEOPSNY Economy (U) Fare Rules s

Wl 1 carry on bag & personal item First checked bag for USD40.00 and Second checked bag

for USD50.00 per passenger

Click Seat Map to view available seats. (seat
selections will be available after flight
selection.)

Refundable (1) Flexi 9+ seats €O, Emissions 114Kg 441.31
>ELOFPNY Economy Fully Refundable (U) Fare Rules ) )

il 1 carry on bag & personal item First checked bag for USD40.00 and Second checked bag

for USD50.00 per passenger S Refundable
~ ] 1 N

Out of Policy: Lost
Savings

Premium (2) Premium Economy Flexi 9+ seats €O, Emissions 114Kg
FPELOPTNY Economy Plus (B} Fare Rules Z =

il 1 carry on bag & personal item First checked bag for USD30.00 and Second checked bag
for USD40.00 per passenger

S Refundable
Out of Policy: Lost
Savings

Premium Economy Flexi 9+ seats CO; Emissions 114Kg 527.78
Economy Plus Fully Refundable (B) Fare Rules ¥

Click Add to Cart to select flight and fare.

First checked bag for USD30.00 and Second checked bag “ K

Ml 1 carry on bag & personal item |
Y f
for USD40.00 per passenger

$ Refundable
Out of Policy: Lost
Savings

*** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com 15



Flights: Cart

The flights selected will appear in the itinerary St

summary on the right-hand side of the page. ) DENtOLAX tmens

v

. . Fight: UABS0, Restricted (Economy)
The shopping cart will update the Ot B 112K Once a flight has been selected, all other
total price of the flights, hotel and car ST 4

flight options will disappear.
To re-display the other flights options,
" LAXtODEN  tarerules click the trash can icon for that flight.

selected.

Flight: UA1339, Restricted (Economy)
Date: Sep 14th 2024 533 am
Carbon Emissions: 90 Kg

375.49

Total 750.98

FLIGHTS 0.00

All prices shown in USD unless
otherwise stated @

e 15y The C.arbon.Footprint of your flight
204Kg, per trip selection, will be displayed in your cart and
documented in your booking record.

Passenger Itineraries

Click Select Seats to
move to the seat map.

Continue (Skip Seat Selection)

\4

Click the Continue button to move to the next step,
without selecting seats.

ctm 'qr *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com 16



CTM LIGHTNING QUICK START GUIDE SSO

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

- B PREFERRED
PR
3 PAID

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

Denver International > S AGUE Select and then

14

Airport * * -
15 * « 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 17



CTM LIGHTNING QUICK START GUIDE SSO

Hotels: Availability

The default search radius is 5mi, but it can be
expanded based on availability and preference.

Best value and preferred
hotels will appear first under

the 'Best" tab, with all other Available hotels: 346 (inciuding 3 Top Pick=) @ All prices shown in USD unless otherwise stated @
hotels under 'The Rest.' Hotels at this destination: CO; Emissions 18Kg, per night @
Best 12240UsD  The Rest 81.91 USD SEAERE DERR Gt ORE LY

12) @31) = == Q3= Seleea  £| Recommended ¥
e 1 1 |

Q 0.09mi : v
__E *A pop-up box may appear
=1 $246.75 AR BRI AL L LSRR LN M (TS E PN EIA requesting a reason be given for the
y H 426362 rate selec'ged |f.the rate chosen is
u T out of policy. Simply enter a reason
$263.62 CTM SELECT -HONORS DISCOUNT 2 QUEEN BEDS - INCLUDES FRIDGE .. why the hotel has been selected.*
YT
To see the full list of rooms and rates To view the cancellation policy for
for each property, please click on each rate, hover over the:

'Rooms' or 'All rooms & rates' buttons.

ctm N us.travelctm.com 18



Hotels: Cart

If an alternative hotel or rate is preferred,
please click the trash icon in the
shopping cart to redisplay the hotel
Doubletree By Hilton Los Angeles o g
D options and then reselect the required

1 KING BED 2 ROOM SUITE WITH hotel.
SOFA BED TABLE SEATS 2 - FRIDGE -
MICROWAVE

= | |

A

The hotel option selected will appear in
the shopping cart, located on the right-
hand side of the page.

v

Carbon Emissions: 55 Kg

Sep 11th 2024 - Sep 14th 2024 (3 nights)
620.25 approx (exdudes taxes and fees)

Once a hotel has been added in the shopping
cart, a note to the hotel can also be sent via
the special request field.

v

<+ Add Spedal Request

Total 1,471.69

v FLIGHTS 75099

All prices shown in USD unless
otherwise stated @

Carbon Emissions (CO3)
259Kg, per trip

Passenger Itineraries

Membership required

Selected hotel rates may required
ID or proof of membership (i.e.
AAA, AARP, Hilton Honors, Military
or Government rates)

_ Click the Continue button to move to the next step.

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



CTM LIGHTNING QUICK START GUIDE SSO

Cars: Availability

Preferred car rental providers will appear on top.

\ 4

NOTE: The rate showed is the daily base rate
excluding fees and taxes.

* A pop-up box may appear requesting a reason be given for the
rate selected, if the rate chosen is out of policy. Simply enter a

reason why the car has been selected.*

Pick up / Drop Off

Pick up location

Q Los Angeles International Apt, CA (LAX)

Cars for Los Angeles International Airport (LAX)

Top Picks for you @

@ Top pick for you

N

Compact 2/4 Door

Nissan Versa Or Sim {CCAR)

Oxm™a
€O, 23Ke

InuUSD

©63.00

Total estimate 3 Days $268
includes taxes and fees A

Base rate per day

a Top pick for you

National/QP
Compact 2/4 Door

InUSD

©63.00

Total estimate 3 Days 5268
includes taxes and fees A

Base rate per day

Pick up date

x | B sepi1,2024 9:30 pm -

Drop off date

€02 emissions data is based on an average use of 161km per day @
All prices shown in USD unless otherwise stated @

" Top pick for you

=73
fortor ool 4

Intermediate 2/4 Door

Toyota Corclla or similar (ICAR|

O%xma
CO; 28Kg

In USD

©63.00

Total estimate 3 Days 5269
includes taxes and fees A

Add Gar

Base rate per day

_._ Top pick for you

National @

Intermediate 2/4 Door

Tayora Corclia or simiar (ICAR)

O%xma
€O, 28Ke

In USD

©63.00

Total estimate 3 Days s269
includes taxes and fees A

Base rate per day

ctm g

*** Confidential and proprietary information for CTM & Client Use Only ***
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CTM LIGHTNING QUICK START GUIDE SSO

Cars: Availability

Scroll down under the Top picks for you and you will see 'The Rest'.

Filtering options are available above 'The Rest' results displayed.

£ sort by Price

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

Chrclar Parifica Or S LIUADY o letra o elrmilar ISCAR' \Lur labt= e oo (LA Trirda s -, (=r (EAD
Chrysler Pscifica Or Sim (MVAI Vw letta or similar (SCAR) Vw Jetts or similar {SCAR) Toyota Camry or similar (FCAR

CO: 28Kg

Sase rate per day Basze rate per day Base rate per day Basze rate per day

59.99 usp 64.00 usp ® Add car 64.00 usp ¥ : 66.00 us0 ®

Please click ‘Add Car’ to have the preferred option
added to the shopping cart.

*A pop-up box may appear requesting a reason be given for the rate selected, if the rate chosen is out of policy.
Simply enter a reason why the car has
been selected.*

Selecting the ellipsis will display the
full rate details and additional
information relating to that vehicle.

- lamo

Mini Passenger Van

(] =lar Parifics O- S AN
Lnrysier Facifica Or 21im (WIV

Ba3se rate per day

59.99 uso

FuelType: Regular

Airport concession fee 11.11 pct
Customer facility charge 9.00/d=
Tourism commission rec 3.50 pct
Vehicle license recovery fee
Sales tax

Milesge Unlimited

Ox®a

Total estimate
includes taxes and fees

$260

2t

CO: 23Kg

Ctm » *** Confidential and proprietary information for CTM & Client Use Only ***
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Cars: Cart

g Cart

To select another car option, please click
= Mini the trash icon and reselect the car rate as

Chrysler Pacifica Or Sim requi red.
Carbon Emissions: 23Kg

Sep 11th 2024
Los Angeles International Airport

Sep 14th 2024
Los Angeles International Airport

260.09 wat

Once a car has been added in the shopping S i
Add Spedal uest

cart, a note to the vendor can be sent via the
special request field.

v

Total 1,731.78

" FLIGHTS 75099
« HOTELS 720.70

All prices shown in USD unless
otherwise stated @

Carbon Emissions (CO3)
282Kg, per trip

Passenger Itineraries

— Click the Continue button to move to the next step.

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



CTM LIGHTNING QUICK START GUIDE SSO

Booking Confirmation

¥ Travis CTME Miles

+ Add new

Sep 11, 2024

DEN-LAX

Duration:

— Additional flights, cars and hotels
_ can also be added to your itinerary

by clicking the icons here.

1,731.78 usp

Where and when needed, complete
any required fields, payment
information, and loyalty program
details.

Base fare:

Seat Charge:
750.99" uso

_ Flights, hotels and cars can be

removed by clicking on the trash can
icon.

ctm B
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CTM LIGHTNING QUICK START GUIDE SSO

Booking Confirmation

To confirm the booking, click Confirm Booking,

1.731.78 uL

check the 'Terms and Conditions' box and then
click Confirm Booking again.

You also have the option to Hold Booking.

Under each flight segment, the

lowest price fare alternatives can be
swapped by clicking on the fare
amount. To revert to the

original flight, reselect flight again.

750.98 uso

rior to your trip

if your flight w

“View Cancellation Poli

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

ctm B

us.travelctm.com
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CTM LIGHTNING QUICK START GUIDE SSO

Completed Bookings

To view your booking and/or book your seats click Manage Bookings, otherwise Log Out or create a New Booking, as needed.

Confirmation

Congratulations!

Your booking was completed successfully.

Booked (1)

v Travis Miles

What would you like to do next?

New Booking

*You can also manage your bookings by clicking My Bookings from the Lightning landing page, after logging in to the site from CTM Portal.*

ctm B
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CTM LIGHTNING QUICK START GUIDE SSO

Manage Bookings

h 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
Booked REQUESTED BY: TRAVIS DEMO MILES Trip Total usD 778.81
TRAVELER: TRAVIS DEMO MILES Flights usp 778.81

' ' N All Upcoming Archived ABE = PIT - AGENGY REF#: cEGaal ‘.-'i.sa AB0BXCCO(KI5EE, Luis Nunes ‘.-'\::151;
Usmg the sea I’Ch fIE|dS, SpECIfIC Apr 15th 2026 — Apr 17th 2026 Ticket 0017417210591 @ 778.81

g COMPANY REFERENCES
bookings can be found by, PNR, « o sng Name

Name, and/or by a specific travel date

Trip Purpose: Conference Seminar or Meeting

ra nge. Booking Date (@) Travel Date
v Booking Status g8 Jan 22, 2026 g May 22, 2026 (D)5 (=) (@)
Pending Approval (0] Current ltinerary History
“— » Booking Stat
User Hold (0) ooking status Apr 15th 2026
# Offline Bookings (0) Sort by: Travel Date v 1 ')' :;Eﬁis‘;";“MER'CAN“'“L'"ES " American Alrines #6505 . 40m o oty
@ Declined (2) CFGQQI 05500 o Airiine Ret#  CFGQQI 1250PM O Lehigh Valley international Airaort (ABE) Seat
. " . Ticket# 0017417210591 Apr 15th 2026
® Expired (4) Travis Demo Miles I
NYP PHL E Phlla_ﬂelphlalmernallonal Airport (PHL)
@ Canceled (50) ¢ Pt
2:30PM (o] Apr 15th 2026
WNDPAA us 941,77
. . 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 > . - . . . .
dd ; i ctat . Clicking on a specific travel reservation will open the Booking Summary to review
NEIRFOMIER BT 1 v the entire itinerary and reservation details along with additional actions including
i.e. '‘Canceled'.

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

ctm ~ *** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com 26



CTM LIGHTNING QUICK START GUIDE SSO

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 & Share & Select Seats # 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 Q. nQ 0n0
Visa 4715XXXXXXXX9066, TRAVIS DEMO MILES existl ng Iitinera ry,

Ticket 0017407851966 @ UsD 1,411.83 click the icon of
HOtels oonosose e e e the applicable Adjust the search
S R travel type (air, parameters
hotel, car rental) accordingly and
click search

/

= Car Transportation

CICICIC)

Enter search criteria for Car Transportation

= Car

Pick-up location

Pick-up

9 Edinburgh (EDI) B Mar 29, 2026

Change drop-off location Drop-off

3 Apr 02, 2026

Cancel

us.travelctm.com

07:30 am v

11:25 AM v

27
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