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Getting started with NOTILUS

Logging to NOTILUS

1. Open the Login Page
Navigate to the following URL: https://etsi.notilus-tne.cegid.cloud/

2. Enter Your Username

On the login page, enter your ETSI EOL Username in the “Identifier” field.
3. Request a Password

As a first-time user:

e Click on "Password Forgotten ".
¢ Follow the instructions provided to create your password.

4. LoglIn
Once your password has been created:

e Enter your ETSI EOL username and new password.
e Click "Log In" to access your account.

ceqgid Notilus
Identifier*

Password* ©®

Password forgotten
i) 3= = 1) =
At this stage, users may select their preferred application language

Home page overview:

. . . Elodie ROUVEROUX
= cegqgid Notilus Welcome Wim P WT onbenatof 0}
ETS|(C 2 1o st Information v
See all my travels 9 lI E 0

Available report Avdilable receipt

e Left: Travel Order — complete before your trip.
e Right: Expenses — fill in after your trip.

Log out: Click the logout button {_L} at the top right of the window
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Step 1. Create a Travel Order

There are two options to create a Travel Order:
1.1. By clicking on the “Create a travel order” / “Create a new travel order” buttons

1.2. From a template, by clicking on the “Create a travel order” / “Create a travel order from a
template” buttons

o

see all my travels o © Create a new travel order

e -+ Create a travel order from a
s template

1.1 “Create a new travel order”

e Click the “Create a travel order” / “Create a new travel order” buttons

Fill-in the Travel Order header:
o “Objective”: Enter the name of the meeting or conference
o “Travel type”: This field is automatically set to “Travel Order (Experts)”
e Click on “Save” to proceed

= A ¢ Createatravelorder

Elodie ROUVEROUX
‘ WT  on behalf of:
Wim TAS

New travel

Objective* Travel type* Travel Order (Experts) v

A new window opens. A Travel Order number is automatically assigned and displayed at the top left of
the screen.

Elodie ROUVEROUX

= M ¢ Travel being entered A WT onbenarror 0]
- Wim TAS
Travel Travel Order (Experts) No.3878 @ Calculate the carbon footprint €0.00 Draft
Total amount
Objective* ELR_TEST_23062025_AM Travel type* Travel Order (Experts)
Departure from* s Sophia Antipolis (SXD), 06, FR
on* 24/06/2025 14:00 o] Ist destination* & Paris (PAR), 75, FR Q
© Add astep
End on* 25/06/2025 18:00 o}
Project* 687 - Service* EXT_PROJECTS - External Projects
Task* TRAVEL A
Internal comment on behalf of my shadow

Cancel m

The traveller must complete all fields marked with a red cross:
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o “Objective”: Pre-filled with the previously entered information. You may update or modify it if
needed.
“Travel type”: Automatically set to “Travel Order (Experts)”

o “Departure from”: Enter the departure city (usually your company location). The application will
suggest options as you type.

Departure from* Sophia Q

on* gk Sophia Antipolis (SXD), 06, FR o
gy  Sofia (SOF), SOF46, BG

e “On”: Select the start date and time of the meeting or conference, then click “Apply.”
on* Choose a date... =

¢ Jun v 2025~ >

ion* Mon Tue Wed Thu Fri Sat Sun /N Fa
' 00 : 00

ject* 2 3 4 5 6 7 8
v v

9 10 11 12 13 14 15
‘ask*
16 17 18 19 20 21 22

nent Eu 25 26 27 28 29  cancel WL

30

e “Istdestination”: Enter the main destination city (meeting/conference location).
Suggestions will appear as you type.

Ist destination* [ parig Q ]

Paris (PHT), TN, US
Paris (PRX), TX, US
Paris (PAR), 75, FR
service® Paris-I'Hépital (71), FR

Parisot (81), FR

Parisot (82), FR

PEREEREEREPRPRP

Parisot (24). FR

“‘End on”: Select the end date and time of the meeting or conference, then click “Apply.
“Project”: Choose the project number associated with the trip.

“Service”: Automatically filled with “EXT_PROJECTS — External Projects”

“Task”: Automatically filled with “TRAVEL”

“Internal comment”: Optionally, add a note explaining the purpose of the trip (e.g., report
presentation, RB Plenary, Work Package number, conference, etc.).

Once all required fields are completed, click “Save” to proceed.
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= M ¢« Travel beingentered PR ettt

oo OO

Dnaft

complete e

Travel Travel Order {E:-:perts} No.3B78 @ Caolculate the corbon lootprint

ELR_TEST_23062025_AM

© addaservice | |EE Roadmop
m -':'.'|:'I'"1'::'\::°

& Colculate the impact of transport

Submit for validation -
© cancel the Travel Order @

At this stage, the Travel Order can be:

Completed by adding registered services via “Add a service”

Updated by clicking on “Complete” to reopen and edit the Travel Order header.

Printed using the three-dot menu ()

Saved as a Template via the three -dot menu (:) under “Add this trip to my templates”
Linked to attachments using “Attachments” option

Cancelled if no longer needed

ogarwdE

1.2 “Create a travel order from a template”

e Click the “Create a travel order” / “Create a travel order from a template” buttons.
Fill in the required fields (marked with a red cross) in the Travel Order header:
e “Template trip”: Select the relevant meeting or conference name

e “Objective”. Automatically filled with the same text as in “Template trip” field. Update it to reflect
the actual meeting or conference name

e “Start date”: Select the start date of the meeting or conference

o “Travel type”: Automatically set to “Travel Order (Experts)”

¢ Click “Save” to continue

= M & Createatravel order A w ;:iglceh:‘(:g;/moux o
New travel
Template trip* Select - Start date* DD/MM/YYYY o]
Objective* Travel type*
o =

A new window will open, displaying the assigned Travel Order number, at the top left of the window.

Next Step: Continue following the standard Travel Order process as described in the previous section (see
1.1).
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Step 2. Select services

Once the first step of the Travel Order creation is complete, the traveller can proceed to select the services
required for the trip.

« Click the “Add an Item” button at the top left of the page to display the full list of available services

e Select the appropriate service type, such as “Plane”, “Train”, etc.

The service entry form will automatically adjust based on the selected service.

Travel Travel Order (Experts) No.3851 @ Calculate the carbon footprint | Total amount: €0.00  Draft
Meeting #67
Complete v
© Add anitem = Roadmap
[l]J Attachments

@ Calculate the impact of transpoert

Submit the trip for review >

0 Cancel trip

Add a service

4 Plane B Train = Hire car = |ocal Transport/
b = taxi,bus,metro

0 :EJSE OI private carfor 4 Hotel .2 Conferencefees | Restauration
xper

Add a comment

B Ccomment

Travel Travel Orc

Managing Services Mecing STF359 1959

To add another service, use the timeline (vertical line) to manage items chronologically by
start and duration. It updates automatically after each entry. Click on the “+” icon on the
timeline.

ay 2.

>
-

+ 1] +
o
2
Q

W

If the expense is incurred in a foreign currency, the traveller must:
e Convert the amount to Euros by using Oanda.com
¢ Indicate the original amount in the “Note” field. )

.

==

“Note”: Add any relevant information related to the flight reservation. Bookings must be made
after the Travel Order approval. .

.

I
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Finalising and Editing
e Click “Save” to finalise the service selection
e To view or edit a service:
o Click on the relevant line.

A~ Tuesday 24th June 2025

+
A Berlin (BER), DE > Sophia Antipolis (SX
Tuesday 24th June 2025 05:00
Request
+

o Modify the necessary the information
o Click “Save” at the bottom left of the page

e To delete a service:
e Click on the red basket bin icon

€0.00 Q

%ﬂ,ﬂ @ 205 kg of CO2e

Note: The traveller can change, add, or delete any service as long as the Travel Order has not been

submitted for approval.
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2.1. Plane reservation
« Select the “Plane” button 4 Plane

A new screen will appear, pre-filled with information retrieved from the meeting details.
For “One-way trip” or “Round trip”: Tick or untick the box at the top left of the screen.

Reminder: All fields marked with a red star are mandatory.

Travel Travel Order (Experts) No.3851 Meeting #67 Total amount: €0.00 Draft

Plane () # calculate the impact of transport

Round trip

gy Rome (ROM), RM, IT Q g  Sophia Antipolis (SXD), 06, FR Q
7 250kg of CO2e
18/06/2025 07:00 m 20/06/2025 18:00 m

Additional information for . (Outgoing trip)

Class* INDIF - INDIF v Company* INDIF - INDIF -
pirecttrip ] 160 €EUR

Note Flight with Easy Jet

Cancel m

” ”

o “Departure airport”, “Departure date” and “Arrival airport”, “Return date” are automatically filled
based on meeting details. These fields can be amended if necessary.

To change the destination or travel times:
e Click on the relevant line and enter the updated information.

Arrival airport® [ [Sophia Antipolis (SXD), 06, FR} I Q ]

Albenga (ALL), SV, IT
% date* Barcelonnette - Saint-Pons (BAE), 04, FR
eturn date
Cannes-Mandelieu (CEQ), 06, FR

Monaco Heliport (MCM), MC

4~ LaMéle - Saint-Tropez Airport (LTT), 83, FR
+ Cote d'Azur International Airport (NCE), 06, FR
A

Company* Hvéres - Le Palvvestre (TLN). 83. FR v

€EUR

(=]

Price

e “Price”: Enter the provisional cost in Euros only

Once completed, the booking is added to the Travel Order. The next screen will display all travel services in
chronological order.

Note: The traveller can change, add, or delete any service as_long_as the Travel Order has not been
submitted for approval.
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2.2 Train reservation

e Select the “Train” button from the list of services ® Train

A new window will open, pre-filled with some information retrieved from the meeting details.

o Complete requested fields:
For “One-way trip” or “Round trip”: Tick the appropriate type of travel

Travel Travel Order (Experts) No.3870 eeting sTF999 #9099 €0.00 Draft
Total amount:
Train () @ Calculate the impact of transport (© Travel policy information
Round trip
@ erin D Q @ Anibes (ATD), FR a
# 5.06 kg of COZe
24/06/2025 05:00 ol 27/06/2025 18:00 B

Additional information for .

Class®  INDIF- INDIF - Company*  INDIF- INDIF -
pirecttrip [ price | 180 €EUR
Note
-

Reminder: All fields marked with a red star are mandatory.

« ‘“Departure station” and “Arrival station” fields: Type the full name (recommended) or the first few
letters and confirm the selection

« “Departure date” and “Return date”: These fields are automatically filled in based on the meeting
details but can be amended if needed.

o “Price”: Enter the provisional cost in Euros only

« “Note”: Add any relevant information or details related to train reservation.

e Click on the “Save” button

The booking will be inserted into the Travel Order. The next screen will display the travel service details in
chronological order.

Page 9 of 22
Version 1.4 —July 2025



2.3 Rental car reservation

Note: Car rental must be economically justified and approved in advance by the ETSI Secretariat. In principle,
only category “B” vehicles are authorised. Exceptions (e.g., due to number of passengers or travel distance)
must be justified and pre-approved.

To reserve arental car:

o Click the “+” button on the timeline

o Selectthe “Hire car’ icon o .
e Hire car

A new window will open, pre-filled with meeting dates and times. These can be amended if necessary.

Travel Travel Order (Experts) No.3870 weeting sTFo90 #9099 ¥ 504 kg of CO%e ﬂggﬁﬁm Draft

Hire car @ @ Calculate the impact of transport @ Travel policy information

I [[] Return to the original agency I

gh Berlin (BER), DE Q Location Select... -
@ Berlin, DE Q Location select... -
24/06/2025 00:00 m 24/06/2025 05:00 B
Full day [ ]
s

Additional information for .

1 Planned number of km 0
Category* INDIF - INDIF A Hire company* INDIF - INDIF -
GPS D Air conditioning D
Transmission No preference X - [ € EUR

Second driver Select.

Note

cenee!

Complete the required fields:

¢ “Return to the original agency”: Tick this box if the pickup and drop off locations are the same.
If different, untick and complete the “Return Agency” field.

“‘Departure date” and “Return date”: Enter the planned rental period.

“Number of passengers”: Indicate the number of passengers.

“Category” and “Hire company”: Automatically filled with “INDIF - INDIF".

“Second driver”: Select a second driver from the available list, if applicable.

“Price”: Enter the provisional cost in Euros only.

“Note”: Add any relevant information related to the car rental.

To finalize:
« Click “Save” to confirm the service.

The booking will be inserted into the Travel Order.
The next screen will display the travel service details in chronological order.
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2.4 Local transport / Taxi / Bus / Metro

Note: Taxi use is permitted for transfers between the airport, hotel or meeting venue in case of late arrival,
early departure, or when the public transports schedule do not allow timely arrivak.
All taxi bookings must be authorized in advance by the ETSI Secretariat.

To book local transport (e.qg., taxi, bus, metro):
o Click the “+” button in the timeline
. Select the “Local Transport / Taxi, bus, metro” icon g Lo55 Iransport/

A new screen will open, pre-filled with information from the meeting details.

Complete the required fields:
o “One-way trip” or “Round trip”: Tick the appropriate option

Travel Travel Order (Experts) No.3870 meeting sTFa90 #0999 €o.00

Draft
Total amount

Local Transport/ taxi,bus,metro ® @ Calculate the impact of transport

Round trip

Berlin, Germany [oN 4 > 06560 Valbonne, France SR 4
# 421kg of CO2e
24/06/2025 05:00 ol 27/06/2025 18:00 ol
ETSI, ’I_J .

Additional information for . (Outgoing trip)

Number of passengers® 1 0 €EUR

Class* INDIF - INDIF -

Note

« “Departure” and “Destination”: Type the full name (recommended) or the first few letters and
confirm the selection

o “Departure date” and “Return date”: Adjust pickup date and the time as needed.

« “Price”: Enter the provisional cost in Euros only.

« “Note”: Add any relevant information, including the equivalent cost in foreign currency if applicable.

To finalize:
e Click “Save” to confirm the service.

The booking will be inserted into the Travel Order.
The next screen will display all travel services in chronological order.
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2.5 Hotel reservation

To request a hotel reservation:
o Click the “+” button on the timeline
o Select the “Hotel” icon 0% Hotel

A new screen will open, pre-filles with information retrieved from the meeting details:

Travel Travel Order (Experts) N0.3870 peeting 5TF999 4999 €0.00

Draft
Total amount:

Hotel (3 overnights) @ Travel policy information

06560 Valbonne, France Q¥
24/06/2025 o HH 1 MM
27/06/2025 o
Additional information for .
Class* | INDIF- INDIF - Company*  INDIF- INDIF -

Note

Complete the required fields:

o “Address”: Automatically filled with the destination city from the meeting details. It can be amended
if needed.

e “From”and “To”: These fields reflect the arrival and departure dates. They must be amended to match
the actual stay.

e “Arrival time”: Can be specified if known.

Additional fields:
“Class”: Automatically filled with “INDIF - INDIF".
e “Company”: Automatically filled with “INDIF - INDIF”.
“Hotel name”: Enter the preferred or the exact hotel name, if known.
e “Price”: Enter the provisional cost in Euros only.

if the cost is in a foreign currency, the traveller must convert the amount to Euros using Oanda.com and
indicate the original amount in the “Note” field.

To finalize:
e Click “Save” to confirm the reservation.

The booking will be inserted into the Travel Order.
The next screen will display all travel services in chronological order.
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https://www.oanda.com/currency-converter/en/?from=EUR&to=USD&amount=1

2.6 Subsistence reservation

To request subsistence:
o Click the “+” button on the timeline. i
o Select the “Subsistence” icon.

A new screen will open, pre-filled with information retrieved from the meeting details.

€0.00

Travel Travel Order (Experts) No.3870  woeeting STF999 #999 Draft
Total amount:
Restauration
@ Sophia Antipolis (SXD), 06, FR Q
24/06/2025 05:00 o 27/06/2025 18:00 o

eI

Additional information for .

0 CEUR

Note

Cancel Save

Complete the required fields:
e “Location”: Automatically filled with the meeting destination. It can be amended if needed.
« “Start date” and “End date”: Automatically filled with the meeting details. These can be adjusted if
necessary.
e “Price”: Enter the provisional cost in Euros only (Reminder: Half day = 40 €, Full day = 80 €)
« “Note”: Add any relevant information or justification.

To finalize:
e Click “Save” to confirm.

The booking will be inserted into the Travel Order.
The next screen will display all travel services in chronological order.
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2.7 Private car reservation

The use of private car is subject to prior approval of the ETSI Secretariat.

Private car may be used for travel between the traveller’s location and the airport or train station. If the

travellers drives directly to the meeting venue, reimbursement is limited to the cost of the cheapest

equivalent public transport for the same journey.

If multiple travellers share the same vehicle, the total cost of public transport may be used for comparison.
However, only the vehicle owner is entitled to claim reimbursement.

Note: The traveller must register their personal vehicle in advance to be eligible for mileage reimbursement

in the expense report.
Mileage reimbursement rate: 0,55 Euros per kilometre (regardless of vehicle horsepower) .

To reqister a private vehicle (first-time only):

Log in for:

JK

e Go to your profile
e Click on your initials, at the top right of the page
¢ In the small new window that opens, click the arrow

In the new window:
= A & MyProfile

Phone &*  +49 3379379092

Mobile phone @

Home address

Address 1(2) Eichendorffstrasse 21

Address 2@  Blankenfelde
Postcode @ | D-15827
City@ | search.

Q@ Non-geolocated address

ID documents @

Joachim KOSS

B8

Geolocate this address

o Prior to any expense report entry, remember to fill in your personal vehicles.

Secretary's office @

o

JK

Cecile VACHER

Ion behalf of:

O

oachim KOS5

@ Joachim KOSS's profile

Private cars @

7 @

MYK-SM704

Date of 1st registration 06/03/2023

Type of fuel ES- Petrol k

1- Select “Private cars”
2- Click “Add” to register a new vehicle or select an existing one to modify.

&

o

@ My profile

| A My personal information

B contacts

Q@ Home address

A 1D documents ,

Cecile VACHER
JK  onbenalf o
nnnnnnnnnn

s

| /| Private cars {hﬂ

B My Cegid Notilus

‘A Emails and notifications

© My travel preferences

‘i_’ Accessibility declaration

B2 My business information

B9 Business address

@Il Travel cards .

Force profile synchronisation
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A new window will open:

Private cars @
Type of fuel ES- Petrol

S @ MYK-SM704 Date of Ist registration 06/03/2023
Creation
I Registration number (A) @* I Date of 1st registration
- = | oD/MMAYYYY =
(8)
Brand (D.1)

Trade name (D.3)

Type of vehicle (J.1)* Private car -
Displacement in ¢cm3 (P.1)
Type of fuel (P.3)* ES - Petrol v
National administrative, -

Select...
power (P.6)

co2in g/km (v.7)

Other people assigned to Select... - Type of reception* Select... - @

the vehicle

Used by a company with
No CO2 level specified on its head office/a branch in
France

the vehicle registration D

document
Car registration document #F Add aregistration document

Travel insurance D ®

canee!

o Complete all mandatory fields marked with a red cross.
e Optionally, upload the vehicle registration document by clicking “Add a registration document”

To finalise the reqistration :
e Click “Confirm”.

To insert the private car service:
¢ Click “+” button on thg timeline N 0 Use of private car for
o Select the “Use of private car for expert” icon. Expert

A new screen will open, pre-filled with information retrieved from the meeting details.

Travel Travel Order (Experts) No.3870 yeeting sTF999 4999 €0.00 Draft
Total amount:
Use of private car for Expert (@  # calculate the impact of transport
Round trip
g Berlin (BER), DE Q g  Sophia Antipolis (SXD), 06, FR Q
24/06/2025 05:00 [l 27/06/2025 18:00 [l
ey

Additional information for . (Outgoing trip)

Note

Save

Cancel

Complete the required fields:
o “One-way trip” or “Round trip”: Tick or untick the box at the top left.

e “Departing from” and “Arriving at”: Enter the departure and arrival cities.

“‘Departure date” and “Return date”: Automatically filled based on meeting details. Amend if
needed.

o “Price”: Enter the total estimated cost in Euros only, including tolls.

“Note”: Add any relevant details such as:
o Estimated round trip distance (can be calculated using Via Michelin or Google Maps)

o toll costs
o address or route information.

Page 15 of 22
Version 1.4 —July 2025


http://www.viamichelin.com/
http://www.maps.google.com/

Note: Save this information as a PDF as it will be required for the travel expenses report.

To finalize:
e Click “Save”.

The next screen will display a summarised view of the mission, with the budget updated accordingly:

Viewing and printing the Travel Order:

Travel Travel Order (Experts) No.3870

Meeting STF999 #999

To preview or print the Travel order before submission:
1- The total travel amount appears at the top right of the page.
2- Click the three dots (i)
3- Select “Print”

To view or edit service details:
e Click on the relevant lines
The service details will appear and can be modified.

To return to the main view:

e Click ﬂ to return to the main page at the top left of the page.

All previously entered services are automatically saved.

o €1,120.00 H
¢ ¥ 4llkgol€o2e Total amount Draft '{hj

Add this trip to my templates
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Step 3. Submit a Travel Order for approval

Once all necessary services have been added, the Travel Order can be submitted for approval.

e Click “Submit the trip for review”.

Travel Travel Order (Experts) No.3851 ) # 250kgof coze Total amount: €700.00 Draft 3
Meeting #67

Complete v

+

i= Roadmap

A~ Wednesday 18th June 2025

[ﬂ) Attachments

+
4 Rome (ROM), RM, IT > Sophia Antipolis (SXD), 06, FR # 125kg of cO2e €160.00 # Calculate the impact of transport
Wednesday 18th June 2025 07:00 L (= i
]
+
0 Cancel trip
Lﬁ Sophia Antipolis (SXD), 06, FR €240.00 Q
Wednesday 18th June 2025 08:00 > Friday 20th June 2025 18:00 ETSYL_ | §
Request
+
n ibis Antibes Sophi ipolis - 06560 France €300.00 Q
Wednesday 18th June 2025 > Friday 20th June 2025 - 2 overnights (= B
Request

e The approval workflow will appear, showing the required validation steps:
o Project Leader
o FA Administrator (Travel department)
o FA Director).

e (Optional) Tick the boxes to add the travel or/and the services to the calendar.

Travel Travel Order (Experts) No.3851 Meeting #67 # 250 kg of CO2e Total amount: €700.00  Draft

Confirmation request

Travel department
FA DIR approval Belloulou Lea B X -

[] Receive an invitation in my calendar for the travel

D Receive an invitation in my calendar for the services

Back Submit the trip for review

e Confirm the submission by clicking “Submit the trip for review” again.

The Travel Order is now sent for approval. Its status will be updated in “My current travel” section.

To access “My current travel”:

e Click n to return to the main menu
e Select “See all my travel”

A new page will open displaying the current travel records:

My current travel My cancelled trips My history

9 travel

Start date &  Travel No. : Travel type : Q Create a travel
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Note: No approval is required for Project Leader.

Additional features:
In “My history” section allows filtering of past Travel Orders by dates, status or travel number

A new Travel Order can be also created from this page.

To view the approval workflow:
o Click the arrow next to the Travel Order entry to expand the details.

My current travel My cancelled trips My history
16 travel = Filter
Startdate y Status % TravelNo. g  Travel type %o
e | Sophia Antipolis (SXD), 06, FR - Meeting STF999 #999 €1,120.00 .
i\‘\‘W Travel Travel Order (Experts) No.3870 - 4 days Approval date limit : 24/06/2025 05:00 *
Project : 698 Draft v
€700.00

wead | Sophia Antipolis (SXD), 06, FR - Meeting #67
18 Travel Travel Order (Experts) No.3851 - 3 days

Jun
Travel details The approval workflow

Rome (ROM), RM, IT - Sophia Antipolis (SXD), 06, FR # 125 kg of CO2e e, Request
+ Wednesday 18th June 2025 07:00 - q

Project : 696 Confirmed

€160.00

Sophia Antipolis (SXD), 06, FR e Request €240.00

t|l1 Wednesday 18th June 2025 08:00 - Friday 20th June 2025 18:00

valbonne (QV1), 06, FR s Request €300.00

ﬁ Wednesday 18th June 2025  Friday 20th June 2025 - 2 overnights
Sophia Antipolis (SXD), 06, FR - Rome (ROM), RM, IT # 125 kg of CO%e TS Request €0.00
‘i‘ Friday 20th June 2025 18:00 - 9

You will see:
¢ Requested services (type, date, amount).
o Travel details (departure, arrival, purpose, etc.).
e Approval history (approver names, dates and times).

wes | Sophia Antipolis (SXD), 06, FR - Meeting #67 €700.00
18  Travel Travel Order (Experts) No.3851 - 3 days

Jun
Confirmed

Project : 696
Bookings Travel details The approval workflow
Steps Processed by Processed on

" = . . 13/06/2025 15:38

Submitted for review Vacher Cecile [ for Koss Joachim (37685) 706/
" = 16/06/2025 10:53

Travel department FIA FA (Hors ETA) by Comont Thierry [ 106/
FA DIR approval Belloulou Lea E 16/06/2025 11:13

@ Travel approved

Important:
Once the Travel Order is submitted, no changes can be made to the itinerary, dates or services.

If modifications are needed:
e Cancel the existing Travel Order by clicking the recycle bin icon.
e Create a new Travel Order with the correct details.
¢ Inthe “Note” field, include relevant information from the original travel order (e.g., number, date, type
of service).
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Additional information:

1/ How to create a Travel Order template:

Creating a Travel Order template is recommended for frequent or recurring trips.
There are two ways to create a Travel Order template:

Option 1: From the home page
e Click the “Create a travel order” / “Create a travel order from a template”:

see all my travels © Create a new travel order

++ Create a travel order from a
* template

o Complete all required fields marked with a red cross in the Travel Order header:
o “Template trip”: Select the meeting or conference name
o “Objective”: Automatically filled with the same text as “Template trip”, but should be
updated with the actual the meeting/conference name
o “Start date”: Select the start date of the meeting/conference
o “Travel type”: Automatically set to “Travel Order (Experts)”
o Click “Save” to proceed.

. Elodie ROUVEROUX
= A & Create atravel order A wr onbenatof (U]
New travel
Template trip* select... - Sstart date*® DD/MM/YYYY o]
Objective* Travel type*

A new window will open, displaying the Travel Order number at the top left.

e Continue following the standard Travel Order creation (see 1.1).

. Elodie ROUVEROUX
A ¢ Travel being entered B W orbonaro 0]

o Complete the header for my travel X

Completing the fields for your travel can help you to enter your services!

Travel Travel Order (Experts) No.3879 ¢ #amakgofcoze €0.00 Draft
e Total amount
Objective* ELR_TEST23062025PM_1 Travel type* Travel Order (Experts)
Departure from* #l Peymeinade, 06, FR
on* 25/06/2025 01:00 cal Ist destination* @ Venice IT Q
© Add astep

End on* 27/06/2025 23:00 ol

Project* | Select.. - service® EXT_PROJECTS - External Projects
Task*  Select. -

Internal comment
cancel [ save |
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Option 2: From the “Menu”
e Click the “My template trips”™

A cegid Notilus wr St L X

My Travels

My template trips

My expense reports

Rejected expenses

¢ Choose one of the following:
e Select an existing Travel Order template
e Click “Create a template” from a previous completed trip:

2 template trips = Filter

Creation date  Objective § Traveltype § Main destination § Duration § © createa template

Venice, IT - ELR_TEST20052025PM_2 Created on 20/05/2025. [l
Travel Travel Order (Experts) No.3827 - 3 days .

ELR_TEST20052025PM_1 Created on 20/05/2025. [
Travel Travel Order (Experts) No.3826 - 1 day

Notilus will display a list of all Travel Orders, regardless of their status (created, pending approval,
approved, or cancelled):

Select a trip to use as a template

| Copenhagen (CPH), 101, DK - ELR_TEST23062025PM_2
1 Travel Travel Order (Experts) No.3880 - 3 days

Project : 687
| = [
| Venice, IT - ELR_TEST23062025PM_1 4+ B2
Travel Travel Order (Experts) No.3879
- 3 days
Project : 687
Paris (PAR), 75, FR - ELR_TEST_23062025_AM 1
Travel Travel Order (Experts) No.3878 - 2 days
Project : 687
Constantine (CZL), DZ - TEST_ZO_Algeria 4+ 1
Travel Travel Order (Experts) No.3844 - 1 day
Project : 687
« o 2 3 »
Cancel

e Select the desired trip to use as a template by clicking on it.

The Travel Order template is now created and will appear in the list of saved templates.
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2/ How to delete a Travel Order template:

From the “Menu”, click “My template trips”

A cegid Notilus wr Wimrass | f X

profile

My Travels

My template trips

My expense reports

Rejected expenses

e Locate the relevant template and click the bin icon on the corresponding line:

4 template trips = Filter

Creation date  Objective @ Traveltype  Main destination 4  Duration % @ Create atemplate

Constantine, DZ - TEST_ZO_Algeria
Travel Travel Order (Experts) No.3844 - 1 day
Project : 687 4+ 1

Created on 23/06/2025. [IJ

Bilbao (BI), ES - ELR826#91 meeting for F.R. presentation and deliverables approvals by All ETSI Technical Bodies possible, | am testing the number of
caracters we can write in this field and it seems that we can write a novel and more and more. L'écriture est un moyen de
Travel Travel Order (Experts) No.3794 - 3 days

Project : 687

Created on 23/06/2025. [l

Venice, IT - ELR_TEST20052025PM_2
Travel Travel Order (Experts) No.3827 - 3 days

Created on 20/05/2025. [I]

+ B @L2N

ELR_TEST20052025PM_1
Travel Travel Order (Experts) No.3826 - 1 day

Created on 20/05/2025. [l

A confirmation window will appear:

Deletion

| You are about to delete a template trip

£

o Click “Confirm” to delete the template.

The Travel Order template is now permanently removed.
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3/ How to cancel a Travel Order

If a Travel Order has been created but not yet submitted and, the trip is later cancelled, the traveller can
cancel the Travel Order by following these steps:

e From the “Menu”, click “My Travels”.

. . Wim TAS's p 4
A cegid Notilus WT  otiie
My Travels B
My template trips
My expense reports
. 'SPM_2
Rejected expenses
e Locate and open the Travel Order by clicking on its line.
twe | Grasse, 06, FR - Nextholiday#summer €0.00
&g Travel Travel Order (Experts) No.3814 - 4 days
Project : 687 Print
Add this trip to my templates

Cancel the travel

thu | Disneyland Paris (MLV), FR - ELR_TEST07052025PM_3
_,3 Travel Travel Order (Experts) No.3797 - 3 days

e Click “Cancel the travel”

| Cancellation

Are you sure you want to cancel travel no. 3814 and all associated services and
events?

Reason for cancellation

|
Cancel Confirm cancellation of the trip

In the cancellation window:
e Enter the reason for cancellation.
e Click “Confirm cancellation of the trip”

/"\ Once a Travel Order has been submitted and/or approved, it cannot be cancelled by the traveller.
In such cases, cancellation must be handled exclusively by the ETSI Secretariat.
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