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INTRODUCTION 
 
cytric is an internet booking platform for business travelers and the perfect addition to the 
proven BTU service team. As a travel assistant or traveler, you can profit from the many 
advantages cytric has to offer: 

 Booking worldwide 24/7 - fast and easy via the internet 
 Immediate feedback regarding price and availability 
 Minimized travel costs by automated search for the best available fare 
 Consideration of your internal travel policy 
 Storing personal preferences, memberships and often booked destinations 
 Extensive hotel and car rental selection via several interfaces and providers 
 Company specific layout and booking options 
 and a lot of additional useful information about traveling 

 

BTU will configure cytric individually according to your company specifications. In addition, 
you can make personal settings and preferences in your profile. 
If you need assistance with your booking via cytric or if you have general questions about 
cytric, please do not hesitate to contact the BTU online support team. 
 
BTU Online Support 
Tel.: +43 (1) 516 51 DW 40 

E-Mail: onlinesupport@btu.at 

 
MO – FR – 9h – 17h 

(Workdays) 

 

With cytric, you have access to all the content and connections available in the BTU 
reservation systems (Amadeus / Travelport) and can have a large selection of additional 
interfaces (e.g. Travelfusion, Eurowings, HRS, Low-Cost Carriers) activated. 
 
Important: 
The basis for using the tool is the Service Level Agreement of cytric (General information about 
cytric). It is available for download at: https://www.btu.at/betreuung-unlimited/online-tool  

http://www.btu.at/
https://www.btu.at/betreuung-unlimited/online-tool
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REGISTRATION & LOGIN 
 
To log into the cytric booking portal, you need the company’s access link, a username and 
password. 
For the initial registration we generated a password for you. Once you have entered this data 
for the first time 1) cytric asks you to change the password to a personal password after 
clicking on "Login" 2). 
 
 
1)  2) 

 
When you log in for the first time, cytric will require you to accept the privacy policy and the 
service level agreement (SLA). After confirming, you will be directed to the Personal Portal – 
cytric’s Homepage. 
 
 
 

 
These steps are only required during initial registration. When you log in to cytric in the 
future, use your username and your personal password to get directly to the Personal Portal.

If you would like to see the Privacy 
Policy and the BTU - SLA, please 
click on "Privacy Statement“. 
 

http://www.btu.at/
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PERSONAL PORTAL – SET UP & NAVIGATION 
The new Personal Portal in cytric has a responsive design and adapts itself individually to your device. Navigation and Menu are located on the top 
right of the page or in the menu selection. 

http://www.btu.at/
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 The navigation bar or menu selection lead you to the following areas: 

 In the section "My Trips" you will find all the trips you have booked for yourself or as a 
travel arranger for a different traveler. 

 Clicking on "Administration of User Profiles" will take you as the Travel Arranger to 
the user profile management". And depending on your authorization, you can 
customize your travelers' data, create new users and manage access rights here. 

 By clicking on your own name, you can access your personal user profile. 

 
Under "Services" you will find further links and such that can be individually customized for 
you. Via these links you can reach e.g. the homepage of the ÖBB or the check-in services of 
the airlines. 

Hint: Per click on the button “Travel Arranger Dashboard”, Travel Arrangers can switch to 
this area.  

Tip: Click on the name to open your personal 
user profile. From here you can access your 
user profile data, manage your frequent trips 
and travelers have the possibility to manage 
their arrangers here. 
 

http://www.btu.at/
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THE TRAVEL ARRANGER DASHBOARD 
On the Travel Arranger Dashboard you can start a new booking as a travel arranger and see bookings already made for your travelers. To 
start a new booking, search for the traveler using the search window or the displayed list of travelers. By ticking the + checkbox you select 
the traveler, then click Continue 
  

By clicking on one of the blue boxes for flight, hotel 
or car hire, you can start the appropriate booking. 
 

http://www.btu.at/
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FLIGHTBOOKING 
 After clicking on the icon for flight booking, you will be directed to the following view: 

Options such as 'Non-stop only' or the flight times are adaptable.  

Whether you need a One Way or 
Multi-city flight can be selected 
here. 

http://www.btu.at/
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Enter the departure airport and the destination of the flight. You can either type the name of the city or the 3-letter code, if known (e.g., 
VIE for Vienna). Select a date and enter the approximate time of arrival and departure. It is also possible to display only direct connections 
or to predefine a specific routing by entering a stopover. Once all relevant entries have been made, click on the Search.  

http://www.btu.at/
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In the next step the tool displays offers that match your input for the outbound flight. By clicking on the arrow you select the flight and the 
tool moves on to offers for the inbound flights. The total price which the user sees here shows the cheapest fare available. 
cytric has several filters and an interactive fare summary, which allow the user to further refine the flight offers: 
  

http://www.btu.at/
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If you don’t want to select the inbound flight in a separate step, you can see all available inbound flights by clicking on the arrow next to 
the price and selecting it from here: 

 
After flight selection is complete, you’ll be directed to the Perfect Fare Configurator.  

http://www.btu.at/
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The Perfect Fare Configurator allows you to choose the best fare for the selected flight options. Depending on your settings, various filter 
options are available:  

Service Class 

Baggage Info & 
Fare Conditions 

 

http://www.btu.at/
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Using the Perfect Fare Configurator, you have more options to sort the presented offers: 
 

By using the slide control option the tool will show you more fares, you can mix certain 
service classes or select offers via “Filter“ with regard to: “Corporate Fares“ or “Fares 
including baggage”.  

For an optimal comparison of available fares, the tool also displays offers from direct 
connects, which are labelled as “Instant purchase” fares. Roundtrip fares (1 ticket per trip) or 
combinations of One-way fares (2 Tickets per Trip). Additionally, important information is 
displayed here with regard to changeability and cancellation policies.  

http://www.btu.at/
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To select a fare, click the button in the appropriate checkbox. Unless otherwise stated, the 
cheapest available fare is always pre-assigned: 

 
 Service Class: The Service class in which the displayed fare is available. 
 Change: Here is easy to see if a fare is not changeable (X), or for a fee (amount, in 

the image example 60.00 €) or free of charge (Changeable). 
 Refund: Below reimbursement, green indicates the amount that you will be refunded 

in case of cancellation. In red is the amount, which will not be refunded. 
 Baggage: Here, the system will show if the fare includes baggage (gray suitcase icon 

with a numeral next to it) or not (no suitcase icon is displayed; marked with X). 
 Fare: Here you can view the fare conditions defined in the GDS for the displayed 

fare. 
 Price: Click on the price to get an exact breakdown of how and what taxes and 

additional fees the price is composed of. 
  

http://www.btu.at/
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Depending on your settings, after fare selection the tool presents “Alternative Options” to the 
selected flight where available. These options are occasionally more convenient than the 
selected fare. Please note: The tool creates these offers independently of the selected fare 
type and search window. The saving is marked in green: 

 
To confirm the selected fare click on the arrow to be directed to the following booking step.  

http://www.btu.at/
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On the next page you will receive a summary of the chosen fare and, depending on your 
travel policy, you can select additional services (seat selection / baggage). Displayed are: 
who made the booking and for which traveler. 
In addition, the traveler’s details are displayed, and you can select whether information such 
as mobile phone number and / or E-Mail Address should be forwarded to the provider. 
 
Also displayed are payment information and, if applicable, any additional data fields such as 
cost center or project number. 

Here you can also add a frequent traveler number, if not already saved in the traveler’s 
profile. To complete the booking, please click on the button “Complete Booking”.  

http://www.btu.at/
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On the confirmation page you will see a summary of the booking. Displayed are the booked 
fares, if the fare can be changed and general information about payment. 
  

Tip:  
On the confirmation page, you 
can quickly and easily copy the 
trip for another traveler. 
 
You can add a hotel or rental car 
or go to Check-In 
 

http://www.btu.at/
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If you would like to add a hotel or a rental car booking to the flight booking, you will find, 
depending on your settings, the appropriate selection at the bottom of this page. The system 
automatically takes over destination and time inputs such as date and time of the flight in the 
hotel or rental car request. 
 
If the function “On-Hold“ has been activated, this will also be displayed on the Complete 
Booking page. 

 
Hint: You will also find the option to cancel parts of a booking or the entire booking. Please 
note that a flight booking can only be canceled in the booking system until a ticket has been 
issued. Further Infos. regarding flight and cancellations can be found under- Allgemeines zur 
Flugbuchung.  

http://www.btu.at/
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HOTELBOOKING 
 After clicking on the hotel booking icon, you will be directed to the following page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Unless you were redirected to this page from a different booking section (flight / rental car). 
Enter the desired city, select the travel period and whether you would like to book a single or 
a double room. Then click on the arrow and the system with start the search. 
 
When adding the city you can decide, whether the desired hotel should be in the city, at the 
airport or near the train station. The icons for the airport, the city center and the train station 
will help you with this choice. 
Additionally, you can search for a hotel via the address details. 

 
If you have booked hotels in the past via cytric, they will be displayed below the request 
details. By clicking on the hotel, the tool will add this hotel to the destination selection. 
 
 
 
 
 
 

http://www.btu.at/
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The following page displays all available hotels for your booking period. Preset sort order in the cytric hotel area, can be customized individually. It 
is also possible to view hotels that are already fully booked. This can be helpful information if a desired hotel is not found immediately. It is also 
possible to change the sorting order by price, hotel category etc. via a filter.  

http://www.btu.at/
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The buttons on the top left give you the opportunity to view available hotels on a map. The rates can also be booked via this display.   

http://www.btu.at/
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To select a hotel, click on the offer and go to the hotel’s detailed information. In the detailed information you can see photos of the hotel, the 
different room types and an overview of the facilities offered at the hotel, as well as a map with the hotel’s location and special sights that are in the 
immediate vicinity of the hotel.  

To display more rates, click on "Show more 
options" and, depending on your settings, the 
presentation changes as follows: 
To select the desired price offer, click on "Select 
room". 
 

http://www.btu.at/
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If you have clicked on "Select room", the system, similar to the flight booking, summarizes the selected rate:  

If you would like more information 
about a rate, click on the small, gray 
symbol. cytric opens detailed room 
and price information, where you can 
see at a glance how the price is 
composed and if a rate can be 
canceled and when. 
 

http://www.btu.at/
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Below that, you can see who has booked and for whom and can adjust data accordingly when you click on the parentheses. Mandatory fields are 
highlighted in colour: 

. 
Click on "Complete booking (liable for payment)" to confirm the booking. As with the flight booking you will receive a booking confirmation from 
cytric as an email, which can also be seen on your screen, and in certain cases, documents sent directly from your Hotel programme partner.  

If you are unsure about the 
cancellation conditions, you will find 
them summarized on the page below. 
 

http://www.btu.at/
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The confirmation page will once again display the usual features (such as copy booking or 
add rental car). Direct Content providers such as HRS or E-Hotel will display links for cost 
coverage. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Hint: Don’t forget that you can cancel your hotel booking yourself in the system, by clicking 
on “Cancel Trip”. 
  

http://www.btu.at/
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CAR RENTAL BOOKING 
After clicking on the symbol for the rental car booking, you will be directed to the following 
page: If you start the car rental booking from a hotel or flight booking, cytric will take over the 
input data. Otherwise, all fields need to be filled in. Then click on the arrow and cytric will 
search for offers from existing providers and display them on a map and additionally in a list. 

 

http://www.btu.at/
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You have the option of refining the results with the help of a filter option (as with flight or hotel) and can thus sort by provider, vehicle category and 
special equipment.  

Hint: If you choose the airport as the 
rental station, the map view will be 
canceled. 
 

http://www.btu.at/
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To select one or more offers, click on the various providers in the map or in the list and then go to the bottom right on "Offers". 
 

http://www.btu.at/
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Please click on "Select car hire" to select an offer. The system displays the selected rental 
car, the price and the pickup station for collection and return. 
  

http://www.btu.at/
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The system displays the selected rental car, the price and the pickup station for collection 
and return. Below you have the option to select optional extras by clicking.  

Please note that this could lead to an error, if for example a navigation device cannot be 
confirmed by the provider or the station.  
Then click on the arrow in the lower right corner to go to the next step.  

Here is a list of symbols and their 
meaning. 
 

http://www.btu.at/
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L ike the flight or hotel booking, you will also receive a summary of your choice here. You 
can see who has booked and for whom and can review the data by clicking on the 
parenthesis. Click on “Complete Booking“ to continue to the Confirmation page. 

 
 
 
 
 
 
 
 
 
 
 
  

http://www.btu.at/
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On this page you can add additional elements to your reservation, copy the booking or 
cancel it.  

http://www.btu.at/
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To cancel your trip, simply click the button “Cancel Trip” and confirm your selection. After 
successfully cancelling your trip. The booking will be marked cancelled in the booking system 
and you will receive a notification via E-Mail.  

http://www.btu.at/
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PROFIL MANAGEMENT 
In cytric you can create and manage new users yourself. To access user profile 
management, click on "Administration of User Profiles" at the top of the navigation bar and 
you willö be directed to the following page: 

 
In this area you can create a new user and edit user data.  
 

If you want to create a new profile, click on the button „Quick Profile. 
 

Select the user's language, location, and travel policy group. If your system does not have a 
policy, then use the default "Employee" here. 
  

http://www.btu.at/
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If you click on "Continue" you will receive the following form for the profile creation. Here you 
assign a user name and a new password for the new user, enter personal data and, if 
applicable, additional data such as cost center or project number and save the data. 

 
Hint: Passwords that you assign must consist of seven characters and contain a capital 
letter and a number. 
  

http://www.btu.at/
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By clicking on "Create user profile and save data", the new user is created in the online 
booking system. The system automatically assigns each new user the access rights of 
"traveler". Therefore, trips can immediately be booked for the new user or the traveler can 
access the system and book a trip for themselves. 

 
In the management of user profiles, you can also edit an existing user’s data.  
To do so, click on "Edit user data" in the "User profile management" - section. 

 
You can either find the user by entering the surname or by selecting and editing the user you 
are looking for from a list. 

http://www.btu.at/
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In the selected user profile you will see different areas in which you can enter and edit the traveler’s personal data. 

Enter a personalized credit card to 
guarantee a hotel or rental car booking in 
the system. 
 

Here you can add frequent 
travelers’ programs for flight / 
hotel / rental car. 
 
Attention! For flight, always 
enter the airline alliance as 
well, so that the card is also 
drawn by all partners of the 
airline. 
 
 

Adjust the system language in the “Personal 
Preferences” section or set a seat preference. 

 Hint: As a Travel Arranger, you have 
the option of placing a check at the 
bottom so that the Travel Arranger 
Dashboard is automatically loaded 
when you log in.  
 

http://www.btu.at/
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If you enter a Miles & More card in the system, you must ALWAYS enter Lufthansa as the airline in 
the Airline / Train Provider field. Regardless of which airline issued the M & M card. 
 

Use the dropdown menu to select the appropriate frequent flyer program. Enter the card number 
and add "Star Alliance" as airline alliance. This ensures that the card information is also available 
to other providers, such as Austrian Airlines or Swiss, and is included in the booking. 
 
The Miles & More card programs are distinguished by the first digits of the card number  
999 =  Miles & More Card 
992 =  Miles & More Frequent Traveler Card 
222 =  Miles & More Senator Card 
33 =  Miles & More HON Circle Card (HONorary Circle) 
 
 
After successfully adding the card, click on "Add" and the card is stored in the system: 

  

http://www.btu.at/
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User profile management can also delete users from the system. To do this, click on "Edit user 
data" and search for the user to be deleted via the surname or via the list of all users. 
Select the user and click „Remove“. The window "Delete user profile" will open. Click on "Continue" 
to confirm the process and the user profile will be deleted. 

Hint: A user can only be deleted from the system if there are no open bookings in the system for 
the user going back up to 6 months.

http://www.btu.at/
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TIPS & TRICKS 

HELP IN CYTRIC 
cytric offers an integrated "help page" explaining the icons. You can reach this page by 
clicking on the menu navigation on the top left and then on "Icons Help".  
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GUEST TRAVELER BOOKINGS 
In cytric it is possible to conduct bookings for guest travelers. Guest travelers are e.g. 
external consultants, who are allowed to travel at the expense of the company but are not to 
be added to the company’s master data. 
To book for such a guest, click on "Add other travelers (without profile)" - button on the home 
page. The following pop-up will open: 

 
 
Enter the first and last name of your guest and confirm the entry with "Ok". The traveler can 
now be booked. In the further course of the booking you have the possibility to supplement 
the data with an E-Mail address or a telephone number. 
 
Hint: Travel for guest travelers can only be seen by the respective booker and exclusively 
under "My travels". Guest travelers are not displayed to everyone on the Travel Arranger 
Dashboard. 
 

TRAVELERES BECOME FAVORITES 
In the Travel Arranger Dashboard, you have the option of tagging travelers for whom you 
make the most bookings, as favorites, and then filter the travelers selection accordingly. To 
favor a traveler, click in the Travel Arranger Dashboard in the name field of the respective 
traveler on the small gray star. The color changes to yellow and the traveler is now marked 
as favorite. 
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Once travelers are favored, you have the option of displaying only the favorites: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
BOOKING FOR ANOTHER LOCATION 
If a booking is to be billed to a location other than the stored location of a traveler, you can 
change this in the Travel Arranger Dashboard. Below your selected trip, you will find a drop-
down menu where you can customize the location for that one trip: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Hint: You only have this option with a special rights assignment. 
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RESTIRCT SEARCH CRITERIA 
the flight request in cytric you can select in advance certain airlines that you would like to 
have displayed. To do this, click on the arrow on the right in the bar "Further search criteria". 
Below the airline selection opens. Click to select the providers you want cytric to display:  
 
  
 
 

 
Hint: The choice of Service class has an affect on all availabilities and is not a filtert hat can 
be used to show only flights in for example business class. 
 

CODESHARE FARES 
Use the possibility to directly compare Codeshare Fares, and activate the bar for 
comparison, where it is available.  
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INSTANT PURCHASE  
In addition to the regular GDS offers, citric also offers fares from low-cost carriers via several 
providers such as Eurowings, Low-cost carriers, HRS or SIXT as well as interfaces such as 
DynaWeb or VDA. These Instant purchase offers are marked in the Perfect Fare 
Configurator with as “Instant purchase” and are thus easily recognizable. 

 
Hint: Please note that we as your travel agency cannot offer any further service for these 
bookings once the booking has been completed. Changes, cancellations, invoice requests, 
etc. of such immediate purchase bookings must be done directly with the airline provider. 

NAVIGATING TROUGH CYTRIC  
In cytric it is best to navigate using the designated buttons. 

To avoid error messages and double entries in cytric, please never use the browser 
buttons. If it does happen, log out and log in again to avoid significant errors.  
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DELETING BROWSING HISTORY 
In order to get the most out of cytric, we recommend that you delete your browsing history, 
especially if there is an unforeseen error message. 
 
Internet Explorer: 
Depending on the version of Internet Explorer, you will find the option "Delete Browsing 
History" under "Tools" in the Menu bar or under the settings icon on the right side of the 
window: 

A pop-up opens in which the process can be confirmed in the lower right corner by clicking 
on “Delete”. 
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Firefox: 
If you want to delete your browser history in Firefox, first click on the menu bar in the top right 
corner and then on Settings: 

Here you will find the option to delete the history on the left in the selection list in the Privacy 
area. Depending on the amount of data accumulated, it may take a while for the browser to 
give you feedback about successfully deleting your history 
 
Google Chrome: 
If you want to delete your browser history in Chrome, via Navigation you will find the option 
"Delete Browsing History" choose the time range to delete and click on “Delete Data”  
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GENERAL INFORMATION ON FLIGHT BOOKINGS 
The following points can greatly ease flight search in cytric: 

 Do not limit your search too much. Often it is worthwhile to run the system for all 
available airlines search on a route and not just a specific one. 

 Do not look specifically for an airport, but for a city. For example, all available airports 
in London (Luton, Gatwick, London City Airport and Heathrow) are displayed. 

 Use the Navigation Bar on the Flight Offer page to refine or extend the proposals. 
 In the Perfect Fare Configurator, click on the button "Show alternative codeshare fare 

offers" to have a direct comparison of the fares of the share partners. 
 Comparing vendor websites and cytric can cause confusion, as it may be possible 

that a flight is displayed on the AUA website, but this fare is no longer available in 
cytric because it is currently being retrieved on the AUA website and is therefore 
blocked. 

 Always book combined tickets and multi-trip flights through your BTU service team to 
draw on BTU team pricing expertise. 

 System fees are also applicable to cancellations. 
 Cancellation of  a regular trip can be done via the BTU service team. 
 Instant purchase bookings need to be cancelled directly with the airline provider. 
 Changes and cancellations invoke additional fees. 

GENERAL INFORMATION ON HOTEL BOOKINGS 
The following points will help you with hotel bookings: 

 Booking several rooms for several travelers at the same time is not possible. In such 
cases, you must book the rooms individually.  

 A hotel can also be booked for a guest traveler. 
 Use the print function in the hotel selection if you do not want to decide immediately, 

or book for a supervisor / colleague. This allows you to easily display the available 
hotels for selection in a list. 

 Please note, regarding the respective hotel whether the rate can be guaranteed with 
a credit card and via which sales channel (Travelport / HRS / booking.com) you are 
booking. If, for example, you book a hotel via booking.com, you will also receive a 
confirmation from the provider and the room can only be canceled via this provider 
confirmation. 

 Please read hotel offers carefully. Special attention is required regarding so-called 
"hot deals" or "prepaid" - bookings. These are non-refundable and will not be 
refunded. 

 

GENERAL INFORMATION ON CAR RENTAL BOOKINGS 
Unlike flight bookings, it is advisable to restrict the search as much as possible when renting 
a car, because the system offers a lot of offers due to the variety of the regions, which can be 
confusing. 

GENERAL CYTRIC TIPS 
The following tips are related to cytric in general: 

 Your company rate is marked with a small icon to make it easier to recognize. We will 
be happy to adapt this symbol to one of your choice. 

 If you have activated the function "book several travelers at the same time", you can 
make flight reservations for several guest travelers at the same time. 
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 If you are authorized to book for several locations within your company and want to 
book a guest in a location other than your stored location, don’t forget to select the 
location for billing before booking the flight. 

 

„ON HOLD “ OPTION 
 If you have activated the On-Hold functionality. In the Perfect Fare Configurator you can 
slide a bar below the fare offer, to place the booking On-Hold. 
 

Once the booking has been completed and you click on “Complete Booking”, the system will 
advice you that the booking has been placed On-Hold.  
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By clicking „Continue“ you can confirm the booking as On-Hold and you will receive a 
booking confirmation on the screen and per E-Mail, with the Remark “Booking On-Hold”. 
 

 
To further process the reservation, it can be retrieved via the Travel Arranger Dashboard or 
via My Trips, using the On-Hold Search option. After clicking “Edit” or “Confirm Booking” the 
reservation re-opens in the Perfect Fare Configurator, where necessary, a new fare is 
displayed or you can choose a new fare. 
 
Attention! On-Hold bookings will be cancelled automatically at 23:59 on the same day as 
booking 
 


