> AlrPortal
AirPortal 360™ iPhone Mobile App Quick Start Guide

The AirPortal 360™ mobile app gives Travel Managers the ability to
locate travelers, send safety checks, access traveler’s itineraries,
approve trips, and much more.
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GETTING STARTED

System Requirements

Operating system version 10.0 or higher is recommended. To verify the iOS version, go to the Settings

icon on your iPhone @ , select General, About, and scroll down to view the version.

Set Up

Go to the App Store on your iPhone , select Search, enter AirPortal 360™ and C.l) to download.
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LOGGING IN

To begin, select the AirPortal 360™ icon on your iPhone .

Login with the credentials used to login to the web version of AirPortal 360™. You will remain logged in
unless you enable Force Log In in the settings area of your iPhone.

Welcome

Force Login In/Log Out

G
To require a login each time you access the app go to the Settings icon on your iPhone
Select AirPortal 360™, slide the ON/OFF button to On.

¢ Settings AirPortal 360

| Contacts

Siri & Search
Search & Sirl Suggestions

Motifications

oft

Cellular Data

Force Login Each Launch
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SECURITYLOGIC® - DUTY OF CARE

SecurityLogic® is a tool travel managers can use to quickly locate travelers, send safety checks, view travel
alerts, and more. Tap on the map icons to obtain additional information about travelers or alerts. Zoom and
out of the map using your fingers as you would using other iPhone applications.

Green circles indicate travelers currently in or traveling to that location.
Gray circles are travelers who’ve been in that location or will be in that

location but are not currently there.
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Multicolored triangles and blue circles containing letter i contain warnings,
R cautions, and disasters.
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Leca A You can adjust which alerts are shown on the map by selecting .
N S/ Tap on tool icons located at the bottom of the screen to easily move

between SecuritylLogic®, traveler’s itineraries, travel approvals, traveler’s
profiles, travel policy, vendor contracts and agency contact information.

February 2018



Safety Check

Safety Check provides the ability to notify travelers and verify their safety. To send a Safety Check select
Send Safety Check. Travelers will receive an email, text or both depending on how the traveler has been
configured. The email or text will contain the option for travelers to indicate whether they are safe or

need assistance.
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As travelers begin to verify their safety or ask for assistance the circles on the

map will change colors.

Green circles with a check mark are travelers who’ve acknowledged their

safety.

Yellow circles with a question mark are travelers who haven’t verified their

safety.

Red circles containing an exclamation mark are travelers requesting

assistance.
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Search for Travelers

The search feature allows you to filter travelers by name, country, state, city, and specified date range.

This can be helpful when identifying travelers who could be impacted by weather events, airline
disruptions or incidents that require travelers to verify their safety.

To start a search tap

Travelers located in the

upper left-hand corner of

IS
the screen

Travelers | SecurityLogic® Q Travelers Map

T Cancel Search Travelers | Search
Today
SEARCH BY:
18 TRAVELERS
Name
) Cindy Bell
NORTH . 920 North 54th Street Chandler AZ US 85226
AMERICA Country
Michael Gazzano Statelp
: @ 5001 5 Uister Street Denver CO 80237 ate/Frov
4. O @ O@-
o w,‘d (3) ° ] Marc Beasley City
@ 3752 Las vegas Bivd South Las Vegas NV 8
a Air/Hote!/Rail
Gexicoc
v Sarah Matthews
~ . 111 North Post Oak Lane Houston TX 77024.. F‘ight
Kyle Boukedes
soltL . 920 North 54th Street Chandler AZ US 85226
AME|I
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To search by traveler,
country, state, city, flight,
or Hotel/Car/Rail select

Enter the data into the

applicable filters and select
Search. To clear filters select

Clear Search

Important: Once the travelers

6/

Select the traveler to view the
traveler’s itinerary
To return to the map, select Map

To search by a specific

are filtered select to send

date range select Today

Safety Check
Q Travelers Q Travelers N Q Travelers
RAVEL DATE RANGE TRAVEL DATE RANG L RANGE
Today T
18 TRAVELERS 12 TRAVELERS 12 TRAVEL
Cindy Bell Daniel Lowen Daniel Lowen
@ 920 North Bath Streot Chandler AZ US 85226 @ 2500 Wost Cypross Straat Tampa FL 33607 @ 4500 Wast Cypress Street Tampa FL 33607

Michael Gazzano
. 5001 § Vlster Street Denver CO 80237

Marc Beasley
. 3752 Los Vegas Blvd South Las Vegas NV 8

Sarah Matthews
@ 11 North Past Oak Lane Hauston TX 77024

Kyle Boukedes
020 North B4th Streot Chandler AZ US 85226

O

Nathaniel Mundy

@ roriang, us (POX)
A8 600
Anuj Jain
@ Fhoanix, US (PHX)

Nicole Holcomb
@ 611 Nw Loa 470 San Antonio TX 78216

Tiffany White

824 J Stroet Sacramento CA B6814

o
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Nathaniel Mundy
@ rortiand, Us (POX)

Anuj Jain
@ Phoenix, US (PHX)

Nicole Holcomb
@ 611 Nw Loop 410 San Antonio TX 78216

Tiffany White

926 J Stroet Sacramento CA 95814
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AIRTINERARIES® / TRIPS

Airtineraries® provide the ability to view and/or email your travelers past, current and future itineraries
right from the palm of your hand.

To view traveler’s itineraries select X at the bottom of the screen.

Travelers SecurityLogic®
Use the Past, Current or Future buttons to search
A .
S or search by traveler name using the Search box.
AMERICA
Select the traveler to view the itinerary.
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s a Mark Doty
\ @ I { _I .. j Denver - Kansas City

Beth Truax

Denver - Kansas City

Michael Gazzano

Phoenix - Denver

Katharine Hock

Denver - Houston

Airtinerari
AirPortal® Meghann Glenn
Denver - Houston
Airtinerary®:
CHRISTOPHERSON LA x
BUSINESS TRAVEL
Airtinerary®

NEWARK, NJ » NEW YORK, NY
FRIDY MAR 2018 - SUN 11 MAR 2018

Booked by Agency Lacator
Laura Szulinski NNVOHV
LOSSCO

Note from agent:
Discount Parking Available at Wally

Park hups://corp.wallypark.com/lockton/

Please review your reservation for
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AIRPORTAL® TRAVEL APPROVAL

Travel Approval is an AirPortal® tool that digitizes and streamlines the travel approval process. If your
company participates in the Travel Approval program this is where you can view trips that are pending,
approved or canceled.

To access Travel Approval select the checkmark icon at the bottom of the screen. The filter allows you to
display all approvals or only your approvals.

All Approvals Filter

Approved Cancelled

DUE MAY 04, 1:59 AM
Julie Eckman
Tampa
$371.20 01 Jun, 2016

Pending Laura Szulinski's Response

DUE JUL 13, 1:59 AM
James Price
Seattle
$411.20 03 Aug, 2016
Pending Laura Szulinski's Response
- o
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PROFILELOGIC®/ PROFILES

ProfileLogic® is a tool that can be used to edit traveler information, deactivate users, reset passwords,
and send welcome emails.

} 3

the traveler’s name to access their user information.

Tap on the to access ProfileLogic®. The search box can be used to search by traveler name. Tap on

ProfileLogic®

To edit traveler information, deactivate traveler, reset password or

Lisa Mauvais

lisa mauvais@cbtravel.com

i
send a welcome tap on the traveler’s name and then .

Abigail Taylor Kemp

abbey. hayden@|ockton.com

ProfileLogic®

Aishling Marie Coyne
aishling.coyne@lockton.com
TRAVELER PROFILE
Alicia Glover

alicia glover@lockton.com

Abigail Taylor Kemp a

abbey hayden@lockton com

Alicia Lawrence User ID Created
alicia.lawrence@lockton.com 668279 10/14/2015
Allison Michelle Fultineer .

0

allison.fultineer@locktan.com

OBE Username
abbey.hayden@lockton.com

® MNOTIFICATION PREFERENCES

Traveling Non-Traveling
Email Email

Allyson Grace Benoit

allyson.bencit@lockton.com

EMAILS & USERNAMES

abbey.hayden@lockton.com
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POLICYLOGIC®

PolicyLogic® provides 24/7 access to your company’s travel policy, preferred vendors, negotiated rates,

and vendor contracts.

E PalicyLogic™ |
E Contacts
Switch Default Account
Logout
181 (151321
.-.I
A S

CONTACTS

Selectthe ®®® atthe bottom of the screen to
access PolicylLogic®

Tap on PolicyLogic® to view your travel policy,
preferred vendors and vendor contracts.

Contacts provide information about your agent, account manager, help desk, after-hours and online support team.

E PolicyLogic™
lﬁ Contacts I
Switch Default Account
Logout
161 (151.52)
N

Selectthe ®®*® atthe bottom of the screen to access Contacts
Tap on Contacts for contact information for your agent, account

manager, after-hours phone number, and help desk.

Select the to add the information to your phone’s contacts.

February 2018



