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Login and choose correct sales channel

To log in to CityBreak Sales Agent, go to htip://agent.citybreak.com. Enter the
username and password you have been chosen and click > Sign In.

To update the password, press the link / forgot my password before you sign into the
Citybreak sales agent. A separate e-mail generated from Citybreak will be sent to you
with a link asking you to set your new password for the booking system. Please be
aware that the link is valid for only 1 hr. If the e-mail is not properly received do check
the spam folder.

Signn

What account do | use here?

Email

[ Remember me | forgot my password

H | H
=]

g Google

New user? Register

If it is the first time you see this page:

e Click on REGISTRER at the bottom of the page.

e Fill out the form with your name, e-mail address, and a NEW password. Click
REGISTER. Note! We strongly recommend that you use the e-mail you have on
your Citybreak Sales Agent account.

e Go to your e-mail provider and click on the verify link you have received from
Visit Group.

Check this video on how to register a new user.
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Note: You may have several active sales channels in your Citybreak.
Choose Norway’s Best AS sales channel when making bookings with us.
Our yearly booking period is from April 15t until March 31st.

For example:

Norway’s Best AS — 2023 sales channel is set with booking validation period from
01.04.2023 — 31.03.2024

Norway’s Best AS — 2024 sales channel is set with booking validation period from
01.04.2024 — 31.03.2025

Available channels

o MNorway's Best AS — 2023 0111A

o MNorway s Best AS — 2024 0111A
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Making a booking

1. To start making a booking, click ‘Booking’ - ‘New Booking’ — “Todo’

Citybreak™ pe {2 Start Pao 4 Booking + [JJReservations g% Customers 5a

e New Booking > Todo

Saved Ongoing BDoﬁn&

Start page and dashboard

2. Use ‘Filter’ and write the product name to find the activity you are looking for or
you can use ‘Location’ and write the name of the city you would like to book your
activity. You may also choose the relevant ‘Category’ to find the product you are
looking for in a quicker way. See examples below.

Todo o +
Wed 20 Oct, 7 days + Tue 21 Nov. 7 davs + Wed 20 Oct, 7 days

X Flam| (%) Where do you want to ga? @ Where do you want to go?

| Todo | Todo

I:iT:y Filter result Filter result

Flam

Landmarks ey Q

Flam Stasjon Catego ries D

Location [ Activities (38) -
] Bus (1)

Product . )
Fjord Cruise (5)

Flam bike rental B2B

Gondola (1)

The Fldm Railway one-way (B2B) [] RIB (2}
The Fldm Railway roundtrip (B2B) [[] The Flam Railway {2}

Shuttle bus Flam - Gudvangen

[] Train experiences (1)

Filter result 1 Alternatives - 1 Available

The Fldm Railway roundtit,| Q

The Flam Railway roundtrip (B2B)
Categories TO DO | Area: Flam
W

[ Activities (2) -

[_] The Flam Railway (1)
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w

Choose the preferred product or tour.

4. Enter your selected dates and number of persons. Please note that when
booking a bus, the driver is always included.

5. The available tours will be ‘clickable’ once you press ‘Search’. Choose your

preferred departure or activity and press ‘Book Now’.

The FIam Railway+oundtrip (B2B)
TO DO | Area: Fldm

'..f'
(2] .
FI&dm-Myrdal, Roundtrip - 11421/2023 | | 2 travelers - | [ ] Override capacity | Promo code Search‘
| < Dec ~ 2023 - > |

Mo Tu We Th Fr Sa Su

4 5 6 7
1 12 13 14
1% 19 20 21

25 26 27 28

e

The rates are presented in NOK, and the payment will be made accordingly. The
exchange rate varies depending on your bank or credit union’s daily rates.

Please note when booking accommodation that you must be specific about the number of adults
and children per room. The booking system will first give you the cheapest option, but you may
also select another setup of rooms if you wish. Add-ons (such as meals) will be listed in the left
side bar. Enter quantity or check the tick-box to add these add-ons to your reservation.

NB! Be careful not to click ‘Book now’ more than once, as this will result in the product
being added to the basket twice. Always ensure that the booking reflects your intention
before confirming.
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Basket

An overview of your products so far (‘your basket’) is available on the right side of the
booking window. The overview will also include any applicable fees and the total cost.
You may add more tours and activities to your basket by clicking ‘Details’ - ‘Search and
Book’ — ‘Todo’ and repeating the booking process.

PLEASE NOTE: We kindly ask you to refrain from booking tours for several dates in the
same booking. This is because once the departure time of the first tour/activity in the
booking has passed, you will not be able to make amendments to the rest of the tours in
the booking. Please keep one tour (or departure date) per Citybreak booking.

1 Alternatives -1 Available Alphabeical - Ascending

B Activity transport
The Flam Railway roundtrip (B2B) . - -
TO DO | Area: Fldm Book now The Flam Railway roundtrip (B2B) 900 NOK
B

2x Adult Actions =
Outbound: Fldm - Myrdal, Thu 10
Feb 2022, 09:00
s . a0 = . S Homebound: Myrdal - Fldm, Thu 10
Fl5m-Myrdal, Roundzrip 2/10/2022 2 travelers Promo code m Feb 2022, 1105
k 2% Train Ticket Outbound
L, 2% Train Ticket Homebound

Outbound trip from Flam

Mon 07 Tue 08 Wed 09

QLUK Fri 11 Sat 12 Sun13
< Feb 2022 Feb 2022 Feb 2022 Feb 2022 Feb 2022 Feb 2022 Feb 2022 >
: :! 09:45 0 hr 45 min 2 travelers, Roundtrip
1 [ 11:45 Flam 12:30 0 hr 45 min From 900 NOK 2 travelers, Roundtrip (360) @
() 14:35 Flam 15:16 0 hr 41 min From 900 NOK 2 travelers, Roundtrip  (360) @
() 16:55 Flam 17:36 0 hr 41 min From 900 NOK 2 travelers, Roundirip  (360) @
Return trip from Myrdal
Mon 07 Tue 08 Wed 09 LLURL Fri 11 Sat 12 Sun 13
2 3 Feb 2022 Feb 2022 Feb 2022 Feb 2022 Feb 2022 Feb 2022 Feb 2022 >
| O 10:15 Myrdal F i 2 travelers, Roundtrip
() 1322 Myrdal 14:10 0 hr 48 min Total 900 NOK 2 fravelers, Roundtrip  (360) @
() 15:41 Myrdal 16:29 0 hr 43 min Total 900 NOK 2 travelers, Roundirip  (360) @
() 19:18 Myrdal 20:05 0 hr 47 min Total 900 NOK 2 fravelers, Roundirip  (360) o

Total price: 900 NOK =I5 T )

/ Total price for booking: 900 NOK (incl. VAT)
T —

® Ciear basket &Y Details 4 -] check out
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Guest list & Guest list information

For most products it is not necessary to add information on the guests, however in case
you are asked to do so, you should follow the procedure described below.

Under the Guest List tab you can manage the guests and guest names. The guest list
allows you to enter guest names, search for guests and remove/add new guests.

Under this tab you can allocate guests from the guest list to your booked products. The
product list can be filtered and show only products that has not been allocated to a
guest. You may also do a free text search to find a specific product.

E- Search and book . Product list Guest list II Guest information Check out
@ Search products “

Activity transport, The FI&m Railway roundtrip (B2B)

Outbound: Flam - Myrdal Thu 10 Feb, 09:00 - Lars Monsen v a Lars Monsen v p
09:45 Homebound: Myrdal - Flam Thu 10 |

Feb, 10:15 - 11:05
2x Adult Mew guest - Matalia Monsen s

s

Note! If you want to add a completely new guest to the reservation (and not only replace
an existing guest), you need to make an alteration to your reservation. For example, if the
basket contains 10 guests and you want to add one more guest you need to ensure that
there are available rooms by making an additional room search. This also applies to
activity and transport products; you need to ensure that there are tickets available.
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Check out
1. To finalize your booking, click the ‘Check out’ tab.

2. Select customer type and fill in all customer fields.
For group bookings it is important that you fill in all fields required as correctly as
possible — particularly ‘Group Name’ and ‘Group Reference’. Additionally, we
kindly ask you to refer to the origin of the group when filling in the ‘country’, not
the country where your company is based. It is also to your advantage if you
write your contact info on the booking, if there should be some urgent matter and
we must contact the person responsible for booking made.

3. Click on ‘Confirm booking’. You will be taken to the booking page, and the
Citybreak booking number (in the style of four letters and two numbers) will be
found in the upper left corner of the booking. Please note that this is the
reference we use, and it is also the reference you must quote when contacting us
regarding a booking.

Once your booking is confirmed, you will be able to find it under the tab ‘reservations’.

[+ search and book - Product list Guest list Guest information Check out

iAgent reference persen Agent reference person name (name or number) *

Name of the Responsible for booking or tour

Type of customer &

@® Group booking O Private customer (O Company customer
Group details Group name * Group reference *
Name of the Group ‘Your group Reference
Customer details @ Address 1: Address 2: Postal code:
City: Country * Phone number
Spain - 34
Phone number {mobile) Phone number ({fax) Email
34 34

Start typing customer details to automatically search your customer database. Choose a customer by clicking the result pane.
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Save booking

You can save a booking and confirm it at a later occasion. This is a convenient feature if
you are managing large reservations with many customers and changes. Instead of
editing your reservation several times, you can simply edit your saved booking and
confirm to Norway'’s best whenever you are ready.

1. Save a booking by clicking the save booking icon. Fill in a name/reference for the
customer, e-mail and phone number before clicking ‘Save booking'.

A EL S A 2 Booking ~

QQ Search by book

[[JReservations gk Customers

== My Booking Balance ¥ Manage ~

Jew booking #61045708 Agent only

A Agent Pay later (NOK / en-US) Started: Monday, October 25, 2021, 13:02 Timer: 0 hr, 0 min, 13 sec

Search and book = Product list Guest list Guest information Check out /

Reference Currency: NOK~ @ Cancel

Agent reference person Agent reference person name (name or number) *

Name of the Responsible for booking or tour .
W Activity transport

Save booking Close window or press key to exit

By saving the booking you or your colleagues may continue the booking at a later time. Fields below are
optional.

Customer name | reference

Email Phone number

Save booking

Q Search by booking nu...

v I} ongoing bookings ﬁ

2. You may edit or confirm saved bookings by clicking ‘Ongoing bookings’ under the
‘Bookings’ tab. To pick a booking to amend, click ‘Continue’ behind your chosen
booking.

3. You may remove a saved booking by checking the tick-box next to it and clicking
‘delete selected’.

Please note that when saving a booking you are not guaranteed the selected products.
We cannot confirm availability until a booking is finalized.
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Searching for bookings

All your confirmed bookings are listed under the tab ‘Reservations’. There are several
ways of finding a booking, and you may search for it using Citybreak booking reference
number, invoice number and customer name, amongst other alternatives.

The easiest way of finding a booking is by using the Citybreak booking number.
However, if you do not have it or remember it, you may use other search options.

When searching using the Citybreak booking number, simply enter it into the ‘Booking
No’ search field, untick the box next to it (indicating that you do not wish to search for
specified dates), and click ‘Search’. You may also enter the Customer name into this
box, but it is very important that it is correctly spelled and is a trickier method than using
the booking number. Please use “ “, to get a more accurate result, e.g. “Jane”.

Search options

0 (2] © o o

Booking no. / Customer 11/20/2023 11/21/2023 Booking date - Gross list * M New [MChanged @ Cancelled | More options - E Transport filter

1. Booking no. /Customer — see explanation on the previous page.

2. Tick-box & date field — This box indicates whether you wish to narrow down
your search by date. You may specify as to whether you want to search within a
certain period, and in the drop-down menu to the right you may identify whether
the dates are booking dates, departure dates or arrival dates.
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3. Tick-boxes — Here you may specify whether the booking you are looking for is
new, changed, cancelled or preliminary.

4, More options — Clicking this will
show a drop-down menu (left image) with
more search options. All these spaces may

More options

Choose supplier Q . .

be used to find a booking.
Agent number Q
Agent name Q

) / Example: You have received an invoice and

Invoice number . . . .

wish to find the related booking. Simply enter
Credit card transaction id the Invoice number in this drop-down menu,
R e click ‘Done’, then ‘Search’. Make sure you

_ have unticked the date field, otherwise your
e search will be limited.
Guest name

Group name

Tip! you may go straight to a booking if you
have the Booking number by entering it in the
last field and clicking ‘Go to booking'.

Group booking

Type of customer customer

Compghy customer

Go to booking

Transport filter ﬁ

5. Transport filter — Clicking this will prompt a pop-up window where you may
specify the departure and arrival points and schedule for the booking you are
looking for. You may enter the time and location for the departure and/or arrival,
as well as tick the box identifying whether the tour is a roundtrip or not.
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Transport filter Close window or press [Z3 key to exit
Train numbers Vehicle code

Departure location Q

Departure date from

Departure date to

Arrival location Q

Arrival date from

Arrival date to

Roundtrip (s

Please make sure that when you are searching for a booking by using a certain filter
(Invoice number, Departure location etc.) that all other filters are blank/unticked,
unless you have purposely filled them in for that specific booking.

Booking view

When you have found your booking, you may click ‘View booking’ to be taken to the
detailed booking view. This is the same screen as when you confirm a booking once you
have made it.

All details and documents related to the booking will be shown here. Please note that
you are viewing the latest version of the booking, indicated by the Version x (x) in the
upper right corner.

21/11/2023



CityBreak Agent — User Manual

Citybreal Zojessinal @ startPage  (Booking ~ [JuILISIRREIOAN

Search Reservations

Search
Fesereens

BCISOS 1 fof 1) New

fa
o
A

8 prim ng B Cance! booking
Reservation PCIS05 versial1 (1)\

Booking details
Unitad Kingdom

Payment details

Total price far reservation (Due date: 2014-12-09) 1100 NOK

1100NGK
Ragistared payments 1100 NOK
Lot topay oNOK

Leftto ragistar oK

Status Transaction No Tuneofsavment  Debit date  Aceounting CCAmount Pavment. option

Please see an example of an invoice below. You will find information about the tour
(mirroring the information you entered when making the booking) as well as the
Citybreak booking number on your invoices.

Norway's™
best.
Your contact details Payment Ref
Please quote the whole number when paying
Agent No: Invoice No:
AN Booking No:
) XXXX00
Your Ref. These are the details . i
Booking Date:
you entered when
making the booking 21-Nov-2023
Invoice date
21-flov-2023
Sales Office:
Customer:
Our Ref:
Due Date:
21-Nov-2023
Group Name:
Specification Qty Amount:
The Flam Railway one-way (B2B)
Flamsbana B2B (PT2500014) Total price
24-Nov-2023 14-30 Flam-Myrdal
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Documents box

You'll find different documentation such as vouchers, invoices with due date, payment receipt

(confirmation), etc. on the bottom of your booking view after you have confirmed the booking.

Document Print

Confirmation

Confirmation

Travel Documents

Travel Documents

Confirmation and Invoices

Confirmation and Vouchers

Confirmation with Invoices and Vouchers

External voucher: The FIam Railway one-way (B2B)

External voucher: Fjord Cruise Mzerayfjord

n\.roice Mo. 1743861, Invoice Dats Sun 04 Jul 2021, Due dats Sun 18 Jul 2021, Amount 10404 NOK)

PDF

HTML

PDF

HTML

PDF

PDF

PDF

FDF

FDF

FDF

The Citybreak “External voucher” is your only ticket for transport products. This voucher must be

presented when boarding.

You will find information about the tour (mirroring the information you entered when making the

booking) as well as the Citybreak booking number on all the documents. If you have made

changes to the booking, the latest invoice with the correct price and new due date will appear on

the bottom of the document box.
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If you wish to change the number of guests or the date/time of a booking, you must go to
booking view and click on ‘Edit booking’. This will take you back to the product list. Click
on the downwards arrow next to ‘Modify’. From the drop down menu, click ‘Change

dates/Guests’.

PRICE ACTIONS

305 NOK Modify -

Rermove product
Change dates/guests &

| Change guest information

Tota

Mo Show

I

Enter the new number of guests and/or the time

and click ‘Search’. Available departures for your
chosen day will show up and you may choose it as if
you were making a new booking.

Once you have chosen your preferred departure, you may confirm the booking and you
will be prompted back to the booking view. Note that the ‘Version’ number will have
changed (as the amendment has resulted in a new version), so make sure you are
always using, editing and viewing the latest one.

Please note our cancelation policy when making changes or cancelling a booking.
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Cancelling a booking

You may cancel your booking according to our cancellation policy. When you are in the
booking view, click on ‘Cancel booking’ and then ‘Confirm cancellation’.

Cancellation of Booking

We kindly ask our agents to be aware of the relevant cancellation policy. Please read
your contract terms for further information.

Add lunch to your booking - fjord cruise & lunch bookings

Creating a Fjord Cruise booking + Lunch Booking

1. To create a fjord cruise booking click “Booking”. From the drop-down menu and
select the preferred fjord cruise product.

2. Enter your selected route, dates, and travelers, busses etc. Click “Search”. Select
departure time then click “Book now”.

3. A quick view of the basket appears on the right side of the booking window. Here
you see products you have added to the basket if fees are applied to your booking
and total cost.

4. To add lunch to this booking click” Details” and choose lunch product from the
activity list.

5. You can tick “lunch” to shorten the list to just lunch products.

21/11/2023
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Enter your selected route, date, and number of lunches to be booked. Click “Book
now”. Food add-ons/menus will appear on the right side of your booking.

Select the lunch product from the list of alternatives. Choose the number of each
items from the menu and click “Done”.

Your booking Basket appears. Review order.
If correct, click "check out”, fill in booking information and “Confirm booking”.

Edit add-ons fo... Close
Fjord Cruise Naergyfjord
. Book now
jocmne TODO | Area: Gudvangen Gudvangen-Fldm (16 Persons) e

Wraps-vegetarian. Mixed side salad. Fruit
R - mix. Coffee/tea.
Gudvangen ~ Flam = | [JRetum Trip | 12/15/2021 E 16 travelers = Promo code m

Fjord Cruise Neerpyfjord A1 - Choose Quanticy  + || NOK for Lunch
15x Adulc

Outbound: Gudvangen - FIam,

Actions = Outbound trip from Gudvangen

B Wraps-chicken. Mixed side salad. Fruit mix.

Thu 30 Nov 2023, 12:00 Mon 13 Tue 14 Wed 15 Thu 16 Frit7 sat 18 Sun 19 Coffee/tea.
' < Dec 2021 Dec 2021 Dec 2021 Dec 2021 Dec 2021 Dec 2021 Dec 2021 >

L, 15x Outbound Ticket

Choose Quantity ~ ___INOK for Lunch

Bookingfee agent

Total fees 0 NOK (incl. VAT)

16 _ .
© 12:00 Gudvangen 14:00 2 hr 0 min ler-NO.K travelers,  (266) @ Pasta salad-vegetarian. bread. Coffee/tea.
One way

Choose Quantity NOK for Lunch

16
() 17:30 Gudvangen 19:30 2 hr0min From 0K ftravelers,  (296) @ ki
0 |:| kT __ 1y One way B Pasta salad-chicken. bread. Coffee/tea.

r Choose Quantity -I '_INﬂKforLum:n
Total price: _ |NOK Thoome Quaniy
%1 __INOK)
%2 |NOK)

DISCOUNT Fjord Cruise Naergyfjord - Lunch 3 iNoK) J NOK for Lunch
TO DO | Area: Fidm e Booknow ~ IO

Discount comment —_— — 6 L_INCK

- Mon 13 Tue 14 Wed 15 Thu 16 Fri17 Sat18 Sun 19
Total discount: 0 NOK < | Dec2021 Dec 2021 Dec 2021 Dec 2021 Dec 2021 Dec 2021 Dec2021 | * 12__JNOK)

@ Clear basket

Total price for hog

x5 NOK)

Gudvangen ~  Flam - | | 12152021 16travelers v | | Promacode m X7 __JNOK)
x8(___INOK)

frmount | % - I:| X9 pNOK)
Outbound trip from Gudvangen %10 NOK)

x11 NOK)

%13 __jNOK)

" x14 NOK)

© 12:00 Gudvangen 14:00 2 hr 0 min From O NOK travelers,  (150) @ x15____] NOK)
One way

16
() 17:30 Gudvangen 19:30 2 hr 0 min From 0 NOK travelers, (150) @
One way

Total price: |NOK

&2 Details

—+] Check out

Total price for add-ons __INOK (incl. VAT)
Add lunch to an existing fjord cruise booking

1. Open existing booking by selecting “Reservation”

2. Enter booking number

3. View booking — select edit booking

4. Your booked products will appear

5. Click button “Search and Book” from the drop-down menu, select “Todo”

6. Select the lunch product from the — I

prOdUCt I|St YOU can SearCh f0r ol Sl o - | Product list Guest list Guest information

lunch to shorten the list to just lunch ]
products and follow instructions on

the previous page for adding lunch.
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Overview of your reservations in Citybreak Sales Agent

Have a control over your reservations directly on Citybreak Sales Agent.

1. In the menu go to “Reservations”.
Choose a period you would like to see from a calendar and find your bookings. (It is
possible to choose only 3 months at a time).

3. If you would like to see all your reservations for the upcoming month, then sort your
bookings based on arrival date. Always see “Latest version”, click “Search”. See example
below.

Citybrealc . Q Search by booking

{start Page £ Booking ~ PN | i Customers 53 My Booking Balance  £* Manage -

Search Reservations

search
Reservations

712021 73172021 Arrival date -

Booking no. / Customer Gross list - | EANew EAChsnged [EACsncslled E3Preliminary Norway'sBestAS-20210111A~ | More aptions

showing 4 reservations (of 5) - 3 new, 1 changed, 0 cancelled

#  STATUS BOOKING NO. CUSTOMER NAME  COUNTRY BOOKING DATE ARRIVALDATE DEPARTUREDATE AUTO CANCELLATION ~CHANNEL GROUP PRODUCTS i

= o7 2021

[ riew RKIF30 1 (1) 5= Norway ,I‘J_"J_" 02 Jul 2021 02 Jul 2021 (i 10)
o= 24 )un 2021

[ 1iew | VUFRE8 1 (1) #= Norway ,;‘Jx 03Jul 2021 03 Jul 2021 on

i I Click on Booking View
ozTG1e 2(2) 1= Norway 25Jun 2021 04)ul 2021 05Jul 2021 N Acdnay (i 1o
+ [ GMPJ14 1 (1) U= Norway ?‘;‘J‘“i" 2021 06 Jul 2021 06 Jul 2021 L Wasshaug [ I

4. You will now see all the reservation for the arrival period you have chosen. Click on “+”
besides “Products” to see more detailed information for your bookings.
5. Click on “Export” to see your reservations in a tidy Excel file.

You may also sort your booking overview based on the booking date, especially if you have done
many reservations on booking opening day for the next season. Choose the date you have done
most of your reservations, sort by booking date, search and export them in an Excel file in order
to quality check that all your bookings are reasonable.

This is an excellent way on how to keep control over your upcoming reservations with us and
avoid unnecessary mistakes of double bookings or so called “ghost bookings”.
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My booking balance
— Overview of your invoices with Norway’s best AS

Citybreak™ - et (=) Start Page 4y Booking ~ [[JReservations ghCustomers 35 My Booking Balance 4} Manage ~ 5 Szmnly ban S
Choose organization e CURRENT BALANCE MAX CREDIT CREDIT LEFT TOTALOVERDUE | i 301
Norway's Best AS ¥ [NOK e 50 NOK NOK NOK 4

Waiting to be invoiced e Overdue invoices o Outstanding invoices e
INVOICE AMOUNT NVOICE AMOUNT

1. My Booking Balance Tab - Click here to get to your booking balance tab.

2. Choose organization — Choose Norway’s Best AS organization.

3. Balance status - In these boxes you get a total view of your current balance as well as
you max credit (if applied).

4. Need help? - If you need help with any booking, invoice or payment you will find our
contact details by pressing “Help” button.

5. Waiting to be invoiced - Bookings listed in this group are bookings that are without
invoice. After the arrival date has passed you will find the invoices for these bookings under
“outstanding invoices”. If you receive batched invoices, they will not show up there.

6. Overdue invoices - This group lists invoices where the last payment date has passed.
You will not find batched invoices here either.

7. Outstanding invoices -Invoices before due date are listed here.

My booking balance status boxes

Current balance— The
total sum of all
outstanding as well as -
overdue invoices are Credit left — Here

summarized here. you see the credit
you have left.

|

CURRENT BALANCE MAX CREDIT CREDIT LEFT TOTAL OVERDUE
-1 078 NOK 10 000 NOK 11 078 NOK -14 878 NOK

| l

Total overdue —

Max credit - This is a Here is the total

max credit set by amount far your

Morway's best and overdue invoices.
can vary depending 21/11/2023

an your payment
history with us.




Waiting to be invoiced

Booking number — Click on
booking number to see and
open the booking.

Amount — Shows total
amount of invoice.

Waiting to be invoiced

INVOICE

SHXK49
19 Nov 2021

CAJNB7
18 Dec 2021

XIGY19
18 Dec 2021

SHYO21
19 Dec 2021

NBEXD36
08 Dec 2021

AMOUNT

35100 NOK

6900 NOK

1425 NOK

4995 NOK

333 NOK

View more

Due date of invoice.

¥

Wiew more bookings
that are waiting to be
invoiced

Overdue & Outstanding invoices

Invoice number — Click on invoice
number to get to booking.

Overdue invoices

NVOICE

25 Oct 2021

1792144
25 Oct 2021

1786720

20 5ep 2021

Invoice due date

Amount — Shows total amount
of invoice.

AMOUNT
INVOICE

Cwverdue since 2 days

2590 NOK
Overdue since 2 days

=20 709 NOK
I Overdue since 37 days I

Days invoice has been overdue

07 Nov 2021

CityBreak Agent — User Manual

Qutstanding invoices

Click on invoice
number to get to
booking.

AMOUNT

I Overdue in 5 days l

|Showing amount of days until the payment deadlinel

21/11/2023
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Some FAQ regarding «My booking balance»

Q: Several of my bookings don’t have an invoice, why?

A: If your bookings are missing invoices, it is because you are being batched invoiced.
Batched invoiced means that you will get one invoice for several bookings rather than
one invoice per booking.

Usually, invoices are not created before arrival date. You will then find the booking under
“waiting to be invoiced”.

Q: Summary invoiced sounds great, how do | activate that?
A: Contact your Key Account Manager or your contact person in accounting.

Q: | have started to make a booking but | can only pay for it by credit card.
The Pay Later option is no longer available?

A: That means that you have exceeded your credit limit and the maximum amount of
total outstanding invoices. To be able to confirm the booking you must pay by credit
card. If you pay any of the outstanding invoices, you will get credit back and will then be
able to book and pay by invoice again.

Q: | have made a booking by the payment method Pay Later, but | would like
to pay the booking/invoice now by credit card. Can | do that?

A: Yes. Find the booking and enter the booking overview page. There you find the option
“Pay by credit card”.

Q: How do | update my max credit?

A: The max credit is set by Norway’s best AS. If you want to have a higher credit, you
need to contact your Key Account Manager.

21/11/2023
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Manage List of Citybreak users

You can update your contact information and add users, group them, and set individual
permissions directly in Sales Agent.

Citybreak™ S i {pstart Page [ Booking ~ [[JReservations gk Customers g& My Booking Balance %f Manage ~

Agent setiings

List of users ‘r_,.,-—~f*'""'ﬂ'ﬂrﬂ-ﬂ'ﬂ‘ﬂ

Click the “Manage” tab, top of the screen

Choose “Agent settings” or “Users”

A list of your Company’s Citybreak users will appear
Edit existing and create new users

Edit and create user groups

Edit organization information

ok wd~

Quality check if all the users are active in your company. If someone is no longer active in your
organization, then you may delete the user. If the e-mail address has been changed to one of
your active users, then you may update this information by clicking on “Edit”. You may also add
new users to your company profile by simply adding a new user to the list.

21/11/2023
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