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Why Travelperk? 

Although the travel team will still be the focal point for all travel related to workshops, seminars and 
consultants, this system has the following benefits : 
 

- Staff members are able to search various carriers for suitable flights in one place 
- A large database of accommodation providers allows for additional flexibility 
- The approval and invoicing process is fully automated 
- Each traveller will be able to personalise their profile with reward programme information 
- 24/7 Customer Support 

 
Before you get started, take note of the following key points : 

• All travel will have to be approved.   
• You will be required to select the entity to which the ticket should be invoiced (currently GVA, and 

VIE only). 
• It is mandatory to include a DONOR and PROJECT code for each travel request.   
• The GI travel policy makes provision for travel in Economy class.  Exceptions must be discussed with the 

travel team, and will require prior approval from the Deputy Director. 

Let’s get started 

Creating my profile 

Once the administrator has added you to the platform, you will receive an e-mail invitation to create a 
password and login.  Please select Get Started to set up your account.   
 
The TravelPerk App is available for download on all Android and iOS systems.  Through the mobile app, you are 
able to access itineraries and track your trip status in real-time.   
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When you log in for the first time, click on your initials and verify that your name appears exactly as per your 
travel document.  You can make any changes by clicking on Edit profile.  It is important that you add your date 
of birth, travel documents, and the details of any loyalty programs you are a member of.  Note that only 
administrators and the team of TravelPerk will have access to this information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Finding a Flight 

Enter the information related to your trip - City of Departure, City of Arrival and Travel dates. 
 
The system will compare flights across several carriers, and provide you with possible options.   
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Select the option best suited to your requirements and proceed to the next step.  You will be provided with 
additional options in terms of baggage allowance, etc. 
 
 
 
 
 
 
 
 
 
 
 
 
The next screen includes a summary of your booking.. 
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I have additional requirements for the trip 

 
The same search functionality will be applicable to : 
 
Stays 
 
This section includes hotels as well as long-term accommodation such as apartments.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Train Tickets 
 
The following operators are currently supported on the platform – Renfe (High Speed, Regional & Avlo), 
Eurostar, Deutsche Bahn, Trenitalia (High Speed), Italo, NS International, Thalys, SNCF (TGV), National Rail in 
the UK via Trainline, Amtrak, SBB and SJ.  Other operators can be booked via the Concierge tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Car Hire 
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Concierge 
 
Under this tab you are able to request additional services such as specific in-flight meals, extra legroom, late 
check-in at the hotel and airport transfers.  These requests are sent to the Customer Care team, who will liaise 
directly with you. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Submitting request for Approval 

Once you are satisfied with your itinerary, you will proceed to the approval stage.  Without the necessary 
approval, no reservation will be confirmed. 
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If your planned itinerary is outside the configured GI-TOC policy, a red message will be displayed on the 
affected service.   
 
The next screen takes you to the most important part of the process – it is essential that each step is completed. 
 
Each trip must be allocated to a Donor and Project.  The team leader responsible for this project will be the 
approver for your trip.  If you are unsure of the invoice profile or team leader, we have included additional 
labels on the cost centre codes which are accessible via the dropdown menu.  Alternatively, please refer to the 
Donor and Project Code list on the Ops Manual.  If you cannot find your project, please contact the travel team. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the invoice profile – either GVA or VIE  
(as indicated on Cost Centre) 

Select the Donor and Project Code from the Dropdown Menu 

Select the Approver from the Dropdown Menu  
(as indicated on Cost Centre) 

Re-enter the project code 

The system automatically completes this information 
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Your Approver reviews your request 

The approver will receive a notification to review your travel request.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved trips will automatically generate an e-ticket and an invoice will be sent to the relevant entity. 
 
An overview of my travels 

All information on your trips can be accessed in the Trips section.  
 
 
 
 
 
  
 
 
 
 
Cancelling or Modifying my Trip 

Should for any reason you need to amend or cancel a trip, access the trip in question in the Trips section.  By 
clicking on Manage trip, you will be able to send a request for modification or cancellation to the Customer 
Care team. 
 
 

Some additional Resources 

Getting started guide   
TravelPerk Academy  
How to cancel or make changes your reservation 
Check the Help Center  
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Contact Information 

Online Chat   Via Mobile App 
 
E-Mail    premium@travelperk.com 
 
Phone    Canada +1 604 265 9216 
    Germany +49 30 33083747 

Spain  +34 931 22 75 81 
UK  +44 20 3322 5405 
US  +1 630 333 4807 
Malaysia +60 377240 774 
Singapore +65 312944 26 
Philippines +63 285409898 

 
 
 


