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STEWART TRAVEL MAXRIUM

Upon first log in you will be asked to enter your LOGIN NAME and PASSWORD as provided to you by
Stewart Travel Management.

If you have not received log in credentials or are a new employee — please see “creating a new
traveller profile” on page .... of this document.

Please log in
Login name LOGIN MAME
Password 00 emssssssss

Betrieve password

Privacy Statement : At first login only, you are required to read & accept the privacy statement
outlining how we protect, manage and use all traveller data. If you do not wish to accept the privacy
statement or have any further questions regarding this please contact us at:
online@stewarttravelmanagement.com

Profile : At first login, once the privacy statement has been accepted, you will be shown your shell
profile which has been created for you. It is important that you check the details provided are
correct and add any additional details you would like included in your bookings automatically.

All fields marked with a * are mandatory entries


mailto:online@stewarttravelmanagement.com
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STEWART TRAVEL MAXK|UM

PROFILE & PERSONAL DETAILS

You can view and amend your profile at anytime by clicking on the “PROFILE” tab at the top of the
online tool once you are logged in.

Hello Mr Stewart Travel Maodum UK

el

STEWA RT TR AVEL M A XX I U M Feedback F&Qs Help Contact Logout (])

home | book | review arrangel @ Help St Tl
B 2 ] &)

&

personal payment delivery preferences login info more details

Each icon below the heading tab when selected will show you your profile details within each of
these categories. This is where you can view, add and change any details provided.

0 2 | ) &

personal payment delivery preferences bogin info more details

Personal — Name, Contact Details, Work & Personal Address, Passport Details
Payment — Preset by your company
Delivery — Preset by your company
Preferences — Language, Currency, Seat & Meal preferences,
Frequent Flyer Cards, Hotel & Car membership numbers
Login Info — Change your password for login
More Details — View / Change your default cost centre

Please Note :

It is extremely important that the details within your profile are correct and up to date. Your name
should be listed as per your passport details. No shortened or “known as” names should be used.
Incorrect details could cause penalties and further charges should these have to be amended on
your travel booking.
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STEWART TRAVEL MAXK UM

AIR BOOKING

This guide will show you how to build yourself the most suitable flight itinerary by combining
different types of fares including scheduled and low cost carriers (web fares) in a unique display.

To begin from the “BOOK” tab, select the sub icon for “AIR”

. i X Hella Mr Stewart Travel Manodum UK
STEWART TR AVEL M A X M Feedback FAQs Help Contact Logout (])

w review | arranger | profile B Holp @ Service Tooks

~ 2

air hotel car MOTE SErvices trip summary

AIR SEARCH PAGE

Choose whether your trip is a return (round-
trip), One Way Journey or Multi-Destination

Use the
calendar icon,

¢ » Finish » Confirm

The system © Round-tri ® One-W. @ Mutti-Destinati
. . ound-tri ne-¥a; utti-Destination andatory fields .
will provide i i Mandatory field and time drop
airport . . downs to
. From To |
suggestions select your
based on the din | Q| @woramery dates and
text as you preferred time
are typing TiRan, fpr 3, 2017 BT 1000 v | | Thon, dpr3, 2017 ] * @oo v [ to travel
The system will Time window (hours) ¥/ Direct itineraries only )
search for flights |~ 2 v
within the set Trip reason * The Svst
window either ) ) 'ne system
side of the time UESITESS Y will default to
requested. This :search_for
can be adjusted More options (class, preferred airline, ...} direct ﬂlghtS
only.

between 1and 4
hours m If you wa.nt to
look at flights
Search filters and preferences with a via
point, then
untick this box




STEWART TRAVEL MAXK UM

Results filter — expand
to narrow down the
results offered

AIR SEARCH RESULTS

View 3l details / Hide all detils

od e =
Qutbo d -
From *
Modify Search el a
i To* Edinburgh (EDI) London (LHR) =
Panel. This allows ° wirport Heathrow . 46 51 166 114 189 are Tvbe Groub
you to change LOK Q British nem GEP GEP GEP aBP aBP
ol 09:00 10:35 sy Direot ~ch ¢o i
your initial [ Outbound ————————— 1439
. . group o dare
search criteria Tue, May 30, 2017 [ View details Uxz Um Om 9@  Um 8
directly from the oo v Edinburgh (EDI) London (LCT) r—— Al
airport London City Airport 54 59 164 134 173 ame S
results page T erian S ARt British haom s o s ol Py
- . i Direct ond (@) (@)
Wed, fay 31, 2017 ﬁ * 08:45 10:15 g;ruu\;ays
I quad e d et
1500 h View details B4 CityFlyer operates fight BA 8703, Um & vl 9l . _
Edinburgh (EC1) London (LHR} over o 0
14| Direct and/or non-stop only  kirport Heathrom flybe, oo ELl
i i Direct Ea e names to see
- Time window (hours) 08:35 10:35 Flybe 2103
Use the view 2 de ption o e
details icon to View details s fin @8
expand the full ioraloptions Edinburgh (EDI) London (LGW) — Lowest oroUD
. . Airpart Gatwick 111
flight details. British thasm s
. 09:30 11:05 Airways Direct
Showing more w c m
information, such L T vl Omdpznv policy
as airport ar.1 . aggage
terminals and indicators
aircraft type

AIR RESULT FILTERS

Edinburgh [EDI
Qutbound gh |
T
r ?( Provider
»
|#| British Airways |#! Flybe |#| Ryanair
[#) Easy.let Narrow down the options
{Select alll Airlines
Airports
r & Departure time - 4 Departure airport » C ti Times
07:00 - 10:40 * 4 Price
u #| Edinburgh - Airport | Direct
[hnytime ]
- - ¥ Arrival airport The air results below will
— i = i
&g Price refresh as you tick to select or
16 GEP - 193 GBP |#| London - Heathrow H
[ unselct options
|#| London City Airport
(Al prices)

#| London - Gatwick

#| London - Stansted

#| London - Luton

Select al




STEWART TRAVEL

SELECT YOUR FLIGHTS

Outbound

Dapar

Ediriurgh [EDI|

MAXXK| UM

M Gavwick
09:30 11:05 hemp e | @@

B ewdetmls

inbound London (LOM - Al airpo

Ispa oy e Time

Londor | LG

Select the fare group and
flight for your outbound trip

frr—— it pre— s B

17:20 18:50 Hremn Do | @

B ewdetmls

Select the fare group and
flight for your return trip

View the fare rules on the
trip selected. Including
change and cancellation fees

Click “BOOK” to continue
with your selection

[} Seatmap - Gaogle Chrame

=lel =]

& Secure | https:/e-travelmanagement22.amadeus.cc &

Edinbursh ta London
Eritich Airuays BA29IT

Where an airline allows, a
pop up box will appear for
you to select your seat o

Afreraft: Airbus Industeie 313

Select your seats by either clicking
directhy on the sest or entering the
seat umber fnto the field [e.

Travellers  Seats

My 1election
Mo Gauds
o Taminais S ih3sm
09:30 11:05 Beruiin &/ aways 2437 ) birece TN PR P ¢ LR
Tusiady 30 #2201 7 Tusiady 30 2y 2017 412.36 o
T crery
Yo ¢ SaKion fi cHmpoaen of 1
Lorrdan Edinburgh :
Ganwnc LE--0%
g Temnas e 1haam
1720 18:50 i o/ wia 29ue g e
Wangsaay 31 WAy 3T WeangLaay 31 WAl T Fa ris by cabin ssrkeion
[ oo [
412.36 GBP .- 7" ey e
Miodify Remowe
=1 £.209 900 Furchase Conditions
Edinburgh (EDI) Londen {LGYr) —— Economy
hivpare Garuick - A2 Seat selection
i ish Airways 3337 1hi5m
i Direct
09:30 11:05
Tuesday 30 tay 2017 Tuesday 30 May 2017
London {L G} Edinburgh (EDI} T Economy
Gatuick firport vt e A2 Seat selection
Terminal £ -A\L 1h30m
i Direct
17:20 18:50
wiednesday 31 May 2017 wiednesday 31 May 2017
View details
Lowest priced flight: 37,98 GBF 52,25 GBF 52.25 GBF
Lowest priced flight in selected cabin: 37.98 GBP 53,25 GBP 52.25 GBF

Toual trip rrice: 412.36 GBP -

#The estimated total price may not reflect fluctuations in exchange rates
S —— ee to the Purchase Conditions relating to the airfare(s)

Total Trip C02: 152 kg

Last day to ticket: Tuesday 30 thay 2017 - 09:30

Stewart Travel i

Clear selection

seat g selected

O Esanomy

"
Y
- =
O

Fraferred

ABC DEF

dBEE e A
1

slees se.ls
i

Click “FINALISE TRIP” to

confirm your boking




STEWART TRAVEL MAXK UM

MANAGEMENT

WEBFARES / LOW COST CARRIERS

If your flight shows any of the below icons then you know you are booking a “web fare”
E w w Web Fare

This means the system has gone behind the scenes to the airlines site and brought seat availability
and prices back directly from them to your search results.

There are a couple of slight differences after booking a web fare you should be aware of.
Namely adding baggage and credit card fees. Credit card fees are charged by the airline and shown
at the end of your booking. These fares are instant purchase — meaning they are non-refundable.

Edinburgh (EDI - All airports) / London (LON - All airports) Too many results 2 Apply filters (#)
Thursday 24 March 2016 Showing 1 out of 20 results
Arrival Time Get More LOWECON | FLEX ECON | LOW BUSNS

Outbound

Edinburgh (EDI)
Airport

Lt
07:00 08:25 Ryanaic 8587 Direct
B View details

eve all desails / Hide all details

London (LON - All airports) / Edinburgh (EDI - All airports) Too many results 2 Apply filters[¥)
Friday 25 March 2016 Showing 1 out of 25 results
Arrival Time LOW ECON | FLEXECON | LOW BUSNS

Inbound

London (STH)
saasng Spat h10m
16:15 17:25 easylet 0235 Direct A

0 View details

My selection 2
Edinburgh (EDY) London (STH)
Airport Stansted
th
oA oI 25’:
07:00 08:25 Ryanair 8882 Tec
Thursday 24 March 2016 Thursday 24 March 2016 Torel price for your setection:
© 88.78
- Economy Restricted (Your selection 5 composed of
2 tickets)
London (STH) Edinburgh (£01)
Stansted Arport Book
-
16:15 17:25 easylet 0235 it

Friday 25 March 2016 Friday 25 March 2016

W Vieb Fare
- Economy Restricted
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ADDING BAGGAGE / PAYMENT DETAILS - WEB FARE BOOKING

Once you have selected to “BOOK” your web fare
You will be taken to the Maxxium Company Details Page

You will find at the top under “Booking Information” a drop down box corresponding to each web
fare you have booked — which allows you to add baggage for this flight.

Booking Information

Bags to be checked-in v 1 bag - 15Kg - 11.0 GEP
EC! - Liom a 15.0 GEP
Bags to be checked-in v 2 bags - 15Kg+15Kg - 22.0 GBP
LM - EDI 2 bags - 15Kz2+20Kg - 26.0 GBP

2 bags - 20Kg+20Kg - 20.0 GEP
3 bags - 15Kg+15Ka+15Kg - 33.0 GEP
3 bags - 20Kg+20Kg+20Kg - 45.0 GEP

Below the baggage option you will find “Method of Payment”
You will be asked when booking any webfare to enter a credit card security code.

Please Note : This is not your company card details rather a card stored by Stewart Travel to pay on
your behalf. The security code will always be listed just above the box to enter it.

LS o] o1 o Stewart Card — 016

. This means the security code in this instance is 016

‘Web Booking Method of Payment
Ul (RS R i o SENIRIR CEIE - T Type the 3 digit code into the empty box named

Payment .
y i “Security Code”
Security Code * What is the Security Code?

If you leave the box blank by accident the system
will return a reminder to let you know.




STEWART TRAVEL MAXK UM

COMPLETING YOUR WEB FARE BOOKING

After finalisation of the booking you will be shown a summary of any baggage and credit card fees as

charged by the airline. Until you tick the box to confirm you agree to the additional charges your
reservation is not confirmed.

Tick the box to agree and hit “CONTINUE” to finalise your low cost booking

Flight Pricing Details

Fyanair 5554 - EDI F5TH 22,99 GEP Purchase Conditions

Credit Card fee 0,74 GBP 38.75 GBP
Baggoage fee 15,00 GEP

To be paid: 38.75 GBP

| agree to the Purchase Conditions relating to the airfareis) [

oo




STEWART TRAVEL MAXK UM

HOTEL BOOKING

To begin from the “BOOK” tab, select the sub icon for “HOTEL”

Lol review | arranger | profile

2

hotel car more services trip summary

@ Help Service Tools

You can type in the location you are looking for by city/town name, airport, landmark or postcode.
There is also the option to select the drop down and choose a set Maxxium location from the list

Search > Availability » Summary » Finish » Confirm

Location y ds Radius limit for
search area
Location * Country Radius / from your
- — i | selected
w w w .
v[ nited Kingdom mis location
[
R 2
4 Mazdium London Office Check-out
'ﬁ' Ma.xmum LIk - Stirling Stay Date *
T Sainsburys HE Holburn . Use the
1 nightis) Wed, May 31, 2017 B — -
\ calendar icon,
to select your
hotel stay
Room occupancy Trip reason * dates
1 adult v Buzinezs Trip
Hotel name
More options
More options can be You can request the system searches for a specific hotel name, or
expanded to allow leave blank to search all hotels in the area specified.
further search options

such as hotel facilities,
budget for spend, hotel
standards.




STEWART TRAVEL MAXK UM

HOTEL RESULTS PAGE

Choose whether to view the hotel options in a detailed list (as shown below)

or you can choose to view the hotel options on a map by selecting “MAP VIEW”

Back to trip summary

Detailed view Map view

Modify Search = sortby: Select from list

Lacation * 6 U HOTEL COLESSIO

ahacium UK - Stirling ~

*ik
Radius 'M'I

b v msw

Country
United kingdom v Includes at least the following rate plans:
= Promotional Rats 1
r Check-in = Maxeium Rate

Date * = Public Rate

Public Rate Best Awailabl
Tue, May 30, 2017 [ " Puplie fate Best Avaiablz

33 SPITTAL STREET voice: 44-1786-448580

STIRLIMG fax: d4d-1786-dd559
'cs'::'“’"‘ 91 e ]
1 nightis)
Date *

Wed, May 31, 2017 B

Set within 10 acres of private landscaped grounds, the Wictorian style DoubleTree by Hitkon
Dunblane Hydro offers breathtaking wiews of the Trossachs and Campsie Fells.

Room occupancy

1 adult v
Hotel name Includes at least the following rate plans:
= Business Rats

DUNELANE voice: 44-1756-822551

You can use the Modify Search panel to adjust
your initial search whilst on the hotel results page

The hotel results will be displayed in order of :

* Company Preference
* Price
* Distance

My shortlist (0

d—mm;gv/' Rearrange the results

Rooms available fram
87 GBP
Select hotel

amMaDEus

Rooms available fram

103 GBP

Select hotel

aMaDEUs

by price, distance from
location, Maxxium
company preferred

Select from list v

Price

Proximity to business location
Best Rate

Hotel Mame

Hotel Chain

Company Preference

Guest Rating

Click “SELECT HOTEL” to view the

room types and rates available




STEWART TRAVEL MAXK UM

HOTEL ROOMS, RATES & DETAILS

Use the tabs to view Hotel Details, Customer Reviews, Hotel Photo Gallery, Map view of
the hotel and the available rates to book

TRAVELODGE LONDON KINGS CROSS ROYAL SCOT

e Lk 0.5 mis from bus

I | 100 KINGS CROSS ROAD faw: D207 8332321

Hotel dezcription from amaDEus
I LOMDOM, WC1H 90T unice: 0871 984 6272

o “CONDITIONS” link

when clicked will
show you the rules
attached to the rate
booked with regards

Summary Hotel details Reviews Photos Location and Map Rooms and Rates

v " to changes/
ver over )
Obe okfe h e cancellation.
r B
_breakias B : Also more indepth
est Available Rate i
indicator to detail di
if ' UBliC Rate Best  Bar Flexible Rate NON - 89 GBP amabeus etails regarding
see.I your rate ek Available SMOK NG DOUBLE EN SUITE Conditions Guarantee whats included in the
includes MAX OCCURANCY 2 ADULTS rate
breakfast Best Available Rate
\ Public Rate Best  Bar Flexible Rate NON o cp 89 GBP aMaDEUS
ek Available SMOKING SINGLE EN SUITE Conditions TS
MAX OCCUPANCT 1ADULT
9 Best Available Rate
Public Rate Best  Bar Flaxitle Rate NOM a2 o 89 GBP AMaDEUS
*k Available SMOKING TWIN EN SLITE Conditions

MA¥ OCCUPANCY 2 4DULTS T

Click “BOOK” to choose the

rate you want to book

Hotel Payment: Stewart Travel Management as agreed with Maxxium will arrange full

pre-payment of all hotel bookings on your behalf. This will cover room only or room & breakfast
depending on the rate booked. Any additional charges incurred at the hotel will not be covered by
this pre-payment.

If you are booking on behalf of a guest or contractor and do not wish us to make payment on the
Maxxium account please let us know using the “pay on departure” cost centre.



STEWART TRAVEL MAXK UM

CAR HIRE BOOKING

To begin from the “BOOK” tab, select the sub icon for “CAR”

home Qslll @l review | arranger | profile @ Help @ Service Tools
= 2
air hotel car more services trip summary

Select your pick up and drop off loactions for your car hire. You can
select Airport and also downtown/city locations

Search » Availability » Summary > Fipdh » Confirm

Select the date and
time you wish to
r Pick-up / r Drop-off collect your car and
Location Location \ the date and time
(City oF Airport) Q, Same as pick-up location Q you wish to drop it
off.
Location Type Location Type
Airport Locations W Same as pick-up type
Date and Time Date and Time
* /
Tue, dprd, 2017 E 09:00 v ed, &pr b, 2017 18:00

. *
Trip reason

Business Trip

More options

“More Options” allows you to filter your search to
narrow down particular car sizes, features and providers




STEWART TRAVEL MAXK UM

SELECTING YOUR CAR HIRE

Select the car type to view an example of
the car make and model that could be
used as wel as further details relating to
the car type

. . Daily Car  Estimated . Extra per .
Option Car Company Information Rgte Total Price Free miles milul: Location
Economy, 2-3 Door, Ahanual 21,43 EElP™ The rate name will
Economy, 2-3 Door, fhanual ; . L ) .
) 7] Enterprise  trancmicsion. &ir Conditionin .“r:“l‘.atxxmm 40,29 GEP Unlimited Terminal show you whether you
e are booking a Maxxium
TR e e 7269 GRP* Rate (Company Own
L] Enterprite | tyansmission. fir Conditionin fiacium 31.93 GEF Unlimited | - Terminal Insurance) THIS IS YOUR
Rate COMPANY
— 29.73 GBP * PREFERENCE.
v . Economy, 2-3 Door, Mhanual Stewart 95.68 GBP* | Untimited |- Terminal Alternative Stewart
Enterprise  transmission, &ir Conditioning | Travel &1l _ Travel Rates also
Inclisive = available to book when
SIEEER 45D i | gS'% fth Maxxium rates are not
/] Enterort Gonamy, +-o Joar, Manua A 3713 GEP*  Unlimited | - Terminal available
MLErprEe  transmission, Air Conditioning | Trawel All
Inclusive
32,15 GBP *
Compact, 45 Door, Manual Stewart . s ; q
v Enterprise | transmission, fir Conditioning | Trawel All G858 GRET | Untimited Tormive!
ekk Inclusive
35,81 GBP*
v Hertz. Erc:n';;:.“s‘;f:‘ g:igﬂfg;‘:n Stewart 4453 GEP*  Unlimited - Terminal
Iransmssion, Al Lonatianing
Hertz % Trawel Rate
- 52,80 GEP
Europeps '
Lompact, special LITer Lar,
- Compact, Special Offer Car, gy U (A -

Car Rates: where available it is requested that you book the Maxxium Company Rate as

indicated in your search. These rates make use of your company own insurance and therefore no
additional insurances are required to be taken. When Maxxium Rates are not available you will see
Stewart Travel Rates which also offer an “all Inclusive” package where additional insurance is already
included.

Car Payment: Stewart Travel Management as agreed with Maxxium will arrange full pre-
payment of all car bookings on your behalf. This will cover the final car hire bill including all extras
and charges. You must ensure that when returning a car hire that you refuel as per the car providers
policy. Car Hire Providers will charge a supplements and higher rates to refuel the car on your behalf.



STEWART TRAVEL MAXK UM

MANAGEMENT

RAIL BOOKING & MORE SERVICES

Starting at the “BOOK” tab. Select “More Services” sub icon

home QL@ review | arranger | profile @ Help @ Serrice Tools

air hotel car

more services trip summary

Search > Availability > Summary » Finish » Confirm

To access a provider, please click on one of the following links:

& @ &
- N AR

Currency Guide MCP Parking
The Trainling Travel Portal

The Trainline
Self Booking Tool NCP Car Parking

Booking Tool

Please see trainline
selfbook user guide for
full instructions on
booking UK rail

Book your car parking in
advance

Maxxium Travel Portal
You can view useful
links, user guides, travel
policy and all contact
details for Stewart
Travel Management

Link to Travelex website

to view currency
information

Trainline Self Booking Tool / NCP Car Parking Booking Tool
You do not need to enter any payment details on these tools as all charges are billed to the
Maxxium account the same as flights, hotels & cars.
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MOBILE APP

.. Amadeus e-Travel
Look out for this icon on the home page : Management Mobile

is now available!

Click here to download

Select the operating system you want to use for the app
Enter your email address
Then click “Get Assignment Tag”

e-Travel M it Mobile

*andata ry fields
Please select your dewice and enter your email address to receive the assignment tag.

Device * (O]
~ .
Android Phone iPhone ‘Windows Phone
Miore info More info Mnre info
L
E-mail Enter your email acdress

Get assignment tag

You will receive an email containing a link to download the AETM travel app and an assignment tag
to link this to your online travel booking account. Login credentials are the same as your normal
booking tool login & password. Once logged in you can make and view your bookings in the app.

Management

x =

- .
x Amadeus IT Group SA Assignment tag 0 A Hotel

7 March 2017 - B PEGI 3 Q@ oeparure
Travel & Local \”\
I|||I‘ Assignment tag 9 Arrival
o [ N

T ‘ €2 Rundtrip

Credentials

w03 w03

10:00 ~ 18:00 ~
' Username

Direct Trips c
More Options
Q\ Password
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MANAGEMENT

MAXXIUM COMPANY DETAILS PAGE

When you finalise any booking. Incl Air, Hotel and Car

You will have to complete the following page — you will only see the sections relevant to your booking

You can name your trip to

*

ldicatesjisatinedifie =) locate it quicker in the future
Trip Mame Mote to Agent
Trip Reazon (detailed Maote 2: agenc
description) :
Mote 3

Mate to the Car company Send a message directly to
Mot to Hotel 1 @) the car hire provider
Send a message directly to
~ Stewart Travel the hotel compan

Booking Information

J For bookings from/tofwiafover US, | confirm personal information is correct, Click here for more information.

iddle Initial or Middle
Mame
Gender v

Date of Birth v v

Any personal details ,
preferences and membership

General Preferences

Air Travel Preferences cards stored within your profile
will be entered automatically.
You can still add a one of

Mzl PEiTEEmEE Mo special meal v preference or card at the final
Frequent Flyer Airline Code and Loyalty Number / booking stage.
If travelling to the US your date

of birth and gender will become
mandatory to be entered,
otherwise these boxes are
optional or will be populated

Seat Preference Mo preference ¥

from your profile if the
information is stored there.

Maxxium Accounting &
Reporting Data

L PLLOLLOLOLOLOLO

Custom Fields Your default cost centre will be
populated from your profile, if
you have to change this for your

Cost Centre * I

G Ela booking just type the cost

Is your trip client facing +  Please select a custom field value v centre name into the box and

Recharze cost centre options will appear
in a list for you to select.

Mandatory fields are marked
Inorder to complete your booking, please click Confirm to send for final processing, with a *

e




STEWART TRAVE MAXK UM

SEMENT

COMPANY POLICY

There are in and out of policy indicators shown throughout the booking process.
IN POLICY - 9 OUT OF POLICY - o

If you choose to make a reservation which is out of policy, or make a reservation within 14 days of
travel (whether in or out of policy) You will be asked to give a reason to explain why you have
chosen an option which is out of policy or why you are booking so close to the travel date.

The justification box will appear as so :

Search » Availability > Summary > Finish » Confirm

Indicates required field(s)

“four selection is compliant with trawvel policy, but a reason for the trip is required,

*

Please provide an explanation,

Comments: *

“four explanation will be displayed within the segment details of the trip summary.

Back to search
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MANAGEMENT

ASSISTANCE & OFFLINE SUPPORT

At all stages throughout the booking process you will see a link at the bottom of the page which
reads “Request proposal from travel agent”

When you click this link it will take note of everything you currently have on your screen, even if you
havent selected anything as yet, and gives you the option to send any comments or questions
regarding your booking to the team offline and they will respond to you directly.

Request assistance from your travel arranger  Reguest proposal from a travel agent

There is also a second link at the bottom of the page which reads “Request assistance from your
travel arranger”

When you click this link it will take note of everything you currently have on your screen, even if you
haven’t selected anything as yet, and gives you the option to send any comments or questions
regarding your booking to one of the designated travel arrangers within Maxxium UK.

ASSISTANCE & OFFLINE SUPPORT

Our offline travel team, and out of hours emergency support are always available to assist.

Contact details for the booking team offline are listed on the Maxxium Portal, alternatively if you

click the contact link at the top of the page within the online tool you will also be shown our contact
details for assistance.

Maxxium Offline Booking Team : maxxium@stewarttravelmanagement.com
Online Booking Support & Fulfilment : online@stewarttravelmanagement.com
Telephone for Offline or Online Support 24/7 : 0800 091 4273



mailto:maxxium@stewarttravelmanagement.com
mailto:online@stewarttravelmanagement.com

