S tripcase

Calendar Guide

TripCase® provides a number of different options for adding trip information to your calendar.
In this Calendar Guide you will find tips on how to:

. Add trip details to your calendar directly from your TripCase emails

. Determine what calendaring method is right for you: Import or Subscription

. Import your trips to your existing Outlook calendar

. Subscribe to all trips from your TripCase account using Outlook, Google Calendar or your

devices’ native calendar

. Subscribe to all trips from your TripCase account using the method recommended based on
your mobile device

. Subscribe to all trips from your TripCase account using Lotus Notes

. Frequently Asked Questions




Add trip to your calendar from confirmation email

% UltimateTravel Itinerary 1. Select “Add to Calendar” from top menu bar
in TripCase confirmation email.

2. In next window, select the trip elements

= to add to your calendar by clicking
We are pleased to deliver your travel documents Travel “Download” on the rlght
through TripCase®, a leading mobile travel app. We ﬁ?‘j‘;ﬂ?ﬁﬂgfeler )
invite you to download the TripCase® application to -
start receiving trip alerts on your maobile device and
view your trip information on the go, anytime,
anywhere
Add To Calendar
Please choose events that you want to add to your calendar: v
(%, Flight to BOSTON, MA - CMEFNY DALLAS FTWORTH, TX  Sat, Jul 21 610pm Bl E-mail [ Download
(7, Flightio DALLAS FTWORTH, TX - CMEFNY BOSTOM, Ma Thu, Jul 26 7:30am B E-mail a Download
An application supporiing iCalendar {ics) format is required, for example: Microsoft Outlook, Lotus NMotes or Google Calendar

3. When asked if you want to open the .ics file, select “yes” or “open.”
The .ics files should open automatically in your main calendar application. Click “Save.”

5. Trip details are now added to your existing calendar. Please note, any itinerary changes will require
you to delete old calendar items and repeat this process.

B
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Registered TripCase Traveler

Import vs. Subscription

TripCase web & mobile offers two different methods for importing your TripCase data into your
calendar client (Outlook, Google, Lotus Notes, and mobile devices).
Import Method

The import method allows a one time ‘snapshot’ of your TripCase trip details. Carefully follow
the steps outlined below to add your trip details to your existing calendar to avoid creating an
additional TripCase calendar.

The benefit: This method will import your trip items into your existing calendar.
The downside: Updates and new trips will not be reflected automatically in your calendar.

Subscription Method

A new calendar labeled TripCase will be created in addition to your existing calendar. Future trips
and updated trip items will be added to this new calendar.

The benefit: Any changes to your trips in TripCase will be automatically reflected in this calendar.

The downside: Trip items are not imported into your existing calendar.

By using either method, you will be able to see all trip details in your calendar including: air, car, hotel
and custom activities manually entered. 3



Import Method

Existing Outlook Calendar

®® tripcase’ Hamnat Gunzeiman | x  Trs

Trips I'm Following
2. Select the Calendar option from the
dropdown menu next to your name —— Lok Ao T —
_ ) Los Angeles, CA  Jul 27-31, 2014 =

i Actions

1. Sign in at www.tripcase.com

or

3. From the Calendar page, SeIeCt Forward your fravel supplier's confirmation
‘Download Flle, email fo us al trips@tripcase.com

Q tripcase Hannah Gunzelman v Trps

et Vol e Select "Save” and close your dialogue box.
Hphemela Loy AR Stay Connected on the Go S : “ 5
TripCase offers two different gethods for importing your TripCase data into your calendar client (Ca utlon. SeleCtlng open WIII Create a

(Blackberry, Google, Lotus fies or Outiook) Follow your
Need help using TripCase yfh your calendar? Check out our calendar guide here! friends’ trips Separate Calendar)

from your

One Time Import Subscription | smartphone

Download and import gf'snapshot”of Create a subscription feed that will
your TripCase calengir. It will not automatically update your calendar
update automatic A 5 y

TripCase trips will or Include trips I'm following

Inciude trips I'm following
Download File

Note: select the box “Include Trips I’'m Following” if you want to view those trip details in your calendar



Import Method

Existing Outlook Calendar (contd.)

[ import and E"P‘“"W_ 5. Go to your existing Outlook Calendar, select

r T Choome e ik peri: File > Open > Import > Import an iCalendar
Export RSS Feeds to an OPML file .iCS f||e > “NeXt.”
Export to a file
Import a VCARD file (v
mpart an iCalendar (.ics) or vCalendar file {ves i

Impart from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses
Import RS5 Feeds from an OPML file

Import RS5 Feeds from the Common Feed List h
Description
Import information from an iCalendar or vCalendar
file to the Calendar folder. File; | Home Send / Receive Folder View Conferencing | Meeting |
B =
_;f |0 Browse :_. J' , x - . - L 3 w
Open @J ¢| 8 » Edes Trac sl Sk Dowrinads |
% y » Downloads v |4 Search Bownloads 2l
I N 24 ]
Mext > ] | Cancel I Organize = MNew folder =« 0O @
J ; '
- | 8] Microsoft Outlook — hame Batemos
jﬁ 220196657272129
.7 Favorites ) 220284402272129
B Desktop % 2073938521513417952001 l
6 B D I d f Id f th t & Downloads B Car Rental Drop Off, ALAMO RENT A CA..,
' rowse your ownloads folder for © recen //- 3 Deocuments f‘m Car Rental Drop Off, NATIOMAL CAR RE...
ics file. Select “OK” a7/ |  ElRecentPlaces £ Car Rental Pick Up, ALAMO RENT A CAR . No Pregew
" " " : vallable,
i || o My Site tﬁ Car Rental Pick U i
o [ i “# Dropbox il port (1) 1/4,
|| ] export (2) 4/4/2017 |
4[] syl [ Libraries ] export (3) 47472017
! || [ Documents ] export (4) 47472012
(| & Music export (5) /472015
[&] Pictures w ||y m, il »
File name: export (1) - | iCalendar Format > |
Tools = [ QK iv] | Cancel |




Import Method

Existing Outlook Calendar (contd.)

-

Microsoft Office Qutlock w

When asked if you want to open

as a new calendar or Import Iel Do you want to open this calendar as a new calendar

items into your calendar, click ==
“Import”.

or impart its items into your calendar?

l Open as New | Import E %am:ﬂ j

Your trip details should now be
viewable in your existing outlook
calendar, along with all other

| 28 Thursday 29 Friday
| Hertz Rent-A-Car ToJul5 %
{ Sheraton Providence Airport Hotel Tolul 5 =

appointments.

NOTES:

Trip updates will require the traveler to delete
the current calendar item and import a new.ics
file and repeat this process.

TripCase supports Outlook 2007 and higher.

\ UA Flight
4319

from

\ DFW
i\

mid year review | Quick Call; A2-17 |

send engagerﬂ|

Amtrak - Green line to Warwick




Subscription Method

Create New TripCase Outlook Calendar

1. Sign in at www.tripcase.com B tripcase’ Hamna Gurzoman | TS
Profile
. My Tri Trips I'm Followi
2. Select the Calendar option from the Lot
dropdown menu next to your name.

Log out
Los Angeles Trip

Los Angeles, CA Jul 27-31, 2014 — == i
3 \ = e Create New Trip

Select “Turn On” in the section called R ey \
Subscription Method. e or

Forward your travel supplier's confirmation
emall to us at trips@tripcase.com

4. Copy the URL and import it into your
Outlook calendar.

Q tripcase‘ Hannah Gunzelman v | Trips

Profile 5. Click "Yes" to the question, "Add this
internet Calendar to Outlook and subscribe to

Stay Connected on the Go updates?

Add TripCase to Your Calendar

TripCase offers two different methods for importing your TripCase data into your calefiar client
(Blackberry, Google, Lotus Notes or Qutlook)

Follow your
MNeed help using TripCase with your calendar? Check out our calendar guide here! e -
Microsoft Outiook | |
One Time Import Subscription
Download and import a “snapshot'of Copy the following URL and impo¥it =Y Add this Internet Calendar to Outlook and subscribe to
your TripCase calendar. It will not using your calendar application. This e updates?
update automatically, but all your will create a subscriplion feed that
TripCase trips will be visible. automatically updates your calendar.
Include trips 'm following webcal:/ww tripcase.com/calend £
ars/103824/016]blk-307 0zbxj5s4t- http:/fwww. tripcaze, com/calendars /48754 Topmkh 7-
ST y2udb7wmodyi- ) &5 i Jdcedor=
i e o nncibidss (RN n5r4h55pbtwd-enbp Slkxeyet-aa2bwa TripCase.ics?. r=1
following=false : !
N To configure this Calendar, dick Advanced.
Note: Lotus Notes users will need to
replace "webcal //" with "hitps.//" before e e
importing | Advanced. ., | ‘fes | | Mo
- __ __

= it A
Turn Off Calendar = I =




Subscription Method

Create New TripCase Outlook Calendar (contd.)

I Mar'(h - May 2013 Search Calendar [Ctrl=E) F

Calendar X% \ipCase b 4 . .
sun | won | mae | wea | mu | Fi | s Q - A new TripCase calendar is created,

24 25 26 27 28 29 30 Mar 2: T . . . .
KP 000 - London GT EMEA Summit ez 2 providing a side-by-side view with
= - . .
= = your existing calendar.
S I ? 3 4 |5 6 n
2 willPinneli-1 | | Fw: | Disc | ST | fBrandon& i | | S
2 2 To switch to the overlay view, click
7 8 a T I 7 8 a 1 1 12 13 on the arrow.
ﬁlﬂlami_nn & Lindsey Visi Bus | Lauren - FTQ; Waolters, o [ [
s
| 14 15 _16. _17 _18 _19 _20 14 15 16 17 % Calendar X ® :TripCase *
% Lauren - PTO; SVT Trip AlE | revii a Sun | Man Tue Wed Thu | Fri Sat
| = Mar 31 Apr1 2 3 4 (5 6
q-_ | | | | | | e | | | E__'ﬁwm Pinnell - PTO; CéH: 817-658-8 FW: Product Ci Discuss Trip Re SVT BLEMS &T I Brandomn & Lindsgy Visit
.. n .22 .23 .24 | 25 .26 .27 2 _22 .23 I 24 ¥ Nat's PTO; cel FW: TripCase ¢ TripCase Produ All Hands; The Tracy - PTO; Edes, Tracy
| FW: FW: Trip AllE = = ' I -
2 = g
Gl _ _ _ _ _ _ = _ _ 7 8 9 10 11 12 13
28 29 30 1 2 3 4 28 29 30 May 1 rwl Brandon & Lindsey Visit Business Pre-It Lauren - PTO; Walters, L_auren
= AME SVT Trip Al F S AAf e O FW: VT bug rev Getting Starte TripCase Produ All Hands; The
vl =
: 14 15 16 17 18 19 20
m_' Lauren - PTO; Waolters, Lauren SVT BLEMS & T TripCase Produ [ All Hands; The review TTX wor
: Tentative - Sab FW: Product C Virtually There,
=
. . . 21 22 B 24 25 26 27
In the Ove rlay VIeW’ the trl p detalls | FW: VT bug rey FW: Product C TripCase Produ All Hands; The
&
1 1 | AMERICAS BOI Internal TripCa Business Pre-It Product Reviev
will appear in the same color as the .

TripCase calendar.

\ 29 30 May 1 2 3 4
AMERICAS BOL SVT & EMS & T p Priie, All Hands; The
l Product Marks FW: Product C Biweekly Sales

4728



Subscription Method

Create New TripCase Google Calendar

1. Sign in at www.tripcase.com SBtripcase’ e

2. Select the Calendar option from the
dropdown menu next to your name.

3. Select “Turn On” in the section called S Los AroeksTip

s o B2  Create New Tri
Subscription Method. —_—

4. COpy the Webcal URL In the @@ Forward your travel :Lr\ppller's confirmation
Subscription Method section.

Trips I'm Following

email to us at trips@tripease.com

5. Paste the webcal URL by selecting
"Add by URL" from the dropdown
menu under Other calendars.

Q tripcase‘ Hannah Gunzelman v | Trips

Pr e W 6. Your TripCase Calendar should

TripCase offers two different methods for impRrting your TripGase data into your calendar client nOW be VIeW8b|e in yOU r GOogle
(Blackberry, Google, Lotus Notes or Outiook) Follow your . . .
Need help using TripCase with your calendar A heck out our calendar guide here! fiends’trips Calendar and a” tr| pS W|II be denoted N
’ e from your H
One Time Import Subscription ! smartphone a deS|g nated COIOr
Download and import & “snapshot”of Copy the following URL and import it
your TripCase calendar. It will not ing your calendar application. This
update automatically, but all your (il create a subscription feed that s . S -
TripCase trips will be visible. automatically updates your calendar.
17 18 19 20 21[22]23
Include trips I'm following webcal/iwww tripcase com/calend
ars/103824/g1 ISTDIK—SO?GHJ\:]SSJE— 23 25 e IR e 2930 8am
e y2u4b7wmodyi- 1 2 3 45 6 7
i 09xqgg/TripCase ics?
following=false 9am
My calendars v

Note: Lotus Notes users will need to v
replace "webcal /" with "hitps./"" before r Other calendars = 1Nam
importing

S Add a friend's calendar Add a friend's calendar
Tum Off Calend i i
HipGase Browse Interesting Calendars
US Holidays

Add by URL

AL LN PO R oo rY e



Add a trip directly to the

native calendar on my mobile device

W tripcase’

My Trips Trips I'm Following

Sign in at www.tripcase.com

Saniw®ES Tiip ——
Los Angeles, CA Jul 27-31, 2014 iiAcﬁons = Create New Trip

or

Select the Calendar option from the
dropdown menu next to your name.

Forward your fravel supplier's confirmation
email to us al trips@tripcase.com

Select “Turn On” in the section called
Subscription Method. ® tripcase (R e

Trips

Copy the webcal URL in the profle

SU bSC” ptlon MethOd SeCtlon. Add TripCase to Your Calendar Stay CO[‘]ﬂected on the GO

ase offers two different methods for importing your TripCase data into your calendar client
(BlacrWgy. Google, Lotus Notes or Qutlook)

Need help Wgg TripCase with your calendar? Check out our calendar guide here!

Follow your

friends’ trips

Send the URL to yourself via email or

from your

teXt One Time Import Subscription smartphone
Download and import a “snapshoNgL Copy the following URL and import it pT———
your TripCase calendar. It will not using your calendar application. This (4 AppStore
update automatically, but all your will create a subscription feed that
O th I t t f TripCase trips will be visible. automatically updates your calendar.
p y Include trips I'm following webcal/iwww_tripcase.com/calend

mobile device and click on the URL. S— L B L G G

Download File ar 09%qaQ/TrpCase ics?

following=Ffalse
Your trip data will be loaded into your Toplate iebtal " wih s before
phone’s calendar. Follow this same s
process for your tablet.

10



Our Recommendations

(based on your mobile device)

To keep all of your travel detail up-to-date on your calendar:

Select your mobile device below and follow the steps to update your calendar. All trips associated with
your TripCase account will be displayed and synchronized with your calendar!

Android Blackberry* iOS (iPhone or iPad) Windows Mobile

*The Blackberry does not work with our subscription method but will work with the import method.
Always use Outlook - File > Open > Import method.

We have provided step-by-step instructions on how to sync your Calendar with what we believe to be
the best platform for your smart phone.

11



Android

Recommended: Subscription method using Google Calendar

W tripcase’

My Trips Trips I'm Following
Los Angeles Trip —
Los Angeles, CA Jul 27-31, 2014 iiAcﬁons = Create New Trip

or

1. Sign in at www.tripcase.com

2. Select the Calendar option from the
dropdown menu next to your name.

3. Select “Turn On” in the section called
Subscription Method.

Forward your fravel supplier's confirmation
email to us al trips@tripcase.com

4. Copy the webcal URL in the 5. Paste the webcal URL by selecting
Subscription Method section. "Add by URL" from the dropdown
menu under Other calendars.

S tripcase’ ook coion:» | i

6. Your TripCase Calendar should
now be viewable in your Google
calendar and all trips will be denoted in
a designated color.

Profile Calendar

Add TripCase to Your C§endar

Stay Connected on the Go
TripCase offers two different methods fq importing your TripCase data into your calendar client _
(Blackberry, Google, Lotus Notes or QutRok)

Need help using TripCase with your calenfar? Check out our calendar guide here!

Follow your

friends’ trips

U 4 15 19 Tam
17 18 19 20 21[22]23

One Time Import Subscription

Download and import & “snapshot”of Copy the following URL and import it

your TripCase calendar. It will not using your calendar application. This 24 2520 2024729 30 8am
update automatically. but all your will create a subscriplion feed that 1 2 3 4 5 6 7
TripCase trips will be visible. automatically updates your calendar.
9am
Include trips I'm following webcal:/fwww tripcase com/calend My calendars =

ars/103824/g16]jblk-307 0zbxjos4l-

3
—— y2udbTwmodyl- + Other calendars = 10am
Download File or 09x%qgg/TripCase ics?

following=false Add a friend's calendar Add a friend's calendar
Note: Lotus Notes users will need to TripCase Browse Interesting Calendars
replace "webcal//" with "hitps.//" before .
importing US Holidays Add by URL

Tum Off Calendar Import calendar

Settings




Blackberry

Recommended: Import method using Outlook

W tripcase’
Trips I'm Following

Los Angeles Trip
Los Angeles, CA  Jul 27-31, 2014 = =
| Actions -

1. Sign in at www.tripcase.com

2. Select the Calendar option from the
dropdown menu next to your name

ate New Trip

or

Forward your fravel supplier's confirmation
email to us al trips@tripcase.com

3. From the Calendar page, select
‘Download File’

S tripcase’ ook coion:» | i

Profile . Select "Save” and close your dialogue box.
(Caution: selecting “open” will create a
Add TapCase ta¥our Ofendar Stay Connected on the Go separate calendar.)

TripCase offers two different methgls for importing your TripCase data into your calendar client
(Blackberry, Google, Lotus Notesglr Cutlook)

Need help using TripCase with ghur calendar? Check out our calendar guide here!

Follow your
friends’ trips

from your
One Time Import Subscription smartphone
Copy the following URL and import it
using your calendar application. This
will create a subscriplion feed that

¥ T DAY DD
TripCase trips will begghisible. automatically updates your calendar.

Sxbu L BB

Include trips | wing webcal /fwww.tripc ase com/calend
ars/103824/916]blk-3070zbxj5541-

T e y2u4b7wmody-
Download File 09%qgg/TripCase ics?

following=false

Note: Lotus Motes users will need to
replace "webcal//" with "hitps.//" before
importing

13




Blackberry

Recommended: Import method using Outlook (contd.)

7 B =
e L

- Ghoose an action to perform: 5. Go to your existing Outlook Calendar, select
Export RSS Feeds to an OPML file

it 2 1% / File > Open > Import > Import an iCalendar
Import a VCARD file (v H .
mpart an iCalendar {.cs) or vCalendar file [ vcs) ’ ICS flle > “NeXt-”
Impart from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses
Import RS5 Feeds from an OPML file
Import RS5 Feeds from the Common Feed List

Description

Import information from an iCalendar or vCalendar
file to the Calendar folder.

-5.'_*.'!L-" | Home Send / Receive Folder View Conferencing | Meeting |
v ¥ c
7 | 9] Browse :_. - , x - . - L 3 w
Open @J ¢| 8 » Edes Trac ol Sk Downiloads |
% y » Downloads v |4 Search Bownloads 2l
I N 24 ]
Mext > ] | Cancel I Organize = New folder =« 0O @
J ; '
- | 8] Microsoft Outlook — hame Batemos
jﬁ 220196657272129
I7 Favorites ] 220284402272129
B Desktop % 2073938521513417952001 l
& Downloads B Car Rental Drop Off, ALAMO RENT A CA..,
_ = [Z Decuments {4 Car Rental Drop Off, NATIONAL CAR RE...
6. Browse your Downloads folder for the recer} AT | i Recent Places £ Car Rental Pick Up, ALAMO RENT A CAR .. No Pregew
H . 13 ” = ) c ] available,
.ics file. Select “OK”. Vil & Mysite £ Car Rental Pick U
o [ i “# Dropbox f port (1) 1/4
|| ] export (2) 4/4/2017 |
4[] syl [ Libraries ] export (3) 47472017
! || [ Documents ] export (4) 47472012
EH & Music export (5) 4/4/201% +
[&] Pictures w ||y m, il »
File name: export (1) - | iCalendar Format > |
Tools = [ QK iv] | Cancel |




Blackberry

Recommended: Import method using Outlook (contd.)

- =
) Microsoft Office Outiook w
7. When asked if you want to open __
.aS a n.eW calendar or |mpOI.'t f Py 1 Do you want to open this calendar as a new calendar
items into your Calendar, click == or impart its items into your calendar?
“Import”. :
P l Open as New | Import E Cancel j

8. Your trip details should now be
viewable in your existing outlook 128 Ahisss o 2 Enday

: | Hertz Rent-A-Car Tojul 5 =
Calen.dar’ along Wlth a" Other |_ Sheraton Providence Airport Hotel Tolul5 =
appointments.

\ UA Flight

4319
from

\. DFW
NOTES: \

Trip updates will require the traveler to delete the
current calendar item and import a new.ics file and
repeat this process.

mid year review | Quick Call; A2-17 |
send engagerﬂ|

Amtrak - Green line to Warwick

TripCase supports Outlook 2007 and higher.

15
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Recommended: Subscription method using Outlook

1. Sign in at www.tripcase.com

2. Select the Calendar option from the
dropdown menu next to your name.

3. Select “Turn On” in the section called

Hannah Gunzelman | x  Trips

®tripcase’

Trips I'm Following

Subscription Method. R O s r— [ create New Trip |
i "M Business | hstions s
4. Copy the URL and import it using By 7 or

Forward your travel supplier's confirmation
emall to us at trips@tripcase.com

Outlook calendar.

5. Click "Yes" to the question, "Add this
internet Calendar to Outlook and

Subscnbe to updates?” r:,ﬁ ﬁ:gaiir;;[nternetCalendarta{)utln-nkandsuhscribeto

Microsaft Outlook [ = |

http:/fwww. tripcase. com/calendars /48 754/ Topmkh 7-

] tripcase” nSrah55pbtws-enbpSkbyst-aaZhws TripCase.] = | we | w
+ July 26, 2012
To configure this Calendar, dick Advanced. cannans pr— B
1F = : o
| Advanced. ., s L t
s — = = C T

Add TripCase to Your Calendar " SE—
P Stay Connected on the Go

TripCase offers two different methods for importing your TripCase data into your calendar cljint

(Blackberry, Google, Lotus Notes or Outiook) '

Meed help using TripCase with your calendar? Check out our calendar guide here!

Follow your Vs
s

| samusl ot

friends’ trips

from your

One Time Import
Download and import a "snapshotof
your TripCase calendar. It will not

update automatically, but all your
TripCase trips will be visible:

Include trips f'm following

Download File

Subscription

Copy the following URL and import it
using your calendar application. Thi
will create a subscription feed that
automatically updates your calendar.

webcal.//www.tripcase com/calend
16jblk-307 0zbxj5s4i-
y2u4b7wmodyi-

09xqgg/TripCase ics?
following=false

Note: Lotus Motes users will need to

replace "webcal.//" with "hitps:i/" before

importing

Tum Off Calendar

smartphone

& AppStore

Note: In addition to your existing calendar, a new
TripCase calendar is created in a different color. Trip
items are added in the new calendar.

16
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Recommended: Subscription method using Google Calendar

1. Sign in at www.tripcase.com ®Btripcase’ Honrah Gaoman | x 117
2. Select the Calendar option from the ——

dropdown menu next to your name.
3. Select “Turn On” in the section called Los Angeles Trip __
Los Angeles, CA. Jul 27-31, 2014 L_Aclions T "

Subscription Method.

4. Copy the webcal URL in the
Subscription Method section.

Forward your travel supplier's confirmation
emall to us at trips@tripcase.com

5. Paste the webcal URL by selecting
"Add by URL" from the dropdown
® tripcase’ s Gimestona v | T menu under Other calendars.

6. Your TripCase Calendar should

now be viewable in your Google
K Trietase oV oir Oblendar calendar and all trips will be denoted in
a designated color.

Profile Calendal

TripCase offers two different methods \§r importing your TripCase data inio your calendar client

(Blackberry, Google, Lotus Notes or OUNpok) Follow your
Need help using TripCase with your calegar? Check out our calendar guide here! 18 s - P T - b T 7 TETT
17 18 19 20 21[22]23
One Time Import Subscription 24 25 26 27 28 29 30 8a
m
Download and import & “snapshot'of Copy the following URL and import it 1 2 3 45 86 7
your TripCase calendar. It will not using your calendar application. This
update automatically, but all your ill create a subscription feed that 9am
TripCase trips will be visible. hutomatically updates your calendar. My calendars v
3
Include trips I'm following webcal .Hu\-'-,\"‘_!« tripcase com#ca_\enc! Other calendars lE‘ 1Nam
ars/103824/g16jblk-307 ozbxj5s41-
e y2udb7wmodyi- Add a friend’s calendar jend"
Downlead File or 09%qgqITripCase ics? Add & friend’s calendar Add a friend's calendar
following=Talse i 5
- TripCase Browse Interesting Calendars
Note: Lotus Notes users will need to US Holidays
replace *webcal /" with "hilps./" before Add by URL
importing
) ) Import calendar
Turn Off Calendar Settings
2pm




Windows Mobile

Recommended: Subscription method using Outlook

B tri ‘
1. Sign in at www.tripcase.com tripcase

2. Select the Calendar option from the Hiip= by Feliaving
dropdown menu next to your name.

3. Click on " Turn On " in the section R L s —_— ==
called Subscription Method. e ' .

4. Copy the URL and import it into your ek bt tfins e oo
Outlook calendar.

5. Click "Yes" to the question, "Add this
internet Calendar to Outlook and
subscribe to updates?”

Microsaft Outlook [ = |

= | Add this Internet Calendar to Outlook and subscribe to
t ..1i updates?

http: {fwww. tripcase. comfcalendars (48 754/ Fopmkh 7-
n5r4h55pbtwa-enbpslkxsyet-aazbwe,TripCase.ics?.r=1

To configure this Calendar, dick Advanced. —
Q tripcase‘ | Advanced. ., | Yes | | Mo

= — = 2 e gt 3 o 505

Add TripCase to Your Calendar

TripCase offers two different methods for importing your TripCase data into your calendar client
(Blackberry, Google, Lotus Notes or Outiook)

Need help using TripCase with your calendar? Check out our calendar guide here!

Stay Connected on the Go

Follow your

friends’ trips

» fram your | Beview 3013 10 rovkuct plars

One Time Import Subscription smartphone ks 8 ekme sk, Eompite s

Download and import a “snapshot'of Copy the following URL and import it

your TripCase calendar. It will not using your calendar application. This

update automatically, but all your will create a subscription feed that

TripCase trips will be visible. automatically updates your calendar. N t I dd _t_ t - t_ I d

Include trips I'm following webcal /fwww_ripcase .com/calend L bl o e - n a I Ion o your eXIs Ing ca en ar’ a new

ars/103824/916]blk-3070zbxj5s41- H H H H H

— | Vaudbnemoips ‘ TripCase calendar is created in a different color. Trip

o uslmgg«‘rr_\pcase ics? . .
kg e items are added in the new calendar.

Note: Lotus Notes users will need to
replace "webcal:/" with “nttps:/” before

importing 18

Turn Off Calendar




Lotus Notes

Subscription Method

Sign in at www.tripcase.com

®tripcase”

Select the Calendar option from the
dropdown menu next to your name

My Trips Trips I'm Following

udl >

Select “Turn On” under the Subscription
Method section

Los Angeles Trip

Los Angeles, CA  Jul27-31, 2014

%

@

Create New Trip

or

Actions | v |

Forward your travel supplier's confirmation
emall to us al trips@tripcase.com

Copy the webcal URL. It begins with
webcal://lwww.tripcase.com... and ends
in .ics.

Hannah Gunzelman v

Stripcase

Add TripCase to Your Calendar

TripCase offers two different methods for importingfour TripCase data inio your calendar client
(Blackberry, Google, Lotus Notes or Qutiook)
MNeed help using TripCase with your calendar? Checfjogt our calendar guide here!

Stay Connected on the Go

Follow your
friends’ trips
from your

One Time Import Subscription

smartphone

Download and import a “snapshot”of
your TripCase calendar. It will not
update automatically, but all your
TripCase trips will be visible:

Copy the following URL and import it
using your calendar application. This
will create a subscription feed that

automatically updates your calendar.

Include trips Fm following

Downlead File

webcal:/fwww tripcase com/calend
1 24/g16jbik-3070zbx|5s541-
modyi-

or
[TripCase ics?

P
following=false
Note: Lotus Notes users will need to

replace "webcal /" with "htips//" before
importing

Turn Off Calendar

Tnips

5. Paste this URL into the Lotus Notes 'Add a Calendar’
window. Delete “webcal” and add “http” before the link.

w) Add a Calendar
Add
Add: [iCalendar feed -
Add iCalendar feed
Label:
URL: (i) }(Lookup...\‘
[¥] View this calendar when offline or on 2 mobile device (i)
Calendar Entry Formatting
Set display options for the added calendar's entries: (i)
Background: Text: Entry icon:
- I - = colender gray v
[ OK Cancel

TripCase calendaring supports Lotus Notes 8.5 or higher.



Lotus Notes

“Add a Calendar” Options

Label the new calendar “TripCase” to differentiate the TripCase calendar from other calendars
that you may have.

Lotus Notes calendar options include:
* View the TripCase calendar when offline or on a
mobile device
9 Adda Criend o » Format the background, text, and icon colors of

|
A TripCase calendar entries

Add: [iCalendar feed v

Add iCalendar feed

Label: | When you click on ‘OK’, you will receive a confirmation
URL: ® [Lookup... message that the TripCase calendar has been added.

V| View this calendar when offline or on a mobile device (i)

Calendar Entry Formatting

Set display options for the added calendar's entries: (i)
. QAdd a Calendar i
Text: Entry icon:

Background:
- I - = colend - n .
ey i You have successfully added the calendar. You can view the new calendar
from your Lotus Notes Calendar.

[ OK Cancel

0K
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Lotus Notes

“Add a Calendar” Options

. _ ‘ &) Views =
Once a TripCase calendar has been successfully added, it 2] One Day
will display as one of the calendars listed under the Lotus "5] Two Days
Notes ‘Show Calendars’ option. This option is ideal for users "2] One Work Week
who occasionally want to view, but do not necessarily want to =] One Week
embed, the TripCase calendar in their existing calendar. % One Month
i_;-.-jLists
When you double-click the TripCase calendar, it is imported CE e
to the users' inbox and calendar. It can then be opened o Caancar Entries
directly as a calendar invitation, allowing you to click on | ISR L 1
Accept, Decline, etc. iE Show Calendars
i Add a Calendar...
| V|55 Sarab
V] & ical test
(v] & ical test - invitation
cal - Tripcase
V| wd ical test - anniversary
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Frequently Asked Questions on Calendaring

(FAQs)

What is difference between the Subscription Method and the Import Method of Calendaring?

*The Import Method allows a one time ‘snapshot’ of your TripCase trip details on your existing
calendar. Please note, there will be no itinerary changes reflected on your appointments.

*The Subscription Method will create a new TripCase calendar in addition to your existing calendar.
Future trips and updated trip items will be added to the new TripCase calendar. Past trip items will
be removed from this calendar.

What does it mean to create a new calendar when importing my trip data?

Creating a new calendar can be helpful for travelers who do not like to see all their trip details along
with the rest of their calendar items on their existing calendar. This can be especially helpful for
administrators, friends, and family of the Traveler who would like to view the traveler’s trip details,
but are sensitive to the extra calendar items interfering with their existing calendar. Outlook, Google
and iOS assign different colors to separate calendars.

You can easily switch to the overlay view of your calendars by clicking on the arrow on the TripCase
calendar tab. In the overlay view, the trip details will appear in the same color as the TripCase
calendar however they will not block your main calendar.

How do | create a new calendar for my TripCase trips in Outlook?

Using the Subscription Method, a new TripCase calendar will always be created and any changes to
your trips will be automatically reflected in this new calendar. To create a new calendar using the
import method, select “Download File” from the calendar page on www.TripCase.com; then select
“open as new” from the Outlook dialogue box. A new TripCase calendar will be created. Using
Chrome, the new TripCase calendar will open automatically. 22



Frequently Asked Questions on Calendaring

(FAQs cont)

When downloading the .ics file, what is the difference between “Open” and “Save”?
When downloading the .ics file from TripCase confirmation emails:

Using Internet Explorer 8 and Microsoft Outlook 2010:
When asked if you want to open the .ics file, select “yes” or “open”.
The .ics file should open automatically in your main calendar application. Click “Save”.
You can also first “Save” the file and then click “Open”.
Using Google Chrome and Microsoft Outlook 2010:
The .ics file should open automatically in your main calendar application. Click “Save”.

Trip details are now added to your existing calendar. Please note, any itinerary changes
will require you to delete old calendar items and repeat this process.

When downloading from the Import Method on TripCase web

Using Internet Explorer 8 and Microsoft Outlook 2010 when choosing to “open” the .ics file
will create a new TripCase calendar.

Saving the .ics file, then using File > Open > Import > Import an iCalendar .ics file will integrate
your trip details into your existing calendar

« Using Chrome: The new TripCase calendar will be open automatically.
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Frequently Asked Questions on Calendaring

(FAQs cont)

How is TripCase calendaring different from Infuzer?

» Infuzer allows a one time ‘snapshot’ of your imported trip items from the .ics file to your existing
calendar. However, updates and new trip items will not automatically be reflected on your existing
calendar. Trip updates will require the traveler to delete the current calendar item(s) and import a
new .ics file.

» TripCase offers three calendaring methods.
1) The Import Method allows a one time ‘snapshot’ of your TripCase trip details on your existing
calendar. Please note, there will be no itinerary changes reflected on your appointments

2) The Subscription Method will create a new TripCase calendar in addition to your existing
calendar. Future trips and updated trip items will be added to the new TripCase calendar. Past
trip items will be deleted from the calendar.

3) “Add to Calendar” in TripCase confirmation emails allows to add files to your existing calendar.
Please note, there will be no itinerary changes reflected on your appointments.

How do | delete my new TripCase calendar in Outlook?
Under “Other Calendars,” right click on the calendar tab titled “TripCase”. Select “Delete Calendar”
from the drop down menu.

Clicking on the “X” sign on the new TripCase calendar closes the calendar view but does not delete it.

24



Frequently Asked Questions on Calendaring

(FAQs cont)

How do | add TripCase to my iPhone or iPad calendar using email or text?

Sign in to www.tripcase.com and select the Calendar option from the dropdown menu next to your
name. Access the webcal URL in the Subscription Method section. Send the URL to yourself via
email or text. Open the email or text from your mobile device and click on the URL. This will load the
calendar into your device’s native calendar application.

How do | manage iCal and time zones on my iPhone?

1. Turn on time zone support for your Calendar in iCal using “Settings”. Manually select the time
zone you most frequently use.

2. On your iPhone/iTouch/iPad under “Settings > General > Date & Time”, manually set your
calendar time zone to correspond with the one you chose in iCal. This forces the phone to keep your
times the same regardless of what time zone your cell phone is located in.

How is TripCase calendaring different from Sabre Virtually There calendaring?

TripCase supports the Subscription Method which creates a new TripCase calendar and any
changes to your trips will be automatically reflected in this new calendar. Sabre Virtually There only
supports the import .ics calendaring method, through Infuzer and iCal.

Which calendars does TripCase support?

Blackberry, Google, Lotus Notes or Outlook calendars are supported by TripCase calendar
functionality.
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Frequently Asked Questions on Calendaring

(FAQs cont)

If | have trips in my calendar from Sabre Virtually There and begin using TripCase, will my
trips brought into my calendar from Sabre Virtually There stay intact?
Yes. These trips will remain in your existing calendar. (i.e. Outlook)

How do | create a new calendar for my TripCase trips in Google?

Sign in to www.tripcase.com and select the Calendar option from the dropdown menu next to your
name. Copy the webcal URL in the Subscription Method section. Paste the webcal URL by
selecting “Add by URL” from the dropdown menu under Other Calendars in Google Calendar.

I’'ve added a variety of items to my trip through different channels — my air booking was
sent to my TripCase account directly by for my travel agent, | forwarded my hotel
confirmation email to trips@tripcase.com and | manually added miscellaneous activities
through my TripCase account online. Will all elements of my trip be reflected in my
calendar?

Yes. Regardless of how your trip details get into TripCase, all trip items in TripCase account can be
added to your calendar. All trip items are reflected in your calendar whether you used the Import or
Subscription calendaring method. We recommend merging these various trip items into a single
trip in your TripCase account before adding to your calendar.

26



Frequently Asked Questions on Calendaring

(FAQs cont)

Does TripCase calendar work with Lotus Notes?
Yes. In Lotus Notes 8.5 and higher, you should be able to use the iCalendar feed that TripCase
creates uniquely for you.

To get the required Calendar URL, sign in to www.tripcase.com and select the Calendar option
from the dropdown menu next to your name. Access the webcal URL in the Subscription Method
the URL begins with webcal://www.tripcase.com... and ends in .ics. Copy and paste this URL into
the Lotus Notes 'Add a Calendar' window.

Additional information on Lotus Notes Daylight Savings Time.
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