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Travel Manager Project 

User Guide 

Application access 

The application is available at: http://webapps.calzedonia.com:8092/TravelManager 

You can use the application with Internet Explorer 9.0 or greater or with any other browser 

(Chrome, Firefox, Safari, Opera) updated to the latest version. 

Credentials are required to login,username and password are the same of Novell network. 

 

 

Home page 

After login, the menu bar appears; it gives access to the application functions. 

 

 
 

Selecting the user name, a dropdown menu is displayed  

 

 

 Profilo: opens a panel to set user information. 

 Esci: you are disconnected and redirected to the main page. 

 
Profile 

In the profile setup panel, the user has the possibility to store information for the Travel Office, in 

particular: 

 Identity Card details 

 Identity Card attachment in Acrobat PDF format or image (JPG, PNG) 

 Passport details 

 Passport attachment in Acrobat PDF format or image (JPG, PNG) 

 Additional notes 
 Loyalty card details 

http://webapps.calzedonia.com:8092/TravelManager
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Once an attachment is uploaded, additional fields are required. 

To upload a new document, remove the current one, then the button to upload it appears. 

 

You can add any number of loyalty cards and visas (green button) or remove them (red button with 

the trash icon). 
 

Travel request 

In the menu bar, select Travel  Richieste to access the management page of the travel requests 

 

 
In the page you can see a list of requests already entered and a button bar for management: 

 

 
 

 

The request can be created, modified or deleted until it is in "Draft" status (yellow LED); once it is 

submitted to the Travel Office, a dossier is created and the request is no longer editable. 
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You can create a new request or modify an existing one by selecting it from the list, in both cases 

you are shown to the request composition panel, where it is required to fill the header fields: 

 
At this point you must fill in the passenger data, you can dynamically add (or remove) other 

passengers to the request on condition that they are making the same trip. 

 

The name by default is set equal to the requester, but you can change if you are booking on 

someone else’s behalf. Some fields are preset to the values contained in the company database, but 

they are editable. 

 

Some fields allow only an obligatory choice among the provided values, as for “Marchio" (Brand); 

but if the field has the arrow icon separated with a vertical line you can also enter values in the list, 

as for "Società di fatturazione" (Billing Company). 

 

 
 

This rule applies to all application panels. 

 

All fields marked with a red asterisk are required; if you try to save without having filled some of 

them, an error message is displayed and they are highlighted in red:  

 

 

 
 

The application may require additional information with regards to the selected name, for example 

the order number: 

 

 
 

Once the main page is completed, you can save the request as a "Draft”, while the "Esci" button 

takes you back to requests page. 
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The blue button should be used only when the request is complete and must be processed by the 

Travel Office 

 

 
 

To edit a saved request, select and click the edit button. 

 

 
 

Now you can add requests for specific services you need: 

 

 
 

A palette of services that may be required is displayed, by selecting an icon the system adds the 

request and the icon turns green indicating that the service has been added. 

The Corporate Plane request is available only to authorized users. 

 

Before adding other requests you must complete all fields. 

 

If you select an icon of an already added service (green icon), the system removes the relative 

request, subject to confirmation. 

 

 
 

To switch from one request to another during compilation you can use the navigation tabs: 
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Flight request 

The required fields must be filled, you can add notes in the dedicated area. 

 

 
 

You can add a variable number of routes using the buttons. 

 

By typing in at least 3 characters in the airports field, the system performs a search on all the 

world's airports; once an airport is selected, the information button opens a window with the Google 

map. The window can be closed with the top button or with the key “esc”. 
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Train request 

The required fields must be filled, you can add notes in the dedicated area. 

 

 
 

You can add a variable number of routes using the buttons. 

 

If you type in at least 3 characters in the stations field, the system performs a search on all the 

italian railway stations. 
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Hotel request 

The required fields must be filled, you can add notes in the dedicated area. 

 

 
 

You can add a variable number of hotel using the buttons. 

 

Type in at least 2 characters in the city field, the system performs a search on all the cities that 

have a hotel with agreement. If you select a city from the list, the system displays the available 

hotels in that city, the information button opens a window with the Google map. The window can be 

closed with the top button or with the key “esc”. 

The window contains all the hotels for the selected city: 
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If you select a hotel in the map it icon turns blue and the view is zoomed around it. The details 
about the hotel are shown and this choice is set in the panel: 

 

 

Shuttle request 

The required fields must be filled, you can add notes in the dedicated area. 

 

 
 

You can add a variable number of routes using the buttons. 

 

Type in at least 2 characters in the route field, the system performs a search on all the predefined 

routes. 
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Car rental request 

The required fields must be filled, you can add notes in the dedicated area. 

 

 
 

  

You can add a variable number of car requests using the buttons. 

 

There are no default values 

Meeting Room request 

The required fields must be filled, you can add notes in the dedicated area. 

If you select a type of buffet, I must also specify the time and the guaranteed minimum number of 

participants for the buffet. 

You can add a variable number of meeting room requests using the buttons. 

 

Type in at least 2 characters in the city field, the system performs a search on all the cities that 

have a building with agreement. If you select a city from the list, the system displays the available 

building in that city, the information button opens a window with the Google map. The window can 

be closed with the top button or with the key “esc”. 

 

The window contains all the buildings for the selected city, it works the same way as the hotel 

selection. 
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Generic request 

The required fields must be filled, you can add notes in the dedicated area. 

 

 
 

  

You can add a variable number of requests using the button. 
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Corporate Plane request (only authorized users) 

The required fields must be filled, you can add notes in the dedicated area. 

 

 
 

You can add a variable number of comma-separated passengers, the system performs a search 

among the registered users. 

 

You can add a variable number of corporate planes requests using the buttons. 

 

Closing a Travel Request 

Once you have completed all the requirements, you can send the travel request to the Travel Office 

creating a dossier. 

 
 

Back to the list of requests 

 

 
 

The request is now complete and cannot be changed: 
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Travel dossier 

In the menu bar, select “Travel  Pratiche” to access the management page of the travel dossiers 

 

 
 

The page contains a grid with the dossiers where you are author or traveller; with the triangle icon 

you can expand or compact the contents of dossier 

 

 
 

Once the dossier has been assigned you can check the status of all the sub-dossier and see they 

were assigned to: 
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User message in relation to a Travel Sub-Dossier 

If the user has the need to communicate something to the Travel Office, for example, to request a 

modification or a cancellation, he can use the messaging panel. 

 

 
Appears the message composition panel: 

 

 
 

The icon shows that there is a message sent to the Travel Office and it is not processed yet. 

By clicking the icon you can see the message history: 
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Travel Office message in relation to a Travel Sub-Dossier 

If the Travel Office needs to ask questions about the user such as the modification or cancellation of 

a confirmation inside a sub-dossier, the sub-dossier switches in a particular state of "User 

confirmation". 

 

 
The user is notified by email that his intervention is required on a dossier and the number of unread 

messages is displayed in the page in the upper right corner next to the user name: 

 

 
 

 

The dossier in the grid having at least one sub-dossier in "User confirmation" status is highlighted by 

a blue message icon, while its sub-dossier has a red LED. 

 

To manage the response, you can open the messaging panel, you can confirm or reject by adding a 

reason: 

 

 
 

The icon of the sub-dossier shows the status of the response, until it is processed by the Travel 

Office, this example displays a confirmation: 
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Whereas this displays a rejection: 
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Chat 

Every page contains a button to communicate with the Travel Office to ask for information or 

support to fill-in the forms. 

 

The chat is available through a panel at the bottom of the page; if there is at least one available 

user, the panel says “Online”: 

 

 
 

Selecting it, the extended panel appears with the field for messages: 

 

 
 

If no user is available, says “Offline”: 

 

 
 

You can successfully send messages anyway, but the response will not be immediate: 

 

 
 


