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Part 1  
Getting Started



Access the online booking tool, ethosBook, through the
procurement ordering portal by selecting the 'Foreign work trips'
tile in BAS InSite. If the tile is not visible to you in the ordering
environment, the authorised representative of your department,
institute, or faculty can grant you access rights by submitting a
request in BAS InSite. If you do not know who is authorised to do
this, please ask your line manager.

Step 1: Go to the staff website via Medewerkerswebsite -
Universiteit Leiden.

Step 2: Click the Bas InSite icon:

Step 3: Go to ‘Inkoop / Procurement’ and click on ‘Bestelportaal /
Order Portal’:

Logging in to ethosBook
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https://www.medewerkers.universiteitleiden.nl/?cf=bestuursbureau-expertisecentra&cd=universitair-facilitair-bedrijf
https://www.medewerkers.universiteitleiden.nl/?cf=bestuursbureau-expertisecentra&cd=universitair-facilitair-bedrijf


Step 4: Select the tile 'Foreign work trips / Buitenlandse
Dienstreizen’:

Step 5: Log in using your credentials via the link. You will then be
redirected to the DGI website.
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Set Language Preferences
Set language preference - you can choose your desired
language by clicking Settings in the top right menu of the
homepage.
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Traveller Profiles
Set up your traveller profile - you can view and edit your traveller
profile by clicking Traveller Profiles in the top right menu of the
homepage.

Choose whether to edit
your profile, manage access,
view colleagues' profiles
(with permission) or to
create a new profile.
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Edit Traveller Profiles
Complete your traveller profile so that you do not have to
manually enter your details for each booking.

Add your airline
membership numbers to
collect points with each
booking.
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Part 2 
Travel Restrictions
and Visa
Requirements



Travel Restrictions
and Visas

Before booking a trip we recommend you search the travel
restrictions and visa requirements. 

To access the Travel Restrictions, click on the ‘Travel restrictions’
button, along the top of the webpage.
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The travel restrictions tool is only available in English.



Travel Restrictions and Visas
We have an interactive map with up-to-date visa requirements.
If you enter the country of your passport, your location and the
destination, you will be able to see the visa restrictions per
country. 

Users can check passport and entry requirements for any
country and nationality.
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Part 3 
How to Book 



How to Book Flights



Accessing the Flight
Booking Tool
To access the Flight Booking Tool, click on the ‘Flights’ button,
along the top of the webpage.
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Searching for Flights
This is the first screen you’ll see when entering the flight
booking section. Here’s where you can enter the details of your
itinerary, using city name, airport name or airport code for origin
and destination, along with your travel dates, preferred class of
travel and number of travellers. 

This search will consider your company’s travel-related policy
agreements and preferences. Please search for the English
name as this is a global search too.
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Flight Search Results
Upon completion of your search, you will be presented with all
the flights matching your criteria, as shown here: 
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An overview of fares, suppliers, and prices are displayed at the
top of your search results. You can sort them by the 3 different
highlighted fare types, Published, Humanitarian/Academic and
negotiated.

1.Published - the standard published fares by airlines.
2.Academic/Humanitarian  - special deals we have negotiated

with airlines 
3.Negotiated - additional flight deals we have negotiated with

airlines.

Flight Search Results

Your original search parameters will appear at the top of the
page and can be adjusted at any point. 

Below this, you will see the option to filter your results and
narrow down your search. These filters include price,
departure/arrival time, baggage, trip duration, as well as possible
stop overs and stop over length. 
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Flight Search Results

Reset
Filters at
any time

18



Selecting Your Flight
Once you have selected your preferred flights by clicking the
tick boxes on the left and including the return if necessary, you
will have 2 options:

1.Add To Quote - Save the details of the flight itinerary and
email to a colleague if required*

2.Add To Basket - Add the itinerary to your shopping basket,
you can then hold the option if not ready to confirm or
continue shopping.

*Please note, adding an option to a quote does not hold any
seats, and price and availability will be subject to change
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Additional Benefits
If there is an alternative flight with additional benefits available
to you, that fit within your search parameters, then the system
will automatically suggest the alternative option for you.

 If you wish to proceed with the alternative flight, simply click the
price under that option. If however, you wish to carry on with
your original booking, you can simply carry on to proceed as
normal. 
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1

Understanding Your Selection
1.Total trip duration
2.Number of stop overs
3.Baggage allowance indicator
4.Total CO₂ emissions for journey
5.Outbound flights. (Airports, flight times and dates)
6.Airline and Flight Number 
7.Stopover information
8.Additional tabs with information about fare rules, fare

summary and luggage information
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Our online booking tool uses AI software to summarise the often
very complex airline fare rules.

Fare Rules
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Your Basket

When you click through to the basket, you can add your own
passenger profile, other traveller’s profiles that you have access
to, or manually enter the traveller’s details. 

Email the draft itinerary to yourself or other travellers.
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Your Basket -
Financial Codes

For Universiteit Leiden’s invoicing and reporting purposes,
several Accounting Data Items must be recorded when making
a booking. 

Please enter the relevant information for your booking, then
proceed to the next step.
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Confirming Your Booking 
Once you are ready to go ahead with the booking, click the
‘Continue’ button. The booking will then be processed and the
booker will be emailed the travel documents.

As Universiteit Leiden’s policy is to collect CO2 offsetting at the
point of sale, the box is automatically ticked, as shown below:
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View Existing Bookings
You can view your existing bookings by clicking bookings in the
top right menu of the homepage.

You can filter, view and share any of your existing bookings.

26



How to Book
Hotels



Accessing Hotels in the
Booking Tool 
To access the Hotel Booking Tool, click on the ‘Hotels’ button,
along the top of the webpage.
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This is the first screen you’ll see when entering hotels section of
the booking tool. Here’s where you can enter the details of your
itinerary, using the destination or Hotel name, along with your
travel dates, number of travellers and number of rooms. 

This search will consider your organisation’s travel-related policy
agreements and preferences. Please search for the destination
name in English as this is a global search tool.

Searching for
Accommodation
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Once the search results have loaded, all available
accommodations will be displayed below.

Search Results
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Once the search results have loaded, you can filter these to your
criteria.

Search Filters

Reset Filters
at any time

31



If you want to see more information about a specific
accommodation, click ‘View Rates’. 

You will then see detailed information about the hotel and a list
of available room options, such as refundable rooms, breakfast
included, double beds, and more. 

Once you have chosen your preferred option, simply click the
‘Select’ button to proceed with your booking.

View Hotel Information
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Once you have selected your preferred accommodation, you
will have 2 options:

1.  Add To Quote - Save the details of the accommodation for
later. You can also email the quote to yourself or other
travellers if required*

2.  Add To Basket - Add the itinerary to your shopping basket to
continue with the booking

*Please note, adding an option to a quote does not hold a room, and price and availability will be subject to
change

Selecting Your
Accommodation
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When you click through to the basket, it asks for passenger
details. You can select your own passenger profile, other
traveller's profiles that you have access to, or manually enter the
travellers details. 

Once the details are completed, click ‘Proceed’.

Your Basket

Email the draft itinerary to yourself or
other travellers
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Your Basket – Financial
Codes

For Universiteit Leiden’s invoicing and reporting purposes,
several Accounting Data Items must be recorded when making
a booking. 

Please enter the relevant information for your booking, then
proceed to the next step.
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Confirming Your Booking
Once you are ready to go ahead with the booking, click the
‘Continue’ button. The booking will then be processed and the
booker will be emailed the travel documents.
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View Existing Bookings
You can view your existing bookings by clicking bookings in the
top right menu of the homepage.

You can filter, view and share any of your existing bookings.

37



How to Book Rail



Accessing Rail in the
Booking Tool 
To access the Rail Booking Tool, click on the ‘Rail’ button, along
the top of the webpage.
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This is the first screen you will see when entering the rail section
of the booking tool. Here is where you can enter the details of
your itinerary.

First, select whether you would like one-way, return or open
return. Then enter details of the trip including ‘from: city or train
station’ and ‘to: destination city or train station’, along with your
travel dates, number of travellers and railcards. 

This search will consider your organisation’s travel policy and
preferences. Please search for destination in the local language.

Searching for rail
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All available rail journeys will be displayed. Click 'Show details' to
expand the details of the journey. Add a ticket to the basket by
choosing the desired flexibility: non-flexi, semi-flexi, or flexi. Click
'View full ticket conditions' to see the specific conditions for
each ticket.

Search Results 

41



Once you have selected your preferred rail journey, you will have
2 options:

1.  Add To Quote - Save the details of the rail journey for later.
You can also email the quote to yourself or other travellers if
required

2.  Add To Basket - Add the itinerary to your shopping basket to
proceed with the booking

Selecting Your Rail Journey
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When you click through to the basket, it asks for passenger
details. You can select your own passenger profile, other
traveller's profiles that you have access to, or manually enter the
travellers details. 

Once the details are completed, click ‘Proceed’.

Your Basket

Email the draft itinerary to yourself or
other travellers
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Your Basket – Financial
Codes

For Universiteit Leiden’s invoicing and reporting purposes,
several Accounting Data Items must be recorded when making
a booking. 

Please enter the relevant information for your booking, then
proceed to the next step.
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Once you are ready to go ahead with the booking. Click the box
to accept the terms and conditions for your booking. 

Once ready, click ‘Continue’ to complete the booking. The
booker will be emailed the travel documents.

Confirming Your Booking 
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You can view your existing bookings by clicking bookings in the
top right menu of the homepage.

View Existing Bookings

You can filter, view and share any of your existing bookings.
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Part 4  
Changes and
Cancellations



You can submit a change or cancellation request directly
through our online booking tool.

Navigate to Your Bookings and scroll down to locate the item
you wish to amend or cancel.

Click the three dots next to the booking, then select ‘Amend’.

How to Change or Cancel
a Booking

Select the travel you wish to change or cancel.
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How to Change or
Cancel a Booking
Enter a description of the change or cancellation required, and
then click ‘Send’.

Your request will then be sent to our Online Team. They will
process the change or cancellation, advising you of any
applicable costs before finalising the booking amendment.
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Part 5 
After Care



Online Booking Tool Support 
Use the online chat function
Email: online@dgitravel.com
Phone: +31 (0) 70 808 0325

24/7 Emergency Support
Within business hours

+31 (0) 70 808 0323

Out-of-hours
+44 (0) 161 884 5395

Account Manager
Stefania Paolini - email:

SPaolini@dgitravel.com 
Phone: +31 (0) 70 808 1369

After Care

Full-service team
Email: Olive@dgitravel.com 
Phone: +31 (0) 70 808 0323

WhatsApp: +44 (0) 161 884 5388
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