E P l.= L EPFL Sustainability

SBB Webshop

The SBB Business Customers platform (SBB Webshop) enables the purchase of public transport
tickets for work-related travel in Switzerland and abroad. SBB Webshop replaces the EPFL Ticketshop
platform. This document describes the registration and purchase procedures on the platform.

The procedure and contract number mentioned in this document must not be
communicated to anyone outside your unit.

It is the responsibility of the units to share the EPFL contract number only with persons authorized
to make expenditures from the funds and to check that these purchases are made for
professional purposes within the meaning of the Directive relating to the organization of
responsible professional travel (LEX 5.6.2).
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Accreditation

Access to the SBB Webshop is managed by an Accred right assigned by your unit's accreditor.
Please check that you have "railticket" rights on Sesame (= Access/Identity=> Accred).

E P F L ACCRED @ Einstein Albert EN

«% Albert Einstein

xxxxxx - albert.einstein@epfl.ch

[0 Personal data o Accreditations S A(:mnddnf@ Logs %% Deputations

Q Where? Unit sigle, cf, fund Search Filters i Q_ Right, role, property, status name Search - states v do Type v B Deadline v

[C] Show acquired rights and roles

+ Export list

Accreditation Authorization Unit & resource Deadline State
Einstein Albert xxxx-X (UNITE)

nsteln Albert (0000x) Ticketshop - order train tickets Active
UNITE Fund
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https://business.sbb.ch/en
https://www.epfl.ch/about/overview/wp-content/uploads/2023/01/LEX-5.6.2_EN.pdf
https://www.epfl.ch/about/overview/wp-content/uploads/2023/01/LEX-5.6.2_EN.pdf
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Available products

The SBB Webshop enables the purchase of single tickets, group tickets, supersaver tickets, day
passes and upgrades for work-related travel in Switzerland and Europe. You can buy train tickets for
yourself or for a third party.

A The purchase of public transport passes via the SBB Webshop is strictly prohibited. !

Using the SBB Webshop enables to benefit from the Confederation's preferential rates, reason why
all ticket purchases in Switzerland must go through this channel. The discounts obtained will be
reflected in your accounts at the time of invoicing.

Trips within a fare network (e.g. Mobilis, Onde Verte, Unireso/LemanPass, Frimobil) does not qualify
for the discount.

Use of SwissPass for work-related travel
Linking your SwissPass account to the EPFL contract entitles all accredited employees- to purchase tickets
for work-related travel in Switzerland and abroad.

An identifier allows to connect to your personal or professional account. In order to benefit from a single
connection, and to avoid having to create a new identifier if leaving EPFL, it is recommended to use your
personal identifier to connect to your professional account. EPFL is not able to see purchases made
privately.

More information on the SwissPass for work-related travel is available at this link.

Registering as an EPFL employee

To buy tickets for professional purposes, you need to link your SwissPass login to your EPFL's
business account. This is a single action, to be carried out by each employee.

Reqistration procedure :

1. Gotothe SwissPass login page: link
2. If you already have a SwissPass login, go directly to step 3.

If you don't have a SwissPass login yet, create one by following the link “No customer number
yet? Register now" then "No customer number". Register by filling in the information requested.

We advise you to create your SwissPass customer account using your private (non-EPFL)
email address. Your EPFL email address for professional purchases can be registered at step
5.

©

Start

Do you have a customer number?

If you have a public transport season ticket or used to
have one, you already have a customer number. With
this number, you will benefit from a faster registration.

| own/owned:

SwissPass No customer number

TMore information on the procedures and conditions for purchasing passes at EPFL
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https://www.sbb.ch/fr/acheter/pages/login/loginRedirect.xhtml?lang=fr&backUrl=/fr/acheter/pages/fahrplan/fahrplan.xhtml?splpRegistrierung=true
https://business.sbb.ch/en/registration/register-employees.html
https://www.epfl.ch/campus/mobility/mobility-and-travel/commuting/public-transportation/
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The reduced fare cards (e.g. Half-Fare travelcard) can be added manually to your account,
under "My account", "Personal details". Under "Discount cards", you can select your Swiss and
international cards;

Orders. .

View your orders.

Personal details.
A

Edit your personal details.

Co-passengers.
A Discount cards

Add new co-passengers or edit existing ones.

Select your valid discount cards here, These will then be taken into account when buying a ticket
Payment method.

Add a new payment method or change your existing one. Discount cards

Half Fare Travelcard ~
) Notifications.

Manage your netifications. No discount

¥ Your interests. Switzerland

Select your interests now.
y ~| Half Fare Travelcard

GA Travelcard 1st class

GA Travelcard 2nd class our e-mails.

3. Log in to your SwissPass account, then link your SwissPass login to the EPFL business
account by clicking on this link.

4. Enter the contract number EPFL776 in the dedicated field, then click on "Check contract";

Initial registration for business travel
and partner sales

For the first registration you will need a contract number as well as the details of your invoice
office. This information is provided by the travel co-ordination of your company.

l Contract number
Check contract —

5. Then enter your EPFL e-mail address and click on "Register";

The existing contract number is provided by the person responsible for travel at your
company.

\ Adresse alectronique professionnalla
albert. enstein@epfl.ch

Reqister =
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https://www.sbb.ch/fr/acheter/pages/fahrplan/fahrplan.xhtml?splpRegistrierung=true

E P F L EPFL Sustainability

6. You will receive a confirmation on your EPFL e-mail address.

Click on the link to confirm your address. Complete your registration by clicking on "Confirm"

on your browser.

) SBB CFF FFS , )
Registration
for SBB Businesstravel

Dear business customer,

" ehoome to SBB Businesstravel|
By clickin = link, you confirm that your company’s e-mail address is correct. |f you also make

baakings for international travel, multi-trip cards or GA travel, please contact your company’s travel Please complete your registration by clicking on "Confirm”.
manager
You will automatically be entitled to bock tickets via the company account
Once you have completed this one-off registration, you will aiways have
Your S8 Commercial Customers team. BCCESS Via your login.

‘We wish you a pleasant journey with S88.

SBB Contact Centre
Service Center Businesstravel
P.0O.Box 176

CH-3900 Brig
Be1 Bb2cl-bOcd-Acfd. 87 5d-eal Ao B

Teleghone: <41 |0JB48 111456
gl business@eff.ch

This e-mail will be sent automatically. Please do not reply. Confirm =

7. Your SwissPass account is now linked to the EPFL contract.

Registration
for SBB Businesstravel

The registration has been completed successfully. You will now be logged

out and the new contract will be avalable the next time you log in

You will automatically be entiled to book tickets via your company
account. Once you have completed this one-off registration, you will
always be able to acoess your account via your login.

Purchasing train tickets via the EPFL account
To purchase tickets online, log in to the SBB Webshop.

1. Click onthe "Log in" tab at the top of your screen and enter your SwissPass login details.

Q_ search [l Buy | A Signin | €D English ~ ESBB CFF FFS

2. Choose the user role with contract number EPFL776.

Welcome to SBB.

Business or private customer? With your login, you can buy and invoice for tickets for business or private journeys. Please choose
one of the YO”OW\I’\Q user roles.

® EPFL - EPFL776
Albert Einstein

Private customer
Albert Einstein

Bookmark user role Choose user role —>
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3. Check that the "company" icon at the top of your screen indicates that you are connected to
the EPFL account.

Q_ search Buy | Ba v| @ Engish v K3 SBB CFF FFS

4. You will automatically be directed to the SBB timetable page, where you can purchase train

tickets.
From To
Station/stop, address or point of interest Station/stop, address or point of interest Add via +
Date Time
< Mon, 04.03.2024 > 07:27 Dep Arr Advanced search —
Reset enquiry C

5. When choosing your ticket, you can choose an single ticket or, if available, a supersaver ticket
(represented by a black logo with the % symbol).

Please note! The supersaver tickets are only valid for the chosen route and train (no exchanges
or refunds). Click on the red purchase icon to carry on with the procedure.

[/ RL] Direction Genéve-Aéroport
12:26 @———wo@ 13:39 LU, L2 &S L1
from CHF 15.40
[AZ=E Oirection Genéve-Aéroport
1266 @—— eo—@ 1403 1h7min g 1400 2.4 = R4 e

6. Before any purchase, please enter or check the traveller's details (first name, surname, date of
birth and any discount card).

You can also buy the same ticket for several people by clicking on "Process passengers /
reductions" and then "Add passengers".

Fribourg/Freiburg - Ecublens VD, EPFL

via Lausanne — Renens VD, 2nd class. Thu, 07.03.2024.

® Note: The supersaver ticket selected is issued for a specific train (no refund or exchange). Choose the Qutward iOU rney

“ Point-to-Point Ticket for flexible travel.

Fribourg/Freiburg — Ecublens VD, EPFL
via Lausanne - Renens VD
2nd class

1x Supersaver Ticket, Half-Fare Travelcard
Enter passengers Val: Thu, 07032024 cop 1225

until Thu, 07.03.2024 13:38 CHF 11.80
Albert Einstein, 14.03.1979
Half Fare Travelcard

Total price CHF 11.80

Process passengers | reductions 2
To the checkout —>
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Purchase with SwissPass login | Purchase as a

guest.
Overview of passengers.
Passenger 1.
Albert Einstein 14.03.1979 Half Fare Travelcard ~ ) ~

# FEEGTEED

If you buy a ticket for someone else, the ticket will appear in your SBB application, and you will
receive a QR code that you can transfer by e-mail to the passenger concerned.

7. Travel options allow you to choose the type of journey and class? . You can also add
supplements for public transport in certain cities.

Then click on the “To the checkout” icon.

. Qutward journey
Travel options
Fribourg/Freiburg — Ecublens VD, EPFL

% \
Single and 1st class via Lausanne - Renens VD
I 2 | F
—> Singlejoumey | & iim journey 2nd class + CHF 7.00 2nd class

1x Supersaver Ticket, Half-Fare Travelcard (¢

Valid: Thu, 07.03. p 12:26

Choice of ticket Outward journsy until Thu, 07.03.2024 13:39 CHF 11.80
Point-to-point Ticket + CHF 4.10

Total price CHF 11.80

Valid for the chosen public transport route:

Thu, 07.03.2024 until 5am on Fri, 08.03.2024
To the checkout —

® Supersaver Ticket

Only valid for the selected connection:

Thu, 07.03.2024 Depart 12:26 Arrival 13:39

2 | EX 5.6.2 (article7): Employees with functional grades up to 6 travel 2¢ class. Travel in 1st class is subject to
authorization by the head of unit. Employees at functional level 7 and above may choose 1st class.
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8. The page Means of payment will ask you to complete the following fields:
e Allocation of costs: indicate the number of the fund to be allocated.
e Reference (optional): indicate the operation code (OP code)

e Reference 2 (optional): allows you to enter the number of the validated travel request
O010xxxx so that the purchase can be included in the relevant expense statement (nb:
a travel request is only required when the trip includes air travel or an overnight stay in a
hotel).

Means of payment

Invoice

Invoice centre

EPFL

Cost allocation

Select... ‘ _

Invoice address

EPFL FI COMPTA

Bl A1 435 (Batiment Bl)
Station 7

1015 Lausanne

Reference _

Reference (optional) Reference 2 (optional)

1} 1 |

OP code if applicable Travel file number if annlicable

9. Thenclick on "Buy" to finalize the purchase of the ticket, which will be sent to you electronically.

& Payment with unit’'s bank card may not be used.

Purchasing train tickets via the SBB Mobile application

The SBB Mobile application enables you to purchase tickets for the whole of Switzerland from your
smartphone. Download the "SBB Mobile" application from the Apple Store or Google Play and watch
the SBB video explaining how to do it.

Contacts
If you have any problems connecting to the SwissPass platform or have any questions about
purchasing train tickets, please contact the SBB Businesstravel Service Centre:

e viathe online form
e or by telephone on 0848 111 456 (Mon-Fri, 8am-5.30pm)

If you have any questions about this procedure, please contact the EPFL mobility team
mobilite@epfl.ch.

Your Mobility team
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https://www.youtube.com/watch?v=cAAU0stjkiQ
https://business.sbb.ch/en/help-contact/abos-billette/contact-ticket-purchase.html
mailto:mobilite@epfl.ch

