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• Go to www.keytravel.com/uk
• Click ‘Login’
• Go to www.keytravel.com/uk
• Click ‘Login’

Login
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• Enter your registered email address and password
• If you are logging in for the first time you’ll need to create a password
• Enter your registered email address and password
• If you are logging in for the first time you’ll need to create a password

Login continued…
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• Once logged in you have access to Book Online, Profile Manager; where you can
create and manage Traveller Profiles, and the Key Travel Academy; your online
help centre and training platform

• Click ’Book Online’ to proceed

• Once logged in you have access to Book Online, Profile Manager; where you can
create and manage Traveller Profiles, and the Key Travel Academy; your online
help centre and training platform

• Click ’Book Online’ to proceed

Book Online
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• To access the tool click ‘KT Online’ and ‘Continue’• To access the tool click ‘KT Online’ and ‘Continue’

Access KT Online
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• This is your home page
• Select the product in the panel shown
• To view all your saved / held trips go to the suitcase icon

• This is your home page
• Select the product in the panel shown
• To view all your saved / held trips go to the suitcase icon

Online home page
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• The fare grid contains all available airlines comparing different contract
• Each fare type will display icons to show the most flexible conditions. These include hold

deadline dates, changes and refunds and ticket validities
• Add an option to your basket to proceed

• The fare grid contains all available airlines comparing different contract
• Each fare type will display icons to show the most flexible conditions. These include hold

deadline dates, changes and refunds and ticket validities
• Add an option to your basket to proceed

Flight results



24 January, 2017 8YOUR GUIDE TO KEY TRAVEL

• Multiple items can be added into the basket
• To ‘hold’ a flight option click ‘Book or Hold’

(only 1 option can be held – not all items can be held)
• Use the ‘send quote’ function to send the quote to an authorised booker who will raise

a Purchase Order on your behalf

• Multiple items can be added into the basket
• To ‘hold’ a flight option click ‘Book or Hold’

(only 1 option can be held – not all items can be held)
• Use the ‘send quote’ function to send the quote to an authorised booker who will raise

a Purchase Order on your behalf

Basket
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• Accessing the ‘checkout’ screen can be done from the basket or the Trip ID
• Traveller names are required and can be added manually or selected from a profile
• The ‘Hold’ button will activate if you have an option which can be held
• If the option cannot be held click on the Trip ID and send the quote to an authorised

booker, who can action on your behalf

• Accessing the ‘checkout’ screen can be done from the basket or the Trip ID
• Traveller names are required and can be added manually or selected from a profile
• The ‘Hold’ button will activate if you have an option which can be held
• If the option cannot be held click on the Trip ID and send the quote to an authorised

booker, who can action on your behalf

Hold a trip
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• The hold section will confirm the items which can be held and will also specify the
deadline date

• Please click ‘Agree and hold’ to proceed

• The hold section will confirm the items which can be held and will also specify the
deadline date

• Please click ‘Agree and hold’ to proceed

Hold a trip continued…
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• The trip should be sent to an authorised booker in order for the trip to be confirmed
• From the Trips folder click on the relevant trip you want to send
• The trip should be sent to an authorised booker in order for the trip to be confirmed
• From the Trips folder click on the relevant trip you want to send

Send to Authorised Booker
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• Click ‘Share’’
• Select the authorised booker by adding their name in the ‘search users’ field
• Click ‘send’
• The booker will proceed to raise a Purchase Order and ‘book’
• E-tickets will be sent to you

• Click ‘Share’’
• Select the authorised booker by adding their name in the ‘search users’ field
• Click ‘send’
• The booker will proceed to raise a Purchase Order and ‘book’
• E-tickets will be sent to you

Send to Authorised Booker
continued…


