Key Travel Online
User guide

How to search and hold an
itinerary online




 Goto
* Click ‘Login’




Login continued...

Home  About s Sector Focus Products and Services Group Travel  News and Views  Travel Toolkit

WHAT IS YOUR EMAIL ADDRESSY

My 2mail address is

Email address is required.

DO YOU HAVE A PASSWORD?

Yes, my passwordis

Mo, | am registered with Key Travel but do not have a password yet.,

Enter your registered email address and password

If you are logging in for the first time you’ll need to create a password




Book Online

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 y

help centre and training platform
Click 'Book Online’ to proceed




Access KT Online

e To access the tool click ‘KT Online’ and ‘Continue’




Online home page

This is your home page
Select the product in the panel shown

To view all your saved / held trips go to the suitcase icon




Flight results

> =

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

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




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
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Hold a trip

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 y

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 continued...

@ HOLD @ Mon, 20 Mar LHR — EWR Ah O5Sm 1226 5kg COza
E Depart: Maon, 16:05 Londaon Heathrow Airport {LHR) GB, 3
TRAVELLER ALLOCATION Arrtive:  Maon, 2000 Mewsark Liberty International Airport (EWEY US, B
Vikgin Atlantic - Flight W51
%} Virgin Atlantic Hald until Fri, 17 Mar (Economy) Airhus £330-300 333
LHR - EWER - LHR
@ﬁ 4}5 Fri, 24 Mar EWR — LHR Bh S0Mm 1226 5kg COza
*ltarrs which cannot ba held will ba saved in your itinarary. We Depart: Fri, 22:20 Mewsark Libarty International Airport (EYWE)Y US, B
Q recommend items not held are reviewsed and booked 9 s00n as Arrive:  Zat, 0310 London Heathrow Airport {LHRE) GE, 3

possibla to guarantes availakbility Wirgin Atlantic - Flight W52

(Econory) Airbus A330-300 333

PROVIDE REASONS FOR YOUR CHOICE

Guote Hurmanitarian Fare I)'(s [2m k'%‘ ‘y
. £552.37
Reason for not selecting the lowest fare
Airfara: £185.00
' Airline taxes & faas: E3G7 .57
Booking fee: £0.00

CEQ.OCQ par parson)
REVIEW TEREMS AND CONDITIONS

Plaasa ansure travallars names ara spalt axactly a5 par thair
passport

Airlines stipulate thet the traveller nameas given must ba spelt
axacthy a5 they appear on tha traveller's passport and rasarve tha
right to prevent boarding for any discrepancies, It is the
rasponsibility of the custorner to ensure the accuracy of the data
provided,

Pleasa chack that your travaller(sh has @ valid passport and visa for
the trip. Passpoarts should be valid for & months after the return

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




Send to Authorised Booker

Saarch by: Trip 1D Q Travallar Q Lacatian: city, hatel... O\

Filtar by Tripy Status Al b Date range | From To . | Include past trips

Trip Status | Trip ID & | Travellers [tinarary Praducts | Currant Ttip cost
stagea

Held 1. Rebacca Lovall 20032017 London = Mewark = Landon EEL2 Z7
T& days
left
Giinte 20032017 London = Mewark = London 4:, ES52 37
Held 1. Rebacca Lovall 20032017 London = Mewark = Landon g E62217
T& days
left

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
continued...

Click ‘Share”

Select the authorised booker by adding their name in the ‘search users’ field
Click ‘send’ y

The booker will proceed to raise a Purchase Order and ‘book’
E-tickets will be sent to you




