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USER GUIDE 

My Account 
 

• My Profile 
o Responsibilities of a Travel Agency Administrator on TTS Corporate 
o How do I start using TTS Corporate? 
o My Profile on TTS Corporate 

 

• My Agency 
o Configure your Agency’s Profile 
o Setup your Terms & Conditions and agency’s Credit Card(s) 

 

• Companies 
o Manage and check your Companies 
o Adding Companies 
o Editing an existing Company 
o Searching an existing Company 

 

• Users 
o Manage and check Users 
o Searching a User  
o Different User Roles on TTS Corporate 

▪ Creating an Agency Admin User 
• About agency users 

▪ Creating a Company Admin User 
▪ Creating a Traveller User 

• User without login 
▪ Creating an Arranger User 
▪ Creating an Approver User 
▪ How many Users can I have on TTS Corporate? 

 

• Current account 
▪ Check and manage your balance 
▪ Adding funds 

 

 

Corporate Accounts setup 
 

• Customization 
o Activating content and features for Companies 
o Activating Low Cost Flights 
o Managed Services 

 
  

https://tts.zendesk.com/hc/en-us/articles/7572858114065-Responsibilities-of-a-Travel-Agency-Administrator-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7527562743953-How-do-I-start-using-TTS-Corporate-
https://tts.zendesk.com/hc/en-us/articles/7455053526417-My-profile-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7490412319889-Configure-your-Agency-s-Profile
https://tts.zendesk.com/hc/en-us/articles/7402954600849-Configure-your-Agency-s-terms-and-conditions-and-add-your-credit-card-s-
https://tts.zendesk.com/hc/en-us/articles/7573193186321-Manage-and-check-your-Companies
https://tts.zendesk.com/hc/en-us/articles/7245026938129-Adding-companies-to-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7583306197009-Editing-an-existing-Company
https://tts.zendesk.com/hc/en-us/articles/7583876759313-Searching-an-existing-Company
https://tts.zendesk.com/hc/en-us/articles/360000419506-Manage-and-check-users-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/360021720752-Searching-a-User-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/360000419903-Users-and-their-different-roles-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/360000419386-Creating-an-Agency-Admin-user
https://tts.zendesk.com/hc/en-us/articles/360000419623
https://tts.zendesk.com/hc/en-us/articles/360000420723-Creating-a-company-Admin-user
https://tts.zendesk.com/hc/en-us/articles/360000419143-Creating-a-Traveller-user
https://tts.zendesk.com/hc/en-us/articles/360000667883-Can-I-have-a-traveller-without-email-
https://tts.zendesk.com/hc/en-us/articles/360000420166-Creating-an-Arranger-user
https://tts.zendesk.com/hc/en-us/articles/360000420323-Creating-an-Approver-user
https://tts.zendesk.com/hc/en-us/articles/7270300017297-Is-there-a-limit-to-users-on-TTS-Corporate-
https://tts.zendesk.com/hc/en-us/articles/7588564070289-Check-your-current-balance-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7271247333521-Adding-funds-to-my-TTS-Corporate-to-enable-specific-content-and-features
https://tts.zendesk.com/hc/en-us/articles/7279238820881-Activating-content-and-features-for-your-companies
https://tts.zendesk.com/hc/en-us/articles/7303438187025-Low-Cost-Flights-on-TTS-Corporate-Activation
https://tts.zendesk.com/hc/en-us/articles/7485837199889-Can-TTS-do-the-configurations-of-TTS-Corporate-for-me-
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Search and Book 
 

o Search and Book 
o Search and Book navigation 
o After receiving a booking 

 

    

Settings 
 

• Content 
 

o GDS Core Flights 
▪ Complete GDS Information 
▪ Setting up GDS Core Flights 
▪ Setting your Preferences to GDS Core Flights 
▪ Configuring Fees 
▪ Configuring Markup Fees 
▪ Add Corporate IDs 

 
o GDS Core Hotels 

▪ Complete GDS Information 
▪ Setting up GDS Core Hotels 
▪ Setting your Preferences to GDS Core Hotels 
▪ Configuring Fees 
▪ Configuring Markup Fees 

 
o GDS Core Rent-a-Car 

▪ Complete GDS Information 
▪ Setting up GDS Core Rent-a-Car 
▪ Setting your Preferences to GDS Core Rent-a-Car 
▪ Configuring Fees 
▪ Configuring Markup Fees 

 
o Low Cost Flights 

▪ Activate LCC on TTS Corporate 
▪ Complete LCC Information 
▪ Setting up LCC 
▪ Setting your Preferences to LCC 
▪ Configuring Fees 
▪ Configuring Markup Fees 
▪ Add Agency Account 

 

 

https://tts.zendesk.com/hc/en-us/articles/7456406397073-Search-and-Book-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7615675837073-Search-and-Booking-Process
https://tts.zendesk.com/hc/en-us/articles/205258929-What-happens-when-a-booking-is-made-on-TTS-Corporate-
https://tts.zendesk.com/hc/en-us/articles/7600585584657-Complete-GDS-Core-Flights-information
https://tts.zendesk.com/hc/en-us/articles/7426836069393-Setting-up-GDS-Core-Flights-configurations
https://tts.zendesk.com/hc/en-us/articles/7427179344401-Setting-your-preferences-to-GDS-Core-Flights
https://tts.zendesk.com/hc/en-us/articles/7430539062417-Configuring-fees-to-GDS-Core-Flights
https://tts.zendesk.com/hc/en-us/articles/7437552592273-Customize-Markup-Fees-for-GDS-Core-Flights
https://tts.zendesk.com/hc/en-us/articles/7616794179345-Add-Corporate-IDs-to-your-flight-content
https://tts.zendesk.com/hc/en-us/articles/7427759903377-Setting-up-GDS-Core-Hotels
https://tts.zendesk.com/hc/en-us/articles/7427759903377-Setting-up-GDS-Core-Hotels
https://tts.zendesk.com/hc/en-us/articles/7429492973841-Setting-your-preferences-to-GDS-Core-Hotels
https://tts.zendesk.com/hc/en-us/articles/7432728673809-Configuring-fees-to-GDS-Core-Hotels
https://tts.zendesk.com/hc/en-us/articles/7439548462609-Customize-Markup-Fees-for-GDS-Core-Hotels
https://tts.zendesk.com/hc/en-us/articles/7602254327697-Complete-GDS-Core-Rent-a-Car-Information
https://tts.zendesk.com/hc/en-us/articles/7433761432465-Setting-up-GDS-Core-Rent-a-Car
https://tts.zendesk.com/hc/en-us/articles/7436417940625-Setting-your-preferences-to-GDS-Core-Rent-a-Car
https://tts.zendesk.com/hc/en-us/articles/7433481942289-Configuring-fees-to-GDS-Core-Rent-a-Car
https://tts.zendesk.com/hc/en-us/articles/7440013784593-Customize-Markup-Fees-for-GDS-Rent-a-Car
https://tts.zendesk.com/hc/en-us/articles/7303438187025-Low-Cost-Flights-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7602659662353-Complete-Low-Cost-Flights-information
https://tts.zendesk.com/hc/en-us/articles/7308905930641-Setting-up-Low-Cost-Flights-configurations
https://tts.zendesk.com/hc/en-us/articles/7310676702097-Setting-your-preferences-to-Low-Cost-Flights
https://tts.zendesk.com/hc/en-us/articles/7603145170321-Configuring-fees-to-Low-Cost-Flights
https://tts.zendesk.com/hc/en-us/articles/7439680156945-Customize-Markup-Fees-for-Low-Cost-Flights
https://tts.zendesk.com/hc/en-us/articles/7616493473297-Adding-a-Low-Cost-Agency-Account
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o BedsOnline 

▪ Connecting to TTS Corporate 
▪ Setup 

 

• Features and Services 
 

o Advanced Agency Branding 
▪ Personalize TTS Corporate with Advanced Agency Branding 
▪ Enable Branding for Corporate Clients 
▪ Add Notes per Content Type 

 
o Regions 

 
o Travel Policies 

▪ How to create Travel Policies 
▪ Create Travel Policies rules 
▪ User Group Approval Workflows 
▪ Mandatory User Groups 
▪ Creating Reason Codes for Travel Policies 
▪ Approval based on Traveller custom remarks 
▪ Cancelling denied bookings 

 
o Private Fares 

▪ Access your negotiated fares on TTS Corporate 
▪ Adding Private Fares 

 
o Visual Guilt 

 
o Remarks and BackOffice Integration 

 
o Own Domain 

 
o Import Users 

▪ Add/Update Users 
▪ Rules of the Import File 

 

• Additional Utilities 
o My Trips 
o Notifications 
o Reports 

 

 

 

Have a question you can’t find here? 

Check more information here, or contact your 

Customer Success Manager, who will be happy 

to help! 

https://tts.zendesk.com/hc/en-us/articles/360028849411-BedsOnline-provisioning
https://tts.zendesk.com/hc/en-us/articles/7603662962833-BedsOnline-Setup
https://tts.zendesk.com/hc/en-us/articles/7405856178961-Personalize-your-TTS-Corporate-with-Advanced-Agency-Branding
https://tts.zendesk.com/hc/en-us/articles/7527960758033-Enabling-Branding-and-Custom-page-to-your-companies
https://tts.zendesk.com/hc/en-us/articles/360039497791-Notes-per-Content-Type
https://tts.zendesk.com/hc/en-us/articles/7301595516817-Regions-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/360019948238-How-to-create-Travel-Policies
https://tts.zendesk.com/hc/en-us/articles/360019950778
https://tts.zendesk.com/hc/en-us/articles/360019790377
https://tts.zendesk.com/hc/en-us/articles/4407469058705-Mandatory-User-Groups
https://tts.zendesk.com/hc/en-us/articles/360019951378-How-to-create-Reason-Codes-for-Travel-Policies
https://tts.zendesk.com/hc/en-us/articles/360019790517-Approval-workflows-based-on-traveller-custom-remarks
https://tts.zendesk.com/hc/en-us/articles/7613118732049-Travel-Policies-cancel-bookings-when-denied
https://tts.zendesk.com/hc/en-us/articles/7281264181137-Can-I-access-my-negotiated-fares-on-TTS-Corporate-
https://tts.zendesk.com/hc/en-us/articles/7300584357905-Adding-Private-Fares-to-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7491393152145-Visual-guilt-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7464476100113-Remarks-and-Backoffice-Integration-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7466005864209-Can-I-have-my-agency-s-own-domain-with-TTS-Corporate-
https://tts.zendesk.com/hc/en-us/articles/4407943691921-Import-Users
https://tts.zendesk.com/hc/en-us/articles/4409663226257-Rules-of-the-Import-File
https://tts.zendesk.com/hc/en-us/articles/7487610998545-Accessing-all-bookings-information-on-TTS-Corporate
https://tts.zendesk.com/hc/en-us/articles/7271740887057-How-do-I-know-what-actions-took-place-on-TTS-Corporate-
https://tts.zendesk.com/hc/en-us/articles/7455358084881-Can-I-collect-reports-from-TTS-Corporate-
https://tts.zendesk.com/hc/en-us/categories/200151943-TTS-Corporate

