
User Guide 
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Logging on 

Enter your company code, 

email address and password 

assigned by TravelEdge and 

click continue.  2 



Making a booking 

Select Make a Reservation 
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Select Traveller 

Select traveller by typing 

surname and click on >  

This will bring up a list of 

travellers with that surname. 

Select New Booking from the 

drop down box and > 
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Making a booking 

Select flights, include car and/or hotel if 

applicable 
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Making a booking 

If you include hotel/car the default is your preferred 

supplier. You can select other companies by using the 

drop down box 
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Compliant fares are displayed in BOLD. From here choose your 

flights with the radio button. If you need to check the fare rules click 

on the fare name. Scroll down the page to display return flights and 

continue 

Selecting flights 
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Selecting a hotel 

Compliant rates highlighted 

with a blue tick and non 

compliant with a red 

exclamation mark. Click 

select to book that rate 

Important: Pls read room 

type description as some 

rates are advance 

purchase/non refundable 

and your credit card will be 

charged immediately 
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Compliant car type/rates highlighted with blue tick and 

non compliant with red exclamation mark. Click select to 

book that car type 

Select a car 
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Review itinerary details 

Important: Pls add 

any special requests to 

suppliers in the free 

format area. This 

request is not 

guaranteed. 

If you forgot to select 

include hotel/car when 

selecting flights, there 

is another opportunity 

to add here 
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Review itinerary details 

Under itinerary details is a free format area to 

send requests to your manual team to action. 

Additional fees may apply. You can not use 

symbols in this box, only letters and numbers. 
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Review rules and restrictions 

Check the box to accept terms and conditions 
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Booking details 

Select non compliance reason 

code from drop down box if 

cheapest flight/fare wasn‟t 

selected or non compliant 

car/hotel rate selected 

Your company may require 

extra reporting eg. reason for 

travel, job number. Red 

asterix will identify if 

mandatory 
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Payment Details 

Review price summary and 

payment details if 

applicable. If only one credit 

card in profile, no payment 

details will appear as that 

credit card is default 

Important: Virginblue and 

Jetstar and most Qantas 

fares are instant purchase 

so when you select Book 

your credit card will be 

charged 
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Booking completed 

Booking confirmed if it looks like 

the above. 

Approved must be in lower case. If not, 

please call the Online helpdesk. 

15 



Unfinished Bookings  

 
Should you get logged out of web-res while making a booking online. Do not start a New Itinerary.  

Log back into web-res and go to the Itineraries page.  

You will see the booking in web-res as “Not Booked”, however if a PNR has attached to the booking 

Web-res is indicating a portion of your Itinerary has booked and another portion has not booked 

Select View from the drop down menu and click on > 

Complete all information required to finish your booking and click on the book or re-

submit button to complete your booking. If you are unsure, please call the Online 

helpdesk for further assistance 
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How to change an un-ticketed booking 
You cannot amend bookings online if.... 

 The ticket you are changing is restrictive 

 Virgin Blue or Jetstar 

 Travel is for the next day 

 

Bring up the Itinerary under 

the „Make a Reservation‟ 

menu and go to Itineraries. 

Click on „view‟ from the 

manage drop down to go into 

the booking 
17 



How to change an un-ticketed booking ( cont..) 

Cancel the flight you 

no longer require 

 & proceed with the 

cancellation 

When you return back to the 

Itineraries page. 

Click on „Add Flight‟ . 

When you have selected your 

new flight, fill in the details 

required to complete your 

booking and click on the book 

button at the bottom of the 

page. 
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How to cancel part of a booking   

Select the X 

button on the 

segment you 

wish to cancel 

and proceed 
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How to cancel entire booking 

Select Cancel from 

drop down box 

Important: cancellations can only be made prior to ticket 

issue (Virginblue and Jetstar instant purchase, Qantas 

issued same day booking made). Once ticketed, please 

contact the team to cancel booking 
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How to create a traveller profile  

Select Create a Client Profile 
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How to create a traveller profile  

Enter all personal information 

in this screen. Bold fields are 

mandatory 

 

Enter full name as 

on passport  

Employee type will drop in 

automatically. Do not change 

Enter Department and Cost 

Centre if required 

Make the password the 

travellers first name 

Tick this box if you want other 

travel arrangers to have 

access to the profile 

Do not use symbols in address 

fields (dash, comma etc) as profile 

will not sync 

 Email address must be 

unique. Do not use your own 
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How to create a traveller profile  

Add frequent flyer, hotel 

memberships, passport details, 

credit cards etc here 

Always save 

changes 

Check Suburb is always 

entered into Address 3 
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Accessing the Reporting Menu 

Select Web-res Reports 
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Select the report you wish to run 

Select the required report by 

clicking on the report name 
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Credit Card Report 
Credit card – details all expenditure 

charged by the Agency against specific 

Credit Card numbers. Use this report for 

assistance in reconciling credit card 

statements. 

 
1. Select the relevant Department and/or Cost Centre from the 

drop down menu if this is required. Leave as All Departments 

and Cost Centre‟s if you wish to view the overall company 

results 

2. Enter the „Transaction Date‟ range required 

3. Enter the specific credit card number or leave blank if all credit 

card numbers and transactions are required 

4. Select the appropriate filed from the „Int/Dom‟ drop down menu 

5. Select the appropriate field from the „Sort By‟ drop down menu 

6. Tick „Include „E-Charge Transactions‟ 

7. Tick „Include BTA/CTS Transactions‟ 

8. Select the „HTML‟ radio button 

9. Select the „Screen‟ radio button to print to screen 

10. Click continue 

11. Click the blue hyperlink to download report to screen 

 

 

Please note: The ‘Transaction Date’ will relate to the date that  

TravelEdge has transacted the charge. For Air Bookings this  

date may vary slightly to the day that the charge appears on  

the credit card statement due to internal processing by Airline 

billing systems. TravelEdge has no control over this. 
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Segment On Hold Report 
Segments on Hold – provides a list of tickets 

which have a segment placed in credit and are 

pending rebooking. Also known as the „Ticket 

on Hold Report‟. 

1. Select the relevant Department and/or Cost Centre from the 

drop down menu if this is required. Leave as All Departments 

and Cost Centres if you wish to view the overall company 

results 

2. Leave all other fields as they appear 

3. Select the „Excel Worksheet‟ radio button 

4. Select the „Screen‟ radio button to print to screen 

5. Click continue 

6. Click the blue hyperlink to download report to screen 

 

Please note: If you would like a historical record of all the  

credits rebooked and reused then select ‘Include Released  

Tickets’ 
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Invoice List Report 
Invoice List – enables an end user to produce 

a range of Tax Invoices for viewing, printing or 

emailing. Handy for  finding a copy of that 

misplaced invoice. 

1. Select the relevant Department and/or Cost Centre from the 

drop down menu if this is required. Leave as All 

Departments and Cost Centres if you wish to view the 

overall company results 

2. Input the invoice date range 

3. Select the „HTML‟ radio button 

4. Select the „Screen‟ radio button to print to screen 

5. Click continue 

6. Click the blue hyperlink to download report to screen 

 

Please note: This report is run in HTML format as this  

enables the Invoice Number to be displayed as a hyperlink  

for access to the detailed document. 
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