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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 by following the 

instructions

Login
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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 Training Academy; your online help 
centre and training platform

• Click ’Book Online’ to proceed

Book Online
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• To access the tool click ‘Continue’

Access KT Online
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• Flights, Hotels, Car Hire and Rail are available to select in the panel shown
• To view all your online trips go to the suitcase icon
• Need help, live chat with one of our agents 

Online Home Page



Booking Flights
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• You can refine your search by selecting the trip type (Round trip, One way trip or Multi 
stops), traveller numbers, preferred class, baggage only and direct flight only.

• Enter your flight details into the search fields and click ‘Search’

Flight Search
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• The results page will sort results by cheapest, however you can also choose to sort by 
quickest, earliest or lowest emissions.  Price will show in your local currency.

• Filter options include ‘all filters’ or quick filters such as stops/airlines/airports.  You 
can also choose to hide options that do not meet organisational policy (which would 
require approval during the check-out process).

Flight Results
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• Click the ‘i’ button to see more detail about the flight, including emissions data, 
aircraft type, seat layout and pitch etc.

• Click the show options button to see the different fare types and what is included as 
within the fare.

Flight Results
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• Filters on the left allow you to refine the results further by number of stops, benefits, 
connection time, duration and much more.

Flight Results - Filter
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• When you select the ‘show options’ you will see the different fare options and what 
is included.  This is where you will see our specialist fares (shown as Academic or 
Humanitarian depending on which sector you are in), as well as our negotiated 
rates.  In this example, our Specialist Rate is much lower than the equivalent public 
rate offering the same benefits.

Flight Results - Price
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• If you want to see more about the fare conditions, click the ‘see conditions’ link, or if 
you are ready to book, click ‘add to basket’

Flight Results - Price
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• Click on the basket option in the top right of the screen to open your shopping basket. 
• You can now choose to go ahead and book.  If the option is available for that fare, you can also choose to hold the 

flight (if you need to check any details before booking) or you can choose to send the quote to someone.
• If you choose to hold the flight, this will be viewable in the ‘my trips’ area.
• At this point, you can also choose to add a hotel to your booking (we advise booking your hotel at this point, as it 

can save you time and money).

Basket

u1875825
Oval



Booking Hotels
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• Hotels can be booked on their own or as part of another trip in your basket
• A location can be entered in as a city name, post code, landmark or train station

Hotel search
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• Hotels can be found on the map. Average rates are shown by clicking ‘Show rates’
• There are a number of filters including search by rates with breakfast
• To add items to your basket go to a preferred hotel, expand the ‘all rates’ section and

click ‘add to basket’
• Click on the name of the hotel to see more details

Hotel results
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• The hotel details page includes area information, a map view and trip advising ratings (if 
applicable)

Hotel details
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• A choice of room rates will be offered and the options will depend on your company policy
• Customer negotiated rates can be found by looking for symbol ‘C’
• Do-good rates give an instant discount of 10% or more on Expedia hotel rates, for do-

gooders just for booking through Key Travel! 
• Once you have selected your preferred option, click on Add To Basket

Room choice
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• Multiple items can be added into the basket including more than 1 product and 
different options e.g. 2 travel dates

• Use the ‘send quote’ function to send the basket in one email
• To go to checkout click ‘Book’

Basket

u1875825
Arrow
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• Once your booking has been confirmed, check your inbox for your booking 
confirmation including all the details needed such as addresses, check-in time, 
confirmation number, etc.

Your Hotel confirmation 



Booking Local & International 
Rail
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• Rail can be booked on its own or as part of another trip in your basket
• Enter your rail details into the search fields and click ‘Search’
• You can search local to local station or local to international rail station
• Railcards can be added in the ‘more search option’ section

Rail search
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• The results contain all available train times with different train operating companies
• All ticket types are shown, including standard and first-class
• Click ‘earlier’ or ‘later’ to view additional journey times
• Select your journey time and travel class
• Then click ‘continue to next step’

Outbound journey
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• Select your return journey time to view all available ticket types
• All ticket types including standard and first-class are available
• Click ‘Add to Basket’ to select

Return journey 
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• Scroll down to view the journey details including times, duration and emissions

• Click on the ticket type to view the fare conditions

View journey details and 
fare conditions
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• Multiple items can be added into the basket including more than 1 product
• Use the ‘send quote’ function to send the basket to travellers in one email
• To go to checkout click ‘Book’

Basket

u1875825
Arrow
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