
 

KT Online 

User guide 

How to search and hold online 



 

 

• Prices are not guaranteed until the ticket is issued 

• To hold a booking, proceed to checkout and follow the ‘hold’ process 

• Please ensure the authorised booker is available to complete the transaction 

by the ticket deadline 

• Only certain products can be held 

• Confirmation and tickets will be emailed to the authorised booker with the 

option to cc the traveller. 

• The department entered on the invoice will be the one associated to the 

authorised booker.  

15 December, 2017 2 YOUR GUIDE TO KEY TRAVEL 

Important things to note 
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• Go to www.keytravel.com 

• Click ‘Login’ 

Login 

http://www.keytravel.com/
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• Enter your registered email address and password 

• If you are logging in for the first time, please create a password 

Login cont… 
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• Once logged in you have access to go Online, create and manage Traveller Profiles 

via ‘Profile Manager’ and check visa application requirements via our Visa database  

• Click ’Book Online’ to proceed 

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

Access KT Online 
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• This is your home page  

• Select the product in the panel shown 

• To view all your online trips go to the suitcase icon on the left-hand side 

Online home page 
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• The default search is for ‘Round’ trips. One-way and multiple stops can be selected 

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

• The ‘more search options’ section contains the option to select ‘Direct flights’ or 

‘Nearby Airports’ 

• Click ‘find flights’ to proceed 

Flight search 
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• The fare grid contains all available airlines comparing different contract types including 

specialist fares 

• Each fare type will display icons to show the most flexible conditions. These include hold 

deadline dates, changes and refunds and ticket validities 

• Add option(s) into your basket to proceed 

Flight results 



15 December, 2017 10 YOUR GUIDE TO KEY TRAVEL 

• Go to the hotel search page by clicking the relevant icon or from your basket 

• Enter the location, post code, landmark or hotel name 

• Click ‘ Find hotels’ to proceed 

 

 

 

 

Hotel search 
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• Use the map and filters to find the required hotel 

• Add option(s) into your basket to proceed 

 

 

 

 

Hotel results 
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• Go to the Rail search page by clicking the relevant icon or from your basket 

• Enter the details and expand ‘More search options’ to add railcards and avoid routes 

• Click ‘ Find trains’ to proceed 

 

 

 

 

Rail search 
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• Hover and click in the relevant areas for details on routes, duration & conditions 

• Rail trips can be held for up to 24 hours (if not booked with other products)  

• Add option(s) into your basket to proceed 

 

 

 

 

Rail results 
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• Multiple items can be added into the basket including more than 1 product and multiple 

options  

• Use the ‘send quote’ function to send the quote to an authorised booker 

• To ‘hold’ an option click ‘Book or Hold’ (not all items can be held)  

 

 

Basket 



 

 

 

 

Send a quote (not held)  
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• To send a quote, you will be automatically taken to the ‘share’ option 

• You can enter a cover note with useful information for the booker 

• Enter the name or email address of the authorised booker in the ‘search users’ field and click the 

‘+’ button 

• Click ‘send to proceed 

 

 

 

Send a quote 



‘Hold’ a trip 
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• Accessing the ‘checkout’ screen can be done from the basket or the Trips folder 

• 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 

 

 

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

• Visit our Visa Database (www.keytravel.com) for access to visa application information 

• To hold, please click ‘Agree and hold’ 

Hold a trip cont… 
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• The trip should be sent to an authorised booker in order for the trip to be confirmed 

• To access the trip, click on the Trips folder  

• Click on the relevant trip you want to send 

 

 

Confirm a held trip 
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• Click ‘Share’ and add a cover note to the booker in the relevant box 

• You can enter a cover note with useful information for the booker 

• Enter the name or email address of the authorised booker in the ‘search users’ field 

and click the ‘+’ button 

• Click ‘send’ (the booker will proceed to book and contact you if required) 

 

 

 

Send for authorisation cont… 



Authorised booker actions 
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• Click on the Trip ID link to view the details 

 

 

 

Receive email request 
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• To confirm the trip click ‘Book or Hold’. If this button is not showing and you can only 

see ‘share’, this means you are not logged in. To login, click on the trips folder 

(suitcase) icon and follow the instructions 

 

 

Login to proceed 
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• Once logged in, go to the trip and click ‘Book or hold’ 

• Complete the details in the checkout screen to confirm the booking 

 

 

Confirm the trip 



THANK YOU 

 

If you require further training please refer to 

the KT Online guides located on Key Travel’s 

website or contact your Account Manager.   

 

Remember for technical assistance contact 

our helpdesk on 0844 335 0260 or at 

online@keytravel.com 

 

 

mailto:online@keytravel.com

