
How to Book
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Traveloka for Corporates



Booked by Admin or Booker
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After you input the passengers 
name, destination from – to, 
departure date.

You will be directed to the airline 
selection page. You can choose the 
flights that suits to the passenger 
travel policy.
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After you choose the flight.

You need to fill in the contact details.

If booked by admin or booker, the contact 
details inputted is contact details of the 
admin or booker.
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Next is to fill in the traveler details.

Also, if you need additional baggage you can 
choose directly from the baggage list.

If it’s done, click continue to payment.
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You will be directed to time limit page.

You can confirm or issue the ticket right after 
you complete the booking or you can wait 
and confirm it before the time limit expired.

To issued the ticket, you can click the confirm 
payment button.
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After you click, the confirm payment button.

To add more security, you need to type 
CONFIRM before click Yes Pay Now to issued 
the ticket.



To check if your payment is 
successful, you can go to 
Purchase List Menu.

If the status is purchase 
successful, then the payment is 
success and e-ticket will be sent 
directly to traveler and 
admin/booker email.
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You also can check the active e-tickets in
My Booking Menu.

If you didn’t received the e-tickets email or 
in accidentally the email deleted. You can 
download the e-tickets or resend it.
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Booked by the Traveler

If you allowed the traveler to booked by
self.

The name listed on passenger list 
will be shown only his/ her name.
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Traveler choose the flight that 
suits with his/ her travel policy.
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Traveler fill in the contact details and 
traveler form.

Also, if the traveler need to buy 
additional baggage, he/ she can 
choose directly from baggage list.

If all the data filled and complete, the 
traveler can continue to the next step 
by click continue to payment button 
to confirm the reservation.
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Refund Policy Appears on Page
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The traveler will be directed to the time 
limit page.

Because the setting of traveler role 
only allowed to book for self, so he/ 
she can’t issued the ticket.

The confirm payment button is can’t 
be clicked and grey colored.

To confirm the payment, traveler can 
inform the admin/ booker the trip ID 
to issued the e-ticket.
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After admin/ booker received 
the notification from traveler.

Admin/ booker log in to their 
account and click purchase list 
menu.
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Match the trip id informed by the 
traveler.

If you already found the matched 
trip id, you can click details to 
continue to payment.
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Then you will be directed to time 
limit page again.

Because of the role setting admin/ 
booker can issued the ticket, the 
confirm payment button can be 
clicked and orange colored.
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Then you will be directed to time 
limit page again.

Because of the role setting admin/ 
booker can issued the ticket, the 
confirm payment button can be 
clicked and orange colored.
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 Call Center 24/7 corporate Travel (Indonesia) 

For reschedule / refund information : 

021-29103308

corporateops@traveloka.com



How to Create Account 
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Traveloka for Corporates
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Traveloka Dashboard , then klik Log in
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Traveloka Dashoard , then klik don’t remember your password for creating 
password then put your email address
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There would be incoming email for 6 verification code, kindly input after you put 
your password



Set up My Company

Traveloka for Corporates
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Have you got your password?

If yes, go to: http://corporates.ctv.traveloka.com

If no, check your inbox (for admin)

Set Up Corporate Account
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http://corporates.ctv.traveloka.com/


Open B2B Platform https://corporates.ctv.traveloka.com/
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Log in use your email and password
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Testing Corporate



Company Structure is use to show 

your Corporate details

1. Company ID

2. Your Company name

3. Company General information 

consists of company address, 

company phone number, and 

company PIC email.

4. Company Billing information 

consists of company NPWP and 

company billing address

5. Edit button to edit company 

information. After you click this 

button, it will show the company 

information form editor.

Click your company name and choose Company Structure Menu
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Testing Corporate

Testing Corporate



Company Structure
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PT. Maju Jaa

• Make sure the data listed in 

company structure is correct.



Manage Division
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Division is use to manage and view 

your organization structure

• Add: Add new division

• Edit: Change division name or 

Division Head

• Delete: delete division

Important Notes: 

When adding new division, division 

head need to be filled immediately, 

so before add new division, please 

make sure the Division Head is 

already in the employee list.



Manage Tier
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Level/Tier is use to view and manage 

travel policy that will be assigned to 

employees.

• Add: Add new tier

• Edit: Change tier name

• Delete: delete tier

Notes: 

Tier can be use to explicitly show how 

you divide and manage different 

travel policy that is given to your 

employee(s)



Manage Travel Policy
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After you manage tier menu, the next step is to 

set the travel policy based on the tier you 

already manage before.

Travel policy is use to define what product, 

airline, and seat class that can be booked by 

users with certain tier.

1. Add Travel Policy: add new travel policy

2. View: view selected travel policy details

3. Edit: make changes in selected travel 

policy

4. Delete: delete selected travel policy

To add new Travel Policy you need to fill in:

1. Policy Name

2. Choose the tier name from the Tier list you 

already made before

3. Choose the excluded flight, and the seat 

class allowed

4. Choose the hotel allowed by the star and 

maximum budget for domestic & 

international hotel

5. Save Policy



User Access Role is use to manage and control 

how your employees can interact with Traveloka 

for Corporates

1. Add User Access Role

2. View actions a role can execute

3. Edit roles access

4. Delete Role

As for default, Traveloka for Corporates will 

provide you with 3 access roles that you can 

manage yourselves. Those roles are:

1. Administrator

2. Booker

3. Traveler

User Access Role

Confidential – for internal use only 10



You can edit the function of each roles according 

to your company needs.

After you edit the role, click save access role to 

save the edited role.

User Access Role
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Default Roles
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Administrator TravelerBooker



Employee List is use to manage and view all 

registered employee in Traveloka for 

Corporates platform

1. Add user

2. Options to do with user

1. Reset Password

2. Edit 

3. Employee details

4. Search bar for employee

5. Number of employees shown in list

6. Pagination

Employee List
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Add New User

• Full Name

• Email

• Division (not mandatory)

• Tier (not mandatory)

• Role (mandatory)

• Manager (not mandatory)

Add User
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1. Filter: You can apply the filter for the list by 

product type, employee name, or customize 

date/range of purchase date. Once you set 

the filter, the list will be updated by system 

based on the filter.

2. Month and Year of Purchase: The 

purchases will be shown in a list per month.

3. Trip ID and Purchase Date: ID/identification 

for a booking, and Purchase Date indicates 

the date when the booking was made.

4. Total Fare: the total amount of the booking(s) 

in one trip ID.

5. Flight Route: the origin and destination of 

the flight. If the booking is a return flight, it will 

show the return sign.

6. Purchase Status: the status of the 

booking(s) in one trip ID. 

7. Button to go to My Booking page.

8. Details: To see the details of the booking.

Purchase List
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6 type purchase status:

1. Waiting for Payment: Booking has been 

made, but you haven’t finalized the 

payment process. Click Details to continue 

the process.

2. Paid: The payment is confirmed. It’s 

waiting for issuance for the booking.

3. Purchase Successful: Booking issuance 

is successful.

4. Payment time expired: Booking has been 

made, but there is no payment until the 

payment time limit expired. This booking 

will not be processed to issuance.

5. Purchase Cancelled: E-ticket has been 

issued, but there is cancellation from 

airlines.

6. Purchase Failed: The booking is failed to 

issue.

Purchase List
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1. Flight route

2. Airline, flight number, and transit information

3. Number of passenger(s)

4. Flight schedule / flight departure date and 

time

5. Departure airport name

6. Booking status

7. To see booking details

My Booking
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Q: What If I order for flight beyond my tier?

A: Worry not! We got you covered, you still can do your booking by let us know the 

reason, then your booker can issue the ticket for you

Q: My finance wants to have access to the platform, how can I grant him/her the 

access

A: Yes you can, create new access roles for her with give the access role

Booking : View

Purchase : View

Then after that, assign the new access role to financer person through Employee 

List

Q: I book for multiple employees with multiple Tier and Travel Policy, which travel 

policy will be used to control the booking?

A: We will use the first employee travel policy

Frequently Asked Questions
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Q: Our Head of Marketing travel often and most of the time she need to book last 

minutes, can she issue her own ticket?

A: Yes she can, but please make sure that you have approval from other related division, 

we suggest you to discuss the matter with you Finance division

Q: I have lots of employees, can you help to add all employees efficiently?

A: Yes we can! If you need this feature, please contact our team, we will swiftly help you

Q: One of my Head of Division just resigned last week, can I delete her the 

account?

A: Yes you can! You can do it from the employee list menu, search for the user, and in 

the options, choose delete. Before you do it, please make sure you already remove her 

as Head of Division in company structure

Frequently Asked Questions
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