
Manage Bookings
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Make, change or cancel a travel booking via 
the “Manage Bookings” tile. ​

Positioned at the very top of the CTM Portal 
homepage, this tile links directly to WoAG’s 
existing online booking tool Cytric. 

Book all travel components 
online – including air, hotel 
and car hire.

View all recent and current 
bookings and make changes 
or cancellations. .

Access to this tool is subject to each Entity’s requirements and permissions.

Make a booking via your online booking tool

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
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Profile 
Management
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Access your ‘My Profile’ and ‘Travellers’ 
tools via the ‘Profile Management’ tile in 
CTM Portal. ​

This tile will direct users to an external 
page – CTM’s profile platform portal - 
where you can securely manage all 
traveller profile information including 
name as per passport, contact details 
such as mobile  phone numbers, and 
payment methods. ​

This information enables CTM to easily 
contact travellers in important situations.

One-stop-shop for important 
traveller information relevant for 
bookings.

Access to this tool is subject to each Entity’s requirements and permissions.

Manage traveller profiles and payment details

Easily search for travellers within 
your Entity according to your user 
access level permissions.

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-logo


Invoices
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The ‘Invoices’ tile in CTM Portal links 
through to CTM’s invoicing system. ​

​You can access all invoices from 12 
December 2022 by searching for the 
booking number, invoice date and so 
on. You can save and print your invoices 
directly from here. 

Find travel documents quickly - 
Print or download invoices, hotel 
chargeback confirmations and 
itineraries at any time.

Flexible Search Fields – Find 
invoices by Invoice amount, PNR, 
AGS and traveller name.

Access to this tool is subject to each Entity’s requirements and permissions.

Access your travel invoices for easy reconciliation 

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
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CTM Data
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CTM Data enables selected users to 
access and dissect complex travel data 
at the click of a button.

Accessed via the CTM Portal 
homepage, CTM Data includes a suite 
of standard reports, plus additional 
insights such as wellbeing data and 
travel benchmarking against other 
WoAG Entities.

CTM Data houses data from FY18/19 
onwards.

Faster and more intuitive reports – 
on-demand access to all your travel 
data across a full range of travel 
spend and behaviour metrics.

Deep dive – dynamic filtering 
options allow you to drill down on 
your data to see the specific details of 
spend.

Access to this tool is subject to each Entity’s requirements and permissions.

Make more informed 
travel decisions with 
better reporting insights 

Digestible data – choose to view 
summarised dashboard insights or 
detailed customised reports. 

Complete visibility of your travel 
spend with consolidated data from 
multiple sources – including 
benchmarking data within WoAG.

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-logo


Track requests and issues
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You can submit support requests online 
in the CTM Support Hub via the ‘Log 
Service Ticket’ tile. Select from a variety 
of categories to best classify your issue 
or request. 

Receive real-time ticket monitoring and 
a unique ticket number for your query. 
Each ticket will be assigned a status 
that allows requestors to track their 
ticket. 

Converse with CTM support teams in an 
auditable environment that maximises 
workflow efficiency.

Online support – request support 
for Cytric or CTM Portal.

Service and Booking Support – 
submit any feedback regarding CTM 
service or make a booking related 
query.

Access to this tool is subject to each Entity’s requirements and permissions.

Log an issue or technical 
request with CTM’s 
dedicated support team

CTM Support – submit a request for 
any other support you need.

Finance and reporting – submit any 
finance or reporting query.

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
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Notification 
banner
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CTM's instant notifications allows CTM 
to announce our latest product 
changes, new features, bug fixes, 
supplier news and more.

When a user logs into the Portal, they 
will be notified of any new messages by 
a red number on the alarm bell icon in 
the top right-hand corner of the screen.

Notifications will be categorised based 
on the type of information being 
shared.

Real-time alerts  - that deliver 
timely and relevant information

Consistent approach to 
communication and training for 
CTM Portal users.

Access to this tool is subject to each Entity’s requirements and permissions.

Instant notifications 
keeping Entities updated

Access to useful resources 
including videos, images and 
documents for newly released 
features.

Categories include New (new technology releases), Coming Soon (to be launched), 
Announcement (system maintenance), Supplier News (supplier updates), Availability 
Update (supplier availability).

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
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Visa information
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The Visa Information’ tile directly links 
users to the Australian Government’s 
Visalink information page.

This tool supports Entity travel bookers 
by providing up-to-date, accurate 
information to assist in the planning of 
upcoming international trips

Reliable travel advice specific to  
Australian regular, Official and 
Diplomatic passport holders.

Access to this tool is subject to each Entity’s requirements and permissions.

Official visa advice for specific passport holders

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
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Quote request form
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When needing to request an 
international travel quote, you can use 
the Quote Request Form through CTM 
Portal. By completing all the sections in 
the form, we ensure that all travel 
logistics are booked correctly for each 
individual team member travelling. 

The form allows for multi-sector 
bookings with up to four flight, two 
hotel and two car segments. 

Increased compliance – by 
requiring a quote request prior to 
booking.

Direct enquiry routing – your 
request will be sent directly to your 
dedicated travel team.

Access to this tool is subject to each Entity’s requirements and permissions.

Request a quote for 
international travel

Quick turnaround – by completing 
the required fields, CTM is able to 
provide an accurate quote quickly, 
and book immediately after 
approval is received. 

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
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CTM Scout
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CTM Scout is an intuitive AI-powered 
travel assistant that enables Entities to 
check or cancel their travel plans 
quickly, or live chat directly to a CTM 
consultant easily and efficiently within 
the CTM Portal.

With Scout, users can use the "Check 
my booking" feature to check details 
about their booking and have the 
option to issue the ticket instantly.

Easily check your booking details 
and issue your ticket straight away

Access to this tool is subject to each Entity’s requirements and permissions.

YOUR AI-POWERED 
TRAVEL ASSISTANT 

Get your questions answered 
quickly with links to Frequently 
Asked Questions

Cancel existing trips within 
seconds and action a refund or place 
the value into credit

Chat live with a CTM consultant for 
booking related queries.

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
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Traveller trips & 
wellbeing scores

CTM’s Traveller Trips and Wellbeing 
Score takes the guesswork out of 
understanding your traveller’s 
wellbeing. 

It calculates the impact of overnight 
trips, time zone changes, last-minute 
weekend travel and much more to 
show you which travellers are on the 
road to burning out or ready to fly.

A Traveller Wellbeing Score (TWS) is 
then calculated, showing a score 
between 1-100 based on the last 90 days, 
and is displayed as a green, amber or 
red wellbeing heart.

Boost retention – Stop your top 
employees from underperforming 
or leaving due to burnout.

Raise wellbeing – Show your 
travellers that their wellbeing is 
important with live scoring and 
recommendations.

Access to this tool is subject to each Entity’s requirements.

A better understanding of  
your travellers’ wellbeing

Track emissions – Build a travel 
program that’s sustainable for your 
people and the planet.

Drive compliance - View all 
connected trip components such as 
air, hotel and car bookings, to help 
drive travel program compliance.

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-logo


travelctm.com.au

Fare Forecaster

CTM’s fare forecasting technology helps 
travel bookers quickly search and 
compare flight prices, enabling better-
informed decisions that drive savings to 
your travel program.

Travel bookers can search for airfares up 
to 6 months in advance of travel dates 
and compare the most affordable days 
to fly to drive cost savings for domestic 
and international bookings.

Fares represent WoAG rates.

21-day window – See the future with 
up-to-date flight prices displayed 
across a 21-day window.

Access to this tool is subject to each Entity’s requirements and permissions.

Highs & Lows – Instantly see the 
days with the highest and lowest 
fares, with lowest cost flights and 
dates called out.

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
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Charter Booking Request

The Charter Booking Request allows 
access to the ACS JetPortal where you 
can gain access to everything you need 
for your air charter, whenever and 
wherever you need it. Air Charter 
Service can arrange charters for larger 
groups of passengers on a variety of 
aircraft.

This portal is where you can view 
detailed quotes including prices, flight 
times and a range of further details of 
available aircraft, before accepting your 
preferred quotation. 

Flight Details & Itinerary – gain 
quick access to any flight details 
whenever and wherever they are 
needed.

Share Functionality – JetPortal 
allows you to share quotes and 
itineraries with whoever you need at 
a click of a button.

Access to this tool is subject to each Entity’s requirements and set up.

Access your flight information 
offline – downloading the app 
version of JetPortal will allow you to 
view your flight information offline 
when necessary.

Easily manage your air charters

https://au.travelctm.com/?utm_campaign=ctm-flyer&utm_medium=DC&utm_source=CTMO&utm_content=ctm-link
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