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1. Login Process 

1.1   First time login 

An email will be sent to user’s email address containing an activation link. Click on the Connect link to 
activate your account.  

Enter your email address as login ID and password, then click  

Note:  
Traveller who forgot the password please retrieve a new password set up link by clicking FORGOT PASSWORD.  
If you cannot set up a new password, let’s say you forgot the security question or the account has been locked, please contact 
Connexus team to onlinebooking@connexustravel.com for assistance 
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After account activation, you will be prompted to change password immediately. Follow the instruction to 
create the new password. A valid password contains a minimum of 8 characters. It must be a combination of 
upper case letter(s), lower case letter(s), number(s), and special character(s).  

Click                  after completion.  
Next, enter the answers for security questions. The security questions will be used to verify user’s identify and 
reset password if user ever forgets it. Then, click  
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Enter your passport and visa information. 
 

After setting up the security questions, you will be directed to Traveller’s Navigation Panel. Click       at the top 
right to update profile.  

Enter the profile name as shown on your passport.  

< Travel Documents > < My Profile > 

Note:  
Please update your Day of Birth which is a mandatory item to make online bookings.  
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If you use Home Return Permit (回鄉證) to enter Mainland China, please share us Home Return Permit information.  
 
Friendly remind to input your name as shown on the Home Return Permit under below format:  
Last Name / First Name (e.g. CHAN / TAI MAN).  

< Home Return Permit for Hong Kong & Macau or Taiwanese Residents > 

Note:  
It is important to share us your Home Return Permit and provide us the name shown on the permit. Otherwise, your name             
as shown in the passport will be used for travel bookings. You will be rejected to check in / on board the flight to China since 
the name input in the booking does not match your Home Return Permit . 
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Provide credit card information if you may use “Pay at Check Out” rate for hotel booking  

< Credit Card > 

< Preference > < Frequent Flyer, Hotel and Car Program> 

Select the credit card you would use for hotel guarantee  

After profile update is completed, please click             .  You will be redirected to Traveler’s Navigation Panel 
again.   

Check the box “By entering Credit Card Information…” to authorize Connexus to use the credit card for all 
transactions in Connexus  
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Your company Amex BTA corporate card is attached with your company profile. Please do not edit/remove the card info 
otherwise we cannot bill your transactions to that credit card. 



If you forget the password, click FORGOT PASSWORD for password reset.  

1.2   Forgot Password 

Enter the Login ID and answer the security questions, then click                      . A password reset link will be sent 
to you for password reset. 
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User’s account might be locked after 6 attempts of wrong password, or no activation for 3 months.  

1.3  Reset Password 

If your account is locked, contact us at onlinebooking@connexustravel.com for assistance. Then, an email 
containing a password reset link will be sent to you. 

*Note the link is only valid for 120 minutes. If the link has expired, contact admin for password reset again.  

Click on the password reset link and follow the onscreen steps to create your new password. You may login 
again after the system shows message of successful password reset.  
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If you do not provide any mandatory profile data (e.g. Usually Mobile no. and Date of Birth), you 
will be directed to below page: 

1.4  Missing Mandatory Profile Data 

Please click       at the top right to update profile.  
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Book flights and hotels 

2. General Navigation  

2.1  Traveler’s Navigation Panel  

New Search Manage Booking 

My Trips 

Ticketing Request 

My Approval Request 

• View all reservations status 

• View all approved trip and ticketing status 

• View all approval request (only for approvers) 

At the top, there are two buttons: “New Search” & “Manage Booking” 
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– Booking is pending for approval 

– Booking has been approved 

                – Booking has been rejected  

– Booking has been cancelled 

– Flight booking is completed while hotel has not yet been booked.  

Click on the PNR or booking number. Scroll down to the bottom and click                                                
                                 or                             for next step. 

– Continue with flight booking only for approval.  

– Add hotel to the current booking and submit for approval  
– The whole booking will be cancelled 

If traveller / travel arranger would like to cancel trip with booking status of                      ,                   , or                                           
                        , they must cancel the booking on their own.  

By clicking “My Trip” you can view updated status of all air and hotel bookings 

2.3  Manage Incomplete Booking 

2.2  Manage Booking 

Note:  
Traveller who selects “flight and hotel booking” must complete the whole booking process for approval. The booking will not go 
through the approval workflow if the status is incomplete.  
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At the top right corner, there are 2 icons,  

Notification  
•  Notify traveller / travel arranger for updates, e.g. reminders or travel 
alerts 

Profile and Settings 
•  Update personal profile (Refer to 2.5 for details)       

•  Change password  
•  Update search preference and security question (Refer to 2.6 for details)  

•  Set up two-factor authentication       
•  Set up email notification  
•  Delegate approver (optional) 
•  Delegate arranger (optional)        
•  Logout  

Click       at the top right to update profile.  
 

2.5  Managing Traveler Profile  
If you are nominated as travel arranger, you can click 
Manage Travelers Tab and search traveler profile by 
traveler name  
 

Click My Preference, you can edit your search preference and security question.  

2.6  Update Search Preference and Security Question 

2.4  Manage Profiles and Preferences 
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Click                        to begin booking. For travel arranger, select a traveller’s profile before proceeding the  
booking process  

3. Flight Booking 

Next, enter departure city, arrival city, and travel dates for flight availability search. The default departure time 
for outbound flight and inbound flight is 09:00 and 16:00. Please amend the departure time if necessary. 
 
 
 
 
 
 
 
 
Under Travel Preference  
 

Select Flight Type:  Direct Only or Direct & Connecting Flights 
 

Next, click                 to continue.  

Note:  
Travellers who travel to America, Europe, Australia and Middle East please be reminded that flights to these regions may 
operate in the evening or midnight. Kindly amend air departure time to evening or even amend air departure date to the next 
calendar date otherwise you may not get any result 
 
Travellers who travel within Mainland China please book your China domestic flights with Connexus Travel Service Team. Due to 
carriers’ distribution strategies, discounted airfares for China domestic flights will be only available at China market and our 
team is pleased to get these discounted airfares for you. 
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On the result page, select the flights with preferred carrier, time, and booking class according to travel policy. 
Price will be calculated based on the flight option.  

After selecting the flight, traveller / travel arranger will be directed to a summary page which contains details of 
selected flights, traveller’s profile, and trip information.  
 
If you select an out of policy option, you are required to provide the justification reason for a record. 
 
It is required to advise Trip ID and Project ID for billing purpose. 
 
You may select frequent flyer program for your trip 
  
Upon completion of booking form, a CTL-CONNECT booking number (online reference) and a PNR record 
location (Sabre reference) will be generated. 

means preferred carrier /          means the option is in compliance to travel policy 
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If you have visa information in your profile, the system will show you the visa information and the validity.  
You may also click                               to check whether you need a visa for travel and contact our service team for 
visa service.  

You may also add a hotel reservation before finalizing the air booking.  
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X 
•  Select                                      for hotel booking only 
•  Select “I’m Staying at Specific City” or “I’m Staying at Specific Location” 
 

4. Hotel Booking 

• Enter city name and select a city code (preferred)  or 
airport code   

• Enter check-in date and select number of night(s) 
• Enter hotel name if you would narrow down your 

search result 

  Method 1: Search Hotels by Specific City 

Note:  
The system will provide hotel result based on the airport code /            
city code selected. i.e. if you select TYO (Tokyo) the system will offer 
all hotels which is within 50km of Tokyo city centre.  
 
If you select NRT (Narita Airport) the system will use Narita Airport 
as central point, where is 60km away from Tokyo city centre and     
the hotels suggested are generally far away from city centre.  
 
Please use Airport Code when you would stay in a hotel near to         
the Airport 
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• Once you click the Location Box you will be asked to 
provide a location 

• Your may either provide  
   - A City Name             (e.g. London, Tokyo, Hong Kong) 
   - An Address                (e.g. 1 Nathan Road) 
   - A Landmark Name  (e.g. Piccadilly Circus Station) 
   - A Company Name   (e.g Connexus Travel Hong Kong) 
   providing the information can be identified by Google 

Map 
• Click                      to for a map and confirm it is the 

right location for hotel search 
Search 
• Click                      for hotel search 
 

  Method 2: Search Hotels by Specific Location 

No matter you use Specific City or Specific Location to search, on result page, hotel options are shown based on 
preference entered on previous step. Select the hotel based on the price, rating, and amenities according to 
travel policy. 
 
 

                           means hotel(s) where your company has a corporate rate there 
                           means hotel(s) where are preferred by your company (convenient, safe & reasonable price etc.)  
                           indicates the option is in compliance to the travel  policy 
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Click              to view price for each room type.  
Click                           to  choose a hotel rate which allow you to pay at hotel (if rate is available) 
Click             to choose a hotel rate which is billed by invoice (if rate is available) 
Click                         to select preferred room type  

 
Click           to modify the search parameters, filter or sort the search result 

Click          to identify hotel location and select a hotel by map view 
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After selecting a room type, traveller / travel arranger will be directed to a summary page which contains hotel 
room details, price breakdown, traveller’s profile, and trip information such as cost and purpose of trip.  

Upon completion of booking form, a CTL-CONNECT booking number (online reference) and a PNR record 
location (Sabre reference) will be generated.  
 
If Pay at Check Out Rate is selected  
Enter credit card for guarantee purpose. Final payment will be processed at the hotel.  

Note:  
Some of the hotel rates are Non-Refundable.  
 
Non-Refundable hotel rates will be clearly indicated: 
 
 
 
 
 
 
 
Once a non-refundable hotel booking is confirmed, 
cancellation penalty will be applied for any subsequent 
booking modification/cancellation, no matter the booking            
has been approved by your approver or not, or by 
whatever reasons. 
 
Thus please make sure that you will not make any change 
to the non-refundable hotel booking and your booking 
request will be approved by your approver. 
 
If you have any doubts, please consult your approver 
before making the non-refundable hotel booking or use 
refundable hotel rates instead. 
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Click both  
 

5. Air +  Hotel Booking 
    Method 1: Make air and hotel booking together 

Note: 
By doing this, the system will automatically use Air Arrival City to search hotels for you and set Air Departure and Return Date as 
Hotel Check-in and Check-out Date.  
 
Please be reminded to: 
•  amend the hotel city code manually (e.g. use LHR to search Air the system will offer you hotels nearby Heathrow Airport. It is 

recommended to amend hotel city code to LON for hotels around city centre) 
 
•  amend the hotel check in date, if you are going to take a flight which will arrive the destination on the next calendar day 
 
•  amend the room night, if you are going to take a flight which will depart the destination after the midnight  (i.e. Air Return 

Date will be the on the next calendar day of Hotel Check Out Date) 
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     Method 2: Add hotel booking before air booking is finalized 

Note: 
Please be reminded to: 
•  amend the hotel city code manually (e.g. use LHR to search Air the system will offer you hotels nearby Heathrow Airport. It is 

recommended to amend hotel city code to LON for hotels around city centre) 

You may also add a hotel reservation before finalizing the air booking. The system will ask you if you would 
make a hotel reservation as well. 

If you choose to do so, you will proceed to hotel booking and the system will automatically use Air Arrival City 
to search hotels for you. Since you have selected a flight so the system will know your actual Air Arrival Date 
and use it as Hotel Check-in.  
 
You will be forwarded to hotel result once             is clicked. 

At hotel result page please amend the no of nights you would like to stay by clicking   
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6. Booking Cancellation 

Click                           if you would cancel a booking and you will receive a booking cancellation email. 
 
Note: 
You are not allowed to cancel a booking if the booking has been modified by our travel consultant or ticket has been issued.              
For these cases, please contact our service team for booking cancellation. 

By clicking “My Trip” at Traveler’s Navigation Panel, you can view updated status of all air and hotel bookings 
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7. Ticket Issuance 

Note: 
Please make the ticketing request must be made before ticketing deadline. Otherwise the booking will be cancelled by airline 
without prior notice. Ticketing deadline can be found at  
 
Ticketing Deadline Reminder Email 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
My Trips 
 
 
 
 
 
 
 
 

For those which have been              you can proceed to ticketing any time before the ticketing deadline 
 
By clicking “Manage Booking” and “Ticketing Request” at Traveler’s Navigation Panel, you will find a list of 
approved bookings which are ready for ticketing  

Check the                                      box and then click                       to issue ticket 
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8. Tips 

3 kind of trips can be booked with this tool.. 
 
 1)  Air + Hotel  
 2)  Air only  
 3)  Hotel only  
 
CTL Connect is an excellent tool for simple international point-to-point booking. However, due to fare 
complexities of multiple destination trips and limitations of global distribution system, we recommend that you 
call/email to book your:  
- Multiple Destination Reservation  
- China domestic flights  
with Connexus Travel Service Team 
 

• A hover function exists for many tabs, objects and hyperlinks throughout the site. Hold cursor over item for 
description 
 

• Mandatory fields to be completed are marked by a *  
 

• When you are making a reservation, do not leave the site without complete a booking, otherwise the system 
may time out and you have to do all over again 
 

• If you have any problems or queries please contact our CTL Connect Online Helpdesk at 
onlinebooking@connexustravel.com for assistance 
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Connexus Travel Ltd. 

Unit 501, 5/F, Tower B, Manulife Financial Centre, 

223 Wai Yip Street, Kwun Tong, Kowloon, Hong Kong 

www.connexustravel.com 

Welcome to 


