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Managing Users

Each user of the Qantas Group Travel website requires a username and password to access the system.
These details are logged for every action taken within a quote or booking against the signed in user.

The Administrator (main user) for the agency is created during the Registration process. Once the
Administrator is granted access to the Qantas Group Travel website, subsequent users can be created in the
system.

The Administrator can create as many additional users as required; however the number should be kept at a
manageable level. Each user is created with their own individual email address, so the natifications that the
system generates for each booking are sent to the correct user.

Creating & Managing Users
From the Account drop down menu on the top right of the home screen, select ‘Manage Users’-
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The following screen is then displayed, showing the agency details at the top, followed by a list of current
users-
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From here the Administrator can-
e Enable User(s)
e Disable User(s)
e Change Booking Ownership
e Add User
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Enable User
To enable a user, select the required user using the tick box on the left-hand side and then select ‘Enable
User’ from the drop down menu. This will reactivate a previously disabled user.

Disable User

Any users who have left the business need to be disabled.

As with Enable User, to disable a user select the relevant user by checking the tick box on the left-hand side
and then select ‘Disable User’ from the drop down menu.

Change Booking Ownership

It may be necessary to change the owner of a booking if, for example, a user leaves the agency. Again, to
change the booking ownership, select the user and then select ‘Change Booking Ownership’ from the drop
down menu. Choose the required user from the drop down list to whom you wish to change ownership to,
and click ‘Change’.
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Ownership of all the quotes/bookings assigned to the original user will then change to the new user selected
who will now receive all subsequent notifications.

Add User
To add a new user, select ‘Add User’ from the drop down menu. This will then display the below pop up for
the Administrator to complete the required details (* indicates mandatory item) and choose the level of
access the user requires-
e Agency — Own Bookings Only, indicates the user will only have access to the bookings they create
Agency — All Bookings, indicates the user has access to all agency bookings
Permissions — These are the actions that the user can perform within the Qantas Group Travel
website. These are book, amend, ticket, post ticket and agency administration.
o Agency Administration — Indicates the user will have a higher level of privilege and will be able to
create new users
Note, an email address can only be entered once within the website, any attempt to add the same email
address for a subsequent user will result in an error.
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Password Change Reguest

An Administrator can send a password reset link to a user if the user forgets their password. This is done by
selecting ‘Password Change Request’ associated to the user for which you wish to change the password for.
Note it is not possible for any user to change a password on behalf of another.

v MR Peter Jones RIONES peter@uboiravel.com Edit Possword Change Request Bookings
Page Number:1 First usars. Naxt usars
Password Change Request Confirmation ®
Are you sure to send the password change request email o the user?
GROUP
QANTAS TRAVEL Qantas Airways Limited - ABN 16 009 661 01 - Confa
Edit

An Administrator can also edit the details of a user such as their email address or phone number. This can
be done by selecting ‘Edit’ against the user for whom details need to be updated.

Bookings
The Administrator also has the ability to see all bookings associated to an individual user by selecting
‘Bookings’ associated to the relevant user.

v M Peter Jones RIONES peter@abeiravel com Edit Password Change Request  Bookings
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