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OVERVIEW

Collegiate Travel Planners (CTP) is part of the CTM Group of global travel businesses. In this
guide and throughout their tools, you will see both the CTP and CTM acronym.

This guide will assist you with your initial login and setting up your profile.

GETTING STARTED

To access the your profile, click on the CTM Profiles app on the Portal home page.
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UPDATING YOUR PROFILE

* Your name, email, phone number, gender, and date of birth will be pre-populated and non-

changeable.
* You must enter a mobile number and save before you can book.
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FILLING OUT YOUR PROFILE

CREDIT CARDS

In the “General” section, add your credit card information.
Y
Credit cards
Card type - v X
Creditcard no.
Expiration
Remark

Mame on Card

Add mew

¢ Click on “Add new” to add alternate credit cards.
¢ The credit card can be selected in the “Preferences” section to be used for hotel or car

guarantee.
¢ Click the red “X" to delete a credit card.
¢ The rest of the fields below the credit card section do not need to be filled out.

Credit cards

Card type . r X
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PREFERENCES

his section is where you can select airline seat and meal preferences, airline frequent flyer numbers,
hotel and car loyalty numbers and credit cards to use as for reservations.

Preferences
Each vendor type (airline, car, hotel) has
seat fequest " its own section under its respective
Y7 n” .
We do our best to occommeodate requests but cannol guarantee Preferences” sections.
them.
Meal Request
v You can add more loyalty numbers by
clicking on “Add new” below each
Frequent flyer .
section.
Airline
elect a carmer W
Humber
Add ree
Hotel Program
Hotel puarantes
W
Hotel chain
Setect a hotel chain W
Customer number
A e
Car Program
Guarantee rental car
W
Company
glect a rental compan Ll
Customer number
A e

If you need to remove a membership number, simply click on the red “X" next to the company/chain

name

Haked chiain Select a hotel chain v X

Cusiomer numben
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ADMINISTRATION

This is where you can add travel arrangers who can book on your behalf. Do not remove yourself as
an arranger or you will not be able to book travel. To remove an arranger you've added, click the red
X" next to their name

Administration

Arranger [/ Assistant

Arranger J/ Assistant
B Jeanette Frost Q

Primary Arranger M

Add news

RAIL INFORMATION

You can add frequent traveler numbers, select a credit card, and store your seat preference for all
rail travel.

Rail information

Seat

Card
MNumber
Expiration

Collect points w
Class

Walid from station
Valid to station

Add new
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TRAVEL DOCUMENTS

Your passport, visa, and identification information can be added to this section.

Travel documents In the case of dual citizenship, you can
add alternate passports; please ensure
Passportis) you select one as your “Primary

Passport”.

Habanalty
i You can add any visas, and driver's
N o licenses, or other government-issued
Issue place identification.

IS courilny

Expings

Primiainy Passso "]

Visa Information
Couniry
Humber
550G Sal
Expiras
Entry typsa

Lirnkisd] peiriSmon

Igentification cards

Country
Numbsar
Issun daln

Expires

Please note the section below is for a redress number (if applicable), and a known traveler/pre-
check number.

Redress Mumber

Known Traveler
Mumber
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TRAVELER SPECIFIC

Fill out emergency contact information. This is for the agents and is not shared.

HOME AND WORK ADDRESS

It is optional to fill out your home and work address. This is for the agents and is not shared.

EMPLOYMENT INFORMATION

Department information, employee id, and job title will be populated and cannot be updated.

TRAVELER CAR, HOTEL OR AIR PREFERENCES SECTIONS

These three sections are optional and will be used by the agents when booking and some
preferences are used in the online booking tool. Most options are drop down, but where there is

free-form text, you may add information for the agents.

Traveler Car Preferences

Rental Car Size
Preferences (SC¥)

Rental Car

ant Care

Trarsmission PR
Preferences (SC¥)
Car Rental |

Mo

Preferences - GFS
Rental Car Smoking =
Freferences fost care
Car Ski Rack (5C¥) e
Car Preferences 1

(SCY¥PREF-)

Car Preferences 2

(SCYPREF-)

Car Preferences 3

[5C¥PREF-)

Car Preferences 4

(5C¥PREF-)

Car Preférénces 5

(SC¥PREF-)

Car Preferences &

(SCYPREF-)

Car Other

Preferences 2 (SCY)

Car Other

Preferences 3 (S5C¥)

Car Other

Preferences 4 (5C¥)

Car Other

Freferemnces 5 (5CY)

Car Other

Preferences & (SCY)

Limo Preferences 1

{5L%)

Limo Preferences 2

{5L%)

Limo Preferences 3

[5L%)

Limo Preferences 4

{5L¥)

Traveler Hotel Preference

Hibed Smoking
Preference (SH¥)
AAA Humber
[SHYAAA:)

Senior/ AARE
[BHYAARP-)
Govemment
(SHYGOV-)

Military (SHYMIL-)
Hotel Preferences 1
(SHYPREF-)

Hokel Preferences 2
[SHYPREF-)

Hatel Preferences 3
(SHYPREF-)

Hobel Preference 4
[5H¥)

Hobel Preference S
[5H¥)

Don't Care

Mo

HO

Mo

Mo

Traveler Air Preferences

Traveler Air
Preference Seat
Section

Travel Alr Preferences
T (855%)

Trawel Air Préfensnoes
& (@55¥)

Travel Air Preferences
% (@55%)

Seat Preference 1
{B55Y)

Seat Preference 2
(255%)

Medical Alerts (@55¥)

Accessibility Needs-
Wheelchair access
{B@55%)

Accessibility Needs-
Blind accessible
(B55¥)

&
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SPECIAL NOTES & CONSIDERATIONS

* You should fill out your profile as completely as possible.
* Any changes/updates will only be applied to future reservations.
e CTM Profile will time out after a few minutes of inactivity.

AGENCY CONTACT

For additional assistance completing your profile, please contact CTP at:
Phone: 1-877-208-1396
Email: na_onlineetravelctm.com
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