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Log in to CTM Portal

Getting Started

To begin, head to https://us.ctmsmart.com and log in to the 
CTM Portal.

From the homepage, click the CTM Profiles tile to search for

and access your traveler’s profile.

Before booking their first trip in Lightning, be sure to log 
in to CTM Profiles and confirm their details are up to 
date.
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Travel Arrangers
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Assigning a New Arranger/Assistant

Users can assign another profiled user—who has the Arranger/Assistant permission—within 

the Administration section of their profile.

As you begin typing the travel arranger’s first or last name, Faces will suggest matching 

profiles. Simply select the correct one from the list.

If you don’t see the arranger’s profile listed, reach out to your company’s travel administrator

or CTM Online Support for assistance.

Adding More Arrangers
If you need to assign more arrangers, click Add New to 

continue. There’s no limit to the number of arrangers 

you can add.

Note: Itineraries and invoices are not sent to all

arrangers by default. They’re only sent to the booking 

arranger, the traveler’s email address, and any 

additional emails listed in the profile.

Primary Email (Must be the

traveler’s email, required field.)

Additional Email fields

• Click Edit to add new items or 

view all available fields. Be sure 

to click Save on each page 

before moving to another 

section.

• For changes to 

uneditable fields, 

contact CTM Online 

Support.

• Once the profile is reviewed and updated, 

close the CTM

Profile tab to return to the CTM Portal.
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Saving Changes and Booking Travel in Lightning
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Updating Your Traveler’s Profile

Make sure all required fields are completed—these are highlighted 

in blue.

Note: The username should always be the traveler’s

email address.

To find another 

traveler, enter their 

name or email 

address and click 

Search.

Then, select the traveler by clicking their name.

Finding a Traveler

When you log in, 
your own travel 
profile will display by 
default.

REMINDER: Be sure 

to click Save on each 

page before moving to 

another section.

*** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com 4



CTM Profiles
CTM LIGHTNING ARRANGER QUICK START GUIDE

Preferences

Add the traveler's frequent flyer, hotel loyalty, and car 

rental membership numbers, along with seat preferences 

and special meal requests.

Each vendor type (airline, car, hotel) has its own section 

under Preferences. To add more membership numbers, 

click Add New below the appropriate section.

To remove a membership number, click the trash can icon

next to the company or chain name.
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REMINDER: Be sure 

to click Save on each 

page before moving to 

another section.
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Travel Documents

Add the traveler’s passport details, visa 
information, Known Traveler Number (if 
applicable), and Redress Number (if applicable) in 
this section.

Note: If the traveler holds dual citizenship, you can 
add additional passports. Be sure to select one as 
the Primary Passport.

Home, Work, and Billing Address

Use this optional section to store the traveler’s:

• Home address

• Work address

• Billing address

Special Notes and Considerations

Complete traveler profiles as thoroughly as possible. 

Changes and updates apply only to future reservations. 

CTM Profiles will time out after a few minutes of inactivity.
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REMINDER: Be sure to click Save on each page before 

moving to another section.
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Booking Travel

Start a New Booking

• Select New Booking from the portal homepage.

Enter Trip Information

• Choose all the required services by clicking Flight, Hotel, Car, and/or Rail

at the top of the screen.

• Add travelers, destination, and travel dates.

o You can enter up to nine travelers at a time.

o Begin typing a name to view and select from matching employee 

profiles.

o Each traveler will have a separate PNR created at purchase.

• If needed, select the Purpose of Trip from the drop-down menu.

• Click Search to continue.
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Booking Guest Travel

Add a Guest Traveler

• Select Add Guest Traveler.

Complete Guest Traveler Details

• Fill in the required fields:

o First Name

o Last Name

o Date of birth

o Gender

o Phone

o Email

• Add loyalty program information (optional) if needed.

• Click Save Guest Details to return to the travel search page.

• Add more guests, up to nine total, as needed.

*** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com 8



CTM LIGHTNING ARRANGER QUICK START GUIDE

Flights: Availability

Filter Flight Options

You can filter available flights by time of day or view all flights for the entire day.

If you select an out-of-policy fare, a pop-up box may appear asking you to provide a reason before continuing.
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Flights: Sort/Filter
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Sort Options Additional Filters
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Flights: Expanded View

Viewing Seat Maps

Click Seat Map to view available seats.

Seat selection will be available after you choose 

your flight.

Add Flight to Cart

Click Add to Cart to select your flight and fare.

12*** Confidential and proprietary information for CTM & Client Use Only *** us.travelctm.com 11

Fare Groups and Details

Fares are grouped by fare brand type and cabin class.

The expanded view provides links to fare rules and 

conditions for each option.

Click the link below to view the expanded flight 

details.



CTM LIGHTNING ARRANGER QUICK START GUIDE

Flights: Cart

Review Your Selections

The flights you select will appear in the 

itinerary summary on the right side of the 

page.

The shopping cart will automatically update 

to reflect the total price of your selected 

flights, hotel, and car.

View Traveler Itineraries

To view a traveler’s itinerary, click the 

arrow next to Passenger Itineraries to 

open the drawer, then select the 

traveler’s name.
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View Other Flight Options

Once you select a flight, all other options will 

disappear.

To view other flights again, click the trash

can icon next to the selected flight.

Proceed to the Next Step

Click Continue to move to the next step.
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Seat Selection

To open the seat map, click

next to each flight option.

Click any available seat to 

Select and then
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in the top right-hand 

corner to proceed with 

your booking.
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Hotels: Availability
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Hotel Sort Order

Best value, closest, and preferred hotels 
appear first, followed by all other available 
options.

Adjusting Search Radius

The default search radius is 5 miles, but you 
can expand it based on availability and 
preference.

Viewing Room Options

To view all rooms and rates for a property, 
click Show Rates or All Rooms & Rates.

Viewing Cancellation Policies

Hover over the to view the cancellation

policy for each rate.

Out-of-Policy Rate Selection

If you select an out-of-policy rate, a pop-up 
box will appear asking you to provide a 
reason. Simply enter the reason for selecting 
that hotel.
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Hotels: Cart

Viewing Your Selected Hotel

The hotel you select will appear in the 

shopping cart on the right side of the page.

Sending Special Requests

After adding a hotel to the shopping cart, 

you can send a note to the hotel using the 

Special Request field.
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Changing Your Hotel Selection

If you prefer a different hotel or rate, click 

the trash can icon in the shopping cart 

to redisplay hotel options, then select a 

new hotel.

Proceed to the Next Step

Click Continue to move to the next step.

View Traveler Itinerary

To view the traveler’s itinerary, click the 

arrow next to Passenger Itineraries to 

open the drawer, then select the

traveler’s name.
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Cars: Availability

Car Rental Results

Preferred car rental providers will appear on top.

Note: The rate showed is the daily base rate excluding 
fees and taxes.

Out-of-Policy Rate Selection

If you select an out-of-policy rate, a pop-up box will 
appear asking you to provide a reason. Simply enter 
the reason for selecting the car.
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Cars: Availability

Viewing More Car Options

Scroll down past Top Picks for You to view results under The Rest.

Filtering options are available above The Rest section.

Click Add Car to add your preferred option to the shopping cart.

Out-of-Policy Rate Selection

If you select an out-of-policy rate, a pop-up box will appear asking 
you to provide a reason. Simply enter the reason for selecting the 
car.

Viewing Full Rate Details

Click the ellipsis to view full rate details and 

additional information about the vehicle.
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Cars: Cart

Sending Special Requests

After adding a car to the shopping cart, you 

can send a note to the vendor using the 

Special Request field.

Changing Your Car Selection

To select a different car, click the trash

can icon and choose a new car and rate.
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Proceed to the Next Step

Click Continue to move to the next step.

View Traveler Itinerary

To view the traveler’s itinerary, click 

the arrow next to Passenger 

Itineraries to open the drawer, then 

select the traveler’s name.

Viewing Your Selected Car

The car you select will appear in the 

shopping cart on the right side of the page.

18



Booking Confirmation
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Traveler Confirmation Details

Each traveler will have a unique drawer. 
Open each drawer to complete their 
confirmation details.

Adding More Travel Services

You can add additional flights, cars, or 
hotels to your itinerary by clicking the 
icons provided.

Completing Required
Information

Where needed, complete any required 
fields, payment information and 
loyalty program numbers.

Removing Travel Services

To remove a flight, hotel, or car, click the

trash can icon next to the item.
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Finalize Your Booking

To confirm the booking, click Confirm Booking, 

check the Terms and Conditions box, and then 

click Confirm Booking again.

You can also choose to Hold Booking if needed.

Swapping Fare Options

Under each flight segment, you can swap to a 
lower-priced fare by clicking the fare amount.

To return to the original flight, simply reselect 
the original fare.

Using the Comments Field

Use the Comments field to send a 

note to CTM Operations or Gold Desk 

for any additional booking 

requirements.
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Managing 
Completed Bookings

To view existing 
bookings, or book seats, 
click Manage Bookings.

If needed, you can also Log 
Out or start a New 
Booking.

You can also manage your 
bookings by clicking My 
Bookings from the 
Lightning landing page after 
logging in through the CTM 
Portal.
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Manage Bookings

Using the search fields, specific 

bookings can be found by, PNR, 

Name, and/or by a specific travel date 

range.

us.travelctm.com

Clicking on a specific travel reservation will open the Booking Summary to review 

the entire itinerary and reservation details along with additional actions including 

modifying, adding, canceling, sharing, selecting seats and adding to calendar. 

Booking Summary #CFGQQI

TRAVIS DEMO MILES

TRAVIS DEMO MILES

CFGQQI

CFGQQI

Trips can be filtered based on status; 

the default search is for all, but can be 

narrowed down to a specific status, 

i.e. ‘Canceled’.
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Manage Bookings

us.travelctm.com

When cancelling, 

users may either 

cancel the entire 

trip, or select 

which segments 

to cancel

Booking Summary #CFGQQI

TRAVIS DEMO MILES

TRAVIS DEMO MILES

How to Cancel a Trip / Portion of Trip How to Add to your Trip

To add an 

additional travel 

segment to an 

existing itinerary, 

click the icon of 

the applicable 

travel type (air, 

hotel, car rental)

Adjust the search 

parameters 

accordingly and 

click search
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