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Logging in for the first time?
Select Forgot Your Password – Then login 
using the temporary password and 
follow the prompts. 

After you have logged in, you will land on 
the YOUR.CT home page. From here, you 
can link to a variety of useful services.

LOGGING ON TO YOUR.CT

SAM :]

Smart Assistant for Mobile is a 
pocket travel assistant that helps 

business travelers with 
everything from itinerary 

management, bookings, service 
and support. 

TRAVEL HUB

Looking to travel? 
Get the latest traveler 

updates and information.

https://www.fctgtravelnews.com

Business Development Manager
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sonja.erasmus@corporatetraveller.co.za
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OFFLINE AND ONLINE BOOKINGS

OFFLINE BOOKINGS

• Multi-city Bookings; 

• Group Bookings;

• Regional Bookings;

• International Bookings

• Changes to existing bookings need to be booked offline through Hero Telecom’s dedicated Travel Manager: Kelley Golden / Buhle Gulwa

ONLINE BOOKINGS

• Domestic bookings ;

• Point to Point Regional and International bookings are bookable on the online booking tool

*** All online bookings must be booked and approved by 16:30 same day to guarantee the fares/rates ***
*** Bookings that have not been approved before 16:30 are not guaranteed ***
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Corporate Traveller 
provides 3 quote options 

via email

Traveller/Travel Booker  
chooses option which is most 

suitable and comply with travel 
policy and complete the Travel 
Control Form with the relevant 

information, authorised 
signatories, cost centre number 

and GL Codes
Form will be emailed through to 

Corporate Traveller

Traveller logs onto Online 
Booking Tool and books 

preferred option

Booking is escalated to the 
Budget  controller for review
Budget Controller will receive 

an email with booking 
information.

Budget Controller can either 
reject the booking by pressing 
“Reject” or log into Concur to 
reassign the booking to the 
traveller’s HOD for approval

Once approval is received, all 
documentation is issued and 
emailed through to traveller

• Invoices will be emailed through 
to the Traveller/Travel booker as 
and when it is raised

• Invoices and Travel Control 
Form will be accessible on 
Papertrail. Access will be given 
to Austen and Monica

• Statements will be emailed 
through to Austen Waterwitch –
waterwitcha@cput.ac.za
Monica Ranamane –
ranamanem@cput.ac.za on a
monthly basis together with the 
Upload File

The following references will appear 
on the invoices / Statement:
• Cost Centre Number
• GL Code

TRAVEL BOOKING PROCESS
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CHANGES
All changes to booking that were booked 
offline or online should be done off-line

with the Travel Manager

Traveller / Travel Booker 
emails Corporate Traveller 
with their booking request

Corporate Traveller will upload 
the Travel Control Form onto 

Papertrail 

CPUT INTERNAL PROCESS
Traveller to print/compile a travel pack for the 

approver (leave and travel control form) to sign off 
manually with cost estimates

Travel Approver (HOD) to log 
into Concur to approve 

booking

mailto:waterwitcha@cput.ac.za
mailto:ranamanem@cput.ac.za


YOUR.CT – ALL USERS

• Please ensure that your name and surname is as per your 
passport and that all your information is updated in your Travel 
Profile



CONCUR – ALL USERS

• Click on the “Flights, hotels and car hire”
block under My Booking Tools to be 
redirected to Concur (Online booking tool).

• If you are booking travel for yourself, you will 
need to choose the travel policy option for 
which you need to book i.e., Default Travel 
Class or Vice Chancellor Travel Class and 
continue with the booking process



YOUR.CT – TRAVEL BOOKERS

• Super users (Travel bookers) will have the 
capability of creating new profiles by clicking 
on the Admin section and selecting “Create 
new profile” and completing the information 
on the next page, click on send a Welcome 
Email to the new profile” before clicking 
“Save & Exit”

• The traveller will receive log-in information 
and will be able to complete his/her profile 
once they have logged in



YOUR.CT – TRAVEL BOOKERS

• Travel bookers will have the capability of 
linking profiles to themselves to book on 
their behalf by clicking on the Admin section 
and selecting “Arranger Self Designation” 
and searching for the traveller by surname 
and once found, click on “Self-Assign” 

• The Travel booker will now be able to book 
on the traveller’s behalf and update his/her 
profile. 



CONCUR – TRAVEL BOOKERS

• To book on behalf of a Traveller, a Travel 
booker will need to click on the Profile icon 
on the top right-hand corner once logged 
into Concur, insert the traveller’s surname in 
the search box, select the traveller’s name 
once it appears in the drop-down box, and 
click on start session.

• A green box will appear on the top right-
hand corner stating that you are now acting 
on behalf of another traveller.

• You can now choose the Travel policy option 
for which you need to book and continue 
the booking process.



RESERVE A FLIGHT (with flexibility)

• Once you have inserted your flight search 
information, you are required to click on 
‘show all details’ and then click on ‘Rules’ to 
view the fare rules and restrictions of the 
specific ticket you would like to book i.e., if 
you are allowed to rebook the ticket etc.



RESERVE A FLIGHT (Email options to traveller)

• You can print/email options through to a 
traveller before a trip is booked by clicking 
on “Print/Email”.



TRIP BOOKING INFORMATION

1. Change the Trip Name to reflect the following information:

- COST CENTRE – TRAVEL BOOKER (if applicable) – TRAVELLER 
NAME – DEPARTURE DATE – CITY

2. Insert your Cost Centre number in the Cost Centre Block 

3. Select the relevant GL code option from the drop-down list, 
depending on what you are booking 



BUDGET CONTROLLER - HOW TO REASSIGN
• The Budget Controller will receive an email to approve the travelers' booking, with all the relevant information i.e., Travel booker name, Traveller Name, Trip Details, cost, cost center 

number and GL Codes to ensure that all is order for trip to be approved.

• The Budget Controller should not respond on the mail, but must log into Concur with their log in credentials and follow the below steps to reassign the approval to the traveler's HOD for 

approval:
1. Login to YOUR.CT with your login that has “Corporate Admin” permissions

2. Click on make a booking Tile to take you to Concur

3. Once in Concur as yourself (Budget Controller)

4. Click on the “Home” tab

5. Select “Company Admin” under “Administration” menu item

6. Click on “Approval Queues” link under “Company Admin” section

7. Insert “Controller/Budget” in the textbox and click on “select”

8. A list of all pending bookings will appear under “All Queued Requests”, select your booking by ticking the box next to your traveler's name and insert the traveler's approver (HOD) surname in the text box under “Assign 

Checked Requests To”, the approver’s name will appear in a drop-down box, click on the approver’s name and click “Reassign”

9. Your selected booking will move out of the Queued Request into the approver’s profile to approve



TRAVEL APPROVERS - HOW TO APPROVE

1. Travel approver will receive an email from “Approval Queue” to advise approver that he/she needs to log into Concur to approve a booking

2. Login to YOUR.CT with your login that has “Approval rights” permissions

3. Click on make a booking Tile to take you to Concur

4. Once in Concur as yourself (HOD - Approver), take note of the sections highlighted below

5. Counter showing the number of trips requiring approval

6. List of MY TASKS – i.e., trips requiring approval. Under this section, the user can directly display the trip they want to process

7. The approvals menu option will take you to the dedicated approval workspace, where you will be able to view the travel Itinerary as well.

8. Please click on either “Approve” – to approve booking, “Reject” – to reject booking



CONCUR USER GUIDE

• There is an Online booking tool User Guide available on the 
YourCT page which will give you step by step instructions on 
how to make a booking on the online booking tool



CAR CATEGORIES



Thank you for your time

Nadia Gouws

Onboarding Success Manager

073 277 7408

nadia.gouws@corporatetraveller.co.za
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