
A guide to managing your 
international bookings
 
A simpler and more effective way to manage your bookings 
prior to departure.
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Manage bookings

1. Confirmation email  notification

Confirmed bookings will be notified via email

2. Manage booking email notification

You’ll receive a daily email at 0600 summarising  
all upcoming bookings within days.

3. Login to manage your booking

Click on ‘MANAGE BOOKINGS’ from email and log in to view  
all upcoming bookings

Or log in and select Manage International Bookings from 
your account home page
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Sort and edit bookings

2. Edit or Confirm bookings

Edit:
Select pencil icon to edit a booking

1. Sorting bookings

Bookings can be sorted using the options at the top of the 
screen.

Clicking on EDIT (pencil) takes you to this screen

Confirm:
Validate a confirmed booking by clicking  
on the grey box 
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Sort and edit bookings continued...

Once booking has been amended, 
confirm contact details 

At 48 hours prior to departure, booking will automatically 
move to validated status if no action has been taken to 
ensure capacity is protected

Agree to the terms and click ‘confirm booking’ or leave  
without update to return to original booking
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Cancellation

After logging in, navigate to Manage Bookings page and click 
on pencil icon of booking that is to be cancelled. 

Select ‘Cancel  
booking’ located 
at the bottom of the 
booking form.

Select ‘Cancel booking’ to confirm 
cancellation. ‘Back’ will return to the 
booking. Please note, cancellation 
within 48 hours of departure may 
incur our CPP fee of up to 100% 
of the value of the booking. 

Cancellation appears 
in Manage bookings
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