
 

 

 

 
Welcome to the The Travelopia online booking agent portal.  
 
Our online portal enables you to check availability on all TrekAmerica, Grand 
American Adventures, Exodus and Headwater tours.  
 
You can make a reservation for up to 8 passengers, as well as hold a tour 
(option) for up to 4 days whilst you collect payment and details from client.  
 
Additionally, you can confirm options directly through the booking engine, add 
pre/post accommodation at our gateway hotels up to 35 days before 
departure. You will need the following information to book/hold an option via 
our portal: clients full name, date of birth, nationality 
 
The following procedure should help guide you through the online booking 
process. If you have any difficulty or have any questions, please get in touch with 
your relevant Business Development Manager of local sales representative.  
 
Enter agent portal @ https://portal.ukadventuretravel.com/res  
 
Enter your username (email address) and password (case sensitive): 
 

 
 
 
 
 



 

 

 

Choose your selected brand to book or review past bookings 

In this case we have chosen TrekAmerica, (red).  This screen will allow you to 
look up reservations for your branch or your own reservations.  
 

 
 
You may look up past bookings by reference numbers at this stage.  
 
You may add or amend accommodation before and after the tour, and confirm an 
existing option. This can be done up to 40 days before departure. Within 40 days 
you will need to contact us to make any changes/alterations to bookings.  
 



 

 

 

You can also create a New Reservation from this page. 
 
Search – Basic 
This option allows you to search by:  tour name, tour code, or phrase, date range 
of departure, and brand 
 

 
 
Search – Advanced 
This option allows you to search by: tour name, tour code or phrase, date range 
of departure, start/end city 
 

 
 
You can choose your tour by typing a tour name, tour code, or a start city.  



 

 

 

If your agency has an agreement across other Travelopia brands, at this stage 
you may change the brand on the right-hand side.  
 
Search or select 
Once you have selected your chosen tour by using one of the above methods, you 
can now hold an “option” on the selected tour. An option may then be confirmed 
into a booking. To hold, simply click anywhere on the line of your selected date 
and click “BOOK”. 
 

 
 
The majority of TrekAmerica trips require a minimum of 4-5 people. Most Grand 
AmeriCan Adventures trips are guaranteed with a minimum of 1 passenger. 
 
You can see clearly what is guaranteed or not under column labelled “G’teed”.  
 
Select TrekAmerica tours are also guaranteed which are also clearly displayed. 
As other treks reach a minimum booking requirement, we will add more 
guaranteed departures.  
 
To hold an option, we will require your customers basic details: first name, 
surname, title, DOB and nationality, which will be added later.  
 
 
 
 
 



 

 

 

 
 
Adding pre and post 
 
You may add pre and post accommodation, whilst selecting the room type 
required. You can choose from single (solo supplement required), Twin Share – F 
(Female), Twin Share – M (Male) 

 
You may add pre and/or post accommodation. The dates will auto-populate with 
the correct dates to match the tour.  
 
Summary Screen 

 
This screen presents a “booking” screen. If there are multiple pre/post options, 
this screen is where you will be able to select your chosen accommodation.  
 
In this case, we already selected the Fairfield Inn and Suites for pre-tour and the 
Hilton Newark Airport for post-tour.  Next hit “BOOK”.  



 

 

 

 
 
 
Check out screen 
 
If you have a discount code, apply it here. Otherwise, this will be your final 
“basket.” Click “continue to contact and billing information”.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

Passenger page – enter your pax data. You MUST accept terms and conditions 
on behalf of your client. To continue, click “confirm order”.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 
Reservation Summary – You have made a booking (option!) 
 
If you have not selected pre/post tour accommodation, you may also do so now. 
 
 

 
 
 
 
 
 
To confirm OR cancel your option, simply click the “status” drop down.  
 

 
 
Options will not auto-cancel in the system, so they must be cancelled manually. If 
you do cancel, the system requests a reason at the base of the page.  



 

 

 

 
If cancelled, the status will change from yellow “option” to red “cancelled.  
If confirmed, the status will change from yellow “option” to green “confirmed”. 
 

  
 
 
Please note: Once the option has been confirmed, you are responsible for 
collecting payment and all standard booking conditions apply. Please ensure all 
clients have comprehensive travel insurance, including medical, baggage, 
cancellation and adventurous activity cover.  
 
On all confirmed bookings, you can view and print invoices. Vouchers will be 
emailed direct from our system to your individual email and the branch.  
 
These can then be passed onto the clients when they have paid in full for a trip.  
Ideally this shouldn’t be done more than 6 weeks before the departure date in 
case of any trip alterations.  
 
These will be emailed for the final time 6 weeks out.  For pre-departure 
information and details of our gateway hotels please see our Trek tips.  
 
 

If you have any difficult or questions, please email us at 
info@trekamerica.co.uk or call +44 (0) 208 682 8920 


