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1. INTRODUCTION
This user manual serves as a comprehensive guide for Admins tasked with 
overseeing and managing travel bookings and invoicing on behalf of employees. 
The Admin portal is designed to streamline the management and monitoring
processes, ensuring e�cient handling of travel-related services.

The portal is divided into several primary modules, each focusing on a specific 
aspect of the service process:
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Provides an overview and summary of all activities within the portal,
o�ering insights and quick access to key functions.

Dashboard1

Allows Admins to manage the rates for various travel services.
Rates:2

Enables Admins to evaluate and assess the performance and
usage of travel services.

Assessment:3

Facilitates the organization of users into groups and subgroups for better 
management and reporting.

Groups and Subgroups:4

Manages the profiles and roles of SPOCs within the portal.
Users:5

Manages the profiles and roles of employees within the portal.
Employees:6

Allows Admins to review and manage taxi service bookings requested
by SPOC.

Taxi Booking:7

Enables Admins to review and manage bus service bookings,
cateringto group travel needs.

Bus Booking:8
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1. INTRODUCTION

Each module is explored in detail in the following sections, where step-by-step
instructions will guide you through the process of utilizing these functionalities. 
This manual is designed to ensure that Admins can navigate the portal with 
ease, enabling them to e�ciently fulfil their role in managing employee travel 
arrangements.
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Supports Admins in reviewing and managing train service bookings
for employees.

Train Booking:9

Allows Admins to review and manage flight service bookings,
ensuring that air travel arrangements are handled e�ciently.

Flight Booking:10

Assists Admins in managing and overseeing the invoicing and billing
processes for all travel services.

Billing:11
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Access all your corporate travel solutions here: https://cotrav.co/

STEPS:

1. Enter the email address.

2. Now enter the OTP.

3. Accept the terms and conditions.

4. Click LOGIN

2. ADMIN LOGIN
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Post login screen:

The home page is organized into the following submodules, each of which is described in
detail in the subsequent sections:

3. HOME PAGE
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Dashboard

Rates

Project Code

Group

Sub Group

User

Employee

◆

◆

◆

◆

◆

◆

◆

Taxi Bookings

Bus Bookings

Train Booking

Hotel Booking

Flight Booking

Bills

◆

◆

◆

◆

◆

◆
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On the top right corner of the home screenthere
will be a profile icon.

On further click on Profile the profile view
will open.

The Roles can be switched from the profile
dropdown icon.

The default role will be Employee.

4. PROFILE
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◆

◆

◆

◆

The Profile Page provides a comprehensive overview of upcoming bookings and a 
detailed summary of all types of bookings made. Additionally, it includes a feature 
for changing the user’s password, ensuring that users can easily manage their 
account settings and maintain
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Overview

5. DASHBOARD
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The dashboard o�ers a detailed view of monthwise data of invoice volume, 
breakup of booking amount, Number of Room Nights Per Month, State-Wise 
Hotel Booking, State-Wise Taxi Booking, Route-Wise Flight Booking, 
Route-Wise Bus Booking, Route-Wise Train Booking, Number of days between 
booking and actual check-in/Departure Date, Assessment Wise Booking 
Amount, Assessment Wise Total Bus Booking Amount, Assessment Wise Total 
Train Booking Amount, Assessment wise Total Hotel Booking Amount, Search 
Taxi Booking, Search Bus Booking, Search Train Booking, Search Hotel Booking, 
Search Flight Booking and key metrics about active users, total bookings,
upcoming trips, and much more. It is designed to help users e�ciently monitor 
and manage various aspects of the operations.

The Admin dashboard portal includes a highly e�cient and user-friendly feature 
that allows Admins to manage travel bookings through separate search sections 
for each mode of booking: Taxi, Bus, Train, Hotel, and Flight. This feature is 
designed to streamline the search and management process, making it easier for 
Admins to handle various travel arrangements.
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6. RATES
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1. Data Rows:
Description:

Each row represents a di�erent package or tari� with specific details filled
under each column header.

◆

2. Buttons at the Top:

Download Rates: Allows users to download all the data displayed on the screen.
Fare T&C: Likely provides additional information or terms related to fare charges.
Signed fare docs: Saves any changes made to the rates.
Search: Enables users to search for specific rates or packages.

◆
◆
◆
◆

2. Features of the “Download Rates” Button

Comprehensive Data Export: The “Download Rates” button enables users to download all the 
data currently displayed on the screen. This includes all columns and rows, ensuring that no 
information is missed.
Convenient Analysis: By downloading the data, users can analyze the rates o�line, use them 
in reports, or share them with others.
Format Options: The download feature might o�er di�erent formats (e.g., CSV, Excel) for user 
convenience.
Time-Saving: Instead of manually copying data, users can quickly download everything with 
a single click, saving time and reducing the risk of errors.

◆

◆

◆

◆
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7. PROJECT CODE
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1. Data Rows:
Description:

1. Each row represents a di�erent assessment code with specific details filled under     
each column header.
2. Each row details can be modified with the edit button
3.  For additional service date modifications.
4.  For the brief description of service.

2. Features of the “Download Code List” Button

Comprehensive Data Export: The “Download Code List” button enables users to download all 
the data currently displayed on the screen. This includes all columns and rows, ensuring that 
no information is missed.

3. Features of the “Add Assessment code” Button:

Enables users to add new assessment codes to the system.

Download Code List

Add Assessment Code
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8. GROUP & SUBGROUP
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1. Data Rows:
Description:

Each row represents a di�erent group detail with specific details filled under each 
column header.

2. Features of the “Download Group List” Button:

The “Download Group List” button enables users to download all the data currently
displayed on the screen. This includes all Group details, ensuring that no information is 
missed.

3. Features of the “Add New Group” Button:

Enables admin to add new group to the system.

Download User List

Add New Group
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9. USER & EMPLOYEE
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1. Data Rows:
Description:

This tab will display all the SPOC as Users for the admin.

2. Features of the “Download User List” Button:

Download all the SPOC Users with their details.

3. Features of the “Add New Group” Button:

This feature will allow the admin to add new SPOC User.

3. Edit Feature:

Each row details can be modified with the edit button.

Add New User

Download User List
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1. Overview: The taxi booking page allows users to view and manage all taxi bookings.

2. Viewing Bookings: Describe how to view current taxi reservations, including details like
Booking ID, Usage Type, Spoc Name, pickup and drop-o� locations, journey dates &
times, and booking dates &times.

3. Status Check: Clarify the meaning of each status (e.g., Approved, Pending) displayed
under the “Status” column.

4. Detail Buttons: TExplain the purpose of the “Details” buttons next to each booking 
entry.

5. Active Bookings Unassigned: This section displays taxi bookings that are yet to be
assigned to drivers. Users can review unassigned bookings and take necessary action.

6. Active Bookings Assigned: Here, users find taxi bookings that have been
successfully assigned to drivers. Details such as pickup/drop locations, journey times,
and driver information are available.

10. TAXI BOOKING
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Details
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TAXI BOOKING
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7. Archived Bookings: Archived bookings represent completed or past taxi reservation.
Users can refer to these records for historical purposes or auditing.

8. Cancelled/Rejected Bookings: This section list bookings that were cancelled or
rejected. Users can review reasons for cancellation and track patterns.

9. Features of the “Download User List” Button: Download all the taxi booking details.

10. Detail Buttons: Explain the purpose of the “Details” buttons next to
each booking entry.

11. The Invoice section comprises several subsections, one of which is the "Unbilled |
Pending Admin Approval" section. This subsection provides a list of bookings that have
been approved by the SPOC (Single Point of Contact) and are now awaiting further
action from the admin. The admin is required to either approve or reject these bookings,
with the compulsory option to include relevant comments during reject process.
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1. Similar to the taxi bookings, admin can manage bus reservations.

2. The interface includes filters for di�erent booking statuses (e.g., active, archived).

3. Bus Bookings: This tab displays information related to bus reservations.

4. Bus Invoice: Likely used for managing invoices and financial aspects of bus
bookings.

5. Details such as Booking ID, SPOC Name, From City, To City, Booking
Date/Time,Journey Date/Time, Client Approval Status, and Spoc Status are
available.

6. Users can view additional details or take actions using the “Details” button.

7. Features of the “Download User List” Button:
Downloadall the bus booking details.

8. Detail Buttons: Explain the purpose of the “Details” buttons
next to each booking entry.

11. BUS BOOKING
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Download Booking Report

Details
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1. Admin can manage train reservations, like taxi bookings.

2. The system includes filters for di�erent booking statuses (e.g., active, archived).

3. Train Bookings tab displays comprehensive information, including booking ID,
SPOC name, departure city, arrival city, booking date/time, journey date/time, client
approval status, and Cotrav status.

4. Users can access additional details or take actions using the “Details” button.

5. Features of the “Download User List” Button:
Downloadall the train booking details.

12. TRAIN BOOKING
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Download Booking Report
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1. Hotel bookings likely follow a similar structure.

2. Admin can track reservations, check-in/check-out dates, and booking status.

3. The interface may include columns for Hotel ID, Check-in Date/Time, Check-out
Date/Time, Room Type, and Status.

4. Features of the “Download User List” Button:
Downloadall the train booking details.

5. Detail Buttons: Explain the purpose of the “Details” buttons
next to each booking entry.
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13. HOTEL BOOKING

Details

Download Booking Report
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1. Flight bookings share common elements.

2. Admin can view flight details, departure/arrival times, and passenger information.

3. Columns may include Flight ID, Passenger Name, Departure City, Arrival City,
Departure Date/Time, and Status.

4. Detail Buttons: Explain the purpose of the “Details” buttons
next to each booking entry.

5. Features of the “Download User List” Button:
Downloadall the train booking details.

14. FLIGHT BOOKING
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Details

Download Booking Report
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1. Admin can view all the Bill details for all the Unpaid and Paid Bills.

2. Columns may include Bill Id, Bill Date, Service Billed, Reimbursement Amount,
Taxable Amount, Management Fee, GST, Total Bill Amount.

15. BILLS
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