
 
 
 
WebConnect Portal 
How To Guide  

 
 
What is the Terra Nova Tours Agent Webconnect Portal ? 

• WebConnect provides real-3me access to rates, availability and content for any product type 
including accommoda3on and non-accommoda3on. 

• Products can be searched for via a variety of filters including, des3na3on, loca3on, locality, 
service type, service, class and supplier name. 

• I3neraries can be built by selec3ng mul3ple products per reserva3on. 
 
 
Login Details  
 

 
 
If you haven't received login details yet, kindly reach out to chris7ne@terra-nova.co.za for 
assistance. 
 
 
Online Booking Search 
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WHAT (1) 
 
Which services should be selected? 
 

 
 

Service Choose the service that you would like to book, i.e. Accommoda7on, 
Transfers, etc. 

Class Accommoda7on services may allow selec7on of a par7cular class of 
accommoda7on. To select a class, click on the class field and choose 
from the available drop down. 

Hotel Name The accommoda7on you would want to book. The hotel name can be 
leL blank if you would like to view mul7ple proper7es. 

 
 
WHERE (2) 
 
Where is the desired des7na7on?  
Which area would you like the system to search for products or services?  
 
For ease of reference, for des-na-ons and loca-ons, refer to the Des-na-ons Excel sheet. 
 

 
 
 
 
 
 
 
 
 



 
 
 
 
How to Create an Online Booking 
From the menu bar select BOOKINGS, then select ONLINE BOOKINGS. 
 

 
 
Next, you'll be directed to the Online Bookings Search screen, where you'll choose the 
service type and the loca7on for your booking. 
 

 
 
 

Select the dates by clicking on the calendar, enter the number of nights and rooms required 
for accommoda7on bookings. Then click on SEARCH.  
 



 
 
  
 
Available Services 
A list of available services will be on screen, click SELECT to book the service. 
 

Op7on  The room category and the meal basis. 
  
Rate  The applicable rate, please note the rates is based on per room. 
  
Availability  On Req This is an internal service line, if you select this op7on 

please note that a booking has not been made and Terra 
Nova will request this on your behalf as the property is 
not linked directly to our system. 

 Yes This is an external service line, if you select this op7on 
you are booking live availability and it will be an instant 
confirma7on for accommoda7on services. 

 
 
To search again, click SEARCH AGAIN. 
 
 

 
 
 
 
 
 
 
 
 



 
 
 
 
ALer clicking on SELECT, it will bring you to the Add Service screen. 
You have an op-on to select Quote or Book 
 

Booking name Name of the booking 
Consultant Agent’s name 
Booking remarks If you would like us to hold the accommoda7on provisionally 

then you can make a note here.  
PROVISIONAL BOOKINGS CAN ONLY BE HELD FOR 14 DAYS 
 

 

 
 
 
 
You will be asked to add your guest details, then select BOOK SERVICE 
 

 
 
 
 
 
 



 
 
 

 
Booking and ILnerary 
 
Then it will bring you to the Booking and ILnerary screen showing your booking and 
I7nerary of the services you have booked. 
 
For each service booked a service line will show.  
 

Date The date of the service and if an accommoda7on service the number of 
nights. 

Services The name of the supplier and the product booked. If you click on the 
Supplier Name a further screen will show with informa7on about the 
Supplier, and if you click on the Product (in this example the Luxury Room) 
informa7on about the luxury room will show. 

Pax The number and type of rooms and how many adults. (This is booked for 1 
twin room for 2 adults).  

Total The total amount for this service. 
Status The status, this may also show at the top of the screen. 
Ac7on The service can be cancelled from here. 

 

 
 

Booking Dialogue Selec7ng this buYon will allow notes to be stored against the 
booking. 

Resequence I7nerary If you have mul7ple services in your booking, you may have the 
op7on to reorder or re-sequence the services in your i7nerary. 
 

Add Another Service If you would like to add addi7onal services i.e. booking transfers, 
meet and greet, ac7vi7es or another stay at a different property. 

 
 



 
 
 
 
Adding Another Service 
Click on ADD ANOTHER SERVICE as shown above. 
Then it will take you back to the Online Bookings Search screen. 
 

What Select the required service. In this example we will select Transfers. 
Where Select the applicable Country and DesLnaLon 

 
Click on search. 
 

 
 
It will then bring up the available op7ons. 
 
 

 
 



 
 
 
 
Finding Booking That You Have Made Online 
Using the list booking func7on, allows users to search for exis7ng bookings by using filter 
fields to search for a par7cular booking or a list of bookings. 
 
From the menu banner select BOOKINGS 
Select LIST BOOKINGS 
 

 
 
On the search results page with all the exis7ng bookings, scroll through the list of bookings 
and click on the required booking. 
 
Please take note of the following 
 

• PROVISIONAL BOOKINGS CAN ONLY BE HELD FOR 14 DAYS, the consultant will also specify 
the due date for confirma3on. 

• If you have booked accommoda3on and need to amend the number of nights or change the 
start date of the accommoda3on, you would need to email the consultant who is assis3ng 
you to amend the booking. 

• Transfers, ac3vi3es will be On Req (on request), a Terra Nova consultant will need to book 
the transfers on your behalf. 

• Once you have made your booking Terra Nova Tours will receive an email no3fica3on that 
you have made a booking, then your booking will be delegated to a consultant to assist 
further, and they will make contact with you. A report will also be pulled to check bookings 
that have been made online and will be delegated to a consultant. 

• For any amendments that need to be done please email the consultant who is assis3ng with 
your booking, and they will do the necessary amendments. 


