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ONBOARDING
AGENT 360 Overview



C U R R E N T  F E A T U R E S
A one-stop travel agent portal for our travel agents to work with Singapore Airlines.

Knowledge
Providing a centralized 

information and support 
portal to empower travel 

agents

1

NDC Bookings
Book flights, service 

bookings, add ancillaries 
and gain access to 

exclusive SIA NDC content

2

Servicing
Streamline service 

requests for more efficient 
servicing and tracking

3



C U R R E N T  F E A T U R E S

Admin Access System

NDC Booking Portal

Travel agents will have access to the following features on AGENT 360

Localized Content

Service Request Forms



A D M I N  A C C E S S

1. Comprehensive access management 

system 

2. Caters to complex travel agency setup 

(from local retailers to global 

consolidators)

3. 3 Travel Agent Roles (Master, Admin, 

User)

4. Multi-IATA, Multi-Country

5. Flexibility to self-manage access rights 

to AGENT 360 features



S E R V I C E  R E Q U E S T  F O R M S

Service Requests are split into 4 categories:

1. Waiver Request

• Waive fees for Itinerary Changes 

(Reissuance)

• Waive fees for Ticket Refunds

2. Service Request

• Extend Ticketing Time Limit (TTL)

• Name Error Correction

• Apply for Waitlist Confirmation (DAPO)

3. General Form*

*Non-IATA/TIDS agents will only be able to submit the General Form



19/12/2024 8

ONBOARDING
Travel Agent Roles



Master
Key decision maker e.g. Supplier Manager

Admin
Team Leader

User
Individual Travel Consultant

ABC International Tours
IATA 12345678, 98765432

Master A

Team 1
IATA 12345678, 98765432

Team 2
IATA 98765432

Admin B

User D

Admin F

User E

User H

User I

User J

User K

Admin GUser C

T R A V E L  A G E N T  R O L E S



1. Only one Master per agency

• Shared accounts are NOT recommended as it lacks 

visibility at the user level e.g. transactions made by 

individual users

• At login, email OTP will be sent to 1 shared email address

2. Manage Admins & Users within the agency

3. Determine Team Product Access rights

• Booking Portal / AGENT 360 Credits

4. Add additional IATA numbers for agency and teams

5. View entire agency data, SRF, and bookings

How to change a Master?

• Agent to contact their local SQ sales office

Master
Key decision maker. e.g. Supplier Manager

T R A V E L  A G E N T  R O L E S

ABC International Tours
IATA 12345678, 98765432

Master A

Team 1
IATA 12345678, 98765432

Team 2
IATA 98765432

Admin B

User D

Admin F

User E

User H

User I

User J

User K

Admin GUser C



Each Team can have 
multiple IATA / ARC / TIDS codes

IATA numbers can repeat across teams

Master registers one IATA / ARC/ TIDS code at 
registration, adds additional codes later

T E A M S  –  A D M I N S  A N D  U S E R S

ABC International Tours
IATA 12345678, 98765432

Master A

Team 1
IATA 12345678, 98765432

Team 2
IATA 98765432

Admin B

User D

Admin F

User E

User H

User I

User J

User K

Admin GUser C

Each team can have unlimited Admins & Users
(Min. 1 admin)

Master creates teams to invite admins and 
users



Function Master Admin User
Create Agency ✓ ✗ ✗

Add additional IATA / ARC / TIDS Code ✓ ✗ ✗

Create Team ✓ ✗ ✗

Delete Team ✓ ✗ ✗

Add Admin / User ✓ ✓
Add user

✗

Switch Admin / User Role ✓ ✗ ✗

Switch Admin / User Team ✓ ✗ ✗

Assign IATA / ARC / TIDS Code to Team ✓ ✗ ✗

Unlock Admin / User
Accounts are locked after 3 incorrect password attempts

✓
Unlock admin & user

✓
Unlock user

✗

Reactivate Admin / User
Accounts not accessed in 180 consecutive days are deactivated

✓ ✗ ✗

Remove Admin / User from Team 
Admins / Users who are removed from a Team become floating 
users who can be re-assigned to another Team

✓ ✓
Remove user

✗

Delete Admin / User ✓
Delete admin & user

✓
Delete user

✗

T R A V E L  A G E N T  R O L E S
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ONBOARDING
Travel Agent Registration



How do travel agents register for an AGENT 360 account?

Register for account 
on AGENT 360

Verify email address 
by clicking email link 

within 72 hours

Singapore Airlines 
approves registration

Agents receive 
welcome email

1 32 4

T R A V E L  A G E N T  R E G I S T R A T I O N



Register for account on AGENT 3601

Information is auto-populated based on 
the IATA / ARC / TIDS code submitted

323XXXXX

T R A V E L  A G E N T  R E G I S T R A T I O N



Register for account on AGENT 3601

Provide information about whether tickets 
are issued directly or via a consolidator

T R A V E L  A G E N T  R E G I S T R A T I O N



Master acknowledge T&Cs by clicking the link1a

AGENT 360 T&Cs include the PSAA 1b

Section A – AGENT 360 website terms of use

Section B – SIA Passenger Sales Agency Agreement 
(PSAA)

T R A V E L  A G E N T  R E G I S T R A T I O N

Master accepts T&Cs on behalf of agency for all the IATA / 
ARC / TIDS codes registered to their AGENT 360 account



• Agent must click on verification link to 
complete registration

• The verification link is valid for 72 hours
• If 72 hours has passed, please 

approach your local SQ sales office to 
retrigger the verification email

Agents verify their email address2

T R A V E L  A G E N T  R E G I S T R A T I O N



Agent receives welcome email4

T R A V E L  A G E N T  R E G I S T R A T I O N
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ONBOARDING
Creating a New Team



Select “Manage Agency”

C R E A T I N G  A  N E W  T E A M

A team must be created before admins 
and users can be invited



C R E A T I N G  A  N E W  T E A M

Navigate to “Teams”

Select “New team”



Create Team Name1 Add Admins / Users to Team3

C R E A T I N G  A  N E W  T E A M

Assign Code to Team2

323XXXXX

No limit to the number of 
admins/users that can be 
added to a team
• Max 20 admins/users at a 

time

Admins can also add users to 
the same team through this 
method

Minimum 1 admin per team



C R E A T I N G  A  N E W  T E A M

Admins & Users will receive an email notification link 
sent by Masters to complete their registration.

The invited email is auto-
populated and cannot be edited. 

Complete Registration4



C R E A T I N G  A  N E W  T E A M

Admins / users set a 
password during 
registration

Account has been 
created and Agents can 
now login to AGENT 360!

Complete Registration4

Admins / users accept the general 
AGENT 360 T&Cs (Section A) only



C R E A T I N G  A  N E W  T E A M

Masters can click on the team 
name to view admin and 
users in the team

Under “Manage Agency” > “Teams”



C R E A T I N G  A  N E W  T E A M



C R E A T I N G  A  N E W  T E A M

The invitation email 
expires after 72 hours. 
If the team’s invitation 
expires, please click 
on resend invite to re-
trigger verification 
email.

Master will be able to track the status of 
their invitation.

Admins/users that have not completed 
registration yet have “Invitation pending” 

status

Once Admins/users have completed 
account registration, the status will be 

updated accordingly 
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ONBOARDING
Granting Teams Product Access



G R A N T I N G  B O O K I N G  P O R T A L  A C C E S S

The Master is responsible for granting 
product access to the relevant Teams.
• By default, team product access 

is set to “none”.

Master must log in to AGENT 360 and 
configure the team product access 
settings.

If team booking portal access is granted, all 
admins/users in the team have access to the 
Booking Portal
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ONBOARDING
Removing Admins/Users from 

Teams



R E M O V I N G  A D M I N S / U S E R S  F R O M  T E A M

To remove a member, locate 
Admin/User that the agent wants to 
delete from a team and click directly 
on the name to enter profile.



R E M O V I N G  A D M I N S / U S E R S  F R O M  T E A M



1. Once removed from a team, 
the user will have their 
account revoked and 
become a floating user. 
This user is not 
permanently deleted yet.

2. Any transactions made are 
still accessible by Master / 
Admins in the team

3. If there is only 1 admin left 
in the team, please delete 
team instead

R E M O V I N G  A D M I N S / U S E R S  F R O M  T E A M
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ONBOARDING
Floating Users



F L O A T I N G  U S E R S

Floating users are users who have previously been 
removed from a team

These floating users still have accounts on AGENT 
360 but are unable to login until the Master adds 
them to a team.



F L O A T I N G  U S E R S

Click on the team “Floating Users” to view a list of 
floating users in the team

Master can choose to
• Re-assign floating users into new / existing 

teams
• Permanently delete floating users



D E L E T I N G  F L O A T I N G  U S E R S

Select Delete to permanently delete 
the floating user’s AGENT 360 access



R E - A S S I G N I N G  F L O A T I N G  U S E R S

Floating users can be re-assigned to a 
new or existing team
• Appear as a drop-down option
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ONBOARDING
Adding Admins/Users to Teams



A D D I N G  A D M I N S / U S E R S  T O  T E A M S

To add admins/users to an existing 
team, navigate to the team and click 
“Add users”



A D D I N G  A D M I N S / U S E R S  T O  T E A M S

An error message will appear if the 
admin/user’s email is already registered

Floating users are automatically 
displayed as a drop-down option and can 
be selected to be added to the team



A D D I N G  A D M I N S / U S E R S  T O  T E A M S

The invitation will remain pending until 
the user registers the account (within 
72 hours).

Once Admin/User has completed their 
account registration, the status will be 
updated accordingly 
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ONBOARDING
Deleting Teams



D E L E T I N G  A  T E A M

Master can also delete teams

Once a team is deleted, the Admins & 
Users will still have accounts on AGENT 
360 and become Floating Users

Floating Users still have an account but 
are unable to login until the Master 
adds them to a team.
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ONBOARDING
Switching Teams and Roles



S W I T C H I N G  T E A M

To switch an admin/user’s role, select the 
three dots and select “Switch team”.



S W I T C H I N G  T E A M

Select the name of the new team that the 
agent would like to move this admin/user to.



S W I T C H I N G  R O L E

To switch role, select “Change role to admin”.



Admin/User will also be able to view 
who their Master and team members 
are under ‘My Team’

A G E N C Y ’ S  M A S T E R
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ONBOARDING
Adding Additional IATA Numbers



A D D I N G  A D D I T I O N A L  I A T A  N U M B E R S

Under “Manage Agency” > “Agency 
Details”, Master can view list of IATA / 
ARC / TIDS codes registered

Click “Register another code” to register 
additional IATA / ARC / TIDS codes

Additional codes will be reviewed by your 
local SQ office



A D D I N G  A D D I T I O N A L  I A T A  N U M B E R S

Similar to registration, enter the IATA / ARC 
/ TIDS code details and submit
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ONBOARDING
Assigning IATA to Teams



A S S I G N I N G  I A T A  T O  T E A M

After registering additional IATA 
/ ARC / TIDS codes, Master can 
assign additional codes to 
Teams

Check a Team’s assigned codes 
under “Teams” > “Assigned 
Codes” Select “Assign Codes” to 

assign additional IATA / ARC / 
TIDS codes to the Team



A S S I G N I N G  I A T A  T O  T E A M

Search for an approved IATA code and 
click “Assign”
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ONBOARDING
Reactivating Account



R E A C T I V A T E  A C C O U N T S

Masters are never deactivated

Admin / User accounts  that have not 
logged in for 180 consecutive days are 
deactivated

• Reminder emails will be sent at day 170 
and day 175 of inactivity

• Deactivation email will be sent on day 180



Deactivated admin/users are 
highlighted in red

1. Master can reactivate 
deactivated Admin/User

2. If the Master is unavailable, 
please approach local your 
local SQ sales office for 
assistance.

R E A C T I V A T E  A C C O U N T S
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ONBOARDING
Unlocking Account



U N L O C K I N G  A C C O U N T S

After 3 incorrect password attempts, 
accounts are locked for 24h

All accounts – Master / admin / user can be 
locked



1. For locked Master accounts or 
urgent admin / user unlock 
requests, kindly approach your 
local SQ sales office for 
assistance.

2. For locked Admin accounts, 
Master can help to unlock

3. For locked User accounts, 
Master/Admin from same team 
can help to unlock

U N L O C K I N G  A C C O U N T S
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ONBOARDING
Reset Password



Agents can request for multiple 
password reset emails.

To reset password, they can click on 
“Forgot Password”.

R E S E T  P A S S W O R D



R E S E T  P A S S W O R D

Password reset email will be sent to agents by 
agent_360@singaporeair.com.sg 
Agents should add to safe sender’s list / whitelist this 
email.

After a successful password reset, agents can only make 
another password reset 24h later.

A password reset email will be sent

mailto:agent_360@singaporeair.com.sg


THANK YOU
Please reach out to your local SQ Sales Office 
for questions or clarifications. 
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