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A G E N T  3 6 0  F E A T U R E S

F E A T U R E S  &  O V E R V I E W

Localized Content Admin Access System NDC Booking Portal

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



O V E R V I E W  O F  A G E N T  3 6 0

Knowledge
Providing a centralized information and support 

portal to empower travel agents

NDC
Book flights, service bookings and add ancillaries 

with exclusive NDC content

Servicing
Streamline service requests for more efficient 

servicing and tracking
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A G E N T  3 6 0  F E A T U R E S

A D M I N  A C C E S S

Localized Content Admin Access System NDC Booking Portal

Understanding the Admin Access system and its 
different user types



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-ARC, Multi-Country

5. Flexibility to self-manage access rights to AGENT 360 

features



T R A V E L  A G E N C Y  S E T U P

Master
Key decision maker. e.g. Supplier Manager

Admin
Team Leader

User
Individual Travel Consultant

ABC International Tours
ARC 3230695, 3230088

Master A

Team 1
ARC 3230695, 3230088

Team 2
ARC 3230088

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 C Y  S E T U P

Master
Key decision maker. e.g. Supplier Manager

ABC International Tours
ARC 3230695, 3230088

Master A

Team 1
ARC 3230695, 3230088

Team 2
ARC 3230088

Admin B

User D

Admin F

User E

User H

User I

User J

User K

Admin GUser C

1. Access to agent performance dashboards

2. Creates/delete Admins & Users within the agency.

3. Decides which Team has Product Access rights

4. Views agency’s data and transactions.

5. Adds additional ARC numbers for agencies

Only 1 Master User can register per agency!



T R A V E L  A G E N C Y  S E T U P

Master
Key decision maker. e.g. Supplier Manager

ABC International Tours
ARC 3230695, 3230088

Master A

Team 1
ARC 3230695, 3230088

Team 2
ARC 3230088

Admin B

User D

Admin F

User E

User H

User I

User J

User K

Admin GUser C

What if the agent wants to change a Master?

1. Agent to contact their SQ Account Manager

2. New Master must be a registered as an “Admin”

3. SQ will change the role via the Admin Portal



A G E N T  3 6 0 :  C R E A T I N G  T E A M S ,  A D M I N  A N D  U S E R S

2 ARC numbers: xx695 and xx088

Each Team can have multiple ARC numbers

ARC numbers can be repeated between teams

One user can have multiple ARC numbers tagged 
to their account

Master Users submit one ARC code upon 
registration, and adds additional codes later

ABC International Tours
ARC 3230695, 3230088

Master A

Team 1 
ARC 3230695, 3230088

Team 2 
ARC 3230088

Admin B

User D

Admin F

User E

User H

User I

User J

User K

Admin GUser C



A G E N T  3 6 0 :  C R E A T I N G  T E A M S ,  A D M I N  A N D  U S E R S

Impact

1. Shared accounts are NOT recommended as you will 

not have visibility to the transactions made by the 

respective users. (e.g. info@agent.com)

2. OTP will be sent for every login to the user’s email 

address

ABC International Tours
ARC 3230695, 3230088

Master A

Team 1
ARC 3230695, 3230088

Team 2
ARC 3230088

Admin B

User D

Admin F

User E

User H

User I

User J

User K

Admin GUser C
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R E G I S T R A T I O N



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

How do travel agents register for an AGENT 360 account?

1

Register for account on 
AGENT 360 + Sign PSA

2

Verify email address by 
clicking email link

3

SQ reviews registration

4

Agents receive 
welcome email



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

Information is auto-populated 
based on the ARC code submitted

Register for account on AGENT 3601



P S A  +  T & C S

The full T&Cs will be shown in a 
pop up window (See next slide) 

Master user to acknowledge T&Cs by 
clicking the link

1a



T&C comprising:
Section A – AGENT 360 website terms of use
Section B – SIA Passenger Sales Agency Agreement for 
agents ticketing directly with SIA will be shown to 
Master User

What Master will see: Terms & Conditions and PSAA

What Admin/User will see: Terms & Conditions

Full AGENT 360 T&Cs1b

P S A  +  T & C S



By checking the box and clicking ‘proceed’, 
Master User is to have accepted the T&C 
(including PSAA) on behalf of the agency and 
this is taken as an e-signed copy

Proceed for submission1c

P S A  +  T & C S



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

Agents verify their email address2

More about the AGENT 360 Verification Email

• The verification link is valid for 24 hours.
• The agent must click into this verification link to complete

registration

SQ reviews registration3



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

Agents receive welcome email4
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C R E A T I N G  A  T E A M
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C R E A T I N G  A  N E W  T E A MT E A M S ,  A D M I N S  &  U S E R S

How do travel agents create Teams on AGENT 360?



T E A M S ,  A D M I N S  &  U S E R S

How do travel agents create Teams on AGENT 360?



T E A M S ,  A D M I N S  &  U S E R S

How do travel agents create Teams on AGENT 360?

Create Team Name Assign Code to Team Add Admins to Team1 2 3



T E A M S ,  A D M I N S  &  U S E R S

How do travel agents register for an AGENT 360 account?

Add Users (Optional)

Admins can add users to teams using the 
same method

4

There is no limit to the number 
of users that can be added to a 
team, but they can be added at a 
max of 20 users at a time.



E D I T  T E A M  N A M E

Masters can edit the Team Names they 
have set for their travel agents.
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C R E A T I N G  A  N E W  T E A M

You can verify the admin and users of the 
team created by clicking on team name.

T E A M S ,  A D M I N S  &  U S E R S

How do travel agents register for an AGENT 360 account?
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C R E A T I N G  A  N E W  T E A MT E A M S ,  A D M I N S  &  U S E R S

How do travel agents register for an AGENT 360 account?

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

2. If the invitation email expires after 24 
hours, click on resend invite to re-trigger 
verification email.

3. For consolidators, please note that sub-
agents are not allowed to be added as 
sub-users on AGENT 360.
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C R E A T I N G  A  N E W  T E A MT E A M S ,  A D M I N S  &  U S E R S

How do travel agents register for an AGENT 360 account?

Admins & Users will receive an email notification link to 
complete their registration.
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C R E A T I N G  A  N E W  T E A MT E A M S ,  A D M I N S  &  U S E R S

How do travel agents register for an AGENT 360 account?

The invited email will be auto-populated, and it will not be 
editable. Admins and users to proceed with registration.



28/4/2021 30CONFIDENTIAL

C R E A T I N G  A  N E W  T E A MT E A M S ,  A D M I N S  &  U S E R S

How do travel agents register for an AGENT 360 account?

Admins and users are required to 
create their own passwords 

during registration.
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C R E A T I N G  A  N E W  T E A MT E A M S ,  A D M I N S  &  U S E R S

How do travel agents register for an AGENT 360 account?

Agents can now log in to AGENT 360!
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C R E A T I N G  A  N E W  T E A MT E A M S ,  A D M I N S  &  U S E R S

How do travel agents register for an AGENT 360 account?

Masters can now verify the status of 
their team’s accounts.



D E L E T E  T E A M

Once a team is deleted, the admins and 
users will still have accounts on AGENT 
360, but unable to access the site or any 
functions until the Master adds them to a 
team.



D E L E T E  T E A M

To view the users who have been 
displaced, Masters can choose to create a 
new team or add users to an existing 
team.



P R O D U C T  A C C E S S  O N  A  T E A M  L E V E L

The Master user will be responsible for granting the access to 
the relevant Teams.

Please note that by default, product access is set to “none”. 
Master users have to log in to AGENT 360 and configure the 
team product access settings.
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A D D I N G  A D D I T I O N A L  
A R C  N U M B E R S
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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

A D D I N G  A D D I T I O N A L  A R C  
T O  A N  A G E N C Y

Master users can Register another code, which will 
allow them to add new ARCs to their agency.
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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

Master users will be prompted to complete the 
registration form.

A D D I N G  A D D I T I O N A L  A R C  
T O  A N  A G E N C Y
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A D D I N G  A D D I T I O N A L  
A D M I N S  &  U S E R S  T O  

T E A M S
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A D D I N G  A D D I T I O N A L  A D M I N  T O  A  T E A MT E A M S ,  A D M I N S  &  U S E R S

Adding additional Admins & Users to teams
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A D D I N G  A D D I T I O N A L  A D M I N  T O  A  T E A MT E A M S ,  A D M I N S  &  U S E R S

Adding additional Admins & Users to teams

An error message will be prompted if the 
admin’s email address already exists either in 

this, or another team
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A D D I N G  A D D I T I O N A L  A D M I N  T O  A  T E A MT E A M S ,  A D M I N S  &  U S E R S

Adding additional Admins & Users to teams
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A D D I N G  A D D I T I O N A L  A D M I N  T O  A  T E A MT E A M S ,  A D M I N S  &  U S E R S

Adding additional Admins & Users to teams

The invitation will remain pending until the user 
registers the account (within 24 hours)
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A D D I N G  A D D I T I O N A L  A D M I N  T O  A  T E A M

The total number of users is now updated in the team. 
To verify the addition, click on the team name.

T E A M S ,  A D M I N S  &  U S E R S

Adding additional Admins & Users to teams
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A D D I N G  A D D I T I O N A L  A D M I N  T O  A  T E A MT E A M S ,  A D M I N S  &  U S E R S

Adding additional Admins & Users to teams
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S W I T C H I N G  T E A M S  &   
R O L E S



S W I T C H  R O L E S  &  T E A M S

Switch users between Teams



S W I T C H  R O L E S  &  T E A M S

Switch users between Teams

Each team must have a minimum of one admin



S W I T C H  R O L E S  &  T E A M S

Switch Role from User to Admin
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D E L E T I N G  A D M I N S  &  
U S E R S  F R O M  T E A M S
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D E L E T I N G  U S E R / A D M I N  F R O M  T E A M S

D E L E T E  T E A M  M E M B E R S

Locate User or Admin who you wish to delete from a 
team. Click directly on the name.
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D E L E T I N G  U S E R / A D M I N  F R O M  T E A M S

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

D E L E T E  T E A M  M E M B E R S

1. You cannot delete an Admin from a team 
if there is only one Admin in the team

2. Once removed from a team, the user will 
have their account revoked and will need 
to re-register for an account

3. Any transactions made will be 
serviceable by the other Admins in the 
team
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U N L O C K I N G  A C C O U N T S
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U N L O C K I N G  A C C O U N T S

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

Locked accounts are caused by 30 days 
inactivity or multiple incorrect password 
attempts.
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Geraldine Heng

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

1. User accounts can be unlocked by 
Master/Admin. 

2. Admin accounts can be unlocked by 
Master users only.

3. For locked Master User accounts, please 
approach your local SQ staff for 
assistance.

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



28/4/2021 57

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

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

A D D I N G  A D D I T I O N A L  A R C  
T O  A  T E A M

After selecting a team, select Assigned Codes and click 
onto Assign Codes.
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A S S I G N I N G  I A T A  T O  A  T E A M

A D D I N G  A D D I T I O N A L  A R C  
T O  A  T E A M

Type in a registered ARC code (that has been approved 
by SQ) and click Assign



Role Breakdown



A D M I N  A C C E S S  I N  A  
N U T S H E L L

Function Master Admin User

Create Agency ✓ ✗ ✗

Add additional ARC ✓ ✗ ✗

Create Team ✓ ✗ ✗

Add Admin ✓ ✗ ✗

Add User ✓ ✓ ✗

Switch Admin Role ✓ ✗ ✗

Switch User Role ✓ ✗ ✗

Switch Admin Team ✓ ✗ ✗

Switch User Team ✓ ✗ ✗

Assign Code to Team ✓ ✗ ✗

Delete Team ✓ ✗ ✗

Delete Admin ✓ ✗ ✗

Delete User ✓ ✓ ✗


