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Go to https://www.sutra.my/ = Corporate Travel = Corporate Assist

Malaysia's Most Advanced Corporate Travel
Management Platform

Streamline your business travel with intelligent booking, policy enforcement, and cost control. Trusted by 500+ Malaysian
enterprises toreduce travel expenses by up to 30%.

LOGIN

No Account? Sign Up Now !

Click “Sign Up Now” to get the credentials, once you gain the access, fillup the username and
password, then click login

corporate

Login to your account

User Name

Password

Remember me Reset Password

Corporate Assist is used for corporate client who is eligible for “Credit” facility, confirmation will
be received within 1-2 hours.

All services request, ie flights, hotels, etc can be requested

Apart from credit, other offline prepayment (TT/Cash/ LO) or Group Request

For offline, no payment required after request sent, payment needs to be arranged upon ticket
issuance, term and condition apply

For instant confirmation, and payment using credit card, please refer CorporateConnect

Get Familiarize with the dashboard
Click New Travel Request - to send request for flight/hotel/transfer etc
Click Travel Request list — to view and manage the current request

Travel Requests = Engiish v | zaina SwichApp  Travel Request

WELLCOME TO
TRAVEL REQUEST APPLICATION

New Travel Request

° New Travel Request

Manage Requests

Travel Requests List

Settings



https://www.sutra.my/

9. New Travel Request

Add number of pax, then click NEXT
TRAVEL REQUEST

Please select the number of pax travelling

(A # 4

ADULT(S) CHILDREN INFANT(S)

NEXT»

10. Tick the service for quotation, i.e. Flight, Hotel

TRAVEL REQUEST

Please choose the services you would like to book.

FLIGHTS > HOTELS
> H

KLIA EXPRESS m VISA APPLICATION

OTHER SERVICES

@&

11. Add Trip details
One-Way / Round-Trip / Multi-City
Departure / Arrival Airport
Departure / Return Date
Departure / Arrival time (Optional)

TRAVEL REQUEST

Please specify your flight's details.

ONEWAY - o ROUND-TRIP = MULTI-CITY 53

Departure Airport Ammival Airport

2 KUL - KUALA LUMPUR INTL, KUALA LUMPUR, | S\ PEN- PENANG INTL, PENANG, MALAYSIA

Departure Date Return Date

& 29102025 & 31102025
Departure Time Armival Time

© Departure Time (Optional) © Arival (Time Optional)

NEXT

AIRPORT TRANSFER  §m

TRAVEL INSURANCE

NEXT»



12. Choose Preferred Airlines, if any, or All Airlines

TRAVEL REQUEST
Please choose your flight preferences.
ALL AIRLINES ° PREFERRED AIRLINES

Preferred Airlines

W= MALAYSIA

Malaysia Airiines

T T Malaysia Wings

13. Choose flight class preference

TRAVEL REQUEST
Please specify your flight class preference.

Q ccomomy > BUSINESS > FIRST CLASS >

14. Specify your hotel preference

IRAVEL REQULEDI

Please specify your hotel preferences

Country Check-In Check-Out
Q  MALAYSIA & 29-10-2025 & 31-10-2025
City Hotel (Optional)

‘ Q_  Penang, Malaysia ® PENANG

+ Add mare

15. Choose room type/ class / boarding

TRAVEL REQUEST

Please choose your room preferences.

Penang
Room Type Room Class. Room Boarding
|tm  Double/Twin v  pm Deluxe ~  [tm RoomWih Breakfast

Special Remarks.

Remarks



16. Add any remarks here, sample:
TRAVEL REQUEST

Please enter the details of your program

Program Details

Day 1 Program Detail

Need to arrive hotel before 4pem for Chient masting at Bpm

+ Ada mare

17. Add your particular for us to contact you
TRAVEL REQUEST

Please enter your particulars

MS ~ NURZIANA IDERIS

NURZIANA@SUTRA MY 0127776774

18. Review the Travel Request before you click “Submit”
After submission, a request copy will be sent to your email and in “Travel Request List”

TRAVEL REQUEST

Review Your Travel Request

232 Travelers

Adults 20

Chitgren 0

Infants 0

®= Flight Detail Vd n
DEPARTURE

From KUL - Kuala Lumpur Intl, Kuala Lumpur. Malaysia
To PEN - Penang Intl, Penang, Malaysia

Date 29-10-2025

Time

RETURN

From FEN - Penang Intl, Fenang, Malaysia

To KUL - Kuala Lumpur Intl, Kuala Lumpur. Malaysia
Date 21102025

Time

PREFERENCES

Class Ecenomy

Preferred Airlines All Airline




Manage Request

1. Click on Travel Request List to see all the request that has been sent
Manage Requests

Travel Requests List

2. Look at the list of requests that has been sent and you may update the status
Click on “View” to see the full status

# Home > Travel Requests.

Search Criteria

Travel Request 1D ! 1 Date Range
Listing

21-08-2025 CWIW SEI UMAIR AHMED solo FW Hotel me
Showing 11010 it

3. After clicking View, you may see full Travel Request Summary
Change status here, for Pending /Cancelled / Confirm

Travel Request ID: 377 cancewten | Cancelled w

| confirmea

Pending

Travel Request Summary T
Name UMAIR AHMED
Email test@gmail com
Phone 0391024433
Date Created 23-08-2025 16:13:10
Date Modified 23-08-2025 16:13:10
Trip Type Solo
Services Hotel
Adults 1
Children 0

Infants 0



