
Manual for Corporate Assist  
 

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

 
2. Click “Sign Up Now” to get the credentials, once you gain the access, fill up the username and 

password, then click login 
 

 
 

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

4. All services request, ie flights, hotels, etc can be requested 
5. Apart from credit, other offline prepayment (TT/Cash/ LO) or Group Request 
6. For offline, no payment required after request sent, payment needs to be arranged upon ticket 

issuance, term and condition apply 
7. For instant confirmation, and payment using credit card, please refer CorporateConnect 

 
8. 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 

 

 
 
 

https://www.sutra.my/


9. New Travel Request 
Add number of pax, then click NEXT 

 
 

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

 
 

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

 
 
 
 
 
 
 



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

 
 

13. Choose flight class preference 
 

 
14. Specify your hotel preference 

 

 
 

15. Choose room type/ class / boarding 
 

 
 
 
 



16. Add any remarks here, sample:   

 
 

17. Add your particular for us to contact you 

 
 

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” 
 

 
 
 
 
 
 
 
 
 



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

 
 

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 

 
 

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

 
 
 
 

 

 


