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OVERVIEW 
 
 
 
WHAT: Rennies Travel Profiler provides travellers with online access and control over their 
traveller profile information. It is a web-based profile database that is now a separate entity 
from the GDS (our travel reservation system) but synced with the GDS for ease of consultant 
access.  
 
WHY: Travellers need to voluntarily provide us with their personal information which ensures 
compliance with the Protection of Personal Information (POPI) Act. Rennies Travel’s intention 
when collecting traveller personal information is for the sole purpose of fulfilling our core 
service - enabling the traveller to perform their contractual employment duties. In line with 
POPI, the traveller has full responsibility for completion of the profile and maintenance of the 
information during the contract period. 
 
WHEN: During implementation, before we begin servicing your travel needs, all travellers are 
required to register and upload their personal information on this site.  
 
WHERE: Each client receives a unique profile link which is communicated to the travellers 
during the implementation process. We suggest that travellers save this link as favourite on 
their browser.  
 
HOW:  This step-by-step guide will provide travellers with everything they need to know to 
navigate their way around this easy-to-use website. 
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Step 1: Pre-Registration  
 

• Follow the unique company link via Internet Explorer version 8 and higher, as well as Mozilla Firefox 

and Google Chrome 

• Fill in all basic personal details - fields marked with a * are mandatory. 

 

Selecting your role:  

• Select Traveller Only if you are a traveller 

• Select Profile Arranger Only when you are Travel Booker/PA/Secretary and will be managing other 

travellers’ profiles on their behalf  

• Select Traveller and Profile Arranger – a combination of both roles i.e. when you travel and you 

also arrange profiles for other travellers. 

 

Uploading contact information: 

• Under Contact Type, both Mobile and Business numbers are mandatory fields.  

• Firstly, select Mobile and insert the number, then click “add contact to list”.  

• Go back to the drop-down and select Business, insert the number and click “add contact list”.  

• Then click “Register To Use The Site”. 

 

 

Step 2: Pre-Registration Confirmation  
 
• A pop-up message will indicate that the 

profile has been successfully registered. 

 

 

 

 

 

 

 

 

 

• A confirmation email from 

profiles@renniestravel.com is sent to the user with 

their login details.  

 

 

mailto:profiles@renniestravel.com
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• Here the user can select how to manage their profile as the email contains two links; the first link is 

for the Traveller to delegate a Profile Arranger (Travel Booker) to manage the profile on their behalf 

and the second link is for the Traveller to complete their own profile.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Customise Username and Password  
 
• When accessing the site via the email link, the user will be prompted to change their password. 

 
 

 

 
 
 
 

Link 1  

Link 2 
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Step 4: Profile Arranger Set Up 
 
• If the Traveller wants to delegate a 

Profile Arranger, then click on the 

drop-down “Profile Arrangers” and 

select that person’s name and 

grant permission. Then click on 

“Continue to Next Page”.  

 
 
 
 
 
 
 
• Additional Profile Arrangers can be 

selected. If the Profile Arranger’s name 

does not appear on the drop-down, 

the Traveller can insert these email 

details below. Click on Send 

Notification Email. 

 

 
 
 
 
 
 
 
 
• The Profile Arranger will then receive a 

confirmation email prompting them to: 

o Click on the link to create their profile role 

as Traveller, Profile Arranger or a 

combination of both, as is applicable 

o register their own password on the 

system. 
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Step 5: Privacy Declaration and Authorisation  
 
• Complete the authorisation 

allowing Rennies Travel to use the 

profile data for travel bookings.  

 

• Click on “Continue”. 

 
 
 
 
 
 
 

Step 6: Profile Creation – Personal Details 
 
• The Profile Arranger, be it the 

traveller themselves or a nominated 

booker, will then complete the User 

Registration process to register as a 

Profile Arranger.  

 

• The Profile Arranger needs to 

complete their profile. Click on 

“Save Data and move to Address 

Page”. (The system will 

automatically move to the next 

page.) 
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Step 7: Profile Creation – Address Details 
 
• The Profile Arranger needs to complete 

their address information.  

 

• Click on “Add”. Then click on “Move to 

Contact Details Page”.  

 
 
 
 
 
 
 
 
 

Step 8: Profile Creation – Contact Details 
 
• Complete the information in the fields 

provided.  

 

• Basic personal details will pull through from 

the initial registration but the Profile 

Arranger can add in additional information 

e.g. home phone number as required.  
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Step 9: Profile Creation – Travel Document Details 
 
• Complete this information in the fields provided. 

• When passport & visa are ticked, the Traveller will receive an email reminder 60 days prior to the 

expiry date.  

 

 
 
 
 
 
 
 
 
 
 
 

 
 

Step 10: Profile Creation – Loyalty programme membership details 
 
• Upload frequent flyer, car and hotel membership details  
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Step 11: Profile Creation – Air, Car and Hotel Preferences 
 
• Upload traveller personal preferences such as favourite flights and seats for air travel, preferred 

vehicle type for car hire and preferred room (smoking or non-smoking) for hotel bookings – all of 

which adds that extra special touch to the Traveller’s experience. 

 

• The company’s Travel Profile will always override personal preferences.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 12: Priority Remarks  
 
• Upload any other additional information which will be useful to the Booker and improve their travel 

experience. For example, where Travellers need a wheelchair, etc.   
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Step 13: Hobbies 
 
• Providing this information is voluntary and enables us to tailor travel packages for your leisure 

travel needs.  

 

 
 
 

Additional Information  
 

Depending on your company profile, there may be three additional tabs we can add to the Profiler site: 

 

1. Company tab – mandatory fields - Job title, Employee number, Cost centre, Division. 

2. Credit card tab – for Travellers with a credit card in their pocket. 

3. Invoicing email – when a Consultant issues a ticket, the invoice is loaded and will go to the email 

address loaded on this field. 

 

 
 
 
 

THANK YOU FOR USING THE MANUAL! 
 


