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Welcome to ETM’s online meeting portal 
 
This handy user guide has been put together to give you a bitesize overview on how to 

booking meetings, conferences and events using the new online system.  To access ETM’s 

Online Meetings – use the following link:  

https://corporatetravelmanagement.myeventsportal.co.uk 

 

How to Login 

If you are already registered, then all you have to do is enter your email address and 

password to login.  

If you haven’t got a username and password yet, then click the REGISTER button to get 

started. 

 



 

 
 

Complete the registration details as above and click submit.  

However, if you have previously booked a meeting, conference or event with us (by picking 

up the phone and speaking to one of our experts) then you might get the message ‘User 

already exists’ 

This means we have already entered your details when you contacted us to make a booking.   

If this happens, all you have to do is refer back to the first page and click ‘Forgotten Password’  

 



 

 

 

Pop your email address in the box and the system will rest your password and send you an 

email with a temporary one and instructions on how to login and reset it.   

 
They will see the screen below once they have logged in. 



 

 

Once you have logged in, you can change your password by clicking on the change 

password option down the left side of the homepage 

 

Creating a New Enquiry  

 

To create a new enquiry, or if you just want to do a bit of window shopping, click ‘Venue 

Search’ on the left. 

 



 

 
 

 

If you just want to see what type of venues are available, you can search using the drop 

down options on the left. 

 



 

A list of venues matching your requirements will be displayed. 

You can also compare the properties on a map If you need to check distance from train 

stations / airports etc. 

 

After you have decided on a shortlist, you can then make an “enquiry” for availability / costs 

etc by ticking the box on the left of each venue and click ‘add checked venues to enquiry’  

 
 

You can view the venues you have selected by clicking ‘View your enquiry shortlist’ or you 

can add more venues to the shortlist by selecting ‘Add more venues to shortlist’ 

Once you are happy with your shortlist, click ‘Enquire to this venue’ 



 

 

The venues selected will then be shown as above. 

You then can compare the venues and remove some if needs be. 

Once happy, click ‘Enquire to all’  



 

 

 

The screen will then show as above. You will need to check your contact details and input 

the information required to obtain a quote in ‘Your event requirements’ 

You can enter the basic details as above.  

You will see a section called ‘Event Brief’ which gives you space to enter the requirements 

for the day. Ignore this bit! 

You can add more detailed information about your requirements in the two sections below 

that. 

“Meeting Room Requirements” and “Accommodation Requirements” 



 

 

Click ‘Add’ underneath ‘Your meeting room requirements’ 

Then fill in the room details as shown below. 



 

 

 

If you need more than 1 meeting room, then all you have to do is select “add again” and fill in 

the required details. 



 

 

 

If you need to book accommodation as well, just select ‘Your accommodation requirements’.  

To add more than 1 bedroom all you have to do is enter the number of rooms required in the 

‘Guest Name’ box, then click save. 



 

 

 

Double check all the details you have entered and hit Submit.  

 



 

 

 

You will then be given a reference number and a brief of what you have submitted. 



 

 

 

 

If you need to contact us regarding your enquiry, make sure you keep a note of your 

reference number and then we will be able to find your enquiry easily. 

To view your enquiries or bookings, go back to ‘My Home’  

You can then filter the bookings and see which bookings are New, Provisional, Confirmed, 

Released or Cancelled. 

 



 

 
 

 

Quick Search 

 

If you don’t want the job of searching, comparing and shortlisting venues – we can do it for 

you.  All you have to do is select ‘Quick Enquiry’ at the bottom left of the page when on 

‘Venue Search’ 

 



 

 

 

Once in ‘Quick Enquiry’ it looks the same as before and you fill the details in the same way. 

 

 

Once we receive your “quick enquiry”, we take over and do all the hard work for you. We will 

shortlist, which suitable venues will be and add on venues to the enquiry. 

We aim to send a proposal with at least 3 options that meet your requirements within 24 

hours. If we are having problems, finding availability or quotes within budget we will contact 

you to advise that it may take longer. 
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