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New NDC Portal Homepage

The new homepage has been redesigned to centralize the main features and 
information in one place, making it easier to track and carry out day-to-day 
activities.

1) Purchase Order Management: Enables quick management of purchase 
orders, including:

● Search for orders
● Issued and reserved orders
● Irregularity identification
● Expiration control (orders about to expire)

2) Operational Actions: Brings together the main day-to-day actions, such as:
Reschedulings

● Cancellations
● Quick actions (operational shortcuts)

3) Key Information: Provides important content to keep users up to date:
What’s new

● Relevant news
● Tutorials and guidance

4) Operational Support: Offers supporting resources for tracking and 
reference:

● Notifications
● Reports for download



New NDC Portal Homepage 

In the menu (sidebar): Provides quick access to the Portal’s main areas. From there, 
you can navigate directly to:

● Purchases
● Bookings
● Reports
● Notifications
● Home section: The Home section brings together essential features and content 

to support daily operations, including:

Order search, news, flight selection, booking expiration, quick actions, orders 
with irregularities, flight changes and cancellations, tutorials, and important 
news.



Homepage Header

On the left side of the header, you can change the IATA code and the language. 

On the right side:

● Bell icon — access to the Notification Center.
● Magnifying glass icon — access Order Search (select and view orders).
● Button with name and permission level — access the user profile and the sign 

out (logout) option.

When you select the three horizontal lines, the sidebar expands or collapses. 



Homepage Sidebar 
Sidebar (new menu): The sidebar includes the same sections as the previous header, 
now organized in a side menu to make navigation easier:

Issued Orders ✅
What it is: direct access to the list of orders with Issued status.

Booked Orders 📝
What it is: access to the list of orders with Booked, Expired, or Voided status.

Notification Center 🔔
What it is: alerts area for irregularities, flight changes, and cancellations.

Reports for Download 📊
What it is: section to download and review ticket and coupon reports.



Order Search  

Order Search: A tool to quickly locate orders. You just need to search for the desired 
order, and the system will take you to the order details screen. 

What’s New 

Check the latest news about NDC. 



Buy or book flights. 

Quick access to the flight selection/search flow or module. 



Quick Actions  

In this section, you can perform operational actions and adjustments on your orders. 



Quick Actions  
To start change and reissue processes, refunds, voids, issued order splits, and the 
purchase of ancillary services, you only need to:

1. Enter the order.
2. Enter the passenger’s last name.

With this information, the Portal starts the flow corresponding to the selected action.

Important: If the order is in “On Hold” status, you will be notified before continuing 

with the process. 

All users are permitted to access the order audit, except users with the 
In the Order Audit, the time displayed for actions taken is in UTC (Coordinated 

Universal Time).



Quick Actions  

The Check-in, Cancel check-in, Groups, and Flight status options redirect you to 
specific links where you can perform those actions.  



Bookings About to Expire  

This section shows bookings that are about to expire. They are sorted starting with 
the one closest to the expiration date, and to access all bookings, click “View all.” 



Irregularities, reschedules, and cancellations 

These sections will display the orders that have had recent irregularities, 
reschedules, or cancellations on their respective flights. To access the full list, click 
‘View all’. 



Tutorials, resources, and important notices  

In this section, you’ll find new tutorials and various useful links from the LATAM Trade 
site, such as Exception Policies, policy changes, news, contacts, and frequently asked 
questions. 




