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LATAM Trade Users (Agency Management)



Profile Management functionality empowers agency 
administrators to define user access, approval rights, and 
visibility across all LATAM Trade platform modules.

The following modules and actions can be configured per 
profile:

Waivers – Automatic or manual requests.
Correct Name – Ticket name corrections.
Booking, Fare, and Ticket Status Inquiry – Detailed viewing 
based on access level.
Agency Administrator Management – Full control over access, 
permissions, and budget management.
This feature provides enhanced control, security, and 
autonomy for efficient platform utilization by agencies.

Principal Tipos de Usuários

Agency Admin Matrix

Admin Matrix Manual
Profile with permission to approve LATAM waiver requests.

Travel Agent Matrix (Total)

 Travel Agent Matrix (Waiver)
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Profile with permission to execute LATAM waiver requests, booking and fare inquiries, 
ticket status checks, and name corrections.

Has permissions to manage agency access within LATAM Trade, including user creation, 
budget viewing, waiver management, booking and fare inquiries, ticket status checks, 
name corrections, and report access.

Profile with permission to execute LATAM waiver requests

Profile with permission to perform booking and fare inquiries, ticket status checks, and 
name corrections.

Profile Management in LATAM Trade
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LATAM Trade Waiver Negotiation Flow.
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Agency Admin Matrix

LATAM Trade Profile

Requests, Manages, and Approves LATAM Waivers

Requests, Manages, and Approves Post-Sales Wvrs

Views Budget and Manages Reports

Views and Manages Correct Name

Views Ticket Status

Views Booking and Fare Inquiry

Travel Agent Matrix

Requests and Approves LATAM Waivers

Requests and Approves Post-Sales Wvrs

Views and Manages Correct Name

Views Ticket Status

Views Booking and Fare Inquiry

        Admin Matrix Manua

When an agency chooses to centralize waiver 
approvals, the "Manual Parent Agency 
Administrator" profile becomes responsible for 
approving waiver requests submitted by the 
following profiles: Parent Agency Administrator, 
Parent Travel Agent, and Parent Travel Agent 
(Waiver).

Travel Agent Matrix (Waiver)

Requests and Approves LATAM Waivers

Requests and Approves Post-Sales Wvrs
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The Head Office Agency Administrator profile has permission to manage users.
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-Copilot
-Training time reduction
-BPO easy tasks
-Fraud possibility 
reduction

-CSAT/NPS increase
-Contact Rate Reduction
-Budget optimization1 
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Select the “Agency Group Management” option.

In Users, select “Create User”.

How to create a User?
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Fill in the following information: First Name, 
Last Name, Email, Job Title, and Date of Birth.

Select the profile you want to assign to the 
user and click Save.
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How do I create a user?



The Head Office Agency Administrator profile has permission to manage users.
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How do I delete a user?

Select the 'Agency Group Management' option.

Find the profile you want to delete in the 'Users' menu, 
select the 'Actions' option, and click Delete.



Waivers LATAM



When accessing our LATAM Trade portal, you will see the new LATAM Waivers menu, 
enabled for changes and refunds, as highlighted below:

Waivers type



By selecting the “Waiver Request” button, you can begin an analysis using either 
the PNR or TKT.



To start, you need to enter the PNR or TKT information and click “Search.”



Select the passenger and segments for which you wish to request the waiver, and click 
“Continue.”



Choose the type of Waiver: 1 - Changes or 2 - Refunds.
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Changes Not Allowed: for tickets that, 
according to fare policy, do not permit 
changes.

Changes with Penalty: for tickets that 
allow changes with a penalty fee, but you 
are requesting an exemption.

For Change Waivers, the following options are available:



Refunds Not Allowed: for tickets that, 
according to fare policy, do not permit 
refunds.

Refunds with Penalty: for tickets that 
allow refunds with a penalty fee, but you 
are requesting an exemption.

For Refund Waivers, the following options are available:



1 - The currency is loaded 
automatically.

2 - The transaction amount is 
generated automatically.

3 - Accept the terms and 
conditions related to the 
transaction to generate the 
waiver.

4 - Click “Accept.”
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Continúe con los siguientes pasos de análisis:
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Waiver Approved



Waiver Approved

Su Waiver no pudo ser aprobada automaticamente debido a la insuficiencia de saldo en su presupuesto. Su solicitud será 
remitida para revisión por su ejecutivo de cuentas de LATAM, con un plazo de hasta 24 horas hábiles para respuesta.



The waiver information will be added to the PNR. For Change Waivers: When reissuing the ticket, 
it is necessary to enter the waiver number in the endorsement field to protect the ticket.



Refunds:

When entering the ticket into ARC or BSP, you must enter the waiver number in the endorsement field to 
ensure the transaction is properly recorded, so the refund team can fully refund the ticket value.

For Refund Waivers



Important:



Correct Name



The new functionality of LATAM Trade provides 
the ability to correct the name on a booking in 
cases of issuance errors in NDC and GDS, under 
the following conditions:

For tickets issued by LATAM, for itineraries that 
are 100% LA.

For unused tickets issued at any domestic or 
international rate.

For flights that are within the commercial window 
(more than 48hs for the flight).

NOTE: A split of a PNR  should be performed 
when there is more than one passenger, and the 
name correction applies to only one of them. In 
cases where the name correction applies to all 
passengers, a split will not be necessary.

Correct Name en LATAM 
Trade

Types of Correct Name

Name or surname spelling errors (maximum 3 letters)

Reversed name (keeping the surname) or reversed surname (keeping the 
names).
Example:   SILVA/MARIA ANA por SILVA/ANA MARIA

Add a first name or last name while keeping the original first and last names.
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Example: GONSALES DANIELE por GONZALEZ DANIELLE 

Duplicate name and surname while keeping the name.

Correction of names by adding or removing suffix.

Example:  FARIA FARIA/HIGOR por FARIA/HIGOR

Example:  JR/JOSÉ, JÚNIOR/JOSÉ 

Example 1: SILVA/ALBERTO por SILVA/LUIS ALBERTO

Example 2 : RUIZ/ALBERTO por RUIZ TORO/ ALBERTO



Upon entering LATAM Trade, you will be able to view the "Correct Name" menu.



To start, you need to enter the PNR data and click on "Search".

Attention: for GDS bookings, the 
entered PNR must be the LATAM PNR.



Next steps, select the following options:
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2 Reason for change

Passenger

Surname

3 Name



Example: Spelling errors in the name or surname (maximum 3 characters).

1 Select the passenger.

2 Select the reason.

3 Correction 1: Change 2 
letters of the surname.



Once the name correction is validated, the system will confirm the transaction.



Upon confirmation, the system will notify that the change has been successfully 
made.



Important

For agencies that use an application developed with our services (API).

The update of names in PNRs and tickets does not occur instantly. This process may take approximately 
2 minutes to complete.

Therefore, we recommend that after making the name change, you wait 2 minutes and then refresh your 
screen to view the updated information.



For NDC by LATAM and e-LATAM bookings, the name will be automatically 
updated in the PNR and the ticket.



In a GDS PNR, LATAM Trade will only correct the PNR Name, as shown in the 
example below:



Correct Name Reissuance in GDS PNRs.

Immediately after correcting the name in LATAM Trade, in accordance with the rules available
in the tool.

It will be necessary to reissue the ticket as a "historical reissue." It is essential to document this reissue 
with the message "NM CORRECTION" in the ticket's endorsement field.

IMPORTANT: After the name correction, the ticket reissue must be completed immediately.



When the name correction validation is not allowed, the system will display the 
following message.

The rule for name changes is not applicable to the application.



Important 

For agencies using NDC services through the API.

The update of names on PNRs and tickets is not instantaneous. This process may take approximately 2 
minutes to complete.

Therefore, we recommend that after making the name change, you wait 2 minutes and then refresh your 
"Portal" to view the updated information.



When the correction rules do not allow a name change,  you can submit a request to our support team for 
analysis.

To proceed, click on the “Wrv After Sales Request” button. In the “Wrv After Sales Request” module, fill in the fields as follows:
 

• Waivers Type: Correct Name
• Waivers Reason: Specify the reason
• Search Type: PNR or TKT
• PNR or TKT: [Enter the corresponding number

Refer to the example below for guidance:



Select the passenger, the segments and click “Next”



Enter the new PNR, the required documentation for analysis, and a description of the reason for the 
change. Then, submit the request for review by our support team.

IMPORTANT: To process the requests, it is 
essential to provide documentation that 
supports the need for the name correction.

For more information about the Correct Name 
rules, access the LATAM Trade Portal at 
https://www.latamtrade.com



When the system prevents a modification, the following messages will be 
communicated:

Name change is not allowed. Please check the conditions or consult the 
rules for name changes on our portal: LATAM Trade.



When the system prevents a modification, the following messages will be 
communicated:

To complete the transaction, remove the frequent flyer (LATAM PASS) 
information from the booking and save it before re-requesting the 
correction. After successfully making the name change, re-enter the 
frequent flyer details into your system.



When the system prevents a modification, the following messages will be 
communicated:

Simultaneous changes were detected in the booking. Use the 'IR' command 
to ignore and retrieve the data, then save the booking before starting 
again.



When the system prevents a modification, the following messages will be 
communicated:

The number of passengers does not match the reserved seats in the 
booking. Please verify if the booking data is correct, make the necessary 
corrections, and try again.



When the system prevents a modification, the following messages will be 
communicated:

It is necessary to adjust the order of the itinerary segments. Correctly 
organize the itinerary to perform the name change transaction and try 
again.



When the system prevents a modification, the following messages will be 
communicated:

The format entered has a problem. Please verify the conditions or consult 
the rules for name changes on our LATAM Trade portal and try again.



When the system prevents a modification, the following messages will be 
communicated:

The flight is under airport control. It is not possible to make modifications 
to this booking at this time. Please contact our support team via chat.



When the system prevents a modification, the following messages will be 
communicated:

The flight has already departed. It is not possible to make modifications to 
this booking.



When the system prevents a modification, the following messages will be 
communicated:

It is necessary to include the phone field in the booking. Add this 
information and try again.



When the system prevents a modification, the following messages will be 
communicated:

Name change is not allowed on bookings (tickets) that include segments 
operated by other airlines. Please contact our support team via chat for 
assistance.



Fares and Regulations Details



We are always looking to make your day-to-day 

easier. That’s why we are pleased to introduce a new 

feature in LATAM Trade: the Reservation and Fare 

Inquiry module.

With this new addition, you will have access to 

detailed information about the fare rules of PNRs or 

Orders issued with LATAM, quickly and in a 

centralized way.

This feature is available for reservations originating 

from NDC, e-LATAM, and GDS, allowing you to 

inquire about both future and completed flights.

Fares and Regulations 
Details

What can you inquire about?

General ticket information: Full display of passengers, additional service fees 
(ancillaries), total ticket value, flight segments, and other important details.

Fare rules: Access to specific rules for changes and refunds by segment, allowing 
for more precise control over fare conditions.

Itinerary information: Complete details of the reservation itinerary, including all 
flight stages and connections.
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Passenger data: Inquiry of personal information about the passengers, such as name, 
documents, and status.

Baggage and seats: Verification of information related to permitted baggage 
and seat assignments.



In LATAM Trade, select 'Fares and Regulations Details' from the left sidebar menu.



Enter the PNR details and click 'Search' to begin the query.



Currency Details: Allows you to view the 
currency used for the reservation issuance.

Ancillaries Cost: Displays the costs related to 
the purchase of additional services, such as 
extra baggage allowance or seat reservation.

Ticket Cost: Shows the total cost of the tickets, 
considering the fare and fees for all passengers 
included in the reservation.

Total Booking Cost: Presents the total issuance 
cost, including fares, fees, and additional 
service costs for all passengers included in the 
reservation.

Payment Details information



Itinerary Information

Segment details: Allows you to view the cities 
and/or airports of origin and destination.

Departure: Displays information about the 
flight's departure date and time.

Arrival: Displays information about the flight's 
arrival date and time.

Duration: Indicates the travel time.

Cabin: Indicates the selected cabin class in the 
issuance (Economy Class, Premium Economy, or 
Business Class).

Fare: Indicates the fare family used in the 
issuance (Light, Standard, Plus, Full, Premium 
Economy, or Premium Business).



Fare Rules information

Change Rule Details: Allows you to view the 
rule applied for changes before and after the 
flight.

Refund Rule Details: Allows you to view the 
rule applied for refunds before and after the 
flight.



Passenger information

Passenger Details: Allows you to view the 
passengers' names, email, and phone number.

Ticket Details and Status: Allows you to view 
the ticket number and its status.



Passenger Baggage and Passenger Seat

Baggage Details: Allows you to view the amount 
of baggage permitted for boarding per 
passenger.

Seat Details: Allows you to view the reserved 
seats.



For multi-passenger bookings

The information about the passenger's details, 
baggage allowance, and seats will always be 
available for the passenger shown on the 
inquiry screen.

If the reservation includes more than one 
passenger, simply click the "Next Passenger" 
button to navigate through the information of 
the other members of the reservation.

Our commitment is to provide tools that make 
your work more efficient and easier.

We hope this update helps you offer an even 
better experience to your customers!

LATAM Airlines Team



Important:

There are some limitations for viewing a reservation in the New Module:

1 - It is not possible to consult reservations with a refunded status.

2 - The refund status is not displayed in this module.

3 - PNR data originating from GDS can be consulted, but in some cases, if the GDS PNR is not migrated to an 
NDC order, the system may show an error and fail to load the information.



Status Ticket



Upon entering LATAM Trade, you will be able to view the "Status Ticket" menu.



To start, you need to enter: 1- the ticket, 2 - the ticket date, and click on "Search".
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The system will inform:

1 The Ticket

2 The PNR

3 Issue Date

5 Master Ticket

6 Ticket Status 

7 Fare base

8
Data Voo

10

Rota

9
Voo

4 Fare contruction



Thank You!


