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Assign group check-in access right

• Assign specific group booking to internal user, tour leader or escort who 

can only perform online check in.

• Search, select RLOC from result and assign to tour leader.

• Tour leader sign in to CXagents.com, search RLOC when departure 

flight is ready for check in.  All fare related information is hided and  

restricted to access other functionalities and applications in CXA.
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Steps

1. Travel agent admin user or CX admin user:

Retrieve Agent profile > User role & site accessibility > Group Management > Online check-in 

(uncheck Group booking)
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2. TA site: Group management > Assign group check-in access right > search RLOC(s)
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3. Select RLOC(s) > click Assign RLOC to agent

 To delete the assignment, click Delete RLOC assignment, click Delete to save the record.
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4. Select agent account > click Assign to save the record
User account(s) with only 

check-in access right will 

be appear in the list

Successfully 

assigned a 

RLOC to the 

user
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• After successful logged-in, user whom with only OLGC access right will divert to booking summary 

page,

• System will return “You do not have permission to access this application” when user access other 

application(s).

No search result when:

 User search a non-assigned RLOC;

 The assigned RLOC’s first departure flight has 

not fall-in check-in window;

 The assigned RLOC has not been ticketed
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The assigned RLOCs will be 

displayed when departure flight 

is ready for check-in.

After successful checked-in, 

user is enable to;

 Cancel check-in

 Change seat

 Download e-ticket

 View/download check-in 

itinerary


