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Agenda
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1 Use Case I - Migrate user
I have access to the former portal and have to migrate to the new AirPlus Portal
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Use Case II - Migrated profile already has a role (Merge)
I am already registered as a user in the AirPlus Portal (e.g. I registered during the
AirPlus Corporate Cards migration) and now I have to migrate my existing Virtual 
Cards role
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Use Case III - Migrated profile has a new role (Merge)
I am already registered as a user in the AirPlus Portal (e.g. I registered during the
AirPlus Corporate Cards migration) and now have a new role during or after the
migration

4 Use Case IV – New User
I am a brand new user of the new AirPlus Portal
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Use Case I:
I have access to the former 
portal and have to 
migrate to the new 
AirPlus Portal



AIRPLUS. RETHINK CORPORATE PAYMENT.

You need to register in the new AirPlus Portal before your first 
card generation session (applies to all roles)

• All users of the previous AirPlus Business Travel Portal* need to 

complete a one-time registration process for the new AirPlus 

Portal to kick off the migration process. You have the following two

options:

Option I: 

• Please use the “New AirPlus Virtual Cards” service in the tab “Credit

Card Management” on the former AirPlus Business Travel Portal or

click the link “here” at https://businesstravelportal.airplus.com

• To register as an existing customer to the new AirPlus Portal, please

click the link “here” below the login button

*which still gives you access to your AirPlus Company Account, AirPlus Debit Account, AirPlus Travel 
Agency Account, AirPlus Meeting Card, AirPlus Information Manager, and your historical A.I.D.A. 

transactions
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Step-by-step registration: Invitation to self-register on April 12

Option II:

• Any current portal users who have rights 
that will be migrated, will receive an 
invite to self-register on April 12

• Please click on “Portal registration” on 
this email to follow the registration steps 
in the new AirPlus Portal

• This email will be sent in your local
language, of course

• If you don’t receive this email, please
contact your Account Manager
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Step-by-step registration: Entering your previous login data

• In order to authenticate yourself, you are
required to enter your login details to
the former AirPlus Business Travel 
Portal (company ID, username, 
password)
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Company selection

• You will now be asked to choose the
company you are employed at from
the drop-down menu

• If your company is not listed, please
choose “Other” and type the name of
the company into the free text field

• If you had access to the accounts of 
multiple companies in the 
former AirPlus Business Travel Portal, 
you will see a selection list where you 
will be asked to choose one company
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Personal data

• Personal data entry as shown here 
is required for legal reasons

• After filling out all boxes and 
clicking “Next,” you will receive an 
email with a one-time password 
(TAN)
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Entering the code

• Please enter this one-time 
password (TAN) 
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Confirmation

• Once you have successfully entered the
code, you have completed the first part
of the registration

• You will now receive an email with a link 
to set a password for the new AirPlus 
Portal – this link will be valid for 48 hours

• The username for the new AirPlus Portal 
is your email address
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Use Case II:
I am already registered as a user 
in the AirPlus Portal (e.g. I 
registered during the
AirPlus Corporate Cards 
migration) and now I
have to migrate my
existing Virtual
Cards role
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You need to register in the new AirPlus Portal before your first 
card generation session (applies to all roles)

• All users of the previous AirPlus Business Travel Portal* need to 

complete a one-time registration process for the new AirPlus 

Portal to kick-off the migration process – even if you already did

this when migrating your AirPlus Corporate Card

Option I: 

• Please use the “New AirPlus Virtual Cards” service in the tab “Credit

Card Management” on the former AirPlus Business Travel Portal or

click the link “here” on https://businesstravelportal.airplus.com

• To register as an existing customer to the new AirPlus Portal, please

click the link “here” below the login button
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Step-by-step registration: Invitation to self-register on April 12

Option II:

• Any current portal users who have rights 
that will be migrated, will receive an 
invite to self-register on April 12

• Please click on “Portal registration” on 
this email to follow the registration steps 
in the new AirPlus Portal

• This email will be sent in your local
language, of course

• If you don’t receive this email, please
contact your Account Manager
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Step-by-step registration: Follow the upcoming process

• In order to authenticate yourself, you are required to enter your login
details to the former AirPlus Business Travel Portal (company ID, 
username, password)

• Choose your company, fill in your personal data, enter the one-time 
password to identify yourself and finally set your new password

• Important: if you want the roles to be merged with the other Portal 
roles (e.g., card user), you need to enter the same email address
during the activation process (under “Credentials”).
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Step-by-step registration: Merge your roles

 You have entered the same email address during the activation 
process to merge your roles 

 Confirm by clicking “Merge”
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You will need only one portal access but can act in both roles
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Switch between different roles:

 If you log in to the portal again with your login data you 
can switch roles under “Profile Settings” / “Change Portal 
view”

 Now you can choose in which role you want to continue 
using the new AirPlus Portal

 The same login covers both roles

Card User
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You will need only one portal access but can act in both roles
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Responsible for different accounts:

 If you log in to the portal again with your login data you 
can switch roles under “Profile Settings” / “Change Portal 
view”

 Are you responsible for different accounts? Then choose 
first the account you want to work with

 Then choose the role you want to continue with in the new 
AirPlus Portal

 The same login covers different roles

Card User
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Use Case III:
I am already registered as a 
user in the AirPlus Portal (e.g. 
I registered during the 
AirPlus Corporate Cards 
migration) and now have a 
new role during or after
the migration

The following process applies also to: 

• I am already migrated as a Corporate Cards user and now 

during migration I will receive an additional role in the new 

AirPlus Portal for Virtual Cards

• I am responsible for two or more different accounts and 

probably have different roles
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Merge your two roles and need only one portal access
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 You are already migrated with your Corporate Card and have 
an additional portal role during the AirPlus Virtual Card 
migration on April 12 (e.g. Program Manager)

 You will receive the activation email 

 Follow the activation process and enter the login 
date for the former AirPlus Business Travel Portal 

 Please note: If you want the Program Manager role to be 
merged with the other portal roles (card user), you need to 
enter the same email address during the activation process 
(under “Credentials”)
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Step-by-step registration: Merge your roles

 You have entered the same email address during the activation 
process to merge your roles 

 Confirm by clicking “Merge”
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You will need only one portal access but can act in both roles
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Switch between different roles:

 If you log in to the portal again with your login data you 
can switch roles under “Profile Settings” / “Change Portal 
view”

 Now you can choose in which role you want to continue 
using the new AirPlus Portal

 The same login covers different roles

Card User
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You will need only one portal access but can act in both roles
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Responsible for different Accounts:

 If you log in to the portal again with your login data you 
can switch roles under “Profile Settings” / “Change Portal 
view”

 Are you responsible for different accounts? First choose 
the account you want to work with

 Then choose the role you want to continue with in the new 
AirPlus Portal

 The same login covers different roles

Card User
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Use Case IV:
I am brand new user of 
the new AirPlus Portal

The following process applies also to: 

• I have never used the former AirPlus Business Travel Portal, 

but now I get a new role for the AirPlus Corporate Cards 

and/or AirPlus Virtual Cards
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You will receive an invitation email with the activation link
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 The email you will receive from 
your Program Manager / Portal 
Administrator has the subject
“AirPlus Portal” 

 It includes the Portal activation link 
which is valid for 48 hours

 Follow the portal registration steps
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What happens if you miss your 48-hour window?
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 Did you miss your email? No 
problem

 If the activation link is no longer 
valid, the Travel Agency 
Administrator needs to click on 
“Back to Login”

 Please use the “Forgot 
password?” functionality to set a 
new password and then login to 
the new portal
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Set your password to activate your portal access
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 Enter your email address and 
confirm

 You will receive an email 
requesting to reset your password

 Your portal access is activated as 
soon as you set a new password 


