
Agent User Guide 

Logging In 

URL: www.latecards.co.uk   

➢ Click on ‘Agent Login’ 

 

➢ Enter your Username & Password 

 
 

 

First Time You Login 

You will see the following options on your menu bar. 

 

http://www.latecards.co.uk/


Checking/ Updating your Profile Information 

Click on ‘My Agent Profile’ 

 

 

Check the fields display the correct information. If you need to update them, ensure you select ‘Save 

Data’.  

Your logo should already be loaded however this can be added or updated at any time by selecting 

‘Choose File’.  

Connecting to Social Media 

You will need to link up your social media accounts by clicking on the relevant link.  

 

 

 

 

 

 

 

 



Facebook 

As business accounts are linked to personal accounts, your personal account details will show first.  

Follow the steps below: 

Select ‘Continue as xxxxx’ 

 

 

Click ‘OK’  

 

Click on the drop-down arrow next to the profile name to show list of profiles 

 



Select the profile with your branch/ agency name 

 

Click ‘Submit’ 

 

Twitter 

Check you company details show the press ‘Authorise app’  

 



Choosing your Suppliers 

This option allows you to select operators that you wish to receive promotions from. You have 

complete freedom over which operators you choose to work with. 

If you are a member of a Consortia then you will automatically receive unique Consortia offers that 

may be loaded by Head Office as these are fed through automatically and not via this tab. 

Click on ‘Select Operators’ 

 

Operators are listed on the right-hand side. The ID codes shown on offers are also shown here.  If 

they show a green tick, they have been selected and will be active within your website. You will also 

be able to send offers to social media platforms, display them on a TV screen and create e-shots for 

e-mail distribution.  

To remove an operator, click on the name 

 

Select ‘Remove this Operator from my list’ 

 



The Operator has been unticked and you will not be shown any offers.  

 

 

To add them back to the list, click on the Operator name and select ‘Add this to my Operator list’ 

 

Selecting Offers for Social Media & Window Cards 

Select ‘My Promotions’ from the meu bar.  

To search for a specific offer a customer has seen, enter the reference number (excluding the 

operator ID) 

 

 

To search for specific types of offers, use the search criteria boxes to narrow your search 

When you have found an offer you wish to promote, click on ‘Full Details’ 

 

 

 

 



Social Media 

You will be taken to a page where you can preview how a Tweet or Facebook post of the selected off 

will look.  

 

 

You are also given the option to customise your posts should you wish to change what is currently 

there.  

At this point you can choose to ‘Send to Facebook & Twitter’. We have integrated with Buffer.com 

should you wish to use this to schedule your posts.  

 

 



 

Alternatively, you can ‘Get Shortened URL’ and add this straight into your social media platform with 

any additional text. You can then schedule your post directly within the social media platform.  

 

 

 

 

 

Window Cards 

To print window cards, you will need to use the ‘Print Options’ section of this page. 

 

You can select your preferred departure from the drop-down list. The number of options will depend 

on what has been loaded by the Operator.  

 



Once you have chosen your preferred departure point, select ‘Confirm Airport’ 

You will be given the option of printing the offer as an A4 or A5 window card.  

 

 

Your branch logo will show here 

 

 

Your branch contact details will show here 

 

Displaying Offers Electronically 

You can play a selection of Promotions on TV screens, computers, iPads or any screen in store or at 

an event. 

Select ‘TV Management’ from the menu bar 

 



You can select multiple departure points and holiday types so you can target your audience 

accordingly. 

When making your selections, click on the first option e.g. Birmingham, then press your CTRL key 

and keep it pressed down while you select additional departure points. Take your finger off the CTRL 

key once you have finished making your selections.  

Repeat for Holiday Type.  

 

This screen also allows you to set the defaults for how often offers are refreshed as well as other 

branding options. We recommend ‘Page Time’ is set to medium.   

Press ‘Save Data’. Once saved, go to the top of the page and select ‘View Site’. Your offers will then 

be displayed on the screen and will rotate automatically.  

 

 



Creating E-shots & Newsletters 

This functionality can be used in conjunction with bulk e-mail distribution companies such as 

MailChimp. 

Select ‘Marketing E-mails’ from the menu bar.  

Enter a title and body text. 

 

Then press ‘Save & Next Step’ 

 



Use the search criteria to find the right offers for your newsletter. You can select up to 10 offers by 
ticking the box on the left-hand side next to each offer.  

When you have chosen your offers, go to the bottom of the screen and press ‘Go to step 3 to 
preview your work’. 

You will then have a number of options: 

Send a test e-mail to a chosen address in your branch or click ‘Open in another window’ to view the 
e-mail.  

 

If you need the URL or HTML for your e-mail application, you can also obtain these.  

Alternatively, you can use TravelMail Pro.  

 

You will need to sign-up to the CRM system from Net Effect in order to use this functionality. Please 

request further information if you are interested in this option.  

 


