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LOGGING IN

Visit www.tandemtravel.co.nz to access the customer sign-in portal & select Serko

http://www.tandemtravel.co.nz/


LOGGING IN

The Serko login screen will open in a new window. Sign in using your email address and 

password*

*If your company has single sign-in capability, this will be set up separately for you



DASHBOARD

Once logged in you will be taken to your Dashboard – this central area gives access all of 

your booking and travel information
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CREATE A NEW BOOKING

Click to create from either the LH navigation bar OR the dashboard widget and build your 

journey. Travel Policy and Cost Centre information will default based on traveller. 

Select “Zeno Booking” to create a booking

Select where you would like to go by typing in 

the destination. E.g. CHC



BUILD YOUR ITINERARY

Click to select or deselect the options which will make up your trip – you can select Fly, 

Stay, Transfer or Drive or a combination of all four

The point of departure will default to the 

home port as per the traveller profile – click 

to change as required



DOMESTIC BOOKING

Choose your departure date and time, then your return (or next) destination date and 

time. Add additional sectors if needed for multiple stop journeys.

The return destination will default to the 

home port as per the traveller profile – click 

to change as required

There is no restriction on 

the number of sectors you 

can book, with only 

restriction that you can’t 

come back to the home 

port as a stopover



DOMESTIC BOOKING
Once you have booked your flights, Zeno will automatically add the additional trip 

components (eg hotel, car or transfers) based on the dates and times already selected. 

Review or Add Cost Centre as applicable, then select continue to itinerary for search 

results

Select or add the relevant 

cost centre references or 

codes that apply to this trip.

Transfers will default to the home office 

location. 

Edit to home address if required



DOMESTIC BOOKING

Search results are based on your previous travel and your company policy. 

Zeno will show a recommended itinerary plus allow you to view and select alternate 

options. 

Negotiated rates are available for 

selection 

Choose how you want to view your 

search results

Costs highlighted in orange show the 

cheapest options based on your 

search criteria

LH Navigation Bar shows 

your total itinerary costs



DOMESTIC BOOKING - EXTRAS
If you chose to select “Extras”, you can select from any added features available for your 

itinerary E.g. Flight Seat Select, Rental Car GPS



BOOKING CONFIRMATION 
On the confirmation page, you can check all details of your trip including costs and 

payment details. When you are happy with your selection, click book to finalise your 

booking

Review/add any special request 

and additional information, and 

complete any information required 

in the Corporate Compliance 

section (eg select authorizer if 

applicable). 

Review/accept the rules 

and conditions, and click 

book to complete the 

booking.



FINAL CONFIRMATION 

You will see this message/screen when your trip has been booked



MANAGE BOOKINGS

Lost savings shown at 

time of booking and 

post booking. 



MY PROFILE

Access your Profile information from the Navigation bar. From the “My Profile” tab 

you can update details such as Passport/Visas, or any personal preferences; such 

as frequent flyers, hotel and car memberships, or seating



THANK  
YOU


