
Registering to Become an Authorized Travel Agent/ 
Seller of VACAYA – Step 1

Go to the Footer of any of our 
webpages and click on “Travel Pro 

Guidelines” (under the far-right 
Travel Pro Resources column)

On the next page, click HERE to begin the initial 
registration process. 

Complete the registration form with 
all required information, verify that 
you’re not a robot, and then hit the 

big pink REGISTER button. 

This completes Step 1. From here,
VACAYA will review your

application and reach out to you via
email when you’re ready to begin. In

the meantime, complete Step 2.



Registering to Become an Authorized Travel Agent/ 
Seller of VACAYA – Step 2

It is now time to set up your profile, username, and password to access VACAYA’s 
online reservation management system. Click on MY TRIPS from any webpage on 
our site. We recommend using the same username and password you used when 

completing Step 1. 

Next, click on ”Register” either just below the sign-in 
cells or in the upper right-hand corner. Both take you 

to the same place.

Follow all requests for info 
until you complete setting up 

your profile.

Once all required information 
is in place, click on the big pink 

REGISTER button.

The final step is now in VACAYA’s hands. Once we
review your initial application, we will go into our RMS 
and toggle you on as an authorized seller of VACAYA. 

This review usually takes us less than 24 hours to 
complete from start to finish.



Registering to Become an Authorized Travel Agent/ 
Seller of VACAYA – Step 2

Once your profile has been built, we’ll need you to complete and email to us 
your agency’s W-9. Please send to travelagents@myvacaya.com.

You can access a fillable/printable form under Travel Pro Resources in the 
footer on any of our webpages. 



Booking Your Clients with VACAYA

VACAYA’s online Reservation Management System is available to you 24/7 from 
anywhere in the world. To get started, you can click on the “BOOK NOW” button 
for whatever trip you’re trying to book for your clients. Once on this landing page, 

click on ”Sign In” in the black bar in the upper right-hand corner.

After successfully signing in and BEFORE YOU BEGIN booking your clients, you’ll 
want to make sure you see your name in the black bar at the top of your screen. If 

you don’t see your name here, stop and sign in. Otherwise, you’ll be in our consumer 
booking channel and you won’t be able to proceed. 



Booking Your Clients with VACAYA

You’ll know you’re in the system correctly if Adult 1 is blank. If your name is there, 
you are not in the Travel Agent tool.

A note to Travel Agents booking themselves on a VACAYA trip:

To do this, you’ll need to create a separate profile for yourself in our system. 
You’ll need a separate email address, username, and password from the one you
used to register as a Travel Agent. Once your “guest profile” has been set up, to 

book yourself into a room, log in as usual using your Travel Agent log-in 
information (where Adult 1 is blank) and then you’ll add yourself to the booking 

by placing your “guest profile” info into the Adult 1 spot.

With two profiles and 2 sets of log-in info, you may occasionally and accidentally 
log in using the wrong log-in info when you’re trying to book one of your clients 

(especially if you save passwords on your computer). If you’re NOT logged in 
using your Travel Agent profile, there’s one clear sign you’ve done this… your 
name will be in the Adult 1 spot. If this happens to you, simply sign out and log 
back in using your Travel Agent log-info. This will ensure Adult 1 is blank and 

ready for you to input your client’s information. 

When you log in using your “guest profile” log-in info, you will always see your 
name in the Adult 1 spot. 

When you log in using your “Travel Agent profile” log-in info, the Adult 1 spot 
will always be blank. 


