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This manual will show you step by step how the Excursion Manager tool works through the Travelife 

platform. The Excursion Manager tool is designed for registering your transport, food, activity and guide 

suppliers. Through the tool you can link your suppliers to your related excursion products. Specific suppliers 

checklists will be generated for each type of supplier which has been registered. You or your supplier can 

complete the checklist to obtain an overview of the sustainability state of each individual supplier. By linking 

the suppliers to registered excursions you can evaluate your complete excursion on sustainability on 

minimum sustainability standards. If all suppliers of an excursion comply to the standards the excursion 

could be considered "sustainable" and is ready for and external audit and certification. This is called  

"product certification". The recognition and certification is linked to the manager / owner of the excursion 

and not the specific supplier.  

The online tool has been developed with the support of the EU Switch Asia programme.

 

 

Before you can link your suppliers in the Excursion Manager tool, you need to register your suppliers into 

the Travelife platform. These suppliers should be the ones you have included in the excursions you want to 

evaluate or certify. 

To register your suppliers; go In the main navigation to Suppliers  Excursions then click  icon to add a 

new supplier. Fill up all(obligatory) information for your supplier then mark the supplier type from the box. 

In the below example, you can see that ‘’Food & Beverages’’ is marked. Following this, click the ‘’Save’’ 

button to finalize this step. 

Introduction 

Step 1: Registration of your suppliers 
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There is an extra step for an activity supplier. Here you should also indicate the specific type from the list 
that emerges as shown below. Below community based tourism is chosen as an example. Then you click 
‘’Save’’ to finalize your registration. You can connect more services and activities to one supplier. A supplier 
is considered a natural person or legal entity that provides services to your excursion and has final 
management responsible for the sustainability actions implemented.  
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If you need to update the type of your suppliers or activity, click on the  icon. Then you will 

see the below options to make relevant updates. Activities at Heritage Sites was chosen earlier 

for that supplier. You can now adapt the supplier type or add an additional supplier type. 
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Registered suppliers will be visible under Suppliers  Excursions. Next, the “Suppliers Sustainability Check” 

needs to be completed by you or your suppliers. 

The report can be found by clicking the  icon which is shown below. Open the checklist you want to access 

by clicking the report icon aligned with the supplier name.  

 

Click the ‘’Suppliers Sustainability check’’ as shown below to view the checklist. Suppliers can complete the 

checklist through Planning & Reporting  Suppliers Sustainability check when they log in to the platform 

with their own credentials. Moreover, you can also complete the supplier checklist on behalf of your 

suppliers. For suppliers we have a special user manual in case you request your suppliers to conduct a self-

assessment of their sustainability credentials.  

Step 2: Suppliers Sustainability Report/Checklist 
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To register your excursions go to Suppliers  Excursions > click  icon as it shown below. 

 

Click on the green “Add new excursion” button. 

 

Step 3: Registration of your excursions 

 

Step 3: Registration of your excursions 
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Fill in the relevant information for your excursions and then click "Save". The description part is important as it 

gives the independent auditor a clear idea about your product. 

 

You can see the excursions you have added under the Excursions list. Then click on the excursion name where 

you want to connect suppliers. You can only connect already registered suppliers. 
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After you open the specific excursion, you can connect your suppliers to the excursion product. The connection 

tools are visible as shown below. Click on the specific supplier option to connect one of your registered suppliers. 

 

The relevant registered suppliers will be available under a specific tab. Click the connection button as shown 

below.  

 

The supplier you linked will appear in the corresponding tab as shown below. Next to the supplier you can find 

an indication on the reporting status of the supplier (service), ‘’grey tick’’ indicates that the checklist of the 

supplier / service is completed while the ‘’green tick’’ Indicates that that suppliers complies with the minimum 

criteria. If the suppliers checklist has not yet been completed, you see the gray dash near that supplier. 

 

 

 

Step 4: Connecting suppliers to excursions 
 

Step 4: Connecting suppliers to excursions 
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You can choose multiple activity types when you link your activity provider. Besides you can deconnect if 

necessary a specific supplier / service. In case a supplier is offering different services to your company you are 

requested to link one or more services which are linked to the specific excursion. You can return to your general 

excursions page by clicking ‘’My excursions’’ as shown below. 

 

Under the ‘’Services’’ you can see which supplier types are connected to your excursions by 

icon's for activities, guides, transport and food. In addition, the ‘’grey tick’’ indicates that all 

suppliers you linked completed their checklists while the ''green tick'' indicates that all suppliers 

comply with the checklist. If the checklists for the connected suppliers have not yet been (all) 

completed or you have not linked any of your suppliers under your excursion yet, you see the 

gray dash near that excursion. 

 

 
 

If you have any questions or suggestions for Improvement of the tool you are welcome to contact us: 

 support@travelife.info 


