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Preface 1

Before You Start

Introduction

This user guide describes Amadeus PNR, one of the key modules of Amadeus
Selling Platform. It explains how to use Amadeus PNR from an end-user point of
view.

Objectives

After you have read this user guide, you will be able to:

e Create a new PNR and open existing PNRs

e Add elements to a PNR and modify or cancel the elements

e Split a PNR to modify the itinerary for one or more passengers

e Claim a PNR that was originally sold by an airline

e Recall a PNR that has been archived as a Past Date Record (PDR)

e Use traveller information in a profile to create a PNR or create a profile from the
information defined in a PNR

e Use the Check My Trip web site to access a PNR itinerary.

Where Do | Go for Help?

Amadeus Selling Platform online help provides you with task-based help at screen
level. Press F1 in a screen to display instructions on how to perform a task, related
tasks and background information.
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Chapter 1: Introduction to Amadeus PNR 3

Chapter 1
Introduction to Amadeus PNR

A Passenger Name Record (PNR) contains the details of a passenger’s reservation
and other information related to the trip.

You choose the PNR module @ to create new PNRs, retrieve and open existing
ones, to claim PNRs that originate from an airline, and to recall inactive PNRs.

The PNR module includes the following tabs: New, From Profile, Open, Claim and
Inactive PNR.
New Tab

You use the New tab to create a new PNR before or after you book the itinerary.

Open Tab

You use the Open tab to retrieve an existing PNR by entering different types of
search criteria such as the passenger's name, record locator or flight information.
From Profile Tab

You use the From Profile tab to create a PNR by transferring information from a
traveller or company profile to the PNR.

Claim Tab

You use the Claim tab to claim passenger bookings made directly with an airline by
entering your customer's record locator or flight information.

Note:  Some airlines place restrictions on PNRs you claim from them, so if you
need information about specific conditions when claiming PNRs, check with
the airline directly.

Inactive PNR Tab

You use the Inactive PNR tab to recall archived PNRs. PNRs are archived after the
last flight segment has been flown. Archived PNRs are stored for three years.

Amadeus Iran Training Module






Chapter 2: Creating a PNR

Chapter 2
Creating a PNR

You use the New tab within the PNR module to create a new PNR. You can also
create a PNR by copying an existing PNR.

From profile | Open | Claim | Inactive PMR |

New PNR - A4
Tain Auxiliary | MCO | Address | Fare elements Services Remarks

»  Group information

i»i Traveller information

b Contact

L4 Frequent flyer - automatic creation
P Ticket arrangement

P Miscellaneous remarks

} Received from

You can start to create a PNR either before or after you book air, car, hotel or other
itinerary segments.

Note: You can use the From Profile tab to create a PNR by transferring
information from a traveller or company profile to the PNR.
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6 Chapter 2: Creating a PNR

Creating a New PNR

To create a new PNR:
1. Inthe PNR module, click on the New tab to create a new PNR.

New | From profile | Open | Claim | Inactive PNR |
New PNR 5.4
Tain Auxiliary | MCO | Address | Fare elements | Services | Remarks Security

»  Group information

¥ Traveller information
Last name Firzt name and title Traveller type Passenger ID

1 - Y,
Contact

Frequent flyer - automatic creation

Ticket arrangement

Miscellaneous remarks

e AR, SRR, LS, RS

Received from

The New tab is not displayed if another PNR is currently open. In this case you
have to save or ignore the open PNR first:

- To save, click on the arrow next to H in the PNR toolbar which opens the
PNR Save Window dialog box. Select the Save Changes, Remove option
and click on Send.

PNR save window

Action:

c { Save changes, remove - ET

' Save changes, redizplay - ER

- Toignore, click on the arrow next to <" which opens the PNR Ignore Window
dialog box. Select the Ignore Changes, Remove option and click on Send.

PNR ignore window

Action:
E lgnore changss, remove - IG

lgnere changes, redizplay - IR

2. Add elements to the PNR.
3. Save the PNR.

Copying an Existing PNR

To create a PNR by copying an existing PNR:
1. Retrieve the PNR that you want to copy.
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Chapter 2: Creating a PNR 7

See Opening a PNR Error! Bookmark not defined. for more information.

2. Click on the arrow next to H in the PNR toolbar to open the PNR Save Window
dialog box. Select the Save Changes, Create A New Copy option and click on
Send.

PNR save window

Action:
" Save changes, remove - ET

' Sawve changes, redizplay - ER

G i Save changes, create a new copy - RRN

[

The new PNR is displayed.
3. Add elements to the PNR.

4. Save the PNR.

PNR Display Explanation

The following sections describe the information displayed in an active PNR.

PNR Header

The PNR header contains important information about the PNR, including where and
when it was booked, who booked it, and the record locator.

Main | Auxiliary | MCO | Address | Fare elements | Services | Remarks | Security

PR Do @ B 90 w08 38 E S

b Agent: AASU LON  Responsible: LONSXONGR & Queuing: LONSXONGR  Company: 14 Record locator: YGYESL

The following header tags can appeatr:

Header Explanation

--- TST --- At least one TST (Transitional Stored Ticket) has been created.

You can display the TST by clicking on --- TST --- in the PNR
header. If the system finds more than one active TST or a
deleted TST, a list is displayed.

--- NHP --- Indicates a non-homogeneous condition, which occurs when the
number of seats booked in a flight segment is different from the
number of name elements in the PNR, or when two or more
flight segments with a different number of seats are booked in
the same PNR

--- AXR --- The PNR is cross-referenced to one or more other
PNRs after PNR split or replication.

Click on the link to display the cross-referenced PNRs.
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8 Chapter 2: Creating a PNR

Header Explanation

--- RLR --- At least one flight segment is controlled by an airline that has
sent a record return.
The airline's system record locator is displayed in the PNR
Header section. Click on P ifitis collapsed.

--- HFR --- One or more historical fare records are stored. To display the
records, click on the arrow next to g then click on the
Historical Fare Record tab.

--- MSC --- The itinerary includes Married Segments.

--- RLP --- The PNR was created from a profile.

——-F e The PNR contains at least one confidential TST.

--- RLR CLM --- The PNR has been claimed by an agent using another CRS.

--- RLR C** --- The PNR is locked while an agent is in the process of claiming it
using another CRS.

For more information on the header tags, enter HE PNR HEADER in the Command

Page area.

PNR Sections

The PNR tree view shows all the elements that have been added to the PNR.

Main | Auxiliary |

MCO | Address | Fare elements | Services | Femarks | Security

Gt Dooi I o

= M= N 1 AF - OMINY s 1=Rr ¥ M

Agent: LGSU AGY Responsible: NCE1A0950 @ Queuing: NCE1A0950 Company: 1A

—TCHBIZRIP —

1 sMITH JoEN g JiBy
AP 04 32 94 £000-B /B1
AD 0432347182-B /P1
AD DROD/1SFER...TEZST DNR
/P1

TE OK 1SFEE NCE1A0350
p Itinerary

Insurance

MCO

Billing/mailing address 4o
) Fare elements 400 Pa

p Services
) Remarks
Security Add: Secu

You can:

e Click on P to expand or collapse a section.

e Add new elements by clicking on the hyperlinks displayed in each section.
Alternatively, click on the appropriate tab at the top of the PNR screen.

e Modify an element by double-clicking on it.

e Cancel or delete an element.
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Chapter 2: Creating a PNR 9

The PNR is divided into the following sections:

Section Explanation

Main Contains the main elements of the PNR, including the names of the
passengers booked on this trip, the passenger's phone and email
contact information, frequent-flyer and ticket-arrangement
information, as well as miscellaneous remarks.

When two or more passengers are travelling, a number is added to
each passenger name. Use this number to associate the name to a
specific PNR element, such as a frequent-flyer number or special
meal.

To add an element to this section, click on the relevant link to the
right of the Main section.

To modify any of the elements in the Main section, double-click on
the applicable element in the PNR. For example, double-click on the
passenger's name to perform a name change.

Itinerary Contains the flight, rental car, hotel, services (not related to a flight
segment) or manual segment bookings, which are identified by the
icon to the left of each segment.

Insurance Contains insurance elements that have been priced or booked for
the passenger.

Billing/Mailing Contains address information, such as the passenger's mailing and

Address billing addresses if you added them to the PNR.

To add an address, click on the text link. To modify the current
information, double-click on the address element in the PNR.

Fare elements Contains fare and queuing information. It also contains information

that is printed on the ticket, including form of payment, commission,
and other applicable information, such as endorsements, tour code,
and original issue.

To add a queuing option or fare data, click on the corresponding link
next to Fare elements. To modify the current information, double-
click on the fare element in the PNR.

Services Contains seat and special meal information, plus any other requests
and needs that the passenger might have.

To add a seat, meal, assistance, or other services, click on the
corresponding link next to Services. To modify the current
information, double-click on the services element in the PNR.

Mandatory group PNR and advanced passenger information
(required by the customs officials of certain countries) is added
using the Extra link of this section.

Remarks Contains accounting, invoice/itinerary, and confidential remarks. To
add a remark, click on the corresponding link next to Remarks. To
modify a remark, double-click on the remark in the PNR.

Security Contains office IDs for locations authorized to view or modify the
PNR, or both. To add a security element, click on the Security link.
To modify the current information, double click on the security
element in the PNR.
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10 Chapter 2: Creating a PNR

Section Explanation

Check my trip Check My Trip is an e-travel web service that displays a user-
friendly view of a PNR itinerary.

PNR Toolbar Icons

Main | Auxiliary | MCO | Address | Fare elements | Services | Remarks Security

e M- OISt

Check my trip

Click on the icons and links in the PNR toolbar to perform tasks such as displaying
the PNR history, printing the PNR, sending it to a queue, and other tasks.

Icon Explanation

Open the PNR error list.

Save the PNR (End Transaction). To display other save options, such as
save changes and redisplay, click on the arrow next to H

T |

Refresh - update the PNR with the latest information.

Ignore the PNR. To display other ignore options, click on the arrow next to

2.

Open the Modify window that corresponds to the element you have
selected.

Delete the lines that you have selected. To display other delete options,
such as delete itinerary, click on the arrow next to [ .

e H H| OO

Open the Rearrange Segments/Elements window. Before you click on the
icon, you must select a segment or element.

Split a PNR.

Price the PNR (the itinerary and any chargeable services). If you click on
the arrow next to , you can choose between:

e Price ltinerary to price the itinerary only

e Go To Price ltinerary Input Screen

e Price Services to price the chargeable services in the PNR only.

Issue tickets and documents. To display the Ticket and Documents input

&

I
screen click on the arrow next to ué'

Create a traveller or company profile from information in the displayed
PNR.

Open the Queue Options window so you can place the PNR on a specific
queue.

B b P

Display the PNR history. To display other PNR history options, such as
historical fare records or PNR segment history, click on the arrow next to

E@ PNR print preview. From the window that opens you can copy or print the
PNR.
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Icon Explanation

Print the PNR. To display other Print PNR options, such as Print

PNR History, click on the arrow next to é

Expand and collapse the PNR display.

PNR Segment Status Codes

Segment status codes are codes that travel providers use to send you information
about your bookings and special service requests.

Advice codes are the most commonly used status codes. When a travel provider
confirms a segment, does not confirm a segment, or changes a segment (usually
flight time or flight number), the provider inserts an advice code in the PNR and

places it on your queue.

When you see an advice code in a segment, you must take action in some way. The
list below contains some common advice codes, what they mean, and the action you

should take.

Advice Code | Means... Agent Action
HX Holding cancelled Delete segment
NO No action taken (by airline) Delete segment
uc Unable; flight closed, not waitlisted Delete segment
UN Unable; does not operate Delete segment
KK Confirming Change to HK
KL Confirming from waitlist Change to HK
TK Confirming; advise passenger of new flight times Change to HK
TL Waitlisted; advise passenger of new flight times Change to HL
TN Holding needed; advise passenger of new flight Change to HN

times
us Unable to accept sale, waitlisted (by airline) Change to HL
us Waitlisted (by airline) Change to HL
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Chapter 3
Opening a PNR

You use the Open tab within the PNR module to retrieve existing PNRs. You can use

different types of data as search criteria.

New | From profile Il open || Claim | Inactive PNR |
Open PNR 4
+ By name
By record 3 :
lncatar Last name n';':j O"'CHS NCE1ADS20
ent fiye : e 5
‘FIA Lo Service = Airline/Provider In date o
By account date
number 2 2
e [T Active segment only [T Associated cross reference
profils
ket number
Send

You can choose from the following search options:

e By Name

e By Record Locator

e By Service Information

e By Frequent Flyer

e By Account Number

e By Customer Profile

e By Ticket Number

e By Booking Source/Marketing Airline Record Locator.

If more than one PNR matches your search criteria, a list is displayed. Select the
PNR you want to open and click on Send to display the PNR in the PNR entry screen.

More than one PNR found. Please select one from the list:

| Group or lazt name | Firzt name | Record locator | Segment infermation

ISMIIH VALERIEMRS 2DHYET ATR LH 4153 C 11 RER NCE  MUC
Send
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14 Chapter 3: Opening a PNR

If only one PNR matches your search criteria, the PNR entry screen will be opened
directly.

"R Qoo w20 L aa 2483
- IEBIZRIP -
Agent: ALSU DAP Responsible: NCE1A0950 & Queuing: NCE1A0850 Company: 1A
Get Post-Departure Information
w Main Add: Name - Contact - Frequent flyer - Ticket arrangement - Mizcellanecus remarks - Received from
1 SMITH VALERIE MRS JM
AP (T) TEL+49 213 &758758756 /P1
AP (C) BCD TEST VAL/TEL+45 111 222/FR¥+435 234325 34e45¢ /Pl
TE TL 12JUM NCE1R0S50 002 000
w Itinerary

Z HEL LE 4153 € MWez 1 112PR 12:50 Muc11aPn 14:1: @ O % @
ﬁS HE1 1H 3352 C MUC z 11ZER 14:45 ATH 112PR 15:10 @ ‘; O
Insurance
MCO
Billing/ mailing address

Biling/mailing address
riginal pay fa

p Fare elements Ado Ps

Orig xtra - Queu
eat - Meal - Frequent flyer -
. Accounting - C

Security Add: Security

Retrieving a PNR by Name

To retrieve a PNR using the name of the traveller:

1. Inthe Open tab of the PNR module, click on the By Name option.

New | From profile | Open | Claim | Inactive PNR |
Open PNR ?

By name

ice Last name | i OFfice £ 1 angsn
name n}

+ By frequent flyer

% Deccoun numt:.er Service > Airline/Provider In date O

+ By customer profile date

[+ By ticket number
By booking

[+ zource/marketing
airline RLOC

[~ Active segment only [~ Associated cross reference

2. Inthe Last Name field, enter the customer's last name.
Example: Johnson
3. Inthe First Name field, enter the customer's first name.
Example: Robert
4. In the Office ID field, enter your agency's 9-character office identification code.
Example: THRI42500
5. To search for a specific segment in the PNR:
- Select a service type from the Service drop-down list. Example: AIR

- In the Airline/Provider field, enter the 2-letter airline code or 3-letter provider
code.

Example: BA (airline code) or PCL (cruise provider code)
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Chapter 3: Opening a PNR 15

If you do not know the code, enter the name and click on ==, then double-click
on the relevant code.

- Inthe In Date field, enter the date on which the service begins. Example:
03JUN

- Inthe Out Date field, enter the date on which the service ends. Example:
10JUN

6. To open a PNR that has not been cancelled, select the Active Segment Only
check box.

To search for split PNRs only, select the Associated Cross Reference check box.

8. Click on Send to retrieve the PNR.

Retrieving a PNR by Record Locator

To retrieve a PNR by record locator:
1. Inthe Open tab of the PNR module, click on the By Record Locator option.

New | From profile | Open | Claim | Inactive PNR |
Open PNR A

=t
I By record locator I
is : ) Record locator

+ By frequent flyer

+ By account number

[+ By customer profile
i wumber

[~ Associated cross reference

2 arketing
airline RLOC

Send

2. Inthe Record Locator field, enter the 6-character record locator of the PNR.
Example: 64B8PM

3. Todisplay a list of split PNRs associated to the record locator you specified,
select the Associated Cross Reference check box.

4. Click on Send to retrieve the PNR.

Retrieving a PNR by Service Information

To retrieve a PNR by service information:
1. Inthe Open tab of the PNR module, click on the By Service option.

New | From profile | Open | Claim | Inactive PNR |
Open PNR ,

|+ By name : First
i Service - Lazt name .

= .
‘ B.y service I S : :
| W o I Adrline/Provider e Indate Out date In time

+ By account number From (] Flight number
[+ By customer profile
¢ By ticket number I~ Associated cross reference
By ing
[+ zource/marketing
airline RLOC

2. From the Service drop-down list, select a service type that corresponds to any
segment or element in the PNR.
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16 Chapter 3: Opening a PNR

Example: AIR
3. Inthe Last Name field, enter the customer's last name.
Example: Johnson
4. Inthe First Name field, enter the customer's first name.
Example: Robert
5. In the Airline/Provider field, enter the 2-letter airline code.
Example: BA (airline code)
6. Inthe In Date field, enter the date on which the service begins. Example: 03JUN
7. Inthe Out Date field, enter the date on which the service ends. Example: 10JUN

8. If you selected an AIR service, you can enter the following additional information
to refine your search:

- Inthe In Time field, enter the flight departure time. Example: 1300

- In the From field, enter the 3-letter airport code for the departure airport.
Example: LON

If you do not know the code, enter the name and click on ==, then double-click
on the relevant code.

- Inthe To field, enter the 3-letter airport code for the arrival airport, or enter
the name and click on ==. Example: STO
- In the Flight Number field, enter the flight number. Example: 776
9. To search for split PNRs only, select the Associated Cross Reference check box.
10. Click on Send to retrieve the PNR.

Retrieving a PNR by Frequent Flyer Number

To retrieve a PNR by frequent flyer number:
1. Inthe Open tab of the PNR module, click on the By Frequent Flyer option.

New | From profile | Open | Claim | Inactive FNR |
Open PNR 4
[+ By name
+ By record locator

| a— Airline Card number
i By frequent flyer I
j L =T |

[+ By customer profile
|+ By ticket number
By -

airling

Send

2. Inthe Airline field, enter the 2-letter code for the airline. Example: BA

If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.

3. Inthe Card Number field, enter your customer's frequent flyer membership
number.

Example: 64B8PM
4. Click on Send.
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Chapter 3: Opening a PNR 17

Retrieving a PNR by Customer Profile

To retrieve a PNR by customer profile:
1. Inthe Open tab of the PNR module, click on the By Customer Profile option.

MNew | From profile | Open | Claim | Inactive PNR |
Open PNR A

Retrieve by profile name (traveller profile only}:

Lazt name Firzt name Office ID NCE1A0850

A
mmmm

Retrieve by profile record locator (company or traveller profils):

t

[y )

ycgstomer Record locator

=]

Send

2. Toretrieve the PNR by profile name (traveller profile only):
- Inthe Last Name field, enter the customer's last name.
- Inthe First Name field, enter the customer's first name.
3. To retrieve the PNR by profile record locator (company or traveller profile):

- In the Record Locator field, enter the 6-character record locator of the
customer profile that was used to create the PNR you are looking for.

Example: AX79N2
4. Click on Send to retrieve the PNR.

Retrieving a PNR by Ticket Number

To retrieve a PNR by ticket number:
1. Inthe Open tab of the PNR module, click on the By Ticket Number option.

New | From profile | Open | Claim | Inactive FNR |
Open PNR 4

3 ice
y frequent flyer
+ By account number

Airling Ticket Number

l+ source/marketing
airline RLOC

In the Airline field, enter the 2-letter airline code.
In the Ticket Number field, enter the 10-digit ticket number.
4. Click on Send to retrieve the PNR.
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Retrieving a PNR by Booking Source / Marketing
Airline Record Locator

To retrieve a PNR by booking source or marketing airline record locator:

1. Inthe Open tab of the PNR module, click on the By Booking Source/ Marketing
Airline RLOC option.

MNew | From profile | Open | Claim | Inactive PNR |
Open PNR A

Booking =ource or marketing airling Record locator

e By frequent flyer
+ By account number
[+ By customer profile

By booking
 source/marketing
airline RLOC

Send

In the Booking Source or Marketing Airline field, enter the 2-letter airline code.

3. Inthe Record Locator field, enter the 6-character record locator of the marketing
airline or the booking source.

Click on Send to retrieve the PNR.
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Chapter 4
Adding Elements to a PNR

Each PNR consists of a collection of elements. The following five elements are

mandatory:
e Name

e ltinerary
e Contact

e Ticketing arrangement
e Received From

When you have entered the five mandatory elements, you can save the PNR. The
Amadeus system automatically assigns a six-character record locator.

Main | Awuxiliary | MCO | Address | Fare elements Services | Remarks | Security
PNR x r 4 4 * |k » L3 =
B H-H-QQ- bS8 (24" E
—TST TC-BIZ RLP — Check rmy trip

P Agent: SCSU NCE Responsible: NCE1ADS50 & Queuing: NCE1A0850 Company: 1A Record locator: 3UZE4
Get Post-Departure Information

» Main Add Name - Contact - Frequent flyer - Ticket arrangement - Mizcellaneous remarks - Received from
p Itinerary
Insurance
y MCO
Billing/ mailing address ¢
p Fareelemants 2o Payr

p  Services Ao
» Remarks <
Security Add: Security

If you have already booked segments in command environment, you can click on the
PNR tab to display the PNR entry screen. The segments you have booked will be
displayed in the Itinerary section.
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Adding Main Elements to a PNR

The Main tab within the PNR entry screen allows you to quickly create the basic
elements of your PNR.

I Wain || Auxiliary | MCO | Address | Fare elementz Services Remarks Security

PNR 8 i =
= METCAE AT AR AIO RIS A2 A 1= ME
P Agent: SCSU NCE  Responsible: NCE1A0850 & Queuing: NCE140950 Company: 14 Record locator: 3UZE4

; s Main

—— 5 e HIZBIP Check my trip

You fill in the applicable fields, then click on the OK button to add all the elements to

the PNR at once. When elements already exist in the PNR, the @ icon appears next
to the corresponding sections.

You use the Main tab to add the following elements:

Group information
Traveller information
Contact details
Notification

Frequent flyer information
Ticket arrangements
Miscellaneous remarks

Received from elements

Adding a Group to a PNR

If you are doing a booking for more than nine passengers, you must create a group
PNR. To do this, you must provide information about the group of travellers.

To add a group of travellers to a PNR:

1.

If the Group Information section is collapsed, click on ¥ to expand it.

G4
|

ain | Auxiliary MCO Address | Fare elements Services | Remarks | Security

¥ Group information
Group name MNumber of pazzengers Group fare basis Airling
0
Create = temporary slementz(z) for * pass=enger(s)
» Traveller information
» Contact @
4 Frequent flyer - automatic creation
} Ticket arrangement
» Miscellaneous remarks
»

Received from

o)

Enter a name for the group and the number of travellers in the group.
Example of a group name: EnerGix Conference Group.

For group PNRs, you must enter the fare basis for all passengers in the group
using the group fare element (SSR GRPF).
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5.

Tip:

Each airline in the PNR must be associated to a group fare element, or, if the
same fare basis applies to all airlines, you can use YY (all airlines). You can do
this now or enter it later in the Services section of the PNR.

To do this now, enter the group fare basis and the airline code in the areas
provided.

Examples: Y2RT BA, C7TOW YY.
If all passengers in the group are on exactly the same itinerary, move to step 5.

If any of the passengers in the group are to have a different itinerary, you need to
either enter all the passenger names (if known), or create no-name elements, or
perhaps a combination of both. In this case, all passengers must either have their
name entered or be assigned to a no-name element. If there are any non-
assigned passengers, the PNR will be non-homogenous and you will not be able
to save it.

You add names in a group PNR in the same way as a normal PNR.

No-name elements: Usually, you associate the segments to the passenger
names. However, if you don't have the passenger names then you must create
no-name elements for the passengers. (These are temporary elements and must
be replaced by the passenger names before ticketing and well before departure.)
A single no-name element can be created for one or many passengers. You
create one no-name element for every distinct set of passengers that share the
same segment. This will allow you to associate the required passengers to their
segments.

To create a no-name element, enter the number of no-name elements and the
number of passengers. To add another line click on <. The no-name elements
are created in the PNR when you click on OK.

Example: There are 20 passengers flying one-way. Three of them fly earlier and
one of them flies later. You need to add three lines to create the temporary no-
name elements: one for the three passengers flying earlier, one for the passenger
flying later, and one for the remaining 16 passengers.

- Create 1 temporary element for 3 passengers
- Create 1 temporary element for 1 passenger

- Create 1 temporary element for 16 passengers

g4

Mlain | Auxiliary | MCO | Address | Fare elements | Services Remarks Security

* Group information
Group name Number of pazsengers Group fare basis Alrline
0 EnerGix Conference Group 20

N
Create 1 ¥ temporary elementziz) for 3 |® passzenger(z)

=N
Create 1 = temporary elements(s) for |1 ™ passenger(s)

e
Create |1 [=® temporary elements(z) for |16 % passenger(s)~

Click on OK to add the information to the PNR.

You do not need to provide the names of all travellers to complete the group
booking. However, the airline will require the names of all travellers some
time before ticketing and well before departure. For a group PNR, add
names in the same way as for a normal PNR.
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Adding Names to a PNR

To add names to a PNR:

1. If the Traveller Information section is collapsed, click on P to expand it.

G4
|

IMain | Auxiliary | MCO | Address | Fare elements | Services | Remarks | Security

» Groupinformation

¥ Traveller information
Last name First name and titls Traveler type  Passenger ID

il . p
» Contact ()

¥ Frequent flyer - automatic creation

} Ticketarrangement

» Miscellaneous remarks

» Received from

2. Inthe Last Name field, enter the customer's last name.
Example: Johnson
Note:  You can also add names via the Frequent Flyer section.

3. Inthe First Name and Title field, enter the customer's first name (the title is
optional). Example: Robert Mr.

4. Inthe Traveller Type field, enter the 3-letter passenger type code or click on ¥ to
select it from the list that appears.

Example: Military confirmed passenger (MIL)

5. Inthe Passenger ID field, enter passenger identification information, such as a
frequent flyer number.

Example: AF9876543

6. If the passenger is travelling with an infant, click on o display additional input
fields.

¥ Traveller information

Last name Firzt name and title Traveller typs  Paszsenger ID -
1 - B

Select the Accompanying Infant check box and enter the infant's date of birth, last
name and first name. Click on OK to close the dialog box.

SMITH JOHN
& |

Information Airline Segment
¥ Exira seat

Infermation Airling Segment
" Cabin baggage

Birth date Infant's last name Infant's first name

i Accompanying infant

o |

7. If the passenger is a child or if a second seat is required for comfort or for
baggage, click on a@ then enter this information in the additional input fields.
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8. To add another passenger name, click on = to add a new row, then repeat steps
2 to 7. If the last name of this passenger is different, simply overwrite the name in
the Last Name field.

9. Click on OK to add the information to the PNR.

Adding Contact Information to a PNR

You can add one or more contact elements such as home and business telephone
numbers, mobile number and email address.

To add contact information to a PNR:

1. If the Contact section is collapsed, click on P to expand it.

g4
Main Auxiliary | Mco | Address Fare glements | Services Remarks Security |

¥ Group information

» Traveller information @

¥ Contact
Type Information Tranzmiz=ion Paszenger
AP = -
Frequent flyer - automatic creation

Ticket arrangement

Miscellaneous remarks

W e

Received from

ok

2. Inthe Type field, click on the arrow and select the type of contact to add from the
list that appears.

Example: Customer - business (APB)

3. In the Information field, enter a telephone number or email address. When you
add an email address, you specify whether the address should be read only or
read and modify by clicking the More Input Options icon beside the Passenger
field and selecting the appropriate security setting. You can also restrict access
based on office ID masks so that only selected offices can see the email address.

4. Inthe Transmission field, enter X or S, or click on the arrow to select your contact
transmission preference from the list that appears.

Example: Disable contact transmission (X)

5. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

Select passenger(s) 4

M=ZS

JaMES

MITH JOHN (2)
I_SX:TI-I BREND2 (3)

~ o]

If no selection is made, the information is associated to all passengers.

6. To add another contact element, click on = and repeat steps 2 through 5.
Click on OK to add the information to the PNR.
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Adding Frequent Flyer Information to a

PNR

The frequent flyer information you enter here is checked against the airline's frequent
flyer database. If the entries can be validated, passenger name and/or frequent flyer

SSR elements are automatically added to the PNR.

To manually create frequent flyer SSR elements in the PNR without a database
check, for example if the airline does not maintain a frequent flyer database in the
system, follow the For Frequent Flyer Manual Creation link on the right of the

Frequent Flyer section.

To add frequent flyer information to a PNR:

1. If the Frequent Flyer section is collapsed, click on P to expand it.
G4
T‘ Auxiliary | MCO | Address ‘ Fare elements | Services | Remarks | Security |
P Group information
} Traveller information @
» contact (&
¥ Frequent flyer - automatic creation
Tvpe Alrling Card number Partner airlinez Passenger Segment
- T TS
P Ticketarrangement
P Miscellaneous remarks
} Received from
OK
2. From the Type drop-down list, select the type of request.
Example: Create name and SR FQTV to earn miles (FFA)
3. Inthe Airline field, enter the 2-letter code for the airline whose program your
customer belongs to.
Example: LH
If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.
4. In the Card Number field, enter the card/membership number.
Example: H1I2E29K
5. Inthe Partner Airlines field, enter the partner airline's 2-letter code.
Example: BA, IB
6. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by
clicking on == to select them.
If no selection is made, the information is associated to all passengers.
7. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
8.

Depending on the request type you have selected, you can open another dialog
W
box to enter additional information about the request by clicking on 2

¥ Frequent flyer - automatic creation

Type Airling Card number Partner airlines Pazsenger Segment .
" n g1

nt fiyer manual creation, clickTiere
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Enter the information in the additional input fields and click on OK to close the
dialog box.

Frequent flyer A4

Additional information
Expanded firzt name

Action -

Tk

9. To add another type of frequent flyer option, click on = .
10. Click on OK to add the information to the PNR.

Adding Ticket Arrangement Information to a
PNR

To add ticket arrangement or time limit information to a PNR:

1. If the Ticket Arrangement section is collapsed, click on P to expand it.

Eld
Main Auxiliary | MCO | Address | Fare slements | Services | Remarks ‘ Security |

Group information

Traveller information @

»
3
b Contact @
3 Frequent flyer - automatic creation
-

Ticket arrangement
Type Date Time Information Office ID Grouping Pazsenger Segment

B r PSR

ik Miscellaneous remarks

} Received from

.

2. Inthe Type field, click on == and select the appropriate ticketing arrangement
from the drop-down list.

Example: Time Limit (TL)

3. Inthe Date field, enter the date that you want to issue the ticket or perform
another ticketing function.

Example: 22FEB

4. Inthe Time field, enter the time at which you want the PNR to be placed on the
ticketing queue, using the 24-hour format.

Example: 0800

5. In the Information field, enter up to 14 characters of free-flow ticketing
instructions.

6. In the Office ID field, enter the office ID of the agency that will issue this ticket.
Example: MIA1S0123
Note:  This is necessary only if your agency is not the one issuing the ticket.

7. In the Grouping field, select the passenger grouping type by entering PAX or INF.
Alternatively, click on == to select it.
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Example: All Adults in the PNR (PAX)

Note: If the information pertains to all passengers, or if you already selected
the passengers in the Passenger field, make no selection here.

8. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the information is associated to all passengers.

9. If the information applies only to certain segments, enter the segment numbers in

the Segment field or click on == to select the applicable segments from the Select
Segment(s) dialog box.

Select segment(s) 4

I NCE ARN SE 08JUL (2)
%% 2an NCE S 14J0L 13)

10. Click on & to open the dialog box to display additional input fields.

¥ Ticket arrangement

Type Date Time Information Office ID Grouping P

= g iol

Enter the information in the fields and click on OK to close the dialog box.

Ticket arrangement -- Webpage Di... I&

TLﬁ

Queue number [ Category number

ok ]

m 4

- In the Queue Number field, enter the number of the queue where you want to
place the PNR. Example: 8

- In the Category Number field, enter the category number you are directing
the PNR to. Example: 0

11. Click on OK to add the information to the PNR.
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Adding Miscellaneous Remarks to a PNR

To add miscellaneous remarks to a PNR:

1.

6.
7.

If the Miscellaneous Remark section is collapsed, click on P to expand it.

g4
IMain Auxiliary | MCO | Address | Fare elements | Services | Remarks | Security

» Group information
b Traveller information @
» Contact @

» Frequent flyer - automatic creation

» Ticket arrangement @

¥ Miscellaneous remarks@
Category Remark Pazzengsr Segment

» Received from

In the Category field, enter a letter to help categorize your remark.
Example: If the remark pertains to a car rental, you might enter C, for Car.
In the Remark field, enter the miscellaneous remark.

Example: Passenger prefers automatics.

If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the information is associated to all passengers.
If the information applies only to certain flight segments, enter the segment

numbers in the Segment field or click on == to select the applicable segments
from the Select Segment(s) dialog box.

Select segment(s) 4

I NCE ARN SE 08JUL (2)
& 2an NCE SR 14J0L 13)

To add another miscellaneous remark, click on <.
Click on OK to add the information to the PNR.

Note:  You can also add miscellaneous remarks to a PNR through the Remarks

tab within the PNR area.
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Adding a Received From Element to a PNR

To add a Received From element to the PNR:

1. If the Received From section is collapsed, click on * to expand it.

g4
— tan |

Auxiliary Address | Fare elements | Services | Remarks

| MCO |

| Security

» Group information
Traveller information @

Contact @

Frequent flyer - automatic creation

¥

Miscellaneous remarks@

Ticket arrangement

S, A, AN, RO

¥ Received from

Information Agent =ign

Office ID

2. Inthe Information field, enter the name of the person requesting the reservation

or changes to the reservation.
Example: Johnson
3. Enter your agent sign.
Example: M5
4. Enter the 9-character office ID of your agency.
Example: THRI42500
5. Click on OK to add the information to the PNR.

Adding Auxiliary Elements to a PNR

You use the Auxiliary tab in the PNR entry screen to add auxiliary elements to a PNR.

Responsible: NCE140850 & Queuing: NCE140950 Company: 14  Record locator: 3UZE4

Iain | I Auxiliary I | MCO | Address | Fare elementz | Services Remarks | Security |
PNR . ' -
(S MIETEAE AT/ RS = [ORJIRP A= MRS V= AE
ol TEHIARIE. Check my trip

Manual Auxiliary Segments allow you to request specific services from an airline that

has an air segment in the PNR.
These services include:

e Air Taxi segment

e Car segment

e Hotel segment

e Service (SVC) segment

e Miscellaneous segment

e Surface segment
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e Tour segment

At end of transaction, a message is sent to the airline, who then processes it, using
specific action codes. If the airline accepts the request, it will book the required
service for you and send back a confirmation.

Adding Address Information to a PNR

You use the Address tab in the PNR entry screen to add address information to a

PNR.
Iain | Auxiliary | MCO | | Fare lementz | Services Remarks Security |
PNR T ﬁ T r 4 » [k * r ¥ =
H Qo @ ¥ Q@& L9548 3
ol TEHIARIE. Check my trip
P Agent: Responsible: NCE140850 & Queuing: NCE140950 Company: 14  Record locator: 3UZE4
.;‘-.M;i;:ﬁ e Ticket arra celan a Rec:

To add address information to the PNR:
1. Click on the Address tab.

Main | Auxiliary | MCO I Address Fare elements | Services Remarks Security
Type Line 1 Line 2 Postal code City State Passenger [)
AMHY |+ =

OK

2. From the Type drop-down list, select the type of billing or mailing address input
format that you prefer in the PNR.

Example: Billing - free text with commas (AB)
3. Inthe Line 1 field, enter the street address or other information.
Example: 1141 Peachtree Lane or Pick up check.
4. Inthe Line 2 field, enter additional address information or other information.
Example: Suite 200 or Deliver by noon.
In the Zip Code field, enter the zip code. Example: 30327
In the City field, enter the name of the city. Example: Atlanta

Note:  The information in the City, State, and Zip Code fields is printed on the
same line of the invoice.

In the State field, enter the state or other information. Example: GA

8. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

If no selection is made, the information is associated to all passengers.

9. Clickon P to display additional input fields.

- In the Company field, enter the customer's company name. Example: ABCD
Corp.

- In the Name field, enter your customer's name. Example: John Smith

- Inthe P.O. Box field, enter the post office box number. Example: 35
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- Inthe Country field, enter the name of the country. Example: France

10. Click on OK to add the information to the PNR.

Adding Special and Other Services to a PNR

You use the Services tab in the PNR entry screen to add special service requests

(SSR segments) to a PNR.

Iain | Auxiliary | MCO | Address | Fare elementz | ISer-.-ic:ea I‘ Remarks Security

PR W 0o @ B 20 b 203 Ra
— TSTTCBIZ RLP —
P Agent: SCSU NCE  Responsible: NCE1A0850 & Queuing: MCE1A0850 Company: 14 Record locator: 31ZE4

er - Ticket arrangement - Miscellansous remarks - Received from

Check my trip

In this tab, you can add the following service requests to an active PNR:
e Seat assignment

e Frequent flyer information

e APIS information

e Other services (OSI)

e Special meals

e Extra seats

o Extra air services (for example, for group PNR service elements or for requests

concerning animals, baggage, assistance or special equipment)

Note: Depending on your settings, some of these options may not be available.

When you add an SSR containing free-form text, the system checks the price to
assess whether the free-form text impacts the price displayed. If the text added
affects the price, a pop-window displays that states the price has changed, shows the

new price and prompts you to confirm if you want to add the service.

Adding a Seat Assignment to a PNR

To add an air seat assignment request to the PNR:
1. Click on the Services tab and then on the Seat tab.

Main | Auxiliary | MCO | Address | Fare elements I Services ‘ Remarks ‘ Security
Seat w Air Seat
Frequent flyer Type Smoking Area preference  Seat number Seat wish Passenger Segment Seat count
APIS ad e a -
Keyword (SK)
Other services (03 f o
Meal :
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2. From the Type drop-down list, select a seat type.
Type Explanation
Generic Seat Allows you to request an advanced seat request with no seat
Request (G) data.

Group Seat (GR) | Allows you to request an advanced seat request for groups

(for PNRs with more than 9 passengers).

Numeric Seat Allows you to request an advanced seat request with seat
Request (N) data.
Seat Wish (W) Allows you to request a preferred seat, when a seat request is
not allowed.
3. If you selected Generic Seat Request (G):

9.

- From the Smoking drop-down list, select a smoking preference. Example:
Non-smoking

PNR - Select up to 2 area preferences 4

I Aisle (&)

I~ Bulkhead (B)

[~ cot (C)

I Handicapped (H)

[ Infant (1}

¥ Wedically accepted for travel (M)
I~ Unaccompanied minor (U}

¥ Window (W)

Note: Many flights are non-smoking flights. To determine if smoking is
allowed, look at the seat map, or check with the airline.

If you selected Group Seat (GR):

- Inthe Seat Number field, enter the range of seats that you are requesting for
the whole or part of the group. Example: 14A -16E

- Inthe Seat Count field, enter the number of seats you are requesting.
If you selected Numeric Seat Request (N):

Enter the seat number that you are requesting for your customer in the Seat
Number field. Example: 14A

If you selected Seat Wish (W):

- Enter the seat number that you are requesting for your customer in the Seat
Number field. Example: 14A

- From the Seat Wish drop-down list, select the seating type. Example: Non-
smoking Aisle (NSSA)

If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the information is associated to all passengers.

If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.

To add another seat assignment, click on <.

10. Click on OK to add the information to the PNR.
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Adding Frequent Flyer Information to a PNR

You can create manual frequent flyer elements without a database validation, for
example if the selected airline does not maintain a frequent flyer database in the
system.

Note:  You can enter frequent flyer elements with automatic validation.

To add frequent flyer information to the PNR:

1. Click on the Services tab and then on the Frequent Flyer tab.

Main ‘ Auxiliary ‘ MCO | Address ‘ Fare slements Services Remarks | Security ‘

Seat Type Card number Passenger Segment Airling Partner airline

Frequent fiyer Famv - P

2. From the Type drop-down list, select the type of SSR element you want to create.
Example: Earn miles (FQTV)

3. Inthe Card Number field, enter the card or membership number. Example:
H12E29K

4. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the element is associated to all passengers.

5. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.

6. In the Airline field, enter the 2-letter code for the airline you are sending the
information to.

Example: QF
If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.
7. Inthe Partner Airlines field, enter the partner airline's 2-letter code.
Example: BA, IB

8. Depending on the request type you have selected, you can open another dialog
k]
box to display additional input fields by clicking on 2,

Type Card number Paz=zenger Segment Airling Partner airline

FaTv - 54

Enter the additional information about the request and click on OK to close the

dialog box.
FQTR
De=cription
Action
Mumber in party
0K

9. To add another frequent flyer element, click on <.
10. Click on OK to add the information to the PNR.
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Adding APIS Information to a PNR

Some destinations, such as the USA and Canada, require you to enter additional
passenger information for the APIS (Advance Passenger Information System). This is
done via DOCS, DOCO or DOCA special service requests:

e Primary travel document information DOCS - used for providing information
such as passport or national ID card detalils.

e Secondary travel document information DOCO - used for providing visa
information, for example.

e Passenger address information DOCA - used for providing the destination or
residence address, as required by the destination customs officials.

You can add this information to the PNR in the following ways:
e Using the APIS tab

You use the APIS tab under Services to open an input screen that provides
dedicated fields to help you enter the required information.

1. Click on the Services tab and then on the APIS tab.

wti Document Type Vis Documeat Numpes Vi Decumem Pacs of saue Vi Dacumem sace Due appleadie eous oy b

Cowtry Addrens Delain Cty Sl Provnce/( Country IP Code 13

2. Inthe input screen, fill in the fields as required. If you need more information,
place the mouse over a field to display its tooltip.

To add another service element, click on <.
Click on OK to add the information to the PNR.

e Using the Extra Air Services tab

You use the Extra Air Services tab under Services if you are familiar with the
input format and you prefer to enter the required information in a single entry:

1. Click on the Services tab and then on Extra Air Services.
2. Select the passenger and the appropriate flight segments.
3. Select one of the following SSRs from the list:

DOCA - Passenger address information - for providing the destination or
residence address, as required by the destination customs officials.

DOCO - Secondary travel document information - for providing visa
information, for example.

DOCS - Primary travel document information - for providing information
such as passport or national ID card details.

4. Enter the required information in the available fields. Refer to the tooltips for
the correct format.

5. Click on More Options and enter the airline code.
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This allows the system to check if the entered informational text is compliant
with the airline’s format.

6. Click on OK to add the information to the PNR.

e Using the Extra (Old) tab
Depending on your settings, you may still be able to use the Extra (Old) tab:

1. Click on the Services tab and then on the Extra tab.

Type Information Passenger

DOCA -

2. From the Type drop-down list, select one of the following service types:

Passenger address information DOCA - for providing the destination or
residence address, as required by the destination customs officials.

Secondary travel document information DOCO - for providing visa
information, for example.

Primary travel document information DOCS - for providing information
such as passport or national ID card detalils.

3. Inthe Information field, enter the required information. Refer to the tooltip for
the correct format.

4. Enter the passenger number, segment number and airline code.

In the Num. Services field, enter the number of passengers requesting this
service.

6. To add another service element, click on <.
Click on OK to add the information to the PNR.

Adding Other Services Information to a PNR

To add additional service information to a PNR:
1. Click on the Other Services tab.

Hain

Auxiliary | MCO | Address | Fare elements | Services Remarks Security

Seat Airine Information Passenger
Frequent flyer -

APIS

Keyword (SK}

Other services (OSI)

2. Inthe Airline field, enter the 2-letter code for the airline that you are sending the
information to.

Example: AF

If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.

3. Inthe Information field, enter the other service information.
Example: Fearful flyer

4. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

If no selection is made, the information is associated to all passengers.
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5. To add another information message, click on <.
6. Click on OK to add the information to the PNR.

Adding Meal Information to a PNR

You can add special meal requests to a PNR in the following ways:
e Using the Meal Tab

1. Click on the Services tab and then on the Meal tab.

Main ‘ Auxiliary ‘ Mco ‘ Address ‘ Fare elements Services Remarks | Security |
Seat [~ Passengers |7 Hinerary =
Frequent fiyer [¥ 1. TEDD¥/CEHRIS [V 3. 1H3130 FRACSL J
APIS [ 2. TEDDY/ERRRIZT [¥ 4. 1H3135 OSLFR: S
Keyword (SK] % Code # Description
Other services (051 mf " VEGETARIAN HINDU MEAL REQUEST
BEM ) BABY MEAL REQUEST
Meal [~ BEML (LH) Al Al
[ BmMm BLAND MEAL REQUEST
Extra zeat -
™ ez izm CHILD MEAL REQUES
Exira air services [ oavm diabetic meal request
M FoMT FRUIT PLATTER MEAL REQUEST
FRML fruit meal
Customize the irip r rutmea
| g =aad GLUTEN INTOLERANT MEAL REQUEST N

PNR -
H-Oe E B A0 208 248 E
Responsible: NCE1A0850 =) Queuing: NCE1A0950 Company: 1A
Get Pos ure Information

~ Main act - Frequent flyer - Ticket arrangement - Miscellaneous remarks - Received from .
1

z DY RIZT
~ Ttinerary
3 HEZ LH 3130 J FRE 1 258ZF 07:55
$4 HEZ LH 3135 5 OSL

e w0
ew 0

2. Select the passengers and the itinerary segments for which you want to
request a special meal.

3. Select a meal from the list. Example: LSML Low Salt Meal Request

If you selected Special (SPML) as a type of meal, enter the special
instructions about your request in the field provided. Example: No red meat

4. Click on OK. The meal request is added to the SSRs in the PNR.

Note:  Click on More Options only if you did not select any passengers or
segments. You can then enter the number of times you want this
service. Enter an airline only if you want to book an airline-specific meal.

e Using the Meal (Old) Tab
Depending on your settings, you may still be able to use the Meal (Old) tab:
1. Click on the Services tab and then on the Meal (Old) tab.

Type Information Paszenger Segment Airling

SPML -

2. From the Type drop-down list, select the type of meal needed.
Example: Vegetarian/Non-dairy (VGML)

If you selected Special (SPML) as a type of meal, enter the special
instructions about your request in the Information field.

Example: No red meat

3. If more than one person is travelling, associate the information to the
appropriate passengers by entering the passenger numbers in the Passenger

field or by clicking on == to select them.

If no selection is made, the element is associated to all passengers.
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4. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.

5. In the Airline field, enter the 2-letter code for the airline you are sending the
special meal request to.

Example: QF

If you do not know the code, enter the name and click on ==, then double-click
on the relevant code.

6. To add another meal type, click on <.
7. Click on OK to add the information to the PNR.

Adding Extra Seats to a PNR

To add additional seats to a PNR:

1. Inthe PNR, click on the Services tab and then on Extra Seat.

Main | Auxiliary | MCO ‘ Address |Faree\emerts| Services | Remarks | Security ‘

Seat [~ Passengers ¥ Itinerary
Frequent fiyer [¥ 1. T=DDY¥/CHRIS [¥ 3. LH170 FRATHL E
APIS I~ 2. TZDDY/HARRIZT [¥ 4. LE171 TXLERA E

% Code 4+ Description

[V czzeiia) ibulky cabin baggage request

Wiou can add thiz SSR only once for each passengetizeagment sssociation.

1t More options. ..

Extra air services

[T exsT(1E) request for extra s=at

2. Select the passenger and the flight segments for which you want to book an extra
seat.

Select the appropriate SSR and fill in any informational text in the field provided.

Click on OK to add the service request to the PNR.

Adding Extra Air Services to a PNR

Airlines offer a variety of additional services that may be chargeable or not, for
example, requests for special equipment, animals, assistance or special baggage.

You can also enter service requests for ticketless access carriers, for example, to
provide payment information (EPAY) or to request additional services.

About Chargeable Services
Depending on the airline, some of the service requests may be chargeable.

Chargeable service requests are displayed with an additional label 'may be
chargeable'. This label changes to 'paid' once the virtual MCO is issued and there is
an FA line associated to the SSR (The FA line is associated to the SSR via /E
followed by the line number of the SSR.)

If your PNR contains chargeable SSRs, you need to price the services in order to
create TSMs: In the PNR or PNR Summary, either click on @' to price both the

itinerary and the chargeable SSRs, or click on the arrow next to @ and select Price
Services to price the services only.

Depending on your settings, you can add extra services as follows:
e Using the Extra Air Services Tab

1. Click on the Services tab and then on the Extra Air Services tab.
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Main |

Auxiliary ‘ Mco Address Fare elements Services Remarks ‘ Security

Seat

APIS

Heal

Frequent flyer

Keyword (K

Other services (0%

Extra seat

Extra air services.

Customize the trip

[~ Passengers IV itinerary
¥ 3. IH170 FRATHL T

Ve

¥ 1. TZoD¥/CHRIS
[Tz, TZoD¥/HARRIZT LH171 THLFRA E

4 Code & Description

I aviem

animal in hold - specify details
SSR FOR PASCALE TESTS
request for carriage of bicycle

bind passer

ger information

bassinet / baby cot request
bulky baggage in hold request
request for carriage of bicycle

child passenger information

request for carriage of bicycle

o

2. Select the passengers and the flight segments to which the service request
applies.

If you want to book without passenger or segment association, see below.
3. From the list of service, select the type of service needed.

Example: LANG - Languages

If the service is chargeable, the price is shown.

4. In the Information field, enter the extra information that may be needed by the
airline in order to provide this extra service. Refer to the tooltip for the correct
format.

Example: Speaks Russian only

¥ Lane (LH) pazsenger languags informatien
You can add thiz SSE only once for each passengerizegment associstion.

= Mare aptions....

Action code: Mumber of services: Applicable airling: LH

5. Select any other SSRs you want to add for your current passenger and
segment association.

6. Click on OK to add the information to the PNR.

Alternatively, if you want to book an SSR without passenger and segment
association:

Do not select any passengers or flight segments.
Select the SSR you want to book.

Click on More Options.

Enter the number of passengers who need the SSR.
If required, enter the airline code.

Click on OK to add the information to the PNR.

2 T o

Using the Extra (Old) Tab
Depending on your settings, you may still be able to use the Extra (Old) tab:
1. Click on the Services tab and then on the Extra (Old) tab.

Type
PETC

Information Paszenger Segment Airfine [»

=

2. From the Type drop-down list, select the type of service needed.
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8.
9.

Example: Excess baggage (XBAG) or Languages (LANG)

In the Information field, enter the extra information that may be needed by the
airline in order to provide this extra service. Refer to the tooltip for the correct
format.

Example: Speaks Russian only

If more than one person is travelling, associate the information to the
appropriate passengers by entering the passenger numbers in the Passenger

field or by clicking on == to select them from the Select Passenger (s) dialog
box.

If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.

In the Airline field, enter the 2-letter code for the airline you are sending the
extra service request to.

Example: QF

If you do not know the code, enter the name and click on ==, then double-click
on the relevant code.

In the Num. Services field, enter the number of people requesting this
service.

To add another extra service request, click on <.
Click on OK to add the information to the PNR.

Adding Chargeable Services Using Customize the Trip

If you don't know which chargeable airline services are available for your customer's
itinerary, you can use Customise the Trip to help you create the correct SSRs.

You need to price the PNR before you can access this option.

1. Click on the Services tab and then on the Customise the Trip button.

A window opens, displaying a list of SSRs available for the passengers and
segments of the current PNR.

Baggages [T Passengers [¥ Itinerary
Ground transpa... [ 1, SMITH{IOHM ¥ 4. £¥701 ¥ ZODEC 7 LGADFW
Mels [~ 2. SMITH}JANE ¥ ©. exz04 ¥ 2ZDEC 7 DFULGA

[ 3. SMITHIKEWIN (CHD)

Currency: | USD Ok
Collapse all | Expand al Segments: 4 5
15t checked bag (SSR CHBA) UsD 1500 9FAdd...

Purchaze a checked bag voucher now and benefit from a discounted rate to check an additionnal baggage on top of your
allovance

Mumber of services: | 1

2nd checked bag (SSR CHEB) UsD 25 00 oF Add...
Ird checked bag (SSR CHBEC) USD 3500 opAdd..
Prepaid excess baggage (SSR XBAG) per kg: USD 2000 ofAdd..

Purchasze an excess baggage voucher in advance and benefit from a dizcounted rate. This voucher will allovy you to increase
the macimum weight of the baggage you can check in.

TTL ZOKG 1PC Mumber of services: | 1
&% Total services added: UsD 230.00
Golf bag S5R. GOLF - ssr freetext here Passenger 2 Segment 4,5 UsD 80,00
Prepaid excess baggage S5R ¥BAG - TTL 15kg 2pc Passenger 2 Seqgment 4,5 USD 150,00
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2. By default, all segments and all passengers of the PNR are selected. Modify the
selection if you want to see the available SSRs for the individual passengers
and/or segments.

3. Select the service category you are looking for on the left-hand side of the
window. Example: Baggage or Meals

A list of available SSRs is displayed, together with the price in the selected
currency.

4. If you want to change the currency, enter the three-letter currency code in the
Currency field, then click on OK to recalculate the prices.

5. Click on an SSR to expand it, then select the segments and enter any text in the
field provided. In the Number of Services field, enter the number of times your
customer needs this service.

6. Click on Add to add the SSR to the PNR.

The SSR is displayed in the list of services at the bottom of the window and the
total price is updated.

7. Close the window when you have added all the chargeable SSRs.

Adding Group Service Elements to a PNR

For group PNRs, you must:

¢ Indicate the number of passengers in the group who will be flying with each
airline using the common identity group element (SSR GRPS).

e Enter the fare basis for all passengers in the group for each airline using the
group fare element (SSR GRPF).

You must either enter one service element for each airline or, if the same information
applies to all airlines, enter one service element with airline YY.

Example: GRPS TCP 17 AF indicates to airline AF that 17 of the group will be flying
with them.

Example: GRPF Y2RT YY indicates to all airlines that the fare basis for all
passengers in the group is Y2RT.

Depending on your settings, you can either add these group service elements in the
Extra Air Services tab or in the Extra (Old) tab.

e Using the Extra Air Services Tab
1. Inthe PNR, click on the Services tab and then on Extra AirServices.
2. Do not select any passengers or flight segments.

3. Select GRPS in the list of SSRs and enter TCP followed by the number of
passengers in the group in the field provided. Example: TCP 17

Click on More Options and enter the airline code.

4. Select GRPF and enter the fare basis code for all passengers in the group.
Example: Y2RT

Click on More Options and enter the airline code or leave YY for all airlines.
5. Click on OK.0.
e Using the Extra (Old) Tab
1. Click on the Services tab and then on the Extra (Old) tab.

Type Information Passenger Segment Alrling [»

GRPS - -

Amadeus Iran Training Module



40 Chapter 4: Adding Elements to a PNR

2. From the Type drop-down list, select Common Identity GRPS or Group Fare
Element GRPF.

3. Inthe Information field, depending on the type you selected, enter the
following information:

Common Identity GRPS: Enter the code TCP followed by the number of
passengers in the group.

Group Fare Element GRPF: Enter the fare basis.

4. Associate the information to the appropriate passengers by entering the
passenger numbers in the Passenger field or by clicking on == to select them.

If no selection is made, the information is associated to all passengers.

5. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.

6. In the Airline field, enter the 2-letter code for the airline.

7. To add another group service element, click on = and repeat the above
instructions.

8. Click on OK to add the information to the PNR.

Adding Assistance Information to a PNR

You can create service requests for special assistance, for example, for
unaccompanied minors or for passengers requiring a wheelchair.

Depending on your settings, you can either do this in the Extra Air Services tab or in
the Assistance tab:

e Using the Extra Air Services Tab
1. Inthe PNR, click on the Services tab and then on Extra Air Services.
2. Select the appropriate passenger and flight segments.

3. From the list of SSRs, select the type of assistance needed.
Example: WCHC - All the way to seat

4. Enter additional information in the field provided. Example: 10 years old
5. Click on OK.0.
e Using the Assistance Tab

1. Click on the Services tab and then on the Assistance tab.

Type Information Passenger Segment Airine

MAAS -

2. From the Type drop-down list, select the type of service needed.
Example: All the way to seat (WCHC)
In the Information field, enter the assistance information.

4. If more than one person is travelling, associate the information to the
appropriate passengers by entering the passenger numbers in the Passenger

field or by clicking on == to select them.
If no selection is made, the information is associated to all passengers.

5. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
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6. In the Airline field, enter the 2-letter code for the airline you are sending the
special assistance request to.

Example: QF

If you do not know the code, enter the name and click on ==, then double-click

on the relevant code.
7. To add additional information messages, click on <.
8. Click on OK to add the information to the PNR.

Adding Fare Elements to a PNR

You use the Fare Elements tab in the PNR entry screen to add payment and fare-
related information to a PNR.

Iain | Auxiliary | MCO | Address | IFare slements I| Services Remarks Security
PNR . ' -
B0 E & QQ- & 205 24 E

—— ISTPC-HIZEIR Check my trip
ponsible: NCE1A0850 & Queuing: NCE140850 Company: 1A Record locator: 3UZE4

The following ticketing elements are mandatory to issue tickets or payment
documents:

e Form of Payment
e Validating Carrier
e Commission

e Tour Code (where appropriate)

Adding Payment Information

To add payment information to the active PNR:

1. Click on the Fare Elements tab and then on the Payment tab.

Main | Auxiliary ‘ MCO ‘ Address E Fare elements |  Services |

+ Payment + Original payment + Validating carrier + Comi
+ Fare discount + Original izsue + Extra + Queuing option + Address verification

FOP typs Additional information Pazsenger Segment MCO Grouping

- Yo
| OK

2. From the FOP Type drop-down list, select the form of payment.
Example: Credit Card (CC).

You can enter more than one form of payment (FOP) in the PNR. You can do this

in two different ways:

- Multiple forms of payment: each form of payment is entered on a different
line. To add another FOP, click on <. You can associate different
passengers, segments, MCOs or groupings to each form of payment.

- Combine two forms of payment by clicking on e to display the associated
dialog box.
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+ Payment + Original payment + Validating carrier -

+ Fare dizcount + Original izzue + Extra

FOP type Addtional information Pazssnger

-

Commission

« Queuing option

+ Endorsement

+ Address verification
MCO Grouping

Segment

Enter the required information in the additional input fields, and then click on

OK to close the dialog box.

; Combine with other forms of payment -- Web Page

ce -

x|

The combined form of payment will have the same passenger, segment or

grouping association.

In the Additional Information field:

If you selected Credit Card (CC), enter the credit card company code, credit card
number and expiry date (and the manual approval code if necessary).

Example: AX371449635311004/0907.

If you selected another form of payment, for example Cash (CA), this field is

optional.

If you use multiple forms of payment, you must also enter the payment amount
(for the second and subsequent FOP lines) in this field.

Example:
FOP Type - Additional Information
Cash -
CC - AX371449635311004/0907/AUD400

CC - CA5499830000000015/0906/AUD350

Note:

The exact form of payment formats differ from market to market.

Consult your market-specific manual or help desk for the correct format.

If more than one person is travelling, associate the information to the appropriate

passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

If no selection is made, the information is associated to all passengers.

If the information applies only to certain flight segments, enter the segment

numbers in the Segment field or click on == to select the applicable segments.

the Grouping drop-down list.
Example: All Adults in the PNR (PAX).
Note:

If the FOP applies to a certain type of passenger, select the grouping type from

If the information pertains to all passengers, or if you already selected

the passengers in the Passenger field, leave this field blank.

Click on OK to add the information to the PNR.
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Adding Original Payment or Payment Difference Information

To add original form of payment or payment difference information to the active PNR:

1. Click on the Fare Elements tab and then on the Original Payment tab.

Main | Auxiliary | MCOo | Address I Fare elements | Services ‘ Remarks | Security

+ Payment »+ Original payment + Validating carrier + Commi;

+ Fare discount + Original issue + Extra + Clueuing option Address verification
FOP type Additional information Pazsenger Segment MCO Grouping

£

2. From the FOP Type drop-down list, select the form of payment.
Example: Credit Card (CC)

You can enter more than one form of payment (FOP) in the PNR. You can do this
in two different ways:

- An additional form of payment: click on ﬂl

- Combine two forms of payment: click on &~ 1o display the associated dialog

box.
[+ Payment + Original payment + Validating carrier + Commission + Endorsement
[+ Fare dizcount + Original izzue + Extra + Qusuing option + Ad = verification
FOP type Additional information Paz=enger Segment MCO Grouping

-

3. In the Additional Information field:

- If you selected Credit Card (CC), enter the credit card company code, credit
card number and expiry date (and the manual approval code if necessary).
Example: AX371449635311004/0907

- If you selected another form of payment, for example Cash (CA), this field is
optional.

Note:  The exact form of payment formats differ from market to market.
Consult your market-specific manual or help desk for the correct format.

4. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the information is associated to all passengers.
5. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
6. If you want to associate the form of payment to a Miscellaneous Charge Order
(MCO), click on == to select the MCO.

7. If the FOP applies to a certain type of passenger, select the grouping type from
the Grouping drop-down list.

Example: All Adults in the PNR (PAX).

Note: If the information pertains to all passengers, or if you already selected
the passengers in the Passenger field, leave this field blank.

8. Click on OK to add the information to the PNR.
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Adding Validating Carrier Information

To add validating carrier information to the active PNR:

1. Click on the Fare Elements tab and then on the Validating Carrier tab.

Main | Auxiliary | MCO | Address I Fare elements Services | Remarks |

Security |

nt

+ Payment # Original payment + Validating carrier + Com

s werification

+ Fare discount

Airline

+ Original izsue » Extra + Que

Paszenger Segment Grouping

In the Airline field, enter the 2-letter code of the airline that you are validating this

If you do not know the code, enter the name and click on ==, then double-click on

If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

If no selection is made, the information is associated to all passengers.

If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
From the Grouping drop-down list, select the passenger grouping type.
Example: All Adults in the PNR (PAX)

If the information pertains to all passengers, or if you already selected
the passengers in the Passenger field, leave this field blank.

2.
ticket for.
Example: BD
the relevant code.
3.
4,
5.
Note:
6.

Click on OK to add the information to the PNR.

Adding Commission

To add commission details to the active PNR:

1. Click on the Fare Elements tab and then on the Commission tab.
Main | Auxiliary | Mco Address Im‘ Services | Remarks | Security |

+ Payment + Original payment + Validating carrier + Commission dorzement

+ Fare dizcount « Original izsus + Extra + Queuing option ess verification

Commizgion Cap amount Passenger Segment MCO [}

Amount Net remit e
OK

2. In the Commission field, enter the commission percentage or amount.

Example: 8 (percentage) or 114.54 (amount)

If you entered an amount in the Commission field, select the Amount check box.
4. If necessary, select the Net Remit check box.

Note: In certain markets, you are required to add a net remit commission type

indicator to the FM element to comply with reporting requirements.

5. In the Cap Amount field, enter the commission cap amount.
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10.

11.

12.

If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

If no selection is made, the information is associated to all passengers.

If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
If you want to associate the commission to a Miscellaneous Charge Order
(MCO), click on [== to select the MCO.

Click on P to display additional input fields.
From the Grouping drop-down list, select the passenger grouping type.
Example: All Adults in the PNR (PAX)

Note: If the information pertains to all passengers, or if you already selected
the passengers in the Passenger field, leave this field blank.

If this is an exchange transaction, enter the commission percentage or amount of
the original ticket in the Original Commission field.

Example: 8 (percentage) or 114.54 (amount)

If you entered an amount in the Original Commission field, select the Amount
check box.

13. Click on OK to add the information to the PNR.

Adding Endorsement Information

To add endorsement information to the active PNR:

1.

Click on the Fare Elements tab and then on the Endorsement tab.
Main | Auxiliary | MCO | Address Fare elements Services | Remarks | Security

+ Endorsement

+ Payment + Original payment + \Validating carrier + Comi

+ Fare discount + Original issue + Extra g option + Address verification

Information Passenger Segment MCo Grouping

ok ]

In the Information field, enter the endorsement information.
Example: Non-refundable

If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on [== to select them.
If no selection is made, the information is associated to all passengers.

If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.

From the Grouping drop-down list, select the passenger grouping type.
Example: All Adults in the PNR (PAX)

Note: If the information pertains to all passengers, or if you already selected
the passengers in the Passenger field, leave this field blank.

Click on OK to add the information to the PNR.
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Adding Fare Discount Information

To add fare discount information to the active PNR:

1. Click on the Fare Elements tab and then on the Fare Discount tab.

7.

Main | Auxiliary | MCO | Address W Services | Remarks | Security
+ Payment + Original payment + Validating carrier + Commizzion + Endorzement
+ Fare discount + Original izzue + Extra + Queuing option == verification
Dizcount code Information Pazzengsr Segment Grouping
hd - - ¥ o g
OK

From the Discount Code drop-down list, select the correct code for your
passenger.

Example: Senior Citizen

In the Information field, enter additional information regarding the fare discount,
such as the age of a child.

Example: 03YRS

If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

If no selection is made, the information is associated to all passengers.

If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
From the Grouping drop-down list, select the passenger grouping type.
Example: All Adults in the PNR (PAX)

If the information pertains to all passengers, or if you already selected
the passengers in the Passenger field, leave this field blank.

Click on OK to add the information to the PNR.

Note:

Adding Original Issue (Ticket Exchange) Information

Note:

The information requested below is found on the original ticket being
exchanged. If the original ticket has already been exchanged, it will be
printed in the exchange line on the ticket now being exchanged.

To add original issue information to the active PNR:

1. Click on the Fare Elements tab and then on the Original Issue tab.

2. Click on the Structured Data button to enter the information into predefined fields.

Main | Auxiliary | MCo | Address I Fare elements | Services | Remarks | Security
+ Payment + Original payment + Validating carrier + Commission + Endorsement
+ Fare dizcount « Original issue # Extra + Queuing option + Address verification
R e Tt T R U GO RRRG e flows date
Airline Ticket number Check Coupon E Conjunction Check Coupon E . Ciy Date Pazzenger Segment  MCO [)
-
OK

To enter original issue information with free-flow text, click on the Free
Flow Data button. Free-flow text cannot be entered if you are using
Amadeus Central Ticketing.

Note:
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10.

11.

12.

13.

14.

15.

16.
17.

18.

19.

In the Airline field, enter the 3-digit numeric code of the airline of validation on the
original ticket.

Example: 005

In the Ticket Number field, enter the ticket number of the original ticket.
Example: 3702678596

In the Check field, enter the check digit of the original ticket.

Example: 1

In the Coupon field, enter the coupon numbers of the original ticket that are being
exchanged.

Example: 234

If you are using an Electronic Ticket Refund and Exchange Authority Print form
for this exchange, select the E check box.

In the Conjunction field, enter the last two digits of the conjunction ticket of the
original ticket.

Example: 97

In the Check field, enter the check digit of the original ticket.
Example: 1

In the Coupon field, enter the coupon numbers of the original ticket.
Example: 234

If you are using an Electronic Ticket Refund and Exchange Authority Print form
for this exchange, select the E check box.

In the City field, enter the 3-digit code of the city where the original ticket was
issued.

Example: LON
In the Date field, enter the date that the original ticket was issued.
Example: 12SEP

If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

If no selection is made, the information is associated to all passengers.

If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
Click on P to display additional input fields.

From the Grouping drop-down list, select the appropriate option to specify
whether the information being provided is relevant either to the adults or the
infants in the PNR.

Note: If the information is relevant to all passengers, or if you have associated
the passengers in the Passenger field, make no selection here.

In the Information field, enter additional ticket issue information if necessary.
Example: *B300.00/X26.00/C50.0
Click on OK to add the information to the PNR.
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Adding Extra Fare Information to a PNR

You use the Extra tab within the Fare Elements tab in the PNR entry screen to add

additional fare information to the active PNR.

Main | Auxiliary | MCO | Address I Fare elements Services Remarks | Security |

+ Payment + Original payment + \alidating carrier + Commission + Endorsement

+ Fare discount + Original issue + Extra + Address verification

Manualdocument | Viscslanscus printing

Nizcelaneous

+ Queuing option
Tour code

Fare override Shadow destination

Type  Arine Ticketnumber  Check Conpmefon Check hformaton Passenger
I &
o |
You can add the following information to the active PNR:
e Manual Document
e Tour Code
e Miscellaneous or Miscellaneous Printing
e Fare Override
Adding Manual Document Information
To add manual document information to the active PNR:
1. Click on the Extra tab and then on the Manual Document button.
Main | Awdiary | MCo | Address m Services |  Remarks | Securty |

+ Payment + Original payment =+ Validating carrier + Commission « Endorsement

+ Fare discount

+ Original issue

» Extra

+ Queuing option

Tour code

* Address verification

Miscelansous

Fare override

Shadow destination

Type Airline  Ticket number

|

Check Cenjunctien Check Information Passenger

b4

T

In the Airline field, enter the 2-letter airline code.

If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.

In the Ticket Number field, enter the ticket number.

Example: 5555444333

In the Check field, enter the check digit.

Example: 6

In the Conjunction field, enter the last two digits of the conjunction ticket.
Example: 34

In the Check field, enter the check digit of the conjunction ticket.
Example: 4

In the Information field, enter any additional information you want to provide with
the manual document number.

Example: INV-0000612345
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If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the information is associated to all passengers.

If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.

10. Click on OK to add the information to the PNR.

Adding Tour Code Information

To add tour code information to the active PNR:

1.

10.

11.

Click on the Extra tab and then on the Tour Code button.

Main | Auxiliary | MCO | Address I Fare elements | Services ‘ Remarks Security

+ Payment + Original payment + Validating carrier

+ Fare discount + Original iszue + Extra

Manual document Mizcellansous printing

Wigcellaneous Fare override

Tour type “ear Airling Approval Information Pas=ssnger Segment MCO Grouping

hd =

From the Tour Type drop-down list, select a tour type code.
Example: Inclusive Tour (IT)

In the Year field, enter the last digit of the year in which the tour code became
effective.

Example: 7

In the Airline field, enter the 2-letter airline code of the sponsor.
Example: IB

In the Approval field, enter the 1-digit conference area approval code.
Example: 1

In the Information field, enter additional information that may be required with the
tour code.

Example: ABC Tour Co.

If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

If no selection is made, the information is associated to all passengers.

If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on = to select the applicable segments.
Click on P to display additional input fields.

From the Grouping drop-down list, select the passenger grouping type.
Example: All Adults in the PNR (PAX)

Note: If the information pertains to all passengers, or if you already selected
the passengers in the Passenger field, leave this field blank.

Click on OK to add the information to the PNR.
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Adding Miscellaneous or Miscellaneous Printing Information

To add miscellaneous or miscellaneous printing information to the active PNR:

1. Click on the Miscellaneous or the Miscellaneous Printing button.
Main | Auxiliary | Mco | Address I Fare elements | Services | Remarks | Security
+ Payment + Original payment + Validating carrier + Commizsion + Endorsement
+ Fare discount « Original issue + Extra + Queuing option + Address verification

Manual document

Miscellaneous printing

Tour code

Shadow destination

Information Pazszenger Segment MCo Grouping

ok |

2. Enter additional information for ticket printing in the Information field.

Example: Ticket paid by ABC Corporation

3. If more than one person is travelling, associate the information to the appropriate

passengers by entering the passenger numbers in the Passenger field or by
clicking on == to select them.
If no selection is made, the information is associated to all passengers.

4. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.

5. From the Grouping drop-down list, select the passenger grouping type.
Example: All Adults in the PNR (PAX)

Note: If the information pertains to all passengers, or if you already selected
the passengers in the Passenger field, leave this field blank.

6. Click on OK to add the information to the PNR.

Adding Fare Override Information

To add fare override information to the active PNR:

1. Click on the Extra tab and then on the Fare Override button.

Main ‘ Auxiliary ‘ MCO ‘ Address Fare elements Services ‘ Remarks ‘ Security ‘

+ Payment + QOriginal payment + Validating carrier + Commiszicn + Endorsement
+ Fare dizcount + Original izzue + Extra + Queuing option + Address verification
Manual document Mizcelaneous printing Tour code
Mizcellansous _ Shadow destination
Base Equivalent Tax 1 Tax 2 Tax 3 Total Pazzenger Segment [}
Bulk -

ok |

If you are issuing a bulk fare ticket, select the Bulk check box and move to step 7.

In the Base field, enter the base fare.
Example: 280.56

4. If the fare was paid in a currency other than the local currency, click on the
Equivalent field and enter the currency code and amount paid.

Example: GBP175.19

5. Inthe Tax 1, 2, and 3 fields, enter the tax amount followed by the appropriate tax

code.
Example: 45.70 US
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6. Inthe Total field, enter the total fare.
Example: 303.00

7. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the information is associated to all passengers.
8. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
9. Clickon P to display additional input fields.
10. From the Grouping drop-down list, select the passenger grouping type.
Example: All Adults in the PNR (PAX)

Note: If the information pertains to all passengers, or if you already selected
the passengers in the Passenger field, leave this field blank.

11. Click on OK to add the information to the PNR.

Adding a Queuing Option

You use the Queuing Option tab to automatically place the PNR on a specific queue
on a specific date.

Authorized airline offices that use the Enforce Ticket Time Limit option (ETTL) can
also use this tab to create confidential option elements that automatically place the
PNR on queue or automatically cancel itinerary segments.

To add a queuing option to the active PNR:

1. Click on the Fare Elements tab and then on the Queuing Option tab.

Main | Auxiliary | MCO | Address I Fare elements | Services | Remarks | Security |
+ Payment + Original payment + Validating carrier + Commission + Endorsement
« Fare discount « Original issue « Extra + Queuing option « Address verification
Option  Date 1 Date 2 Date 3 Queue Category  Information Queuing Office ID  Passenger
oPa ¥ 20DEC NCE1A0850 _ Jor
0K
2. From the Option drop-down list, choose the type of action, then fill in the required
fields:
- Queue Place (OP) to automatically place the PNR on queue on a specified
date.

Enter up to three dates and specify the queue number and category.

In the Information field, enter details about future tasks to be completed as
free-flow text. Example: Run boarding passes

3. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the information is associated to all passengers.
4. Click on OK to add the option elements to the PNR.

Note: If the owner of the PNR removes the related air elements or cancels the
whole itinerary, the confidential option elements will be removed
automatically when the PNR is saved.
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Adding Verification Address Information

You use the Address Verification tab under the Fare Elements tab, to add verification
address information to a PNR.

Main | Auxiliary | MCO | Address Fare elements Services Remarks Security
S

+ Payment + COriginal payment + Validating carrier

+ Endorsement

# Fare dizcount + Original izzue + Extra + Address verification
From Line 1 City Postal code  Passenger Segment
Biling -

o]

If the address in the Billing Address screen matches the customer's billing address
filed with the credit card company, follow these steps:

1. Select the Billing check box in the From field.

2. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the information is associated to all passengers.
3. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
4. Click on OK to add the information to the PNR.
To manually enter the credit card billing address, follow these steps:
1. Make sure that the From Billing check box is deselected.
2. Inthe Line 1 field, enter the billing address for the credit card.
Example: 1555 Wilkes Drive
3. Inthe City field, enter the city of the credit card billing address.
Example: Atlanta

4. Inthe Zip Code field, enter the zip or postal code of the credit card billing
address.

Example: 30331

5. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.
If no selection is made, the information is associated to all passengers.

6. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.
7. Click on OK to add the information to the PNR.

Requesting a Credit Card Approval Code

When you enter a credit card form of payment, an approval code must be obtained
before you can issue the ticket.

Before you can request a credit card approval code you must ensure that a TST has
been created and a validating carrier entered in the PNR.
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To request a credit card approval code:
1. Select the credit card form of payment line in the PNR.

Note:  The credit card check can be made for single or multiple forms of
payment.

From the PNR toolbar click on @

If the credit card check is successful and an approval code has been obtained,
the approval code is appended to the FP line in the PNR and a system message
confirming authorization is displayed.

4. Click on OK.
The PNR is redisplayed.

Adding Remarks to a PNR

You use the Remarks tab within the PNR entry screen to add remarks to a PNR.

Hain | Auxiliary | MCO | Address | Fare elements | Services | I Remarks I | Security |
PR W00 & 20 203 24"

— TST FCBIZRIP — Check my trip
b Agent: 505U NCE  Responsible: NCE140950 & Queuing: NCE1A0950 Company: 1A Record locator: 3UZE4
Get Post-Departure Infermation
» Main Aoo ontact - Frequent fiyer - Ticket arrangement - Miscellaneous remarks - Received from

1 sMITH JoEn ¢ i

You can add the following types of remarks:
e Back office remarks

e Confidential remarks

e Invoice/itinerary remarks

e Miscellaneous remarks

e Corporate remarks.

Adding Confidential Remarks
To add a confidential remark to the active PNR:

1. Click on the Remarks tab and then on the Confidential tab.
Main | Auxiliary | MCO | Address | Fare elements | Services m

+ Back office + Confidential + Invoicelttinerary + Mizcellaneous # Corporate

Information Office ID 1 Office D2 Office ID 3 Pasezenger

ok ]

2. In the Information field, enter the remark.
Example: 972 123-4567 Unlisted Phone

3. Inthe Office ID 1, 2, or 3 field, enter the office ID of the agency allowed to view
this information.

Example: DAL1S0123
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4. If more than one person is travelling, associate the information to the appropriate

passengers by entering the passenger numbers in the Passenger field or by
clicking on == to select them.

If no selection is made, the information is associated to all passengers.
To add another confidential remark, click on = and repeat steps 2 through 4.
Click on OK to add the information to the PNR.

Adding Invoice/Itinerary Remarks

To add an invoice/itinerary remark to the active PNR:

1. Click on the Remarks tab and then on the Invoice/ltinerary tab.

Main

Auxiliary

co

Address

| Fare elements ‘

Services

I Remarks Security

+ Back office

Tyvpe

-

+ Confidential

Information

+ Invoiceiitinerary

+ Mizcellaneous

+ Corporate

Passenger

Segment

o]

2. From the Type drop-down list, select the type of invoice/itinerary remark that you

are entering in the PNR.
Example: Free-flow itinerary remark (R)
3. Inthe Information field, enter the invoice/itinerary remark.

Example: Have your valid photo ID available at airport check in.

4. If more than one person is travelling, associate the information to the appropriate

passengers by entering the passenger numbers in the Passenger field or by
clicking on == to select them.

If no selection is made, the information is associated to all passengers.

5. If the information applies only to certain flight segments, enter the segment
numbers in the Segment field or click on == to select the applicable segments.

6. To add another invoice/itinerary remark, click on = and repeat steps 2 through 5.

Click on OK to add the information to the PNR.

Adding Miscellaneous Remarks
To add miscellaneous remarks to the active PNR:
1. Click on the Remarks tab and then on the Miscellaneous tab.

+ Corporate

Main | Auxiliary ‘ MCO ‘ | Fare elements | Services

* Back office + Confidential + Miscellaneous

Information Category Passenger Segment

= -

T

2. In the Information field, enter the miscellaneous remark.
Example: Passenger prefers automatics.
3. Inthe Category field, enter a letter to help categorize your remark.

Example: If the remark pertains to a car rental, you might enter C, for Car.
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4. If more than one person is travelling, associate the information to the appropriate
passengers by entering the passenger numbers in the Passenger field or by

clicking on == to select them.

If no selection is made, the information is associated to all passengers.
5. If the information applies only to certain flight segments, enter the segment

numbers in the Segment field or click on == to select the applicable segments.
6. To add another miscellaneous remark, click on = and repeat steps 2 through 5.
7. Click on OK to add the information to the PNR.

Note:  You can also add miscellaneous remarks to a PNR through the Main tab
within the PNR entry screen.
Adding Corporate Remarks

Corporate remarks are useful since anyone in the corporation can add, modify and
delete these remarks, regardless of the office they are in.

To add a corporate remark to the active PNR:
1. Click on the Remarks tab and then on the Corporate tab.

Main | Auxiliary | MCO | Address | Fare elements | Services I Remarks Security
+ Back office & Confidential + Invoiceftinerary + Mizcellansous + Corporate
Information Pazsenger Segment
oK

In the Information field, enter the remark.
3. Optionally, if there are multiple passengers, you can associate the remark to one

or more passengers by entering the passenger numbers or clicking on == to
select them.

If no selection is made, the information is associated to all passengers.

4. Optionally, you can associate the remark to one or more segments by entering
the segment numbers or clicking on (== to select them.
If no selection is made, the information is associated to all segments.

5. To add another remark, click on = and repeat steps 2 through 4.

6. Click on OK to add the information to the PNR.

Note:  You can also add corporate remarks to a PNR through the Main tab within
the PNR entry screen.

Adding Security Information to a PNR

You use the Security tab within the PNR entry screen to specify which agencies can
view or modify a PNR.

Main Auxiliary | MCO | Address | Fare elements | Services Remarks | I Security I |
PNR I =
= AR FORAEY AR AR < (G RAILAE 3 5 MERSE 1= RS

— TSTTC-BIZRLP — Check my trip
} Agent: SCSU NCE  Responsible: NCE1A0850 & Queuing: NCE1A40850 Company: 14 Record locator: 3UZE4
Get Post-Departure Information

» Main Add Name - Contact - Frequent flyer - Ticket arrangement - Mizcellaneous remarks - Received from
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To add security information to the active PNR:
1. Click on the Security tab.

Main | Auxiliary | MCO | Address Fare slements Services Remarks I Security
Receiver type Office ID 1 Access mode 1 Office ID 2 Access mods 2 Office ID 3 Access mode 3 [}
- - - -
OK

2. From the Receiver Type drop-down list, select how you will identify the office you
are allowing to view your PNR.

Example: Global core (G)

3. In the Office ID fields, enter the office ID of the agency that you are giving PNR
access to.

Example: LON1A0123

4. From the Access Mode drop-down lists, select the level of access for each office
ID.

Example: Read only (R)

5. To specify additional office IDs, click on b,
Click on OK to add the information to the PNR.
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Chapter 5
Saving a PNR

When you have entered the mandatory PNR elements, you can save the PNR. This is

also referred to as 'end of transaction'.

The distribution system then automatically assigns a six-character record locator,

which you can use to later retrieve the PNR.

1. Click on the links in the PNR entry screen to complete the PNR with any

remaining mandatory elements.

Mandatory elements are:

- Name

- ltinerary, for example a flight, car or hotel segment
- Contact

- Ticketing

- Received From

PNR

BrBe B E-QQ % 28348 8

- NHP
Received from: SMITH MR Responsible: NCE1A0850 & Queving: NCE140850 Company: 1A
Get Post-Depadure nformation

- Frequent flyer - Ticket arrangement - Miscellaneous remarks - Received from |

NCE1R0SED

« Itinerary
-
3 HEL QF

-CPERATED BY BRITISH 2

3403

05JUL 07:40 LHR 05JUL

FIC RESTRICTICN EZXISTS

Insurance

MCO

Billing/ mailing address =
p Fareelements Ao Pav

Services Ao
Remarks 4
Security 4o

zroc @ @ g @

2. Click on ¥ next to the Save icon H and select the ET or ER option to end

transact the PNR and confirm the reservation.
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PNR save window

Action:

' Save changes, remove - ET

0l

Save changes, redizplay - ER

Save changes, create a new copy - RRN

Save changes, create LM.R. - BT

Save changes, create LM.R. Redizplay - BT/RT

0 0 8 8 0

Save changes, create AR (PNR must have FA or FHx elementz) - TTP/BTK

__send_|

A confirmation message with the PNR record locator is displayed.

EIPME AP/ AS WOLIINE 23 12 MIE 1= MIE
om: HS  Responsible: NCE1A0850 Queuing: NCE1A40850 Company: 14
+ Main Add: Mame - Contact - Frequent flyer - Ticket arrangement - Mizcellaneous remarks - Received from
1 SMITH JOHN MR
2 SMITH JANET MRS
AP +33 4 97 15 53 99
TE TL 18MAY NCE
+ Itinerary

- General: ND OF TRANSACTION COMPLETE - X81IAM TRAINING
3 HEZ BL
4 HEZ BA
Insurance
MCOo

Billing/ mailing address 200 Diling maling adaress
p Fare elements Add Pay - Criginal payment - Validating carrier - Commizsion - Endorsement - Fare dizcount - Criginal issue - Extra - Queuing
option - A == verification
eat - Meal - Frequent flyer - Assistance - Extra - Other services
coounting - Confidential remark - Invoice/tinerary remark - Mizcelaneous remark - Corporate remark
curity

} Services Ad
Remarks
Security
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Chapter 6
Modifying PNR Elements

You can modify selected PNR elements from the PNR entry screen by clicking on the
@ icon in the toolbar.

Main | Auxiliary | MCO | Address | Fare elements | Services Remarks Security
PR @rao{Ejr-@o-w-eaz -4 a
—TC-BIZRLP -

Agent: LGSU AGY  Responsible: NCE1A0850 @ Queuing: NCE1A0950 Company: 14
Get Post-Departure Information
+ Main Add Mame - Contact - Frequent flyer - Ticket arrangement - Mizcellaneous remarks - Received from

1 sMITH JoHN A JiR

AP DR TEST ENR
IK OFK 1S5FEB NCE1R0Q0950 /Pl
w Itinerary
HE1 SKE 1830 ¥ NCE 1 08JUL 12:35 ARN 0EJUL 15:3: @ @ g O

2z -]
ﬁS HE1 SE 1825 ¥ DN 5 14JUL 10:20 zi4qur 13:3: @ B b O

You can also modify selected PNR elements from the Summary PNR area in other
modules such as Air or Car.

PNR Iy
A no-da@fw-o-u-e &f
1 suITH JeEN A [ BB - mm s 1230 ¥ WO 1 EJUL 12:35  RAN UL 15:35

ek
ﬁ 3 HE1 SE 18235 ¥ ARBN 5 14JUL 10:20 MCE 147UL 13::25 o @ E O

In an active PNR, you can modify the following elements:

e Group element

e Name element

e Other PNR elements

e Air, Car, Hotel and Manual segments

You can also register a manual ticket or miscellaneous change order.

If you click on the arrow to the right of the @ icon, you can choose from the following
options:

e Rebook All Air Segments

e Modify Selected Lines
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Modifying a Group Element

If you have a group PNR, you can modify the group name or number of travellers in
the group.

To modify a group element in the active PNR:

1. Select the group name and click on E
You can also modify the group by double-clicking on it.

2. In the Madification window, enter a new group name or change the number of
travellers, as needed.

Modification window A4
Old group : AMZDEUS EROUE Total: 10

Group name :

Total number of passengers :

3. Click on Modify to close the window and update the PNR.

Note:  You can also modify the traveller names in the same way as in a normal
PNR.

Modifying a Name Element

Note:  Changes to the Name element are subject to flight availability and airline
policies.

To modify a name element in the active PNR:

1. Select the passenger that you want to modify and click on E

You can also modify the passenger name by double-clicking on it.

Modification window 4
Old passenger: 1 SMITH JoHN 4 [
% Name update i Name change

Modification:

2. In the Modification window, choose either Name Update (if the same passenger
is travelling, but whose name needs to be updated) or Name Change (if another
passenger is travelling in place of the original passenger).

3. In the Modification field, enter the new name information in one of the following
formats:

1JOHNSON/TOM (MIL) (first and last name with passenger type)
1JOHNSON/TOM (first and last name)
TOM (MIL) (first name with passenger type)
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TOM (first name only)
(MIL) (passenger type only)
4. Click on Modify to close the window and update the PNR.

Modifying Other PNR Elements

You can modify the following elements in a PNR:
e Contact: All phone and address elements

o Ticket: Ticketing arrangement, queuing option (except the free-flow text), and
fare data (except the ticket number and invoice number elements)

e Services: Some special and other services (only SSR with free-flow text and OSI
elements).

Note:  The free-flow text of an SSR can only be modified before EOT (end of
transaction), and you must add a dash (-) before the new text. To
modify an OSI, you must enter the carrier code before the new text.

e Remarks: All remarks, except the office ID in confidential remarks

To modify other PNR elements in the active PNR:

1. Select the element that you want to modify, then click on E
You can also modify the segment by double-clicking on it.

2. In the Modification window, enter the new values in the available fields.

Modification window 4

0Old value: TK OK 1SFEB NCE1A0950
Modification:
Paz=enger as=ociation: 1

Segment as=ociation:

3. Click on Modify to close the window and update the PNR.

Modifying Air, Car, Hotel and Manual Segments

To modify air, car, hotel or manual segments in the active PNR:

1. Select the segment that you want to modify, then click on E
You can also modify the segment by double-clicking on it.

2. In the Modification window, choose which areas of the segment you want to
modify, and enter the new information.

3. Click on Send to close the window and update the PNR.
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Rebooking Air Segments

To rebook an air segment, you must ensure that you have a PNR present with at
least one air segment booked.

Note: Rebook cannot be used for:
e Open segments
e Information segments

e Passive segments

Rebooking a Single Air Segment

To modify a single air segment:

1. Inthe PNR module orin the PNR summary area in the Air module, select the air
segment that you want to rebook and click on the [#{ Modify icon.

PNR .
&g oo dd-w-o-we &7
B TEm oz o7ses ¢ JFK 7 15JUN 13:10 syp 17Jun o07:25 @ @ & @
2 HE1 QF 107 F S¥D 1 30JUN 10:20 JFE 300U 17::0 @ @ h O

Note:  You can also rebook an air segment by double-clicking on it.

2. In the window that appears enter the new flight information.

Modify air segment 4
Rebook Passengers | No. of seats Status/action | Time |

From To Flight Clazs Dats Time: Flight Clazz | Dats
| [ B &

1 JFK SYD AAT366 F 15JUN 15:10

Send

3. Click on Send.

- If the rebook is successful the air segment is updated and the PNR is
redisplayed.

- If the rebook is unsuccessful, the air segment is highlighted with this
indicator: 0

Rebooking Multiple Air Segments

To modify multiple air segments:

1. Inthe PNR module or in the PNR summary area in the Air module, click on the
arrow to the right of the [ Modify icon and select Rebook All Air Segments.

PNR ;
AR Do QEHE-Q - - Sy
ﬁ T JFE 7 15JUN 1%:10 S¥D 17JuN o7:25 @ O kg O
i3 TOOWSSRCEOMER] r gyn 1 sogmN 10:20  JFE 3000M 17:20 @ @ O

2. In the window that appears you will see each air segment listed.
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If the rebook request is the same for several segments, for example, you want to
change all flights from C class to Y class, enter Y in the class field, and click on

O. The information is then added to each segment automatically.

Modify air segment A4

Rebook Passengers | No. of=eats Status/action | Time |
From To Flight Clazz Date Time: Flight Clazz | Date
— — 1
1 JFK SYD AATIES F 15JUN 1910 =|
2 SYD JFK QrF107 F: 30JUN 10:20

Send

3. If the rebook request is a combination of information, for example, change of
class for one segment and a change of date for another, enter the information in
the appropriate fields for each segment.

4. Click on Send.

- If the rebook is successful the air segments are updated and the PNR is
redisplayed.

- If the rebook is unsuccessful, the air segments which failed the rebook are
highlighted with this indicator: 0
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Rebooking from an Air Availability Display

To modify the air segment:

1. To rebook from an air availability display, check that the city pair is the same, and
that the new booking class is the same for all segments.

PHR '
Al D GF-H-GQ-lh-3
F oimm oan 7ses ¥ JFE 7 15JUN 13:10 S¥YD p7JU]
Z HE1 §F 07 F SYD 1 30JUN 10:20 JFE poJu

2. From the PNR summary area, select the air segment that you want to rebook.

Single Neutral availabili ;
g L M, - i
** AMADEUS AVAILABILITY - AN ** JFK JOHM F KEMMEDY.USNY 292 MO 30JUN 0000 @ @ A W
Flight Dep  Time Arr Time MBS Type - P Claszes
OF 107 @ SYD  10:20 FK  17:20 2:001 744 @ F9 A9 79 P9 19 CI DI I8 U9 BQ
H2 K2 M2 R2 L8 Ve 52 N3 QF OF G5
T2 X2 ES
GFlle SYD  13:25 LAY  09:45 744 @ F2 AT P 12 CO DI IL Y BY HY Kg
M3 RS 19 V9 53 NS Q9 09 GL T1 El
QF 3233 me Wiax 1215 FK  20:40 21:15 762 @  F9 AL P9 19 C9 DI IL Y9 BI HY K9
M2 RO L2 V3 02 GL
PHR : i
A Qe qETrE- Q-
ﬁ 1 _HEl R JoE8 E JEE J LSJUN _15.10 Yo 170N _07-25
2 HE1 QF 107 F SYD 1 30JUM 10:Z0 JFE 30JUM 17:20

3. From the availability display, click on the class of service for the flight you want to
book.

4. Click on [ on the PNR summary toolbar.

PNR
AR DO HQ (S &
1 HE1 AR 7366 F JFE 7 15JUN 19:10 SYD 17JUN 07:25 @ @ E O
Z HH1 QF 107 SYD 1 30JUN 10:20 JFE 30JUM 17::0 @ @ E O

The PNR is automatically updated with the new flight information.
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Rearranging PNR Segments

To rearrange segments in a PNR:

1. Click on one of the segments in the PNR.

2. Click on &to display the PNR Rearrange Segments / Elements window.

PNR rearrange segments/elements window BATE A

Segments selected for rearrangement

2 HE1 SE 1830 ¥ HCE 1 &JUL 12:35 ZON &JUL 15:3; & @
3 HE1 QI QUALITY HOTEL 2... 1 NID REN &JUL 14JuL O
4 HE1 SK 1829 o ARN 5 14JUL 10:20 NCE 14JUL 13:25 @ B

Send

3. Inthe window that appears, select the segment to be rearranged.

4. Click on the appropriate arrow in the toolbar to move the segment up or down in
the list.

Click on Send to close the window and update the PNR.
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Chapter 7

Cancelling PNR Elements

You can cancel selected PNR elements from the PNR entry screen by clicking on the

@ icon in the toolbar.

Departure Informaticn

1 sMITH Jomn ¢

04 52 94 €000-B /P1
0492947182-8 /P1
BROD/15FES. . .TEST BNR
15FEE NCEZ1R0930 /21

w Itinerary
2 HEL

Main | Auxiliary | MCO | Address | Fare elements | Services Remarks Security
PNR . | ]
(= M Er ] QL LR B4 E
oG B BB Check my trip
b Agent: SCSU NCE  Responsible: NCE1A0950 & Queuing: NCE1A0850 Company: 14 Record locator: 3UZE4

Add: Name - Contact - Freguent fiver - Ticket arrangement - Mizcellanecus remarks - Received from

awosomr 153 @ @ & @

You can also cancel selected PNR elements from the Summary PNR area in other
modules such as Air or Car.

PHR Ty
1> METe LS TR oMt
1 suITH JeEN A [ Bo:mx osx 1330 ¥
3 ERL SE 1328 ¥

NCE
LN

L)
e Q
R

ZEN &JUL 15:35 &
13:25 @

1 &JUL 1Z:35

5 14JUL 10:20 NCE 14JUL

If you click on the arrow to the right of the @icon, the PNR Cancel/Delete window will

open.

Iﬁ PHR cancel/delete window
Action:

" Ccancel glementi(z) - XE
¥ Cancel tinerary - Xl
' Cancel zeat(z) - SX
' Cancel security - ESX
-

Delete element(z} - OL

Send

From this window, you can choose from the following options:

e Cancel elements
e Cancel itinerary

e Cancel seats
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e Cancel security

e Delete elements.

Cancelling PNR Elements

To cancel an element in the active PNR:
1. Click on the segment or segments that you want to cancel.
2. Click on @ to cancel all selected lines.

Note:  If you delete a traveller in a group PNR, you can choose whether to retain
the group size (to add another traveller later).

Cancelling All Seats for a Segment

To cancel all seats for a segment in the active PNR:
1. Click on the segment or segments for which you want to cancel the seats.

2. Click on the arrow to the right of Eg
3. Choose Cancel Seats.

Er] PHR. cancel/delete window
Action:

© Cancel element(z) - XE

" Cancel ftinerary - XI

¥ Cancel zeat(g) - SX

1 Cancel security - ESX

4. Click on Send to close the window and update the PNR.

Cancelling the Itinerary

Note:  You can only cancel the itinerary for a retrieved PNR.
To cancel the itinerary in the active PNR:

1. Click on the arrow to the right of Eg
2. Choose Cancel Itinerary.

If] PNR cancel/delete window
Action:

" Cancel glementiz) - XE

o)

Cancel tinerary - X|

Cancel zeat(z) - SX

Cancel security - ESX

et ietie

Delete slement(z) - DL

Send
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3. Click on Send to close the window and update the PNR.

Cancelling Security Elements

To cancel security elements in the active PNR:

1. Click on the arrow to the right of Eg

2. Choose Cancel Security.

[ﬁ PHR cancel/delete window
Action:

' Cancel elementiz) - XE

Cancel tingrary - Xl

e
" Cancel seat(s) - SX
ey

Cancel zecurity - ESX

-

Delete lement(z) - DL

3. Click on Send to close the window and update the PNR.

Deleting Elements

Note:  You can only delete elements that have an inactive status code, such as
UN, NO, UC, or HX. Otherwise you will need to cancel them.

To delete elements in the active PNR:
1. Click on the segment or segments that you want to delete.

2. Click on the arrow to the right of Eg

3. Choose Delete Elements.

[ﬁ PHR cancel/delete window
Action:

" Cancel glementi(z) - XE
Cancel ttinerary - XI

Cancel zeat(z) - SX

O 0 0

Cancel zecurity - ESX

o)

Delete element(z) - DL

Send

Click on Send to close the window and update the PNR.
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Chapter 8
Splitting a PNR

If you only wish to modify the itinerary for one or more passengers but not all, you
must split the PNR. This is because all passengers in a PNR must have identical
itineraries.

You split a PNR by clicking on the sidicon when you wish to modify an itinerary for

one or more passengers. The disiconis only available in the toolbar when the PNR
has a record locator and includes at least two passengers.

Main | Auxiliary | MCco | Address | Fare elements | Services | Remarks Security

PNR oSl 1o~ @ B @0+ 208 B& &

} Agent: SCSU NCE
Get Post-Deparh
w» Main Add: Na
1 SMITH J
2 SMITH J
3 SMITH JRCE
AP 1Z345%
TE 2T 01S5EP NCE1203550
w Itinerary

4 ¥
ﬁ 5 HE3 =

ﬁ € HE3 BR
ﬁ 7 HE3 X

Check my trip

As the word 'split' implies, when you split a PNR, you create two separate PNRs, the
original or parent PNR, and the associate PNR.

If you click on the arrow to the right of the i icon, for elements that are not
passenger- or segment-associated, you can choose from the drop-down list of each
element whether you want to duplicate the information for both parent and associate
PNRs, transfer the element to the associate PNR, or retain the element in the parent
PNR.

The difference between a split PNR and a non-homogeneous PNR is that a non-
homogeneous condition is always temporary, and is automatically resolved by the
system at end of transaction.

Note:  All passengers in a PNR must have identical flight itineraries.
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Splitting Passengers in a Non-group PNR

Before you can split a PNR you must ensure that your PNR includes at least two
passengers and has a record locator assigned.

Main | Auxiliary | MCo | Address | Fars elements | Services | Remarks Security

PNR '3 B 90 20334 &

» Agent: SCSU NCE  Responsible: NCE1A0950 & Queuing: NCE1A40950 Company: 1A |Reccrd locator: 3H2W30
Get Post-Departure Infermaticn
- gin_2 ame - Confact - Frequ r - Ticket arrangeme
1 SMITH
2 SMITH

Check my trip

ellaneous remarks - Received from

3 SMITH JACE

AP < =R
TE AT 01S5EP NCE1203550
w Itinerary

4 HEK3 LF 5067 ¥ MNCE 2 e . O
B: omes o= ozoa: v e ou e L O
e oo m 2754 Y LeW N e . @
o oms o 564 ¥ ZRH 1352F 20030 mezisszr 2145 @ @ & O

To split passengers in a non-group PNR:
1. Split the names in the PNR by clicking on e

2. Inthe window that appears, select the passenger or passengers to be split and
click on OK.

Split PNR

[T smimH JoaN (2)
™ SMITH JACK (3)

A PNR for the name elements that you have just split is displayed. This PNR is
temporarily identified as the Associate PNR.

Main | Auxiliary | MCO | Address | Fare elements | Services | Remarks | Security
PNR Hao-@ & 20 20l B4 &
¥ Agent: SCSU NCE Responsible: NCE1ADS50 & Queuing: N AUSSU Company: 1A  Record locator: 3000000

Last EOT: 17TMAR 12:04
Creation: NCE1A0950 0838SC 170308
Splt: 1A 3H2W30 17MAR SCSU NCE1A0950
Get Post-Departure Information
+ Main Add: Name - Contact - Frequent flyer - Ticket arrangement - Miscellanecus remarks - Received from
1 SMITH JOHM

Check my trip

3. Clickon ﬁ to enter a Received From element.

4. Click on [Hl to save the associate PNR. You are strongly advised to save and file
the associate PNR before making any changes to it.

The original PNR is displayed with the temporary identifier Parent PNR.

Main | Auxiliary | MCO | Address | Fare elements | Services | Remarks | Security |

PNR b-Bo-& & 80 b 283248

¥ Agent: SCSU NCE  Responsible: NCE1A0850 & QuedmgT mOTSU Company: 1A Record locator: 3H2W30
Last EOT: 1TMAR 12:04
Creation: NCE1A0950 08595C 170308
Split: 1A 3H2XFL 17TMAR SCSU NCE1A0850

Get Post-Departure Information

Check my trip
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5. Clickon ﬁ to enter a Received From element.

6. To complete the split of the PNR, click on = to save.

The system displays a window containing an end-of-transaction message
followed by a record locator for both the parent and associate PNRs.

Splitting Other Elements in a Non-group PNR

To split other elements in a PNR, such as elements that are not passenger- or
segment-associated:

1. Click on the arrow to the right of the ZEiconto display the PNR Split window.

PNR split window

Action:
¥ na mezizegmenta/zervices

¥ Other PNR elements

Send

2. Inthe window that appears, select the elements you wish to split, and click on
Send.

3. Another window is displayed.

Split PNR

<

Passengers to split
¥ JonEs PETER (1)
[T JONES SUSAN (2)

IV JOMES JANET (3

Elements to move (A), retain (P) or duplicate () Se—

AP 123456 Iy
APE PJONES@SPLIT-PNR.COM D=
TK AT 31AUG NCE1A0850 Pl

From this window you can:
- Split passengers; to do this select the appropriate passenger name or names.
- Split PNR elements that are not passenger- or segment-associated.

From the drop-down list of each element you can select:

D to duplicate the information for both parent and associate PNRs

A to transfer the element to the associate PNR

P to retain the element in the parent PNR

A PNR for the elements that you have just split is displayed. This PNR is
temporarily identified as the Associate PNR.

4. Click on ﬁ to enter a received from element.
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5. Click on H to save the associate PNR. You are strongly advised to save and file
the associate PNR before making any changes to it.

The original PNR is displayed with the temporary identifier Parent PNR.
6. Click on ﬁ to enter a received from element.

7. To complete the split of the PNR, click on [H to save.

The system displays a window containing an end of transaction message
followed by a record locator for both the parent and associate PNRs.

Splitting a Group PNR

Before you can split a group PNR you must ensure that your PNR includes at least
two passengers and has a record locator assigned.

To split a group PNR:
1. Click on the arrow to the right of the i icon.

2. Inthe window that appears, select the elements you wish to split, and click on
Send.

3. Another window is displayed. From this window you can:

- Split unassigned names; to do this enter the appropriate number in the Split
box.

- Split individual name elements; to do this select the appropriate passenger
name or names.

- Specify how many seats (confirmed or waitlisted) you wish to split.
Note: Enter this information in the Segments/Services section.

4. The bottom area of the window refers to PNR elements that are not passenger-
or segment-associated.

From the drop-down list of each element you can select:

- D to duplicate the information for both parent and associate PNRs
- Atotransfer the element to the associate PNR

- P toretain the element in the parent PNR

A PNR for the elements that you have just split is displayed. This PNR is
temporarily identified as the Associate PNR. The system also adds an SSR
GRPS element to the associate and parent PNRs to indicate the group name and
the original size of the group.

5. Click on ﬁ to enter a Received From element.

6. Click on [Hto save the associate PNR. You are strongly advised to save and file
the associate PNR before making any changes to it.

The original PNR is displayed with the temporary identifier 'Parent PNR'.
7. Click on ﬁ to enter a Received From element.

8. To complete the split of the PNR, click on H to save.

The system displays a window containing an end-of-transaction message
followed by a record locator for both the parent and associate PNRs.

Amadeus Iran Training Module



Chapter 8: Splitting a PNR 77

Accessing a Cross-Referenced PNR (After a
PNR Has Split)

From any PNR that has been split, click on the AXR link in the PNR toolbar.

Main | Auxiliary | MCo | Address | Fare elements | Services | Remarks | Security
PNR . - .
BAo H H QO & 2245
Check my tfrip;

¥ Agent: SCSU NCE  Responsible: NCE1A0850 & QueuindT ™ U5-0 Company: 14 Record locator: 3HZXTL

Get Post-Departure Informaticn
w Main Add: Name - Contact - Frequent flyer - Ticket arrangement - Mizcellaneous remarks - Received from
1 SMITH JOHN
RP 1323458
TE AT 01SEP NCE1A03950

A dialog box will open displaying the list of passengers from all cross-referenced
PNRs.

Associate cross-reference record for PNR : 3H2X7L

Select a line and press "Send” to retrieve PNR :
Group or last name First name Record locater
SMITH JACK 3H2W30
SMITH JOAN 3HZW30
SMITH JOHN IHZXTL

Send

These passengers were originally in a single PNR that was split. You can open each
PNR in the list by selecting it and clicking on Send.
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Chapter 9
Claiming a PNR

You use the Claim tab within the PNR module to claim a PNR that was originally sold

by an airline.

New | From profile | Open | | Claim || Inactive PNR |
Claim PNR 3
« By record locator  Airiing Record locator
+ By flight

In this tab, you can claim a PNR by record locator or by flight number.

Claiming a PNR by Record Locator

To claim a PNR by record locator:

1. Inthe Claim tab of the PNR module, click on the By Record Locator option.

Mew | From profile | Open | Claim | Inactive PNR |
Claim PNR 3

o!By record locator IAil'lirle Record locatar
U=y

2. Inthe Airline field, enter the 2-letter airline code.
Example: BA

If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.

3. Inthe Record Locator field, enter the airline's record locator.
Example: XHYPOP
4. Click on Send to claim the PNR.
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Claiming a PNR by Flight Number

To claim a PNR by flight number:

1.

In the Claim tab of the PNR module, click on the By Flight option.

Mew | From profile | Open | Claim | Inactive PNR |
Claim PNR 4
Airling Flight number Lazt name
. IECcord lncator
By flight Travel date From To
T

Send

In the Airline field, enter the 2-letter airline code.

Example: BA

If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.

In the Flight Number field, enter the airline flight number.
Example: 512

In the Last Name field, enter the passenger's last name.
Example: Johnson

In the Travel Date field, enter the date of travel.
Example: 03JUN

To narrow down your request, enter the departure and arrival airport codes in the
From and To fields.

Example: LON and AMS

Alternatively, enter the names and click on =

Click on Send to claim the PNR.
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Chapter 10
Recalling a PNR

You use the Inactive PNR tab within the PNR module to recall a PNR that has been

archived as a Past Date Record (PDR).

New | From profile | Open | Claim E Inactive PNR |
lNew request | Display request list | —_
+ By flight/date segment Airline/Provider we Flight number Flight date
: E :Iuijl;ilir g Board point Destination
+ By PTA record Last name First name
Send

In the New Request tab within the Inactive PNR tab, you can make a request to recall

a PNR.

You can choose from the following search options:
e By flight/date segment

e By auxiliary segment

e By PNR record locator

e By PTA record.

In the Display Request List tab within the Inactive tab, you can see all requests made
by the current office to recall purged PNRs. You can also use the list to check the

status of requests made by the office.

Recalling a PNR by Flight/Date Segment

To recall a PNR by flight/date segment:

1. Inthe Inactive PNR tab of the PNR module, click on the New Request tab and

then on the By Flight/Date Segment option.

MNew | From profile | Open | Claim E Inactive PNR
New request | Display request list |
l By flight/date segment I Ajrline/Provider . Flight number Flight date =
« By PNR reé,c-réslcc,‘atcr Board point Deztination
& By FTA record Last name First name
Send

2. Inthe Airline field, enter the 2-letter airline code.

Example: BA
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In the Flight Number field, enter the airline flight number.

Example: 513

In the Flight Date field, enter the date of the flight.

Example: 16JUL04

In the Board Point field, enter a 3-letter city or airport code.

Example: CDG

In the Destination field, enter a 3-letter city or airport code for the destination city.
Example: JFK

In the Last Name field, enter the customer's last name (this field is mandatory if
First Name is given).

Example: Smith

In the First Name field, enter the customer's first name.
Example: John

Click on Send to recall the PNR.

Recalling a PNR by PNR Record Locator

To recall a PNR by PNR record locator:

In the Inactive PNR tab of the PNR module, click on the New Request tab and
then on the By PNR Record Locator option.

New | From profile | Open | Claim |InactivePNR

New request | Dizplay request list |

date segment

Record locator Date on which the PNR was live

Send

In the Record Locator field, enter the 6-character record locator of the PNR.
Example: XBHYUP

In the Date on Which the PNR Was Live field, enter any date between the
creation date and purge date of the PNR.

Click on Send to recall the PNR.
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Displaying the Office Request List

When you make a request to recall a purged PNR, the system adds the request to the
office request list. You can use this list to check the status of all requests made in the
current office. You can display the result of a request by double-clicking on it.

To display a request list:

1. Inthe Inactive PNR tab of the PNR module, click on the Display the Request List
tab to display the request list. The first page of results is displayed in a table.

Mew | From profile | Open | Claim

I Inactive PNR

Mew reguest I

Display request list |

0 e G R

PMR RECRLL REQUEST LIST NCE1R0350:

=
RPD/DTR-4564568454545&
CRAL/1&eJUNMO4/BELRE
Fl234/1&eJUN04-J0HN /SMITH
RPD/PTR-3215545871321
RPD/RLC-AF1234/1cMRY0E
RPD/RLC-AF1Z234/16MAY0E

B3 K3 R ORI ORI R

WD WD w0
[l ==

BEEEERE

M

ok

=

PROCESSED T
PROCESSED T
DROCESSED T
BT zZaMny T
AT 02JUNM T
PROCESSED T

2. Double-click on a row to display the details of a request.
The PNR is displayed.

Mew | Fromprofle |  open |  claim

Mew request I

Display request list |

I Inactive PNR

MCE1R0350/000122 /5T
RPD/PTR-456456454545¢8
MO MATCH FOUND FOR EDR REQUEST

PDR + BREAD MODE *

Z29MAYO0B/1330Z

| <= DBack tolist
§ Print

3. Click on the Print button to print the PNR, or display the following PNR
information as required:

Prepaid Ticket Advice (PTA) Record

History

Departure Control System (DCS) Information
Transitional Stored Ticket (TST) Data
Transitional Stored MCO (TSM) Data
Historical Fare Record (HFR)

Transitional Stored Ticket (TST) History
Transitional Stored MCO (TSM) History
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Chapter 11
Using Profiles with PNRs

You use the From Profile tab within the PNR module to create a new PNR using
information transferred from a traveller profile or company profile.

New IIFrDm profile | open | claim | Inactive PNR |

Create PNR from profile 4

Traveller Company |

Creating a PNR from a Traveller Profile

You use the Traveller tab within the From Profile tab to create a new PNR using
information transferred from a traveller profile.

MNew I From profile Open | Claim | Inactive PNR |

Create PNR from profile A

Traveller | Company |

You can use different types of data as search criteria to find the traveller profile you
want to use to create the PNR.

You can choose from the following search options:

e Byname

By frequent flyer number

By record locator

By index

By corporate ID.

Amadeus Iran Training Module



86 Chapter 11: Using Profiles with PNRs

If more than one profile is found that matches your search criteria, a list is displayed.
Select the profile you want to open and click on Send to create the new PNR using
the profile data.

Mew | From profile | Cpen

Create PNR from profile 4

Claim | Inaciive PNR |

Traveller Company |

By name Last name First name and title  Company Owning office ID
By frequent fhrer num. =mith i MCE1AQ950

By record locator

By index

By corporate ID r

e S e 13

Exact match

I Two character zearch

¥ Include data from company profile Tranzfer automatic data = [:
I include merged booking data

More than one profile found. Please select one from the list: B
I Last name | First name | Traveller locator | Company name | Company locator
SMTH ! ASBA3H
[ s JACK 904C76 |
T JOTM 25T Kol
SMITH JOHN 2TUZER ABCLTD ZTTZSS
SMITH JOHN S7JRTT
SMITH JOHN MR 267 X956
SMITH JOHN MR 270430
SMITH JOHN MR OTallZ4
SMITH JOHN MR QWLEXT MICROSOFT PZGOGH
SMITH JONNY SILEEO

“ona |

If only one profile matches your search criteria, a new PNR will be created directly
and the PNR entry screen will be displayed.

Main | Auxiliary | MCO | Address | Fars slemsnts | Services | Remarks | Secy

= PER PR

Responsible: NCE140850 & Queuing: NCE1A0850 Company: 14
Get Post-Departure Information
+ Main Add: Name - Contact - Frequent flyer - Ticket arrangement - Mizcellanecus remarks - Received from

1 SMITH JACKE M

Itinerary

Insurance

MCO

Billing/ mailing address 4cd: Biling/maiing add
~ Fareelements Add: Payment - Original

- Extra - Queuing option - Ad

ating carrier - Commiz=icn - Endorzement - Fare dizcount - Original
verification

Access TET

Services Seat - Meal - Frequent flyer - Assistance - APIS - Extra - Other services
Remarks ccounting - Confidential remark - Invoicesitinerary remark - Mizcellaneous remark - Corporate remark
Security Add Security
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Retrieving a Traveler Profile by Name

To retrieve a traveller profile by name:

1. In the From Profile tab of the PNR module, click on the Traveller tab and then on

2. Inthe Last Name field, enter the customer's last name.
Example: Johnson

3. Inthe First Name and Title field, enter the customer's first name and title
(optional).

Example: Robert Mr.

4. In the Company field, enter the company name.
Example: ABC Corporation

5. To search for an exact match to the profile name that you entered, select the
Exact Match check box.

6. To search for a profile beginning with the same two letters as the name you
entered, select the Two Character Search check box.

7. To copy the associated company profile information with the traveller profile
information, select the Include Data from Company Profile check box.

8. Select the Include Booking Merged Data check box to display information from all
active profiles within an organization that is relevant for the booking (minimum
profile 1, maximum 11).

9. From the drop-down list, select the data to transfer from the profile to the PNR.

the By Name option.

Mew | From profile QOpen | Claim
Create PNR from profile A4

Inactive PMNR

Traveller
Company QOwning office ID
]

L yoonum, NCE140850
+ By record locator
+ By index
+ By corporate ID

Company |

Lazt name Firzt name and title

™ Exact match

" Two character search

¥ include data from company profile Tranzfer autematic data =

Send

T include merged bocking data

Example: Transfer all data

10. Click on Send.
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Retrieving a Traveller Profile by Freque
Flyer Number

To retrieve a traveller profile by frequent flyer number:

nt

1. Inthe From Profile tab of the PNR module, click on the Traveller tab and then on
the By Frequent Flyer Num. option.
Mew | From profile | Open ‘ Claim | Inactive PNR |
Create PNR from profile 4
Traveller Company |
e Airling Freguent flyer number Qwning office ID  Corporate ID
w | NCE1A0850
¥ Include data from company profile Tranzfer automatic data =
[T include merged booking data Send

2. Inthe Airline field, enter the 2-letter travel industry code for the airline.
Example: BA
If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.

3. Inthe Frequent Flyer Number field, enter your customer's frequent flyer
membership number.

Example: H1I2E29K

4. Inthe Corporate ID field, enter the corporate ID to search all agencies belonging
to the corporate 1D for the profile that you want to display. The corporate ID is
represented by the fourth, fifth, and sixth digits of the office ID.

Example: 1S1

5. If you want to copy the associated company profile information with the traveller
profile information, select the Include Data from Associated Profile check box.

6. Select the Include Booking Merged Data check box to display information from all
active profiles within an organization that is relevant for the booking (minimum
profile 1, maximum 11).

7. From the drop-down list, select the data to transfer from the profile to the PNR.
Example: Transfer all data

8. Click on Send.
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Retrieving a Traveller Profile by Record
Locator

To retrieve a traveller profile by record locator:

1. Inthe From Profile tab of the PNR module, click on the Traveller tab and then on
the By Record Locator option.

New | From profile | Open | Claim | Inactive PNR |
Create PNR from profile 4

Traveller Company |

Record locator

¥ Include data from company profile Tranzfer automatic data |=
pany p Send

C nclude merged booking data

2. Inthe Record Locator field, enter the 6-character record locator of the profile you
want to copy information from.

Example: AX79N2

3. If you want to copy the associated company profile information with the traveller
profile information, select the Include Data from Associated Profile check box.

4. Select the Include Booking Merged Data check box to display information from all
active profiles within an organization that is relevant for the booking (minimum
profile 1, maximum 11).

5. From the drop-down list, select the data to transfer from the profile to the PNR.
Example: Transfer all data
6. Click on Send.

Retrieving a Traveller Profile by Index

To retrieve a traveller profile by index:

1. In the From Profile tab of the PNR module, click on the Traveller tab and then on
the By Index option.

New | From profile Open ‘ Claim | Inactive PNR |

Create PNR from profile 4

Traveller Company |
i Global index Owning office ID Corporate ID
N NCE140950
B RRRRTRRRIRRRT
¥ Include data from company profile Tranzfer automatic data =

Send

T nclude merged booking data

2. Inthe Global Index field, enter the index name that is unique to this profile.
Example: KAC1093

3. Inthe Corporate ID field, enter the corporate ID to search all agencies belonging
to the corporate ID for the profile that you want to display. The corporate ID is
represented by the fourth, fifth, and sixth digits of the office ID.

Example: 1S1
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7.

If you want to copy the associated company profile information with the traveller
profile information, select the Include Data from Associated Profile check box.

Select the Include Booking Merged Data check box to display information from all
active profiles within an organization that is relevant for the booking (minimum
profile 1, maximum 11).

From the drop-down list, select the data to transfer from the profile to the PNR.
Example: Transfer all data
Click on Send.

Retrieving a Traveller Profile by Corporate

1D

To retrieve a traveller profile by corporate ID:

1.

In the From Profile tab of the PNR module, click on the Traveller tab and then on
the By Corporate ID option.

New | From profile Open | Claim | Inactive PNR |

Create PNR from profile 4

Traveler Company |

+ By name Lazt name Firzt name and tile ~ Corporate ID Company City Country
+ By frequent flysr num.
+ By record locator

& B inde
By corporate ID ™ Exact match
SRR S SRR

¥ Include data from company profile Tranzfer automatic data =
Za send

T include merged booking data

In the Last Name field, enter the customer's last name.
Example: Johnson

In the First Name and Title field, enter the customer's first name and title
(optional).

Example: Robert Mr.

In the Corporate ID field, enter the corporate ID to search all agencies belonging
to the corporate ID for the profile that you want to display. The corporate ID is
represented by the fourth, fifth, and sixth digits of the office ID.

Example: 1S1
In the Company field, enter the company name.
Example: ABC Corporation

In the City field, enter the 3-letter city code. The city is represented by the 1st,
2nd, and 3rd digits of the office ID.

Example: HOU

If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.

In the Country field, enter the 2-letter code for the country the office ID belongs
to, or enter the name and click on ==,
Example: US.

To search for an exact match to the profile name that you entered, select the
Exact Match check box.
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10.

11.

If you want to copy the associated company profile information with the traveller
profile information, select the Include Data from Associated Profile check box.

Select the Include Booking Merged Data check box to display information from all
active profiles within an organization that is relevant for the booking (minimum
profile 1, maximum 11).

Click on the drop-down list to select the data to copy from the profile to the PNR.

Example: Transfer all automatic data
12. Click on Send.

Creating a PNR from a Company Profile

You use the Company tab within the From Profile tab to create a new PNR using

information transferred from a company profile.

Mew I From profile

Open | Claim

| Inactive PNR |

Create PNR from profile A

Traveller I Company I

You can use different types of data as search criteria to find the company profile you

want to use.

You can choose from the following search options:

e Byname

e By record locator
e Byindex

e By corporate ID.

If more than one profile is found that matches your search criteria, a list is displayed.
Select the profile you want to open and click on Send to create a new PNR.

MNew | From profile |

Open | Claim

| Inactive PNR |

Create PNR from profile 4

Traveller | Company
+ By name Company Qwning office ID
S B e Amadeus NCE1A0850
+ By inde>
+ By corporate ID

™ Exact match

™ Two character zearch

[T include merged booking data

Transfer automatic data |

__send ]

More than one profile found. Please select one from the list:

Company name Record locator

AMADEUS BTIDEMO 2ET2ZE

AMADEUS FIRST 2D54T4

AMADEUS GERMANY DAK4Y2

ANMADEUS NT 25702

| AMADEUS MARKETING 230505 |

ARADLU S SAs [HIREL T

AMADEUS SAS AB 96HZ)2

AMADEUS WULK 7819CS

AMADEUSZ P3GEYE

Send
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If only one profile matches your search criteria, a new PNR will be created directly
and the PNR entry screen will be displayed.

Retrieving a Company Profile by Name

To retrieve a company profile by name:

1.

7.

In the From Profile tab of the PNR module, click on the Company tab and then on
the By Name option.

MNew | From profile | Open | Claim | Inactive PNR |
Create PNR from profile A4
Traveller | Company

0_ Company QOwning office ID
M. TCator

totetin NCE1AQSS0

™ Exact match

" Two character search

[T include merged booking data Transfer automatic data = Send

In the Company field, enter the company name.
Example: ABC Corporation

To search for an exact match to the profile name that you entered, select the
Exact Match check box.

To search for a profile beginning with the same two letters as the name you
entered, select the Two Character Search check box.

Select the Include Booking Merged Data check box to display information from all
active profiles within an organization that is relevant for the booking (minimum
profile 1, maximum 11).

From the drop-down list, select the data to transfer from the profile to the PNR.
Example: Transfer all data
Click on Send.

Retrieving a Company Profile by Record
Locator

To retrieve a company profile by record locator:

1.

In the From Profile tab of the PNR module, click on the Company tab and then on
the By Record Locator option.

MNew | From profile Open | Claim | Inactive PNR |
Create PNR from profile 4

Traveller | Company

— Record locator
+ Oy TS
+ By corporate ID

I Include merged booking data Transfer automatic data | Send

In the Record Locator field, enter the 6-character record locator of the profile you
want to transfer information from.

Example: AX79N2

Amadeus Iran Training Module



Chapter 11: Using Profiles with PNRs 93

3. Select the Include Booking Merged Data check box to display information from all
active profiles within an organization that is relevant for the booking (minimum
profile 1, maximum 11).

4. From the drop-down list, select the data to transfer from the profile to the PNR.
Example: Transfer all data
5. Click on Send.

Retrieving a Company Profile by Index

To retrieve a company profile by index:

1. Inthe From Profile tab of the PNR module, click on the Company tab and then on
the By Index option.

New | From profile | Open | Claim | Inactive PNR |

Create PNR from profile 4
Traveller ITpany‘

+ By name i Global index Owning office ID Corporate ID

ooy LS NCE1ADSED
:
BTN ERIERRSE R

T include merged booking data Tranzfer automatic data = Send

2. Inthe Global Index field, enter the index name that is unique to this profile.
Example: KAC1093

3. Inthe Corporate ID field, enter the corporate ID to search all agencies belonging
to the corporate ID for the profile that you want to display. The corporate ID is
represented by the fourth, fifth, and sixth digits of the office ID.

Example: 1S1

4. Select the Include Booking Merged Data check box to display information from all
active profiles within an organization that is relevant for the booking (minimum
profile 1, maximum 11).

5. From the drop-down list, select the data to transfer from the profile to the PNR.
Example: Transfer all data
6. Click on Send.

Retrieving a Company Profile by
Corporate ID

To retrieve a company profile by corporate ID:

1. Inthe From Profile tab of the PNR module, click on the Company tab and then on
the By Corporate ID option.

New | From profile Open | Claim | Inactive PNR |
Create PNR from profile A
I Company

+ B Company Corporats ID City Country
+ B rd locator
# By jndes

PRECRRRTAS R SRR

[T include merged booking data Transfer automatic data = | Send

2. In the Company field, enter the company name.
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Example: ABC Corporation

3. Inthe Corporate ID field, enter the corporate ID to search all agencies belonging
to the corporate 1D for the profile that you want to display. The corporate ID is
represented by the fourth, fifth, and sixth digits of the office ID.

Example: 1S1

4. Inthe City field, enter the 3-letter city code. The city is represented by the first,
second, and third digits of the office ID.

Example: HOU

If you do not know the code, enter the name and click on ==, then double-click on
the relevant code.

5. In the Country field, enter the 2-letter code for the country the office ID belongs
to, or enter the name and click on ==
Example: US

6. Select the Include Booking Merged Data check box to display information from all
active profiles within an organization that is relevant for the booking (minimum
profile 1, maximum 11).

7. From the drop-down list, select the data to transfer from the profile to the PNR.
Example: Transfer all data
8. Click on Send.

Transferring PNR Information to a Profile

You can create a traveller or company profile from an existing PNR.

Creating a Traveller Profile from a PNR

To create a traveller profile from an existing PNR:
1. Inthe PNR module, display the PNR.

Main | Auxiliary | MCO | Address | Fare elements | Services | Remarks Security

B -l Ma el A AL OMINT Al t=Yc = Mel

P Agent: SCSU NCE  Responsible: NCE1A0950 & Queuing: NCE1A0950 Company: 1A Record locator: 3H2W30
et Post De s

Check my trip

« Main ont
1 SMITH JORM
2 SMITH JARCK
AP 12345¢

In the PNR entry screen, select the traveller by clicking on the traveller name.

3. Click on all of the elements in the PNR that you would like to transfer to the profile
to select them.

Note:  To automatically select all of the common transfer elements, click on
@Z, then choose Show Auto-Transferable Lines.

4. Click on @. then choose Create Traveller Profile.

The new profile will be displayed.
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Priority | General | Ccntada| Frequent fhyer | To PNR Travel Mgt. Document | Travel policies Follow up Notes

- 2804 - B H Bk
K SMITH JOAN
Reszponzible: NCE1A0S50
Priority information £
» General information .2
» PNR contacts £3 &3
PNR frequent flyer
PNRotherelements 2 @ | ms QA & £ &£ F =

Travel management £

Documents £

P Travel policies < @ &k
Followe-up information £
Hotes £

Creating a Company Profile from a PNR

To create a company profile from an existing PNR:
1. Inthe PNR module, display the PNR.

2. Click on the PNR tab.

3. Click on all of the elements in the PNR that you would like to transfer to the profile
to select them.

Note:  To automatically select all of the common transfer elements, click on
&, then choose Show Auto-Transferable Lines.

4. Click on & then choose Create Company Profile.
The new profile will be displayed.
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Chapter 12
Printing or Copying a Screen

You use the Print Preview icon E!:' to print or copy the current display.

PNR
MR AT [FY d0F
1 RCBINSCN JMMES MR RDTEE o na caee ;o oEE 7 LSOTN 1s:10 SvD 170mH o2z @ @ ke O
SHKL QF 107 F  SYD 1 300U 10:20 JFR 300uM 17:20 @ @ g @

The print/copy preview is displayed.

D& 0

Responsikle: NCE120350 Queuning: NCE120550 Company: 12

¥ Main
1 RCBINSCHN JAMES MR ADT
¥ Itinevary
bl AIR (=) HEL 22 73ge F JFE 7 15JUM 15%:10 S¥D 17JUM 07:25 -AS5-
QEERATED BY QANTAS AIRWAYS
3 ATR (e) HE1 QF 107 F S¥OD 1 320JUM 10:20 JFE 30JUM 17:2Z0 -A5-
Insurance

HCD

The following toolbar icons are provided:

Icon Explanation
Copies the information to the clipboard. The information can then be pasted

into a Word document or an email, for example. To display other copy
options, click on the arrow next to .

Prints to a local printer. To display other print options, click on the arrow next
to

&

Expands and collapses the current display.

Closes the Preview window.

[3] | [
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Appendix A
Using Amadeus checkmytrip.com

Amadeus checkmytrip.com is an e-travel Web service that displays a user-friendly
view of a PNR itinerary.

Within the checkmytrip.com web site you can also access trip tools. These provide
useful information such as local events, subway maps, currency information, and
airport links.

To access checkmytrip.com you must ensure that you have a retrieved PNR
containing a passenger name and record locator.

You can open checkmytrip.com by clicking on the checkmytrip.com hyperlink on the
PNR header. When you do this, the web site opens in a separate window, displaying
your itinerary in an easy-to-read format. At this point you can either print the itinerary
or e-mail it.

Note:  checkmytrip.com does not support Group PNRs.

Amadeus Iran Training Module



	Latest Cover
	Whats new
	Table of contents
	1
	Preface
	Before You Start
	Introduction
	Objectives
	Where Do I Go for Help?


	2
	Chapter 1
	Introduction to Amadeus PNR
	New Tab
	Open Tab
	From Profile Tab
	Claim Tab
	Inactive PNR Tab


	3
	Chapter 2
	Creating a PNR
	Creating a New PNR
	Copying an Existing PNR
	PNR Display Explanation
	PNR Header
	PNR Sections
	PNR Toolbar Icons
	PNR Segment Status Codes



	4
	Chapter 3
	Opening a PNR
	Retrieving a PNR by Name
	Retrieving a PNR by Record Locator
	Retrieving a PNR by Service Information
	Retrieving a PNR by Frequent Flyer Number
	Retrieving a PNR by Customer Profile
	Retrieving a PNR by Ticket Number
	Retrieving a PNR by Booking Source / Marketing Airline Record Locator


	Chapter 4
	Adding Elements to a PNR
	Adding Main Elements to a PNR
	Adding a Group to a PNR
	Adding Names to a PNR
	Adding Contact Information to a PNR
	Adding Frequent Flyer Information to a PNR
	Adding Ticket Arrangement Information to a PNR
	Adding Miscellaneous Remarks to a PNR
	Adding a Received From Element to a PNR

	Adding Auxiliary Elements to a PNR
	Adding Address Information to a PNR
	Adding Special and Other Services to a PNR
	Adding a Seat Assignment to a PNR
	Adding Frequent Flyer Information to a PNR
	Adding APIS Information to a PNR
	Adding Other Services Information to a PNR
	Adding Meal Information to a PNR
	Adding Extra Seats to a PNR
	Adding Extra Air Services to a PNR
	About Chargeable Services

	Adding Chargeable Services Using Customize the Trip
	Adding Group Service Elements to a PNR
	Adding Assistance Information to a PNR

	Adding Fare Elements to a PNR
	Adding Payment Information
	Adding Original Payment or Payment Difference Information
	Adding Validating Carrier Information
	Adding Commission
	Adding Endorsement Information
	Adding Fare Discount Information
	Adding Original Issue (Ticket Exchange) Information
	Adding Extra Fare Information to a PNR
	Adding Manual Document Information
	Adding Tour Code Information
	Adding Miscellaneous or Miscellaneous Printing Information
	Adding Fare Override Information

	Adding a Queuing Option
	Adding Verification Address Information
	Requesting a Credit Card Approval Code

	Adding Remarks to a PNR
	Adding Confidential Remarks
	Adding Invoice/Itinerary Remarks
	Adding Miscellaneous Remarks
	Adding Corporate Remarks

	Adding Security Information to a PNR


	Chapter 5
	Saving a PNR

	Chapter 6
	Modifying PNR Elements
	Modifying a Group Element
	Modifying a Name Element
	Modifying Other PNR Elements
	Modifying Air, Car, Hotel and Manual Segments
	Rebooking Air Segments
	Rebooking a Single Air Segment
	Rebooking Multiple Air Segments
	Rebooking from an Air Availability Display

	Rearranging PNR Segments


	5
	Chapter 7
	Cancelling PNR Elements
	Cancelling PNR Elements
	Cancelling All Seats for a Segment
	Cancelling the Itinerary
	Cancelling Security Elements
	Deleting Elements


	6
	Chapter 8
	Splitting a PNR
	Splitting Passengers in a Non-group PNR
	Splitting Other Elements in a Non-group PNR
	Splitting a Group PNR
	Accessing a Cross-Referenced PNR (After a PNR Has Split)


	7
	Chapter 9
	Claiming a PNR
	Claiming a PNR by Record Locator
	Claiming a PNR by Flight Number


	Chapter 10
	Recalling a PNR
	Recalling a PNR by Flight/Date Segment
	Recalling a PNR by PNR Record Locator
	Displaying the Office Request List


	8
	Chapter 11
	Using Profiles with PNRs
	Creating a PNR from a Traveller Profile
	Retrieving a Traveler Profile by Name
	Retrieving a Traveller Profile by Frequent Flyer Number
	Retrieving a Traveller Profile by Record Locator
	Retrieving a Traveller Profile by Index
	Retrieving a Traveller Profile by Corporate ID

	Creating a PNR from a Company Profile
	Retrieving a Company Profile by Name
	Retrieving a Company Profile by Record Locator
	Retrieving a Company Profile by Index
	Retrieving a Company Profile by     Corporate ID

	Transferring PNR Information to a Profile
	Creating a Traveller Profile from a PNR
	Creating a Company Profile from a PNR



	9
	Chapter 12
	Printing or Copying a Screen
	Using Amadeus checkmytrip.com


