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Before you start

Purpose of this guide

This guide explains how to use the web-based booking features offered by Selling Platform
Connect. It covers the entire booking flow from defining customer profiles to searching,
comparing, booking and e-ticketing.

Audience

This document is intended for travel agents.

Related reference material

Product e-learning videos and other reference material are available on Amadeus Service
Hub.

Some markets have access to Local mid-office and other administration applications within
Selling Platform Connect. For more information on Amadeus Tour Market (TOMA), refer to
the Local Content User Guide.

Latest version of this guide

1. Go to the following link:
https://servicehub.amadeus.com/c/portal/view-solution/957695/en US/

2. If you are asked to log in, select Travel Agencies and enter your Office ID, User name and
Password.

If you are a new user, click on Register to get access to Service Hub.
3. To print, download or view the guide in full screen, click on 2.

4. To receive an email alert each time the guide is updated, click on <. (You can set
notification preferences from My Account > Notification Preferences.)

Feedback on this guide

Your feedback is important, and it will help us to improve this document.
Email your comments and suggestions to:

servicehub.travelchannels@amadeus.com

©2022 Amadeus s.a.s - All Rights Reserved. 14
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©2022 Amadeus s.a.s - All Rights Reserved.

Before you start

New or Changed Features

According to the Australian government, you can now only
apply for an Australian visa through the Australian Electronic
Travel Authority (ETA) app. As a result, the Australian Visa
options under the Tools menu have been made unavailable.

For NDC bookings, you can now add non-seat services after
you issue a ticket. For details on adding seats and services,
see How to add seats and services for NDC bookings on
page 133.

Inflow search has been enhanced:

If the pop-up article shown during a search cannot help
you, and you then click on Contact support, you instantly
end up in step 3 of the Digital Support Flow, with your
topic category prefilled.

For some error messages that you may receive, you can
now click on More on this topic to view the pop-up
article that explains possible error causes and
resolutions.

A new ltinerary requirements and restrictions tab is
available in the Covid 19 Travel Companion window. In
this tab, you can check Covid-19 requirements by
vaccination status at every stage of the journey.

From the Itinerary requirements and restrictions tab,
you can provide instant feedback to Amadeus on the
usefulness of this tab.

For more information, see Booking safe travel on page 24.

15
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Release Area New or Changed Features
The booking file has been enhanced for better usability.
¢ The following enhancements are for all content sources:

° The Request received from field is prefilled with the
user login of the travel agent.

° The search experience in the Booking file history
window has improved. For example, you can search in
the full PNR history.

° When the PNR contains an SSR CTC element for
passenger contact information shared with the
airline, the related details are displayed in the
Passenger and contact details section.

° The Option Queues section has moved to close to the

25.3 Booking file top of the booking file.
For details on the booking file, see What is a booking file?
on page 27.

¢ The following enhancements are for NDC only:

° The Ticketing arrangement fields are prefilled with
the ticket time limit value and the date of the first
weekday before the OPC date.

° The Ticketing arrangement window has been
redesigned.

° The Ticketing office field in the booking file header
has been renamed Creating office.

For details on the NDC booking file, see How to book
flights on page 130.

¢ The Results page has been redesigned to show more
results on one page. Additionally, the flight number and
the number of remaining seats are shown. See
Understanding the Results page on page 117.

e Three new fields in the comparison matrix allow you to
253 All Fares compare the source specifics for the same
recommendation coming from different content sources:

° Accepted forms of payment
° Mandatory booking information
© Post-issuance options

See How to compare fares on page 119.

©2022 Amadeus s.a.s - All Rights Reserved. 16
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Release Area
25.3 NDC
55 3 Command
page
25.3 Hotel

©2022 Amadeus s.a.s - All Rights Reserved.

Before you start

New or Changed Features

¢ When you open an NDC PNR in cryptic mode, you are no
longer automatically redirected to graphic mode.

¢ The Fare Family name and icons representing related in-
flight services are immediately available when the
Results page opens. You no longer need to click on an
active link to see this information.

e If areduced price is available, the original price is struck
through and the reduced price is shown.

Seat map command responses can now be read out loud by
the JAWS screen reader when column navigation is used.

The following features are now available in the new design
of the Amadeus Hotels user interface.

¢ The search has been improved for better performance
and user experience:

° For every hotel supplier, the cheapest rate is
retrieved and shown first.

° Only the first found hotels are shown, with a Show
more hotels button underneath.

° The total number of hotels in the searched
destination is shown.

For more information, see Viewing the search results on
page 166.

¢ An ad banner is now displayed.

17
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1. Getting Started
Signing in

How to signin

1. Go to https://sellingplatformconnect.amadeus.com

2. Enter your sign in details in the Sign In panel.
° To change the default language, see How to change the language on page 21.

° Complete the User name, Office ID and Password fields.
To change the default duty code, see How to change the duty code on page 22.

Sign In

Language: English (US) L]

Please enter your details to sign in.

User name: B
QOffice ID:
Password:

Forgot your password?

v| Remember me

[ —"

If you forgot your password, see How to reset a forgotten password on page 20
3. Click on Sign In.
° If monosign is activated and you are already signed into another session, select the
Force Sign In check box to close your other session and continue to sign into a new
session.

° |If you are prompted for two-factor authentication, enter the one-time password that

was sent to your email address, re-enter your password and click on Sign In.

©2022 Amadeus s.a.s - All Rights Reserved.
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How to switch between offices after signing in

A multiple office support parameter must be enabled for this feature.

1. Click on the Office ID in the lower right-hand corner of the task bar.
An Access office pop-up window is displayed with a list of available offices.

Access office

e.g NCEIAO123 or 1A
Select an Office ID to open itin a new session

NCE1A0922
NCE1A0935
NCE1A0951
NCE1A0955
NCEIAORWT

Office ID: NCEIA0950

2. Offices accessible using guest authentication are displayed in the same pop-up window.
For more information, see What is multiple office sign in? below.

3. To filter the list of offices, enter part of the office ID in the text field of the pop-up
window to display only the offices matching that part of the ID.

4. Click on the office ID that you want to change to.

° A new session for that office opens in another window or another tab of the same
window without the need to sign in again.

° The new office ID is displayed in the lower right-hand corner of the screen and in the
browser tab.

° |If you have logged into a guest office, this is displayed in the upper right-hand corner
of the screen next to your login details.

What is multiple office sign in?

If enabled, multiple office sign in grants you access to several different offices. This allows
you to work on bookings for different offices during the same login session.

You may not have access to all features of Selling Platform Connect when signed into
another office. Refer to your local Amadeus contact for more information.

You can choose a different office before you sign in, or after you sign in.
Changing the office ID changes your permission settings to those associated with that office.

Which offices you can sign into depends on your login area:

©2022 Amadeus s.a.s - All Rights Reserved. 19
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e Standard Login Area

You can switch to available offices that are within the same organization only. You can
continue to switch between any of these offices during your Selling Platform Connect
session.

Guest Login Area

You can switch to available guest offices within the same organization or in another
organization. After switching to a guest office, you can either switch back to the original
office, or switch to any other available office.

How to sign out

1.

2.

Click on File > Exit.

Alternatively, click on the Sign out link in the upper-right corner of the screen next to
your username.

In the Sign Out pop-up window, click on Sign Out to confirm the action.

When a user session is locked due to inactivity for a prolonged period of time, the user is
automatically logged out of the application.

Changing your password, language and duty
code

How to reset a forgotten password

1. Click on the Forgot your password? link on the login page.

If you entered your office ID on the login page, it is displayed in the Office ID field.
Otherwise, enter your office ID and click on Next.

Enter your user details, enter and confirm your new password, and click on Reset
Password.

This sends an email with a link to confirm your new password.

©2022 Amadeus s.a.s - All Rights Reserved. 20
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sign In

Please enter your user details and your new password.

Usemame: |

Office ID: NCE1ADS50

MNew Password:

Between 7 & 15 charscters; mixed
alphanumeric characters

Password strength: None

Confirm Mew Password:

Rezet password Do not rezet paszword

4. Click on the link in the email and confirm your new password.

How to change your password

A site parameter must be enabled to allow you to change your password.

1. Click on Settings > Account & Security > Change Password.

Settings Scripts Help Service Hub

Account & Security b Change Password

2. Inthe Change Password dialogue box, enter your first and last name, your username and
your current password.

3. Enter your new password, confirm your new password and click on Change Password.

How to change the language

To change the default language, select the language from the Language drop-down list on
the Welcome page before you sign in.
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Sign In
Language: English (UK} -
Please enter your dety ks
Deutsch
English (LK}
English {(US}
Jzermamse: Espafio
Office ID: Frangzis
ltaliano
Fassword: BxiE
o= H
Poriugués do Brasil
Pycozmia
' L3 Lo

To change the language after you have signed in, you need to sign out and select the new
language before signing back in.

How to change the duty code

Select the duty code from the Duty Code drop-down list on the Welcome page (or type the
new code in the Duty Code field) before you sign in.

Sign In
L5 English j
Please enter your details to sign in.
User nams A I:Fﬂ
Office 1D QFE1X0000 AS
cE
Passdord. 000 eovaeses e
Fﬁ
FR
[¥ Remamber ma P
Su
il b

Understanding user access

How are user sessions managed?

User sessions are managed using monosign functionality that prevents you from logging on
to more than one session at the same time. Monosign is activated at user level.
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If you try to log on to a second session using the same login credentials, you are notified that
you are already logged in and the pre-existing session is highlighted.

You can then choose to enter different login credentials, or you can choose to force your
sign in. If you force your sign in, the pre-existing session will be automatically closed with
notification and you will be signed in to your new session.

Any unsaved work will be lost in the pre-existing session if you force your sign in to a new
session.

What is two-factor authentication?

Two-factor authentication (TFA) is an additional security factor for signing in. TFA is used to
validate that you have access to the same email address or mobile number that is registered
in the system.

After you enter your main credentials on the Welcome page, you must then enter a one-
time password that was sent to your email address or mobile number. This registers the
browser that you are using.

Your administrator can choose one of two means of TFA message delivery:

e Email
e SMS

What is Digital DNA?

Digital DNA (DDNA) is a type of two-factor authentication based on the device (computer,
mobile, and so on) that you use. The authentication works through the registration of your
device in Amadeus Logon and Security Server (LSS), and a browser plugin (or extension).

What is DDNA self-registration?

DDNA self-registration allows you to register a device to your Selling Platform Connect login
without requiring the office administrator to access this device.

If your device is not already registered, you will be prompted to request a one-time
password when signing in. A password is then sent to your office administrator, who should
forward this to you.

You enter this password and then sign in as usual. The device is then registered with your
login credentials for future sessions.

DDNA self-registration must be activated for this process to occur.
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1. Getting Started

Booking safe travel

The following features are available to help you book safe travel and monitor risks:

© Covid-19 World Map

®  Covid-19 Portal

©®  Safe Travel Companion

Advanced

Opens an interactive map displaying global Covid-19 travel risks,
restrictions and requirements.

You can also access maps for specific countries.

Opens a search portal in which you can find and check Covid-19
travel risks, restrictions, requirements and other relevant
information for specific countries and regions.

When you click on the Covid-19 button in a booking file or in an
air search, the Covid-19 Travel Companion window opens.

The Location details and Itinerary requirements and restriction
tabs in this window display the travel risks, restrictions and
requirements for a trip, at every stage of the journey.

Amadeus ~  Your Smart Flows ¥ Q@ CoviD-19

Main Page < External Links o

Your Desktop

Retrieve booking file v
Claim booking file v
Profiles v
Retrieve E-Ticket or EMD v
External Links ~

Covid-1% World Map o

Covid-13 AU Map
Covid-13 CA Map
Covid-18 ES Map
Covid-19 FR Map

Covid-13 Portal °
Covid-1% US Map’

For detailed information on how to use these features, see the How to book safe travel in
Amadeus Selling Platform Connect article on ASH.

©2022 Amadeus s.a.s - All Rights Reserved.
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Example: Covid-19 Travel Companion

Covid-19 Travel Companion

Location details P Itinerary requiements and restrictions
From* To* Connections
(FR) France v [ET) Ethiopia - United Arab Emirates x

Countries visited in last 14 days

Australia = X % (@ Fullyvaccinated
Before departure At destination When returning
Exiting "France™ Exit ban: No

Exit requirements: No

COVID-19 situation in Risk level: High
"Ethiopia" Infection level: Maderate
Flight ban Partial indefinite

Testing Ethiopia

Yes, Before travel, Upon arrival

(TR S Birms s s Al

Did you find these Itinerary requirements and restrictions useful? | yeas No

Legal disclaimer World map ]  Information and support [

Where to go for help

1. Getting Started

Mot fully vaccinated

W

Updated on W
27 Jun 2022

W

pdated on W

Jun 2022

If you need help on a specific topic or task, the following features are available:

© Inflow search field

@® Amanda chatbot

©2022 Amadeus s.a.s - All Rights Reserved.

Enter a term or question to find the related how-to and
troubleshooting articles, cryptic entry information, and answers
from the user community.

The More support & learning drop-down provides links to go to
Amadeus Service Hub, to find trainings, to contact support or to ask
a new question to the user community.

For detailed information on inflow search, see the Search Solution,
Learning and Support quick card on ASH.

Ask a question to our chatbot. Through human-like conversation,
Amanda will try to answer and guide you to the required
information.

Note: Enter a clear and concise question or statement. Avoid
using acronyms, abbreviations or single words.

Whenever possible, Amanda will also provide links to related
articles, user guides and videos in Amadeus Service Hub.

For detailed information on Amanda, see the Amanda Chatbot in
Amadeus Selling Platform Connect quick card on ASH.
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MMARTINEZ Sign o
Last login: April

important info on PNK elements  Access here!

Owned by BR " X
oEMNE Er—
%[k (R @)

P il o i pptiniaitn. | ppeses. .. ]

s

olumn: 1
ffice 1D: BRU LAD980 (Support - BE)

How to display legal information

On the login page of Selling Platform Connect, click on the Legal Notices link at the bottom

of the page.
Or:

After you have logged on, click on Help > Legal Notices on the main menu.

©2022 Amadeus s.a.s - All Rights Reserved.
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2. Booking File

What is a booking file?

A booking file contains a passenger's reservation details and any other information relating
to their trip.

In addition to storing and displaying information, a booking file also allows you to add,
modify and delete specific details about the passenger's travel information. An item of
information in a booking file is called an element. A booking file can contain up to 999
mandatory or optional elements.

A booking file remains active in the distribution system for four days after the date of the
last active or inactive segment in the itinerary. After a booking file has been purged, it is
available for retrieval for a period of three years.

Display Description
Booking File Information section
Booking File Displays every modification made to the PNR since its creation, in
History chronological order.
window You can use the filters to narrow your search results.

Contains information on all the modifications that have been made to a
TST. Each time a TST is created or data in the TST is updated or deleted,

TST History this is added to the TST history. The TST history also displays information
on the current TST status such as pricing information, issuing status and
segment or passenger association.

Cryptic Display Shows a cryptic display of the current booking file.

View TSM A Transitional Stored Miscellaneous document (TSM) is created
History automatically when a TASF element is entered.
Request

Received From Prefilled with the user login of the travel agent. You can modify this field.
(RF)

Ticketing The ticket time limit is added to a booking file by clicking on More options
Arrangement  and selecting a ticketing arrangement type.

Group Booking

Details Contains the group name, group size and any group contact details.

©2022 Amadeus s.a.s - All Rights Reserved. 27
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Display Description
Other sections
Names of the passengers booked for a trip, with extra information, such
Passenger and as passenger contact information.

Contact Details Passenger contact details that were shared with the airline and added in
the SSR CTC element are also shown here.

The Itinerary Details section includes information such as:
¢ Product (Air, Car, Hotel, Rail, and Miscellaneous)
e |tinerary

¢ Class/Options

Itinerary * Status

Details e Passenger
e Duration
¢ Aircraft

You can also print, email or fax itinerary details, manage Extended Travel
Records (ETRs), and rebook air GDS segments.

The Itinerary Basket panel:

Itinerary ¢ Displays a summary of Air, Car, Hotel, Rail, and Miscellaneous
Basket (Integrated Partners) segments.

¢ Allows you to cancel an itinerary segment.
This allows you to add specific details to a booking file in relation to the

following:
Special Service * Meal
Requests * Seat Map
(SSRs) and e Seat Preference
Auxiliary e FFP Number

Services (SVCs)  « Apj

¢ Form of Identification

¢ Indian GST
Remarks, A remark element in a booking file contains additional comments or
Other Service | information concerning passengers and their bookings.
Information OSl elements contain special information regarding a passenger or
and Special passengers in the booking file that is sent to the airline and that appears
Keyword in the itinerary.

©2022 Amadeus s.a.s - All Rights Reserved. 28
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Display

Form of
Payment

Fare Elements

Stored Fares
(TST & TSM)

Tickets, EMD
and TASF

Rail Fares

Rail Tickets

Description

2. Booking File

You can add and edit a form of payment directly from the booking file and

share this information with all currently available booking tools (Air, Car,

Hotel, Rail) so that the payment field in their booking flows is prefilled.
You can add up to three forms of payment to a booking file.
You can also reissue a form of payment, delete payments, view manual
payments to a supplier, view and add travel agency payments, void
supplier and travel agency payments, and issue payment receipts.
This section displays:
¢ Passengers and segments associated with the current fare element.
e Fare element type.
e Fare element details.
Actions that are possible from this section include:
¢ Create, modify and delete TSTs and TSMs.
Actions that are possible from this section include:
¢ Void and refund e-tickets, EMDs and TASFs.
¢ Reissue e-tickets using ATC.
¢ Print, email or fax a document receipt.
This section displays details such as:
e Passenger name.
e Train number.
e Trip segments.

¢ Seat reservations, if any.

Ancillary services, if any.

Surcharges, if any.

You can access a detailed fare breakdown by using the link on the fare
price to open the Fare Details pop-up window.

You can access the after-sales actions, such as issuing tickets, on the
Confirmation page of Rail using the After Sales button.

This section displays ticket information for rail trips that have tickets
issued. It includes information such as:

¢ Ticket number.
e Passenger name.
¢ Train number.

e Trip segments.

You can access the after-sales actions on the Confirmation page of Rail
using the After Sales options.

©2022 Amadeus s.a.s - All Rights Reserved.
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Display

Sales

Documents

What do you
want to do
next?

2. Booking File

Description

This section enables you to do booking and sales-related actions within
the same view.

This section displays all issued documents. It also contains attachments to
the booking file.

This section provides links to perform actions such as:

Retrieve a profile.

Add an Air, Car, Hotel, or Rail booking.
Add a remark or service.

Create a TST or TSM.

Add a form of payment.

Add an attachment.

Apply for an Australian visa.

Working with booking files

How to create a booking file

1. Click on New Booking File.

dMADEUS File Go To

B|s

|

New Booking File ga |

Alternatively, click on File > New Booking File and select the booking file type.

2. Enter the required details, click on Save and Confirm (ER) in the lower-right corner, and
select the relevant save option.

Alternatively, click on the Save button B or File > Save and Confirm.

How to retrieve a booking file

1. Enter a name or reference number in the search box and click on Retrieve.

Smith

Retrieve FalElla=

Alternatively, on the Main Page, expand the Retrieve Booking File menu, enter the
search criteria and click on Retrieve.
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One or more booking files appear in a list.

2. Select a booking file from the list and click on Open Booking File.

A maximum of four booking files can be open at the same time.

How to save and confirm a booking file

After the booking file has been updated (ensuring that all mandatory fields have been
completed), click on Save and Confirm (ER) in the lower-right corner and select the relevant
save option.

Alternatively, click on the Save button B or File > Save and Confirm (ER).

If you want to ignore changes and revert to the previously saved version of the booking file,
click on Ignore (IG) in the lower-right corner instead.

How to close a booking file

1. Click on the Close button X or click on File > Close or Close All.

2. Inthe Close Booking File pop-up window, select how you want to close the booking file
and click on OK.

Close booking file pd

How do you want to close the booking file ?
® Save and close (ET)
Save, change advice codes and close (ETE)
Save, send |.M.R. and cloze (BT)

lgnore and close (1G]

c ] =

How to copy information to a new booking file

1. In the Booking File Information section, click on the relevant copy option:
° Copy booking file (RRN)
° Copy booking file with AXR link (RRA)
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° Copy passenger data only (RRP)
° Copy itinerary elements only (RRI)

2. Inthe Copy pop-up window, click on Continue to confirm that the information in the
existing booking file can be saved and copied.

3. Click on OK.
The current booking file is closed and the new booking file is displayed.

How to rebook an air GDS segment

1. Inthe Itinerary Details section of the booking file, click on Rebook (SB) or double-click on
the air GDS segment.

2. Update the class, flight number, or date of the segment as required and click on Apply
changes.

Working with group bookings

How to create a group booking

1. Click on File > New Group Booking File.

2. Select whether you want to start a new group booking file by group name or by air
search.

3. Enter the group name and group size.

4. Click on Create.

How to add contact details to a group booking

1. Inthe Group & Contact Information section of the booking file, click on Add Contact.

2. Enter the contact details and click on Save.

~ Group & Contact Information

mport Data in beoking file from Profile  Download template file  Import File

Group Size: 5 Passengernames: 0 -assi
Group Name GROUP =] El g Mon-assigned seats 5

Business Phone (APE) | 01234567890 Remaove

Add a contact Save Do not save
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How to add a passenger name to a group booking

1. Inthe Passenger and Contact Details section of the booking file, click on Add/Update.
2. Enter the passenger name and click on Save.

How to modify the name or size of a group booking

1. Inthe Group & Contact Information section of the booking file, click on Change.

2. Modify the group name or decrease the group size and click on Save.

Note: The group size can be modified indirectly by decreasing the number of non-
assigned seats.

Working with passenger information

Creating and modifying passenger information

How to add a passenger to a booking file

1. Inthe Passenger and Contact Details section of the booking file, click on Add/Update.

2. Complete the required passenger information fields.

Passenger and Contact Details (1) ~

Last name* Firstname* Title ID Code (D FTC Contact

DOE JOHN MR AMD12345 ADT = General Phone Nu... = 1236547890 x
Email (APE) - JOHN.DOE@XYZ.COM %
Add contact for P1
Add passenger Add infant
General contact (example: Assistant, Travel Agency)
Add General Contact

3. To add additional passengers, click on Add Passenger and enter the passenger
information.

4. Click on Save.

How to add contact details for a passenger

1. Inthe Passenger and Contact Details section of the booking file, click on Add/Update.
2. Click on Add Contact for P.
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3. Select the contact type, enter the contact details and click on Save.

How to add a general contact

1. Inthe Passenger and Contact Details section of the booking file, click on Add/Update.
2. Click on Add General Contact.

3. Select the contact type, enter the contact details and click on Save.

How to modify passenger information

1. Inthe Passenger and Contact Details section of the booking file, click on Add/Update.

2. Modify the passenger information and click on Save.

How to delete a passenger from a booking file

You can only delete a passenger if there is more than one passenger remaining in the
booking file.

In the Passenger and Contact Details section of the booking file, select the passenger you
want to delete and click on Delete.

Importing, exporting and sending passenger information

Which elements are mandatory when importing passenger information from a
file?

Element Description

Mandatory.

Last name ) ]
Optional for Infant or Child (must be added after Adult).

First name Mandatory.

] Optional.

Title )
The possible values are: MR, MRS, MS, MASTER, or MISS.
Optional.

PTC
Passenger Type Code. 3 characters.
Optional.

ID Code

Passenger ID.
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Element

Gender

Date of birth

Passport last name

Passport first name

Passport number

Passport nationality

Passport issue country

Passport expiry date

Visa number

Visa type

Visa issue date

Place of birth

©2022 Amadeus s.a.s - All Rights Reserved.

2. Booking File

Description

Mandatory for DOCS.
The possible values are:

e M-Male

e F-Female
FI - Female infant
MI - Male infant
U - Undisclosed
e X - Unspecified

Optional, but:
e Mandatory for Infant and Child.
e Mandatory for DOCS.

Date format: DDMMMYY.

Mandatory for DOCS.

Maximum 30 characters, including spaces.
Mandatory for DOCS.

Maximum 30 characters, including spaces.
Optional.

15 digits, including spaces.

Optional.

Two- or three-letter AIRIMP country format.
Optional.

Two- or three-letter AIRIMP country format.
Optional.

Date format: DDMMMYY.

Mandatory for DOCO.

25 digits, including spaces.

Mandatory for DOCO.

One-digit values:

V —Visa

R — Redress

K —Known traveler

Mandatory for DOCO.

Date format: DDMMMYY.

Optional.

Maximum of 35 characters, including spaces.
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Element

Visa place of issue

Visa country of application

Address type

Address country

Address details

Address city

Address state

Address zip code

FQTV carrier 1

FQTV number 1

FQTV carrier 2

FQTV number 2

FQTV carrier 3

FQTV number 3

2. Booking File

Description
Mandatory for DOCO.
Maximum of 35 characters, including spaces.
Mandatory for DOCO.
Two- or three-letter AIRIMP code
Mandatory for DOCA.
One-digit values:
D — Destination
R — Residence
Optional.
Two- or three-letter AIRIMP country format.
Optional.
Maximum of 35 characters, including spaces.
Optional.
Maximum of 35 characters, including spaces.
Optional.
Maximum of 35 characters, including spaces.
Optional.
Maximum of 17 digits, including spaces.
Mandatory for Frequent Flyer.
Carrier code with two digits.
Mandatory for Frequent Flyer.
Two-character code, followed by the number.
Mandatory for Frequent Flyer.
Carrier code with two digits.
Mandatory for Frequent Flyer.
Two-character code, followed by the number.
Mandatory for Frequent Flyer.
Carrier code with two digits.
Mandatory for Frequent Flyer.
Two-character code, followed by the number.

How to import passenger information from a file

1. Inthe Passenger and Contact Details section or Special Service Request section of the
booking file that you want to import information into, click on Import from file.

If you are importing information into an empty booking file, click on Download Template
File to download an empty template.

2. Browse to the Excel file and click on Open.

©2022 Amadeus s.a.s - All Rights Reserved.
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3.

4.

The file format must adhere to a specific template.
In the Import pop-up window, select which information to import:
° Passenger names
° DOCS (passport information)
° DOCA (destination/residence address information)
° DOCO (visa information)
° FQTV (frequent flyer) special service requests

Click on Import selected data.

How to export passenger information to a file

1.

If the booking file contains at least one passenger, click on Export File from Booking File
in the Passenger and Contact Details section.

If the booking file does not contain any passengers, click on Download Template File.

Choose either Save or Open in the File Download pop-up window.

Why import profile information into a booking file?

This allows you to import Advanced Passenger Information (APIS) from a profile that cannot
be transferred from a profile (for example, the passport number).

How to import profile information into a booking file

A passenger must already exist in the booking file before you can import profile information.

1.

In the Passenger and Contact Details section of the booking file that you want to import
information into, click on Import from profile.

The ImportFrom Profile pop-up window displays the list of passengers that are in the
booking file.

Optionally, enter the office ID in which you want to search.

If you do not enter an office ID, the search is done in the office ID where you are logged
in.

Click on the passenger name to search for the profile.

Any matching profiles and their corresponding Record Locators are displayed in the
Matching Profiles section.

If no matching profiles are found, it could be that:
a. The profile does not exist. In this case, you need to create the profile.

b. The profile is not in the office that you are searching in. In this case, you need to
change the office using the Office ID field.

4. Click on Details for the matching profile to preview the information that will be imported:
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5.

° Passenger names

° DOCS (passport information)

° DOCA (destination/residence address information)

° DOCO (visa information)

° FQTV (frequent flyer) special service requests

Click on Import all eligible data.

When the import is complete, the profile is no longer highlighted in the Matching
Profiles section.

If there is more than one passenger in the booking file that you want to import profile
information for, click on the passenger name and follow the above steps in the Import
From Profile pop-up window.

Otherwise, close the Import From Profile pop-up window to return to the booking file.
The passenger name in the Passenger and Contact Details section is now an active link
that you can click on to directly access their profile from the booking file.

How to print, email or fax a passenger itinerary

vk wnN

In the Itinerary Details section of the booking file, click on Issue Itinerary.
Select the itinerary type.

Select the passengers.

Select the language for the document.

Select the delivery method and click on the corresponding button to:

e Print

e Email

e Fax

©2022 Amadeus s.a.s - All Rights Reserved.
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Issue Itinerary X
+| Passenger PTC Segments

@) [1]LeE/Anne ADT

¥

Document Remarks(0) v
Document Language Settings ~

Print/Download/Send Options ~
#| Print/Download Email Fax

‘You can open the document in vour browser by
clicking the icon at the bottom right of the screen.

How to generate Amadeus Dynamic Travel Documents

1. In the Itinerary Details section of the booking file, click on Generate ADTD.
Alternatively, click on Generate documents in the What do you want to do next?
section.

2. Inthe Generate Amadeus Dynamic Travel Documents dialogue box, select the required
details.

3. Deselect any segments you want to exclude from the itinerary (optional).

For itineraries sent by email, click on Preview to check how the itinerary PDF document
will look (optional).

5. Foritineraries sent by SMS, enter the default text that will appear at the top of every text
message (optional).

6. Click on Send.
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Generate Amadeus Dynamic Travel Document X
Send | ltinerary ¥ | in | English ¥ | via|Email ¥
& EMail Select all + ™ Products
To: Additional contact contact@email.com ]ﬂ Service Provider Date City
L Air AF5176 28JUN1S CDG-MIA

Additional free text

% Passengers

SMITH John ADT
Warsaw documents m@
Calendar attachment m default
Itinerary as PDF yes default
Plain text default

Managing passenger associations

How to display a passenger association

Go to the Itinerary Details section of the booking file for which you want to display the
passenger association.

Passenger associations are displayed for each segment with an association. However, if a
segment is associated to all passengers, the individual passenger associations are not
displayed.

How to add a passenger association

1. In the Itinerary Details section of the booking file, expand the Details section.

2. Click on Associate to Passenger and enter the passenger association.

How to edit a passenger association

1. In the Itinerary Details section of the booking file:
° Click on Edit beside the passenger association you want to edit.
Or:
° Expand the Details section of the segment and click on Associate to Passenger.

2. Enter the new passenger number or name, or select the new passenger association from
the Associate To drop-down list.

©2022 Amadeus s.a.s - All Rights Reserved. 40



Amadeus Selling Platform Connect 2. Booking File

How to remove a passenger association

In the Itinerary Details section of the booking file, click on the Delete icon * beside the
passenger name.

How to associate an infant to a passenger
1. Inthe Passenger and Contact Details section of the booking file, click on Add Infant and
enter the infant details.

By default, the last name of the previous passenger entry is pre-populated in the infant
Last Name field and the infant is associated to this passenger.

2. To change the passenger association, select a different passenger from the Travelling
With drop-down list.

3. Click on Save.

Working with remarks and other service
information

How to add a remark

1. In the What do you want to do next? section of the booking file, click on Add a Remark.
The Remarks, Other Service Information and Special Keyword section is displayed, if the
booking file contains information.

2. Select the Type, Passenger Association and Segment Association for the remark.
Depending on the remark type, select a category and security option.
Enter the remark in the Remark text box.

Remarks, Other Service Information and Special Keyword

vark

Remarks

Add remark
Type Passenger Association Segment Association
‘ Corporate {RX) - BT X - 1x 3w X w

Remark *

This is a test remark.

Security aption

Corporate (X} -

| @ A corporate remark can be viewed and modified by the creator office and offices with an EOS agreement
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5. If you want to immediately add another remark, select the Add another check box to
keep the Add remark panel open.

6. Click on Add Remark.

How to find a remark

In the Remarks, Other Service Information and Special Keyword section of the booking file,
use the Remark search field and the filters to find the required remark.

Add Remark Add Other Service Information
Remarks
Remark Type Category Passenger Segment
Q. Search Filter - Filter - 1 X - Filter -
TEST Generi (RM) . m ke i 25 o
THIS IS ATEST REMARK. Corporate (RX) » ' 1 2

How to modify a remark

1. In the Remarks, Other Service Information and Special Keyword section, you have the
following options:

° Select the remark you want to modify and then click on Modify.

° Hover your mouse pointer over the remark and then click on the Modify icon.

Add Remark Add Other Service Information Delete

Remarks
B Remark Type Category Passenger Segment
Q  TEST X ‘ ‘ Generic(... X« ‘ ‘ Filter = ‘ ‘ Filter h ‘ ‘ Filter Modify or associate this remark
THIS IS ATEST Generic (RM) A - - Z w
[J THISISANOTHERTEST Generic (RM) B 57

2. Update the remark.
3. Click on Modify Remark.

How to delete a remark

In the Remarks, Other Service Information and Special Keyword section of the booking file,
you have the following options:
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e Select the remark you want to delete and then click on Delete.

e Hover your mouse pointer over the remark and then click on the Delete icon.

Add Remark Add Other Service Information Modify Delete

Remarks
B Remark Type Category Passenger Segment
Q  TEST X H Generic(... X w H Filter ~ H Filter v H Filter S [ vt this remark
THISISATEST Generic (RM) A
|:| THIS ISANOTHER TEST Generic (RM) B

Note: To delete multiple remarks in a single action, select the required remarks and click
on Delete.

How to add other service information

1. In the What do you want to do next? section of the booking file, click on Add Other
Service Information.

Enter the airline code and select a passenger association.
Enter the OSI details in the text box and click on Add OSI.

Click on OK.
Other Service Information X
Airline Passenger Association
YY 1|SI\-1ITH [ Jane MRS (ADT) =
Bicycle
5
Add 0SI
Passenger w  Airline Details + Delete all
1|SMITH/ Jane Y RLOCMUCLATQWESR Delete
1|SMITH/ Jane LH OPE RLOC/TQWEGGE MKT AC Delete
1|SMITH/ Jane LH CTCT YEG 780 424-8310 UNIGLCBE GEO TRAVEL Delete
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How to modify other service information

1. In the Remarks, Other Service Information and Special Keyword section of the booking
file, click on Add/Update OSI.
Alternatively, click on Add an Other Service Information in the What do you want to do
next? section.

2. Select the OSI that you want to modify, update the OSI details in the text box and click on
Modify OSI.

3. Click on OK.

How to delete other service information

In the Remarks, Other Service Information and Special Keyword section of the booking file,
click on Delete beside the OSI that you want to delete.

Creating Transitional Stored Tickets (TSTs)

How to manually create a TST

1. Inthe Stored Fares (TST & TSM) section, click on Create TST.

Alternatively, click on Create TST in the What do you want to do next? section of the
booking file.

2. Select the required passengers and segments for the TST.

3. If you want to use the same validating carrier for all segments in the TST, select the Use
this Validating Carrier check box and enter the airline code or name in the corresponding
text field.

The same airline then appears in the Validating Carrier field for each segment of the TST.

4. Click on Confirm.
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€ Create TST

Select passenger(s) and Segment({s) to be added to new TST
B Show TST Summary

Display list of Passengers by PTC

V| Use this Validating Carrier AC for all segments
Select Passenger{s) for TST Select Segment(s) for TST
v Passenger v PTC Segment o g:m::mg | Class  Dep. City & Am City & Date o Dep.Time & Status o Info & -
v P1 SMITH / Adam charles ADT
5140201 AC L KBL DXB 14NOWV13 1805 FLWHN
52 AC 9031 AC T DB FRA 15NOWV13 0150 FLWH A
S3ACET3 AC T FRA Y¥YZ 15MOWV13 1000 FLWHN 3
54 AC 454 AC T VYE YOoWw 15NOWV13 1410 FLWHN
55 AC 838 AC T YOW FRA 04DEC13 1715 FLWN
56 AC 465 AC T YOW ¥YZ 04DEC13 1800 FLWHN
87 AC 878 AC T YYZ FRA 04DEC13 2210 FLWHN - 5

How to create a TST from the command page

The booking file must contain at least one passenger and one air segment.

1. Enter the TTC command.

° A new graphic TST pop-up window opens with the passenger and segment details
displayed.
° You should only use the TTC command to create a new TST. To open an existing TST,
use the TQT command. Otherwise, you will overwrite the existing TST.
2. Add the remaining information and click on Update and Save.
° For a single passenger and single air segment, a single TST is created.

° For multiple passengers and a single air segment, a single TST is created that contains
both passengers.

° For asingle passenger and multiple air segments, a single TST is created that contains
both segments.

° For multiple passengers and multiple air segments, a single TST is created that
contains all passengers and segments.

Modifying TSTs

How to display TST history
In the Stored Fares (TST & TSM) section, click on View TST History.
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How to delete a TST

1. Inthe Stored Fares (TST & TSM) section, click on Delete beside the TST that you want to
delete.
If you want to delete all TSTs, click on Delete All.

2. To confirm the deletion, click on OK.

How to split a TST

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST.

2. Inthe TST header, click on Split TST.
The Split TST link is only available if there is more than one passenger associated with the
TST.

3. Select the passengers to be split from the TST and click on Split TST.

Select Passenger(s) to move to a new TST

Passenger » PIC
1|LEE/ Jane ADT
' 3|LEE/ John ADT

Split TST

How to modify TST information

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST for the TST that you
want to update.
2. Modify the information as required. For example:
° To automatically build fare calculation, click on the Create Automatically link in the
Additional Information section of the TST window.
° To add or remove commission, see How to add or remove commission for a TST on
the next page.
° To automatically copy TST fields for multiple flight segments, click on the Show blank
segment icon ©] to create a new row and then click on the Copy to all icon | at the
end of the new row.
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Destination: HELYNO | Last Updated By:NCELAQ915 CS/11MAR | TST Type: | (IATA autopriced) | FCPI: 0 (Aut.)

stus  Fare Basis Ticket Designator ~ NVB NVA Baggage ﬂ

/ 1 = v | B

JBUOFI /' CH 15APR19 [0  1saPr19 [] 2 PC v

3. Click on Update and Save.

How to add or remove commission for a TST

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST.

2. In the Additional Information section of the TST window, enter or remove commission
for the TST using the Commission field.

3. Use the Apply Commission check box to apply the previously entered commission to all
the TSTs in the booking file or to a specific subset of TSTs (including the one you are
modifying).

To apply commission to specific TSTs, click on the All TSTs link and select the TSTs to
apply the commission to.

4. Click on Update and Confirm.

How to add or remove a form of payment for a TST

You can only remove the FOPs that are exclusively associated to the TST being updated. If a
FOP is associated to several documents, it is not possible to remove it from the TST pop-up.
This must be done from the general FOP section in the booking file.

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST.

2. Inthe Form of Payment Summary section of the TST window, add or remove the FOP as
required:
To add a new FOP:

a. Click on Add a New Form of Payment. This link is only available if the issuing status of
the TST is other than reissue.

b. Select the number of FOPs (up to a maximum of three), select the payment type, and
enter the payment details.

c. Click on Add.
To remove a single FOP:
° Click on Remove from TST.
For global FOPs, the FOP is no longer associated with the current TST.
For a FOP associated with the current TST, the FOP is deleted.
To remove all FOPs:
° Click on Remove All from TST.
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How to manage a form of payment for TST manual reissue
1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST.

2. Inthe Form of Payment Summary section of the TST window, click on Manage Form of
Payment for Reissue.

The option to manage a form of payment for reissue is only available when the TST has
an issuing status of reissue.

3. Select the old FOP.

If you choose to manually create an old FOP, select the old FOP type from the drop-down
list.

4. Enter the FOP details and click on Add.

How to prepare a TST for manual reissue

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST.
2. Click on Set TST for Manual Reissue.

How to add or remove a passenger

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST.
2. Inthe TST header, click on Add/Remove Passengers.
3. Select the passenger that you want to add or remove and click on Update.

Add Passenger(s) to TST Remove Passenger(s) from TST
¥  Passenger s PTC [~ Passenger s PTC
¥  [2]JOHNM i Peter DT = [1]SMITH/ &na DT

How to add or remove a segment

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST.
2. Inthe TST header, click on Add/Remove segments.
3. Select the segment that you want to add or remove and click on Update.

Add Segment(s) to TST
I~ Segment I Class o Dep. City T Arr City o Date % Dep. Time o Status o Married ]

I~ 87 55M W LHR MCE 1BALG ovo0 HK2
| 1 Segment(s) selected

Remove Segment(s) from TST
- Segment T Clazs T Dep. City S Ay City T Date Z Dep. Time T Status T Married ]
- B¥ 7529 W MCE LHR 128G ovo0 HK2
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How to add or modify TST taxes

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST.

2. Inthe TST header, click on View/Modify Taxes or click on the Taxes hyperlink in the Fare
Information section.

3. Complete the tax details or modify the tax details already present.

By default, you can add 15 taxes. To add additional taxes, click on Add Tax and enter the
tax details.

4. Click on Update.

& T5T
Actions:  ViewModity TST  ViewiModify Taxes  ViewRiodity Fees  Acd/ Remove Passengers  AddRemove Segments
ﬂ T vaiue EXEMPT can De entered in the Amouni fiekd 0 exempl a tax
Currency Amount Code Sialus .
EUR TO BE PAID v Deiete |
TO BE PAID v Delete
TO BE BAID v Delete
TO BE PAID v Delete
TO BE PRID L4 Dedete
TO BE BAID v Delete
TO BE PAID v Deelete
T0 BE BAID v felele
TO BE PAID v Delete
TO BE AAID v Detete
TO BE PAID v Detete
TO BE 24D v Delete
TO BE PAID b Dt
TO BE PAID v Delete
TCO BE PAID T Delate
Add T:a:l_t |

How to add or modify TST fees

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TST.
2. Inthe TST header, click on View/Modify Fees.
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3. To add fees, click on Add and enter the fee details, or modify the fee details already
present.

4. Click on Update.

0 Information Message
® Pleaze validate the TST Total amount after Fees Update

Code Commercial Hame Currency Amount {Incl. Tax)
FCA 19.00 Delete
Al

Upclate

Working with Transitional Stored
Miscellaneous documents (TSMs)

How to create a TSM

The booking file must contain at least one special service request (SSR) or an auxiliary service
(SCV) before you can create a TSM.

1. Inthe Stored Fares (TST & TSM) section, click on Create TSM.

Alternatively, click on Create TSM in the What do you want to do next? section of the
booking file.

° |If you are only creating one TSM and there are no existing TSMs in the booking file, a
TSM pop-up window is displayed with the TSM details.

° |If you are creating multiple TSMs or there are existing TSMs in the booking file, a list
of available TSMs is displayed in the pop-up window.

2. Click on Update.
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Example: TSM

Wisew { Mooy Tanps Sel TSMA fior masnudl Fisikiue Creat Orgicudtissed n Exchange For (FOL

END Typs EMILS | TSM Matrhes Senvice () YEB () MO | Creaws HCE1ADSSS FROSOOCT

tiansnce Requied  Reason bor Wahing iternational Inicator  FCPI FCHI
Ho UPPER TIER PASSENGER . B i :z

Present At RS E-ticketCoupon

London Haathega Intéenaltional SIEIR5ET800  E2

Hiong Fong Intermational Alrport O1E1234567854 | EZ
Tatwan Taoyusn intemational Alport Q161238567995 1 E2

VEBANTAS
S50

CEALIGOS LHR & HKG 1 10.00 HKG 86X TPE 1 10.00 TPE 6X 5HA 1
10000 W00

o3 BN P L 5 o D L e 9§ ) A O

How to display TSM history

In the Stored Fares (TST & TSM) section, click on View TSM History.
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How to modify TSM information

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TSM beside the TSM that
you want to modify.

2. Modify the information as required and click on Update.

How to modify TSM coupons

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TSM beside the TSM that
you want to modify coupons for.

In the TSM pop-up window, click on Modify Coupons.

Modify the coupon information and click on Update.

Actions:
Wiew | Modify TSM Modify Coupons Wiew | Modify Taxes

@ information
Click "Update’ to confirm the changes

® Coupon 4 - ) Multiple Coupons O All Coupons

Coupon 4 - LOUG (Lounge Access) LHR-HKG

Coupon Value Fee Owner Present To Present At
HKD 100,000.00 CX United Airline Gate 7B New York Airport

In Connection With {(ICW) E-Ticket/Coupon  You can add up fo 4 different E-Tickets numbers or Conjunction Tickets
160-5642729769 — 4

Add ICW E-Ticket Number eg.1,23, 48

NVB NVA Refundable Exchangeable Interlinable Consumed at Excess Baggage Rate per Unit
Issuance

12 12 Yes w No w No w No | w 12 KG w HKD 12.000
PC

Service Remark

The lounge is located on terminal 3, between Gate 7 and Gale 8. Please bring your D, Lounge closes between 10:00pm and 06:00am.

How to add or remove a form of payment for a TSM

You can only remove the FOPs that are exclusively associated to the TSM being updated. If a
FOP is associated to several documents, it is not possible to remove it from the TSM pop-up.
This must be done from the general FOP section in the booking file.
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1.
2.

In the Stored Fares (TST & TSM) section, click on View/Modify TSM.

In the Form of Payment Summary section of the TSM window, add or remove the FOP as
required:

To add a new FOP:

a. Click on Add a New Form of Payment.

b. Select the number of FOPs (with a maximum of three), select the payment type and
enter the payment details.

c. Click on Add.
To remove a single FOP:
° Click on Remove from TSM.
For global FOPs, the FOP is no longer associated with the current TSM.
For a FOP associated with the current TSM, the FOP is deleted.
To remove all FOPs:
° Click on Remove All from TSM.

How to manage a form of payment for TSM manual reissue

1. Inthe Stored Fares (TST & TSM) section, click on View/Modify TSM.

In the Form of Payment Summary section of the TSM window, click on Manage Form of
Payment for Reissue.

The option to manage a form of payment for reissue is only available when the TSM has
an issuing status of reissue.

Select the old FOP.

If you choose to manually create an old FOP, select the old FOP type from the drop-down
list.

Enter the FOP details and click on Add.

How to prepare a TSM for manual reissue

1.

In the Stored Fares (TST & TSM) section, click on View/Modify TSM beside the TSM that
you want to modify.

2. Click on Set TSM for Manual Reissue.

How to add or modify TSM taxes

1.

2.

In the Stored Fares (TST & TSM) section, click on View/Modify TSM beside the TSM that
you want to add taxes to.
In the TSM pop-up window, click on View/Modify Taxes.
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3. Click on Add Tax and enter the tax details, or modify the tax details as required.
4, Click on Update.

How to delete a TST

1.

In the Stored Fares (TST & TSM) section, click on Delete beside the TST that you want to
delete.

If you want to delete all TSTs, click on Delete All.

To confirm the deletion, click on OK.

Managing Travel Agent Service Fees (TASFs)

How to create a TASF

The booking file must contain at least one passenger before you can create a TASF.

1.

vk wnN

In the Tickets, EMD & TASF section, click on Create TASF.
Alternatively, click on Create TASF in the What do you want to do next? section of the
booking file.

You cannot add any remarks to the TASF when you first create it. Remarks can only be
added when you modify an existing TASF.

Check the passenger and fare information and update if required.

Select any necessary transaction information such as Reason for Issuance Code (RFIC).
Add or remove any required taxes.

Click on Create TASF.

How to view or modify a TASF

The only updates that can be made to a TASF is the addition of remarks and miscellaneous
information.

1.

In the Tickets, EMD & TASF section, click on View/Modify TASF beside the TASF that you
want to view or modify.

2. Add any additional information and click on Update.

3. If you are not making any updates, click on the Closebutton to exit.
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How to view TASF taxes

1. Inthe Tickets, EMD & TASF section, click on View/Modify TASF beside the TASF that you
want to view taxes for.

2. Click on Taxes.

3. To return to the booking file, click on the Closebutton

How to issue a single TASF

1. Inthe Tickets, EMD & TASF section, click on Issue TASF beside the TASF that you want to
issue.

2. Inthe Issue TASF pop-up window, click on Issue.

How to issue multiple TASFs

1. Inthe Tickets, EMD & TASF section, click on Issue.
2. Inthe Issue pop-up window, select the elements that you want to issue.
You can combine the issuance of TASFs with other elements such as TSTs and TSMs.

3. Click on Issue.

How to delete a TASF

1. Inthe Tickets, EMD & TASF section, click on Delete beside the TASF that you want to
delete or click on Delete All to delete all TASFs in the booking file.

2. To confirm the deletion, click on OK.

How to void a single TASF

1. In the Tickets, EMD and TASF section, click on Void TASF beside the TASF that you want
to void.

2. Click on Void.

How to void multiple TASFs

You can void multiple TASFs in combination with e-tickets and EMDs.

1. In the Tickets, EMD and TASF section, click on Void E-ticket/EMD/TASF.

2. Select the documents you want to void and click on Void.
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Managing E-tickets and Electronic
Miscellaneous Documents (EMDs)

Issuing EMDs

How to issue a single EMD

There must be at least one TSM available in the booking file before you can issue an EMD.

1. Inthe Tickets, EMD & TASF section, click on Issue EMD beside the appropriate TSM.

2. Inthe Issue EMD pop-up window, select the Issue Directly on Airline Stock check box if
you want to issue the EMD directly on airline stock.

This option is only available if you can directly issue the EMD.

3. Click on Issue.

How to issue multiple EMDs

There must be at least one TSM available in the booking file before you can issue an EMD.

1. Inthe Tickets, EMD & TASF section, click on Issue.

2. Select the elements that you want to issue.
Some elements may be preselected depending on their ticketing status. If you select
different elements, the corresponding check boxes are systematically selected
irrespective of their ticketing status.

3. If you want to issue the EMDs directly on airline stock, select the Issue Directly on Airline
Stock check box.
This option is only available if you can directly issue the EMD on airline stock.

4. Click on Issue.
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4 Display EMD X

MDA Tieketing:

160-2405123687 [FCC :"“"‘: Flyer R rEmETEaT

CHEUNG! Samusl me (ADT) orm ol ldentification  PRIELS

Reason for lssuance  LOC Validating Carier  Dista o s Place of lssus  Istsrmational lndicalor  ATAAATA Wembee  Endsesabls  FCPI FCRI

O (Financisl impscl)  TFKFO2 [ DIMARDS HEG D { Dorestic) GIAG0EEY s 1!i ]

Famark Al bags must be clsed, Marahy priced |

Copos

® RFSC  om Cowpon Yalue OF KW E-Ticket/Compon Prasent To Prasent A1 Stabus Involuntary Details

1 EIW  HeGLHR D 20000 X 1BMZMSETEO0IC1 [B]  Hong Kong Gate T8 Lorsion City Arport OPEN Details. =
3 EXW  LHRHKG HED 200000 O IE01FaSETEN /T Leation Oy Aot Hing Kang Gats 7B OPEM Diglaily
Issuing Seatus: F [Firs! bususs)
Fare Indormation Additicns! Irdormation
Cumency  Amount Tour Coda VHEA1T4E
N Fen HED 40,00 Commission B8C50
Blsr Fara MK .00
Fare Caicuiasion HHG CX LON 04,22 18536264 NYC 15 B6S0(AT|SINGTZE 0050
Eniupr'y ot FAN X HIKG I S 0. DEND ROET, BOETO
Equivalent Fare . Fare Digctunt
Exchange Valus Fare HKD .00 o AT OTTIT0001C1 2400 20 1 ZF RADTFEBOS/SES TB4 5L/ 1 17
! £ ? IT(EEEA000 101 FH-0TIC A ZMIADZ MAYDSN I 56T
nedatibe HK
et Valus Fare . o Endorsemertiiesiriction  NOT REFUNDABLE
Tanes HED G0
TOTAL HED 40,00 Mipcalaneous infarmation
Form of Payment
Typa Dwtaily Amcunt per Passsnger
Greait Gard L Faniakis O01OG0- 12345678 1215 - AAPS1 0K

How to send an A.l.R. for EMD to the back-office system
In the Tickets, EMD and TASF section, click on Send A.l.R. EMD (TTM/BTK).

An A.l.R. (Amadeus Interface Record) is created and sent to the Back-Office system without
issuing the EMD.

Voiding EMDs

How to void a single TASF

1. Inthe Tickets, EMD and TASF section, click on Void TASF beside the TASF that you want
to void.

2. Click on Void.

How to void multiple EMDs

You can void multiple EMDs in combination with e-tickets and TASFs.

©2022 Amadeus s.a.s - All Rights Reserved. 57



Amadeus Selling Platform Connect 2. Booking File

1. Inthe Tickets, EMD and TASF section, click on Void E-ticket/EMD/TASF.
2. Select the documents you want to void.

3. Select the Void directly on airline stock check box if you want to void e-tickets or EMDs
issued on airline stock.

4. Click on Void to confirm the action.

Issuing e-tickets

How to issue a single e-ticket

There must be at least one TST available in the booking file before you can issue an e-ticket.
1. Inthe Stored Fares (TST & TSM) section, click on Issue beside the relevant TST.

2. Select the Issue Directly on Airline Stock check box if you want to issue on airline stock.

This option is only available if you can directly issue the e-ticket on airline stock.
3. Click on Issue.

How to issue multiple e-tickets
There must be at least one TST available in the booking file before you can issue an e-ticket.
1. Inthe Stored Fares (TST & TSM) section, click on Issue.

2. Select the elements you want to issue.

Some elements may be preselected depending on their ticketing status. If you select
different elements, the corresponding check boxes are systematically selected
irrespective of their ticketing status.

3. Select the Issue Directly on Airline Stock check box if you want to issue on airline stock.
This option is only available if you can directly issue the e-ticket on airline stock.

4. Click on Issue.

How to send an A.l.R. for e-ticket to the back-office system
In the Tickets, EMD and TASF section, click on Send A.L.R. E-ticket (TTP/BTK).

An A.L.R. (Amadeus Interface Record) is created and sent to the Back-Office system without
issuing the e-ticket.

Voiding e-tickets

How to void a single e-ticket

1. Inthe Tickets, EMD and TASF section, click on Void E-ticket beside the e-ticket that you
want to void.
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2. Inthe Void E-ticket pop-up window, select the Void directly on airline stock check box if
you want to void an e-ticket issued on airline stock.

3. Click on Void.
The e-ticket is displayed in the Tickets, EMD and TASF section with status 'Voided'.

How to void multiple e-tickets

You can void multiple e-tickets in combination with EMDs and TASFs.

1. In the Tickets, EMD and TASF section, click on Void E-ticket/EMD/TASF.
2. Select the documents you want to void.

3. Select the Void directly on airline stock check box if you want to void e-tickets or EMDs
issued on airline stock.

4. Click on Void.

The voided e-tickets are displayed in the Tickets, EMD and TASF section with status
'Voided'.

Associating e-tickets and EMDs to a booking file

How to manually associate an e-ticket to a booking file
1. In the Tickets, EMD and TASF section, click on Add Manual E-ticket (FHE).

2. Enter the e-ticket number in the text field and select a passenger and segment
association for the e-ticket.

3. Click on Save.

How to manually associate an EMD to a booking file
1. In the Tickets, EMD and TASF section, click on Add Manual EMD (FHD).

2. Enter the EMD reference in the text field and select a passenger and segment association
for the e-ticket.

3. Click on Save.

Retrieving e-tickets and EMDs

How to retrieve an e-ticket

1. On the Main Page, expand the Retrieve E-ticket or EMD menu and click on the e-ticket
option to display the search panel.
2. Enter the search criteria and click on Search E-ticket.

If only a single record is returned in the search results, the e-ticket pop-up is displayed.
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* To open the booking file associated with the e-ticket, click on Open Booking File.

If several records are returned, the results are listed in the Search panel.

* To display a specific e-ticket, select the e-ticket and click on Display E-ticket.

Alternatively, double-click on the e-ticket.

* To open the booking file associated with the e-ticket, click on Open Booking File.

H

1.

ow to retrieve an EMD
On the Main Page, expand the Retrieve E-ticket or EMD menu and click on the EMD
option to display the Search panel.
Enter the search criteria and click on Search EMD.
If only a single record is returned in the search results, the EMD pop-up is displayed.
° To open the booking file associated with the EMD, click on Open Booking File.
If several records are returned, the results are listed in the Search panel.

° To display a specific EMD, select the EMD and click on Display EMD. Alternatively,
double-click on the EMD.
° To open the booking file associated with the EMD, click on Open Booking File.

Printing and sending an e-ticket or EMD receipt

How to print, email or fax an e-ticket or EMD receipt

1.

vk W

In the Tickets, EMD and TASF section, click on Issue Document Receipt.
Select the document type.
Select the e-ticket or EMD.
Select the language for the document.
Select the delivery method and click on the corresponding button to:
° Print
° Email

% Fax
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© Issue Document Receipt E,’J‘

Document Type (e E-Ticket ltinerary Receipt EMD Supporting Documents

|« E-Ticket Number Passenger PTC Segments

[ 220-5756110400 [7] ALCALRARA / Thiago ADT O

[ 220-5756110401 [Z] RODRIGUEZ / James ADT [

Document Remarks(0) v
Document Language Settings ¥

| Print / Download (] Email | Fax

ill opened in your browser window

n download or print therr

Setting a ticketing arrangement

How to set a ticketing arrangement

1. Click on Set Ticketing Arrangement in the Tickets, EMD and TASF section.

2. Enter the required details in the Ticketing Arrangement pop-up window and click on Add
Ticketing Arrangement.

3. Click on OK.

Ticketing Arrangement X
Passenger Association Segment Association Office ID
1. LEE/ Jane MRS (ADT) = 2. MUC-FRA = NCELADS15
Type Date Time
Prepaid (PT) v LERCEIE |
Add Ticketing Arrangement
Ticketing Arrangement Summary
Passenger ¥ PTC v Segment + OfficelD v Type v Date v Time v Deleteall
ALL - [ALL] NCELA0915 Issue (OK) 11MARIS - Delete
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A time limit ticketing arrangement can also be entered directly using the Set Ticketing
Arrangement calendar field in the Booking File Information section.

Creating an original issued document (FO)

How to create an original issued document (FO)

1.

In the Tickets, EMD and TASF section, click on the link entitled Create Original/Issued in
Exchange For.

There must be at least one e-ticket or EMD in the booking file to see this option.

Alternatively, click on Create Original/Issued in Exchange For (FO) in the TST pop-up
window.

. Select the document for which you want to create the FO element and modify the

original document number if required.

Select whether you want to include all coupons or only specific coupons for FO element
creation. Only coupons with an Open status will be included.

° |f you choose to include all coupons, the Coupon field in the Original Document
section will be prefilled with a value of 1.

° |If you choose to include only specific coupons, you must manually enter the
corresponding coupon numbers in the Coupon field and separate them by a comma
or dash.

To add segment association:

a. Click on Associate to Specific segments.

b. Enter the segment ID in the text box.

c. Select the required segments.

By default, the details of the first and second exchange documents are hidden.

° To display or update the first exchange document, deselect the check box entitled
First Exchange Document is the Same as Original Document.

° To add or update the second exchange document, click on Add Second Exchange
Document.

Click on Create.
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& T3m x|

Actions:
Wisw | Wodity TSM Moty Conpong Wienw | Modify Tanes St THM for mareasl Fessue Create Oviginablssued in Exchange For [FO)

Salect P Documan for which you wanl 16 create e FD alamert

Bocument Murmsises Type Pasaarnges | Deser plica Flights [ ValidaBireg Casried | Sagraanis Bastus Tatal
[C - ¥ LT TR E-Tickat P1 AMADIELIS Tost MA AFISE AF NCE-ORY 1BDEC a 1020.00 EUR
) Z35-BE56565656 EMD P2 Messilanigus [BIRKE] AFM5Z AF NCE-ORY 1EDEC Q T20.00 EUR
O 252322321000 EMD P Miscsitanesus [BIKE] AFMSE AF NCE-DRY 16DEC o 25,00 EUR
Preview Oviginalissued in Exchange For [FO] slemen - Associsted to TSM1 include: (& AN coupons () Specific coupons

Oviginal Document
Rahsrerscs |Addling Coda - Docsmant number Conjunctisn  Coupani Original liswe City  Oviginal lasue Date Original lesus Office LATA
] v EGIGSESLNS . 1 LR 18DECTY [T L)

[[] First Excharngs Doowmen is the same as Original Documant

First Exchange Document - Type: Tcke W

Reference (Alriine Code - Document nambser) Conjunction Coupons
235 =  EHSASESESS = 1

Lo — W -

Issuing car e-vouchers

How to issue a car e-voucher

To issue a car e-voucher, a car segment must be active within the booking file and include a
contact point (AP element) and ticketing information (TK element).

1. Click on the Car E-Voucher tab in the Tickets, EMD and TASF section.

2. Enter the required details in the Issue E-Voucher pop-up window and click on Issue.

Working with manual bookings

Understanding manual bookings

What is a manual booking?

A manual booking is a graphic representation of an Extended Travel Record (ETR), a feature
of a Total Travel Record (TTR). It allows you to store bookings that are made on non-GDS
external booking systems in a structured and standardised format.
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Manual bookings can be added to a booking file as new segments, which are displayed
together with GDS segments in chronological order to allow a full trip view in the Itinerary
Details section.

Examples of manual bookings include a flight that is booked through the airline's website or
a taxi journey that is booked directly with the taxi provider.

Any changes or cancellations to manual bookings must be done directly with the provider
outside of Selling Platform Connect.

What are the types of manual booking?

e Activities Miscellaneous
o Air

e Car

e Cruise

e Excursion

e Hotel

* Insurance

* Meeting

e Move Miscellaneous
e Parking

e Rail

* Service Miscellaneous
e Show and Event

e Sleep Miscellaneous
e Taxi

e Transfer

e Urban Transportation

e V\isa

What are the booking states of a manual booking?

HK (Confirmed)
e HL (Waitlisted)
e HX (Cancelled)
e HN (On Request)
e TT (Time to Think)
e NB (Not Booked)

©2022 Amadeus s.a.s - All Rights Reserved. 64



Amadeus Selling Platform Connect 2. Booking File

Managing manual bookings

How to add a manual booking to a booking file

You need to first create the booking with the provider before adding it as a manual booking
to the booking file.

1. In the Itinerary Details section of the booking file, click on Add manual booking and
select the booking type.

Or:

In the What do you want to do next? section of the booking file, click on Add manual
booking, select the booking type, and click on Add.

2. Enter any summary information for the booking, including passenger association. See
Associating passengers with a manual booking on page 67.

3. Expand the Details section to enter more comprehensive information for the booking.
4. To add the booking to the booking file, click on Add.
5. To associate a purchase price to the booking before adding it to the booking file, click on
Add with pricing.
a. Inthe Create manual booking price pop-up window, check the manual booking
details and define the necessary pricing information.

The passengers who are associated with the manual booking are displayed in the
Passenger Association section. Passenger association is mandatory for adding a
purchase price. See Adding a purchase price to a manual booking on page 67.

B You can select which passengers in the manual booking to associate with the
pricing. To add other passengers that are not listed, you need to close the pop-up
and add them to the manual booking.

® You can define either the global price for the booking and all of the associated
passengers, or just the price per passenger.

b. Click on Create.
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Adding an air manual booking

= Itinerary Details (0)

‘Manual Booking Pricing | Add Manual Booking mm Print / Email / Fax finerary

Display by ¢ Chronological crder (~ Product

Air

Airline c... Flight number Class  Start date From Terminal ~ Arrival date To Terminal  Status MNu...

af 123 18IUL1E ff22:00 PaR 18IUL1E ff22:00 Lon A x|aF beEl
Additional information Services
Airline name: +

Operating airline code:

Operating airline name:

Operating flight number: Seats
Ticket number: +
Ticket issuance date s

Aircarft code:

Baggages
Aijrcraft description:
Latest check-in time: o

Mileage:

Mileage unit: d

Booking information
Confirmation number:

Cancellation number:

Channel code: d
Channel description:

Booking date: m
Description:

Associated t0: | P1. DOE JANE X || P2. DOE JOHN X =

Cros P v

How to modify a manual booking
1. In the Itinerary Details section of the booking file, select the manual booking segment
and click on Modify.

To change the booking status of a manual booking, see How to modify the booking status
of a manual booking below.

To modify the passenger association of a manual booking, see How to modify the
passenger association of a manual booking on the next page

2. Update the information as required and click on Modify.

How to modify the booking status of a manual booking

Changing the status of a manual booking to cancelled (HX) does not cancel the non-GDS
booking with the provider and it does not delete it. The booking must be cancelled directly
with the provider.

1. In the Itinerary Details section of the booking file, select the manual booking that you
want to modify and click on the Modify button.

2. Select the new booking status from the Status drop-down list and click on Modify.
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How to remove a manual booking from a booking file

To cancel the booking, you must cancel it directly with the provider.

1. Inthe Itinerary Details section of the booking file, select the manual booking that you
want to remove and click on Cancel.

2. To confirm, click on Cancel segments.
The manual booking is removed from the booking file.

Associating passengers with a manual booking

When can passengers be associated with a manual booking?

e When you are adding the manual booking to a booking file. See How to add a manual
booking to a booking file on page 65.

e When you are modifying the manual booking. See How to modify a manual booking on
the previous page and How to modify the passenger association of a manual booking
below.

How to modify the passenger association of a manual booking

1. Inthe Itinerary Details section of the booking file, select the manual booking segment
and click on Modify or the Edit link next to the passenger.

2. To delete a passenger association, click on the Delete icon next to the passenger.
Alternatively, select the passenger and press the Delete or Backspace key.
You can only delete passengers who have not yet been associated with a manual booking
price.

3. To add a new association, start to type the passenger name or number, including the

letter P (for example, P1 for passenger 1), in the Associated to field and select the
passenger from the autocomplete options.

You can only associate passengers that are already in the booking file. If a passenger is
not available in the autocomplete options, you need to first add them to the booking file.

4. Click on Modify.

Adding a purchase price to a manual booking

When can a purchase price be added to a manual booking?

¢ When you are adding the manual booking to the booking file. See How to add a manual
booking to a booking file on page 65.

¢ When the manual booking already exists in the booking file. See How to add a purchase
price to a manual booking on the next page.
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How to add a purchase price to a manual booking

The relevant site parameters must be configured and activated before you can add a price to
a manual booking.

1. In the Itinerary Details section of the booking file, select the manual booking that you
want to add a price to and click on manual booking Pricing.

You can add a purchase price to several Air or Rail manual bookings at the same time by
using the Ctrl button when selecting them.

2. Inthe Create manual booking price pop-up window, check the manual booking details
and define the necessary pricing information.

Passenger association is mandatory for adding a purchase price.

° You can select which passengers in the manual booking to associate with the pricing.
See How to modify the passenger association of a manual booking on the previous
page.

° To add other passengers that are not listed, you need to close the pop-up and add
them to the manual booking.

° You can define either the global price for the booking and all of the associated
passengers, or just the price per passenger.

An infant cannot be associated to a purchase price.
3. Click on Create.

Adding a purchase price for an air manual booking

© Create manual booking price

Manual booking(s) Fare basis

A AF 123 12Jul16 PAR LON  HK 2 ]
(Externaly

Passengers

Associated to: | 1| DOE/JANE |2 | DOE/JOHN
Currency Code EUR J ™ Price Per Passenger {+ Global Price All price elements include VAT
Fares Taxes
Fare Commission 1= b
EUR EUR
Tax type: Nermal Tax d
Feeltax code:
Nature code:
Amount:
Additional charges Fees
1 = + 1 = +
Description: Fee name:
Code: Fee code:
Amount: Amount:

Grand total 0 EUR

Do not create
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How to modify the purchase price of a manual booking

1.

In the manual booking Prices section of the booking file, select the manual booking and
click on Modify.

In the Modify manual booking price pop-up window, check the booking details and
update the pricing information as required.

For an existing purchase price, the passenger association cannot be modified. To change
this information, you need to:

a. Cancel the manual booking.

b. Create a new manual booking with the correct passenger selection for the purchase
price creation.

c. Add a price to the new manual booking.

Click on Modify to save the changes.

Working with offers

Understanding offers

What are offers?

Offers are trip quotations where you price the different elements of the itinerary for your
customer before booking any segments.

After an offer is manually confirmed in the Offers section of the booking file, it is converted
to segment information in the Itinerary Details section.
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Example: Offers section in the booking file

= Offers
Add Manual Offer v | Modify | Venfy Confrm Send Offer Nolice Cancel _
1. Confirmed 379.50 EUR =
Air AF 4578 Y 19SEP16 1815 BOSE 20SEP16 06805 CDG2F
Air AF 106 Y 26SEP16 06:15 CDG2ZF 25SEP16 18:00 BOSE
2 Expired 305.28 EUR
Hotel Mercure Hotel 20SEP16 Paris Roissy 26SEP16
PAR
"3 Valid 100.28 EUR
Car Herz 20S5EP16 7:00 Paris Roissy 26SEP16 16:00 Paris Roissy
Category A Fiat 500
% Confirmed 200.00 EUR =R
Air AF 4578 Y 205EP16 1815 BOSE 20SEP16 06:05 CDG2ZF
(External)
5 Valid 100.00 EUR =5
Car Heriz 20SEP16 7:00 Paris Roissy 26SEP16 16:00 Paris Roissy

(External) Category A Fiat 500

Unavailable 300.00 EUR
Cruise Costa croisieres 21SEP16 T.00 Savona 255EP16  10:00 Palma de M...
(External) Costa Diadema Savonap... Palma de M...

What are the types of manual offer?

e Activities Miscellaneous
e Air

e Car

¢ Cruise

e Excursion

e Hotel

e Insurance

* Meeting

e Move Miscellaneous
e Parking

e Rail

e Service Miscellaneous

¢ Show and Event
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Sleep Miscellaneous
Taxi

Transfer

Urban Transportation

Visa

Managing offers

How to add a manual offer to a booking file

1.

In the What do you want to do next? section of the booking file, click on Add manual
offer, select the offer type, and click on Add.

If an offer was already added to the booking file, you can also click on Add manual offer
in the Offers section of the booking file and select the offer type.

Complete the required information and click on Add.

How to modify a manual offer

You can only modify a manual offer with a Valid status, and you cannot modify a manual
offer that has already been sent by email.

1.
2.

In the Offers section of the booking file, select the manual offer and click on Modify.

Update the information as required and click on Modify.

How to verify a GDS offer

1.

To verify if an Air or Hotel GDS offer is still valid, select the offer in the Offers section of
the booking file and click on Verify.

A message confirms whether the offer is still valid or not.

Click on OK or the Close button to close the pop-up message.

How to confirm an offer

1.

In the Offers section of the booking file, select the offer and click on Confirm.

A pop-up message is displayed to indicate whether the confirmation was successful or
not.

Click on OK or the Close button to close the pop-up message.

If the offer is successfully confirmed, it appears in the Offers section (with a Confirmed
status), Itinerary Details section and, if activated, in the Sales section.
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° When a GDS offer is confirmed, it is converted into a GDS segment.

° When a manual offer is confirmed, it is converted to a manual booking and also
displayed in the manual booking Prices section of the booking file. The booking must
be confirmed directly with the provider.

How to send an offer notice by email

1. Select the offer in the Offers section of the booking file and click on Send Offer Notice.
You can select more than one offer to send.

2. Inthe Send offer notice pop-up window, the email address is prefilled with the first email
address (APE) from the general contact that is stored in the current booking file. Enter a
new address if required and click on Send.

A confirmation pop-up message is displayed to indicate whether the offer notice was
successfully sent or not.

If the notice was successfully sent, each of the selected offers in the notice will display an
email icon with the date that the notice was sent.

= Offers

1. Confirmed 379.50 EUR =64 290CT16
5
X -
Air AF 4578 Y 19SEP16 1815 BOSE 20SEP16 06:05 CDG 2F +Details Lot by email on 200CT16
Air AF 106 Y 26SEP16 06115 CDG2F 25SEP16 18:00 BOSE R

How to cancel an offer

1. In the Offers section of the booking file, select the offer that you want to cancel.
You can select more than one offer.

2. Click on Cancel offers.

3. Inthe Confirmation pop-up window, confirm the cancellation.

Working with sales information

Understanding sales information

What are sales items?

Sales items are financial items resulting from bookings made through the Amadeus GDS
(such as Air, Car, and Hotel) and manual bookings that are added directly to the booking file.

All sales items are displayed together with manual (non-GDS) bookings in the Sales section
of the booking file, where you can do all booking- and sales-related actions in the same view.
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The Sales section is only displayed in the booking file when sales item information is
available in the Total Travel Record (TTR).

When are sales items created?

Booking Type
Manual bookings
Air GDS bookings
Car, Hotel, and other GDS

bookings

EMD bookings

Sales Item Creation
When the Quotation Purchase element is available.
When the TST exists.

When the corresponding segment is available in the
TTR.

When the TSM exists.

What are the types of sales item?

Sales Item
Air
Ancillary
Service
Car
Cruise
Excess
Baggage
Food
Hotel
Insurance

Other

External
(manual)

Package
Service Fee

Show and
Event

Description
GDS and manual (non-GDS) air booking.

Ancillary service booking through GDS EMD.

GDS and manual car booking.
Manual cruise booking.

Excess baggage booking through GDS EMD.

Food booking through GDS EMD.
GDS and manual hotel booking.
GDS insurance booking.
General item type that is displayed when no other supported item type is
appropriate.
The following types of manual booking are specified as external:
e Rail
e Transfer
e Excursion
e Taxi
e Activities miscellaneous
e Service miscellaneous
Package is the parent item for a bundle of sales items.
Sales item created using the Sales section dedicated to a service fee.

Manual ticket booking for shows and events.
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What are the states for a sales item?

State of Sales .
Description
Item

An active sales item. However, this state abbreviation is never
ACT displayed. All items with no other status abbreviation are active by
default.
OFF A non-confirmed offer item. This type can have attached fees and can
be bundled in a package.
A cancelled item with the original amount. This type is usually
available as a pair together with a refunded item. Cancelled and
refunded sales items are usually the result of an auto-correction

process that is triggered by a segment change after invoicing.

CAN

A corrected item with the original amount. This type is usually
available as a pair together with a correct item with a reverse amount.
Corrected items are usually the result of a manual sales item
correction after invoicing.

COR

A corrected item with the reverse amount. This type is usually
available as a pair together with a correct item with an original
amount. Corrected items are usually the result of a manual sales item
correction after invoicing.

CR2

These items are displayed in grey with a strikethrough price if they still
IGN have a link to an active child item. Otherwise, they are not displayed in
the Sales section.
A refunded item with the reverse amount. This type is usually
available as a pair together with a cancelled item. Cancelled and
refunded sales items are usually the result of an auto-correction
process that is triggered by a segment change after invoicing.

RFN

Explanation: Sales and Documents section

The Sales and Documents section is not displayed if your Office ID did not create the
booking file. For example, your Office ID is ticketing for another Office ID.
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= Sales o
Booking Folder Title: MJWATV
Destination Place Destination City/Airport Code Country Code Start Date End Date
FRANKFURT FRA DE 16NOV17 23NOV1T
Order Reference Order ID Order By
NIA NIA N/A
Edit General Information
Grand Total Total Referral Paid Amount Remaining Amount
1,70544 EUR 0.00 EUR 43301 EUR 1,217 43 EUR
Add Fee v ‘ e
:Show (% Quoting View (" Invoicing View (" Reduced View (™ All sales items o
Type Customer Description Status Sales Price
Car (External) {A) KDKJXO0 : Lightbody. Gary Passenger: TESTER, TEST e Mon Invoiced 65000 EUR D
Semvice Fee (A) KDKJXO - Lightbody, Gary General Service Fee Mon Invoiced T900EUR | D
= Documents @
Document Type Document Name: Creation Date Customer Sales Price Amount Paid Balance B Show all items
Payment Receipt 04SEP17 KDKJXO : Lightbody, Gary 48801 EUR
Invoice D4SEP17 KDKJXO : Lightbody, Gary 48501 EUR 48501 EUR 000 EUR 8 Show items
Invoice D4SEP17 KDKJXO : Lightbody, Gary 485 43 EUR 000EUR -48343EUR # 5

The price Information table displays:

The general sales information section displays the trip summary. You can also directly edit
the details in this section using the Edit General Information link.

¢ Grand total: Sum of all GDS and ETR bookings, including referral amounts. Offer items

are not included.

¢ Total referral: Sum of all GDS and ETR bookings paid as referrals. Offer items are not

included.

¢ Paid amount: Sum of all paid amounts. This includes all UATP payments (to the travel
agency and to the supplier). Referral amounts are not taken into account.

¢ Remaining amount: Sum of items to be paid to the travel agency. Referral amounts are

not taken into account.

©

items.

The filter section enables you to switch between:

The Sales table action bar enables you to perform sales actions on one or more selected

¢ Quoting view of only offer items and non-invoiced items.

o

¢ Reduced view of only the active items.

¢ All items view, except ignored (IGN) items.
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The Sales table enables you to select and access the details of each sales item that is listed.

The default customer that is displayed for each item is based on how the booking file was
created.

¢ The first company profile that is entered in the booking file is the default customer.

e ¢ |f there is no company profile, then the default is the first customer profile that is
entered in the booking file.

¢ |f there is no customer profile, then nothing is displayed in the Customer column.

It is possible to change the default customer that is displayed in the Sales table. See
Changing customer associations on page 88.

The Documents section displays all issued documents. See What are the types of sales
document? on page 78.

The Amount Paid and Balance fields are only filled for invoice documents.
@ The Balance is the Amount Paid minus the Sales Price:
¢ |f the Balance is zero, the invoice is fully paid.

¢ |f the Balance is a negative value, the invoice is not yet fully paid and the value
displayed is the remaining amount due.

What sales details can be modified?

The sales details that are displayed depend on the sales item.
The currency refers to the currency used for the sale.
The fields that can be modified depend on the item status:

e For invoiced sales items, no modification is possible and a correction process must be
applied if a modification is needed.

e For non-invoiced sales items, the sales information can be modified but the booking
information (GDS and manual bookings) cannot be modified.

e For corrected items with the original amount (COR) or reverse amount (CR2), no
modification is possible.

Displaying and modifying sales information

How to display sales information

1. In the Sales section of the booking file:

° Click on Show items beside a document to expand all items belonging to that
document only.

Or:
° Click on Show all items to expand all items belonging to all documents.
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2. Click on the Details link of a sales item.

3. Inthe Details pop-up window, click on the relevant tab to display the required details.

What price details can be modified?

You can only edit the purchase price information for Fee and Package items.

You can edit the margin and discount information for all sales items provided they have not
yet been invoiced.

You can enter positive and negative values in all editable price fields.

The Cancellation Penalty is displayed in read-only mode for GDS and manual bookings. It
can only be edited for refunded items.

Explanation: Price Details display

Price Details Sales Details Documents References

Incl. VAT Excl. VAT VAT
Base Fare @ % Details 527.00 EUR 527.00 EUR 0.00 EUR
+ Additional Charges 9 0.00 EUR 0.00 EUR 0.00 EUR
+ Airline Fees e 0.00 EUR 0.00 EUR 0.00 EUR
+Taxes @) ® Details 100.25 EUR 100.25 EUR 0.00 EUR
- Canceliation Penalty 6 0.00 EUR 0.00 EUR 0.00 EUR
= Subtotal Fare (9 627.25 EUR 627.25 EUR 0.00 EUR
+ Margin (@) 0.00 EUR 0.00 EUR 0.00 EUR
-Discount @) 0.00 EUR 0.00 EUR 0.00 EUR
= Sales Price @ 627.25 EUR 627.25EUR 0.00 EUR
Gross Profit Calculation @
Incl. VAT Excl. VAT VAT
+ Commission 0.00 EUR 0.00 EUR 0.00 EUR
+ Margin 0.00 EUR 0.00 EUR 0.00 EUR
- Discount 0.00 EUR 0.00 EUR 0.00 EUR
= Gross Profit 0.00 EUR 0.00 EUR 0.00 EUR

The Base Fare value summarises all applied base fares.

c For non-invoiced packaged items, use the Details link to display and edit the detailed fare
information and add or remove a base fare.

The Additional Charges value summarises all applied additional charges.

9 For non-invoiced packaged items, use the Details link to display and edit the detailed
charges information and add new charges.

(3) The Airline Fees value summarises all applied airline fees for Air sales items.
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The Taxes value summarises all applied base taxes.

For non-invoiced packaged items, use the Details link to display and edit detailed tax
information and add or remove taxes.

The Cancellation Penalty is displayed in read-only mode for GDS and manual bookings. The
cancellation penalty can only be edited for refunded (RFN) items.

The Subtotal Fare represents the calculated sum on all purchase price components of one
sales item.

The Margin refers to the mark-up for the travel agency. This field is displayed in edit mode
for non-invoiced items only.

The Discount refers to the rebate granted by the travel agency. This field is displayed in
edit mode for non-invoiced items only.

The Sales Price is calculated based on the subtotal fare plus the margin and minus the
discount.

The Gross Profit Calculation is the calculation of the travel agency's gross profit based on
the available values for commission, margin, and discount.

® 6 0 ©¢ o 66 ©

How to modify price details

1. In the Sales section of the booking file, click on the Details link of the sales item you want
to modify.

2. Inthe Details pop-up window, click on the Price Details tab.

3. Modify the price details as required and click on Update.

How to modify sales details

1. In the Sales section of the booking file, click on the Details link of the sales item you want
to modify.
In the Details pop-up window, click on the Sales Details tab.

Modify the sales details as required and click on Update.

To change the customer association for a sales item, see Changing customer associations on
page 88.

Displaying and issuing documents and invoices

What are the types of sales document?

¢ Invoice
¢ Credit note
¢ Quotation (offer)

e Payment receipt
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What are the prerequisites for issuing sales documents and invoices?

¢ At least one sales item must be selected.
e If you are selecting several sales items, each item must belong to the same customer.
¢ The selected items cannot contain any ignored items.

e If a trip package or supplement is selected, all items in the package or supplement must
be selected.

e Any new active or refunding items cannot be invoiced before the correcting item. They
must be issued together.

How to display the details of a sales document

In the Documents section of the booking file, click on the link in the Document Name
column for the document you want to display.

Or:

1. In the Sales section of the booking file, click on the Details link of the sales item you want
to display.
In the Details pop-up window, click on the Documents tab.

3. Click on the link in the Document Name column for the document you want to display.

How to preview a sales document before issuing

1. In the Sales section of the booking file, select the item that you want to preview the
document for.

2. Click on Issue Document and select the document type from the drop-down list.

In the expanded Documents section, click on Preview to display the document as a PDF
in a new window.

How to issue a sales document

1. Inthe Sales section of the booking file, select the items that you want to issue a
document for.

2. Click on Issue Document and select the document type from the drop-down list.
In the expanded Documents section, complete the relevant information.

4. When complete, click on one of the following:
° Preview: to preview the document in PDF format.
° |ssue and Display: to issue the document and display it in a new browser window.
° |ssue: to issue the document directly without displaying it.

The document appears in the Documents tab of the Details pop-up window and also in
the Documents section of the booking file.

See How to display the details of a sales document above.
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How to preview an invoice before issuing

1.

In the Sales section of the booking file, select the item that you want to preview the
invoice for.

2. Click on Issue Invoice.

In the expanded Invoice section, click on Preview to display the invoice as a PDF in a new
window.

How to issue an invoice

1.

In the Sales section of the booking file, select the items that you want to issue the invoice
for.

You can select several items for the same issue action. However, you can only issue an
invoice document once.

2. Click on Issue Invoice.

In the expanded Invoice section, complete the relevant information.

If payment options are not yet registered in the booking file, click on Add Payment and
enter the necessary payment details.

If you want to remove a newly added manual payment, click on Remove.

You cannot remove existing payments. You can only remove a manual payment before it
is saved. You can select or clear an existing payment. If it is not used, it is still available in
the booking file.

If you do not want to issue a travel agency payment receipt, clear the Issue Payment
Receipt check box.

When complete, click on one of the following:

Preview: to register the payment and preview the invoice or document in PDF format.
Issue and Display: to issue the invoice and display it in a new browser window.

Issue: to issue the invoice directly without displaying it.

A link to the issued document is displayed in the Status column.

The document appears in the Documents tab of the Sales Information pop-up window
and also in the Documents section of the booking file.

See How to display the details of a sales document on the previous page.

What is a duplicate invoice?

A duplicate invoice synchronises payments that are collected after the original invoice was
issued.

You issue a duplicate invoice to show that the invoice has been paid when payment is
received after initial invoicing.
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A duplicate invoice contains the same information as the original invoice with the exception
of the document name and updated payment information.

How to issue a duplicate invoice

1. Inthe Documents section of the booking file, select the invoice that you want to issue a
duplicate of.
You can only select one invoice. You cannot select multiple invoices for the same
duplicate action.
2. Click on Issue Duplicate Invoice.
Enter the invoice and email options and any remarks that you want to have printed on
the document.
4. When complete, click on one of the following:
° Preview: to preview the duplicate invoice in PDF format.
° Issue and Display: to issue the duplicate invoice and display it in a new browser
window.
° lIssue: to issue the duplicate invoice directly without displaying it.
You can create a duplicate invoice several times.
A duplicate invoice is not stored in the archive, and it will not create a new document
entry in the Documents section.

Managing travel agency fees

How to add a travel agency fee to a sales item

1. Inthe What do you want to do next? section of the relevant booking file, click on Add
Fee. The booking file must have been previously saved to add a fee using this option.
Or:
In the Sales section of the booking file, click on Add Fee and select General.

2. The fee type is selected as Service Fee.
Enter the fee amount and complete any other required details.

4. Click on Add General Fee.

How to void a travel agency fee

1. In the Sales section of the booking file, select the fee item.
2. Click on Correction and select Void Fees.

For non-invoiced items:

° The item status changes to IGN (ignored).

° The item is no longer visible in the Sales table unless it is linked to a product item
such as Air, Car, or Hotel.
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For invoiced items:

° Alink to the item appears in the Status column, followed by the status COR in
brackets.

° A new item with the reverse amount is created with a status of Non-Invoiced (CR2).
The item type is prefixed with the word Corrective.

Invoiced item with voided fees

Type Customer Description Status Sales Price
Corrective Service (M) 54830F : Meier, Martin General Service Fee Mon Invoiced -S0.00 EUR Details
Fee 24T Service (CRZ)
Service Fee (M) 54830F : Meier, Martin General Service Fes MBANR1AZ253- 50.00 EUR  Details
24/7 Service 0001302
(COR)

Managing forms of payment (FOP)

What are the different forms of payment?

Payment Description

Automatic Relates to any GDS booking paid by credit card (global FOP). The travel
suplier agency does not receive any payment from the customer; the booking is

PP paid directly to the supplier. This is indicated on the invoice as 'already
payment o

paid".

Manual Relates to manual bookings. These payments must be manually created
supplier to ensure that the invoice document correctly shows that it has already

PP been paid. These payments appear in the Manual Payment to Supplier
payment

sub-section of the Form of Payment section of the booking file.
Created during or after invoicing to indicate the amount due to the travel

agency. These payments appear in the Payment to Travel Agency sub-
section of the Form of Payment section of the booking file.

Travel agency
payments

Example: Form of Payment section

= Form of Payment

Add a Form of Payment  Reissue a Form of Payment

Passenger * PTC Document s Type Details Amount per Passenger Delete All
- Glebal FOP Credit card A - ey 002371218 - Delete
Manual Payments to Supplier

Date From To Method Details Amount Paid

10NOV16 Customer Stage Entertainment Credit card: Credit card Company: Americ an Express 150.00 EUR  ‘bid Payment
Payments to Travel Agency

Date From To Method Details Amount Paid

10NOV1E WJPDWH : Basak, Test BGY30J | Amadeus Cash

S0.00 EUR  |zssue payment receipt

bid Payment
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What is a credit card approval code?

An approval code is a credit card authorization and validation number that is received from
the bank. The code is an optional entry (activated by a site parameter) when adding a credit
card form of payment to a booking file. After the form of payment is added, the approval
code is displayed in the Form of Payment section of the booking file starting with either the
letter A for automatic or the letter N for manual.

Credit card approval code

[=] Foam of Pagmant

Pagsanger PTC Documand Typ Dhtids Arscunt per Paassnger
Crodl Cad e aagaog)
»

Aatorvar: Appeceral o i 1388678 |

How to add a global form of payment to a booking

A global form of payment is valid for all documents (such as TSTs and TSMs) that do not have
an associated form of payment. This is also valid if documents are created after the form of
payment is entered.

1. Inthe What do you want to do next? section or the Form of Payment section of the
booking file, click on Add a Form of Payment.

2. Inthe FOP tab of the Form of Payment pop-up window, select the form of payment from
the drop-down menu.

If you select Credit Card:
° Enter the credit card details.
o |f activated at site level, enter an optional approval code.

° For AirPlus UATP cards, click on Add/Modify DBI to either add Descriptive Billing
Information, or modify the DBI that was prefilled based on RM*/DBI remarks in the
traveler profile.

3. Enter the payment details and click on Add.

4. To return to the booking file, click on Close.
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© Form of Payment
FOP
Form of Payment Details
Credit card d Credit Card Type ~| Credit Card Mumber
Expiry Date Owner's Name
Security Code
Enter Manual Approval Code
Form of Payment Summary
Passenger s PIC Document o Type Details Amount per Passenger

How to delete a form of payment

In the Form of Payment section of the booking file:

e Click on Delete beside the form of payment that you want to delete.
Or:

e Click on Delete All to delete all forms of payment.

How to reissue a form of payment

1. In the Form of Payment section of the booking file, click on Reissue a Form of Payment.
2. Select the form of payment to reissue.

If you select a global form of payment:

° The FOP tab is displayed. Click on Reissue.

If you select an associated form of payment:

° The Advanced FOP tab is displayed with the passenger and document associations
preselected. Click on Reissue.

If you choose to manually create a form of payment:

a. Select the old form of payment.

b. Select either a global or advanced form of payment.

c. Select the new form of payment and enter the details.

d. Click on Reissue.

Managing payments

How to add a travel agency payment to an invoice before issuing

1. When you have selected the sales item for issuing, enter the payment options as
required.
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2.

4.

If payment options are not yet registered in the booking file, click on Add Payment and
enter the necessary payment details.

The payment details will also be available in the archived invoice.
If you want to remove a newly added payment, click on Remove.

You cannot remove existing payments. You can only remove a payment before it is
assigned. However, you can select or clear existing payments.

° Preview: to register the payment and preview the invoice in PDF format.

° Issue: to register the payment without displaying the invoice, link the payment to the
new invoice, and issue the invoice.

° Issue and Display: to register the payment, display the invoice, link the payment to
the new invoice, and issue the invoice.

When complete, click on one of the following:

How to add a travel agency payment to an issued invoice

1.

In the Documents section of the booking file, select the invoice and click on Assign
Payment.

Enter the payment options as required.
The payment details will not be available in the archived invoice.
If you want to remove a newly added payment, click on Remove.

You cannot remove existing payments. You can only remove a payment before it is
assigned. However, you can select or clear existing payments.

If you do not want to issue a travel agency payment receipt, clear the Issue Payment
Receipt check box.

Any previously registered payments are displayed. Select a registered payment if you
want to use it.

To add a new payment, click on Add Payment.
A new payment line is displayed to allow you to enter the payment details.

When complete, click on Assign Payments.

How to issue a travel agency payment receipt

1.

Under Payments to Travel Agency in the Form of Payment section of the booking file,
click on Issue Payment Receipt next to the item that you want to issue a receipt for.

You can also issue a payment receipt when:
° |ssuing an invoice.
° Adding a travel agency payment using the Form of Payment section.

° Adding a travel agency payment to an issued invoice.
See How to issue an invoice on page 80.

Enter the email options and click on one of the following:
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° Preview: to preview the receipt in PDF format.
° Issue and Display: to issue the receipt and display it in a new browser window.

° Issue: to issue the receipt directly without displaying it.

The payment receipt document is archived and a new document entry for the receipt is
displayed in the Documents section.

You can only issue a payment receipt once for a payment.

How to register a supplier payment

1. In the Sales section of the booking file, click on Register Supplier Payment.

2. Enter the supplier payment options, and click on Register Supplier Payment.

How to void a supplier or travel agency payment

In the Form of Payment section of the booking file, click on Void Payment beside the
supplier or travel agency payment that you want to void.

The Void Payment link is only available if the payment has not yet been used in an invoice or
payment receipt.

How to add a travel agency payment using the Form of Payment section

1. In the Form of Payments section, click on Add a Form of Payment.

2. Inthe Payments to Travel Agency tab of the Form of Payment dialogue box, enter the
required details.

3. To search for a profile, click on Search a Profile.

a. Inthe Search Active Profile pop-up window, enter the search criteria and click on
Retrieve.

b. Select the profile in the results list and click on Select.
4. To add a new payment, click on Add Payment.
A new payment line is displayed to allow you to enter the payment details.

5. If you do not want to issue a travel agency payment receipt, clear the Issue Payment
Receipt check box.

6. When complete, click on Create Payment.
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Adding a travel agency payment using the form of payment dialogue box

© Form of Payment

Warning
= ltinerary has not been priced or/and no existing Passenger
= ‘You can add only cne Form of Payment.
= ‘You cannct use Advanced FOP Options.

FOP rdvanced FOP Payments to Travel Agency
From Customer Recoerd Loc ator \VJIPDWN Customer Bas Tes Customer Type Traveler

Method
Cash d

Payment Remark

Add payment

Handling trip packages

What is the purpose of a trip package?

d Search a profile
Amount Paid
+  Issue payment receipt 0.00 EUR
oot e

A trip package is used to structure the content that is displayed on the invoice.

All item details are listed separately, but only one summary package price is shown for all of
these items. Therefore, if you add a mark-up to a trip package, this specific price is not

displayed on the invoice.

How to create a trip package

1. In the Sales section of the booking file, select the items you want to add to the trip

package.

2. Click on the Package button and select Create Package.

Enter any optional information for the package.

If you enter an end date for the package in the To field, you must also enter an earlier

start date in the Date From field.

4. Click on Create Package.

A new sales item, of the type Package, appears in the Sales section in addition to each
individual item that is included in the package. All items will be displayed in the printed

document.

How to add items to a trip package

1. In the Sales section of the booking file, select the items you want to add to the trip

package.

Any selected items that are linked to other items (for example, linked fees) are added to

the package with their parent item.
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2. Click on the Package button in the action bar.
A list of existing packages is displayed.

3. Click on the package name you want to add the items to, which is prefixed by 'Add to
Package'.

If the selected items already belong to another package, they are removed from the
original package and added to the selected package.

How to remove items from a trip package

1. In the Sales section of the booking file, select the items you want to remove from the trip
package.

2. Click on the Package button and select Remove From Package.

° The selected items are redisplayed as individual items in the Sales section and are no
longer associated with the parent trip package.

° If you remove all items from a trip package, the package is ignored and removed from
the Sales section.

How to delete a trip package

1. In the Sales section of the booking file, select the package item.
2. Click on Correction and select Delete Packages.

All child items are removed from the package and the status of the package item changes
to Ignored (IGN).

If all child items are selected and removed from the package, then the package automatically
disappears due to its status of Ignored (IGN).

Changing customer associations

How is the default customer defined for sales items?

Provided the sales item did not have a change of customer association, the default customer
is defined as follows:

¢ The first company profile that was entered in the booking file.

¢ If no company profile is available, the first customer profile that was entered in the
booking file.

e If there is no customer profile, then nothing is displayed in the Customer column.
This default customer is prefixed by the letter A (Automatic).

If you manually change the customer association, the customer is prefixed by the letter M
(Manual).
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Which sales items allow a change of customer association?

You can only change the customer association for an item that is active and not yet invoiced.

Refund items must have the same customer as the item they refund.

An item that has already been refunded can have a change of customer association provided
the item is active and not yet invoiced. The customer association of the related refund item
changes automatically.

What are the ways to change the customer association for a sales item?

¢ Using the Sales Details tab of the Details pop-up window, you can:

° Directly enter the customer record locator.
° Select a previously linked profile from another sales item.

° Search for a profile provided that the profile is not linked to another item. See
Searching for profiles from sales items on the next page.

e Using the Change Customer menu in the Action bar in the Sales section of the booking

file, you can:
° Select a previously linked profile from another sales item.

° Search for a profile provided that the profile is not linked to another item. See
Searching for profiles from sales items on the next page.

How to change the customer association for a sales item

1.

In the Sales section of the booking file, select the sales items and click on Change
Customer.

A list of all passengers in the booking file is displayed. Any profiles that are already linked
to the booking file are also displayed (prefixed by their record locator).

2. Select the customer or profile from the list.

3. To link a new profile to the booking file, search for the profile directly from the Change

Customer menu. See Searching for profiles from sales items on the next page.
Or:

In the Sales section of the booking file, click on the Details link of the sales item you want
to modify.

In the Details pop-up window, click on the Sales Details tab.
Enter the customer record locator in the Customer Record Locator field.
The name of the customer is displayed in the Customer field.

If there is already a profile linked to other sales items in the booking file, you can display
the profile using the drop-down box for the Customer Record Locator field.

To link a new profile to the sales item, click on Search a Profile. See Searching for profiles
from sales items on the next page.

Click on Update.
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Searching for profiles from sales items

What are the ways to search for a profile from a sales item?

e Using the Search a Profile link in the Sales Details tab of the Details pop-up window.

© car: Confirmation No. 45821/2015 Supplier: Avis Car Rental £3
Price Details Sales Details Decuments References

Cu sturmrLRDect;q;?_ LOPKVF = Customer Meier

Search a profile

Payment Channel  Travel agency d Sales Channel  Call center ;I
Confirmation Number  45821/2015
Supplier Avis Car Renta Providers Avis Car Rental, Avis Car Rental
Origin Destination
Intern. Indicator ~ Domestic ;J

Audi AB

Description

¢ Using the Change Customer menu in the Action bar in the Sales section of the booking
file.

Coreton +
Type

Customer Description Status Sales Price
Hotel (&) JSWAWWE © Maier, Martin Confirmation Mo. 15 JSWAWW3 © Maier, Martin_ PTEL  Mon Invoiced §9.00 EUR  Details
STADT HAMBURG
Car (M} PID2 : MAIER, MARTIN Confirmation No. GEF= Non Invoic ed T1.01 EUR  Details
ZEGEHAMSD

How to search for a profile from a sales item

1. Inthe Sales section of the booking file, select the sales items, click on Change Customer
and select Search a Profile.
Or:

In the Sales section of the booking file, click on the Details link of the sales item and click
on the Sales Details tab.

Click on Search a Profile.

In the Search Active Profile pop-up window, enter the search criteria and click on
Retrieve.

Select the profile in the results list and click on Select.
5. Click on Update.
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Example: Search active profile window

©® search active profile

(& Traveller Traveller(1} Company(0)
(" Company

Record Locator Record Locator 2 Last Name 2 First Name Address ¢ Date of Birth Company Name 2

LOPKVF Meier Martin Reuterweq 10, 60344 Frankfurt
Last Name
: =
First Name
Company Name
Country
Postal Code
Telephone

Office D

Managing attachments

How to add an attachment

You should save the booking file before adding an attachment.
You must have Internet Explorer Version 10 or higher to add an attachment.

1. If an attachment has not yet been added to the booking file, click on Add attachment in
the What do you want to do next? section.
If attachments have already been added to the booking file, you can either:
° Click on Add attachment in the What do you want to do next? section.
Or:
° Click on Add attachment in the Documents section.
2. You are prompted to either continue to add the attachment, or to save your changes to
the booking file before adding the attachment.
° If you have not yet saved the booking file, click on Do not add attachment to exit the
workflow and save the booking file.
° |f you want to continue, click on Add attachment.
3. Click on Choose file and browse to the attachment that you want to add.
Enter any other relevant details and click on Add attachment.
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How to delete an attachment

You should save the booking file before deleting an attachment.

1. Click on Delete attachment in the Documents section.

2. You are prompted to either continue to delete the attachment, or to save your changes
to the booking file before deleting the attachment.

° |If you have not yet saved the booking file, click on Do not delete attachment to exit
the workflow and save the booking file.

° |f you want to continue, click on Delete attachment.

Managing service recommendations

Understanding service recommendations

What are service recommendations?

Service recommendations are tailored proposals for services, such as car rental, transfers,
hotel, insurance, or baggage that are displayed in Command Page or the booking file when
the relevant site parameter is enabled.

Initially, the graphical recommendations appear in a preview panel at the bottom of the
page to ensure they do not interfere with any ongoing tasks.

If you want to see details of a proposal, you can then expand the proposal window where
you can proceed to select and book it.

Example: Expanded recommendations view

w Great car offers Best options Transfer Offer
Hotel s CarRental a Insurance Taxi & Transfer
From 125.50 EUR /night ~~ From 41.33 EUR /day =~ From10.00 EUR #total From 70.21 EUR /tota
Business Class Standard Class Standard Class
Blacklane(BLL) TaxiTender(TXT) WAT(WAT)
Default model W Passat, Skoda Super Merc edes Benz or equival.
BEBags §%,3 Passengers ]i]]B.ags &%,3 Passengers 8.4 Passengers
Pick up: CDG - 06 Jan, 08:00 Pick up: CDG - 06 Jan, 08:00 Pick up: CDG - 06 Jan, 08:00
Drop Off: 15 Place du Pont-Neuf, 75001 Drop Off: 15 Place du Pont-Neuf, 75001 Drop Off: 15 Place du Pont-Neuf, 75001
Paris, France Paris, France Paris, France

From 70.21 EUR From 73.75 EUR From 74.62 USD
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What service recommendations are available?

Insurance
Cars
Hotels
Transfers

Baggage and seats

What triggers the recommendations process?

Retrieve an eligible booking file.
Show an eligible booking file.
Save and Confirm (ER).

Save and Change Status (ERK).
Save and Send IMR (BT/RT).

How to expand or collapse recommendations

To minimise or maximise the teaser view of the recommendations panel, click on the
minimise icon ==.

To expand a recommendation, click on the Expand icon % in the Recommendations
panel.

Alternatively, click on the tab for the recommendation.

W

To collapse a recommendation, click on the Collapse icon ¥ in the Recommendations
panel.

Alternatively, click anywhere on the Command Page.

How to navigate recommendations

If there are too many recommendations to fit on the screen, click on the Left and Right
arrows on each side of the Recommendations panel to navigate the recommendations.

Booking recommendations

How to book a hotel recommendation

1.

2.

Expand the Recommendations panel.

Each hotel recommendation includes a guest rating based on sentiment analysis.
Hover the mouse over the icons on the right corner to display the reason behind each
recommendation.

To view the details of a recommendation, click on the price button of a hotel
recommendation.
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° [f there is more than one passenger, you are prompted to select the number of rooms
and their respective occupancy.

° Depending on your site parameter settings, either the graphic Hotel module or the
Command Page opens on the details page for the hotel. From here, you can review
full details of the recommendation and complete the booking.

3. To view more hotel options, click on Show More Hotels.

° |f there is more than one passenger, you are prompted to select the number of rooms

and their respective occupancy.

° Depending on your site parameter settings, either the graphic Hotel module or the
Command Page opens on the availability page. From here, you can continue to check
for availability and complete a booking.

How to book a car recommendation

Expand the Recommendations panel and click on the Select button of a car
recommendation.

e For GDS recommendations (and depending on your site settings), either:
a. The graphic Car module opens with the selected recommendation displayed, in
addition to alternatives for the same date and destination from the same provider.
From here, you can complete the booking.
Or:

b. The cryptic command to book the selected car is triggered in the Command Page, in
addition to alternatives for the same date and destination from the same provider.
From here, you can complete the booking.

e For non-GDS recommendations, the car provider website opens where you can complete
the booking.

How to book an insurance recommendation

Expand the Recommendations panel and click on the Book button of an insurance
recommendation.

This triggers the cryptic command to book the selected recommendation in the Command
Page.

How to book a transfer recommendation

1. Expand the Recommendations panel.
2. To access the Transfers module and book a recommendation, click on the Details button
of a transfer recommendation.

Smart Content must be enabled and configured correctly for the Details button to display
the Transfers module.
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In the Transfers module, the location is not completed automatically.

How to book a bag or seat recommendation

1. Expand the Recommendations panel.
2. Click on the relevant bag or seat recommendation.

° Click on the Details button for baggage to open the Seats and Services Catalog in the
Baggage section.

° Click on the Details button for seats to open the Seats and Services Catalog in the
Seat Map section. A seat option only appears when a seat map is available and when
the booking does not already contain a seat reservation.

3. Complete the request in the Seats and Services Catalog.

Accessing integrated partners and smart
content

What are integrated partners and smart content?

Integrated Partners and Smart Content are booking tools that allow you to access global,
regional, or local non-GDS travel products for ground transportation, events, and
entertainment from within a booking flow.

These products can be booked through the external provider’s booking tool that is
integrated in Selling Platform Connect. The newly booked segment is automatically added to
the itinerary.

How to access and exit integrated partners and smart content

1. Click on the Down arrow on the New Booking File button in the main tool bar.

ol

Or:
If a booking file is already open, click on the More Products button in the Go To panel.
2. Select the required booking option from the drop-down list.

3. To return to the booking file, click on Show Booking File in the Go To panel.
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3. Profiles

What is a profile?

A profile is a record containing useful information about an individual traveler, group of
travelers, company, or agency that can help you when you make a reservation.

Each time you make a booking, you can load information from a profile, eliminating the need
to manually enter the information each time.

The Profiles module allows you to search for, display, transfer, create and modify your
customers' profiles. You can also define follow-up actions for each profile, as a reminder of
tasks that you need to complete.

More information

For information on how to use the Profiles module, see the following guides:

e Profile Management in Amadeus Selling Platform Connect

e Amadeus Profile Manager
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4. Air

Understanding Fare Families

What is a Fare Family?

A Fare Family is a category of fares that is grouped by fare conditions and optional services.
Access to Fare Families allows you to:

¢ See the name of the airline Fare Family per bound.
e See whatis included in a fare, such as baggage, meal, and seat selection services.

How is Fare Family information displayed?

The Fare Family name and important attributes, such as whether the fare is exchangeable or
refundable, are displayed in the Available Fares section of Itinerary Pricing after any pricing
transaction. The applicable meal, baggage and seat assignment details are also displayed.

The full Fare Family description is displayed by clicking on the link entitled See Full
Description.

Managing travel policies in Air

What is Travel Preference Manager?

Travel Preference Manager (TPM) is used to manage travel policies in Air, Car, and Hotel.
Note: TPM policies are currently only supported by the following Air searches:

« Availability (AN)
¢ Schedule (SN)

Travel policies are defined through rules that are grouped as either preferences or
exclusions.

Policies can be defined at three levels:

e traveler
e Company
e Agency
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If the site parameter for air policies is enabled, policy information is applied to the flight
display without any biasing of results.

How is policy information displayed?

Search page

If an agency profile was created for the office and a traveler profile is loaded, a Policy panel
is displayed on the Search page for all search types.

This panel contains the traveler, company and agency profile data.

The panel also contains the Trip Reason and Apply Policies options if the corresponding site
parameters are activated.

Search results page

Policies can be applied to an airline, booking class or airport.

Any recommendations that are out of policy are greyed out.

You can choose to filter the search results according to company, traveler or agency policies.

You can also choose to show all results (both In and Out of Policy) or show only the results
that are preferred or in policy.

Search results with policy filters

Availability for MAD - CPH, Wed 175EP, 1 Seat{s) - 6 flight{z) found < Previouz Day | Next Day =
12 Policies Defined Show: All Results (In and Cut of Policy) d Company Traveller Agency
o Flight 3 Class Dep.City 2 Amr.City Dep.Time Arr.Time 3 Stop(s) o Duration 3 Aircraft

J9 CO DI RT I7T Y9 TL BY HI K9

1. IZIB3730 M9 Z0 LO A VO SO GOWIND Q3 MAD4 CPH2 11:45 15:05 0 03:20 325
09 P5 EL
D9 C9 E9 K9 Y@ RO B UI W9 Z9

2. DY3705 MAD1 CPH2 14:15 17:30 ] 03:15 73H

MGLOVITOHOGL T
J1 CO DD Z0 PO 10 Y9 B2 M2 U9
3. SN3732 MAD2 ERU 06:25 08:40 1] 04:35 319
HO QO VOWG SO TO E9 Lo Ko xg s =em o He o fmeR R B 2w
J1 CO DD Z0 PO 10 Y9 B2 M2 U9
SN 2257 ERU CPH2 09:30 11:00 ] 319
HO QO VOWE SO TO E0 Lo Ko xg o= omems R AR R 2

Finding flights using All Fares

For more information on All Fares, see What is All Fares? on page 113.
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Finding flights using an availability search

What is an availability search?

An availability search displays a list of available or scheduled flights for up to 16 city pairs on
given dates. You can define additional search options to help return the most accurate
results for your search.

Example: Using an availability search

w9 Booking file 1

Global Fiight Search Options
Non-Stop flights

1.PARNCE/TIJUN | | 2.NCE-PARATILL
Availabilty for PAR - NCE, Thu 1JUN, 1 seatis) -8 fight(s) found

Flight Class Dep.City A City Dep. Time Ar. Time Stopls) Duration Arcraft

£

: 8 B8 @ ©

H

g

View remaining flights (50)

ook withmare opion(s) [ sook |

© Main Page ¥ Booking file 1

How to find flights using an availability search

1. Select the Availability (AN) option in the Search By drop-down list.
2. Enter the search criteria.

3. Using the autocomplete functionality from the drop-down box, specify the cabin class.
You can either enter the one-letter cabin class code or the first letter of the cabin class
name. For example, to specify a cabin class for Business, you can either enter C (the class
code for Business) or B (the first letter of the class name):

© F - First
© C- Business
° Y - Economy including Economy Premium
° W - Economy Premium
° M - Economy without Economy Premium
4. To search for direct flights only, select the Non-Stop Flights check box.

5. To refine your search, such as the number of seats you are searching for, request a 7-day
search or sort the results display, click on More Search Options and choose the
additional search criteria.
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If a traveler profile is loaded and an agency profile was created for the office, a Profile
panel is displayed on the Search page.

Choose the trip reason and select the Apply Policies check box in the Profile panel to
apply policies to the search.

To apply policies, the AIR POLICIES site parameter must be activated.

7. Click on Search.

8. To access extra flights matching your criteria other than the ones listed in the initial

10.

11.
12.
13.
14.

availability display, click on View the Remaining Flights.

To book a seat on a waitlist or with any other specific action code, click on Book with
More Option(s).

To view the available flights for the previous day or the next day, click on Previous Day or
Next Day.

To view flight information, click on the flight number in the Flight column.

To view policy information, mouseover the Policies Defined link.

To filter the results based on in-policy and out-policy, use the Show drop-down menu.

To apply filters based on profile type, click on the Company, traveler or Agency tab.

Booking flights using Direct Access

What is Direct Access?

Direct Access allows you to access the real-time seat availability display of airlines that have
a direct access agreement.

You can see the last available seat for a flight. Therefore, you can avoid an airline rejecting a
booking when you click on Save and Confirm.

When you request a direct access display, you only have three minutes to complete the
booking. A timer is displayed to show the remaining time while you are making the booking.

How to book a flight using Direct Access

1.

Click on the Airline Direct Access link for the chosen flight in an Availability display.

The Direct Access link is only available for airlines that have a direct access agreement.

2. Select the booking class.

3. If needed, update the number of seats.

By default, the number of seats displayed corresponds to the number of passengers in
the booking file. If there are no passengers in the booking file, the number is set to 1.

To add or update the booking action code, click on Book with More Options and enter
the new code.

Click on Book.
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Example: Direct Access display

Direct access to AA: American Airlines inventory X
o You have 2:35 to book these results. After this time has elapsed, you need to perform a new Direct access request.

Direct Access Flight Availability for AA - American Airlines, NCE, LON Seat(s) - Wed 10APR flight(s) found

5 Flight & Class Dep.City - AmCity - Dep.Time s AmTime: Stop(s): Duration 5  Aircraft 3
JT RG6 D2 IT YT HT KT MT LT GT VT

1. TAAGEED NCE LHR 13:45 14:55 0 0210 319
57T NT Q7 OO0
J7T R7 D4 I7T ¥T HT KT MT LT G2 V7

2. “AAG494 NCE LHR 15:25 16:35 0 02:10 319
STNTQTOO o TTZFYOOO TR

J9 C3 DI RY I8 Y9 BY HI K3 M9 L9
3. CJBAB4T6 NCE1 ey 13:10 14:05 01:55 ES0
VoMo O4QsSSEGs e R FR R T

=]

J9 C6 D2 R9 I8 Y9 B9 HI K3 M9 L9
4, BA3MT NCE1 LHRS 13:45 14:55 0 02:10 313
Vo NS OS 08 S5 gn owmmsomREE TR AR R e sl

J3 C7T D4 R 12 Y3 B9 HI K9 MO L9
BA 345 MNCEI LHRS 15:25 16:35 0 0210 319 v

5.
B Book with more options . seat(s) -

Booking Action Code

Finding flights using a schedule search

What is a schedule search?

A schedule search returns all possible flights operated by all airlines matching the requested
search criteria. The results of a schedule search shows both available flights and closed
flights/classes.
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Example: Using a schedule search

m Booking File 1

J& Your Air Search Options

From To Date & Time Airline(s) Cabin Class Via
LON NYC 13JUN18 AF DL BA Remove
NYC LON 20JUN19 AF DL BA Remove

Add 1 segment

Global Flight Search Options
D Mon-5top flights

B More search options Reset Search by Schedule (3M) s

1. LOMN-NYC/13JUN 2. NYC-LON/20JUN
Schedule for LON - NYC, Thu 13JUN, 1 Seat(s) - 10 flight(s) found

< Previous Day | Mext Day =

% Flight © Class Dep.City - AmCity - Dep.Time: AmTime: Stop(s)> Duration  Aircraft

FO9 A5 J3 C9 DS RO 19 W9 E9 T9 Y9
1. BALLY LHRS JEKT 08:25 1105 0 0740 T4
B2 H> KO MO L2 VO 59 M9 Q% OC G6

VS:AF Ja C9 D9 19 ZC W2 S3 AD YD BO MO
i LHR3 JFK4 09:00 11:55 0 0T:55
i HZ U2 K@ L9 Q9 TC EC MC RC VC

)
H)
H

How to find flights using a schedule search

1. Select the Schedule (SN) option in the Search By drop-down list.

2. Enter the search criteria.

3. Using the autocomplete functionality from the drop-down box, specify the cabin class.
You can either enter the one-letter cabin class code or the first letter of the cabin class

name. For example, to specify a cabin class for Business, you can either enter C (the class
code for Business) or B (the first letter of the class name):

° F - First
° C- Business
° Y - Economy including Economy Premium
° W - Economy Premium
° M - Economy without Economy Premium
To search for direct flights only, select the Non-Stop Flights check box.

5. To refine your search, such as the number of seats you are searching for, request a 7-day

search or sort the results display, click on More Search Options and choose the
additional search criteria.

6. If a traveler profile is loaded and an agency profile was created for the office, a Profile
panel is displayed on the Search page.
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Choose the trip reason and select the Apply Policies check box in the Profile panel to
apply policies to the search.
To apply policies, the AIR POLICIES site parameter must be activated.

7. Click on Search.
8. To access flights matching your criteria other than the ones listed in the initial schedule

10.
11.
12.
13.
14.

display, click on View the Remaining Flights.

To book a seat on a waitlist or with any other specific action code, click on Book with
More Option(s).

To view flights for the previous day or the next day, click on Previous Day or Next Day.
To view flight information, click on the flight number in the Flight column.

To view policy information, mouseover over the Policies Defined link.

To filter the results based on in-policy and out-policy, use the Show drop-down menu.

To apply filters based on profile type, click on the Company, traveler or Agency tab.

Finding flights using a timetable search

What is a timetable search?

A timetable search returns a list of flights and airlines for a specific origin and destination on

a

given date. The results show a list of flights for seven days from the date specified in the

search. For each day, a green tick shows the availability or a red cross shows the
unavailability of the flight corresponding to that day.
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Example: Using a timetable search

J5 Your Air Search Options
From To Date Time
LON NYE 13JUN19
Reset Search by Timetable (TN] N
Timetable for LON - NYC, Week 13JUN - 19JUN, 100 flight(s) found < Previous Week| Next Week =

Operational Days
Flight T F § 5 M T W Dep.City ; Arm.City  Dep.Time ; Ar.Time: StartDate ; EndDate; Duration { Aircraft 3
13 14 15 16 17 18 19

LSS

1. pi7013 X ¢ X X ¥ X X |gws JEKL 05:50 048:50 01APR1S 250CT18 0E00
2. DIT013 X % % % % ¢ % gws JFKL 05:55 08:55 02APR19 220CT13 0&00
3. ¢ ¥ ¥ ¢ ¥ ¥ ¥ g 06:00 15:00 13JAN1S OLJANTO 14:00
4. EX5501 AL A JFK 06:00 15:00 18JAN1S OLIANTO  14:00
5. 61630 ¢ W ¢ W Y W W JEK2 06:20 09:00 230CT07 0lJANTO 0740
6. K % ® ¢ ® ® ® |gws JFKL 06:25 09:25 ILMARLE 200CT1? 0200
7. DIT013 ¢ K R X K R X |gws 06:30 09:25 044PRI1S 240CT1a 0755
&  DIT013 X X ¥ X X X X |gws 07:45 10:45 084PR1S 260CT1a 08100
9. UNACS424 W W W W W W W EWRB 0755 10:55 23APR1S 03sEPly  08:00
0. upgas L L O L L EWRE 07:55 10:55 22MAY19 035EPLS 08:00 763

How to find flights for a city pair using a timetable search

1. Select the Timetable (TN) option in the Search By drop-down list.
2. Enter the search criteria and click on Search.

3. To view the available flights for the previous day or the next day, click on Previous Day or
Next Day.

4. To view flight information, click on the flight number in the Flight column.

Displaying available fares for a city pair

What is a fare display?

A fare display allows you to display the available fares for a city pair. You can access YY fares
and published fares and view the fare conditions and price breakdown for each fare.

Note: YY fares have been rescinded starting from 31 October 2018, and are no longer
processed. However, they will remain available in the system until 31 October 2020, for
reissuing/refunding purposes.
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Example: Fare display

M Booking File 1

4. Air

& Your Air Search Options
from To Start Date End Date Global Airline(s) Cabin Class
Indicator
LON IST 104PR1S
B More search options Reset Search by Fare Display (FQD) “
€ information
= Fare Display Info: TAX MAY APPLY, (26203 [0])
»  Fare Display Info: SURCHG MAY APPLY-CK RULE. (26203 [734])
= More fares available in: USD. (26115)
= Fare Display Info: MORE FARES EXIST - USE SUBSEQUENT ENTRY TO MGCDIFY. {26203 [738])
B Show Additional Information
Fare Display for One Way and Round Trip Fares
LOM - ISTWED10APR19 /- fLONISTEH /- Taxes excluded, Fees exempted
One Way Round Trip ) . . )
Fare (GBP) = (GBP) Boo.. Peni.. Dates Days Advi.. Mini.. Max.. Air.. Pub.. Rou..
1. PNOBAGC 14.00 28.00 F MNRF FM A3 RF
2 XSPEUG 34.00 X MNRF FN 12 MONTHS AZ RP
3. WSPEUG 24.00 W MRF FN 12ZMOMNTHS AZ RP R

How to display available fares for a city pair

1. Select the Fare Display (FQD) option in the Search By drop-down list.

2. Enter the search criteria.

3. Using the autocomplete functionality from the drop-down box, specify the cabin class.
You can either enter the one-letter cabin class code or the first letter of the cabin class
name. For example, to specify a cabin class for Business, you can either enter C (the class
code for Business) or B (the first letter of the class name):

© F- First

© C- Business

° Y - Economy including Economy Premium
° W - Economy Premium

° M - Economy without Economy Premium

4. If you want to display the fares for a specific airline only, enter the airline code. Up to

three airlines can be specified for a search.

If you do not enter an airline, the results will show the available fares for all airlines

provided you do not request YY fares.

5. Torequest YY fares, select the YY Fares check box under More Search Options.
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6. To refine your search, add a fare request type or specify any fare restrictions, taxes or
fees, select the additional search options under More Search Options.

7. Click on Search.

Pricing an itinerary using informative pricing

What is informative pricing?

Informative pricing enables you to price an itinerary without having a segment or passenger
in the booking file. You can view the fare conditions and price breakdown for each fare on
the search results page.

If TLA carriers are returned when performing an informative pricing, you will only be able to
view the fare conditions. Any credit card fees and onward booking (OB) fees will not be
displayed for these fares.

Example: Informative pricing

? Your Air Search Options
Profile r~ o T
Global _— Fare
From To Date % |ndicator Airline Class Stopover Transfer Brkpt.
NCE140955
LON NYC 14DEC14 [ AF r [T [T Remove
NYC LON osuant1s [0 AF Remaove
d 1 segment
B More search optons Searchby  Informative Pricing (FQF) =l m
Print

Fare List (Taxes included, Fees exempted)
Fare Detalls for: ADT (price per Passenger) | Fare Basis: NKWGBL+QKXSRGB | Tour Code: -

Fare PAX = Discount :  Price(EUR) -
Origin / Destination: LON/LON Corporate ID: - Last date to ticket: -
NEWGBL+NKX 1 ADT
Dep. Arr, Stop Class Date Fare Basis NVB NVA Bag.
MIVGBL+QIOC. 1 ADT
LON NYC N 14DEC NKWGEBL 14DEC 14DEC 1PC
NEWGBL+HKX 1 ADT
NYC LON Q DSJAN QKXSRGB DSJAN 05JAN 1PC
1 ADT 11377 _ -
~ Currency Price iew Fare Conditions
! 0T 1.604 Base Fare GEP 413,00
1 ADT Banker's Rate: 1.25133
" 217 00
P 20T Equivalent Fare EUR 517,00
Taxes EUR 369,37
1 ADT 234271 Fees i
- . - - Total EUR 916.37 ol

How to price an itinerary using informative pricing

1. Select the Informative Pricing (FQP) option in the Search By drop-down list.
2. Enter the search criteria.

3. To refine your search, such as add a passenger type, fare type, taxes or fees, click on
More Search Options and select the additional search options.

Click on Search.
Select a fare to display its ticket image.
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Pricing an itinerary using itinerary pricing

What is itinerary pricing?

Itinerary pricing enables you to price an itinerary with a list of applicable fares based upon
your search criteria where one or more passengers are present, along with at least one
segment in the booking file.

The itinerary can also be priced with no passengers present in the booking file, if this option
is enabled.

You can view the passengers and segments in the Air Pricing Options page.

What are the different pricing modes in itinerary pricing?

Pricing Mode Description
Prices the segments in the booking file and their associated
passengers in the best available fare for the given booking class.
If the Price Without Passenger site parameter is enabled, you can
Price - No TST (FXX)  price the itinerary even if:
e There is no passenger in the booking file.
e There is a passenger in the booking file but you do not select
them.
Requests any cheaper fares that are available with a rebook option.
It also allows you to request a specific cabin in the pricing.

If the Price Without Passenger site parameter is enabled:
Lower Fares - No TST

(FXA) ¢ You can price the itinerary even if there is no passenger in the

booking file.

e However, if there is a passenger in the booking file, they must be
selected to allow the pricing.
Requests the lowest fare possible with the Best Pricer function. It
also allows you to request a specific cabin in the pricing.

Returns one fare recommendation per passenger type that can be
selected and confirmed.

If the cheapest fare is not available, it also returns the lowest fare

Lowest Possible Fare possible per passenger type but that is not available.
- No TST (FXA/LO)

If the Price Without Passenger site parameter is enabled:

¢ You can price the itinerary even if there is no passenger in the
booking file.

e However, if there is a passenger in the booking file, they must be
selected to allow the pricing.
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Pricing Mode

Price - With TST
(FXP)

Book Lowest Fare -
With TST (FXB)

Book Lowest Fare -
Without TST (FXR)

4. Air

Description

Prices the segments in the booking file and their associated
passengers without specifically requesting the cheapest fare.
If only one fare applies, the TST is automatically created and a
message is displayed to confirm this.
If there is no passenger in the booking file, pricing is not possible.
Requests the lowest available fare with the Best Pricer function.
Automatically rebooks the itinerary in the booking classes
corresponding to the fare and creates a TST.
If there is no passenger in the booking file, pricing is not possible.
Requests the lowest available fare with the Best Pricer function.
Automatically rebooks the itinerary in the booking classes
corresponding to the fare but no TST is created.
If the Price Without Passenger site parameter is enabled:

¢ You can price the itinerary even if there is no passenger in the

booking file.

e However, if there is a passenger in the booking file, they must be
selected to allow the pricing.

How to price an itinerary using itinerary pricing

1. Select the passengers (if available) or the segments to price.

2. Specify any advanced options such as Fare Type, Taxes, Surcharges, Fee or Baggage
Included to further narrow the pricing options.

. Select the Pricing Mode to Apply, for example: Price - No TST (FX).

If you are pricing segments in an itinerary without any passengers present (if this option
is available to you), you will not be able to confirm or store the priced itinerary in a TST.

4. Click on Price.

5. Select a fare to display its ticket image.

6. Display and propose any available upgrades.

See also How are upgrade offers displayed in itinerary pricing? below.

. If required, rebook the itinerary.

8. Click on Confirm and Create TST to book the flights in the new booking class (if

applicable) and to generate a TST in the booking file.

How are upgrade offers displayed in itinerary pricing?

After you price an itinerary, any upgrade offers are displayed in the Available Fares section
beside the corresponding Fare Family.
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Example: Upgrade offers in itinerary pricing

Select the pricing mode to apply:  Price - No TST (FXX) v ) A tors m
PAX PTC Fare Basis Fare Family Frice (EUR)
® pq ADT SBAZS BASIC (all selectad flights) See full description 323.70
Meal At a charge Refund Mot offered
Baggage At a charge Changes Mot offered

Seat assignment Mot offered

|:| Upgrade to EASIC PLUS (all selected flights) + 60.00
You add: Baggage Included Changes Atacharge Refund Atacharge

[v/] Upgrade to FLEX (MUG-MAD) + 80.00
You add: Meal Included Baggage Included Seaf assignment Included

Changes Included Refund Included

[] Upgrade to FLEX (MAD-MUC) + 84.00
You add: Meal Included Baggage included Seat assignment [ncluded

# Fare Details Changes Included Refund Included

Mew price with your selecled upgrade: 403.70

Total price for this TST: 403,70 EUR Confirm and Create TST

What are the prerequisites for upgrade offers?

e A Fare Family must be available in the pricing results.

e All passengers must be priced in the same Fare Family.

For more information, see Understanding Fare Families on page 97.

How to rebook an itinerary upgrade

The booking file must contain at least one passenger and all passengers must be upgraded to
the same Fare Family.

1. After you price an itinerary, select the chosen upgrade.
2. Click on Confirm and Create TST.
You are redirected to the booking file and the itinerary details reflect the upgrade.

Booking a flight using Direct Sell

What is Direct Sell?

Direct Sell allows you to directly enter flight information to book flights without having to
use an availability display.
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Example: Direct Sell

J& Your Air Search Options

B Hide Search Panel

Select Search Type

Direct Sell (33) |:|O|:-en Segment
AV

Flight Number Class From To Date -

BALLT Y LON JFK 10APR1S Remave
Add 1 segment

Seats:  Booking Action Code

1

How to book a flight using Direct Sell

1. Select the Direct Sell (SS) option in the Search By drop-down list.
2. Enter the flight information.

If you have chosen to book an open segment, you must enter the airline code rather than
the flight number.

3. Click on Book.

Adding ghost, passive, and information
segments to an air booking

What is ghost, passive and information Segment Sell?

A ghost, passive, and information Segment Sell enables you to directly enter informative
segments and associate a specific segment to passengers in an active booking file.
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Example: Adding ghost, passive or information segments to a booking file

5 Your Air Search Options
B Hide Search Panel

Select Search Type Ghost, Passive & Information Segment Sell d

Select Segment Type (& Ghost, Passive (" Information (ARNK) ¢ Information

:‘tﬂé o Class From To Dep.Date & Arr. Date .?ﬁ:::num ?i':::al Rec Locator

BAIT Y LON JFK 25DEC14 [ = Remove
Add 1 segment

Seats: Passenger Association Booking Action Code

1 Ghost Confirmed (GK) A

How to add a ghost, passive or information segment to a booking file
1. Select the Ghost, Passive and Information Segment Sell option in the Search By drop-
down list.
2. Select the segment type that you want to add to the booking file:
° Ghost, passive
° Information (ARNK)
° Information
3. Enter the itinerary details (mandatory information highlighted in yellow).
Click on Add.

Adding non-air content and ancillary services
to an air booking

What is Cross-Sell?

Cross-Sell is a feature that automatically presents additional, relevant non-air content and
ancillary services, for example, hotels, transfer, and ancillary services, after an air booking is
confirmed in Sell Connect. This allows your agency to do more cross-selling of other products
and increase profits.

The Cross-Sell banner appears in the command page or booking file after an air segment is
booked and confirmed. Based on the air segments, Cross-Sell displays a teaser banner
showing only eligible and customized upsell and ancillary services, such as hotel, car,
baggage or seat reservation.

After an air segment is booked and confirmed, the cross-sell banner appears as follows:
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Example: Cross-Sell recommendations for non-air content and ancillary services

dMaDEUS

W || Herw Bociong Pie il o jl Sirwe Comemand Page || K Teawelier M-'-IJ

[
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- =

S e —— e s e

[P —— T ———
S m——-— - et
10 MR e it
=it T - | en |
Example: Cross-Sell push for Transfers
— =3
kel o L3 T i - CotEanesl =1a-.;1'rm ]
TR g P WLIE LR A5y P, L PUEE 2oisl Troe= 1000 PUR s ger
e R e [
T T Tl * s T Pl ‘ ot By e
Mot Beog bilen, B, Tiryea Fe, B ped Mol Uprpedes Semg L Clns Y o, B Bt £.g, Pl o W et
) 8 5 P 5 e 5 P 5 5 e 4 g b Il
Pabap e 5 P, T
L= Ay R, i Fhop e P, B e g e L P, - Fia, " — Y LT i . L P, IS
Prne Farn bt s, Fres vy Facn, lagedrpce Tremes v T Fara lagadepeca Tremos - o 08 P fata e o

e LB U

. B

- B

=2 -

= -

©2022 Amadeus s.a.s - All Rights Reserved.

112



Amadeus Selling Platform Connect 5. All Fares

5. All Fares

What is All Fares?

All Fares is an Air search, display and booking tool in Selling Platform Connect that combines
the following GDS and non-GDS content sources: E-ticket, EAC, LTC and NDC.

You can search for the following fare types:

e Amadeus fare types: Fares that are available through the Amadeus GDS. They include
public fares and private fares. Any light ticketing fares distributed through the Amadeus
GDS are also included.

e Other fare types: Fares that are not available through the Amadeus GDS. These fares can
either be accessed by any travel agent (public fares) or be restricted to registered travel
agencies where credentials are required (negotiated fares).

How to access All Fares

You have different ways to open All Fares.

From New booking file, select Air search.

Your Desktop

New booking file

Create a new booking file starting with...

[ ]
M Passenger Name

A\ Air search

=4 Hotel search
4 Car search

& Rail search

Alternatively, from the Command page, click on the aircraft icon in the Go to section.
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Show in command page
k=[]

More Products '

Show booking file

The All Fares page opens.

The Itinerary, Passenger and Fares and fees sections can be set up to be collapsed or
expanded by default.

@® Standard search () Flexible Dates

Itinerary
From* To* Date* Time
‘ Abidjan (ABJ) B | | City or Airport A ‘ | oMAR22 B | | Departure - ‘ | HHMM m ~
Cabin Airlines and alliances (D)
‘ By price [lowest) - | | Add or exclude airlines and aliiances - ‘ [) No connections (@
From* To* Date* Time
‘ City or Airport B | | Abidjan [ABJ) A ‘ | oMAR22 = | | Departure - ‘ | HHMM m o+ v
Passengers ~
Passenger Type Codes (PTCs)*
|1 IADT Ha |CHD ||0 IWF |
Add passengers
Fares and fees ~
Fare types* Fare options
Public Fare Restrictions
Mepetastied Fare restrictions »
[ Corporste code
Currency || Baggageincluded

XOF [] Withhold taxes
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Making a booking in All Fares

How to retrieve the traveler profile

1. Click on Profiles in the Main Page and select Traveler.

Profiles ~
(W Traveler
() Campeny
) Group
) Agency
Record locator ~
Last name:
First name
Company name
Country
ZIF cade
Telephone
Profile status
Active only ~

Office ID

m Clear fields

2. Enter the traveler's last name.

3. Click on Retrieve.
If there is only one profile with the specified name, this profile is displayed. If several
profiles are linked to the name, you need to select the traveler profile from the list. All
linked information, for example, passport number and telephone number, is
automatically retrieved.

4. Inthe displayed profile, click on Transfer and select Transfer all data or Selective
transfer.
The profile is linked to the booking file.

For more information on profiles, see Getting started with Profiles.
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How to search for flights

1. Inthe Itinerary section, fill in all mandatory fields (marked with *) and other required
fields, such as travel time, cabin type and wished or excluded airlines.

Itinerary

From* To* Date* Time

‘ London (LON) A‘ ‘ Singapore (SIN) A‘ ‘ 04NOV21 ] | ‘ Flexible departure range v ‘ ‘ HH:MM -1/+1HOUR ‘ iy ~
Cabin Airlines and alliances (@

‘By price (lowest) - ‘ ‘ S ‘ Mo connections (D

From* To* Date * Time

‘ Singapore (SIN) A ‘ London (LON) A‘ l 10NOV21 i I ‘ Departure after - ‘ ‘ HH:MM ‘ l il | +] v

@ NO CONNECTIONS

Note: To exclude an airline, in the Airlines and alliances field, type a minus sign (-)
and select the airline from the drop-down list.

2. Inthe Passengers section, select the number for each passenger type. If you need to
book any other passenger type, click on Add passengers, start writing the passenger type
code and select one from the list.

Passengers ~
Passenger Type Codes (PTCs)* Profile information
() EnterIT PTCs ) Amadeus

[ for [0 am|[o] |

HE

Add

Entercog cnw

3. Inthe Fares and fees section, select the fare types you need. You can enter up to 6
corporate codes or corporate names.

Fares and fees ~
Fare types* Fare options
Public Fare Restrictions
Negotiated ‘ Fare restrictions -
Corporate code -
Currency [[] Baggageincluded
AMADEUS
— * =] | er | [ Withhold taxes

4. Click on Search.
The Results page opens. See Understanding the Results page on the next page.
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How to search with flexible dates

1. Inthe search page, select Flexible dates if you want to search within a range of -/+ 3
days.

Your air search

* Mandatory

) standard search (@ Flexible Dates

2. Click on Search.

The calendar opens, offering an overview of prices for departure and return dates 3 days
before and 3 days after the specified dates.

(O None @ Flexible Dates

(+/- 3 days)

currency: EUR I LowestFare  [includes one checked baggage or more

Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Sep 4,2021 Seps, 2021 Sep§, 2021 Sep7,2021 Sep 8, 2021 Sep9,2021 Sep 10,2021
Wednesday 582.61 582.61 582.61 582.61 503.61 582.61 583.19
Sep 15,2021 Public Public Public Public Public £ Public Public
Thursday '520.86 538.50 538.50 538.50 752“6 'szo.ss 530.17
Sep 16,2021 Public 0 public Public Public Public 0 public 0 Public
Friday 582.61 582.61 582.61 582.61 503.61 582.61 583.19
Sep 17,2021 Public Public Public Public Public 0 public Public
saturday 538.59 535.36 538.59 538.59 593.61 538.59 539.17
Sep 18,2021 Public Public O | public Public Public € | public Public
sunday 582.61 582.61 582.61 582.61 668.58 582.61 583.19
Sep 19,2021 Public Public Public Public Public £ | public Public
Monday P06 538.50 538.50 538.59 ¥ 0.z V2085 539.17
Sep 20,2021 Public [ public Public Public Public D public [ public
Tuesday 'szo.es 538.61 538.61 538.61 '520‘86 'szo.ss 539.19
Sep 21,2021 Public 0O public Public Public Public £ public O Public

3. Select the preferred set of dates and click on Continue.

The Results page opens. See Understanding the Results page below.

Understanding the Results page

The search results are displayed with the cheapest fare at the top.
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Filters Results

59 results Showing 1-25 of 59 results

L= c
Price (XOF) o XOF 102,400 . PTC 4ot

D [Publicfare v

Baggage allowance o LHR 3:50 PM = CDG 6:10PM ars pir France ECONOMY LIGHT2 o
(@© 1:220 No connections AF1781 Y &
Flight time v
July22,2022 8:55 PM ~
Number of connections % CDG 8:55 PM - LHR 9:20 PM ars Air France ECONOMY LIGHT2
@© 1:25 No connections AF 1380 WY &
Connections v
Airlines v = Additional fees may apply depending on your selected form of payment
3 more fares for this itinerary Compareall
Airports 4 @® XOF 141,000 * O XOF 207,800 * (O XOF 216,200 *
Public fare | Full fare conditions Public fare | Full fare conditions Public fare | Full fare conditions
Flight duration “ ECONOMY STANDARD ECONOMY FLEX + BUSINESS LEISURE BUSINESS LEISURE
Cabin Economy Cabin Economy + Business Cabin Business
Cabins v aoMNyY$ Show details e Y v Show details YN Y S Show details

. Select flight with this fare
Booking classes v

* Additional fees may apply depending on your selected form of payment

A Filters to narrow down the search results.

ve)

Total price including taxes.
C  Passenger type code (PTC), for example, ADT (adult).

Fare type giving access to the price breakdown, the fare details for each passenger
and the full fare conditions.

Flight recommendation.
N/A.
Arrow to expand the selected flight and show the schedule, carrier and Fare Family.

T @ M m

Airline and flight number.

Fare Family indication, with icons referring to the services that are included, for
example, power, beverage, free baggage allowance or a meal.

J Fare Family upgrade options.
Compare all button, opening the comparison matrix and allowing you to compare the
services offered by each Fare Family.

L Remaining seats.
M  Propose offer button to propose the recommendation.
N  Select flight button to book the flights.

For some airlines, the content source will be identified by a special badge, such as NDC, EAC
or LTC.

Example:
91 .45 EUR Issuance required to canfirm e
Public fare AC Gl

Fare Details v
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How to compare fares

1. In the Results page, click on Compare all.

XOF 584,000 * PTC Aot

Public fare ~
LCY 5:50 PM = SIN 4:15 PM +1 % KLM Royal Dutch Airlines
(© 15:25 1Connection Operated by KLM CITYHOPPER

KL 992, KL 837

SIN 12:40 AM = LCY 8:50 AM wia KLM Royal Dutch Airlines
(9 15:10 1Connection Operated by KLM CITYHOPPER
KL 836, KL 985
_ SIN 12:40 AM = LCY 9:30 AM wiia KLM Royal Dutch Airlines
O (0 15:50 1Connection Operated by KLM CITYHOPPER
KL 836, KL 387
_ SIN 12:40 AM = LCY 5:20 PM «i%a KLM Royal Dutch Airlines
- (© 23:40 1Connection Operated by KLM CITYHOPPER
KL 836, KL 991
_ SIN 12:40 AM = LHR 10:45AM wiia KLM Royal Dutch Airlines
o (0 17:05 1Connection KL 836, KL 1009

3 more fares for this if\nerar\flComparealtl

(® XOF 645,000 * () XOF 759,400 *

Public fare | Full fare conditions Public fare | Full fare conditions
ECONOMY STANDARD ECONOMY FLEX

Cabin Economy Cabin Economy

oMY & Show details [ R =R

5. All Fares

~
ECONOMY LIGHT2 -
MY ¢

~
ECONOMY LIGHT2 -
Y ¢ =
ECONOMY LIGHT2 .
Y <
ECONOMY LIGHT2 o
MYy <
ECONOMY LIGHT2 o
7Y <

* Additional fees may apply depending on your selected form of payment

Show details

() XOF 2,494,900 *

Public fare | Full fare conditions
ECONOMY FULL FLEX

Cabin Economy

0% WY& E

Select flight with this fare

Show details

* Additional fees may apply depending on your selected form of payment

The Compare your fares matrix is displayed. It contains the services offered by each Fare
Family or a comparison of the same recommendation from different content sources

(GDS and EAC, or LTC and EAC).
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< Back to results

Compare your fares @ Legend

Fare Economy Light2
Public Fare
Price XOF 584,000
Class L+N
Cahin Economy (M)
Baggage & Checked Bag 1pc Of 23kg 158cm

Seat selection & Choice Of Standard Seat
Meals ~ Meal

Refund X Refundable Ticket
Ticket changes

Upgrades

Frequent flyer

Last ticketing date

Others + Snack
" Beverage
$ Upgrade Eligibility

Form of payment

Booking flow details

Post booking feature

Note: When the same recommendation is available through GDS and EAC, or LTC and

LCY — SIN  SIN — LCY @

Economy Standard

Public Fare

XOF 645,000

Economy (M)

~ apT  1pc [All ltinerary)
% Choice Of Standard Seat
+ Meal

¥ Refundable Ticket

" Changeable Ticket

' Snack
' Beverage
$ Upgrade Eligibility

Economy Flex

Public Fare

Economy (M}

~ AT 1pc (All ltinerary)
+ Choice Of Standard Seat
+ Meal

+ Refundable Ticket

' Changeable Ticket

+ Snack
+ Beverage
$ Upgrade Eligibility

5. All Fares

Economy Full Flex

PublicFare

XOF 2,494,900

Economy (M)

" aoT  1pc (All ltinerary)
+ Choice Of Standard Seat
+ Meal

+ Refundable Ticket

+ Changeable Ticket

+ Snack
+ Beverage
% Upgrade Eligibility

EAC, the comparison matrix contains these recommendations side by side. The last three
fields Form of payment, Booking flow details and Post booking feature contain the

content source-specific details.

For example:
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Fare

Price

Class

Cabin

Standard Standard eac
EUR 40.07 EUR 40.07

\r’ v

Economy (M) Economy (M)

Bazzazeghs , ﬁ 3_Bigy$ugp3§_|b GELEESED jz_g_s,s of Upto33lb ;_;.k._;j?n;y.a

AEs

Form of payment " Credit Card (V1) " 328 Wallet (VCN)
+" Debit card (VI " Cradit Card [ AX)
Booking flow details " Confirmation Email Language | ... w DOBE Mandatory

" DOE Mandatory

Post booking feature " Booking Change - Date " Add Ancillary

L, Add Ancillary %, Booking Change - Date

2. To check the meaning of the icons, click on Legend.

Compare your fareum -

Airline

Fare

Price

Flight details

@ Legend

+ Included

{, Contact the airline

$ Chargeable

X Not offered )

- Data not sent by airline

3. To go back to the results, click on the Back to results button.

How to make an offer

1. In the Results page, click on Propose offer.

I Proceed the same way for all flights you want to include in the offer.

2. Under the Go to section, click on Show in command page to see the offer.

-—— OFR ---

=MIeRU1 202800

3. Enter RTOF to display the flights included in the offer.
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> ERTOF
S ERU1200820
1 OFFER
1 Ba 011 0 D7SEP LHESIN 0OCl
2 Ba 0le O 1B8SEP SINLHE 0Ol
2 OFFER
1 50 3035 E 0O7SEP LHESIN OCl
2 5S¢ 30& K 18SEP SINLHE 0Ol

How to book flights

TOTAT

TOTAT

1. Inthe Results page, click on Select flight.

Filters

3results
Price (EUR) v
Fare type v
Baggage allowance v
Flight time v
Number of connections N
Connections %
Airlines S
Airports v
Flight duration v
Cabins v
Booking classes v

Results

Showing 1-3 of 3 results

646.19 EUR
Public fare
Fare Details «

September 7, 2021

LON=> SIN

LHR 11:25 AM - SIN 7:30 AM +1
® 13:05 No connections

September 18, 2021
SIN—> LON

SIN 9:00 AM = LHR 3:40 PM
® 13:40 No connections

PTC 0T

Departure time

.2 Singapore Airlines

Departure time

9:00 AM 11:30PM

_ Singapore Airlines

Upgrades available for this itinerary

ECONOMY VALUE + ECONOMY VALUE

+170.00 EUR 1
Total: 816,19 EUR

ECONOMY STANDARD + ECONOMY STANDARD
+394.00EUR 1 &
Total: 1,040.19 EUR

The Travelers and Payment page is displayed.
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ECONOMY LITE
1

ECONOMY LITE
1

350.88 EUR
1855 1605+1 E
2235 0505+1 E
635.52 EUR
0925 0530+1 E
0110 0745

E

Propose offer Select flight

Compare fares »

ECONOMY FLEXI + PREMIUM ECONOMY STAND...
+965.00 EUR 1 &
Total: 1,611.19 EUR
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»f Travelers and Payment
Please confirm and pay for the following traveler and flight bookings

Itinerary Details (2)

#  Flight Class Date From To Departure time  Arrival time  Aircraft Duration
K-
Economy LHR SIN om30(s1  DofME

1. s5Q317 without 07SEP21 T2 - Heath T0- Changi 11:25 dl T7T- 13h05
Ecanomy -rieathrow - Lhangl 3 300ER
Premium
K-
Economy )

e . SIN LHR . . Airbus

2. 5Q308 without 185EP21 T3-Changi T3 - Heathrow 0%:00 15:40 A350-500 13h40
Economy
Premium  Mr.

Traveler information (1 + 0 INF)

# PTC Title Last Name First Name Date Of Birth Contact
1. ADT Mr Smith John Paul o .
) Email :
Phone:

Payment Information (1)

Form of payment
Please select... W
Billing Address (1)
Address Selection Address Details
Mew address... = Streset Mame/Mumber

Postal Code City

State/Province Country

= Price Details (2)
Total price to be paid: 646.19 EUR (For all passengers, including taxes and discount)

# PTC Fare Tax Total to be paid
L ADT 464.00 EUR 182,15 EUR 646.19 EUR
Total 464.00 EUR 182,19 EUR 646.19 EUR

Back to Search m Send Reservation Request

2. Inthe Form of payment section, select the form of payment and enter the necessary
details.

3. Fillin the billing details in the Billing address section, if required.
Click on Send reservation request to confirm the booking.

The Review Reservation page is displayed.
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A Review Reservation

Itinerary Details (2)

# Flight Class Date From To Departure time  Arrival time  Aircraft Duration  Status
K-
Economy LHR SIN o7:30(+1  Bo0ing
1. s5Q317 without 07TSEP21 ) 11:25 ' T7I- 13h05 HK1
T2 - Heathrow TO- Changi day)
Economy 300ER
Premium
K-
Economy s LHR Airbus
2. 50308 without 185EP21 - 09:00 15:40 A350-  13h40 HK1
T3-Changi T2 - Heathrow
Economy S00
Premium

Traveler information (1 + 0 INF)

# PTC Title Last Name First Name Date Of Birth Contact
1. ADT Mr Smith John Paul - Email : -
Phone: -

Payment Information (1)

Form of payment
Cash

Billing Address (0)
Address Details
Street Mame/Number -
Postal Code - City
State/Province - Country

= Price Details (2)
Total price to be paid: 646.19 EUR (For all passengers, including taxes and discount) Fare conditions

& PTC Fare Tax Total to be paid
1 ADT 464.00 EUR 182,12 EUR 646,19 EUR
Total 464.00 EUR 182.19 EUR 646.19 EUR

Add Seats | Add Services | Go to booking file

5. Click on Go to booking file.
The Booking File Information page is displayed.

Booking File Information

Booking File History ~ TSTHistory  Cryptic Display ~ View TSMHistory  Delay Booking File

Duplicate BookingFil= ~ Copy

Request Received From (RF):* | MM Ticketing Arrangsment: | TL = 07AUG2021 (| Add More options

Responsible Agent: - Responsible Office- BRU1A0982 Ticketing Office: BRU1ADS82
Created on- by - Mot saved yet

6. If required, modify the Request received from (RF) field. By default, this field is prefilled
with your user login.
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7. To add the ticketing arrangement, click on Add.
8. To finalize the booking, click on Save and confirm (ER).

The Record locator code confirms the booking.

Booking File Informatien

Booking File History TST History Cryptic Display View TSM History Delay Boo Place On Queue Duplicate Booking File Copy v
Request Recelved From (RF):* Ticketing Arrangement: TKTLOTAUGZ1  Remove More cptions
Responsible Agent: MMSU Responsible Office: BRU1A0S82 Ticketing Office: BRU1A0S82

Created on May 26, 2021 by 1102MM Last saved: May 26, 2021, 4:09:00 PM Record loc QSCFZ0
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6. NDC

What is NDC?

NDC (New Distribution Capability) offers travel agencies more airline content, richer fare
bundles, ancillary services and upsell opportunities in Selling Platform Connect in real time.

The following features are supported:

NDC content can only be searched and booked in graphic mode using All Fares.

Seats can be added in every stage of the booking flow, even after payment. Other
ancillaries can only be added after booking and before payment.

Payment and issuance is done through the booking file. Cash and credit card payments
are possible.

NDC content can only be mixed with hotel and car content in the same PNR and
miscellaneous segments.

Cancellations are only possible before issuance. Voiding and refunding are possible.
Exchanges are possible.

° Schedule driven exchange is available for Farelogix carriers.

° Exchange Shopper is available for Altea carriers.

PNR context and history are available. PNR context (with or without Profile) is considered
and prefilled in the All Fares shopping flow.

Remarks can be added from the booking file.

No comparison of recommendations is possible.

How to search for flights

In the What do you want to do next? section, click on (¥ or on Air booking.
Click on Search.
The Your Air Search page is displayed.

3. Inthe Itinerary section, complete all mandatory fields and other required information.

4. In the Passengers section, select the number for each passenger type. You can search by

Discount Pass, Corporation Id and Frequent Flyer number.
In the Fares and fees section, select the type of fares, such as public or negotiated.

You can add multiple corporate codes or an NDC-specific airline promotion code (only
valid for SQ for the moment). You can search for NDC content only or exclude NDC
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content in Manage content. Through SmartScript, you can have search options
Corporate code, Exclude NDC content and NDC promotion code prefilled.
Fares and fees

Fare types* Fare options Manage content Promotion codes
B Fubic

Note:

The corporate codes that were stored in the Agency or Company profile are
automatically available in the Search page, with their airline associations. A maximum
of six can be selected to be sent to the airlines.

Corporate codes that were not stored in the Agency or Company profile, can be
entered manually in this screen but without airline associations. A maximum of six can
be selected. Because there is no airline association, the codes are sent to all airlines
(except to Air France, which does not accept codes without airline association).

If you selected six corporate codes and the airline accepts less, only the first codes
from the selection are sent.

6. Click on Search.
The Results page is displayed.

Understanding the NDC Results page

In the Results page, you can use filters to refine the results. The following elements indicate
that you are looking at NDC content:

Warning message.
NDC badge.
Time limit.

No Compare all button leading to the comparison matrix.
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| NDC results may ignore some search options, or apply them differently | b4
Filters Results
5 results Showing 1-5 of 5 results

- PTC
Price (EUR) — EUR 39834 a0t

Private fare «

Fare type hd NDC Offer expires in 29 minutes. Price may change before expiration.
Baggzage allowance “ September 7,2022 Singapore Airlines Ecanomy Lite .
DEL 2:00 AM = SIN 4:55 PM 5Q4o0L [ Show more services
Flight time v (@ 525 Noconnections
September 15,2022 Singapore Airlines Economy Lite .
Number of connections A SIN 2:35 AM — DEL 5:40 AM SQa02z [0 Show mare services
(@ 5:35 Noconnections
Connections e Shen .
Show upgrades F—
Airlines ~ + additional fees may apply depending on your selected form of payment
Airports v FUR 39834 * PTC apT @
Private fare
Flight duration v
NDC Offer expires in 29 minutes. Price may change before expiration.
Cabins e September 7, 2022 Singapore Airlines Economy Lite .
DEL 2:00 AM = SIN 4:55 PM 5Q 401 [0 Show more services
i ses v -
Booking classes (Y 5:25 Mo connections
September 15,2022 ... Singapore Airlines Economy Lite
Content ~ W
SIN 4:50 PM —» DEL 8:10 PM SQ406 [0 Show more services
() Al content (U 5:50 Noconnections
(®) Specific content only Show upgrades : Select flight
NDC

+ additional fees may apply depending on your selected form of payment

The Content filter allows you to include only NDC content in the search results.
When available, the discounted price is shown and the original price is struck through.

When you expand the fare type, the Corporate identifier number (CLID) is displayed in the
Fare line, if available in the PNR context.

The airline, flight number, Fare Family and baggage allowance icons are displayed. Click on
Show more services to see the latest flight, baggage and services information provided by
the airline.
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EUR 39834 * PTC s o

Private fare +

MNDC Offer expires in 23 minutes. Price may change before expiration.

September 7, 2022 . Singapore Airlines Economy Lite

DEL 9:55 PM — SIN 6:10 AM +1 5Q 403 [im)]

(U 5:45 Noconnections

Wednesday, September 7, 2022 o Singapore Airlines [0 Baggage information

Delhi 50403 - Airbus A380-300

DEL Indira Gandhi Internati... Included

9:55 PM Terminal 3 Class K Cabin M Award accrual: 1292

; ) Award accrual full: singapore airlines & silkair
) Baggage information . .

Singapore operated flights krisflyer: 1095 of actual flown

SIN Changi [ 40T 25kg distance. partner frequent flyer programmes:

6:10 AM +1 Terminal 0 accrual levels may differ on singapore airlines
Arrives on Thursday, September 8, 2022 operated flights: not accruable on silkair

operated flights. for ticket(s) partially paid for
using krisflyer miles, the miles earned are
proportionate to the amount paid using
credit/debit card. these miles can only be
credited to krisflysr membership accounts.
flights operated by other airlines krisflyer
mileage accrual levels on flights operated by
krisflyer partner airlines may differ. codeshare
flights operated by non-krisflyer partner airlines
are not accruable to krisflyer. for details, visit
http:/ www.singaporeair.com/en_uk/sg/ppsclub-
krisflyer/earn-miles/earn-when-you-fly/
Award upgrade: not allowed

Show Details~

Some zervices may net apply to all flights

To see the upsell cards, click on Show upgrades.

EUR 39834 * PTC sor [ noc ]

Private fare ~

NDC Offer expires in 30 minutes. Price may change before expiration.

September 7, 2022 Singapore Airlines Economy Lite o
DEL 2:00 AM —* SIN 4:55 PM 5401 [im]

(O 5:25 No connections

September 15,2022 e SiNgapore Airlines Economy Lite o
SIM 2:35 AM — DEL 5:40 AM 5Q 402 i)

(T 5:35 Mo connections

Show upgrades Select flight

* Additional fees may apply depending on your zelected form of payment

Upgrades available for this itinerary

ECONOMY VALUE ECONOMY FLEXI + ECONOMY STANDARD ECONOMY FLEXI
Total: EUR 574.74 Total: EUR 1,045.14 Total: EUR 1,282.44
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How to book flights

1. In the Results page, click on Select flight.

The Booking summary page is displayed. It shows the itinerary details, the passenger
information, the contact information and the price details. See Understanding the NDC
booking summary page below.

2. If needed, add the passport or the frequent flyer information in the Passenger
information section.

Note: This information cannot be added later in the process.

3. In the Price details section, click on Book.
The booking file is displayed. See Understanding the NDC booking file on page 133.
4. If required, modify the following information in the Booking File Information section:
° Request received from (RF) . This field is prefilled with your user login.
° Ticketing arrangement. By default, these fields are prefilled with the ticket time limit
value and the date of the first weekday before the OPC date. To change this, click on
More options.
If required, add a hotel booking.
6. Click on Save & confirm (ER) to finalize the booking.

The NDC order ID number, Amadeus record locator and airline record locator are
displayed in the Booking File Information section.

Booking File Information

Booking File History TST History Cryptic Display TSM History Delay Booking File Place on queue Synchronize NDC Order
Request Received From (RF):™ | 0004FV Ticketing Arrangement: TK TL14JUN22/NCE1IA27QC  Remove More options
Responsible Agent: FVGS Responsible Office: NCE1A27QC Creating Office: NCE1A27QC Order ID: AFOSTU20858EA
Created on 14 Jun 2022 by 0004FV Last saved: 14 Jun 2022, 09:55:00 Airline record locator: SCA4E4T

Understanding the NDC booking summary
page

¢ In the Booking summary page, you can create the NDC order.
¢ The offer time limit is rebooted and displayed.

¢ The fields may be prefilled with information from the PNR context or can be added in the
session (Date of birth and gender from the SR DOCS element).

e In the Passenger information section, the Date of birth and Gender fields are mandatory
when the itinerary contains a secured flight.
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In Latin America, the Tax identifier and Fiscal number fields are also available.

¢ A warning message recommends you to enter secured flight information when no
information is returned by the airline.

¢ You can share the traveller information with the airline.

¢ You can enter a frequent flyer number and a passport number.

¢ Indian GST is supported. The GST number and company name are mandatory when GST
information is entered.

e Ifthere is a credit card in the PNR, the OB fees are calculated automatically before the
creation of the NDC order.

The OB fee calculator allows you to calculate OB fees by entering the 6 first digits of the
credit card number or by selecting a prefilled FOP from the context.

OB fees are added to the total price and displayed in the airline fees column.
e The corporate identifier is displayed in the Price breakdown section.
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" Booking File 1

A\ Offer expires in 30 minutes.

Booking summary

Itinerary details

FINNAIR 23 Jan2021 Class Z Cabin ECO (M)
AY 1571

FINNAIR 29 Jan 2021 Class Z Cabin ECO (M)
AY 1578

Passenger information

l A Fori here Secure Flight program applies, enter all passport information now. If not, you will not be able to issue tickets. I
* Mandatory
1 Last name* Firstname *
ADT | Last name H First name
Title Date of birth Gender
[ vHDMMuW Echnooseamvl
Travel documents

Add passport  Add Frequent Flyer

Contact information

@ Sshare atleast one contact with the airline (email or mobile).

* Mandatory
Contact type * Contact* Passengers®
Luobih = | [ Entera mobile number ] ] 1 X w

B share contact with the airline to inform about schedule changes

Add contact
Passengers who don't want the airline to contact them Select passengers -
Price details
A\ Paying with credit card? Enter the card details to calculate the airline fees.
Fees can only be added at this step.
Calculate fees
Total for all passengers: 222.53 EUR (including taxes and discounts) @ Full fare conditions
1 st 90.00 EUR 13253 EUR - 222 53EUR

[ T, =een msse e
»
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Understanding the NDC booking file

The booking file for NDC shows the itinerary, fare, ticket and EMD information in the
Products section. Depending on where you are in the booking flow, different options and
actions become available.

You can expand a flight trip in the Products section to view the details for each segment part
of the flight in the Itinerary tab.

Products
i Products
Add preduct: 2. Hotel Booking e Add Seats + Add Services
Saturday, 18 December 2021 -
= KUL - LE MERIDIEN KUALA LUMPUR 17 ® CONFIRMED MYR 2,732.40 v
Tuesday, 28 December 2021
N saturday, 18 December 2021 - .
= SIN & KUL m y ' 12 ® CONFIRMED EUR257.02 ~ ‘ ~
Tuesday, 28 December 2021
ITINERARY PRICE
Singapore Airlines  Saturday, 18 SIN Singapore Changi 5 KUL Kuala Lumpur Kuala Lumpur ... class v Cabin
SQ 108 December 2021 08:30 Terminal 3 09:30 Terminal M
Singapore Airlines  Tuesday, 28 KUL Kuala Lumpur Kuala Lumpur - , S Singapore Changi Class E Cabin
SQ 125 Decemnber 2021 20:30 Terminal M 21:30 Terminal 0
The Price tab shows each passenger in the booking, with the fare details.
Products ~
G Products
Add product: = Hotel Booking
[il] cancel (3] Issue and pay (@ Full fare conditions () Baggage information ] Send itinerary

N Saturday, 18 December 2021 - - N
Tuesday, 28 December 2021

ITINERARY PRICE

Total for all passengers: EUR 374.21 (including taxes and discounts)

Passenger Type Fare amount Taxes Total Reference
ApT  DOE JOHN MR TST EUR318.00 EUR56.21 EUR37421 Not Ticketed
View TST
Total amounts = = EUR 374.21

For a hotel booking, the Details and Price tabs are displayed in the Products section.

How to add seats and services for
NDC bookings

See How to add seats and services. Specific for NDC are the following features:
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e Chargeable and free seats can only be added after booking and before ticket issuance

and payment.

¢ You can add services before or after you issue a ticket. You can book and pay for multiple

services in one payment transaction.

e Seats and services are booked independently.

™ @EPBooking File - SIMPSON ELISABETH MRS (1) - 23JAN21 - CDG - L904LA

¢ Close seatmap Segment | S2.AY1578 Z 29Jan2021 CDG-HEL 12.00/23.00 v| (@ Legend
= Passengers  Seatfeatures
i . > . h J Passengers Sealts Status
. @EE EEE g
o GE)GE EEE e D i, (5
d=GEE SEE) s
1= GCEE OOE =P
s G306 EEE) -
« GEGE GEE -
s GIEIE) OEE s
« GEE OG-
« GGG EEE -
« GEGE EEE
o G308 CIEE) -
» CEE OG-
a 53 EIEE) -
» GEE OG-
» G)EE) CIEE -
« GEE OEE
s S0 (B = | ket 9

* You select and book services from the service catalogue.
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M @& Booking File - SIMPSON ELISABETH MRS (1) - 23JAN21 - CDG - L9Q4LA

<Close service catalogue

Filters Service catalogue
Fassengets BPML Rustic beef pastrami baguette Hide details
Selectall
SIMPSON ELISABETH MRS
Passenger Segment Price
Segments
Selectall | AT SIMPSOM ELISABETH MRS AY1571 Z 23 Jan 2021 HEL-CDG 07-35/09:45 20.00 EUR
AYI571 Z 23 Jan2021 HEL- AVISTS Z 20 Jan2021 CDG-HEL 19:00/23:00
€06

S -
equ
HEL

BPML  Rustic beef pastrami baguette Show details s~
BPML  Rustic beef pastrami baguette Show details  ~
WML Chicken teriyaki wrap Show details  ~
WML Chicken teriyaki wrap Show details  ~~
WML Chicken teriyaki wrap Show details
OcML  Cheese roll Show details s~

How to pay and issue the ticket

I Note: Before issuing the ticket, review the flight details.

1. Retrieve the booking file.

2. Inthe Products section, select the flight and click on Issue and pay or select Issue and
pay from the drop-down list.
The Review and Issue Your NDC Content page is displayed.
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™ @2 Booking File - SIMPSON ELISABETH MRS (1) - 23JAN21 - CDG - LSQ4LA

Review and issue your NDC content

<Go to Booking File

Passengers

PAX2 apT MRS SIMPSON ELISABETH

Itinerary details

HEL =» CDG No connections [ woc |
FINMAIR 23 Jan2021  HEL Terminal 2 , €be Terminal 2D Class - Cabin UNKNOWN (UNKN
AY 1571 07:35 09:45
CDG —» HEL No connections [ woc |
e FINNAIR 29 Jan 2021 oG Terminal 2D , HEL Terminal 2 Class - Cabin UNKNOWN (UNKN
AY 1578 19:00 23:00
Price details
Total for all passengers: 272.53 EUR ({including taxes and discounts) (R = information @ Full fare conditions
Passenger Fare amount Taxes Services Total
MRS SIMPSON ELISABETH aoT 90.00 EUR 132 53 EUR 50.00 EUR 27253 EUR
Total amounts 272.53 EUR

3. Select the Create invoice check box if you are a Central Invoice user and you want the
invoice to be issued at the same time as the ticket.
In the Form of Payment section, select the payment type (Cash or Credit card) and
complete the information if you selected a credit card payment. The supported credit
cards are Visa, American Express, MasterCard, AirPlus, JCB and Diners Club, depending on
the market. It is recommended to use the same credit card as the one used for the OB
fee calculation.
5. Click on Issue and pay again.

NDC tickets and EMDs are displayed in the booking file.
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A message and the new ticket number confirm that NDC content was paid and issued.

Tickets(1) and EMD(2)

Fa
I @ NDC content was paid and issued I
Tickets
Ticket Number Passenger Coupons
105-2469637293 P1 SIMPSOM Elisabeth MRS e
PR 2804N
EMD-Electronic Documents
Reference Description Validating Carrier / Coupons
105-1830134033 P1 SEAT MAPIRQST] AY157T&  AY CDG-HEL 29Jan
105-1830134034 P1 MISCELLANEOUS[BPML] AY15TE  AY CDG-HEL 2%Jan
P1 MISCELLANEOUS[BPML]
AY15T1 AY HEL-CDG 23Jan
What do you want to do next? R

How to cancel an NDC booking

I Note: The PNR needs to be saved before you can cancel a booking.

1. Retrieve the booking file.

2. Inthe Products section, select the flight you want to cancel.
All segments of the flight are automatically selected.

3. Click on Cancel or select Cancel from the drop-down list.

Depending on the situation and the airline, the order is cancelled, refunded or voided.
° If no ticket has been issued, the order is cancelled.

Canceling NDC Order X

© Canceling the Order will release space in airline inventary

All tickets and NDC elements will be canceled.

° |If the airline considers the cancellation to be a void, it cancels the itinerary.

©2022 Amadeus s.a.s - All Rights Reserved. 137



Amadeus Selling Platform Connect 6. NDC

Cancelling NDC Order X

Cancellation type

All tickets and NDC elements will be cancelled.

° |If the airline considers it to be a refund, the refundable amount is displayed.

Cancelling NDC Order X

i Cancelling the Order will release space in airline inventory

Cancellation type Total penalty Total refund for all passengers

@ 90.00 EUR 46.53 EUR
Passenger Fare Taxes Penalty Tax refund Total refund
SIMPSON ELISABETH 90.00 EUR 46.53 EUR 90.00 EUR 46.53 EUR 46.53EUR

All tickets and NDC elements will be cancelled.

Note: For an IAG airline, the cancellation type is NOT PROVIDED instead of VOID or
REFUND.

4. Click on Confirm, Void now or Refund now to finalize the cancellation.

How to send an e-ticket receipt

Note: E-ticket receipts (ITR) for NDC bookings can only be issued after the ticket issuance
or exchange.

1. Retrieve the booking file.
2. Inthe Products section, select the flight and click on Send E-ticket.
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Products

iy Products

Add product: = Hotel Booking
li] Cancel ] () Full fare conditions [CD Baggage information <] send itinerary <] Send E-ticket
2= MAD - HEL (TS Saturday, 18 December 2021 12 ® conrrmED EUR 243.40

3. Inthe Issue Document Receipt pop-up window, select the required options.
For more information, see Printing and sending an e-ticket or EMD receipt on page 60.

Exchanging an NDC ticket

What are the exchange flows?

Depending on the airline, two exchange flows are possible:

¢ In the schedule driven exchange flow, you need to specify the exact changes to be done
to the order. The provider will return an offer that corresponds to the new flights.

¢ In the fare driven exchange flow, you need to specify the new itinerary. The provider will
return a set of offers that meet the changed itinerary.

How to exchange an NDC ticket

Retrieve the booking file.
In the Products section, select the flight to be exchanged.
3. Click on Exchange.

Depending on the airline, one or several options will be displayed.

° The airline returns one option that meets the changed date and details (schedule
driven flow).

° The airline returns several options that meet the changed itinerary, allowing you to
compare and select the best option (fare driven flow).

4. Select the new flight date and details.
Note: When the fare driven flow applies, it is highly recommended to specify the
desired cabin in this step of the exchange, even if the traveller does not want a

change. If the cabin is not specified, the provider may return the cheapest available
offers, which could lead to an undesired downgrade.

5. When you are using the schedule driven flow, the Waiver code field is available. If your
airline allows for waiving the exchange fee, enter the code that you received.
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6. Click on Reprice to know the conditions of the change.
7. Click on Confirm to save the changes.
8. Click on Reissue.
The booking is automatically updated with the new flight details.

Working with queues for NDC content

Understanding NDC queues

There are dedicated queue categories for NDC order change notifications:

* QACOc256-258
e QAC1c256-258
e QAC7c256-258

Queue 7 - SKEDCHG - € 257 €T

v @Booking File - (QM) UYK FRV MS (1) - 19JANZ1 - FRA - VBIWLG

Booking File Information

For more information on queues, see Understanding queues on page 326.

When is queue placement triggered?

e Flight time change:
° The flight segment time is updated in record and the status changed to TK.
° The record is queued in Q7C257.

e Involuntary flight schedule change:

° The cancelled segment status is updated to UN and a new flight segment is added
with status TK.

° The record is queued in Q7C257.

¢ Involuntary schedule cancellation:
° The cancelled segment status is updated to UN.
The record is queued in Q7C257.
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e Voluntary exchange or cancellation:
° The cancelled segment status is updated to UN and the newly added segment to TK.
° The record is queued in Q7c257.

e Cancellation due to expiry of the payment time limit:
° The cancelled segment status is updated to UN.
° The record is queued in Q7C257.

* Ancillary services (including seat) status change (waitlisted or pending to be confirmed,
pending to be waitlisted, pending, waitlisted or confirmed to be cancelled):

° The supported status codes are HK, HD, HI, KK, KD, HN, UN.
° The record is queued in Q1C257 after the update.

e Ancillary Services (including seat) addition, update or cancellation:

° The cancelled ancillary services status is updated to UN and the newly added service
or updated service will have status KK.

° The record is queued to Q1C257 after the update.
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7. Seats and Services

Working with the Seats map and Services
catalog

What are the Seats map and the Services catalog?

The Seats map allows you to check the details of a selected seat, to highlight seats with
certain features and to reserve a seat. It also displays the purchase conditions for each seat,
such as options for refund or exchange.

¥ Booking file 1

< Closeseatmap Seatmap | Service catalogue Segment | S1: KL1223 V Aug27,2021 AMS-CDG 6:40 AM/T:SSAM @ Legena

A B € D E F

|ENPERIEL]

) — PL AT SMITHEU
IESNiESER|

6

T 7 X 4
« (sisdis)  (e)(sd(e)
s (shishis) (s
1 LX\ILXM?\;

1| = (s ‘;“ﬂ \jSLUSL\jsils |p

A= (shishis)  (shishis) = v

The Services catalog allows you to add non-chargeable (standard) and chargeable services. It
also displays the purchase conditions for a service, such as options for refund or exchange,
and additional information about the product or service that has been provided by the
airline.

You can specify which passengers are holders of a passport using the Passenger Information
tab of the catalog.

Some seats and services display images when you hover your mouse over them, but this

depends on the airline information that is provided.

How to open the Seats map or Services catalog

In the What do you want to do next? section of the booking file, click on Add seats or Add
services.
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What do you want to do next?

Air Booking
assenger car Booking

Hotel Booking

Rail Booking

7. Seats and Services

Add manual E-Ticket (FHE)

anual EMD (FHD)

pplication

ocuments

You can also open the catalog on the Confirmation page of All Fares.

For information on how to reserve seats and services, see Reserving seats using the Seat
map below and Managing services using the Services catalog on page 146.

How to switch between a graphical and cryptic seats and services catalog

1. Onthe Main Page menu, click on Personal Settings > Command Page.
Alternatively, on the main Selling Platform Connect menu, click on Settings > Command
Page.

2. Select whether you want to display the graphical or cryptic services catalog, and click on
Save Your Settings.

What is a service pack?

A service pack is a pre-defined set of ancillary services that are grouped together to allow for
easier booking.

If filed by an airline, they are booked from the Packs section of the Seats and Services
catalog and are then displayed in the Special Service Requests (SSRs) and Auxiliary Services
(SVCs) section of the booking file.

You can modify or delete a booked pack in the same way as any other service.

When a pack is deleted, all of the seats or services within the pack are also deleted.

Reserving seats using the Seat map

How are prices by seat and by passenger displayed?

Prices by seat and by passenger, as well as seat discounts and commercial names, are
displayed in a tooltip when you hover over each seat that is marked as chargeable.

Prices by seat are informative and can only be displayed if a passenger name is added to the
booking file. Depending on the airline, itinerary pricing may be required before seat prices
are displayed.
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How to reserve a seat

1. Inthe What do you want to do next? section of the booking file, click on Add seat.
The Seat map is displayed.

2. Use the filter options in the Seat features section to highlight certain seat features, for
example, seats with extra leg space.

1 @ Qéﬂ @ @ Qéﬂ Qéﬂ 1 “| Passengers  Seatfeatures
» G151 o
« [s1631(s]
'MEIoE
d = SEGE
+ 1613
» Gl
» GIGIG
» GIEG)
Yotolo

Select the features to highlight on the map

14 [ Aisle seat

[:] Center seat (not window, not aisle)

[ ] Chargeable seat

ge I’ [C] Economy Comfort

] Exit row seat

] Legspace seat

[C] Overwing seat(s)

19 [] Preferential seat

[ Restricted recline seat

e C] Seat with facilities for handicapped/incapacitated passenger

21 [[] Window seat

FEEEEREERE
EEHEEEEEE
[ HEEEEEE

Note: For easylet, a message is shown containing the advantages for easylet Plus
cardholders and Flexifare customers.

¥ Booking File - TEST AMAD (1) - 14DEC - ORY - KY935T

DEDICATED SEATS AND OFFERS ARE AVAILABLE TO EASYJET PLUS CARDHOLDERS
AND FLEXIFARE CUSTOMERS. (5000}

Close seatmap Seatmap  Service catalogue
A B [ 1] E F
3 q & ixpixjix x| x>
= 5 65 o) 5

3. If there is more than one deck on the aircraft, select either Upper or Lower.

4. Click on Amenities to see the onboard services, if available.
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Segment | 51: DL11 J 3 Dec2021 LHR-MSP 12:55/1

Passengers Seat features Amenities

In-flight amenities
=] Power
3 Wi-Fi
&n Entertainment
T Fresh Food

Y Beverags

Hover over a seat to display the seat details.

6. To reserve a seat for a passenger, click on the seat.

When a seat is selected, the passenger number appears in the seat icon, and the selected
seat will be displayed in the Passengers section.

11 uéu @ Qéﬂ @ @ Qéﬂ 11 “ Passengers Seat features

« EIEE) G
4 BEE EEE s b
1+ QEE DEE -

i T c— — i— — —1

PL  ADT  SMITHElisa 18F x

To reserve multiple seats, select another passenger and then click on an available seat.
Ensure the number of seats entered matches the number of passengers selected.

Click on Book Seats to finalize the seat reservation.
The status of the seats will change to Confirmed.

How to modify a seat selection

1.

In the Special Service Requests (SSRs) and Auxiliary Services (SVCs) section of the
booking file, click on Modify for the passenger you want to modify the seat selection for.

In the Seat map, the selected seat is highlighted.

2. Cancel the booked seat.
3. Select and book a new seat.
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Managing services using the Services catalog

How to add a service

In the What do you want to do next? section of the booking file, click on Add services.
The Services catalog tab opens, displaying the service categories available for the booked
flight.

The number of chargeable services is displayed after each category. A category without
any chargeable services is greyed out.

Click on the service category requested by the passenger to know the price and to book.
Select the service details for the required passengers and segments. Click on the plus sign
(+) to expand a service.

If it is a chargeable service, you can see the cumulative price for each passenger and the
total price for all passengers. You can also see quota information. For more details on
guota information display, see How is service quota information displayed? on the next

page.

Example: Services catalog

Services Catalog O X
e mmr m

Go to seat map » Passergers

Baggage (4) P1 SMITH/ Elisa (ADT) 27TMUG21  AMS-CDG  0&:40AM  OT:55AM

Pa KL1224 V 03SEP21 CDG-AMS 08:20AM  10:00 AM

Aealc

Meals Show prices in: EUR N

Pets (2)

4.

~ (hargeable Bagaaage

Services found for passengers: P1, flight segments: 51-52

nge at departure (0 @ First extra bag Second extra bag
Service ~ Code ~ Segments Purchase Conditions Avaltabllity and Price (EURA]
Passenger Assistance/Whe.. -
1st Additional Bag € ABAG Refomdabte Exchangeable  Unlimited Total 50.00 =

Entertainme Total (EUR)

OK OK

nd transportation (O [F1 Refomdabie Exchangeable 1] 50.00

Total price for all selected passengers: 50.00

CHare (0 Book and Price
LU (U b

If you change the passenger and segment association for a chargeable service, click on
Update price to see the new price.

If the service requires more information, enter the information in the Additional details
section. Make sure all mandatory fields highlighted in yellow are completed.

Click on Book and price.

The price is displayed in the Services catalog and in the Special Services Request (SSR)
section of the booking file.
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Note: The Special Services Requests (SSR) section is only displayed in the booking file
if it contains information.

How to price all services

1. In the Special Service Requests (SSRs) and Auxiliary Services (SVCs) section of the
booking file, click on Services Pricing. This action also runs the FXG/ALL cryptic command
that prices all services.

A Services Pricing pop-up window displays the pricing results.
2. Click on OK to update the booking file with the pricing.

How to delete services

¢ In the Special Service Requests (SSRs) and Auxiliary Services (SVCs) panel of the
Services catalog:

a. Click on Delete beside the service you want to delete or click on Delete All to delete
all services.

b. Click on Close.
Or:

¢ In the Special Service Requests (SSRs) and Auxiliary Services (SVCs) section of the
booking file, click on Delete beside the service that you want to delete or click on Delete
All to delete all services.

How is service quota information displayed?

Service quota information displays the availability of a service in real time. The level of
service availability is indicated by an quota status or availability number in the Availability
column of the Seats and Services Catalog.

Quota information is only displayed for the airlines that provide this information, and it may
not be provided for all services from the same airline.

Quota information is not displayed for standard services. It is only displayed for chargeable
services.
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8. Ticketing After-Sales

Refunding e-tickets

What are the refund types for e-tickets?

Refund
Type

Basic

Basic
Full

No
Report
Tax Only

Zero

ATC
Basic

ATC Full

Description

Allows you to refund fully open or partially flown e-tickets. All remaining open
coupons (coupons with status O: Open or A: Airport Control) can be refunded.
Allows you to process the refund of fully open e-tickets without displaying the
refund record first.

Allows you to process the refund with the airline without displaying the refund
record first.

Allows you to refund the tax only.

Allows you to process a refund with a total refund equal to zero. For example,
you can refund an e-ticket with its TST total set to zero.

An automated refund that automatically populates the refund record with
refund data. Unlike ATC Full, you must then process the refund record.

Similar to ATC Basic but the refund is processed directly. You cannot update the
refund record before processing. This type of refund is only applicable to fully
open e-tickets.

How to refund a single e-ticket

1. Inthe Tickets, EMD and TASF section of the booking file, click on the e-ticket number of
the e-ticket that you want to refund.

2. In the E-ticket window, click on Refund.

3. Inthe Refund window, select the refund type.

° |If the refund type is Basic, Tax Only, Zero or ATC Basic:

Click on Continue to Refund Record.

Update the record if necessary and when you are ready to process the refund,
click on Save and Confirm.

° |If the refund type is Full, No Report or ATC Full:

Click on Refund Now.
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How to refund multiple e-tickets

In the Tickets, EMD and TASF section of the booking file, click on Refund.

In the Refund window, select E-tickets as the document type.

Select the refund type: (Manual) Full, (Manual) No Report or (ATC) Full Refund.
Select the e-tickets that you want to refund and click on Refund Now.

P w N PRe

Revalidating e-tickets

When can e-tickets be revalidated?

Revalidation can only be performed on e-tickets that are associated with the current
retrieved booking file, which contains at least one flight segment that is not in the past.

Instead of reissuing an e-ticket when segments have been modified, you can revalidate the
e-ticket if the segment has one the following:

e Different flight number.

e Different flight date or time.

e Different arrival or departure airport within the same city.
 Different airline (if allowed, within the same airline group).
e Same fare.

e Status AorO.

How to revalidate a single e-ticket

In the Tickets, EMD and TASF section, click on the e-ticket that you want to revalidate.
In the E-ticket pop-up window, click on Revalidate.

Select the modified segments and select the e-ticket coupons to revalidate.

A

Click on Revalidate.

How to revalidate multiple e-tickets

1. Inthe Tickets, EMD and TASF section, click on Revalidate.

You can also click on Revalidate E-tickets if you receive an Information pop-up message
in the booking file when e-ticket revalidation is recommended.
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m Booking File - TEST ONE (1) - 21AUG - LHR - 5049GZ

g File Flags RLR

© intormation
- Information message (68200 - 12183) k
- TICKET REVALIDATION/REISSUE IS RECOMMENDED  Revalidate E-Tickets

2. Select the passengers for each e-ticket that you want to revalidate and click on Next
step.

3. Select the modified segments and e-ticket coupons to revalidate.
4. Click on Revalidate.

Changing an itinerary and exchanging e-tickets
using ATC

What is ATC?

Amadeus Ticket Changer (ATC) allows you to exchange or revalidate e-tickets and create or
update the relevant documents (such as TSTs and TSMs). It determines the re-pricing details
between the original and new itinerary to include:

¢ Additional amount to be paid or refunded
e Penalty

e Grand total for the re-pricing solution

ATC does not apply to group booking files. You can re-price for multiple passengers but they
must all have the same itinerary.
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Example: ATC

Amadeus Ticket Changer (ATC)

Select the tickets to exchange:

Ticket Number Passanger Coupons Fare Basis
235-6297443242 P1 EL HRICHI Houda MRS BA206 BA LHR-HKG 02JAN XFANBE
BA3117 BA HKG-BKK 02JAN BASAVER
BASD1T BA BKK-MIA 11JAN MTIME
[l 2356297410549 P2 EL HRICH! Mahmoud MR BAZ06 BA LHR-HKG 0ZJAN XFANBE
BAZTIT BA HKG-BKK 02JAN BASAVER
BA BKK-MIA 11JAN MTIME

Selact your new itinerary

] 81 BA206 ¥ 02JAN Thu LHR 1 HKG 2 19:00  13:00 +1 0 slops HK2
[+] 82 BA3117T Y 02JAN Thu HKG 2 BKK 3 14:25 20005 0 stops HK2
[J 83 BA501 Y 11JAN Wed BKK3 19:00 2005 0 stops HK2
[+] 54 LH206 Y 19JAN Fr BKK 3 MIA 1 19:00  13:00 +1 0 stops HK2

# Show mora ATC options Salect a repricing mode:  Best Pricer FXEor W Infcemative ATC Confirm and create TST

Standard (FXF or FX0Q)
Baest F‘ru:r{jFxE af FX0)

Which itinerary changes is ATC used for?

Travel date

Flight numbers

Booking class

Routing (domestic or international)

Past date of segments that have not yet been flown

How to exchange an e-ticket using ATC

I Note: To access ATC, the booking file must contain at least one e-ticket.

1. Inthe Tickets, EMD and TASF section, click on ATC Reissue.
2. If there are multiple e-tickets, select the e-tickets you want to reissue.

3. To view the flight information, click on the active link for the operating carrier in the
Coupons column.

4. Select your new itinerary. You can select multiple segments.
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5. To define additional options, click on Show More ATC Options. The options include
private fares, public fares, corporate codes, exclude basic economy fares, point of
ticketing and point of sale. Any of these options can be combined.

6. Select a re-pricing mode of either Standard or Best Pricer.

If you choose the Best Pricer mode, the itinerary may be re-priced in a different booking
class from the class originally chosen.

7. To display the price details and fare conditions, click on Informative ATC (optional).
Using Informative ATC does not make any change to the booking file.
8. Click on Confirm and Create TST.

The TSTs for the exchanged tickets are deleted. As required, ATC creates new elements
for the additional collection, residual value, and change penalty. Price details and fare
conditions are also displayed in the ATC Results Summary panel.

9. Click on View/Modify FOP to proceed to the form of payment.

10. In the Form of Payment pop-up window, select the form of payment to reissue or create
a new form of payment.

See also Managing forms of payment (FOP) on page 82.
11. Review the passenger and payment details and click on Reissue.

12. As necessary, add a form of payment for the automatically created TSMs corresponding
to residual values or change penalties. Every TSM must have a form of payment.

See Working with Transitional Stored Miscellaneous documents (TSMs) on page 50.
13. To complete the reissue, jointly issue the automatically created stored fares:
a. Click on Issue in the Stored Fares (TST & TSM) section.

b. Select the document you want to issue and click on Issue.

How to perform an ATC involuntary exchange

Note: An involuntary exchange is needed when a disruption caused by an airline occurs.
For voluntary exchanges with ATC, see How to exchange an e-ticket using ATC on the
previous page.

1. Inthe Tickets, EMD and TASF section, click on ATC Involuntary.
2. If there are multiple e-tickets, select the e-tickets you want to reissue.
3

. Click on ATC Involuntary (FXI).
New TSTs are created.

4. Click on Back to Booking File to issue new tickets from the booking file.
See Issuing e-tickets on page 58.
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Refunding EMDs

What are the refund types for EMDs?

Refund
Type

Description

Allows you to refund fully open or partially used EMDs. All remaining open

Basic coupons (coupons with status O: Open or A: Airport Control) can be refunded.

Full Allows you to process the refund of fully open EMDs without displaying the
refund record first.

Zero Allows you to process a refund with a total refund equal to zero.

How to refund a single EMD

1. Inthe Tickets, EMD and TASF section of the booking file, click on the EMD that you want
to refund.
2. Inthe Display EMD window, click on Refund.

How to refund multiple EMDs

In the Tickets, EMD and TASF section of the booking file, click on Refund.
In the Refund window, select EMD as the document type.
Select the refund type.
Select the EMDs that you want to refund and proceed as required for the chosen refund
type.
° |If the refund type is Basic or Zero:
i. Click on Continue to Refund Record.
ii. When you are ready to process the refund, click on Save and Confirm.

P w N PRe

° |f the refund type is Full:
Click on Refund Now.

Replacing invoiced sales items

What is the purpose of replacing an invoiced item?

The replacement of an invoiced item automatically creates a reversing credit sales item and
a new, non-invoiced, copy of the original invoiced item.
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The reversing credit item is not changeable but you can make any necessary corrections to
the new debit item.

How to replace an invoiced item from the Sales section

1. Select the invoiced item.
You can replace any invoiced item regardless of the item type.
2. Click on Correction and select Replace Invoiced Items.

° Alink to the item appears in the Status column, followed by the status COR in
brackets.

° A new item with a reversing amount and a state of Non Invoiced (CR2) is created and
its item type is prefixed with the word Corrective.

° A new active item with the same amount is created with a state of Non Invoiced that
can be edited to correct the original item.

Replaced invoiced car item

Type Customer Description Status Sales Price

Corrective Car (M) 5483QF : Meier, Martin Passenger: MEIER, MARTIN Non Invoiced -47.73EUR Details
(CR2)

Car (M) 54830QF : Meier, Martin Passenger: MEIER, MARTIN Non Invoiced 47.73EUR Details

Car (M) 5483QF : Meier, Martin Passenger: MEIER, MARTIN 47.73EUR Details

How to replace an invoiced item from the Documents section

1. Select the invoiced item.
2. Click on Replace document.

° To replace the item and issue a credit note, select Replace Invoice and issue credit
note.

° Otherwise, select Replace invoice.

What are the invoicing options for replaced invoiced items?

All new sales items resulting from correction should be invoiced to ensure that they are in a
correct financial state.

For the two new, non-invoiced, corrected items, the following invoicing options are
available:

¢ Invoice the items separately. This creates two documents: a credit note and new invoice
document.
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¢ Invoice both items together. This creates one common credit note or invoice document
for the difference:
° |If the document price is zero or positive, an invoice document is issued.

° |If the document price is negative, a credit note is issued.

Automatic correction of sales items

What prompts automatic correction of sales items?

¢ The removal of a passenger triggers the automatic correction of all sales items associated
with that passenger.

e The removal of a car or hotel segment triggers the automatic correction of all sales items
associated with that segment.

e The removal of the TST/TSM/QT pricing element triggers the automatic correction of all
sales items associated with that element (TST/QT for AIR GDS, TSM/QT for EMD, and QT
for ETRs).

How does automatic correction affect invoiced sales items?

If a committed segment/passenger/pricing element (TST/TSM/QTP) is removed and the sales
item is already invoiced, which implies that the sales item is restricted, and it has an Active
(ACT) status:

e The status of the sales item is updated to Cancelled (CAN).

* A new sales item is created with a Refund (RFN) status. This new sales item is identical to
the original sales item created with a negative price sign.

You can edit the new refund item with Margin/Discount information.

Invoicing the new refund item results in a credit note document.

How does automatic correction affect non-invoiced sales
items?

If a committed segment/passenger/pricing element (TST/TSM/QTP) is removed and the sales
item is not invoiced, which implies that the sales item is not restricted, and it has an Active
(ACT) status:

e The status of the sales item is updated to Ignored (IGN).

e The sales item is no longer displayed in the Sales section.
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¢ The link between the sales item and the deleted element is cancelled.

How does automatic correction affect ticketing after
invoicing?
If the ticket is issued after the invoice was already created:

¢ The status of the original sales item is updated to Cancelled (CAN).

¢ A new sales item is created with a Refund (RFN) status. This new sales item is identical to
the original sales item created but it has a negative price sign.

e Another new active sales item is created containing the new price and the ticket number.

You can now edit the new refund and the new active sales item with Margin/Discount
information.

Invoicing the new refund item results in a credit note. Invoicing the new sales item results in
a new invoice containing the ticket number.
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9. Hotels

Getting started with Amadeus Hotels

What is Amadeus Hotels?

Amadeus Hotels is a graphic module that lets you search for and book hotels from a large
variety of hotel providers.

You can search for hotel content from independent hotels, hotel chains, and aggregators.
Content from multiple enabled sources will be merged into a common search results display
without duplication.

You can select the aggregators of your choice and register with them online. See Registering
with aggregators on the next page.

In Amadeus Hotels you can:

e Search for availability within hotel chains and aggregator hotels in a city, at an airport, on
a specific street, or close to a landmark.

e Display search results based on your customer's criteria, with real-time rate and room
availability.
e Sort hotels according to criteria such as price and distance.

e Filter hotels and rates based on criteria such as hotel star rating, hotel amenities,
traveler’s budget, and form of payment accepted.

e Choose and book a hotel directly from a map (for example, road map or aerial view)
based on its proximity to a landmark.

e Retrieve previous searches and bookmark up to ten favorite hotels.

e Display and email detailed information about the hotel, including real-time availability
and rates, descriptive information, photos, and location on the map.

e Retrieve and print booking confirmations.

e Cancel bookings.

©2022 Amadeus s.a.s - All Rights Reserved. 157



Amadeus Selling Platform Connect 9. Hotels

Note: The features described in this guide are based on the new design of the Amadeus
Hotels user interface. To switch to this improved user experience, click on Try our new
design.

All Amadeus Hotels features are available in the new design, except:
e Company policies and Traveler preferences (TPM).
e Non-identical multiple room search.

e 'GDS only' search.

e Registration for aggregator content.

If you need to access these features, click on Return to previous version.

What types of hotel content are available?

There are three types of hotel content:

e Hotel chain
e Aggregator
e Amadeus Value Hotels

Registering with aggregators

What are aggregators?

Aggregators are hotel content providers who gather content from multiple sources. Each
aggregator provides access to a range of hotels. You can access several aggregators, and you
can enable or clear a specific aggregator at any time on the aggregator registration page.

The aggregator registration page displays all aggregators and their current status in the
context of your Office/Company. For example:

o Office-level registration: The aggregator has been registered at the office level and is
included in your searches.

e Multiple-corporation registration: The aggregator includes multiple credentials. You can
select the relevant corporation name in the Corporation Name field when you are
searching for hotels.

How to register for aggregator content
Note: To access this feature, click on Return to previous version first.

1. Click on Aggregators.
2. Click on Register Now for the aggregator.
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3. Click on No Account Yet? Create It!

Complete and submit the registration form.

9. Hotels

You receive an email with your login credentials from the aggregator.

Note: Some aggregators do not require credentials. For more information on

aggregator options, see What are the other aggregator registration actions? below.

Click on Register Now.

Complete the login fields.
Click on Submit.

Example: Registering with aggregators

tbo
Booking.com

totalsiay

)*7' GRNconnect e

&
e Clobal hesermtion Sewerh

bedsonline

He++CORPO

Video: How to register with aggregators

Launch video

TBOHolidays

This aggregatoris disabled.

Terms and conditions

Booking.com

This aggregatoris enabled.
Terms and conditions

Totalstay

This aggregatoris enabled
Terms and conditions

GRNconnect.com

This aggregatoris enabled.
Terms and conditions

Hotelbeds

This aggregatoris enabled
Terms and conditions

HCorpo

This aggregatoris enabled
Terms and conditions

HRS

Register now

Office level registration

O

Update password
Disable

Office level registration

o

Update password

Disable

Update password

Disable

Register for private rates

What are the other aggregator registration actions?

Depending on the aggregator and activation approach (user level or mass activation) the

>

Registration information

Username:
Amadeusuk

Password:

Submit

Cancel

Please update your credentials if they
have changed

following actions are available in the aggregators list after the registration is completed:
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Enable / Disable

Action Description
Select this option to enable or disable the display of the
contents of a specific aggregator hotel in your search results.

Select this option to update the credentials for a specific

Update password

Enable public rates

aggregator.

Select this option to view rates available to everybody.
Some aggregators give you the option of choosing between
rates available to everybody and rates available only to you.
No login credentials are required.

Select this option to view the rates that are available only to

Register for private rates | you. For private rates, you need login credentials for the

aggregators page.

How to view aggregator registration details

1.
2.

In the booking file, click on the Settings ~ |tab.

Click on Aggregators.
The available aggregators are shown with their registration status.

™ Booking file 1

B

@ Amadeus Value Hotels

Agagregators

| gg Aggregators
Read only mode - for any changes, please use either the previous version or contact your account manager.

+;H HRS "¢ NEW

Global Hotel Solutiens  Tarms and conditions

TOR Travel :
TORTraveL NEW
Terms and conditions

Note: If you want to register for an aggregator or change any registration details, mail
your request to service.bureau@amadeus.com, or click on Return to previous version
and take your registration action there. See How to register for aggregator content on
page 158.
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Using Amadeus Value Hotels

What is Amadeus Value Hotels?

Amadeus Value Hotels is a hotel offering that is fully sourced by Amadeus and priced by
travel agencies. Through its competitive net rates, travel agencies can manage the content,
decide their mark-up and sell the offers to their customers.

What are the benefits of Amadeus Value Hotels?

Amadeus Value Hotels offers prepaid rates in more than 500,000 major chains and
properties worldwide. It allows travel agents to apply their own mark-up or commissions. It
also offers flexibility in booking hotels through the new Pay later option.

How to register for Amadeus Value Hotels

1. In the booking file, click on the Settings| | tab.

2. Click on Amadeus Value Hotels.
Depending on how Amadeus Value Hotels (AVH) is configured for your agency, different
information is displayed:
o |f AVH is activated with a credit line, the available credit is shown.

° If AVH is activated with credit card payments only, contact details are shown to ask
for other payment options when needed.

° |f AVH is not activated yet, a registration form is displayed.

3. Complete the required fields in the Agency Subscription Form.
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™ Booking file 1

) )

=
| (@) Amadeus Value Hotels Amadeus Value Hotels

7] A Atore L

&3 Aggregators Agency Subscription Form
Do you want to access a new world of hotel content and great rates? Do you want a simple,
agency-friendly way to sell marked-up rates and work with a reliable partner who delivers 24/7

traveller care to your customers? Amadeus has it, provides it, guarantees it and sets it up for you.
Just fill out this form to book Amadeus Value Hotels with your agency Credit Card.

*Mandatory fields

Agency Details

Company Legal Name*

Address*

4. Click on Send application.

When the setup is done, you receive a confirmation email.

Note: If want to register for AVH from the older version of Amadeus Hotels, you need to
complete the affiliate agreement form and send it with your logo and account setup form
to service.valuehotels@amadeus.com. After the affiliate agreement form is validated,
Amadeus issues the SEPA mandate* and sends the form back by email.

*The SEPA Direct Debit (SDD) allows a creditor (Amadeus Content Sourcing, S.A.U.) to
collect funds from a debtor’s account. A mandate is signed by the debtor to authorize the
creditor to collect a payment and to instruct the debtor’s bank to pay those amounts.

Understanding the hotel booking flow

The user interface guides you through the complete booking flow. Each step in the flow is
presented on a separate page.

The steps are:

1. Search: Specify the search criteria, including location and dates of stay.
See Searching for hotels on the next page.
2. Browse: Display hotel details and select a hotel.

See Browsing the hotel room search results on page 166.
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. Booking: Enter the traveler and payment details.
See Booking a room on page 174.

. Confirmation: Complete the booking file by entering all the required booking file
elements and save it.

See Confirming a hotel booking on page 180.

Searching for hotels

Search

What are the different search options?

City

Airport

IATA code

Address

Landmark (including islands)

Hotel name

How to search for a hotel
. Inthe New Booking tab of the Search window, complete the Destination field.

Destination* Check-in* Nights™* Check-out* Room & guests™*

City. airport, IATA code, hotel, landmark, address Thu, 14 Oct 21 5 1 - Fri, 15 Oct 21 B 1reom, 3 adults, 2 children g

More search criteria Q_ search

When you start typing, an autocomplete list of suggested locations, addresses, or
registered landmarks beginning with the entered letters is displayed. If the destination
you want does not appear, continue typing until you have entered the full destination.

Tip: When you search for a specific hotel, enter the hotel name.

2. Select the check-in and check-out dates.

3. Select the number of guests and rooms.

° You can choose up to 9 identical occupancy rooms, 9 adults, and up to 4 children in
each room.

° When a child is added, you need to select the age, from 1 to 18.
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° You can select only identical rooms.

° When you change the occupancy for the first room, occupancies for all the added
rooms are adjusted automatically.

° |If the provider does not support the multiple room search, rates will not be available
for this provider.

Check-out* Room & guests *

Fri, 29 Jan 21 B 2 rooms, 2 adults -

Room 1: Remove

Adults 13 Children 0[F

Room 2: Remove
Adults 1 Children 0

® Add another room

4. Use the More search criteria section to refine your search.

More search criteria v Q_ Search

° Meal plan: Search only rates with one chosen meal plan. There are 5 meal plans:
Room only, Breakfast, Half board, Full board, All-inclusive.

° Negotiated rates: The rates can be prefilled in the drop-down list based on the
agency profile preferences. The rates added here will be displayed in the results, if
available, but it does not exclude all other possible rates from search results.
Negotiated rates can be chosen from a drop-down list or entered manually as an
alphanumeric 3-character code in the same field. The maximum number of rates,
including prefilled from profile and added manually, is 8.

° Accessibility options: Choose up to 3 accessibility options to only get the hotels
compliant with the traveler’s needs.

° Providers: Choose specific hotel providers or any combination of providers.

° Aggregators only: Request only aggregator content. When selected, the Providers
filter is not available.

° Amenities: Request only hotels with specific amenities. You can choose up to 3
amenities.

° Hotel star rating: Narrow down the search to the hotels of a specific category or star
rating. For the hotels that do not have star ratings, categories are mapped to the
corresponding star ratings based on the following logic:

B 1&2 stars - Tourist
® 3 stars - Standard
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B 4 stars - First

B 5stars — Luxury

° Corporation: If multiple credentials are registered for an aggregator in your agency,
you can select the relevant corporation name from the Corporation name drop-down
list. Otherwise, this field is not displayed.

° Nationality: Send the travelers' nationality in a search request to the providers who
support the nationality value. If the nationality value is not filled in, the Office ID
default country code is transferred to the providers who support it.

5. Click on Search.

The Hotels page displays the results of your search. See Viewing the search results on the
next page.

How to search for a hotel with an active booking file

1. Go to the Booking File module to retrieve an existing booking file or create a new one.
2. Go to Hotels to search for a hotel using the New booking tab.

° |If you have already booked a flight using the city or airport, the dates and length of
stay are taken from the flight segment and automatically loaded in the Search page.

° |If you have loaded a traveler profile that contains traveler preferences, these
preferences automatically fill the related fields in the Search page.

3. Continue with your hotel booking process as usual.

If traveler information is already available in the booking file, it is filled in automatically
when you are asked to enter traveler details.

Example: Searching for a hotel

Destination * Check-in* Nights * Check-out* Room & guests*

Barcelona, Spain (BCN) X Sat, 8 May 21 B 1 v Sun, 9 May 21 (] 1lroom, ladult

More search criteria ~ Q, Search

Meal plan Negotiated rates Accessibility options

Select meal plan hd Enter up to § rates - Select up to 3 accessibility options -

Providers Amenities Hotel star rating

Select providers - Select up to 3 amenities v Select star rating

Corporation Nationality Aggregators only

Select corporation name - Select nationality - . off
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Preventing customers from seeing financial information

By switching on the Customer view, you can prevent customers from seeing financial
information, such as markup and estimated earnings, during the booking flow.

o CUStOmer view
L H
Search o

Depending on the LSS setup defined for your office, the customer view might be switched on
by default.

Browsing the hotel room search results

Viewing the search results

For every hotel supplier matching the search criteria, the lowest rate is retrieved and shown
first. Click on View rates to find other rates.

Only the first found hotels are shown. Click on Show more hotels to find more.

The total number of hotels available in the searched destination is shown on top, as in the
following example:

Browse

+ EUR 163.40 [
¥ | View rabes : I:ﬁe
Jo
of R
EUR TS EUR 380 rom EUR 103.00 [ >
Por mght Per stay
LNl
,\'r.ls_.\l ated] rates
Dby hotels with neispotinted ratés EUR “0'3‘_" View rates
3 ol
[ | X '?‘J'..—.':-'
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Using filters to find hotels

You can apply filter options in the search results to narrow down the selection. In the Filter
panel on the left-hand side, select the filters you want to apply. If necessary, click on ™ to
expand the filter option values.

See What are the filter options? below.
Only the hotels corresponding to the applied filters are displayed. The number of matching

hotels is indicated on top of the Hotels list, for example:

1 out of 7 found hotels

You can click on the total number of the hotels found to view the hotels. Clicking on this
number resets the applied filter.

What are the filter options?

Filter Name Description

Turn on the Show only preferred hotels toggle switch to show only

Preferred hotel
reterred hotels hotels that are defined as preferred in your agency profile.

Select the customer's preferred meal plan:

Meal plan
Breakfast, Half Board, Full Board, All inclusive.

Specify one or more preferred payment types.

Payment The lowest price for the selected payment type is updated for the hotel
in the results, and only hotels that offer rates with the selected payment
types are displayed.

Specify the star rating.

Hotel rating If the changed parameters are part of the initial search, the result is
shown without a new search. If the applied filter options are not a part
of the initial search, a new search is done.

Specify any preferred hotel chain or aggregator.

Providers If the changed parameters are part of the initial search, the result is
shown without a new search. If the applied filter options are not a part
of the initial search, a new search is done.

Hotel name Specify any preferred hotel name.

Specify any preferred facilities.

Amenities & Property is displayed if it has all of the chosen amenities. You can choose

accessibility up to 6 options. If the changed parameters are part of the initial search,

the result is shown without a new search. If the applied filter options are
not a part of the initial search, a new search is done.
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Filter Name Description

Specify the distance of the hotel from a location entered in the
Destination field, for example, a city centre. A different maximum radius
is used depending on the destination type:
Distance (km) « Airport: 5 km
e City: 25 km
e Business/location/landmark (incl. islands): 3 km
Specify the maximum budget value in your preferred currency.
Price Select Per Stay to specify the total cost of a stay. If you select Per Night
for a stay of multiple nights, the price displayed is the average price.

Turn on the toggle switch to display only hotels with the negotiated

Negotiated rates
rates.

Example: Selecting the filter options

Amenities & accessibility Ea
Q
= 3
I r Air conditioni
P
B g~
rking (PAR Swimming p
See more ~
Distance (km) R
Price (EUR S
€91 €805
Per night Per stay
Negotiated rates ~

Only hotels with negotiated rates

® off

Viewing the hotel room search results

How to display the detailed hotel description

In the Hotels list, click on the hotel name.
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8 out of 9 found hotels Sortby| Default

ibis Brussels City Centre

@ 200m from city center

Accor Hotels

From EUR 83.58 ]

Aparthotel Adagio Brussels Grand Place First class

T E W=
@© 300m from city center
Accor Hotels

Novotel Brussels City Centre
= % ® B 4 +4more
@ 300m from city center

Accor Hotels

rrom EUR 153.25 i

The Hotel Description page is displayed. It contains the full property description, including
contact details, amenities and facilities, and hotel policies.

The descriptive content provider can be selected from the providers list.

Example: Hotel Description page

Hotel description (L Copy ta clipboard

Le Meridien Barcelona
LARAMBLA 111, 0002 BARCELONA BOOZ, BARCELOMNA, Spain

Wolos: +34833186200 Emall infe.barcelona@lemeridien.com,
Fax: =3453300TTTE resrvad_barcslans@lemeridien.com [
Compary: GRNZOARSOLESM

From .
Check avadlability
€£585.00
Description fram  GRMconnect.com -
With & & 1 Le Meridien Barcelana, you'll ke centrally lockbed in Barcebona, steps froam La Rambla and 3 minutes by foot frgen Placa de Cazalusya. This S-32ar Botel is 0.2 mi (0.3 km] from

Boqueria Market and 0.3 mi (0.5 ken) from Gram Teatne del Liceu

Arvenities & Facilities Locatan Palicies Rooms Additional indormation Rate infarmation

Amenities & Facilities

= Imbermeet Aocess (& Parking B Health Club T Bar £ Business Center e Laundry Service B Meeting Rooms =1 Peis accepied
T Restaurant =y Room Service s Spa
Hotel servioes:

' T4-hour bront desk « 14-hour ream wervice  Adpaining roams « Air conditioning « Baby sinting +* Ballnsom  Bell walfiporer - Business Center « Colfee Tes
 Complimantary newipaper in babby  Complamentary wireless inoems  Concisrge desk - Conference facilities o Elevators «+ Express check-in o Exerciss gym  Video games
« Housthesping « daily « Laundry/Valst service o Limousing « Lounges/bars « Multlingual staff o Parking « Pets allowed - Phone services « Restaurant « Rood termace

+ Safe deposit bow + Shuttle to Local Attractions « Smake:free Property « Snack bar o Spa o Tour/sightsesing desk . Valet parking « Wedding services . Room senvice
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By default, the descriptive information is displayed from the provider who proposed the
lowest price rate within the search results.

Note: Using the Copy to clipboard button, you can copy and paste the hotel description
into an email or document.

The hotel descriptive information is shown in six tabs:

Amenities & Facilities: Includes all data that is related to amenities and facilities
provided by the hotel. It does not include room level facilities.

Location: Gives information about the hotel location.

Policies: Contains all the policies received from a provider, for example, time of check-in
and check-out, cancellation conditions, tax, payment, additional guests, pets.

Rooms: Contains information about the room types of the hotel.

Additional information: Contains any additional information provided on top of the
above.

Rate information: Leads to the Rates list with filters panel and the possibility to book a
rate.

How to display rate details

1.

In the Hotels list, click on the View rates button. This applies to single room searches
only.

A list of available rate types is shown. For each rate, information as in the following
example is displayed.

Tip: You can view the meal plan description by hovering over the information icon.

Public rate plan

double

Breaidast @ Caribbean Breakfast - Buffet %, Propose
No extra charges for kids below 3 years.
Check cancellatit 4l® Add to compare
a
House Of Travel (I pernight EUR 200.00 " m
Deposit No estimated earnings ’

If required, use the filter options on the left-hand side to narrow down the search results.
For example, turn on the Show only preferred rates toggle switch to show only rates
from hotels defined as preferred in your agency profile.

Click on the rate name to see the detailed rate information.
For an example, see Example: Viewing rate details on the next page.
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Example: Viewing rate details

Hotel Conditions
o L

Catalonia Plaza Catal
GRMconnect.com
BERGARA 11, 08002 BARCELONA, 8002, BARCELONA, Spain

Rate summary
Rate information

Price for stay from Saturday, May 8, 2021 1o Sunday, May 9, 2021
Total price €105.00

Taxes, fees and surcharges

Mandatory taxes, fees and surcharges are included in the price.
Room ocoupancy

= Adult- 1
Cancellation policy
= Cancel by Sunday, May 02, 3021 18:30 GMT to aveld a charge of 105,00 EUR

Booking conditions

Accepted Booking methed:
= Prepayment

Prepayment palicy

What are the different rate types offered by hotels chains?
The rates available for hotel chains are:

¢ Negotiated Rates
¢ BAR rates (Best Available Rates)

Negotiated rates are indicated in the availability display by the icon.

You can store any negotiated rates in your sign preferences, and use them automatically
when you search for hotel availability.

The BAR program acts as a guarantee that the rates available are the best public rates for:

* Rack Rates

¢ Non-negotiated Rates

e Corporate Rates

e Weekend Rates

e Lowest Unrestricted Rates

This is the lowest rate available to the general public, on a particular day for a particular
stay. These rates do not require prepayment, and do not impose cancellation and change
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penalties or fees, other than those resulting from the hotel property's normal
cancellation policy.

e Promotional/Special Rates

Viewing hotel search results using the map view

What are the map types?
Map Type Description
Road The road map displays the hotel in a normal road map view. This is the
default display.
Aerial The aerial map displays an aerial photo of the hotel location.
Bird's eye A different angle to the aerial map.

Example: Hotel location on the map

MATLUNA PARK ONLY ADULTS

EUR 41.76 [ oo n o
il o
.
EURG8.TT [ ... [ 23 ] E% o
EUR 165.49
VALENTIN REIMA PAGUERA
. 10 il ol L
EUR 110.94 I Bindl 18 2071 ForeTore. 8 071 Micronol Corparsion = =

Using the map view

When you click on a particular hotel in the Hotels list, the map marker indicates its location
on the map. Only hotels that returned availability for the search request are displayed on the
map.

When two or more hotel markers are too close on the map, they are aggregated into marker
clusters with the number of hotels in this small area. To divide a marker cluster into hotel
markers, zoom in on the map. You cannot click on the hotel cluster marker.

You can click on a single hotel marker to see:
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hotel name.
star rating.
cheapest rate per night in the client's currency.

View rates button, which opens the Rates list page of this hotel.

When you return to the Hotels list from the Rates list by clicking on Back to list, the map is
reset to the previous zoomed-out state.

Note: To search for hotels in a specific area, move the map to the required area, then
click on the Search this area button.

Clicking on the total number of found hotels clears all the applied filters and zooms the map
out to the default search zoom to fit all the found hotels on the map.

Comparing and saving hotel details

How to compare rates using the comparison feature

1.

In the Rates list, click on a specific hotel rate and click on Add to compare.
The rate is added to the Comparison bar.
Up to 5 rates from the same search request can be added to the comparison tool.

Standard Double Reom Single Use NON-REFUNDABLE : ROOM ONLY

Accomodation only

o €212.00
Standard Double Room Single Use : BED AND BREAKFAST
Breakiast
teom (I €218.00

Standard Room, City View [1 Queen Bed/2 Twin Beds)

% 110 CATALUMYA FLAZA B b4 1A PLAZA HOTE o VI PLATA HOTE )
) _ ~ Clear all Comparns

2. Click on Compare.

In the Comparison tool page, edit the rate information and add any necessary comments
to the comparison. You can clear certain fields to remove them from the comparison.

Clickon  F®@P@ 44 copy the comparison display to the clipboard. From the

clipboard, you can paste the comparison display to any other application, for example,
text editor or email client. The fields that were cleared will not be copied to the
clipboard.
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Example: Comparison tool

Compare gy i clipbaard

H10 CATALUNTA PLAZA BOUTIQUL
HOTEL Firs clas

Disiarrcn s ~ £ -
ene 1L ADOF
£ A cond 5 Parbing
smpnitin " " Bar
= Bosinest Ot = Pesinent Ca
lpatiag i Lo Sary
AR & - rs
-]
L. i L
atn = @ PRS0 FELT WIF] I3 W
Haos B R

Booking a room
)

Search Browse Booking

How to book a room

1. Inthe Hotels list, click on the View rates button.
2. Click on Book next to the room and rate that you want to book.
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Example: Booking a room

™ Booking File 1

— '1‘ o Customer view
- Search Browse ® ) off
Es Modify search =3 _ @ El Rroad
Thursday, 11 February 2021 - Friday, 12 February 2021 | 2xRooms, 4 x Adults & Bourse
Room only © 7oom from city center MORE INFO ABOUT HOTEL entier
Breakfast CD = % &£ Y B-2more
Half board Found 31 matching rates Sortby | Price (low to high) +
Full board Superlor Double Room-1 Double Bed Free WIF] Spa access Compare o q@
Allinclusive Room only ey
Free cancellation until 09 Fel 021 @ Q
Exped|a Partner Solutions €850.90 ~ -.w:v ‘:
Payment A o Book | q
Prepald Lot Halles
Superior Double Room-1 Double Bed Free WIFIS  This rate has €65.45 Agency fee
No Guarantee Rooms only o
Free cancellation until 09 Feb, 2021
G T 2
uarantee Expedia Partner olutions () €850.90 W| o
DQPOSR Guarantee — y
Prepay to hotel @ o
Superior Double Room-1 Double Bed Free WIF] Spa access Compare Pont Neul
Prepaid
Room only
Free cancellation until 09 Feb, 2021 \-‘_\1'.\.1
Providers A Expedia Partner Solutions m €855.48 R |

Book |
Prepaid

Entering traveler and payment details for a hotel booking

What is the booking page?

The Booking page is where you enter the traveler and payment details. The information
requested varies depending on whether you are booking with a chain or an aggregator.

If traveler information is already available in the booking file, the related fields are
automatically completed.

If you have retrieved a profile, some of the fields may already be completed with the
traveler's preferences.

If no data has been loaded, you need to manually complete the fields.

How to complete a hotel booking

1. In the Traveler Information section of the Booking page, enter the details of the main
traveler and any additional travelers.
° |If the details of the main traveler and any additional travelers are already in the
booking file, you can select these from the corresponding drop-down menu. However,
you cannot add another name to the booking.
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° |f the main traveler details are already in a profile, you can select these from the
autocomplete box that is displayed. You can also add a new traveler name.

2. Inthe Supplementary Information field of the Special request section, specify any
preferences or special requests, such as a non-smoking room, early or late check-in or
other available requests. The Supplementary Information field is not displayed if the
selected aggregator does not support supplementary information.

3. Inthe Payment Information section, enter the payment details or select the method of
payment from the drop-down list.

The method of payment for hotel chains is predefined.

4. If the payment method is Agency Account, and the rate is not set to non-refundable, you
can set your booking to be confirmed later by selecting the On Hold option and by
selecting the date at which the booking is automatically cancelled if it has not been
confirmed.

5. For aggregator bookings, enter a travel agency email address where the aggregator can
send the booking documentation such as a voucher or confirmation email.

Review the hotel and pricing details.

7. To view the Rate summary including booking conditions and cancellation policies, click
on the rate link in the Pricing Details section.

8. Click on Send reservation request.

° For hotel chain bookings, you are prompted to perform an end transaction on the
booking file.

° For aggregator bookings, the booking file is automatically saved (ER) by the system.
When the booking is confirmed by the aggregator, the Confirmation page is
displayed, showing full details of the hotel booking. If a booking file was not created
initially, a booking file is created containing the hotel segment. A Name element is
also added if it was not already present.
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Example: Booking page

Booking summary

Centre Esplai Hostel

Carrer Riu Anoia 42-54, 08820, El Prat De Llobregat, Spain

Check-In: Saturday, May 8, 2021 1
Check-out: sunday, May 9, 2021 Night

1 Room |2 x Adults, 2 x Children ~
R1 2 x Adults, 2 x Children ROH

Free cancellation until 06 May, 2021

Pricing details

HRS

RAC - Standard
Breakfast
Commission 4 % €104.00

Base amount €104.00
Markup (& €0.00

€4.16 Esimated earning
Total price 2 €104.00

Guarantee

Traveler Information
Room 1

Main guest *

Title: First name:*

Email:

v Additional travelers’ names

Special request

Travel agency information

Email address*

Payment information

9. Hotels

2 x Adults, 2 x Children

Last name: * PTC

Phone number:

Select w

What are the payment requirements for an aggregator booking?

For aggregators, most bookings are made in a prepaid model. This means that the booking is
paid for by the traveler at the agency.

You select the method of payment in the Booking page.

The method of payment depends on the aggregator, and may vary if you have a specific

agreement with the aggregator, for example, Agency Account.

Some aggregators allow you to reserve a room at a given rate for a certain time with an
option to pay later. You can do this through the Book now, pay later option.

If this option is available, it is also displayed with the rate conditions during the booking
flow. The time limit for payment is also provided.

If you choose this payment option, you receive an email notification of the payment
deadline 3 days before the payment is due. If the payment is not made before the deadline,
the booking is automatically cancelled.

For information on how to make the payment before the reservation expires, see Confirming

a hotel booking on page 180.

Putting a booking on hold with an automatic cancellation date

You can put a booking on hold for it to be confirmed at a later date.
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On the Booking page, the On Hold option is visible for eligible rates when you select Agency
Account as method of payment. When you select this option, you need to set a date at
which it is automatically cancelled if the booking has not been confirmed. The date chosen
must comply with the cancellation policy for the booking.

You will receive daily reminders of the automatic cancellation starting 3 days before the set
date.

Entering traveler and payment details for a
hotel booking

What is the booking page?

The Booking page is where you enter the traveler and payment details. The information
requested varies depending on whether you are booking with a chain or an aggregator.

If traveler information is already available in the booking file, the related fields are
automatically completed.

If you have retrieved a profile, some of the fields may already be completed with the
traveler's preferences.

If no data has been loaded, you need to manually complete the fields.

How to complete a hotel booking

1. Inthe Traveler Information section of the Booking page, enter the details of the main
traveler and any additional travelers.

° [f the details of the main traveler and any additional travelers are already in the
booking file, you can select these from the corresponding drop-down menu. However,
you cannot add another name to the booking.

° If the main traveler details are already in a profile, you can select these from the
autocomplete box that is displayed. You can also add a new traveler name.

2. Inthe Supplementary Information field of the Special request section, specify any
preferences or special requests, such as a non-smoking room, early or late check-in or
other available requests. The Supplementary Information field is not displayed if the
selected aggregator does not support supplementary information.

3. Inthe Payment Information section, enter the payment details or select the method of
payment from the drop-down list.

The method of payment for hotel chains is predefined.
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If the payment method is Agency Account, and the rate is not set to non-refundable, you
can set your booking to be confirmed later by selecting the On Hold option and by
selecting the date at which the booking is automatically cancelled if it has not been

confirmed.

For aggregator bookings, enter a travel agency email address where the aggregator can
send the booking documentation such as a voucher or confirmation email.

Review the hotel and pricing details.

7. Toview the Rate summary including booking conditions and cancellation policies, click
on the rate link in the Pricing Details section.

Click on Send reservation request.

° For hotel chain bookings, you are prompted to perform an end transaction on the

booking file.

° For aggregator bookings, the booking file is automatically saved (ER) by the system.
When the booking is confirmed by the aggregator, the Confirmation page is
displayed, showing full details of the hotel booking. If a booking file was not created
initially, a booking file is created containing the hotel segment. A Name element is
also added if it was not already present.

Example: Booking page

Booking summary

Cen

tre Esplai Hostel

Carrer Riu Anoia 42-54, 08820, El Prat De Llobregat, Spain

Check-In: Saturday, May 8, 2021

Check-out: synday, May 9, 2021

1 Room |2 x Adults, 2 x Children

R1

2 x Adults, 2 x Children

Free cancellation until 06 May, 2021

Pricing details

HRS

RAC
Breal
Comn

kfast

- Standard

04 %

Base amount

Markup

Total

€4.1¢

| price

Esti

4

1
Night
PN

ROH

€104.00

€104.00

& €0.00

mated earni

€104.00

Guarantee

Traveler Information
Room 1

Main guest *

Title: First name:*

Email:

v Additional travelers’ names

Special request

Travel agency information

Email address*

Payment information

2 x Adults, 2 x Children

Lastname:* PTC

Phone number:

Select A d

What are the payment requirements for an aggregator booking?

For aggregators, most bookings are made in a prepaid model. This means that the booking is
paid for by the traveler at the agency.
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You select the method of payment in the Booking page.

The method of payment depends on the aggregator, and may vary if you have a specific
agreement with the aggregator, for example, Agency Account.

Some aggregators allow you to reserve a room at a given rate for a certain time with an
option to pay later. You can do this through the Book now, pay later option.

If this option is available, it is also displayed with the rate conditions during the booking
flow. The time limit for payment is also provided.

If you choose this payment option, you receive an email notification of the payment
deadline 3 days before the payment is due. If the payment is not made before the deadline,
the booking is automatically cancelled.

For information on how to make the payment before the reservation expires, see Confirming
a hotel booking below.

Putting a booking on hold with an automatic cancellation date

You can put a booking on hold for it to be confirmed at a later date.
On the Booking page, the On Hold option is visible for eligible rates when you select Agency
Account as method of payment. When you select this option, you need to set a date at

which it is automatically cancelled if the booking has not been confirmed. The date chosen
must comply with the cancellation policy for the booking.

You will receive daily reminders of the automatic cancellation starting 3 days before the set
date.

Confirming a hotel booking

Search Confirmation
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Understanding booking confirmation

Booking type Details
¢ Your booking is only fully confirmed after the booking file has been
completed and saved.

* You can do this in either the booking file module or the Command

Hotel chain
) page.
booking
¢ You can still modify or cancel the booking after it has been
confirmed. However, it is important to first read the hotel's or the
aggregator's conditions to check if any penalties apply.
¢ The hotel booking is automatically confirmed at the time of booking.
¢ You can cancel the booking after it has been confirmed.
Aggregator .. . . . .
booking It is important to first read the hotel's or the aggregator's conditions

to check if any penalties apply.
¢ All the modifications need to be done through cancel and rebook.

How to confirm an aggregator booking with a pay-later option

1.

Retrieve the booking.
See Retrieving hotel booking confirmations from the booking list on page 184.

You can select the status of Pending Payment in the Search bookings panel to refine the
search.

2. Click on the Add Payment button on the Confirmation screen.

3. Enter the payment details and click on Make Payment.

How to confirm a booking on hold

1.

Retrieve the booking.

See Retrieving hotel booking confirmations from the booking list on page 184.

You can select the status of Pending Confirmation in the Search Bookings panel to refine
the search.

Note: If you missed the automatic cancellation date set for the booking on hold, the
booking has been cancelled automatically and is not returned by the search.

Click on the Confirm Now button in the Booking Retrieval screen.
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How to confirm a hotel booking in the Booking File module

1. Go to the Booking File module.

Some of the elements that are mandatory in a booking file are already completed from
the information you entered in the hotel booking, for example, the Name element and
the hotel segment.

2. Complete the booking file with any remaining mandatory elements:
© Contact
© Received From
° Ticketing Arrangement

3. End transact the booking file to confirm the hotel booking.

The booking file is assigned a record locator, which you can use to retrieve the booking
file if required.

How to confirm a hotel booking in the Command Page

1. Go to the Command Page.
2. Use the RT transaction entry to retrieve the active booking.

Some of the elements that are mandatory in a booking file are automatically completed
using the information you entered in the booking, for example, the NM - Name element
and the hotel segment.

3. Complete the booking file with any remaining mandatory elements:
© AP - Contact
° RF - Received From
° >TK - Ticketing Arrangement

Tip: Enter HE BOOKING FILE for help on how to complete a booking file using cryptic
transaction entries.

4. Use either the ET or ER transaction entry to save (end transact) the booking file and
confirm the booking.

The booking file is assigned a record locator, which you can use to retrieve the booking
file if required.
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Example: Booking confirmation

1 Booking File - DOE JOHN MRS (3) - 25FEB21 - PAR - VSTPKG

©) © Q 0 Customer view

Search g Confirmation 8 ) off
. . PNR number Confirmation number

@ Your trip reservation VSTPKG 7997887672321
Hbtel Esmeralda Standard Pricing details
4 Rue Saint-Julien Le Pauvre, 75005, Paris, France Amadeus Value Hotels
Tel

. PKG - Package
15000 Room only £108.81 (€12159)
33-1-40510068

Base amount £108.81 (€121.59)

Checkein:  Thursday, 25 February 2021 1 1room |2 x Adults, 1 x Child Agency fee £10.88 (€12.16)
Check-out: Friday, 26 February 2021 Night Total price £119.60(€133.75)

« Your PNR has been End Transacted. We recommend you make a note of the booking reservation number or print this page.
Traveller Information

= Room1
Mr John Smith / Mrs John Doe / Johny Smith (child - 16 Nov 2017)

Payment
Agency Account

Room and rate description

Room 1

Room description triple room-1 double bed and 1 twin bed non refundable free wifi private sale

« All known taxes and estimated total rate
9.57 GBP tax recovery charges and service fees included in rate

« Other information
Check-in : extra-person charges may apply and vary depending on property policy government-issued photo identification and a credit card, debit card, or cash deposit may be required
at check-in for incidental charges special requests are subject to availability upon check-in and may incur additional charges; special requests cannot be guaranteed no onsite parking is
available this property accepts credit cards; cash is not acceptedfront desk staff will greet guests on arrival.

» Rate inclusion and extra
Taxes and fees payable at hotel: mandatory tax:2. 26eur

+ Cancellation policies
Any cancel will result in a charge of 108.81 gbp.

Show less~

Preferences and special requests

Hotel Notes

Additional taxes may apply.

Start 2 new hotel booking ” Go To Booking File

How to display the hotel booking in the Booking File module

1. Click on Go to Booking File from the Confirmation page.

2. Click on Itinerary Details to see the hotel booking.
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Example: Hotel booking in the Booking File module

A ltinerary Details (1)
AirPricing | Manual Booking Pricing | Add Manual Booking « | Modify | Cancel ‘ Issue ltinerary | Rebook (SB) | Generate ADTD
Display by (@) Chronological order (O Product

1 Hotel VILLAMADRID 270CT20 Madrid (ES) 280CT20 HKLCancel @ Details

1night(s)
1332 EUR/night

Associated to:

PLSMITHJOHNMR X |  Edit

Retrieving hotel booking confirmations from the booking list

How to retrieve a booking confirmation using a general search

1. In the Search window, click on the ‘= taboron Booking list.

- : |
Search

Select from over 1

Destination * Check-in*
City, airport, IATA code, hotel, landmark, address Mon, 18 Oct 21
= Booking list

The Search bookings panel is displayed. The office you are logged into is shown by
default in the Office ID field. The search is based on this office.

Note: You cannot update the Office ID field for a search. To search for bookings
made by a different office, you must sign into that office and search from there.

2. Complete the required search fields and then click on Search.

All active bookings that match your search criteria are displayed, up to a maximum of
200.

©2022 Amadeus s.a.s - All Rights Reserved. 184



Amadeus Selling Platform Connect 9. Hotels

® Search bookings

Office ID Status PNR Deadline Guest Hotel
AMS1A0982 Confirmed - All v
Check-in Booking date Provider Agent
] Mon, 18 Oct 21 ] Accor Hotels (RT) X w
Quick retrieve
Status & Confirmation#  PNR DeadlineS  Guest Hotelname Check-in Check-out Provider Booking date & Agent$
® CONFIRMED  7008VKES06 TS8KSF Unknown Stijn Vanderwee IBIS STYLES NICE AEROPORT Nov 15,2021 Nov22,2021  AccorHotels  Oct 18,20212:41 PM SVANDERWEE

Nice, France

® CONFIRMED 1030VJS500 TS5MTG Unknown Stijn Vanderwee NOVOTEL BRUSSELS GRAND PLACE Oct 29,2021 0Oct 30,2021 Accor Hotels Oct 18,2021 2:18 PM SVANDERWEE
Brussels, Belgium

3. To retrieve a booking using the confirmation number and provider, even if the booking
was made by a different office, see How to retrieve a booking confirmation using the
confirmation number and provider below.

4. To display the details of a booking and access the print and cancel follow-up actions, click
on the booking in the search results list.

How to retrieve a booking confirmation using the confirmation number and provider

1. In the Search window, click on the ‘= tab or on Booking list.
The Search bookings panel is displayed.

2. Select the Quick Retrieve option button.
The Confirmation number and Provider fields are displayed.

(® Quickretrieve

Confirmation #* Provider*

Select provider - Q, SEARCH

Tip: You can retrieve a booking that was made by an office other than the office you
are signed into, provided that you have the security rights for that office.

3. Enter the search criteria and click on Search.

4. To display the details of the booking and access the print and cancel follow-up actions,
click on the booking in the search results list.

How to export the booking list as an Excel file

1. Inthe Search window, click on the = taboron Booking list.

2. Retrieve the required bookings.
See Retrieving hotel booking confirmations from the booking list on the previous page.

3. Click on the Export icon & .

The booking list is downloaded as an Excel file to your local drive.
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Cancelling a hotel booking

How to cancel a confirmed hotel booking

1. Retrieve and display the booking that you want to cancel.
See Retrieving hotel booking confirmations from the booking list on page 184.
2. Click on Cancel.

The cancellation policy is displayed in the Cancel Booking pop-up window so that you can
review the policy details before completing the cancellation.

3. To confirm the cancellation, click on Yes.
The booking file is updated to reflect the cancellation.

How to cancel a confirmed hotel booking in the Booking File
module

1. Before you cancel a confirmed hotel booking, read the hotel's cancellation policies to
check if any penalties apply.

2. Retrieve the booking file and select the hotel segment you want to cancel.

3. Click on Cancel to open the Cancel window.
° To cancel the selected hotel segment only, select the Cancel Element(s) - XE option.

° To cancel the whole itinerary, select the Cancel Itinerary - Xl option.

You can click directly on Cancel All to cancel the whole itinerary without opening the
Cancel window.

How to cancel an unconfirmed hotel booking

Unless you save the booking file after you make your hotel booking, your booking is
unconfirmed.

To cancel an unconfirmed hotel booking, ignore the booking file by clicking on Ignore (IR).
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10. Cars

Getting started with Amadeus Cars

What is Amadeus Cars?

Amadeus Cars is a reservation tool designed to guide you through the entire reservation
process using a predefined sequence of steps:

Search Carzs Checkout Re=ervation

Workflow: Booking a car

Step Description

) In the Search page, you specify the car search criteria.
Searching for a car _
See Searching for a car on the next page.

) In the Cars page, you select and book a car.
Booking a car ) .
See Selecting and booking a car on page 193.

In the Checkout page, you enter the traveler and payment details as

Entering traveler well as any additional requests such as special equipment.

and payment

details See Entering traveler and payment details for a car booking on

page 198.
In the Reservation page, you check your booking and traveler details,

Confirming your and save the reservation to the booking file.

reservation o o ] )
See Confirming, modifying, and cancelling a car booking on page 200.
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Searching for a car

How to search for a car

1. Inthe Search page, enter the basic search criteria.
Search Cars Checkout

Select search... v

4 Your Car Search Options
Leisure Cars
| Search with Amadeus Leizure Cars (More info and registration process)
Pick-up location
® City or Airport Address or Landmark Rental Stafion Delivery and collection

Type name or IATA code for City/Airport: Area:
| Mo Preference

Drop-off location

® Zame as pick-up Airport Rental Station Delivery and collection

Pick-up date: m Wednesday Time: Days:
Drop-off date: ﬂ] Thursday Time:

Car provider:

® More search options

Reservation

10. Cars

a. If you want to include Leisure Cars in your search, select the Search with Amadeus

Leisure Cars check box. See Working with Leisure Cars on page 191.

b. Enter the Pick-up location and Drop-off location.
Type in the first letters of the location name to view a pop-up list.
Define the date and time for pick-up and drop-off.

d. If you are not including Leisure Cars in your search, you can enter a Car Provider. Click

on the lookup button to choose from a list.

2. Optionally click on More search options to define additional search criteria.
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= Hide these search options
Rate options

Currency:
EUR =

Show rates:
All v

Vehicle options
®) Vehicle options Pseudo code ACRISS code

Car class: Ajr conditioning: Transmission:
= Mo Preference v Mo Preference ¥

Discount options
Car provider Discount type Code/Number

All ¥ | Rale Code (RC) v Remove
Add

a. Under Rate options you can:
i. Select the Currency to be displayed.
ii. Select Prepaid or Non-prepaid from the Show Rates drop-down list. See What is a
special rate? below.
b. Under Vehicle options, you can specify one of the following to restrict your search:
B Vehicle options: Specify car class, air conditioning and other options. You can
enter up to five car classes.
B pseudo Code: Used to group sets of car features in your search. Example: All
hybrid vehicles
B ACRISS code: A four-letter code used to specify any combination of category, type,
transmission/drive and fuel/air conditioning. You can use up to five ACRISS codes
during a search. Each ACRISS code must be separated by commas. You can use *
as a wildcard. Example: ECMN,CC.
c. Under Discount options You can add a discount code by selecting the Car provider
and Discount type, and entering a discount Code then clicking on Add.
You can also set these up beforehand as defaults. See What are the discount types? on
the next page.
When you do a search, the discount rate appears in the Listing view in the search results,
under the Special Rate column. You can add up to four corporate discounts codes for
each car provider.
3. Click on Search.

What is a special rate?

Special rates apply to different types of customers. Special rates are agreed between the
travel agency and the car provider, and they are displayed if specific discount codes are used
in the search.
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Rate Description
Non- . L. . .
. This rate is intended for corporate customers. The corporate rate is flexible
prepaid . L .
rate and allows booking modification and cancellation.

Prepaid This rate is intended for leisure customers. This rate is fully inclusive, which
rate means that it usually includes unlimited mileage.

What are the discount types?

You can access different discount types for each provider. The discount types that are
available depend on the provider that you select in the search.

Discounts types are identified by discount codes. These codes are subject to change, and you
can add them or remove them as required.

To set up default discount types, click on the Preferences button ( Freferences) on the left
of the Search panel. Enter the details in the pop-up.

You can edit discount preferences for your office

Hertz ¥  Booking source (BS) ¥ Remove

Add

Example discount types

Discount L.
Description
Type
The Booking Source enables you to store new booking codes that you can
use to retrieve negotiated rates.
The booking codes are stored by the office ID, which means that you can
) share the stored booking codes with your colleagues, provided that you are
Booking
connected to the same server.
source
The car providers can identify you by means of your predefined booking
codes.
When you store a booking source, you can view your booking codes in the
Search page under More search options.
Corporate . . - . .
rate This rate is granted to specific companies or travel agencies.
Rate code This rate is negotiated between the car provider and the travel agency.

Customer ID  This rate is granted by the car provider to an individual traveler.

Promotional

This rate is offered by the car provider.
code
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Working with Leisure Cars

What is Leisure Cars?

Leisure Cars is an additional search option that displays rates and availability for leisure
rental.

Your travel agency must be registered with the Leisure Cars program before you can book a
car using this option.

There are no cancellation fees if the booking is cancelled up to 48 hours before the rental is
due to commence. However, bookings that are cancelled within 48 hours of collection are
charged 100%.

When a booking is confirmed, a pre-paid car rental voucher is issued as a proof of payment
and emailed to the customer. Therefore, an email address for a car voucher is mandatory
when confirming a Leisure Cars booking in the Checkout page.

What are the two rate packages for Leisure Cars?

Rate . ..
Description
Package
Includes all mandatory inclusions that a customer is required to pay before
Standard y a pay

driving their rental car.

Includes all mandatory inclusions plus additional cover, known as Super CDW.
This cover significantly reduces or waives any excess that the customer is
required to pay in the event of damage to the vehicle.

Inclusive cover is arranged with the car rental supplier that provides the rental
vehicle so that the customer:

Inclusive ¢ Is not required to leave a large deposit.
¢ Will not be offered additional cover at the counter.
¢ Will not be required to claim from a third party in the event of damage to
the vehicle.

Inclusive rates are indicated by a crown icon W |

How to register with Leisure Cars

You can register with Leisure Cars throughout the booking flow in the Search, Cars, or
Checkout pages.

1. Click on the More info and registration process link for Leisure Cars.
2. Inthe Leisure Cars pop-up window, click on the Registration Page tab.

3. Complete the information as required and click on Register.

©2022 Amadeus s.a.s - All Rights Reserved. 191



Amadeus Selling Platform Connect 10. Cars

How to display rate information for Leisure Cars

1. Click on the More info and registration process link for Leisure Cars.

2. Inthe Leisure Cars pop-up window, click on the Product Description tab.

Lelsure Cars addisonal miormation @

LEISURE CARS

Product Dascription L0 BT Terms and Condition

Amadeus Lefsure Cars

Arnadeus Letsure cars i a new olfering for Cars Plus users of Amadeus Selling Platform

Access a range of attractive rates from biggest global car rental brands o the important local providers,
Armpdeus Lewsure cars offers 2 specifically designed packages
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Selecting and booking a car

How to select and book a car

1. Review the results of your car search.

£ Preferences Search Cars. Checkout Reservation
Selected car rates Select search . hd ‘four Search
Filters
a Results found for: Nice (NCE) , 21 Dec 2018, 09:00 - 25 Dec 2018, 17:00
Settings
2 stations found. View details Search completed
Fiters .
Car Provider ¥ - e io i
Price : Group rates by: Car rental statien | No grouping Sort Rates by Price * | Proximity £ Mileage &
~
270.52BUR 1861.52EBUR | Group | - Renault Clio or similar (EXMR)
S
270.52 EUR 1661.52 EUR AVIS H{ + 2 270,52 EUR
# Masked rates included Category: Economy -Prepaid
o . Type: Special 57.53 EUR per day
Car Clags £ Mileage: Unlimited kilometers
Services ¥ Codes: RC-95I Conditions
Mileage ¥ Pick up and drop off: Thales Alenia Sp Anfibes Gare Sncf Thales Only, 06281 Mice Cedex 3 - Book
Prepaid ¥ Downfown
Trunk si o . T
Tt stee - ~  Group |- Renault Clio or similar (EXMR)
Passenger capacity o
Transmission ¥ . 4 2
Exact match = ANIS * @
Package - Category: Economy 270.52 EUR
Type: Special 67.63 EUR per day
Mileage: Unlimited kilometfers
Codes: RC-931 Conditions
Pick up and drop off: Thales Alenia Sp Antibes Gare Sncf Thales Only, 06281 Mice Cedex 3 - Book

Downtown

2. You can view the results in different ways by clicking on the following tabs.

Tab Description
This view shows the offers with the lowest estimated price for each provider:
e To group results by car rental station, click on Group rates by: Car rental

station. This will show only the best rate for each provider. To view all the
offers for a provider click on More Rates.

Listing
View

e To view the provider conditions summary, click on the Conditions link.
Category | This view displays a table with all the rates with the cars organised by category.
View Note that the car image is a generic one, not the actual car.
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This view displays a map with the car rental stations.

¢ Green markers indicate the car rental stations that are geocoded. If you
select a car provider in the list, its marker turns blue.

e Hover over a marker to view the car details.

Map View * Click on Road to display the car rental station on a normal road map view.
This view is the default.

¢ Click on Aerial to display a satellite photo of the rental station location.

Note: The map view is only available if at least one geocoded car rental
station is present in the selected location.

3. To narrow the search results, click on any of the Filters and enter filter criteria.
See [Filtering your search results](Filtering your search results.md).
The search results page updates and displays only cars that meet your criteria.

For Leisure Cars results, the travel agent commission is displayed, as well as an icon &
for any available packages. You can filter on packages in the Filter section.

4. Select a car and click on Book to complete the rental.

How to compare car offers

1. In the Listing view or Category view, select two or more cars by clicking the check box on
the right corner.

Selected car rates 2 stations found. View details Search completed
Filters
Seitings
Group rates by: Car renfal station | No grouping Sort Rates by: Price ® | Proximity & Mileage &
Selected car rates.
Group | - Renault Clio or similar (EXMR -
Avis, Economy, 270.52 P ( )
EUR
AVIS @ 2 2
Sixt, Economy, 311.05 27052 EUR
EUR Category: Economy Prepaid
Deselect all T‘,rlpe: Specia_l . : 67.63 EUR per day
= Mileage: Unlimited kilomefers
Meaoe tndn
e Gonditions
Pick up and drop off: Thales Alenia Sp Anfibes Gare Sncf Thales Only, 06281 Mice Cedex 3 -

Downtown

The Selected Car Rates panel is shown on the left.
2. Click on Compare these rates.
The selected cars are shown side-by-side in a pop-up window.
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You have chosen to compare the following cars:

Pick up and drop off:

Thales Alenia Sp Anfibes Gare Sncf
Thales Only, 06281 Mice Cedex 3 -
Downtown

270.52 EUR
Conditions

Make: Group | - Renault Clio or similar

Total Price*:

Class: Economy
Mumber of doors: 2-4
Dirive: -
Fuel Type: -
Mileage: Unlimited
Extra km:

Rate Code:

Special Rate:

*OMik:s @
Ease Price: 253.00 EUR
Tp - Thefi Protection 0.00 EUR
Cdw - Collizion Damage 0.00 EUR
Waiver 292 EUR
Tmi - Tax On Mandatory
ltems 20.00 EUR
Sit - Sales Tax 1460 EUR
Rft - Registration Fee/ (*) Estimated
Road Tax taxes and fees
included

Pick up and drop off:
MNice Promenade Des Anglais. 3 Avenue
Gustave V, 06000 Mice - Downtown

311.05 EUR
Conditions

Make: Fiat S00. Opel Adam or similar

Total Price*:

Class: Economy
Type: Special
Dirive: -
Fuel Type: -
Mileage: 1750 km
Extra km: 0.31 EUR
Rate Code: RX5
Special Rate: -
* O M2 ik
Ease Price: 25921 EUR
Tax - Tax 5184 EUR

(*) Estimated taxes and fees included

3. Use the Print and Email icons to print or email the page.

For Leisure Rates, the commission is not printed.

4. Click on Book to go to the Checkout page and complete the booking.

Filtering the car search results

How to filter car search results

1. Click on Filters.

Selected car rates
Filters

Settings

2. Set all the filters that apply.
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10. Cars

Filters

Area

Car Provider

Price

270.52 EUR

'
L
b
L
L
)

1661.52 EUR

AEEEEERERRERNNENY

270.52 EUR 1861.52 EUR

Masked rates included

0y
Car Class
Services
Mileage
Prepaid
Trunk size

Passenger capacity
Transmission
Exact match

Package

£ €€ £ £ € L L L

The search results page updates and displays only cars that meet your criteria.

The filter settings apply in all three views: Listing view, Category view and Map view.

If a search returns masked rates, the check box Masked rates included appears in the Price
filter. By default, this check box is selected and the number of masked rates is shown. If the
search returns only masked rates, the price slider is greyed out and the masked rate details

are displayed.

What are the filter options?

Filters
Distance
Area
Car Provider
Price

Car Class

Shuttle
Information

Services
Mileage
Prepaid
Trunk Size

Description
Use the slider to define the maximum distance from the searching centre.
This filter is only displayed when you search using the Address or Landmark
option.
Choose between the different areas linked to your search location.
Choose to display all car providers or select specific car providers.

Use the slider to define the price range and select whether to display
masked rates.

Select the car categories that you want to display.

Select the type of shuttle service required.

This filter is only displayed for terminal and off-terminal locations and
when at least one of them has associated shuttle information.

Select whether to have Delivery or Collection services.

Select to display vehicles with limited or unlimited mileage or both.
Select to display only prepaid rates or non-prepaid rates or both.
Select the boot size requirements for the luggage.
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Passer‘1ger Define a rate according to the passenger capacity of the vehicle.
Capacity

Transmission | Select whether you want automatic or manual transmission rates.
Select the rates that have an exact match with the request selection.

If the vehicle ACRISS code matches the vehicle options criteria from the
search, a check box is displayed to allow you to select the rates with an

exact match.

Exact Match

Package This filter option is specific to Leisure Cars only.
8 See Working with Leisure Cars on page 191.
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10. Cars

Entering traveler and payment details for a car

booking

Search

Car Booking Details

i AVIS

Make: Group | - Renault Clio
ar similar

ACRISS code EXMR (Economy,
Special. Manual, Air
Conditioning)

Capacity 4 seats, 2 luggage

Mileage: Unlimited miles

Exftra km: -

Rate Code: asl

Epecial Rale: -

Itinerary Details
Pick-up:

Thales Alenia Sp, NICE CEDEX 306281 FR
21Dec18, 09:00 AM

Drop-off:

Same as pick-up,

23Dec18, 05:00 PM
Price Details

5 days Base Rafe: 25300 EUR
Tp - Theft Protection . 0.00 EUR

Cdw - Collision 0.00 EUR
Damage Waiver

Tmi - Tax On 282 EUR
Mandatory lems :

Slt - Sales Tax 20.00 EUR

Rt - Registration Fee/ 14.60 EUR
Road Tax -

*Total Price: 270.52 EUR
PREPAID

*Total price includes all estimated  Conditions
taxes and fees.

Example: Checkout page

Cars Checkout
Special Equipment

Special Equipment:

Traveler Identification

Reservation

Title: A Email:

First name: |:| FT Number:

Airline code

= Additional Sell Information
Always keep expanded
Supplementary
info
Booking agent

Billing number

Eooking source

= Booking Tracking Information
Always keep expanded

Eilling reference Agency accounting

Tracking:

Form of Payment
The rate for this bocking is PREPAID
Will the Payment be Collected by the Travel Agent? (8 Yes Mo

Payment for the Mone v
Travel Agency

Guaraniee Type: Agency Payment v

= Delivery and collection
Always keep expanded

Delivery: Collection:
® None * Mone
Address Same as Delivery
Site Info Address
Site Info

A\

Flight Ma:

Back To Search  Back To Cars Reset  Send Reservation Request

How to complete the checkout page

1. Check that the car booking details are accurate.

2. Request any special equipment in the Special Equipment section as follows:

° Enter the name or code.
Or:
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° Click on [Z] to select special equipment from a list.

You can enter a maximum of three special equipment names or codes. Use a comma to
separate each item.

In the traveler Identification section, enter the name of the driver.

If the booking file already contains the traveler's details, select the name of the driver
from the list or select New traveler to add a new traveler.

In the **Additional Sell Information **section, enter additional information and issue an
e-voucher if applicable (for non-prepaid rates only).

For more information on issuing an e-voucher, see How to issue an e-voucher during
checkout below.

In the Form of Payment section, select the form of payment.

° |If your agency collects the payment or guarantee information, this information is sent
to the agency's mid or back office.

° |If the car provider collects the payment or guarantee information, this information is
sent to the car provider.

For Leisure Cars, this section is called Agency Payment.

Select the guarantee type from the Guarantee Type drop-down list for non-prepaid
rates.

A guarantee is not required for prepaid rates.
Specify the delivery and collection point, if it differs from the car provider rental location.

Click on Send reservation request to display the Confirmation page and complete the
reservation.

You can also click on:
° Reset to reset all the fields in the page with the default values.
° Back To Search to return to the Search page.

° Back To Cars to display the Car availability page.

How to issue an e-voucher during checkout

1.

In the Checkout page, complete the Additional Sell Information and e-Voucher section.

E-vouchers can only be issued for non-prepaid rates.

2. Specify either a Booking source or a Billing number.

3. Select the voucher value in the Voucher value drop-down list.

4. Select the Issue e-voucher and end-transact Booking File box to complete the payment.

The booking file record locator number is displayed. Note down this number for future
reference.

When you issue an e-voucher, the booking is automatically confirmed.
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Confirming, modifying, and cancelling a car
booking

Example: Reservation page

Search Cars Checkout Reservation

Car Booking Summary
“four car booking is confirmed. To finalise your reservation please end fransact your PMR.

Reservation Information
WWe recommend that you make a note of the booking reservation number or printisend this page to your customer.

Reservation number G5403428814 & =

Car Booking Details

Aszsociated Traveller Mr Burgund Gabriel Email: gburgund@gmasil.com

Confirmed Special Equipment:

Delivery: - Collection:

Pick-up: Esirada Do Asroporto, FARD PT “ x
23Apr15, 10:00 W

Drrop-off: Same as pick-up,
24Apr13, 10:00 1 day Base Rate: 45.38 EUR

Sl - Supplemental Liability
Make: ANW UP or similar Coverage :

Cdw - Collision Damage Waiver :

Class: Economy Seat Capacity : 4 To - The® Protection - A
Mumber of doars: 23 Luggage Capacity: 4 Quoted Frice: 45.36 EUR
Transmission: Manual Milzage: Unlimited miles Prenaid amount: 4538 EUR
Drive: _ Exira km: Commission: 454 EUR
- ’ ’ Agency Payment: 40.22 EUR
Fusl Type: - Rete Code: INC .

: - . T ) *Total Price: 45.36 EUR
Air Conditioning: Air Conditioning Special Rate:
Fuel Policy: Full to full PREFAID

Conditions

Agency Payment Details
Payment:

Guarantee: Credit Card

The Total price may vary from the Quoted Price due to
the additional costs of optional services.

“Total price includes all estimated taxes and fees.

Go To Booking File

How to confirm a car booking

1. Click on Conditions to review your car provider's rate details, rate rules and station
policies.
2. Click on Save and Confirm (ER) to confirm and save your booking to the booking file.

If you do not click on Save and Confirm within 30 minutes, your booking is cancelled.
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How to modify a car booking from the booking file

1. Click on Go to Booking File.
2. Click on Modify in the Itinerary details section.
The Modification window is displayed.
3. Enter the required modifications.
4. Click on Send Modification Request to save your changes.

5. To ensure that your changes have been saved, click on Back to Booking File.

How to cancel an unconfirmed car booking

Click on Ignore (IG) in the Reservation page.

How to cancel a confirmed car booking

1. Click on Go to Booking File.
2. Click on Cancel in the Itinerary Details section.
When you cancel a booking you can choose between:
° Cancelling a car segment
° Cancelling the whole itinerary
3. Click on Save and Confirm (ER) to save the booking cancellation.
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11. Rail

Getting started with Amadeus rail

What is Amadeus rail?

Rail is a web-based rail-booking tool that is designed to guide you through the complete
booking flow.

Rail enables you to:

e Book one-way, round-trip or multi-destination rail trips (open jaw) for corporate and
leisure passengers using real-time availability and fares.

¢ Share content with the Profiles Plus and Booking File modules.

¢ Indicate a seat or berth preference.

e Select multiple proposals and display a Trip Comparison table prior to booking.
e Add or cancel a bound from an existing Booking File.

e Modify, cancel, or reprice rail segments for specific carriers.

¢ [ssue tickets for all train segments in the Booking File.

e Refund all issued rail tickets from a retrieved Booking File.

e Exchange tickets from an existing Booking File.

How to save default settings for rail

1. On the main Selling Platform Connect menu, click on Settings > Rail.
Alternatively, on the main accordion menu, click on Personal Settings > Rail.

2. Select your preferences as required and click on Save.

Workflow: booking a rail trip

Step See
1. Enter passenger details. How to enter passenger details on page 208
2. Search for availability and fares. Searching for a rail fare on page 212
3. Select a fare. Selecting a rail fare on page 215
4. Book your trip. Booking your rail trip on page 220
5. Confirm and save your booking. Saving a rail booking on page 225
6. Issue tickets. Issuing rail tickets on page 232

What are the post-booking / reservation management options?

You can perform the following actions after booking but before issuing tickets:
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Action See
Modifying, cancelling, Modifying, cancelling, and repricing Swedish rail and SNCF rail
and repricing segments on page 227.
segments. Cancelling other distributor rail segments on page 229.

Modifying passenger
details before
issuance.

Modifying passenger details before ticket issuance (SNCF
distributor) on page 230.

Issuing tickets. Issuing rail tickets on page 232.

What are the after-sales options?

You can perform the following actions after issuing tickets:

Action See
Refunding tickets and = Refunding tickets on page 234.
releasing bookings. Releasing a booking or seat (SNCF and Swedish rail) on page 237.
Voiding SNCF Tickets. ' Voiding SNCF tickets on page 238.

Exchanging Swedish rail tickets on page 239.

Exchanging tickets. ) o
Exchanging SNCF rail tickets on page 241.

Accessing rail

You can access Rail in either of the following ways:

e From an existing booking file.
e By starting a new booking file.

How to access rail from an existing booking file

Retrieve a booking file and do one of the following:
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11. Rail

¢ Select Go To > Add Rail Booking.

dAMADEUS File GoTo  Settings &

B & [ New Booking Fi Main Page

Ratrieve Bookin Profile Follow Up

ns]
i

. Add Air Booki
Main Page IrEooking

Add Hotel Booking

‘ Your Desktop
Add Car Booking

Retrieve Booking File Add Rail Booking

OR
e Click on the Rail icon in the Go To panel on the right of the screen.

Show in Command Page
X[ 2/ E]

More Products A4

Show Booking File

OR

¢ Click on the Rail Booking link in the What do you want to do next? section.

- What do you want to do next?

Retrieve a Profile Air Booking
Add Manual Offer Car Booking
Add Manual Booking Hotel Booking
Add/Update passenger Rail Booking
Air Pricing/T5T

© Main Page ¥ Booking File 1

How to access rail by starting a new booking file

If you do not already have a booking file, you can create one by doing one of the following:
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¢ In the Your Desktop area, click on Rail search.

Your Desktop

New Booking File

Create a new booking file starting with...

[
M Pazsenger Mame

.i\.ﬂi’sc—arcl"

=4 Hotel zearch

s Carsearch

& Rail search

OR
¢ Click on the drop-down arrow on the New Booking File button and select Rail.

dMADEUS Fie GoTo  Settings

=L [ New Booking File ga | H Mew Co

Create new Booking File starting with...

[
M Passenger Name

Main Page 4 A
= Hotel

Mo Decld aeroa e e _
= R LT mean T LT = Tt s ]

OR
¢ Select File > New booking file > Rail.
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dMAadDEUS File GoTo Settings  Scripts Help Service Hub

B | # | Newb New Booking File 4 Create new Booking File starting with...

MNew Group Booking File 4 A Air

Mew Profile 4
. Hotel
Main Page ! ot
Mew Command Page & Car
| Your Desktop -
E3 close <w Rail
Retrieve Booking Fi Close All M Passenger Name
Claim Booking File IE save and confirm (ER) Retrieve Traveller Profile

How to retrieve a booking file

1. Enter a name or reference number in the search box on the main toolbar of Selling
Platform Connect.

2. Click on Retrieve.

Alternatively, expand the Retrieve Booking File tab on the Main Page menu of Selling
Platform Connect, enter the search criteria and click on Retrieve.

One or more booking files appear in a list.

Retrieve Booking File

BROWN Retrieve
L ast Open Booking Filss

MCTEST PAUL (1) - 17DEC - 36RXLH

MCTEST PAUL {1) - 26MOM - 35W3F2

PROMISE CLIFF (1) - 03JANTT - 38DCEJ
PROMISE CLIFF (1) - 38DBDF
RAILTWO CAESAR null (1) - 39E1C4

3. Select a booking file from the list and click on Open Booking File.

A maximum of four booking files can be open at once.

Navigating the shopping and booking screen

The Shopping and Booking screen consists of various sections. You can scroll between them
using the scroll bar on the right, or by using the buttons on the Navigation bar.

“ G (o) a 0 Train Tickets A
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Clicking on the first three buttons (from left to right) will take you to the respective sections
of the booking screen:

e Passenger Details button

Clicking on this button scrolls to the Your Passengers panel, where you enter the
passenger's details.

The number in parenthesis indicates the number of passengers in the booking.
e Shopping Basket button

Clicking on this button scrolls to the Your Trips panel, where you manage the trip
content, ancillary services, accommodations, delivery mode and booking.

The number in parenthesis indicates the number of trips in the basket.
e Search Results button

Clicking on this button scrolls to the Search Results panel. This panel contains a summary
of the selected trip(s).

How to add remarks to the pnr

Clicking on the ' ° button on the right of the Navigation bar opens the following window,
which lets you add up to 10 remarks to the PNR.

Add a remark to this PNR X

1. (f;' Back-Office (_:' Rail categorized

Remove

+ Add a remark

You can add either an accounting remark (RM), or a rail-categorized remark (RMR).

Managing profiles

How are profiles transferred to rail?

You cannot transfer a profile directly to Rail. You must either:
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e Transfer the profile to a rail booking file before starting a rail booking flow.

See Transferring profiles to a booking file on page 1.

Note: It is not possible to transfer only rail remarks in the profile. If you do a selective
transfer and choose to include remarks, all remarks in the booking file are transferred.

e Create a new profile using the Profiles module.

See How to create a profile on page 1.

How is rail information displayed in profiles?

Rail remarks can be entered in cryptic format and displayed in the Remarks section of a
profile.

Traveller information Agency information
Last name Smith Responsible office NCE1A0915
First name John
© Remarks
Remarks
Remark type General
Remark CC/SNF/CO00ACE
Remark type General
Remark WINDOW, /FORWARD
Remark type General
Remark LC/THA/CYB/* - rrrsssmss 0988/10M

AY2020/Y

Transfer to booking file ~

Entering passenger details

How to enter passenger details

Note: You can choose to leave the passenger details unfilled and add them later. In this
case, skip to Searching for a rail fare on page 212.
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1. Open Rail.

See Accessing rail on page 203.

& Your passengers (1)

Number of passengers . 1%

1 5 T e st e Date of birth Fma ~ Phone LY
No rail card = Mo Loyalty card N
Passengertype:  Nopreference
Add a passenger

Corporate Program e cul Passenger 1

Add a Corporate program

2. Inthe Your passengers panel, specify the number of passengers using the Number of
passengers drop-down or by clicking on Add a passenger.

3. Either:
Retrieve a profile (see Managing profiles on page 207.)
Or:
Enter the following information:

© Last name and First name. (SNCF: If you enter a name, you can still change it when
issuing the tickets.)

° Date of birth in the order Day-Month-Year (for example, @4nov85 or ©41185).

B SNCF (including Eurostar, Thalys and Lyria): The date of birth is mandatory to
retrieve age-related fares.

B Swedish Rail: The date of birth allows the retrieval of special passenger type fares.
° E-mail.
° Phone.

SNCF: If a DV already exists (for example, where a booking has been made via a self-
booking tool), you can claim it. See How to claim a dossier voyage (SNCF) on the next
page.
4. If the passenger has a rail card, click on the Rail Card icon [=].
° From the Rail Card Selection window, select the rail provider and the appropriate rail
card type(s).

Note: If rail card information has been transferred from the company or traveler
profile it will be pre-filled. The Rail card field may also be pre-filled if this
information has been added to the PNR using the Command Page.
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Any fare reductions allowed by the selected card will be displayed in the Search
Results panel. For details on selling SNCF rail cards, see Selling rail cards (SNCF) on
page 243.

5. If the passenger has a loyalty card, enter the details in the Loyalty card fields.

Notes:

° |f loyalty card information has been transferred from the company or traveler
profile, it will be pre-filled. The Loyalty code field may also be pre-filled if this
information has been added to the PNR using cryptic.

° Swedish Rail: For trips on MTRY, it is possible to add the Club Xpress card. Select
MTRX as the carrier, select Club Xpress as the card type and enter the card
number. There is a limit of one card per passenger.

© SNCF: You can enter FCT (Facilité de Circulation Tiers) card information in the
passenger details section, or import it from the traveler profile. The following FCT
fares require a card check: GC50, GC52, GC54, GC93.

6. You can specify the passenger type, if desired.

7. If the passenger is a member of a corporate programme, select the provider from the
Corporate Programme drop-down list, and enter the programme number. For more
details see What is a corporate programme? on the next page.

Note: Depending on the selected provider, various other search options may be
available.

Provider Option Description
Swedish Campaign | A campaign code allows you to access discounted and reduced
Rail Code rail fares where applicable.
A CUI code is an advantage code that enables individual

SNCF CUIl code
passengers to benefit from discounted and reduced fares.

How to claim a dossier voyage (SNCF)

1. Enter the PNR number of the SNCF DV and click on Claim.

W - 9

The following information from the DV is loaded and a confirmation message is shown.
° Passenger date of birth, contact email, and loyalty card

° Supplements

° Fare discount elements (corporate code)

No fare discount element (FD) is created for rail cards.

2. When you end-transact your booking, an Amadeus PNR number is created and displayed.
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You can now perform any service action on the booking, such as issuance, passenger
modifications, add, reprice, and so on.

Note: If the issuance mode was set on the DV at the time of booking, it is not possible to
change it at issuance.

Once a DV has been claimed, the Amadeus PNR is kept synchronized with the SNCF DV, in
case of modification outside the Amadeus system, such as a change of travel dates, or
addition or deletion of a segment.

What is a corporate programme?

A corporate programme represents an agreement or a contract between a company and the
rail provider.

Rules

 If a corporate programme code is entered for a multi-passenger booking, the code will
apply to all passengers. If the code should not apply to all passengers, you must create
two separate bookings: one for passengers who have a corporate code and one for
passengers who do not have a code.

e Corporate programme information is pre-filled in the Search Trip panel if the information
is available in the Company profile or booking file.

¢ In the Shopping Results panel, search results include both standard fares and corporate
fares. Corporate fares are indicated by the 4 icon.

¢ You cannot edit the corporate programme information after the initial booking.

e If a Corporate Code has been used at booking time, the Corporate Code information will
be conserved for any future add and exchange actions, and automatically retrieved at
add and exchange time.
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Searching for a rail fare

How to search for a fare

1. Scroll to the Search Trip section.

- Search Trip

SNCF NS Deutsche Bahn 0EB G - Trenitalia

Fare language = DEFAULT w2

hutsl ®) Dep.
(A, Remove

Less Options

DDirEEtTrain Max number of changes 3 v Transfer duration v

i

Class of service No preference Vv E‘
Add Train Number
o () Dep.
5 August 2019 1643 =
O,
Less Options

Direct Train Max number of changes 3 ~

Class of service No preference = =

Add Train Number

ear search Search

2. Select your train Distributor (if your Office ID only has an agreement in place with one
Distributor no alternatives will be displayed).

3. Enter the name of the Departure and Destination stations.

Tip: To display a pop-up list of stations, enter the first few characters of the station
name.

SNCF: A station alias name is also shown for each station, such as FRPAR for Paris. You can
enter the appropriate alias name instead of the first characters.

4. Select the Date and Time of departure.
5. If you wish to book:
° Areturn trip, select the Date and Time of return.
° A one-way trip, remove the return trip by clicking on Remove to the right of the trip.

6. If desired, select any of the other options, such as whether you want to search only for a
Direct Train, or if you want to limit results based on a Maximum number of changes, or
the preferred Class of service.

7. Depending on the selected Distributor, various other search options may be available.
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Provider

Deutsche

Bahn, Swedish

Rail

Deutsche

Bahn, Swedish

Rail
Deutsche

Bahn, Swedish

Rail
Swedish Rail

Swedish Rail

SNCF

SNCF

11. Rail

Table: Provider-specific search options

Option

Add Via,
Stopover

Transfer
duration

Equipment
Type
Carrier

Passenger
Type

Open date
ticket

Display RIT
fares

©2022 Amadeus s.a.s - All Rights Reserved.

Description
Click on the Add Via link to add a second Via Station
option to both the outbound and inbound trips. You
can also specify the minimum stopover time for each
Via Station option.
This allows you to specify a minimum change time
between trains for trips that involve a change of train.
This is only available if Direct Train is not selected.

Allows you to select train types.

Allows you to specify the carrier.
Allows you to specify the passenger type.

This allows you to book open-date trips. This check box
is only enabled for bounds containing at least one
segment for which seat reservation is not mandatory
(for example, TER). If this check box is selected for a
bound, it is still possible to modify seat preferences for
any segment for which seat reservation is mandatory
(for example, TGV), but not for other segments. The
word Open is shown for open-date segments in the
Confirmation page or in the booking file instead of
departure or arrival times.

This check box is only enabled if you have chosen E-
ticket or ATB-agency pick up for Issuing Mode.

Note that Rail does not show details of time limits on
the ticket, if any.

This option provides access to SNCF special fares.
These are inclusive fares that are sold with tour
packages. These options are activated at office ID level
in agreement with SNCF.

This check box is selected by default if you have
activated this option. See Selling rail cards (SNCF) on
page 243.
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Provider Option Description
This allows you to specify a booking class code, fare
code, fare name, and passenger type.

° If you select Fare Code from the Fare type drop
down, you can enter a Congé Annuel fare code,
such as CA52. This enables the Cheque-Vacances
method of payment.

© FCT SNCF Preferential fares are available.

SNCF Advanced ® With Card Check: GC50, GC52, GC54, GC93
Fare Options
B Without card check: GC14, GC15, GC16, GC18,
GC55, GC56, GC57, GC58, GC59, GC92, GC95

° You can use fare codes for pets:

B CH98 for a small pet (animal in a container,
weighing less than 6 kg).

® CH50 for a large pet (animal on a leash,
weighing more than 6 kg).

Fully booked trains are greyed out with a sold out

SNCF, Display fully description in the Shopping Results panel.

Swedish Rail booked trains . .
Swedish Rail: It is possible to see fully booked fares.

8. Click on Search.
The fares are shown in the Search Results panel.

Automatically splitting a PNR at the passenger level
(Swedish rail)

You can automatically split a multi-passenger PNR at the passenger level if the
corresponding feature is activated by default at the office ID level. When the feature is
activated, an individual PNR is created for each passenger.

You can manually deactivate automatic PNR splitting at the passenger level, with the
following limitations:

¢ For bookings with both adult and child passengers, the child fare does not apply when
automatic PNR split is activated. At split time and at booking time, the child fare is
automatically changed to a youth fare. To avoid this, you must deactivate the feature
which allows automatic PNR splitting.
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e You cannot split a multi-passenger hotel PNR. When performing an end transaction after
completing the rail booking, an error message is displayed. To avoid this:
° Split the hotel PNR before adding the rail booking.

or
° Manually deactivate automatic PNR splitting.

e If you add a rail booking to an existing air booking, automatic PNR splitting at the
passenger level is disabled.

Selecting a rail fare

How to select a fare

The Shopping Results panel shows a selection of fares and itineraries that match your search
criteria.

Yourtrip | € Add trip for comparizan

&% Stockholm C Klarabergsviadukte > Karistad C

Monday 16 September 2019 From10:00  1PAX

Displayby: Compactview Duration G Allowed Flexbility & Class G Price ©
SJRE3T 2h51 N
13:58  Stockholm Central &R s ‘0 nd  SJ21R 2K-Kandle.  SJ21R % it n
sT
Snabbta 5
16:49  Karlstad C nenrEe * st SIIR 1K-Kandle..  SJIR 62 STLIDSEE
Reservation mandatory (63.00 EUR)
E 302.00 SEK
4 2d SR 2K-Kanom.  SI21R 99 i
E
456.00 SEK
€ st SI11R 1K-Kanom.. SR 82 Ry
. 206.00 SEK
nd  SU2IR 2K-Kangj . SJ21R 99 i
1st SI1R 1Ki-Kanej . SR 62, @ ZE0.00 SER

(33.50 EUR)

1. Select the appropriate fare by either:
° Double-clicking the fare line.

° Placing the mouse over the fare and selecting the button that appears next to it.

99.00 EUR n

The fare line is added to the shopping basket.

2. For areturn trip, select the appropriate fare for both outbound and inbound trips.
The selected trip(s) will be automatically be added to the basket

3. Scroll to the Your Trips panel, to see a summary of the trip.
You can delete or change your selections using the Clear and Change links.
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Notes:

On the left of each fare line is a diamond-shaped icon that indicates the flexibility. Hover
the mouse over the icon to see details of the flexibility. See Explanation: Fare Collection
Display Icons below.

The shortest trips and the lowest fares per trip are both displayed in green.
Click on View more fares to see additional fares.

You can sort the fares by clicking on the criteria headers (Compact View (default),
Duration, Flexibility, Class, Price).

Click on the fare price to see the fare details.
Click on the train service number to display more service information such as train
equipment and on-board services.

Click on Earlier trains or Later trains above and below the time display to see earlier or
later trains.

If the fare is displayed in a different currency from your own, you can display the
equivalent price by clicking on the currency drop-down menu and selecting your
currency. The price in the provider's currency is shown in blue, and the equivalent price
in the selected currency is shown in grey between brackets. (The equivalent price is for
information purposes only.)

To compare multiple trips for a single-passenger booking, refer to How to compare
multiple rail trips on page 219.

SNCF: For non-direct trips, click on the Change link to display a journey summary that
includes the list of stops, departure and arrival times, and train details.

Explanation: Fare Collection Display Icons

Understanding the icons in the Fare Collection Display

Icons Description
P Indicates the most flexible fare (depending on the rail provider's
regulations/conditions).
¢ Indicates a semi-flexible fare.
Indicates a fare that is not flexible. No refund or exchange is allowed.
E Appears next to one of the above flexibility icons, to indicate the fare is also

15

exchangeable.

Indicates the exact number of seats still available at booking time.

©2022 Amadeus s.a.s - All Rights Reserved. 216



Amadeus Selling Platform Connect 11. Rail

Icons Description

wd When coloured red, this icon indicates that there are ten or less seats available.

Indicates that no information on seats is currently available. Booking is possible.

Indicates that a reduction is available for discount card holders.

v B

Indicates a return fare.

E Indicates that a reduction linked to a corporate code is available.
a Indicates that a reduction is available depending on the passenger type, for
example, student.
Indicates that ancillary services are available. Click on the icon to view the
7
available services. Ancillary services can be added in the Your Trips panel.
SNCF: Indicates the level of carbon-dioxide emissions per passenger for the
selected train journey.
0 .. .
B SNCF: This icon indicates an overbooked proposal.

SNCF: This icon indicates that the train has an unconfirmed schedule. This means
the method of delivery will require contact information. Hover over the icon to
see tooltip information, or select the train details to see more information.

Explanation: SNCF special fares icons

Understanding the rail card selection icons

The following are special fares and must be selected from the list in the Rail Card Selection
dialog. See Selling rail cards (SNCF) on page 243.

Icons Description

t Indicates a Forfait Bambin fare.
This fare is displayed if one of the passengers is under four years old.

Indicates a Enfant+ fare.

“.' This fare must be booked for both infant and parent: different prices will be
returned for the child and the adult.
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Icons Description
Indicates a Enfant Famille fare.

ﬂ This fare must be booked for both infant and parent: different prices are returned
for the child and the adult.

Indicates a Carte d’Invalidité or Carte d'Invalidité Accompagnateur fare.

Wheelchair space is automatically selected. This is set in the Preferences >
Environment option in the Accommodation window. (See Booking your rail trip on

page 220.)
Accommodation X
Lyon Part Dieu - Paris Gare De Lyon Reservation mandatory Seatmap
Automatic @ Assignment lo Seat Free of charge
&

Passenger 1

Position Environment Deck level

Aisle L4 Wheelchair Space L4 v

Even if the second passenger (trips with a disabled passenger are limited to two
passengers maximum) is not using a disabled rail card, the wheelchair space
accommodation type will automatically be selected for both passengers.

Indicates an RIT fare. This allows inclusion of RIT fares in the full booking flow.
= After-sales operations (for example, refund, exchange and void) are possible with
RIT fares.

Note: To access SNCF RIT fares, your Office must eligible to sell RIT Fares and the check
box Display RIT Fares must be selected in the Search Trip panel.

Note: When you book a standalone regional TER train, the booking may be performed
via SNCF’s PAO system, depending on the specific region. There are currently some
limitations for standalone TER bookings via PAO:

* Input of a loyalty card and FEC is not supported.
e PAO and non-PAO bounds must be booked in separate PNRs.

* Post-booking modifications, including modifying passenger, method of delivery and
repricing are not possible.

e Voiding PAO bounds is not possible.

* You can only perform cancellation per bound.
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How to compare multiple rail trips

Note: You can only use Trip Comparison for single-passenger bookings with a maximum
of four proposals per comparison.

1. To select a fare, place the mouse over the fare and select the button that appears next to
it.

99.00 EUR n

2. Inthe Search Trips panel, click on Add trip for comparison.

e STOCKHOLM C KLARABERGSVIADUKTE > Karlstad C

Thursday 19 January 2017 From 10:00 1 PAX

-/ Your selection
1036 STOCKHOLM C SURE2D 2h28 4 FirstClass SJ1. 1K -Kanter.. SJ1R 02 el A

: : {104:30 EUR)
13:04 KARLSTAD C Snabbtag Direct Clear Change

3. From the list, select another fare.

The trip selected for comparison is added as a new Your trip tab.
4. You can add up to four trips.
5. Click on Compare.

The details of the selected trips are displayed side-by-side in the Trip Comparison
window.

6. You can print or copy this summary page, or save it as a PDF.

Before printing or copying, you can choose to hide particular sections, such as the price,
by modifying the layout using the link at the top of the window, or add comments in the
Comments fields.

Tip: By using the Copy to clipboard button, you can copy and paste the trip
comparison information into an email or document.
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7. To book one of the trips, click on Continue booking under the relevant column.

Booking your rail trip

How to book your trip

1. Scroll to the Your selected trips panel.

Wednesday 15 August 2018 D Return fare: Friday 17 August 2018 Modify
1004 BORDEAUX ST JEAN - o £ [ Al requre el for your selecie 7 e s . " o I ) o
loos R 2 el - ST, eveo e & & Sictonic documents | 7350 EUR 3
Friday 17 August 2018 O Return fare: Wednesday 15 August 2018 Modify
— . " o .
b jsihisasio i e e m o SaontFTU T e e m & @° | ectoncorumens | BER | ©
Formof Payment: o payment s Toet:  147.00ER
Accommodation 0.00 EUR
Anciry servces 0.00 e0R
Total price : 147.00 EUR

¥ Add TK OK element

@

2. From the Form of Payment drop-down select the form of payment.

The available forms of payment vary per provider, and depending on the type of ticket
selected. For more details see Payment.

You can confirm the booking without a form of payment by selecting the No Payment
option. When issuing the ticket, you can then add a form of payment using the Command
Page.
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Deutsche Bahn: If you select Credit Card as the form of payment, you are notified that a
specific payment transaction fee may apply at ticketing time.

Deutsche Bahn: If you select Credit Card as the form of payment, and you select
UATP/Airplus as the credit card type, you must enter some additional billing information.
Click on Billing Information to enter this.

3. Optionally specify the seating arrangement. See How to specify seating below.
4. Specify the method of delivery. See How to specify method of delivery on page 224.
Note: If there is missing information in the Your passengers panel, an orange border

is displayed on the Issuing mode / method of delivery button and a warning icon is
displayed in the basket

5. Swedish Rail: To enable the passenger to request a VAT exemption, select the VAT
exemption check box. This is applicable for international journeys (by train or with an
international flight connection) where a Swedish border is crossed. It is the responsibility
of the traveler to ensure they meet VAT exemption conditions. Note that a warning will
be displayed on booking.

6. To automatically add a ticketing arrangement to the booking file, select the Add TK OK
element check box.

7. Click on Book to confirm the booking.

The booking is done on the provider side and the Confirmation page is displayed,
indicating the Provider record locator.

You can now save your booking to the booking file. See Saving a rail booking on page 225.

How to specify seating

1. If you wish change the automatic seat selection for each bound, click on the
Accommodation button &,

Note: This button is not available for an open ticket segment.

The Accommodation window opens.
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Accommodation

BORDEAUX ST JEAN - PARIS MONTPARMASSE 1 ET 2 Reservation mandatory Seatmap

Automatic @ (" Preferences "] Assignment ( No Seat ) Free of charge

Mctest Paul

Position Environment Direction Configuration

E

Deck level

== 2 3

° To have the system automatically assign a seat for you, select Automatic.
° To specify general seat type preferences, select Preferences.

This lets you choose either a window or aisle seat, and depending on the provider, a
choice of environment, such as a quiet zone. You can also specify a wheelchair
accessible seat in the Profile drop-down.

° To choose a specific seat, select Assignment. You can also specify a seat using the
Seat Map. See Selecting seats using the seat map below.
Notes:
® You can only select seats in a single deck or coach at a time.
® You must select seats for all members of a party.

® Train direction is not indicated.

2. Click on Apply to apply your selections, or Ignore and Close.

Selecting seats using the seat map

An interactive Seat Map is supported by SNCF (TGV) and Swedish Rail. This enables a user to
assign an ‘available seat’. A selected seat can be cancelled, reset or confirmed.

Seats that match seat preferences are marked with a star icon.

e SNCF: SNCF (currently) only returns seat map information for TGV and 1st Class fares.
* Swedish Rail:

° Not all Swedish Rail trains have Seat maps, in such cases an error message is
displayed.

° Seats for disabled passengers are marked by a wheelchair icon.
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1. Click on the Seat Map link.

2. Select the assigned seats in the seat map.

3. Select the preferred seat(s) and click on Confirm.
Image: SNCF seat map

I 1. Passenger 1 No seat assigned

TGV Nord

T

Coachn® 11

‘2 EFHlZ-nnnleam -

—

wC

Exit

A 1 1] L1
A Ry 11 [ 1]

. Available . Selected Occupied ~ Preferences matched U Traveller number

o

F

Image: Swedish rail seat map

I 1. Passenger 1

Snabbtag

Coachn®1

w
;]

]
-]

[
[
2
]

5
-
&

-]
o

4
&

e
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. Available . Selected Occupied ‘ Preferences matched O Traveler number
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Note: Seat or berth selection does not guarantee seat allocation.

How to specify ancillary services

1. If you wish to add ancillary services, click on the Add Services button ® ',

The Ancillary Services section expands to show the available services.

Ancillary Services

'\ Please note that some services are subject to availability at booking time

Passenger Services Legs Price
@| Internet full time SJR 490 Included
Passenger 1 ) )
11| First class vegetarian meal SJR 490 1410 EUR Remove

Total - 14.10 EUR

Services

Internet on board

2| Internet full time Included
Meal on board
€ [11] a-course fish Chargeable
" |11] 3-course day traditional Chargeable
" |3/ Prawn sandwiches Chargeable
C 11| First class gluten and lactose free meal Chargeable
" [11] First class meal Chargeable
" [11] First class vegetarian meal Chargeable

Add to your selection

Swedish Rail: The Ancillary Services section allows you to add, delete or modify an
ancillary service. Select any required ancillary services and click on Add to your selection.

SNCF: Currently, you cannot modify ancillary services as they are already included in the
fare (Espace Pro Premiere).

How to specify method of delivery

1. Click on the Issuing Mode button to add the necessary information. A default one is
automatically selected.

E-billet (print at home
ticket)

2. From the Issuing Mode drop-down, select the type of ticket issued, and click on Apply.
The choices available depend on the rail provider, and in some cases the type of fare.
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11. Rail
Method of Delivery X
Carrier: Issuing mode:
SNCF E-billet (print at home ticket} |ﬂ i )
E-billet (print at home ticket)
E-tic ket
o Commacts Paper value - Agency pick-up
Global Global =

Passenger 1

Once the panel has been filled correctly for the MOD, the status of the basket is updated,
the issuing mode is displayed with a green border, and a green check mark is displayed in
the basket @ .

Thursday 4 October 2018 D Retum fare: Friday 5 October 2018 @

Modity
s AR HONTPARNASSE 1E72 e 1 Crance ; it AR Tarfnomal s, PTO0EVEO TP @ & & fi il IERCC LTS L
Friday 5 October 2018 D Return fare: Thursday 4 October 2018 @ Modify
i e ONTPARNASSE 1ET2 I e i st AAF Tafromas..  PTODEVED Tpax 105 & ®° 1300ER v

246.00 EUR
0.00 EUR
0.00 EUR,

246.00 EUR

¥ Add TK OK element
=

3. Click on Book to confirm your reservation.

Saving a rail booking

How to save your booking

1. Once you have booked your trip, the Confirmation window displays the booking
confirmation with the Provider record locator.
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PEIE A

External record locator: VR3704 Distributor: SNCF Responsible office: NCE1A0950 Created by: 0178AA Payment: Cash Fare Details

Provider record locator Ticketing time limit Corporate programme Status Issuing mode
TREWEK SHEED af 20 Sep 18, 08:28 Not ticketed E-billet {print at home ticket)
‘ Passenger and contact details (1) S Edit ~
Passenger Loyalty card E-mail Phone
n Boyce Tony E-billet (print at home ticket)
5 May 1961 PAUL MCSHEA@AMADEUS COM
i@ Htinerary details (4) ~
n SN 54340 First class 04 Oct 18, Thu ST MALO - RENNES 08:28 09:25 Details
ﬂ SN 3606 First class 04 Oct 18, Thu RENNES - PARIS MONTPARNASSE 1 ET 2 09:35 11:08 Details
B SN 3642 First class 05 Oct 18, Fri PARIS MONTPARNASSE 1 ET 2- RENNES 19:52 21:25 Details
SN 54445 First class 05 0ct 18, Fri RENNES - ST MALO 21:39 22:44 Details
Show more information (Expand the whole itinerary)
‘ Price information (4) ~
Provider record locator Segments Passenger Seat Ancillary services Surcharge Total
1] [ Boyce Teny 2250 EUR
2] [l Boyce Tony 100.50 EUR
TREWEK
a n Boyce Tony 100.50 EUR
a [l Boyce Tony 22 50 EUR
246.00 EUR

Total Price

2. To save your booking to the booking file, do one of the following:
° Click on Save, confirm and stay on this page.
° Click on Save and Confirm (ER) in the Itinerary panel on the right or enter an ER
command in the Command Page.
The Confirmation window is refreshed, with the Amadeus record locator displayed and
the Issue Tickets link enabled.

Note: To print or copy the booking confirmation, click on the Print @ or Copy L) icon
at the top of the window. By copying the confirmation information, you can paste it
into an email or document.

3. Before issuing tickets, you can perform some reservation management tasks:

° Modify or cancel rail segments. See Modifying, cancelling, and repricing Swedish rail
and SNCF rail segments on the next page and Cancelling other distributor rail
segments on page 229.

° Change method of delivery (SNCF).

° Modify passenger details. See Modifying passenger details before ticket issuance
(SNCF distributor) on page 230.
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Modifying Rail Bookings Before Issuance

Modifying, cancelling, and repricing Swedish rail and SNCF rail
segments

This section refers only to Swedish Rail and SNCF. For details on how to cancel segments for
other carriers, see Cancelling other distributor rail segments on page 229.

How to add a rail segment to an existing booking

Note: This option is only available for reservations that have been confirmed (by an EOT)
but not yet ticketed.

1. Retrieve the Booking File.
The existing bounds are displayed in the Itinerary Details section in the Confirmation
page.

2. Under Reservation management, click on Add a bound.

SNCF: Any rail card used in the initial booking is retrieved from the profile and displayed,
along with any rail card available in the traveler profile.

3. For existing reservations, you can choose to either:
© Create a new reservation for the bound
° Merge the new bound into an existing reservation.
4. In the Search panel, search for a new rail trip.
° You can choose to create open-jaw or multi-passenger segments.
° You can optionally specify a new corporate code or loyalty card.
5. Select the rail trip from the Search Results panel.

6. Click on Book to confirm the booking with the rail provider and add the booking to the
Booking File.

SNCF: You cannot change the method of delivery or form of payment when adding a trip
to an existing SNCF reservation.

Swedish Rail: The method of payment, contact details and ticketing options cannot be
modified. You can only add to other Swedish Rail reservations.

The bound is added for all passengers in the Booking File.
How to cancel a rail segment from an existing booking

Note: This option is only available for reservations that have been confirmed (by an EOT)
but not yet ticketed, and that contain at least one cancellable segment, or a segment
with a ticketing time limit.
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1. Retrieve the Booking File.
The existing bounds are displayed in the Itinerary Details section in the Confirmation
page.
Under Reservation Management, click on Cancel segment(s).
In the Cancellation mode pop-up window, select the rail segments that you want to
cancel.
You can select and cancel specific rail segments using the drop-down button.

4. Click on Confirm Cancellation.

5. To save the booking, click on Save and Confirm or use ET in the Command Page.

© Partial cancellation: If you did not select all segments for cancellation (and the
cancellation is successful), you are returned to the Confirmation page. The segments
that were selected for cancellation are no longer displayed. They are deleted from the
booking file, and the fares are updated.

° Full cancellation: If you selected all segments for cancellation (and the cancellation is
successful), you are returned to the Search panel. Any information that is not linked
to a bound remains pre-filled in the search fields, such as travelers and contact points.

How to reprice a rail segment in an existing booking

Note: This option is only available for reservations that have been confirmed (by an EOT)
but not yet ticketed (either fully or partially).

1. Retrieve the Booking File.
The existing bounds are displayed in the Itinerary Details section in the Confirmation
page.

2. Under Reservation Management, click on Reprice.

Note: It is not possible to use a CUI or corporate program, or add a loyalty card
during the reprice.

3. Using the Reservation drop-down arrow in the Reprice reservation pop-up window,
select the reservation that you want to reprice.

All segments in the reservation are displayed.
4. Click on Reprice this segment next to the relevant segment.
For an individual segment and per passenger, you can modify the:
° Booking class: This field must be filled.

° Fare code: This field can be left empty, in which case the segment is priced at the
most expensive fare by the provider.

° Passenger type: This field must be filled.
5. Click on the selector button Bl next to each field to display a list of valid entries.

If you want to replicate your changes for all segments, click on the selector button to
select the segments.

©2022 Amadeus s.a.s - All Rights Reserved. 228



Amadeus Selling Platform Connect 11. Rail

7. Click on Replicate changes to selected segments.

8. Click on Confirm reprice. This sends the request to the provider to reprice the selected
reservation.

Handling a lost repriced SNCF rail segment

After a reprice, the price of the SNCF reservation can be lost. A warning icon is displayed
next to the reservation record locator, and in the price information section, for the segments
corresponding to the reservation with no price.

You can either cancel the reservation, ticket it, or reprice it again. The ticketing will result in
the assignment of a new price.

Cancelling other distributor rail segments

This section refers to carriers other than Swedish Rail and SNCF. For details on how to cancel
segments for those carriers, see Modifying, cancelling, and repricing Swedish rail and SNCF
rail segments on page 227.

How to cancel a rail segment from an existing booking before issuing tickets

1. Retrieve a Booking File.
The existing segments are displayed in the Itinerary Details section in the Confirmation
page.

2. Select the rail segments that you want to cancel and click on Cancel.
Or:

In the Itinerary Basket panel of the booking file, click on Cancel for the rail segments that
you want to cancel.

3. Click on Cancel segments to confirm the cancellation of the segments.

How to cancel all rail segments before issuing tickets
1. Retrieve a Booking File.
2. Under Reservation Management, click on Cancel Bound(s).
The Cancellation mode panel is displayed.
3. Click on Confirm Cancellation.
Do one of the following:
° Save the booking using ET in the Command Page or click on Save and Confirm.
Or:

© Click on Abort Cancellation.
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Modifying passenger details before ticket issuance (SNCF
distributor)

What can you modify?
Before you issue tickets you can modify certain passenger details:

e Passenger name (SNCF)

e Email address

e Loyalty card number and details
e Date of Birth (SNCF)

This allows you, for example, to create a booking where not all the passenger details are
available at booking time, and to add these at a later date prior to ticketing.

Note: Name changes are only made in Rail and are not possible for multi-modal
reservations. Also, if a valid loyalty card is used, any name change is made only in the
Amadeus system, not in SNCF.

Note: Reprice is not automatic after a change of date of birth. So, for example, if you
change the passenger type from Adult to Child, you will have to perform the reprice
manually and enter the correct passenger type.

How to modify passenger details
1. In the Confirmation page, in the Passenger and contact details section, click on Edit.

2. Modify the passenger details as necessary.

‘ Passenger and contact details (1)
Passenger Loyalty card E-mail Phone

Boyce
New loyalty card _-j

o o Ebilet (pnt at home icke!,
SNCF =] SNCF Carte Grand Voyageu «| PAUL MCSHEA@AMA[S]
5 May 1961

s

3. Click on Confirm modification.
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Modifying method of delivery for SNCF distributor bookings

How to change the method of delivery for SNCF bookings
1. Click on the method of delivery:

Change method of delivery

n 04 Oct 18, Thu ST MALO - RENNES 08:28 09:25 Details

E 04 Oct 18, Thu RENMES - PARIS MONTPARNASSE 1ET 2 09:35 11:09 Details
TREWEK E-billet (print at home ticket) #

05 Oct 18, Fri PARIS MONTPARNASSE 1ET 2 - RENNES 19:52 21:25 Details

n 05 Oct 18, Fri RENNES - ST MALO 21:39 22:44 Details

Show more information (Expand the whole itinerary)

2. Select a different method of delivery and update and mandatory field (highlighted in
yellow):

n 04 Oct 18, Thu ST MALO - RENNES

E 04 Oct 18, Thu RENNES - PARIS MONTPARNASSE 1ET 2
TREWEK E-billet {print at home ticket)

05 Oct 18, Fri PARIS MONTPARMNASSE 1 ET 2 - RENNES

n 05 Oct 18, Fri RENNES - ST MALO

All methods of deliveries might not be applicable for your trip, method of delivery change might fail.

Carrier: Issuing mode:
SNCF

Faper value - Agency pick-up
CONTACTS E-ticket (pick-up at station)

E-billet (print at home ticket)

Global

[

Boyce Tony PAULMCSHEA@AMADEUS.COM [£] 5 May 1961
No Loyalty card ;]

Abort modification

When you change the method of delivery you can also modify:

e Email address
e Loyalty card number and details
¢ Date of Birth (SNCF)

This allows you, for example, to create a booking where not all the passenger details are
available at booking time, and to add these at a later date prior to ticketing.

Note: Name changes are only made in Rail and are not possible for multi-modal
reservations. Also, if a valid loyalty card is used, any name change is made only in the
Amadeus system, not in SNCF.
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Note: Reprice is not automatic after a change of date of birth. So, for example, if you
change the passenger type from Adult to Child, you will have to perform the reprice
manually and enter the correct passenger type.

Issuing rail tickets

Before you can issue a ticket, the booking file must be end-transacted, contain a form of
payment and have a rail segment.

For information about the ticketing options available, see What are the Ticketing Options?.

How to access the confirmation page of an existing rail booking

1. Retrieve a Booking File.
2. Inthe Itinerary details section, click on Details to expand the rail segment.
3. Click on After Sales.

The Confirmation page opens.

How to issue rail tickets

1. Under What do you want to do next?, click on Issue ticket(s).

What do you want to do next?

Re=zensation managerment Issuance After sales
Cancel Segment(s) Izsue ticket(s)
Add a bound

The Ticketing Mode dialogue box is displayed and all rail segments are selected.

Note: You can request a partial issue.

SNCF: If you wish, you can change or add the issuing mode prior to confirming ticketing
by clicking on Change method of delivery. Note that not all methods of delivery may be
valid for your booking, in which case Rail will not allow the change.

a. Click on the Issuing mode link for any DV, then select the new Issuing mode from the
drop-down list.

You can also change the email address, date of birth or loyalty card details at this
point.

b. Click on Confirm Modification.
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The modification is made locally in Rail. No modification of the SNCF DV is performed
until the ticketing is confirmed.

Notes:

® Only one method of delivery per PNR (DV) is allowed.

It is not possible to change the method of delivery if there have been voided
tickets on the DV.

® You cannot change the method of delivery form of payment when adding a trip
to an existing SNCF reservation.

® The method of delivery can only be changed for PNTs created after 23 March
2017.

SNCF: You can change or add the corporate program code prior to confirming ticketing, if
necessary:

a. Click on the Edit link # £9% in the reservation header section.
b. Enter a new code in the Corporate programme field.
c. Click on Confirm modification.

A Reprice reservation dialog is shown; to benefit from any negotiated fare code
allowed by the corporate programme, enter the Fare Code field and click on Confirm
Reprice.

2. Inthe Ticketing Mode dialogue box, click on Confirm Ticketing.

n 04 Oct 18, Thu ST MALC - RENNES 08:28 09:25 Details

E 04 Oct 18, Thu RENNES - PARIS MONTPARNASSE 1ET 2 09:35 11:09 Details
TREWEK E-billet (print at home tickef)

05 Oct 18, Fri PARIS MONTPARNASSE 1ET 2 - RENNES 19:52 21:25 Details

n 05 Oct 18, Fri RENNES - 8T MALO 21:39 22:44 Details

Show more information (Expand the whole itinerary)

Abort Ticketing ‘Confirm Ticketing

Booking File - BOYCE TONY (1) - 050CT - VR3704

[EUR] Euro g

) Confirmation
= The Ticketing has been successfully processed (21400201}

External record locator: VR3704 Distributor: SNCF Responsible office: NCE1A0950 Created by: 0178AA Payment: Cash Fare Details
Provider record locator Ticketing time limit Corporate programme Status Issuing mode
TREWEK SHEED af - Ticketed E-billet (print at home ticket)

= ltinerary Details (4)

"AirPricing | Manual Booking Pricing | Add Manual Booking v
Display by (& Chronological order ¢~ Product

" "Mouty | Cancel | Issue linerary | Rebook (58) |

1 Rail SN54340 040CT18 0828 ST MALO 040CT18 09:25 RENNES

First class HK1 B Details
2 Rail SNB606 040CT18 09:35 RENNES 040CT18 11:09 PARIS MONTPARNASSE 1 ET 2 First class HK1 A Details
3 Rail SNa849 050CT18 19:52 PARIS MONTPARNASSE 1ET 2 050CT18 21:25 RENNES First class HK1 B Details
4 Rail SN54445 050CT18 2139 RENNES 050CT18 22:44 STMALO First class HK1 B Details
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Resending e-tickets (Swedish rail)

The availability of this feature depends on your Selling Platform environment settings.

Resending is only available for Swedish Rail bookings. See Provider-specific Features for more
information.

When should you resend a ticket?

The Resend feature allows you to resend a ticket that is identical to the original ticket issued.
This feature is useful if, for example:

e A passenger has lost the paper ticket or the device on which the e-ticket is stored.

¢ You want to make changes to the ticket's issuing mode, language or contact information.
For example, if there is an error in the passenger's email address, you can reissue a
corrected ticket.

What are the requirements for resending e-tickets?

¢ The PNR contains one or more issued E-tickets.
e The PNR is saved.

e The tickets are issued, exchanged, or refunded.

How to resend e-tickets

1. On the Confirmation page, under Issuance, click on Resend Confirmation.

A pop-up window opens, allowing you to change the ticket type and recipient emails or
phone number. By default, this window displays the passenger email or phone number
provided when the ticket was booked.

2. Click on Confirm resend to resend the tickets.

Refunding tickets

What are the requirements for refunding tickets?

Ticket refunds are limited to rail bookings for which tickets have already been issued.
The following rules apply:

¢ You must refund all bounds included in one ticket.

¢ |f the booking contains rail segments from multiple providers, you must refund each
segment separately.
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Trenitalia, Swedish Rail, and Deutsche Bahn allow you to refund a non-refundable ticket
in case of an operator error.

» Exceptionally, SNCF allows you to refund a non-refundable ticket in case of a strike.

How to refund tickets

1. Retrieve a Booking File that has ticketed rail segments.
2. Inthe Itinerary Details section, click on Details to expand the rail segment.
3. Click on After Sales.
The Confirmation page opens.
4. Under What do you want to do next? click on Refund.

5. In the Refund Tickets panel, select the tickets for the journeys you wish to refund.

A Fotuns ckats (1) ™

Pussanger Sagmants S Tickat sumbar Terst prien Panaity Fan

s R poo iy T 4%
- e g e
ETRE
—
=

SNCF: If the booking is for multiple passengers, you can choose to perform a refund for a
specific passenger. Select the check box next to the passenger name. There will be an
automatic split on provider side with a new SNCF DV number created, and the original
PNR is updated accordingly (that is, the segments that are refunded are removed from
the PNR).
For other Distributors, if the ticket is for multiple passengers, all passengers are selected
automatically.

6. Select a refund reason if applicable. This can be performed if the refund is not triggered
by the passenger. For example, a strike is taking place.

7. Click on Get Conditions.
The ticket details are displayed, including the amount to be refunded and any associated
penalties and fees.
Deutsche Bahn: A possible payment transaction fee is displayed as a separate ticket with
a special icon.

8. Click on Refund.
The Confirmation page is updated to show that the tickets have been refunded. If you
refunded only one of two tickets, the Status field of the Confirmation page changes to
Mixed.

Note: Refund per bound is not applicable to all providers.

How to refund SNCF tickets due to a strike
This applies to SNCF only.
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1. Retrieve a Booking File that has ticketed rail segments.

2. Inthe Itinerary Details section, click on Details to expand the rail segment.
3. Click on After Sales.

The Confirmation page opens.

Under What do you want to do next?, click on Refund.

Click on the Exceptional Refund link.

Select Strike as the reason for the refund.

N o v b

In the Refund Tickets section, select the tickets for the journeys you wish to refund.

Note: If the ticket is for multiple passengers, all passengers are selected
automatically.

8. Click on Get Conditions.
The ticket details are displayed, including any associated penalties and fees.
9. Click on Refund.
The Confirmation page is updated to show that the tickets have been refunded.

Refunding SNCF tickets under garantie voyage
SNCF provides a 'Garantie Voyage' offer which allows refund without penalties under the
following conditions:

e The train is delayed (by a minimum of 1 hour).

e The train is cancelled.
e The train departure is early by at least one minute.

If the passenger has been notified by SNCF of a delay or cancellation and is requesting a
refund, check on the SNCF website to confirm that the train falls under Garantie Voyage.

This refund applies to TGV, Intercity and international trains operated by SNCF or European
partners.

The refund covers the whole trip, including pre or post connections sold with the ticket, for
example, a TER connection with the TGV, Intercity or international trip falls within the scope
of Garantie Voyage.
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Releasing a booking or seat (SNCF and Swedish
rail)

What is a release booking?

In the case where the traveler wishes to cancel the booking and receive a refund, but is not
able to physically return the paper ticket when requesting a refund, you can perform a
Release Booking, and perform the refund later when the traveler is able to return the paper
ticket.

You can release a booking for specific bounds or passengers, as well as for a booking for a
bound that is linked to a return fare.

Limitations

e This feature is only available for SNCF and Swedish Rail bookings. However, it is not
possible to allow the release of bookings made with a mixture of providers.

e SNCF: It is not possible to allow the release of one bound for one passenger and the
release of a different bound for a different passenger within the same request.

e Swedish Rail:
° |tis not possible to release one ticket from one sales order ID and another ticket from
different sales order ID in same request.

° |tis not possible to perform an exchange for released tickets.

° |tis not possible to release seat via cryptic.

How to release a booking

1. Retrieve a Booking File.
The segments for each bound are displayed in the Confirmation page.
2. Under After Sales, click on Release Seat.

The Release tickets panel shows the tickets that were issued, along with their ticket
number and price. All check boxes are unchecked by default.

3. Select the segments you wish to release.
4. To check the conditions, click on Get Conditions.
The Release tickets panel appears, showing the conditions of the refund.

5. Click on Release to confirm the seat release.
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& Release tickets (1) A
Passenger Segments  Status Ticket Ticket price Penalty Foe Amount to refund
number
E Parquez Tomy u [1°N Ticketed 022777414 142.00 EUR 0.00 EUR 0.00 EUR 142.00 EUR
Refunded total 142.00 EUR 0.00 EUR 0.00 EUR 142.00 EUR

In the Confirmation window, in the General information panel, the Status displays 'seat
released' if the global booking file status is 'Released’ (that is, all seats are released),
otherwise it displays 'Mixed".

An example of mixed status might be where two tickets have a status of 'Seat Released'
and the other two tickets are 'Ticketed'.

Click on Save, confirm and stay on this page.

A confirmation message is shown.

Voiding SNCF tickets

What is a voided ticket?

Tickets that have been issued can be voided during the same day. The void is different from
a refund, since there is no transaction and therefore no penalties or fees. All types of tickets
can be voided.

A voided ticket can be modified if necessary, and reissued.

How to void SNCF tickets

1.
2.
3.

Retrieve a Booking File that has ticketed rail segments.

In the Itinerary Details section, click on Details to expand the rail segment.
Click on After Sales.

The Confirmation page opens.

Under What do you want to do next?, click on Void.

A Void tickets panel appears, displaying a list of tickets for this trip. Only voidable tickets
can be selected.
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4 void Tickets (2) A
Passenger 7 ;1 Segments Status Ticket number Ticket price
E Krave Gerry v ﬂ & Ticketed 636037883 59.30 EUR
El xrave Gerry v B & Ticketed 636037894 59.30 EUR
Abort Void Confirm Void

If several tickets are associated to different bounds, each ticket can be voided separately.
However, if several tickets apply to the same bound and different passengers, all tickets
must be voided together; in other words, in the case of multi-passengers, all tickets
related to the same bound cannot be voided separately.

Select the ticket you want to void and click on Confirm Void.

If the void is successful, the Confirmation page is refreshed, with the status of the tickets
changed to Voided.

If the void is not successful, a message is displayed.

How to reissue a voided ticket

Once a ticket has been voided, the Issue Tickets link is enabled, allowing you to reissue the
ticket.

Click on Issue Tickets to select the itineraries corresponding to the voided tickets.

Exchanging Rail Tickets

Exchanging Swedish rail tickets

What are the requirements for exchanging Swedish rail tickets?

The Booking File must contain one or more issued Swedish Rail tickets.

You can exchange one or more issued tickets for one new ticket.

A Swedish Rail ticket can only be exchanged for another Swedish Rail ticket. Cross-
provider exchange is not possible.

If a ticket contains several passengers, the exchange must be done for all passengers. It is
not possible to exchange individual passengers on the same ticket.

How to identify exchangeable Swedish rail tickets

Exchangeable tickets have the letter E in the Fare Collection View icon.
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Table: ticket exchange icons

Icon Description

This icon is only shown for Swedish Rail. It indicates a semi-flexible fare that can be

exchanged with a fee.

How to exchange Swedish rail tickets

1.
2.
3.

Retrieve a Booking File that has ticketed rail bounds.

In the Itinerary Details section, click on Details to expand the rail bound.
Click on After Sales.

The Confirmation page opens.

Under What do you want to do next?, click on Exchange.

5. Select the tickets that you want to exchange and click on Exchange Selection.

10.
11.

12.

The Your Passengers section is pre-filled with the passengers in the Booking File.

Complete the Change Your Trips section as required and click on Search.

Note: You cannot change the provider from Swedish Rail.

Select the new proposal in the Availability page and click on Continue.

Only exchangeable proposals are displayed.

Review the passenger and purchase information.

Any exchange penalties or fees are displayed in the Exchange Tickets section.

° |If the new reservation amount is greater than the original amount, the difference to
be paid is displayed in the Amount to Collect column.

° |If the new reservation amount is less than the original amount, the residual amount is
lost and will not be refunded. A zero value is displayed in both the Amount to Collect
and Amount to Refund columns.

Click on Book.

Review the new itinerary in the Confirmation page and click on Confirm Exchange.

Click on Yes to confirm the exchange.

The Confirmation page is refreshed with the new ticket details, and the ticket status is
updated.

If Ticketless Phone has been selected as the issuing mode and an exchange is performed,
an SMS is sent immediately after Exchange confirmation.
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Exchanging SNCF rail tickets

What are the requirements for exchanging SNCF tickets?

1. The Booking File must contain one or more issued SNCF tickets.

2. Al SNCF content (Thalys, Eurostar, Lyria, Gala and Alleo) is supported, except for Hermes

tickets.

3. Any number of tickets can be exchanged for any other number of tickets. For example: 1
ticket to 1 ticket; 1 ticket to multiple tickets; multiple tickets to 1 ticket, and so on.

4. Multi-carrier exchange is not supported. For example, SNCF tickets can only be
exchanged for SNCF; Eurostar tickets can only be exchanged for Eurostar, and so on.

5. ltis not possible to exchange return fare tickets. Only individual bounds can be
exchanged.

How to identify exchangeable SNCF rail tickets

Exchangeable tickets are indicated by an icon containing the letter E in the Availability page.
Hover the mouse over the icon to see the flexibility conditions.

Icon

Py

1 E

Table: ticket exchange icons

Description

Indicates a fully flexible fare that can be exchanged.

Indicates a semi-flexible fare that can be exchanged.

How to exchange SNCF rail tickets

1. Retrieve a Booking File that has ticketed rail bounds.

2. Inthe Itinerary Details section, click on Details to expand the rail bound.
3. Click on After Sales.

The Confirmation page opens.

4. Under What do you want to do next?, click on Exchange.

5. Select the segment you want to exchange and click on Exchange selection.

The Search page opens with the Your Passengers panel pre-filled with the passengers in
the Booking File.
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& Your passengers (1)

Number of passengers ]

1 Marquez Tom 1 January 1992 ADULT@EMAILCOM e +33626256322 e

Mo rail card = Mo Loyalty card

Passengertype: Mo preferenc

Corporate Program Mo corporate program cul Passenger 1

Note: The CUI field is not pre-filled, even if a CUl was used in the previous
reservation. You must enter the previous CUIl or a new one.

SNCF: If a PNR contains multiple bounds, you can choose to exchange specific tickets
within the PNR.

6. Complete the information in the Change Your Trips section as required and click on
Search.

@ (hange your trips

) ) . iy (®) Dep.
Paris Gare De Lyon Lyon Part Dieu 3 August 2019 0753 (_WArr
Less Options
|:|D|'rect Train Max number of changes 3 »  Class of service Mo preference
Add a bound

I:‘ Display fully booked trains

Advanced fare search options

Clear search Search

You cannot change the provider from SNCF.

7. Select the new proposal in the Availability page and click on Continue.
Only exchangeable proposals are displayed.

8. Review the passenger information.

Note: If a Loyalty card was entered in the previous reservation, it cannot be changed.
If there was no loyalty card in the previous reservation, you cannot add a new one.

9. Review the other information, and click on Continue.
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10. Review the new itinerary on the Confirmation page.
11. Click on Confirm Exchange.
12. Click on Yes to confirm the exchange.

The Confirmation page is refreshed with the new ticket details, and the ticket status is
updated.

Selling Rail Cards

Selling rail cards (SNCF)

What types of SNCF rail card can be sold?

You can sell coupons for the following types of SNCF rail card in Rail, either together with a

rail card for new subscribers, or on their own as renewals for existing subscribers:
SNCF subscription rail cards

e Abonnement Forfait Ligne a Grande Vitesse

e Abonnement Forfait sur Ligne Classique

SNCF commercial rail cards

e Carte Liberté TGV inOUI
e Carte Avantage Senior
e Carte Avantage Jeune

e Card Avantage Adulte

What are the limitations on SNCF rail cards?
You cannot do any of the following:

¢ Sell rail cards without a coupon.

e Combine a rail reservation and rail card purchase in the same booking file.

e Buy multiple coupons in the same flow, either for a single passenger or for multiple
passengers.

e Exchange a rail card.

e Re-ticket a rail card following a void.
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How to sell a SNCF rail card
1. On the right of the Navigation bar, select Cards & Vouchers from the drop-down.

m 6 ) a 0 Cards & Vouchers v
2. Inthe Selection page, select the rail card product you want to purchase.

™ Booking File 1

Products

SNCF Subscription Rail Cards

HAbonnemem Forfait Ligne a Grande Vitesse uAbonnemem Forfait sur Ligne Classique

SNCF Commercial Rail Cards

uCane Liberte uCarte Avantage Jeune

ucane Avantage Senior ucarte Avantage Adulte

Validitystartdate 16 June 2021

[JThe traveller would like to travel in all France

leorscarch

3. Under Your Criteria, select one of these options:

° The traveler has no card. This is a first-time rail card purchase. Selecting this option
assumes that the traveler does not already own a card.

o

The traveler already has a card. This is for the renewal of a subscription. In this case,
enter the traveler's card number, first name, and date of birth. If the booking file
already contained a traveler profile, then these fields are pre-filled. If the traveler has
more than one card you can select one from the list.

4. Enter the validity start date.

5. For subscription cards, enter the Departure and Destination stations.

Note: For Fréquence rail cards, you can specify all stations by selecting the check box
entitled: The traveler would like to travel in all France.

6. Click on Search.

° Subscription rail cards: In the case of a first-time purchase, a list of subscription
coupon options is displayed showing the prices by duration and class of service. For
example, 3-month, annual, first or second class, and so on. In the case of a renewal, a
list of coupon prices is shown based on the subscription valid for the entered stations.
Since the exact price depends on the traveler's profile, it is necessary to obtain a
quote.

7. Select a coupon type and click on Continue.
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8. In the Purchase page, enter the traveler's contact details in the traveler Information and
Contact Details section. If the booking file already contained a traveler profile, then
these fields are pre-filled. If the traveler has more than one card you can select one from
the list.

9. Inthe Payment and Delivery section, select the form of payment and the method of
delivery.

10. The Your selection section shows a summary of the selected subscription.

° For Abonnement Fréquence, click on the price to display a pop-up with the fare
conditions.

° For annual subscriptions, click on the card icon to display the fare conditions.
11. Click on Quote.

The Confirmation page show a summary of your purchase, including a provider record
locator and rail card number.

12. Click on Save, confirm and stay on this page.

This performs an end transaction. The page is refreshed and the Amadeus record locator
is displayed. The Issue Rail card link is now enabled.

13. Click on the Issue Rail card link.
14. Click on Confirm ticketing.
The Confirmation page is refreshed and:
° A Ticket details section is displayed, showing the status as ticketed.

In the case of a first-time purchase, two lines are shown; one for the rail card and one
for the coupon.

Note: Unlike rail reservations, an email is not sent to the traveler.
°© A Refund link is activated in the After sales section.
How to cancel the purchase of a SNCF rail card coupon

Note: You can only cancel the purchase of a rail card coupon if you have not yet issued
the coupon. If you have issued it, you can void it instead.

1. In the Confirmation page, click on Cancel.
2. Click on Confirm Cancel to return to the Selection page.

How to void a SNCF rail card coupon
Note: It is not possible to re-ticket or refund a voided coupon.

1. On the Confirmation page, under What do you want to do next?, click on Void.

A Void Tickets section appears, displaying a list of coupons that can be voided.
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o vioid Tickets (2) i
Passenger Segments Status Ticket number Ticket price
E] vonkGareth i 1 Ticketed 023705824 175.00 EUR
Fl tonkGareth [+ 2 TS Ticketed 023705835 175.00 EUR

Abort Void | Confirm Void

2. Select the coupon you want to void and click on Confirm Void.

If the void is successful, the Confirmation page is refreshed, with the status of the
reservation changed to Voided.

#edis A

Amadeus record locater: UAZVSY Distributor: SNCF Responsible office: NCE1ADSS0 Created by: 017T8AA Payment: Cash Fare Details

Provider record locator Ticketing time limit Corporate progran tasuing mode

STHOEI ofH & 16 Aug 19, 14:04 = Voided E-billet (print at home ticket)

If the void is not successful, a message is displayed.

Selling rail cards (Swedish rail)

What types of SJ rail card can be sold?
You can search for and book SJ annual rail cards and multi-ride tickets:
Annual rail cards

o Arskort Guld.
Arskort Guld med Resplustillagg.

Arskort Silver.

Arskort med Resplustillagg.

Arskort Silver Plus.

Arskort Silver Plus med Resplustillagg.

Multi-ride tickets

e Endagsbiljett Regional ToR.

e 10-biljett Regional & Highspeed (Snabbtag).

e 50-biljett Regional & Highspeed (Snabbtag).

¢ SJ InterCity/Regional (Manadsbiljett) & Highspeed (Snabbtag).

Multi-ride tickets availability depends on the origin and destination.
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What are the limitations on SJ rail cards?

You cannot sell more than one card per passenger for each PNR.

You must enter passenger information, the form of payment and the method of delivery
before booking.

You must complete ticketing before 23:59 of the booking day.
You cannot void SJ Rail Cards.
The provider does not send PDFs for 10- and 50-biljett multi-ride tickets.

You cannot renew an existing annual rail card. Instead, SJ will create and send a new card
and reference number.

You can use an existing SJ Prio card or an annual card to earn points.

How to sell a SJ rail card

1.
2.

On the right of the Navigation bar, select Cards & Vouchers from the drop-down.

In the Selection page, select the rail card product you want to purchase.

Cards &Vouchers b

Provider . e dich Rail v
SJ Products
HAnnual Railcards urv1u|1i-ride Tickets

Valdity start date | 2 July 2019

From Stockholm To Laxd Station

Clzar zezarch

For annual rail cards, under Your Criteria, select one of these options:

° The traveler has no card. This is a first-time rail card purchase. Selecting this option
assumes that the traveler does not already own an SJ Prio or annual card.

° The traveler already has a card. In this case, enter the traveler's card number, first
name, and date of birth. If the booking file already contained a traveler profile, then
these fields are pre-filled. If the traveler has more than one card you can select one
from the list.

Enter the validity start date.

For mult-ride tickets, enter the Departure and Destination stations.

6. Click on Search.
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A list of subscription card options with prices and the conditions of the selected card
type are displayed.

7. Select a card and click on Continue.

10.

11.

12.

13.
14.

In the Purchase page, enter the traveler's contact details in the traveler Information and
Contact Details section. If the booking file already contained a traveler profile, then
these fields are pre-filled.

In the Payment and Delivery section, select the form of payment and the method of
delivery.

The Your selection section shows a summary of the selected subscription.
Click on the price to display a pop-up with the description of the card.
Click on Book.

The Confirmation page shows a summary of your purchase, including a provider record
locator.

Click on Save, confirm and stay on this page.

This performs an end transaction. The page is refreshed and the Amadeus record locator
is displayed. The Issue Rail card link is now enabled.

Click on the Issue Rail card link.

Click on Confirm ticketing.

The Confirmation page is refreshed and:

° A Ticket details section is displayed, showing the status as ticketed.

° Ticket details display the card number to be used for booking tickets.

Note: For 10- and 50-biljett tickets, an email is not sent to the traveler.
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° Refund is only available through the Cryptic command page.

) Confirmation
= The Ticketing has been successfully processed (21400201)
General information
External record locater TW8VA3 Responsible office  NCE1AD950 Createdby  9012SD Payment Cash
Provider recerd locator BTE4ATTES Ticketing time limit Status Ticketed Issuing mode  E-ticket
Passenger and contact details
Passenper Address E-mail Phone

1658 ROUMANILLE 2
06560 SOPHIA-ANTIPOLIS , FRANCE

Gaziello Laurent LAURENT.GAZIELLO@AMADEUS.COM

Product Details
Company Product Type Number Arrival - Destination Start Date Class of service Amount

sJ Annual Railcards - Arskort Guld BTE4T7250001 07/08/2019  Standard Price 71 600.00 SEK

Ticket details

Status Ticket number Ticket price Issuing date Issuing mode

Ticketed 9752209770147435 71600.00 SEK 07/08/2019 E-ticket

Save, confirm and stay on this page
What do you want to do next?
Reservation management Issuance After sales

Refund

How to cancel the purchase of an SJ annual rail card or multi-ride ticket

Note: You can only cancel the purchase of a rail card if you have not yet issued the card.
If you have issued it, you can refund it instead.

1. In the Confirmation page, click on Cancel.

2. Click on Confirm Cancel to return to the Selection page.

Retrieving Session Information

What is session information?

Rail maintains information about the current browser session. When creating an IR for the
Amadeus second level help desk, you must include this information. The session information
includes the following details:

e JSession ID

The Jsession ID is a key element which allows the help desk to retrieve traces from the
Service Integrator logs of the request or reply. The help desk can then diagnose the cause
of the problem in the Rail application.

¢ General information

This indicates information about your environment.
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How to retrieve session information

1. From the Help menu, select About Amadeus Selling Platform Connect.

Help ¥ Service Hub

Amadeus Selling Platform Connect Help
ContactUs
Legal Notices

About Amadeus Selling Platform Connect

2. Inthe dialogue box that appears, click on See details to see the JSession ID.

3. Copy and paste the string into the incident record (IR).
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12. Margin Manager

Getting started with Margin Manager

How to log in to the Margin Manager Administration module

1. In Selling Platform Connect, click on the Margin Manager link in the Tools section.
In your web browser, enter the Margin Manager URL provided by Amadeus.

2. Inthe login screen, enter your LSS credentials.

Note: The username is a 10-digit user ID code.

3. In the Administration for field select Amadeus Margin Manager.

Username

QOrganization

Password
Office Id
Duty Code G5 -
Administration for -

[] Remember Credentials

4. Click on Login.
The Margin Manager Administration window opens.
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Understanding margin rules

A margin is an extra fee that is added to the booking cost. In Margin Manager, you create
rules that define how margins are calculated based on the booking details. For example, you
can specify that a margin is added for all flights booked on a particular airline, in a specific
booking class, or during certain dates.

A margin rule allows a specific margin to be automatically calculated and applied when
booking or cancelling a reservation or reissuing or refunding a ticket in ATC. These are the

types of margin rule:

Mark-up rule: This is used to add a margin to increase the price per component or total
price of the booking. The mark-up is included in the total price of the booking and is not
displayed to the customer as a separate line item. To use a mark-up rule, the travel agent
needs to be the merchant of the record (collector of the payment).

Product fee rule or Service fee rule: This rule adds a margin for a specific service to the
cost of the booking. It is displayed to the customer as a separate line item. Service fees
are shown during the search and on documents.

Discount rule: This rule reduces the total price of the booking. At search time, it is
integrated into the mark-up field. In other steps of the flow, it is displayed to the travel
agent as a separate line item. On customer-facing documents, it can be either hidden or
shown as a separate line.

Fee on fee rule: This rule allows you to display the credit card fees separately in the mid
and back office and in customer documents. SeeCreating rules for credit card fees on
page 259.

QT Mark-up rule: This rule is used for NDC content only. It is a secondary mark-up level
that is integrated in the amount of the fares, to build the selling amount. It will be
directly added to the fare amount and will be included in the TST. It is not visible and
cannot be modified by the travel agent. It can be combined with a Mark-up rule.

When you create a margin rule, you specify:

The content, such as Air, Car, Hotel, Ancillary Services or Manual Booking (except Air, Car,
Hotel).

The margin amount, for example, the flat fee or percentage, or both.
A description, such as the reason for the margin.

The criteria, also known as rule conditions, under which the rule is applied, for example,
the origin and destination, validating carrier or booking class.
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Note: Margin rules apply per TST, TSM for Air content or segment for non-Air content.
To add a global service fee at the PNR level, a manual service fee is needed.

Note: You can deactivate a rule when it no longer applies and reactivate it when needed.

Note: Contrary to FareXpert where the mark-up is part of the fare definition (Selling
Price) and reported to airlines through BSP or ARC, the mark-up calculated by Margin
Manager is not visible to the airlines. Therefore, the travel agency must be the merchant
and be able to issue its tickets. Non-merchant travel agents can only use Margin Manager
for service fees as they already collect them manually.

Note: Margin data is available in the Amadeus Back Office A.l.R feed. To receive the data,
customers need to ensure that the customization key is enabled.

Working with rules

How to create a rule

1. Inthe Rules page, select the New Rule tab.

The New Rule page opens.

acton pronie

[ . Faymont cata Rule content

Product specifc Hinwrary data o (Pskup)  Dastinaton

oo A

2. Inthe Common panel, specify the general information about the rule, such as its name,
rule type and validity period.

©2022 Amadeus s.a.s - All Rights Reserved. 253



Amadeus Selling Platform Connect 12. Margin Manager

Common

Fule name:

Rule status: Active

Rule type:* Product fee -
“alid fromito:

° The rule name does not have to be unique. Each rule is assigned a unique ID on
creation.

° By default, the rule status is active. You can change the status to inactive only after
the rule is created.

° Rule type: Mark-up, product fee, discount or fee on fee.

Note: The fee on fee is based on the product fee and is used to cover credit card
fees. See Creating rules for credit card fees on page 259.

° Validity period.
In the Product panel, specify:
° Type: Air, Car, Hotel, Ancillary Services, or Manual bookings (except Air, Car, Hotel).
° Content provider:
B Amadeus 1A: Applies to any GDS content.
B NDC: Must be defined separately.
® Non-GDS: Applies to manual bookings for Air, Car and Hotel.
° Product type is automatically assigned, depending on the selected content:
® Transportation (Air)
B Rental (Car)
B Accommodation (Hotel)
B Ancillary (all Ancillary services)
B Others (for manual bookings not yet included in the AIR)

Product

Type: Air -
Content provider: Amadeus 1A A4
Product type: Transportation L4

In the Action panel, select one or more booking agent options that will trigger this rule.
You can choose from Booking, Cancellation, Refund and ATC Re-issue.
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Action

Booking action:™ Booking 3¢ | |

Refund

ATC Re-issue

If you are creating an offer, select the Booking option. Fee or mark-up rules created for
this action type are also applied to offers. When the offer is confirmed, the fee and mark-
up of the offer are replaced by those of the new booking.

5. Inthe Customer field of the Profile panel, specify the customer to which the rule applies.

The rule can apply to customers from a specific company or to an individual customer.
See Working with rules on page 253.

Profile

Customer: =

Passenger type: =

Alternatively, in the Passenger type field, select a specific passenger type for the rule. For
example, you could select child passengers in cases where you want to apply a different
fee scheme for children.

6. Inthe Rule Criteria I, Rule Criteria Il, and Payment Data tabs, specify the combination of
rule conditions that, if met, trigger the application of this rule.

Rule criteria Rule eriteria Il Payment data

Product specific itinerary data Origin (Pickup) / Destination

International indicator:  Any (* - Apply for Only one direction -
e y () PPy ly

Origin (Pickup) type: Any () -
Validating air

aldatng aifine ] Usable only if International indicator is set to Any (*)
Multiple values separated by comma Destination type: Any () -
Operating airline Usable only if International indicator s set to Any (*)
Muttiple values separated by comma

Cabin Select -

You can specify rules on the entire fare basis or only on parts of it by using the Fare base
field on the Rule Criteria Il tab.
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Rulscriterall | Payment cata
Product specific Frice range
Fare s i ma
A ermena
(excl, 1axes):
Type of route Salert = Fare price min max
(el 1)
Typeorrare =
Fare base:
Commoen data.
ulle values separated by comna
Corporate cone Booking date fromia:
Mulipe vaues separated by comma Departure dale oo
Booking class: Days before depart
ays before departre
Miulipe values separated by comma
. pareet by fomio
Fight number: Weerday ncl nsiay | soecr
Muliple values separaled by comma
g
. . Booking chammel

(incl. ground tme)
Numbes of segments
min

max

Nene

12. Margin Manager

Access the Edit Patterns dialogue box by clicking on the | icon next to the Fare base

field to define rules on parts of the fare base.

Edit patterns =

Look for Where l
?RLT2 Specific @
?ABC"DEF?? Specific e
*ABC*1 Specific @
ABC* Specific @
A?B?C?D Specific (=]
A?B2C'D?E Specific @
A?B?C*DEF*G?H  Specific @
ABC??7* Specific @
ABCD?* Specific @
ABCD*? Specific @
-
Pattern
Look for™*
) Anywhere (7) At position:* 1 _) Full match

Starting from the beginning (®)
Starting from the end

®) Specific* ABCD*?

N

If you are specifying a rule for an Air product and want it to be triggered by particular
flight numbers, you can specify the numbers in the Flight number field on the Rule
Criteria Il tab, with each number. Flights must be entered without spaces. For example, a

flight displayed in cryptic as LH 002 must be entered as LHe002.

Flight ranges cannot be entered.

For information on itinerary data, and origin and destination, see Working with markets

on page 265.
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Rule content

Description:

Percent value:
Min amount:

Max amount:

Calculate on: Fare price {incl. taxes) -

And / Or

Amount

(VAT incl.):
Currency: Any(*) -
Child (in %) 50
Infant {in %)* o

Create Rule

You can enter values to define a flat amount, a percentage or both.

The rule content created is the default content that will be used in the model. For more
details, refer to Working with models on page 269.

Note: If you enter an amount and click on Create rule without entering any other
data, the rule will always be used during the margin calculation unless a more specific
rule is applicable.

Note: If you select Any as the Currency, the Travel Agency Currency (DFC) for your
office ID is used, even if the flight is booked in another currency.

Note: The Rounding field determines whether a value is rounded to the next number.
This is useful especially when a percentage value is set. A value can be rounded up or
down, commercially and numerically.

8. Click on Create rule to create the rule.

If the rule has been created successfully, a confirmation message is displayed. The rule is
automatically available.

Rule with id 26503 created l
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Caution: At search time, there is a cache mechanism that stores the result of previous
calls. To test a new or updated rule, it is recommended to start a new search with
different criteria, for example, a date change. The alternative is to wait for
approximately 5 minutes.

9. If you wish to continue creating more rules, select the rule type and click on New rule or
Copy rule. If you copy the rule, all the values stay the same, but a new rule ID is created.

10. To return to the Rule Search tab, click on Back to search. The new rule is displayed in the
search results list.

Reference: Description of rule criteria

The following list contains search criteria that need some explanation.

Criterion

Type of
route

Corporate
code
Booking
channel
Credit card
Flight
number

Description

To determine the type of route, airports in the same city are considered as
the same location.

When all ticketed points in the trip are in the same country, the trip is
considered to be domestic.

Origin city of airport of first segment = destination city of airport of last
segment = Return.

All other cases = One way.

When at least one of ticketed point is in a different country, the trip is
considered as international.

City gap in segment sequence (destination of segment is in another city
than origin of next segment) = Open jaw.

Origin city of airport of first segment = destination city of airport of last
segment = Return.

Origin country of airport of first segment = destination country of airport
of last segment = Open jaw.

All other cases = One way.

There is no dependency on the location of the office ID.

6-digit number, entered to price a PNR.

Needs to be manually entered in the command page. It is only automated for
'"Travel agency office' and 'Web' for specific criteria in the office ID.

Only available at booking time. The data comes from the FP element.

If a flight number has less than 6 characters, the leading zeros need to be
entered in the criteria, for example, LH3 becomes LHO03.

©2022 Amadeus s.a.s - All Rights Reserved. 258



Amadeus Selling Platform Connect 12. Margin Manager

Criterion Description
Apply for ¢ Only one direction: Select this option if you want the rule to apply to
One flights that depart from AND arrive in the origin or destination specified in
direction the rule.
Both ¢ Both directions: Select this option if you want the rule to apply to flights
directions that depart from OR arrive in the origin or destination specified in the rule.
The passenger type is useful to have distinct rules for adults and children. For
Passenger . . . .
tvoe instance, the mark-up may be different for an unaccompanied child and for
vp an adult.
All offices linked to the competence area are by default member offices.
Amadeus The EOS settings should allow all profiles from the member offices to be used
by the competence owner office. The EOS settings determine whether
customer : . .
orofile profiles from member offices can be added in the rules.
(CSX) The transfer of the CSX profile to the PNR is enough to trigger the correct

model. The traveller profile is not transferred to the back end during the
search, but only at booking time.

Creating rules for credit card fees

To ensure that a credit card fee applied to a service fee is shown separately to the customer,
you can use rule type Fee on fee. In the Product panel, set all the fields to Any(*).

Commeon Product

Rule name Type: Any (%) hd
Rule status: Active Content provider: Any (%) -
Rule type* Fee on a Fee - Product type: Any (*) -

Walid from/lo: = &)

The fee on fee is a percentage of the service fee. In the Rule Content panel, enter the
percentage that will be applied to the service fee if the rule conditions in the Product Data |
and Product Data Il tabs are met.

Rule content

Description:

Percent value:
Min amount:

Max amount
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The fee on fee is integrated in the service fee amounts in the booking flow. For example, the
service fee rule is set to 10 EUR and the fee on fee rule is defined as 5%. The total service fee
will be 10.5 EUR.

EUR 1.074.46 Mark-up : EUR 1500 PTC apT
! ’
Public fare Service Fees: EUR 10.50
Fare Details ~
MNovember 27,2021 Departure time
FRA= NYC 10-00 AM | 10:50 AM | | 11:10 AM | | 12:00 PM | | 1:30 PM | 5:10 PM | ‘ 5:30 PM ‘ ~
FRA 10:00 AM — JFK 11:00 AM Lufthansa ECONOMY LIGHT
v
(O 7:00 Noconnections ™
Movember 30, 2021 Departure time
NYC = FRA 12:10 AM | 4:00 PM | 5:30 PM | 6:20 PM ‘ 7:45 PM | | 10:20 PM | ~
JFK 12:10 AM = FRA 1:10 PM Lufthansa ECONOMY LIGHT
v
(O 7:00 No connections L]

In the booking flow, the sales view and EPD/FI, the fee on fee is not shown separately.

In the mid and back office, the service fee and fee on fee are split. In customer documents,
the credit card fee can be shown separately.

Note: When the service fee is updated manually, the existing fee on fee is not updated
and will be ignored. If required, it needs to be recalculated manually.

How to search for rules

1. In the Margin Manager Administration page, click on the Rules button.

Rules Markets Competence area

Select the Rule tab, and the Rule Search sub-tab.
Specify your search criteria and check the rule status.

To filter your search by a rule type, select Mark-up, Discount, Service fee or Fee on fee
from the Rule type drop-down.

4. Click on Search rule.

The list of rules matching your criteria is displayed.
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d Margin Manager Administration User: sfmuser | & Logout | 1

Rules Markets Competence area

Rule Model
Q_ Rule search New Rule
Owner Period Carrier Rule status
Rule type: Any (%) |- Valid fromito B B Validating airiine:  Any(") |- (® Show active Rulss

(C)Show desctivated Rules
Type: Air |~

Reset filters ' Export Rules Import Rules

Search results =
Rule id Rule name Competence area Rule type Content provider Producttype  Type Validating carrier Amount. Status é
679613 BlFee - Common FRA1ADETM BlFee 14 TRP FLT 11 Active @ :J @ 5’3
573621 MUFEE - Gommen FRATADBTM BiMarkup 1A TRP FLT LH 20 Active EBHhe B
679632 BiFee + Domestic FRA1ADETM BlFee 14 TRP FLT - 40 Active Q E;‘ @ 3
705412 BA FRA1ADBTM BlFee 1A TRP FLT BA 15 Active EBEhe
705413 BA FRA1ADSTM BiMarkup 1A TRP FLT BA 50 Active E/ :;1 @
1-GofGitems

5. To filter the search results more, enter one or more characters in the Search by rule Id or
name field in the Search results header.

The header supports expressions with the following formats:

° Column name: It is not necessary to enter the full column name, any string of the
header can be used, for example, 'mo:5' will show all the rules with an amount
containing a 5. The search is not case sensitive, for example, both 'val:lh' and 'VAL:LH'
will show rules with LH as a validating carrier.

° Column index, numbering all columns from Rule Id (1) to Amount (9): '8:LH" will also
show rules with LH as a validating carrier (column 8).

It is possible to filter by multiple rules using '&' between filter expressions, for example,

'type:FL&prov:N'.

To sort the results, click on the table header, for example, Rule type or Rule name.

Example: Filtering search results

Search results before filtering:

Rule id Rule name ( Validating carrier Operating carrier « Amount Status

3928790 Fee on the fee ' LH LH 5+12% Active Z2he =
3998355 ' TK TK 10 Active @2Hhe

3512197 )Y 458% Active Ehe

Search results with filters:
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X |
Rule id Rule name Validating carrier Operating carrier & Amount Status
3928790 Fee on the fee ( LH LH 5+12% Active Ehe
Rule id Rule name Validating carrier Operating carrier & Amount Status
3998855 . ) TK TK 10 Active R -]

How to export rules to .CSV

1. Search for rules based on your selected criteria. See How to search for rules on page 260.
2. Click on Export rules to export all the rules matching the selected criteria.

3. Select a location to save the generated .CSV file and click on Save.

Note: The Export/Import feature lets you update fees offline. After exporting the rules,
make the changes in the exported .CSV file and reimport it. The rule ID and content ID of
the exported rule file are the only fields that cannot be modified.

How to import rules from .CSV

1. In the Search criteria table, click on Import rules.
2. Browse to your saved .CSV file and click on Open.

3. Refresh your Margin Manager browser to see the changes in the table.

I Note: You cannot add new rules or new content with the import feature.

How to link a rule or model to a customer profile

You can specify that a rule or a model applies to travelers from a specific company or to
specific travelers.

If you decide to use models for your basic and customer-specific setup, link customer
profiles to your models, not to the rules. For more information on models, see Working with
models on page 269.

1. When creating a new rule or model, click on the lookup icon next to the Customer field.

In the New Rule window this field is in the Profile panel.
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Profile
Customer: |:|
Passenger type: Solect -

In the New Model window this field is in the Model data panel.

Q Model Search +

Model data
Model name:*
Walid fromito: e ]

Customer:

Valid for Office:
Multiple values separated by comma

Description:

The Customer window opens.

(@) Traveller Customer name/fid: smith Search

'._ Company

Cnde « Name Type Code Hame Type

2. Specify whether the rule or a model applies to travellers from a specific company
(Company) or to specific travellers (Traveller).
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3. Search for one or more company or traveler profiles within your organization by entering
text in the Customer name field. Wildcards can be used, for example, AMA*.

4. Move one or more customers from the Available panel to the Selected panel using the
arrows.

The Type column will show a C for company profiles or T for traveller profiles.

5. Click on OK to return to the main window.

How to edit a rule

1. In the Rules page, search for an existing rule and click on the Edit icon.
2. Modify the rule settings, as described in How to create a rule on page 253.

3. Click on Save rule.

Note: You cannot change the rule type when editing a rule. Instead, you would have to
copy the rule and create a different rule type.

How to copy a rule

1. In the Rules page, search for an existing rule and click on the Copy icon .
2. Complete the rule settings, as described in How to create a rule on page 253.

3. Click on Save rule.

How to deactivate a rule

Note: It is not allowed to have two active rules that overlap (that is, they have identical
criteria). If you wish to create a new rule that overlaps with an existing one, you must
deactivate the existing rule first. This feature can be useful, for example, if you have
certain promotions that you wish to activate periodically without using the valid from/to
date.

Note: A rule must be removed from all models it is part of before it can be deactivated.

1. Inthe Rules page, search for a rule, making sure that Show active rules is selected in the
Rule status section. See How to search for rules on page 260.

2. Select the rule you wish to deactivate and click on the Deactivate rule icon =

3. Click on Yes to confirm the deactivation.
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How to reactivate a rule

1. Search for a rule, making sure that Show deactivated rules is selected in the Rule status
section. See How to search for rules on page 260.

The list of deactivated rules matching your criteria is displayed.

2. Select the rule you wish to reactivate and click on the Reactivate icon <.

I Note: Consider including the reactivated rule into a model, where applicable.

How to delete a deactivated rule

1. Search for a rule, making sure that Show deactivated rules is selected in the Rule status
section. See How to search for rules on page 260.

The list of deactivated rules matching your criteria is displayed.
2. Select the rule or rules that you want to delete.

3. Click on Delete rules and click on Yes in the Delete rules dialogue window. The rules will
be permanently deleted.

Working with markets

What is a market?

A market is composed of one or more geographical locations (regions, countries, states,
cities and airports). The geographical locations are based on the IATA standard
representation.

Margin Manager has a default market, World, that cannot be modified or deleted.

A market must be unique within an administrative office. In other words, you cannot create
two markets that are exactly the same.

When you define markets, you can include and exclude locations to suit your margin
requirements.

For example:

e Paris: Only the city Paris is included.

e North America and Central America: Includes the regions North America and Central
America. All countries, cities and airports in North and Central America are automatically
included in this market.

¢ World excluding North America: Automatically includes all regions, countries, states,
cities and airports in the World apart from those in North America.
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You can define rules for a market, based on origin or destination.

How to define or modify a market

If you want a rule to apply to a specific market, define the relevant markets that will be
available in the Origin type and Destination type drop-down fields in the Rule Criteria | tab.
See How to create a rule on page 253.

Rulas Markets Compeatence area

Market search
Ceditbarket ]
Market name
EU (-] B o Market information
¥ Bl o Africa
EUROFE ) - N Idarkel narme* INTERNHATIOHAL
= roNAL a 0 " Asia region
Bl " Atlantic Descrighion
FRANCE DOMESTIC =
= B Australasia
[— ] Cenbral America
,_.‘_I v Market content
[ « Carboean Sub Area
B Ewodsia Werld
Bl « Indian Ocean () Rieglan Northam America -
[ Mizdla East
.—‘ v . i) Gy CANADA -
i " Norhem America
B« Pasiic (@) Stade QUEBEC =
Bl " Soulhem Amenca () ity Sedect a city
B« SE Asia )
) Alpart Sespet an arport
oot ==

1. Inthe Margin Manager Administration page, click on the Markets button to open the
Market Search screen.

2. Inthe Market search panel, click on the plus sign * to create a new market. Enter a
market in the search field if you are modifying an existing market.

3. Inthe New market panel, complete the Market name and Description fields.
Under Market content, select the option that describes the market content:
° For Region, Country or State, select an appropriate value from the drop-down list.
° For City or Airport, enter the IATA city code.

5. Click on Include to add the market to the Tree panel.

6. To exclude a market from a higher-level market, use the Exclude buttons. For example, if
you want to create a Europe market but do not want to include Switzerland:

° Select Region and select Europe, then click on Include.
Europe is shown in the Tree panel.
° Select Country and select Switzerland, then click on Exclude.

Switzerland is shown as an excluded item from the Europe market.
[=] World

= [LJ «* Eurcpe
B 3 swiTZERLAND
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7. Click on Save market.

You can now apply rules to the market created. This market is available in the Origin type
and Destination type fields in the Rule Criteria | tab when defining a rule.

You cannot delete a market if it is linked to a rule.

Caution: The size of the market is not considered in the rule selection process. If the only
criterion to differentiate one rule from another is the market, the first rule created is
selected. For this reason, we recommend that you do not have overlapping markets.

How to define a rule for a market

1. In the Rule Criteria | tab, select Any from the International indicator field.

2. Inthe Origin (Pickup)/Destination section, click on the button next to the Origin (Pickup)
type or Destination type field.

Origin (Pickup) / Destination
Apply for: Only one direction b

Origin (Pickup) type:

Usable only if International indicator is set to Any (%)

Destination type:

Usable only if International indicator is set to Any (%)

The Origin (Pickup) Type or Destination Type page is displayed.

3. Inthe Locations section, select Markets and regions.

4. In the Filter section, click on the Add inclusions or Add exclusions button.
The available markets and regions are displayed.

Note: You must have already defined the relevant markets for them to be available in
the list. See How to define or modify a market on the previous page.

5. From the list, select a market and click on the arrow S .

The market is added to the Selected section. A '+' sign in the Type column indicates that
the market is included, a '-' sign is an indication for exclusion.
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Locations Filter

(@ Markets and Regio. .. Region v

() Countries

— Add inclusions

O sies RO - nousons |
';- Cities State | v Add exdusions

() Airports

Available Search by code or name ] Selected .

ECode 4 Name Type Level I %Code Name 4 Type Level
87254 market Europe no germany + MarketlD - 53191 FRANCE DOMESTIC + MarketlD
93311 Market Euro + MarketlD
AFRIC Africa + REG
ASIA Asia region + REG
ATLAN Aflantic + REG -

AUSTL Australasia + REG
CAMER Central America + REG
CARIB Caribbean Sub Area + REG -

EEURO Eastern Europe + REG »
EURAS Eure-Asia + REG
EURQOP Europe + REG

IOCEA Indian Ocean + REG

Cance' “

Note: Rules based on origin or destination can be defined for a mix of markets, regions,
countries, states, cities and airports. They can be a mix of inclusions and exclusions.

For example:
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Locations Filter
() Markets and Regio... Region -
) Countries Add inclusions
) states Country -
() Cities State - Add exclusions
(@) Airports
Available orly ] Selected ]
_Code  Name Type Level Code Name Type Level
FR FRANCE + CNT
BIQ BIARRITZ - CTY
ORY PARIS ORLY, FR [ORY] - AIR

canCEI “

Caution: There is no validation on the included and excluded locations. It is possible to
enter inconsistent data, for example, include France and exclude Barcelona.

Note: You can use World as a region. The market ID will be shown and not the market
name.

Working with models

What is a model?

The concept of a model is based on the generic rules that always apply, whatever the
Amadeus Customer Profiles (CSX) profile and whatever the office IDs. In many cases, the
same rules need to be applied with different amounts or percentages depending on the CSX
profile or the office ID.

Using models, you can group your generic rules according to your need and just adapt the
amount or percentage. This reduces the number of rules to create and maintain.

Models help you to apply a set of rules for a company (per customer profile), for another
office ID or for a specific period of time.

Note: If two or more models have the same criteria, an overlap error is shown.
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Workflow: Setting up models

1. Create all rules you need for your business.

2. Include all of them into a so-called 'standard model' or 'free rules model’, regardless in
which other models these rules are also used.

3. Create all your models and include any rules as you need.

4. Adapt the rule content in your models as required.

Note: If later you create additional rules, remember to also include them in your
'standard model'.

What is a default model ID?

Administrators for several office IDs can define a model and assign it to one or several office
IDs and then use it as a default model. Default models always take precedence over models
linked to customer profiles.

Note: If you want to apply models linked to customer profiles, do not combine models
linked to customer profiles and models linked to a specific office in your setup.

How to create or copy a model

In the Rule page, click on the Model tab.

2. Click on the New model tab, or search for an existing model and click on the Copy icon

S,
+
Model data
Model name:*
Valid from/to: = =
Customer: =
Valid for Office:
Multiple values separated by comma
Description:

3. Enter a name and description for the new model. If needed, link it to a company profile
or an office ID, or enter a validity period.
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Note: A rule with a specified customer cannot be assigned to a model. You must
remove the customer link first, then link the model to the customer if desired.

4. Select rules from the right panel or search for specific rules by entering the full name in
the Search field.

Find existing Rules

by Rule data
Type: Air -

Rule name:

Note: You can create a model without linking rules to it. However, during the fee
calculation process, only active rules linked to a model are considered.

5. Click on the Search rule button to display the list of rules matching your criteria

6. Double-click on one or more of the rules in the list, or click on the Add rule to model icon
&), to add the group to the model.

To delete a rule from the model, in the Current rules in model panel, click on the
Remove rule from model icon &.
7. Click on Create model if this is a new model, or Save model if you are editing one.

You can then create your rule content for the new model. If you include a rule, you can
edit your rule content to make it specific to the model.

Note: In the All Fares search, you can enter the model ID that must be applied. If you
select 0-Virtual Model, the applicable model is automatically selected.

How to change the default amount or percentage for a model

When the rules have been added to the model, the administrator can add specific values to
be applied only when this model is selected.
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1. Inthe Model Search page, click on the Edit icon of the model you want to modify.

2. Inthe Edit Model tab, click on the Edit icon of the rule you want to modify. Alternatively,
select multiple rules and click on Edit multiple content.

Model Search New Model Edit Model 738671
Model data
IModel name:* Default Model

Walid from/to:

Customer: =
Walid for Office: FRA1AOS6M
Multiple values separated by comma
Description
Current Rules in Model Edit multiple content

Ruleid Rule name Rule type Content type Amount
3670461 Country DE Product fee default 17 \_51 @
3670462 International | Product fee default 20 \_i] @
3670463  Market Product fee default 15 ‘_51 @

3. Inthe Edit Multiple Rules page, define whether you want to apply an amount or a
percentage, whether the amount or percentage must be added or subtracted, and add
the amount or percentage to be added or subtracted.

Edit Multiple Rules =
Selected Mosel Detaurt Mogel (735671)
Rulles selected: H

Rule content

Multiple edit conditions.

Content Upiate all selecied Rules wiih flal setings -
Updats ail selected Rules with Tiat settings.

Upate all sefected Rukes wilh percent settings
Action: [+] Add amount to fat seftings.

Amount:*

cancel save

4. Click on Save.
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The rules are modified for this model and the content type has changed from 'default' to

'specific'.
Current Rules in Model
Ruleid Rule name Rule type Content type Amount
3670461 Country DE Product fee specific 19 .;'\ @
3670462  International | Product fee specific 22 ,; @
3670463 Market Product fee default 13 .;'\ @

I Note: To go back to the initial amount or percentage, remove the rule and add it again.

How to search for, edit and copy models

1. Select the Model tab and then the Model Search sub-tab.
2. Inthe Model Search page, enter the criteria to retrieve a specific model.

The list of existing models is displayed in the Search results list.

Rules  Markels  Competence area

Search resuits

Modelid  Mogel name Dafault Moda! for Office Cusiomer Vsl from Valid o Tyse Rule count

[ —— zascc mosz: sz Ar : ZHe

3. To edit or copy a model, select it and click on the Edit or Copy icon.

Note: If you do not see the model you are looking for, select 'Any' in the Type field of the
By rule data section.

How to deactivate a model

1. Locate the model in the Models page. See How to search for, edit and copy models
above.

2. Select the model you want to deactivate and click on the Deactivate rule icon =1

3. Click on Yes to confirm deactivation.
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How to reactivate a model

1. Select the Show deactivated models button and locate the model in the Model page.
See How to search for, edit and copy models on the previous page.

2. Select the model you want to reactivate and click on the Reactivate icon <.

I Note: Removing a model is not yet supported.

How are rules for a model applied?

In a cryptic window, you can select a model in your PNR by using the command TFL to see a
list of all models, and TFU/1234 to force a specific model.

Models are checked in the following order:

1. Model selected with TFP entry. It always takes precedence over any other model. No
other models are checked.

2. Models linked to the office ID. It always takes precedence over any other model,
including models linked to customer profiles. No other models are checked.

3. Models linked to the customer profile. All models linked to the customer profile are
checked, then all other applicable models, then rules linked to this customer profile, at
the end any other remaining free rules.

4. Models without any criteria. All applicable models are checked.

5. Other remaining 'free rules' are checked.

Note: A 'freerule'is a rule that it not attached to a model or a customer profile.

When a matching rule is found in a model, this rule is applied. No other model or free rules
are checked. The process applies to each revenue type, which means that models are
checked separately for product fees (service fees), mark-ups and discounts.

The model selected with the TFP entry is only used if the criteria match.

e If you select a model linked to a customer profile, but the customer in your PNR does not
belong to this company, the model does not apply, no other model is checked and no
margins at all are calculated.

¢ If you select a model linked to an office ID, but you are not logged into that office ID, the
model does not apply.

Example: How are rules for a model applied?

The administrator creates two models:
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e Model 111 for Amadeus Customer Profiles (CSX) profile A includes a rule of 10 EUR
product fee and no rule for a mark-up.

e Model 222 includes a rule of 12 EUR product fee and a mark-up of 3 EUR.
Case A
The agent selects model 111 with the TFP entry.

e 10 EUR product fee is attached to the product.
¢ No mark-up applies, because only the rules of the selected model are checked.

Case B
The agent makes a booking with CSX profile A, not selecting any model.

e 10 EUR product fee is taken from model 111.
¢ 3 EUR mark-up is taken from model 222.

To avoid this specific logic, include the mark-up rule also in model 111 and set the amount to
O EUR.

How are models applied in All Fares?

In All Fares, the list of models available for the office is shown. However, not all models
shown are applicable.

Select a specific model or select '0-Virtual Model' for Margin Manager to decide which
model applies.

Mark-up and fees

Margin Manager Model 1

‘ 0 - Virtual Model - ‘

588305 - Test Company XYZ

588845 - Standard model

The selection of a model linked to a customer profile is not yet supported in All Fares Search
& Pricing, even if you have transferred the profile to the PNR before. You will find the
applicable margins after you have made the reservation in the All Fares booking flow.
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Working with competence areas

What is a competence area?

A competence area is the name given to the group of point-of-sales offices that can use the
rules you create. These offices can be part of your agency chain or corporation, or they can
be any offices for which you are the designated rules administrator.

Your administration office is responsible for a single competence area. To maintain the
competence area, you add or delete offices or groups of offices as required:

e If your administration office is also a point-of-sale office, remember to include the office
in your competence area.

e If you become responsible for a new point-of-sale office, add the office to your
competence area if it is not already part of one of your office groups.

e |f an office is no longer eligible to use the rules in your competence area, make sure that
you remove it from your competence area.

How to view and modify office IDs included in a competence
area

In the Margin Manager Administration page, click on the Competence area button at the
top right-hand corner of the screen.

The list of existing areas is shown in the Competence area details panel.

¢ To add a single office to the competence area:

a. Inthe New detail panel, click on the Office tab and enter the office details.
Mandatory fields are marked with an asterisk.

b. Click on Save.
A new detail line appears in the Competence area details panel.
e To add multiple offices to the competence area:
a. Inthe New detail panel, click on the Mask tab, and enter a Corporate ID.
b. Click on Save.
A new detail line appears in the Competence area details panel.
e To delete a detail line:
a. Select the check box on the left of the detail line v/ FR4
b. Click on the Delete selection icon &.

c. Click on Yes to confirm deletion.
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How to add a custom rule type

=

In the Margin Manager Administration page, click on the Competence area button at
the top right-hand corner of the screen.

Enter a name in one of the Additional service fee 2-5 fields under Customization.

w

Click on ! to save the custom rule type.
This rule will be available in the Rule type drop-down list. See Creating rules on page 1.

You can click on & to deactivate a rule, or click on =) to reactivate a deactivated rule. You
cannot deactivate a custom rule type that is already used by an active rule.

Rules Markets Competence area

New detail

Mask Office

Mask
City code:
Corpaorate id*

Country code:

Additional service fee types

Additional service fee 21 24h H @
Additional service fee 3. Ticket fee = @
Additional service fee 4: =

2

Additional service fee 3¢
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Working with the Margin Manager
Light Administration module

What is the Margin Manager Light Administration module?

The Margin Manager Light Administration module was designed to cover the needs of small
and medium travel agencies. It provides smaller agencies with a simpler way to administrate
the rules.

Its basic rules allow a limited number of product types, passenger type and criteria. In
addition, you cannot define models, nor associate a rule to a customer profile.

Fees will always be applied in the same way, regardless of the Margin Manager version you
are using. See Applying fees to bookings on page 280.

How to create a rule in the Margin Manager
Light Administration module

1. Inthe Rules page, select the New Rule tab.

The New Rule page opens.

......

e vaes separated by comma

Create Rule

2. Inthe Common panel, specify the general information about the rule, such as its name,
rule type and validity period.
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Common

Rule name:

Rule status: Active

Rule type:* Product fee -

Valid fromidto: | |

Notes:

° The rule name does not have to be unique. Each rule is assigned a unique ID on
creation.

° You can only create active rules. Therefore, you cannot modify the Rule status
field. You can change a rule to inactive after it is created.

3. Inthe Product panel, specify:
° Information about the product to which this rule applies, such as the provider.
° The type of product, such as Transportation.

° Any sub-type, such as Air, Hotel, Ancillary, and so on.

Product

Type [AIr ~]

comentponcer

Car
Product type:
Hotel

Ancillary - Baggage

Ancillary - Meals

Ancillary - Seat chargeable
Ancillary - Seat un-chargeable

Ancillary - Other

4. Inthe Action panel, select one or more booking agent actions that will trigger this rule.
You can choose from Booking, Cancellation and Refund.

Note: If you are creating an offer, select the Booking action. Fee or mark-up rules
created for this action type are also applied to offers. When the offer is confirmed,
the fee and mark-up of the offer are replaced by those of the new booking.

5. Inthe Customer field of the Profile panel, specify the customer to which the rule applies.

The rule can apply to customers from a specific company or to an individual customer.

Profile

Customer:

Passenger type:

Select -

Alternatively, in the Passenger type field, select a specific Passenger type for the rule. For
example, you could create a rule specifically for child passengers.
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6. Inthe Rule Criteria | tab, add the airline(s) and type of cabin to which the rule applies.

Rule criteria | Payment data

Product specific

Carrier
Validating airline: =]

IMultiple values separated by comma

Cabin: | =

Business

Coach Premium

Economy

7. Inthe Itinerary data section, select the flight indicator to which the rule applies.
In the Payment data section, select the form of payment targeted.
9. Click on Create rule to create the rule.

If the rule has been created successfully, a pop-up appears.

Rule with id 26503 created l

10. If you want to create more rules, select the rule type and click on New rule or Copy rule.
If you copy the rule, all the values stay the same, but a new rule ID is created.

11. To return to the Rule Search tab, click on Back to search. The new rule is displayed in the
search results list.

Applying fees to bookings
How to request the total sales price (Cryptic)

1. Create the booking and do a pricing using one of the regular pricing commands such as
FXX, FXP, FQQ, FXT, FXV, FXA, FXA/LO, FXZ, FXR, FXL Or FXB.

This shows the total fare price including all calculated margin.
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FEB

01 ZMARDEUS/TEST
NC BREBOCEKING REQUIRED FCOR LOWEST AVAILABLE FARE

LL FLGT BE T DATE TIME FLEE EBLSIS NVE NVL  EBG
NCE
FRAZ LE 1065 L L 18JUL 1855 LEUCLSE3 1P
NCE LE 1068 L 1L 23JUL 2120 LEUCLSE3 22JUL 1P
EUR 130.00 18JULZ1INCE LH FRATE.35LE NCETS.35NUCL56.70
END ROED.S528537
EUR 158.00-YQ  XT EUR 4.86-FR EUR 8.20-FR EUR 1.13-IZ EUR
EUR 19.00-YR  1.50-04 EUR £.17-0X EUR 12.88-0Y EUR G.G5
EUR 71.55-XT -DE EUR 27.06-R4
EUR  238.55
FARE FAMILIES: (ENTER FQFn FOR DETAILS, FXY FOR UPSELL)
FLRE FAMILY:FCl:l:CLASSIC
FLRE FAMILY:FCZ:2:CLASSIC
F¥U/TS TO UPSELL CLASSIC-FLEX FOR 50.00EUR
|[Fvr 265.55 ToTan INCL 25.00 RGT FEFE & 5.00 RGT MU |

FEE PARTIALLY EBASED ON VC=LH RND TT=ET
TICEET STOCE RESTRICTION

BEZ CHR: LE/LH

TICEETS ARFE NON-EEFUNDAELE

ENDOS FARE RESTRICTION MAY APPFLY

Example:

EUR 268.55 TOTAL INCL 25.00 AGT FEE & 5.00 AGT MU

2. To display the total sales price including margin calculation details, enter the command:
EPD/FI

This displays the total sales price and gives a breakdown of any added mark-up and fees.

sepd/fi
BOOKING FILE - GLOBAL OVERVIEW

TOTAL SALES PRICE: 268.55 EUR

TOTAL GROSS PROFIT: 30.00 EUR

TOTAL REFERRAL: 0.00 EUR

ID PRODUCT STATUS PRICE DETAILS SALES PRICE

1 AIR ACT PURCHASE PRICE: 238.55 EUR 243.55 EUR

AMADEUS/TEST DISCOUNT: 0.00 EUR

MARK-UP: 5.00 EUR

2 SERVICE FEE ACT FEE: 25.00 EUR 25.00 EUR
DISCOUNT: 0.00 EUR
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A ticket that has been cancelled (TRDC action) is shown as IGN in the financial items. The
rules with action Cancellation are applied.

A ticket that has been refunded (TRF action) is shown as CAN in the financial items. The ticket
issuance is no longer valid.

A refunded ticket is shown as a new financial item with status RFN. The rules with action
Refund are applied.

Note: Financial items are only visible for the creator office. Other offices that have
access to the PNR (via PNN EQS, ES, RP) will not see the financial items. Financial items
are created after a TST is created. Entering EPD/FI after an FXX entry will generate an
error.

Tip: If the margins calculated are incorrect, you need to identify which rule was applied,
using the EPD/FI/Fn entry where the model ID and rule ID are shown. Then, you need to
compare the applied and expected rules to detect which criteria causes the discrepancy.
If there are no margins calculated, removing criteria will help detect which one is causing
the issue.

How to request the total sales price (Selling Platform Connect)

1. Create the booking and do a pricing using the regular process from the booking file with
the All Fares flow. The applicable model is automatically selected ('Virtual Model').

0004FV  Signout ()

dMAaDEUS Ffie GoTo  Settings  Scripts  About  Service Hub Last login: 08 June 2021
(@] 89 || NewBookingFile ga | v || New Command Page || New Traveller Profile |
Advanced {[E]| Amadeus Your Smart Flows ¥ © covip-19
™ Booking File 1 Owned by NCE1A27QC X
B GoTo >
Fares and fees 2 Showin Command Page
* Mandatory m ||.- ﬂ\ a
Select a quick search our personal settings L4
More Products v
Show Baoking il
oo o — T ki
nerary
Public Margin Manager Model @ Exclude NDC content
Negotiated 0-Virtual Model -

Corporate code @

Currency | EUR Withhold taxes

Fare restrictions -

Save & Confirm (ER) v

File not saved yet
More options = gnore (IG

© Main Page ¥ Booking File 1 Office ID: NCE1A27QC

Example of a result with mark-up and services fees:
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Filters Results
1 results Showing 1-1 of 1 results
Price (EUR) v 597.38 EUR Mark-up : 20.00 EUR PTC apT
public fare Service Fees: 10.00 EUR
Fare type v
Fare Details »
Baggage allowance v
August 18,2021 Departure time
Flight time v FRA=> NYC ~
Number of connections v
10:00 AM 11:00 AM Luftt
Connections o FRA > JFK ufthansa .
@© 7:00 Noconnections
Airlines Y
Airports o August 28,2021 Departure time
NYC—> FRA 11-00AM ~
Flight duration v
Cabins v JFK 11:00 AM = FRA 8:00 PM Lufthansa .
@ 3:00 Noconnections
Booking classes v

Select flight

2. Click on Show booking file.
3. Scroll to the Sales section.

The Sales price column shows the total sales price including the automatically added
margin. The service fee is shown in a separate line while the mark-up and discount are
included in the segment details.

Description Status Sales Price

284PR1E NCE-FRA DSMAY16 FRA-NCE Non Invoiced 288,85 EUR

Passenger GROSS, PAUL

General Service Fee Non Invoiced 12.00 EUR Details
Grand Total 301,88 EUR

To see details of the margin, click on Details.

A window is displayed showing you full sales details of the PNR.

© Air: 29APR16 NCE-FRA 05MAY16 FRA-NCE Passenger: GROSS, PAUL X
Price Details Sales Details Documents. References
Incl. VAT Excl. VAT VAT
Base Fare 143.00 EUR 143.00 EUR 0.00 EUR
+ Additional Charges 0.00 EUR 0.00 EUR 0.00 EUR
+ hiding Fees 0.00 EUR 0.00 EUR 0.00 EUR
« Taxes & Details 111.88 EUR 111,88 EUR 0.00 EUR
- Cancellation Penalty 0.00 EUR 0.00 EUR 0.00 EUR
= Subtotal Fare 254,58 EUR 254,88 EUR 0.00 EUR
+ Margin 35.00 EUR | 3500 EUR 0.00 EUR
- Discount 0.00 EUR 0.00 EUR 0.00 EUR
= Sales Price 789,58 EUR 289,85 EUR 0.00 EUR
Gross Profit Calculation
Inel. VAT Excl. VAT VAT
+ Comimigsion 0.00 EUR 0.00 EUR 0.00 EUR
* Margin 35.00 EUR 35.00 EUR 0.00 EUR
- Discount 0.00 EUR 0.00 EUR 0.00 EUR
= Gross Profit 35,00 EUR 35.00 EUR 0.00 EUR
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Note: You can add other fees manually, by clicking on Add Fee under What can you do
next? at the bottom of the Sales section, and selecting either of the following:

» General, for fees relating to non-travel product related items, such as visas sending
and so on.

e Linked, for fees related to a travel product, such as a cancellation fee.

How to adjust a fee after it has been added

Cryptic
To override an automatically calculated fee or mark-up, use the TFA command, for example,
TFA/0.00/F1

This sets the mark-up and discount to 0 for the first entry. The following example shows no
mark-up or discount for line 1:

> Trasulsrl
BOOEING FILE - GLOBAL OWVERVIEW
ToTAT, SATES PRICE: Z263.35 EUR
TOTAT, GROSS PROFIT: 25.00 EUR
TOTAT, REFEREAL: 0.00 EUR
I1Dr PRODUCT CE DETAILS SALES PRICE
1 ATER nuf TRCHASE PRICE: 238.35 EUR 238.55 EUR
AMADEUS/TEST COUMT (M) : d.00 EU
TP (M) 0.00 EU
2 SEEVICE FEE 253.00 EU 25.00 EUR
DISCOUNT Q.00 EU
Booking file

To override an automatically calculated fee or mark-up, create a fee or mark-up manually in
the Sales section of Selling Platform Connect.

1. Click on Show booking file in the right-hand panel.
2. In the Sales section, click on the Details link for the Air line or Service fee line.

3. Click on the Margin amount field in the dialogue box and click on Update.

How to set the booking channel

Cryptic

To set the booking channel, enter: TFU/BC-nn
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Selling Platform Connect

You can set the booking channel in the Sales section in Selling Platform Connect.

How to display the financial item details

For investigation purposes, you can display the financial item details. The display contains
the product, the associated passengers and segments, the TST or TSM number, the ticket
number, the rule and model IDs. To display the financial item details:

1. Retrieve the PNR.
2. Enter EPD/FI to display the financial item list.
3. Enter EPD/FI/Fn to display a specific financial item line.

BOOKING FILE - FI 1

PRODUCT : AIR
PASSENGERS : P1.AMADEUS/TEST

SEGMENTS: S2-3

TST: 00001 TKT: 220-1231231234

DETAILS MODEL RULE PRICE
PURCHASE PRICE: 238.55 EUR
DISCOUNT (M): 9.00 EUR
MARK-UP (M) : 608431 2949589 9.00 EUR
ID STRUCTURE STATUS SALES PRICE
1 AIR ACT 238.55 EUR
2 --SERVICE FEE ACT 25.00 EUR
TOTAL: 263.55 EUR

What are the most frequently used Margin Manager cryptic
commands?

Entry Request
EPD/FI Display the list of financial items in the PNR.
Follow-up transaction to display the details of the specified financial
EPD/FI/F1 .
item.
TFL Display the Margin Manager model list.
Adjust the margin.
TFA

Example: TFA/0/P1, to set the amount to zero.
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Entry Request
Set the booking channel at PNR level.

TFU
Example: TFU/BC-EMA/P2, to set booking channel 'email’ for passenger 2.
TFP/1234 Select a model ID for a PNR.
TFP/0@ Remove the linked model ID from a PNR.
Scenarios

Scenario 1: Creating a generic margin rule

Scenario

Create a generic rule that applies a product fee of 50 Euros to every flight in the world.

Note: This scenario can be performed with both the standard and the light versions of
Margin Manager.
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Solution

1. On the Rules page, click on the New Rules tab and set the rule as follows:

Panel/Field Setting
General Rule data
Common panel

Rule name <name>

Rule type Product fee

Valid from/to Not set (always applicable)
Product panel

Type Air

Content Provider Any

Product type Transportation

Action panel

Booking action Booking

Rule Criteria | tab
Itinerary data panel

International indicator Any
Origin type Empty
Destination type Empty
Rule Content

Amount (VAT incl.) 50
Currency Any

2. Click on Create rule.

Scenario 2: Creating margin rules per itinerary

Scenario
Create three standard itinerary rules that apply the following flat margins:

e 20 euros for all domestic flights
e 30 euros for European flights
e 40 euros for international flights

Note: This scenario can be performed with both the standard and the light versions of
Margin Manager.
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Solution

1. On the Rules page, click on the New Rules tab and set the rule as follows:

Panel/Field Setting
General Rule data
Common panel

Rule name <name>

Rule type Product fee

Valid from/to Not set (always applicable)
Product panel

Type Air

Content provider Any

Product type Transportation

Action panel

Booking action Booking

Rule Criteria | tab
Itinerary data panel

International indicator Domestic
Origin type Any
Destination type Any

Rule Content

Amount 20
Currency Euros

2. Click on Create rule.

3. Inthe Success dialog, select Copy rule.

Rule with id 5803324 created ]

o | veve ] comnae

4. Change the settings for the European flights, as follows:

Panel/Field Setting
General Rule data
Common panel
Rule name <name>
Rule Criteria | tab
Itinerary type panel
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Panel/Field Setting
International indicator EU
Rule Content
Amount 30

5. Click on Create rule.
6. Inthe Success dialog, select Copy rule.
7. Change the settings for international flights, as follows:

Panel/Field Setting
General Rule data
Common panel
Rule name <name>
Rule Criteria | tab
Itinerary type panel
International indicator International
Rule Content
Amount 40

8. Click on Create rule.

Scenario 3: Creating a mark-up rule based on carrier and class

Scenario
Create a rule that applies a flat mark-up of 50 Euros for:

e One-way flights from PAR to Asia.
e On validating carrier AF.

¢ |n business class.

Note: This scenario can be performed only with the standard version of Margin
Manager.

Solution

1. If the Asia market does not already exist, you must create it. On the Rules page, click on
Markets.

2. Click on the ' icon.
3. Inthe New Market panel, enter the name of the new market, such as 'Asia region'.

4. Inthe Market Content pane, for the Region option, select Asia region and click on
Include.

The region is available in the market tree:
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5. Click on Save market.

12. Margin Manager

For more details, see How to define or modify a market on page 266.

6. Click on the Rules button.

7. Inthe Rules page, click on the New Rules tab.

8. Set the rule as follows:

Panel/Field
General Rule data
Common panel
Rule name
Rule type
Valid from/to
Product panel
Type
Content Provider
Product type
Action panel
Booking action
Rule Criteria | tab
Product Specific > Carrier panel
Validating airline
Cabin
Itinerary data panel
International indicator
Origin (Pickup)/Destination panel
Origin type
Location
Destination type
Market
Rule Criteria Il tab
Product specific > Air criteria panel
Type of route
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Setting

<name>
Mark-up
Not set (always applicable)

Air
Any

Transportation

Booking
AF
Business
Any

City

PAR

Market
<Asia market name>

Oneway
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Panel/Field
Rule Content
Amount
Currency

9. Click on Create rule.

12. Margin Manager

Setting

50
Any

Frequently asked questions

Question

How do | set a rule for EAC?

How can | prevent the
margins from being updated?

How can | block the manual
update of financial items?

Is it possible to hide service
fees or mark-up from the
travel agent?

In which languages is the
Margin Manager admin Ul
available ?
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Answer
There is no distinction between an EAC rule and a standard
GDS rule in Margin Manager. The rule applies only when a
TST is created.
Margins are automatically updated when you enter the
EPD/FI command or you display the Sales View.

This means that the amounts might unintentionally change
when you work on the booking file (PNR) and could be
different from what you have communicated to your
customer.

To ensure that the initial margins are kept as long as the
booked segment exists in the PNR, contact your Amadeus
representative.

If the situation requires it, agents can manually update the
margins that have been applied by Margin Manager, either
by using the cryptic TFA entry or by amending the margin in
the Sales View.

To block the agent from doing this, contact your Amadeus
representative.

No, it is not possible.

Margin manager is available in English only. Some web
browsers integrate translation feature. The translation is
not perfect, but it can help the admin user.
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13. Cryptic Magic

Getting started with Cryptic Magic

What is Cryptic Magic?

Cryptic Magic provides a text field from within the graphic workflow into which you can
enter a limited number of cryptic commands that will populate the booking file. See Using
Cryptic Magic commands below.

How to access Cryptic Magic

The Cryptic Magic entry line is available from anywhere in the application:

(1] (2] ®

@ Amadeus ¥

0 This is the Cryptic Magic text field. Enter cryptic commands here.

g By clicking on this symbol, a history of recent commands will be displayed. These can be
edited and re-entered.

e Use this drop-down list to select another GDS provider.

What are the features of Cryptic Magic?
The Cryptic Magic entry line has the following features:

e A cryptic command can be typed directly into the Cryptic Magic text field.
e After a command is recognised, the background changes to green.

e If a command is not recognised, you are prompted to switch to the Command Page.

Using Cryptic Magic commands

Cryptic Magic can be used to enter a variety of commands, including (but not limited to)
availability and scheduling, fare quote display, fare notes, flight information, short sell and
pricing commands for Amadeus. You can also use some Sabre commands with Cryptic Magic.
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13. Cryptic Magic

Cryptic Magic Availability and Scheduling Commands

Request

One-way routing, specified date, city pair, time
Local time if today is 11JUL, or 0000 in the future

Current day departure, specified time

Departure city is the same as the office profile
Current location and current day departure, local time

Seven-day search

Round-trip routing, specified dates and times

Round trip, returning on the same day
Departure on current day, local time
Seven-day search

Dual city pair display, specified dates
Second pair a number of days later A
Same day availability

Open-jaw availability

Seven-day search

Airline preference (maximum six)
Availability for a specific flight number
Number of seats (maximum nine)
Specified cabin type (maximum two)
Specified classes (maximum three)
Specified classes on all segments
Connecting cities (up to two)
Non-stop flights only

Entry
AN11JULHOULAX1430
AN11JULHOULAX
ANMIAATL1130
AN11JULNYC113@

ANATL

AN/11JULMADNYC1430
AN11JULMADCPH8A*23AUG2P
AN11JULMADCPH*
ANMADSCL*11JUL1200
AN/11JULMADBKK*29JUL7A
AN9JULFRAMAD*23JULBCNDUS
AN11JULMADCPH*+4STOBCN
AN9JULMADFRA*DUSBCN

AN120CTFRAMAD*BCN

AN/8FEBANCNOU*//3MARPPTANC
AD230CTPDXOMA7A
AA230CTSEASFO11A
AD230CTPDXORD/AUA

AN11JULMADCPH13/ASK, IB
AN11JULATHROM/AAZ717
AN11JULSINFRA/B3
AN11JULSINSYD/KF,C
AN11JULLHRBOM/CF
AN15SEPJFKAMS/CF-Y
AN11JULLONTYO014/XBKKHKG
AN11JULLAXNYC/FN

Cryptic Magic Fare Quote Display Commands

Request

Origin city different from CRT location, today
Origin city and CRT location same, today

Specific airline only
Multiple airlines (maximum of three)
Common fares only
Three-month display, starting in April
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Entry
FQDFRAMNL
FQDMNL
FQDFRAMNL /A-LH
FQDFRAMNL/ALH, PR, KL
FQDFRAMNL /AYY
FQDFRAMNL /DAPR
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Request Entry
Specific date FQDFRAMNL /D11APR
Exact outbound travel dates FQDFRAMNL/A-LH/D26NOV*
Range of travel start dates FQDFRAMNL/D21JUL**14AUG
From a specific date to seven days ahead FQDFRAMNL/D21JAN**7D
From a specific date to three months ahead FQDBCNMNL /AIB/D21JAN**3M
Fares from today's date to a specific date FQDFRAMNL /D**3MAR
Specific past date FQDFRAMNL /ALH/D23JAN@9
Different travel and ticketing dates FQDPARFRA/D5JUN@8/AAF /R, 06APRO8
Travel date (with date range) different from ticketing
dates FQDHELNBO/D15AUGO8** /R, 10MAY0S
Front cabin position (first class) FQDFRAMNL /KF
Front cabin position (business class) FQDFRAMNL /KC
Rear cabin position (economy class) FQDFRAMNL /KY
Rear cabin (economy and premium class) FQDFRAMNL /KW
Rear cabin (economy class, excluding premium) FQDFRAMNL /KM
One-way fares FQDFRAMNL/IO
Round-trip fares FQDFRAMNL /IR
Fares in NUC FQDFRAMNL /R, NUC
Add tax (if not included by default) FQDFRAMNL/R, AT
Withhold tax (if included by default) FQDFRAMNL /R, WT

Fare request types, APEX, PEX and MILITARY

. FQDFRAMNL/ALH/R, -APX-PEX-MIL
(maximum of three codes)

Expanded parameters, fares with no penalty FQDNYCLON/ABA/R, *NPE
Expanded parameters, fares with a percentage

penalty FQDNYCPAR/AAF /R, *PE25P
Round-the-world (RTW) or Circle Trip (CT) fares Egg;gg;gg;ﬁgi%?‘:’
Unifares FQDNYCMAD/R, U

Unifares for a corporate contract FQDNYCMAD/R,U364477
Unifares by corporate name FQDNYCMAD/R, UU*IBM
Unifares for a specific airline FQDNYCSFO/AUS/R,U
Negotiated fares for a corporate contract FQDNYCMAD/R,C364477

Cryptic Magic Fare Notes Commands

Request Entry
Fare notes FON3
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13. Cryptic Magic

Cryptic Magic Flight Information Commands

Request Entry
From an availability or schedule display (line two), maximum two D02
From an availability display, third flight from line one (multi segment) D01/3

Cryptic Magic Informative Display Commands

Request
Display a list of fares
View the ticket image for the fare on line 3
Different airlines, each segment
Same airline for all segments
Same airline for all segments
Travel dates
Past travel and validation date (maximum six months
for US and Canada and 12 months for the rest of the
world)
Fare break point at the next city
Inhibit fare break point at the next city
Global routing via the eastern hemisphere
Global routing round-the-world (RTW)
Passenger discount
Multiple discounts (maximum six codes)
Passenger type code
Booking codes
Return as a mirror of outbound segments
Expanded parameters, fares with no maximum stay
Expanded parameters, multiple restrictions
Point-of-sale override
Ticketing city override
Point-of-sale and ticketing city override
Price in a foreign currency
Stopover sector
Stopover and surface sector

Transfer at all points before the hyphen (FRA and MUC)

Tax exemption, all taxes
Add taxes
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Entry
FQPLONSINLON
FQQ3
FQPLON/ABASINJIKT/ASQBKK
FQPNCE/AAFMIAPARNCE
FQPNCEMIAPARNCE/OAF
FQPLON/D@4SEPSIN/D180CTLON

FQPMUC/D@1APRPARMAD/R,©7JUN@S8

FQPLON/BPARHEL

FQPLON/BPARHEL
FQPLON/VEHSINLON
FQPLON/ABA/VRWCHIHNLSYDBKKLON
FQPMADPARMAD/RCH
FQPMADPAR/RCH**ZZ**IN
FQPLAX/AYXNYC/RMIL
FQPLON/CFSIN/CYLON
FQPLONSIN/M
FQPPARSYDPAR/R , *NMX
FQPNYC/AAAMIABOS/R, *NPE-NAP
FQPMADPARMAD/R, LON
FQPMADPARMAD/R, . FRA
FQPMADPARMAD/R, LON . FRA
FQPLONSIN/R,FC-USD
FQPLONFRA-MUCDUSLON
FQPLONFRA- - -MUCDUSLON
FQPLONFRAMUCGVA-
FQPMADPARMAD/R, ET
FQPBOG/ACOMIA-EWR-BOG/R,AC-US
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Request
Withhold taxes
Withhold surcharges
Withhold all taxes
Unifares
Unifares for a corporate contract
Negotiated fares for a corporate contract

13. Cryptic Magic

Entry
FQPPAR/AAFFRA-LON-PAR/R,WC-DE
FQPNYC/AAARIO/R,WQ
FQPLONNCELON/R,WT
FQPNCE/ABALHRNCE/R, U
FQPNCE/ABALHRNCE/R,U364477
FQPNCE/ABALHRNCE/R,C364477

Cryptic Magic Long Sell, Ghost, Passive, Information

Commands

Request
Sell one seat
Departure date is today
Unaccompanied minors
Stretcher
Interline passenger with a reservation
Reconfirm segment booked outside Amadeus
Cancel a segment booked outside Amadeus
Create passive segment
Create service segment
Create ghost segment
Create passive segment from dual city pair display
Add airline record locator to passive segment
Create flight segment for information
Arrival unknown

Create open segment specifying only airline, class,
departure and arrival cities, for one passenger

Two airline codes

Cryptic Magic Pricing Commands

Request
Price a PNR without creating a TST
View the ticket image for the fare on line 3
View the fare calculation for the fare on line 3

Global routing round-the-world (RW), whole itinerary
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Entry
SSETI154C12JULDUBLHR1
SSBA352C/LHRNCE1
SSBA343L10JULNCELHRUM2/5,6
SSBA343L10JULNCELHRST2
SSAF2402C10JULNCEORYID1
SSDL@71C12JUNCPHIFKRR1
SSAC111C19DECYULYVRIX1
SS1G2/PK/ABC123
SS1G2/HK/ABC123
SS1G2/GK/ABC123
SS1L5/PK/ABCDE*12/PK/ABCDE
3/*ABC123
SIKL171C28JUNAMSCPHHK2/08501120
SIARNK

SOBAC25NOVLHRIFK/P2

SOSKBA/C20SEPSTOLHR

Entry
FXX
FQQ3
FQH3
FXX/S2RW
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Request Entry
Global routing Round-the-World (RW), selected
segments FXX/S2,RW,3-7,10
Global routing circle trip (CT), whole itinerary FXX/S2CT
Global routing circle trip (CT), selected segments FXX/S2,CT,3-7,10
Passenger type codes (maximum six codes) FXX/RMIL*CD*CH
Price passenger type code, military only FXX/RMIL,*PTC
Expanded parameters, fares with no restrictions FXX/R,*NR
Expanded parameters, multiple restrictions FXX/R, *NPE-NAP
Expanded parameters, penalty with percentage FXX/R, *PE25P
Point-of-sale override FXX/R, LON
Ticketing city override FXX/R, . FRA
Point-of-sale and ticketing city override FXX/R,LON.FRA
Pricing in a foreign currency FXX/R,FC-USD
Tax exemption, all taxes FXX/R,ET
Tax exemption, all FR taxes FXX/R,ET-FR
Tax exemption, SE type of FR tax FXX/R,ET-FRSE
Add taxes (maximum four) FXX/R,AC-US-GB
Withhold taxes (maximum four) FXX/R,WC-DE-FR
Unifares FXX/R,U
Unifares for a corporate contract FXX/R,U123001
Unifares for up to six corporate codes or names FXX/R, UP000O1-000002-*IBM
Negotiated fares FXX/R,NEGO
Negotiated fares for a corporate contract FXX/R,C123001
Price a new or retrieved PNR, without TST FXA
Price a PNR without creating a TST FXA
Price passenger 1 FXA/P1
Price passengers 1,2, and 5 FXA/P1,2,5
Price passengers 1to 3 FXA/P1-3
Price only infants FXA/INF
Price only non-infants FXA/PAX
Same discount for all passengers FXA/RDG
Multiple discounts FXA/RCH*ZZ*CD
Passenger discount for passenger 1 FXA/P1/RDG
Passenger discount for passengers 1 and 3 FXA/P1,3/RDG
Different discounts for specified passengers FXA/P1/RCH/P2/RZZ//P3/RCD
Passenger type codes (maximum six codes) FXA/RMIL*CD*CH
Price passenger type code, military only FXA/RMIL,*PTC
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Request
Expanded parameters, fares with no restrictions
Expanded parameters, multiple restrictions
Expanded parameters, penalty with percentage
Point-of-sale override
Ticketing city override
Point-of-sale and ticketing city override
Pricing in a foreign currency
Price segment 4
Price segments 4 and 5
Price segments 4 to 6
Tax exemption, all taxes
Tax exemption, all FR taxes
Tax exemption, SE type of FR tax
Add taxes (maximum four)
Withhold taxes (maximum four)
Unifares
Unifares for a corporate contract
Unifares for up to six corporate codes or names
Negotiated fares
Negotiated fares for a corporate contract
Specify the cabin class
Price a new or retrieved PNR, without TST
Price a PNR without creating a TST
Price passenger 1
Price passenger 1,2 and 5
Price passengers 1 to 3
Price only infants
Price only non-infants
Same discount for all passengers
Multiple discounts
Passenger discount for passenger 1
Passenger discount for passengers 1 and 3
Different discounts for specified passengers
Passenger type codes (maximum six codes)
Price passenger type code, military only
Expanded parameters, fares with no restrictions
Expanded parameters, multiple restrictions
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13. Cryptic Magic

Entry
FXA/R, *NR
FXA/R, *NPE-NAP
FXA/R, *PE25P
FXA/R, LON
FXA/R, .FRA
FXA/R,LON.FRA
FXA/R,FC-USD
FXA/S4
FXA/S4,5
FXA/S4-6
FXA/R,ET
FXA/R,ET-FR
FXA/R,ET-FRSE
FXA/R,AC-US-GB
FXA/R,WC-DE-FR
FXA/R,U
FXA/R,U123001
FXA/R,U000001-000002-*IBM
FXA/R,NEGO
FXA/R,C123001
FXA/KC
FXA/LO
FXA/LO
FXA/LO/P1
FXA/LO/P1,2,5
FXA/LO/P1-3
FXA/LO/INF
FXA/LO/PAX
FXA/LO/RDG
FXA/LO/RCH*ZZ*CD
FXA/LO/P1/RDG
FXA/LO/P1,3/RDG
FXA/LO/P1/RCH//P2/RZZ//P3/RCD
FXA/LO/RMIL*CD*CH
FXA/LO/RMIL, *PTC
FXA/LO/R, *NR
FXA/LO/R, *NPE-NAP
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Request
Expanded parameters, penalty with percentage
Point-of-sale override
Ticketing city override
Point-of-sale and ticketing city override
Pricing in a foreign currency
Price segment 4
Price segments 4 and 5
Price segments 4 to 6
Tax exemption, all taxes
Tax exemption, all FR taxes
Tax exemption, SE type of FR tax
Add taxes (maximum 4)
Withhold taxes (maximum 4)
Unifares
Unifares for a corporate contract
Unifares for up to 6 corporate codes or names
Negotiated fares
Negotiated fares for a corporate contract

Select the fare on line 3 for all passengers, rebook and

create a TST

Select different fares for selected passengers, rebook

and create TST

Cryptic Magic Short Sell Commands

Request
Sell one seat on line 2 in C class

Entry
FXA/LO/R,*PE25P
FXA/LO/R,LON
FXA/LO/R, .FRA
FXA/LO/R,LON.FRA
FXA/LO/R,FC-USD
FXA/LO/S4
FXA/LO/S4,5
FXA/LO/S4-6
FXA/LO/R,ET
FXA/LO/R,ET-FR
FXA/LO/R,ET-FRSE
FXA/LO/R,AC-US-GB
FXA/LO/R,WC-DE-FR
FXA/LO/R,U
FXA/LO/R,U123001

FXA/LO/R,U000001-000002-*IBM

FXA/LO/R,NEGO
FXA/LO/R,C123001

FXU3

FXU1/P1,3//5/P2

Sell two seats on line 1, in C class for first flight, remaining flights in B class

Sell seats from dual availability display, same class
Sell seats from dual availability display, different class

Stretcher

Interline passenger with a reservation
Waitlist

Reconfirm segment booked in Amadeus
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Entry
SS1C2
SS2CB1
SS1Y2*11

SS1Y3*C12

SS2C3/ST
SS2C3/1ID
SS1D3/PE
3/RR
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Cryptic Magic Timetable Commands

Request Entry
One-way routing, specified date, city pair, time TN11JULCPTCAIQS830
Departures from 0000 for a date in the future TN11JULCPTCAI
Current day, specified time TNCPTCAIO830
Departure city is the same as the office profile TN11JULRIO®830
Current day, local time TNMIARIO
Departure city is the same as the office profile, current day TNRIO
Flights operating on a specific day of the week TN29AUGHOUMEX1430/WE

Sabre Cryptic Magic Commands

Request Entry
Local time if today is 11JUL, or 0000 in the future 1230CTPDXOMA
Current day departure, specified time 1230CTPDXOMA7A
Departure city is the same as the office profile 1230CTSEASFO/11A
Current location and current day departure, local time 1230CTPDXORD$UA
Seven-day search 01C2
Round-trip routing, specified dates and times 01C1B2
Round trip, returning on the same day WP
Departure on current day, local time WPN1.1
Seven-day search WPS4/5

©2022 Amadeus s.a.s - All Rights Reserved. 300



Amadeus Selling Platform Connect

14. Command Page

14. Command Page

Getting started with the command page

How to open a new command page

On the main Selling Platform Connect menu, click on File > New Command Page.

What are the command page shortcuts?

General

Screen reader: FXD (pricing) and

TWD (ticket display)

©2022 Amadeus s.a.s - All Rights Reserved.

Action
Scroll between previously
entered commands

Move up
Move down

Clear screen without erasing
previous entries

Clear screen while erasing
previous entries

View and edit command
history

Read next line

Read previous line

Read next character to the
right

Read next character to the
left

Read next word to the right
Read next word to the left

Entry
Alt + up arrow and
down arrow
F7
F8

Pause

Pause + Shift

Alt + right arrow

Down arrow
Up arrow

Right arrow

Left arrow

Insert + Right arrow
Insert + Left arrow
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Action Entry
Navigation outside the grid (span)*
Read next line Down arrow
Screen reader: SM (seat map) Read previous line Up arrow

Read next character to the

right Right arrow

Read next character to the

left Left arrow

Read next word to the right  Insert + Right arrow

Read next word to the left Insert + Left arrow
Navigation inside the grid (grid)*

Read next cell in row Alt + Ctrl + right arrow

Read previous cell in row Alt + Ctrl + left arrow

Read cell below in column Alt + Ctrl + down arrow

Read cell above in column Alt + Ctrl + up arrow

* See What are the grid and span areas? on the next page.

Note: The JAWS screen reader can be used to read out loud the most common FXD
(pricing), SM (seat map) and TWD (ticket display) command responses through row
navigation. The SM (seat map) entries also support column navigation. For a list of the
command extensions, see Appendix: Supported Extended Commands for JAWS on page 324.
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What are the grid and span areas?
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How to print command page content

1. Select the content that you want to print and do one of the following:

14. Command Page

Text under
<span>

Seat map
—p arrangement
in grid

Text under
<span>

—

° On the main Selling Platform Connect menu, click on File > Print or click on the Print

icon
Or:

° Right-click the selected text and select Print.

2. Follow the standard printing process for your printer.

Which command page settings can be changed?

e Graphical or cryptic view of:
° TST

° TSM
° Refund
© Seat map
° Services catalog
e Font colour and background colour.

e Font size.
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e Font style (bold and italics).
e Speedmode activation and deactivation.
e Default option of either 4505 or 3270 for new Command Pages.

e Option to show or hide the button for dynamic switch between the Command Page
types.

How to change the command page settings

1. On the main Selling Platform Connect menu, click on Settings > Command Page.
Alternatively, on the main accordion menu, click on Personal Settings > Command Page.

2. Change the settings as required and click on Save.

Splitting the command page screen

What are the screen split options?

You can split the Command Page screen vertically or horizontally. Within these splits, you
can do a secondary horizontal or vertical split so that the screen is divided into four sections.
Each split screen has separate prompts and commands.

How are commands saved for screen splits?

All commands are saved when a split is closed. When the same split is opened again in the
same session, all commands in the history are retrieved. Up to 10 commands are stored for
each of the four splits.

How to split the screen

e To split the screen vertically, click on the Vertical Split icon in the upper right-hand
corner of the screen.
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* To split the screen horizontally, click on the Horizontal Split icon.
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How to reverse a split screen

5
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e To reverse a horizontal split, click on the Horizontal Split icon.

e To reverse a vertical split, click on the Vertical Split icon.

How to resize a split screen

:15

:15

20

110

:10

:05

14. Command Page

e Toresize a screen that is split horizontally, drag the horizontal split bar to the required

location.

e To resize a screen that is split vertically, drag the vertical split bar to the required

location.
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Switching between the command page and
graphic mode

What are the options for switching from the command page?

Switch From
Result
Command Page

o If there is no PNR in cryptic, the booking file is empty.
Go to booking file ] ) ) ) ) o
If there is a PNR in cryptic, the details are in the booking file.

If an Air availability search has not been done, or it has been reset,

Go to Booking the Search page is displayed.
Tool/Air If an Air availability search was already done, the last search result is
displayed.

How to switch between the command page and graphic mode

1. When on the Command Page, click on Show in Graphic Mode in the side panel.

2. To return to the Command Page, click on Show in Command Page.

What are ticketing hotkeys?

Ticketing hotkeys refer to the display of the ticketing number as a link in the Command Page.
By clicking on this link, you open a graphical E-ticket Display pop-up window that shows the
details of the e-ticket as it appears in the booking file.

Which graphical displays can be opened using commands?

G;::II::I Commands that Open the Display
TQT
TQT/Tn (n = TST number)
TST TQT/Pn (n = passenger number)
TQT/Sn (n = segment number)
TQT/Sm-n (m, n = segment numbers)
TRF command followed by one of the following:
Refund e Document number

¢ Booking File line number
e Query report
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Gra.phical Commands that Open the Display
Display

SM opens the graphic catalog with the Seat Map section displayed (except if it
is followed by a flight number). If a graphic seat map is not available for an

Seat_s and airline, you can continue with the cryptic seat map.

EZ;\:IZZS If you close the graphic catalog, the cryptic catalog remains open.
FXK opens the graphic catalog.
FXK/G-BG opens the graphic catalog with the Baggage section displayed.
Tam

TSM TQM/M1
TQM/P1

Working with Speedmode

What is Speedmode?

Speedmode is a functionality that allows you to access a list of predefined shortcut
commands based on the last cryptic response that was displayed. If the classic (4505)
Command page display contains rail or low-cost segments, Speedmode can be used with
these.

You highlight and select items on the display and send the command requests using either
the mouse or a keyboard action.

How to activate and deactivate Speedmode

1. On the main Selling Platform Connect menu, click on Settings > Command Page.
Alternatively, on the main accordion menu, click on Personal Settings > Command Page.

2. Select or deselect the Speedmode activation check box.

3. Click on Save.
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Where is Speedmode available?

Display Description
Speedmode is triggered by the AN command.
The following elements are highlighted:
e Line number
Air availability e Airline code
response e Flight feature
e Flight number
e Aircraft code
e Class of service
Speedmode is triggered by the CA command.
The following elements are highlighted:
e Line number
Car availability o
e Airline code
e Company code
e Carrate
Speedmode is triggered by the QT command and commands starting
Queues with QC.
The category number is highlighted.
Speedmode is triggered by the FXA, FXB, FXP, FXR, and FXX
Itinerary pricing commands.
The line number is highlighted.
Fare selection with Speedmode is triggered by the FXT command.
TST creation The line number is highlighted.
Speedmode is triggered by the TQT command.

Ticketing: TST o
The TST number is highlighted.
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Display Description

The office ID and segment number of each item in the PNR is
highlighted.
Speedmode is available for the following PNR items:
e Office ID
e Passenger name
e Air segment
e Car segment (CCR)
e Rail segment (TRN)
e Hotel segment (HHL)

PNR e Contact element (AP)

e Remark element (RC, RM, RX, RQ, AB, AM)

Adding two dots before a remark entry allows the launch of the
associated command when you click on the entry.

» Ticket element (TK)

e Fare element (FA, FB, FP, FV)
e SSR remark element (SSR)

e OSl remark element (OSI)

* Generic element

Speedmode supports all screen displays returned by any command
starting with FQD.

Fare Quote Display Speedmode is available for the following Fare Quote Display items:
e List of airline codes.
e List of fares.
Speedmode is available for the following FQN items:
Fare Notes ¢ List of categories.
e List of paragraphs.
There are two types of FQP screens:
Informative Pricing e List of fares (the line number of each fare is highlighted).
e List of airline codes (all airline codes are highlighted).
Informative Pricing There is one FQU screen that displays a list of fares. The line number of
Index Table each fare is highlighted.
Speedmode is available for the following FQR items:

Routi
uting . e List of fares.
Information
e List of airline codes.
Speedmode is triggered by the RT command.
RT screen

The line number is highlighted.

©2022 Amadeus s.a.s - All Rights Reserved. 309



Amadeus Selling Platform Connect 14. Command Page

Explanation: speedmode cursor highlighting
Usually, only one cursor highlight box is displayed on the cryptic display. However, you can

also have multiple and permanent cursor highlighting depending on the context.

Multiple cursors
Multiple cursors are displayed when you navigate the Class of Service elements.

When you place the cursor on a Class of Service element, every identical Class of Service
element in the following segment of the same availability display is also highlighted.

ANI1OAUGATLBEK13AUG

% AMADEUS AVAILABILITY - AN ** BEK BLANGECE.TH 18 TU 10AU0G 0000
*%* SHRANGRI-LA'S RATE BREAK*SAVE UPF TO 40% ON RATES AT TRADERS

** AND SHANGRI_LA *VALID TILL 31/08/04 *TQ BE »GGHTLSG

1 AF 307 F7 A3 J% C% D3 I% /ATL S CDG2C 2135 1150+1E0/772
¥9 BES K% H9 W3 TS V% L9 GR UR
TG 931 F9S BBCE D9 J9 Z9 /CDG 1 BEE 1 1350+1 0605+2 0/744 21:30
Y9 B9 MS H9 Q9 TS K9 5% V9 WS ZXMILES
ZRF:DLE517 F4 C7T D7 IT ¥7 BT M7 ATL 5 CDGZC 2135 1150+1E0/772
HT Q7 E7 LT O7 T7
TG 831 F9 A9 PS CB% D9 J% Z9 /CDG 1 BEK 1 135041 0605+2 0/744 21:30

Y9 B9 M5 HS Q% TS KB 59 V8 WS

Permanent cursors

For the Class of Service elements in two-way availability displays, multiple cursors are
replaced by permanent cursors. The first Class of Service element and all of its equivalents
are marked by a permanent cursor. The same applies to the return flights section.

Permanent cursors remain on the display while you navigate it.

ANI1OQAUGATLBEE*13AU0G

*% AMADEUS AVAILABILITY - AN ** BEK BANGKCK.TH 18 TU 10AUG 0000
*% SHANGRI-LA'S RATE BREAK*SAVE UPF TO 40% ON RATES AT TRADERS

*% AND SHANGRI-LA *VALID TILL 31/08/04 *TO BEK >GGHTLSG

1 AF 307 F']' A3 J% C9 D% IS /ATL 5 CDGZC 2135 115041E0/772
Z9% Y9 BES KB H9 W3 T% V% L9 GR UR
IG 831 F9 A9 Co D9 J9 Z9 /CDG 1 BEK 1 135041 06805+2 07744 21:30
Y9 B9 MS HS Q9 TS K9 59 V9 WS ZXMILES
ZAF:DL3517T F4 C7 D7 I7 ¥7 B7 M7 ATL 5 CDGZC 2133 1150+1E0/772
H7 Q7 K7 L7 U7 T7
TG 931 F9 A% P3 C% D% J% Z9 /CDG 1 BEK 1 135041 060542 0/744 21:30
Y9 B9 MS H9 Q9% T3 K% 5% V9 WS

% BMADEUS AYRJILABILITY - AN ** ATL ATLANTA.USGA 26 WE 13A0UG 0000

11KE:DL78148 D7 I7T ¥7T BT M7 H7 BEK 1 ICN 01z0 0840 0/744 TR
K7 LT U7 T7
FKE:DL78531 rEIEO I0 Y7 BO MO HO ICHN ATL N 1000 1030 0/744 20:30
Q0 KO LO U0 TO
12 EE 654 (C4 I4 W4 Y4 K4 M4 L4 BEEK 1 ICH 0120 0840 0/744
54 T4 H4 X4 Q49 B4 N4 V4
EE 03> J4 C4 IR W2 Y4 K4 ME ICH ATL N 1000 1050 0/744 20:30

IR HR LE SR XR QR BR VR GR ER NR
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What are the navigation options in speedmode?

You navigate Speedmode using keyboard and mouse actions with the cryptic response, and a
highlighted box shows the current focus.

Keyboard actions

Keyboard
V . Result
Action

Selects the next element of the same type above the current element.
Up Arrow  If there is no line above, the new selection is done starting from the last line
until finding one with the same element.

5 Selects the next element of the same type below the current element.
own

Arrow If there is no line below, the new selection is done starting from the first line

until finding one with the same element.
Selects the previous element on the same line.
Left Arrow  If there is no other element before, the new selection is the last element of
the previous line.
Selects the next element on the same line.

:Irgrgtv If there is no other element after, the new selection is the first element of the
following line.

Tab Same as the Right Arrow but selects the next element with a different type to
the current element.

Shift+Tab Same as the Left Arrow but selects the previous element with a different type
to the current element.

Home Selects the first element of the displayed response.

End Selects the last element of the displayed response.

) Displays the available Speedmode commands for the selected element.

zl:agcls Closes the pop-up window that is displayed with a mouseover action or single
left-click.
Places a permanent cursor on the selected element.

Double A permanent cursor only applies to a two-way availability response, where

Space you can only interact with a Class of Service element if it is first marked with a
permanent cursor.

Enter Directly sends the default shortcut command corresponding to the selected

element.
Escape Removes the Speedmode highlighting.
Shift +

Restores the Speedmode highlighting.
Escape P gnlie 8
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Mouse actions

Mouse
Action

Result

Displays a pop-up window with the additional information about the
Mouseover element under the cursor (if additional information is available).

¢ To close the pop-up window, left-click outside the pop-up window.
Displays a pop-up window with the available Speedmode command for the
Single left-  clicked element.
click ¢ To send the selected command, left-click on the command.
¢ To close the pop-up window, left-click outside the pop-up window.

Double left-

click Triggers the default Speedmode command for the clicked element.

Explanation: Optional selection of elements

You can interact with the Speedmode display by optionally selecting elements, which allows
you to select more than one element.

How to optionally select an element in the Speedmode display

e Place the cursor on the element in the display and press Control + Space.
Or:

¢ Press Control and click on the element.

Working with 3270 command page

What is 3270 command page?

3270 Command Page is an independent page that is a combination of the existing 4505
Command Page and the IBM 3270 terminal.

You can modify a cryptic response and send new requests. Speedmode is not supported for
low-cost or rail-only availability displays. See also Working with Speedmode on page 307.

You can switch between 4505 and 3270 Command Page. You can also display both 4505 and
3270 Command Page at the same time by splitting the screen. See Splitting the command
page screen on page 304.

The 3270 Command Page option is only available if it has been activated. You must have
administrator rights to activate 3270 Command Page.
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How to switch between 4505 and 3270 command page
Click on the 3270 Command Page icon E5 .

Explanation: 3270 command page screen

Each cell on the screen can contain one character and the cells are grouped into different
colour-coded fields. You can change the colour scheme using the Command Page settings.
Refer to Getting started with the command page on page 301.

The 3270 Command Page screen is a mixture of display and interactive fields:

e Display fields cannot be edited.
¢ |nteractive fields can be edited.

Some fields are specifically numeric, which means only a valid numeric entry is allowed
(numbers from0to9,"'." and '-').

You can cut or copy from the 3270 Command Page and paste to an external location. You
can also cut or copy from an external location and paste to the 3270 editable panel.

3270 command page
i ]
TarT LD oD LONPFAR 8T .... T= . AL BA.
CTY CR FLT/CLS DATE TIME AT EC F/B TET/D NVB NVA BG
YPFLOMBRA: s s s s s ss sssss  sssnasw 1pC
FARE F GBP 284.00 EQUIV EUR 332.00 TX001 X EUR 21.62¥0AC
TX002 X EUR 15.20GBAD TH003 X EWUR 33.07TUBAS TX aie
TOTAL EUR 401.89 BR 1.168567... SR el s e S | g Al R
COMMISSION TOUR CODE

FORM OF PAYMENT CASH....v.tciccemnnnnnsnnnsssssmmsssnsnssnnsnssssnassnsssnnnsss

FARE CALCULATION LOMN BA PAR4ZE.09NUC4ZB.09END ROED.66340B............00000000..

ORIGIHAL ISAUE/IN EMCHAMGE « ¢ ¢ s rs oo oo ssssosssssssessstsssenssnsssssnsssssssssss
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14. Command Page

What are the keyboard options in 3270 command page?

Key
Type

Action

Input
Value

Keys

Up Arrow

Down Arrow

Right arrow

Left Arrow

Tab
Shift + Tab

Home

End

Ctrl + Enter

Ctrl + Left Arrow

Ctrl + Right Arrow

Enter
Pause
Page Up
Page Down

Alt + Right Arrow

Alt + Up Arrow

Alt + Down Arrow

Result

Moves the cursor up the panel line by line. If the cursor is
on the first line, it will move to the last line.

Moves the cursor down the panel line by line. If the cursor
is on the last line, it will move to the first line.

Moves the cursor right cell by cell. If the cursor is on the
last cell of the line, it will move to the first cell of the next
line.

Moves the cursor left cell by cell. If the cursor is on the
first cell of the line, it will move to the last cell of the
previous line.

Moves the cursor to the next editable field when reading
left to right and top to bottom.

Moves the cursor to the previous editable field.

Moves the cursor to the first editable field of the 3270
panel.

Moves the cursor to the last editable field of the 3270
panel.

Moves the cursor to the first editable cell of the following
line.

Moves the cursor to the first character of the previous
word.

Moves the cursor to the first character of the following
word.

Submits an action to the 3270 server.

Clears an action from the 3270 server.

Sends a program function, PF7, to the 3270 server.
Sends a program function, PF8, to the 3270 server.

In Normal mode only, opens the Command History pop-
up window.

In Normal mode only, displays the previous cryptic
command in the history if the field is editable.

In Normal mode only, displays the next cryptic command
in the history if the field is editable.

An input value key will modify the content of the cell where the cursor is located
in the 3270 panel only if the associated field is editable.
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Key

Keys Result
Type
Delete Deletes the content at the cursor position.
Moves the cursor to the left until the next editable cell
Backspace )
and deletes its content.
Cancels a modification in the cell and retrieves the
Ctrl+2

previous content.

Deletes the editable cells of the selection, places the
cursor on the first editable cell, and changes its value to
the typed character.

Any Latinl character
key

Switches the cursor between overtype mode and insert
mode.

e Overtype mode is the default mode. It overwrites any
text that is present in the current cursor location. The
Insert cursor is represented by a block in overtype mode.

¢ Insert mode inserts a character at the current cursor
location, and moves all characters after it one position
further. The cursor is represented by an underline in
insert mode.

What are the mouse options in 3270 command page?

A single left click of the 3270 Command Page icon E= switches the page between 4505 and
3270 mode.

A single left click inside the 3270 panel places the cursor on the clicked cell.

You can select multiple cells by holding the left-click button.

What are the different screen modes?

When you modify a response, the request can be interpreted in either Inline Mode or Panel
Mode.

Inline mode

Only the fields that have been edited are part of the request, and the response is returned in
a completely new context.

For example, you modify a HE response to send an availability request.
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ENFOSP DAFP CAT:HEL 3UB:IND PGE:INT
INTRODUCTION TC HELP EN 93EF0OB 12182

1
2 THESE ARE THE WAYS YOU CAN PIND THE HELP YOU NEED:
3
4

TYPE OF HELP ENTRY EXAMPLE

HE (SUBJECT MRME) HE HOTELS
HE (TRANSACTION CCDE) HE HA
HE/
12 WHAT'S NEW IN HELP HE UPDATES
13
14 HELP ON HELP HE HELP
15
16 COMPLETING TASES IN HELP HE STEF3
17
18 LIST OF KEYWORDS CR HE (SUBJECT MHAME) HE TICRETING
1% QUICRFATHS FOR A SUBJECT FOLLOWED BY GPF QPS GP QFS
20

The command is interpreted as a completely new request that is unrelated to the existing HE
screen.

ANPARNCE (1A}

% AMADFUS AVAILABILITY - AN ** NCE NICE.FR 0 MO Q3FEB 1725
DD
1 AFE234 J W 8 A Y B M /ORY WHCE 2 1630 1750 EOS315 1:20
3 A S Bl SRR T R i PR N G
2 781006 ¥ 82 B R K ¥ L /ORY WNMCE 2 1700 1820 EOS320 1:20
o R O, e R R R L RN Y
3 752006 ¥ 8 B R K ¥ 1L fORY WHCE 2 1700 1820 EO0/320 1:20
M g A B T a
4 AFE222 T W 8 A Y B N FORY M MNCE 2 1725 1845 EO0/320 1:20
L RN AR | AT PR o SRR IR TR . Rk B " N R
5 AFE23€ J9 W9 S9 Y9 B9 M9 K5 FORY W NCE 2 1800 1920 EO0/318 1:20
L9 Q9 T9 X9 GR
E EX3850 C5S DS I9 UL Y5 B9 HS /CDG HCE 1815 1545 EO0/321 1:30
K9 M5 L9 N9 09 Q% GL X9 E
7 AF7T708 J5 WS 85 ¥S E9 L% Q9% /CDGZF WNCE 2 1830 2000 EO/315 1:30
TS X1 GR
g AFPE248 J5 W9 8% ¥YS BSOS M9 ES JORY W MCE 2 1835 1955 EO/318 1:20
L9 Q9 T9 X9 GR
) AFG238 J9 W9 89 Y9 B9 K9 19 fJORY W NCE 2 1915 2035 EOS320 1:20
Q9 T9 N9 X9 GR
>

Inline Full Screen Mode is a combination of Inline Mode and Panel Mode.
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Screen format for inline mode - full screen

T T

I
I
I

SZ1=21=Z]1m™
mlm|m]l-
olelolm

e

el

Screen format for inline mode - normal

Panel mode

The request is interpreted as part of the existing screen that was modified and so the
response is returned in the same context.

For example, you enter the following commands in 3270 Command Page:

NM1AVERSA/ANTONIO
ANPARLON/ABA

SS1Y1

e AP
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* FPCASH
* TKOK
* RFTEST
* ER

o FXP

* ER

e TQT

14. Command Page

All commands are sent in Inline Mode, which means each command is executed in its own

context.

However, the TQT response is a separate screen. Therefore, the page switches to Panel

Mode.

If you send an availability request from within the TQT response, it is interpreted as a simple

update of the TQT response.

TaT
CTY CR FLT/CLS DATE
FARE F GEFP 284.00
X002 X EVR 15. 20GEA
TOTAL EUR 401.89

COMMISSION
FORM OF PRYMENT

LD oD LOMPAR ST
TIME 2T PC B/B TET/D NVE MVA
v a1 oE R S
EQUIV EUR 332.00 TRO01 X EUR
D TX002 X EUR 33.07TUBAS TX S
ER 1.168567... NF

FARE CALCULATION LON BA PARAZ2B.09NUCA28.09END ROED. 663408 . ... ... cnannsnnans

N

ar.]:-arn-:el. -

PR

Therefore, the response is returned within the TQT screen.

To send any more commands, you must exit the TQT screen.
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Screen format for panel mode

How to display 3270 command page history

Use the scrollbar to see the previous command requests.

All fields previously modified in a response are highlighted in red.

What is the user key buffer?

The 3270 Command Page is not available while a request is being processed. The page only
becomes available again after the response is displayed.

The user key buffer allows you to keep working while a request is being processed. All
keyboard strokes that are typed during the processing of a request are stored in the buffer.

When the response is displayed, all stored keyboard strokes are then executed in
chronological order.

All keys stored in the buffer are displayed under the last panel on the 3270 Command Page.

How are input keys represented in the user key buffer?

Input Key Buffer Representation
Up Arrow ™
Down Arrow J
Left Arrow <
Right Arrow -
Tab Tab
Shift + Tab BackTab
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Input Key
Home
End
Ctrl + Enter
Ctrl + Left Arrow
Ctrl + Right Arrow
Enter
Pause
Page Up
Page Down
Delete
Backspace
Ctrl +Z
Insert

14. Command Page

Buffer Representation
Home
End
NxtLn
PrevWord
NextWord
Send
Pause
PgUp
PgDown
Del
BckSpc
Clear
Insert

Using the You Select feature

What is the You Select feature?

The You Select feature allows you to select text in the Command Page and send it as a

cryptic command. It is:

e Available for both 4505 and 3270 Command Page.

¢ Available on the Speedmode display. However, the Speedmode interaction related to the
highlighted elements has priority over the You Select feature.

¢ Available for previous commands that were sent, which you can access by using the

scrollbar.

e Useful for help screens that involve numerous follow-up entries.

What are the ways of using the You Select feature?

Action

Double-click on a piece of text.

Press Ctrl+Shift+S on a piece of
text selected using the mouse.

Ctrl+Shift+C on a piece of text

selected using the mouse.

©2022 Amadeus s.a.s - All Rights Reserved.

Result

Sends the text as a cryptic command. For example, if you
double-click on a page reference, it displays the page.

Sends the selected text as a cryptic command.

Writes the selected text in the input line.
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Any You Select interaction will not remove the text already added to the command prompt

but will append the selected text to the input. In 3270 Command Page, the text will be
added starting from the position of the cursor (prior to the double click).

Example: You select in HE pages

If you double-click on HA in the example below, You Select sends the command HE HA.

You can also select HE HA and press Ctrl+Shift+S to achieve the same result.

» he
ENPOSP DaAP CAT:HEL SUB:IND PGE:INT
INTRODUCTION TO HELP EN OSEPBE 12187

1
2 THESE ARE THE WAYS YOU CAM FIND THE HELP YOU MNEED:
3
4 TYPE OF HELP ENTRY EXAMPLE
T
6 SPECIFIC SUBJECT HE({SUBJECT MAME) HE HOTELS
'_'Ir —
8 SPECIFIC TRANSACTION HE{ TRANSACTION CODE) HE{E%}
g _
16 HELP CMN ¥YOUR LAST ENTRY HE/
11
12 WHAT'S MEW IN HELP HE UPDATES

Using command history

How to display command history

In the Command Page of a booking file, press Alt+right-arrow or click on the Command
History icon D to display the previously entered commands.

There is no limit to the number of commands that you can display using the command
history.

If the selected commands have not been run, the Command History pop-up window is

empty and all buttons are unavailable.

How to run a command from command history

In the Command History pop-up window, select the command that you want to run and
click on Send or press Enter.

You can also double-click on the command.

©2022 Amadeus s.a.s - All Rights Reserved.

321



Amadeus Selling Platform Connect

14. Command Page

What are the navigation options in command history?

Action
Up-arrow
Down-arrow
Shift+mouse click
Shift+up-arrow
Shift+down-arrow
Ctrl+mouse click
Ctrl+up-arrow+space bar

Ctrl+down-arrow+space
bar

Enter
Ctrl+Space
Shift+Space
Single left click

Ctri+left click

Shift+left click

Shift+Enter

Ctrl+Enter

Tab

Result

Navigate up and down the command list.

Select multiple commands sequentially.

Select multiple commands non-sequentially

Run a command in standard display mode or edit mode.
Select or deselect a command.

Select a command and deselect all previous selections.

Select or deselect a command and keep all previous
selections.

Select a list of commands based on the last command focus.
Add a new line to a selected command when command
history is in edit mode (the right column of the Command
History pop-up window for editing selected commands).
Add a new line to insert a new command when command
history is in edit mode (the right column of the Command
History pop-up window for editing selected commands).
Move the focus of selection in the Command History pop-up
window.

How to create a Smart Flow using command history

See Creating Smart Flows using command history on page 362.

How to remove all commands in command history

1. Display command history. See How to display command history on the previous page.

2. Click on Clear all entries in the Command History pop-up window.

How to edit command history

1. Display command history. See How to display command history on the previous page.

2. Click on Edit in the Command History pop-up window.
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The window splits into two columns: a left column that displays the previously run
commands in the command history, and a right column to edit the chosen commands.

3. Select a command in the left history column and click on Add to move the command to
the editing column.

See also What are the navigation options in command history? on the previous page.
4. Edit the selected command as required.
° To run the edited commands, click on Send or press Enter.

° To copy and paste the edited commands to the Command Page, select the commands
and click on Copy.

° To create a Smart Flow from the edited commands, click on How to create a Smart
Flow using command history on the previous page. See also How to create a Smart
Flow using command history on the previous page

° To remove a command from the editing column, select the command and click on
Remove or click on Remove All to remove all commands.

5. To return to the standard display mode, click on Standard Mode.

6. To close the Command History pop-up window, click on Close or press Esc.
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Editing command history

® Command History

Your Command History Selected commands for edit
= M2 glass/john mricbbg » an20junlhrcdglab:x
= an20junlhrcdg/afix n 5521
= 552y1 = nm2 glassijohn mr/chbg
» srcchg-cello/p
w1t
» SRCBBG-CELLO/PA

Switch back to Standard Mode

Create Smart Flow m

How to exit command history

Click on the Close button in the Command History pop-up window or press Esc.

Appendix: Supported Extended Commands for
JAWS

This list contains the most common extended commands that can be read by JAWS:
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FXD

Command

FXDIFK/D15IUNMIA//PT -Paper ticket

FXDJFK/D1SIUNMIA//ET -E-ticket

FXDIFK/D1SIUNMIA//EP -Either paper or e-ticket

FXDIFK/D151UNMIA//PB300 -Price to beat

FXDIFK/D15IUNMIA//VY Ticketability check

FXDIFK/D1SIUNMIA//R,V-AA Validating carrier with BSP/ARC check{where AA is the two-ch
code of the validating carrier)

FXDJFK/D1SIUNMIA//R, T-AA -Validating carrier without BSP/ARC check{where AA is the two-
character code of the validating carrier)

FXD2IFK/D15JUNMIA/RYTH -Passenger type code
FXDAIFKMIA -Number of seats
FXDIFK/D15IUNMIA -Date

FXDJFK/D15JUN/TDO200MIA -Time of departure

FXDJFK/D15JUN/TA1100MIA -Time of arrival

){where DLis the tu

FXDJFK/D15JUN/ADLMIA/D25JUNJFK -Airline (;

code)

FXDIFK/D15IUN/FNMIA/D25JUNIFK -Flight category (segment)
FXDIFK/ D15JUNMIA/D25IUNIFK//FN -Flight category (itinerary)

MPFXD -Redisplay the groups of Jati
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h airline code)
FXDIFK/D15JUNMIA/D25JUNIFK//ADL -Airline (itil y) (wh DL is the tv h airline

SM TWD
Command Gommand

SM -Display seat map for a single segment itinerary TWD -From a retrieved PNR

SMM -For a specified segment TWDILlD_—me a retrieved PNR by FA/FHE
element line number

TWD/TKT005-1234567890 -Without a retrieved

5M LH4231/)/FRAIFK -For flight, class, current date PNR by e-ticket number

SM I1B123/C/14AUGMADCDG -For flight, class, date

SM SK862/ /28SEPSTOLHR -For flight, all classes, date

SM BA123/ C/14AUGMADCDG/ V -Vertical seat map for
flight, class, date

SM BA123/C/14AUGMADCDG/ H -Horizontal seat map
for flight, class, date

SM/1 -For an availability or schedule flight line, all
classes

SM/1/Y-For an availability or schedule flight line,
specified class

SM/4/2/Y For the second flight in flight line 4, specified
class

SM RG75/Y/15AUGGIGLHR/L -Display seatmap, show
legend

325



Amadeus Selling Platform Connect 15. Queues

15. Queues

Understanding queues

What is a queue?

A queue is a holding area for booking files or messages that require further action at a later
date or time. It is identified by a number from 1 to 99. Each queue can be divided into
categories, which are numbered from 0 to 254. Some queues may also be further divided
into four date ranges.

Some queue numbers are predetermined by Amadeus because of industry standards.
booking files and messages are automatically placed in these predetermined queues by
airlines, hotel companies, car companies, other providers and Amadeus.

Every office has its own queue bank. Travel agencies are automatically provided with 16
predefined queues and airline offices with 19 queues.

You can create additional queues where you can manually place booking files and messages
that require follow-up. You can also select one category to be associated to your Amadeus
sign, so that any booking files or messages you create will be placed in the appropriate
gueue in your assigned category.

What is a queue list?

A queue list displays all queues corresponding to the travel agent's office ID and contains
some or all of the following details:

e Queue number
e Flight number
e Record locator
e PTA/TKT/INS
e Auxiliary

e Office ID

e Message

e General
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Queue List
1104 OTHCV -
QUE . H AMSES_ Q/TTL

Q54 _ MSGCP __ ..

c 4 152
L & gZ.
L To._. 6. o
-C lo.. 84.
IE 11 Z.
-C 1z 583.
-C 13 1.
-C 1s 2.

Working with queues

How to access the queues module

On the Main Page, click on the Queue menu to expand it.
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How to display a queue list

Main Page

Your Desktop

Retrieve booking file
Claim booking file
Profiles

Retrieve E-Ticket or EMD
External Links

Queue

Display Queue List

Queue

Category

Date Range

15. Queues

On the Queue page, enter the queue number in the Queue field and click on the Display
Queue List button.

How to display a queue message

On the Queue page, enter a queue message number in the Queue field and click on Start
Queue.

How to remove a message from the queue
1.

2.
3.

Display a queue message. See How to display a queue message above.

Select Remove from Queue from the message's drop-down list.

Click on Apply. The message is deleted from the queue and the next message in the

gueue is displayed.

In Cryptic mode, this option is equivalent to the QN command. See Working with queues in
cryptic mode on page 331.
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How to move a message to the bottom of the queue

1. Display a queue message. See How to display a queue message on the previous page.

2. Select Delay from Queue from the message's drop-down list.

3. Click on Apply.

4. Click on OK in the Delay Message pop-up window. The message is moved to the bottom
of the queue.

In Cryptic mode, this option is equivalent to the QD command. See Working with queues in
cryptic mode on page 331.

How to ignore a message and exit the queue

1. Display a queue message. See How to display a queue message on the previous page.
2. Select Ignore and Exit from the message's drop-down list.
3. Click on Apply. The message is closed.

In Cryptic mode, this option is equivalent to the Ql command. See Working with queues in
cryptic mode on page 331.

How to start a queue

1. On the Queue page, enter the queue number in the Queue field.

The Category and Date Range fields are optional and all fields in yellow must be
completed.

2. Click on Start Queue.

Working with queues and the booking file

How to place a booking file in a queue

1. On the Booking File page, click on Place on Queue in the Booking File Information panel.
2. Add the queue number and category or the category nickname.

3. Add the date and hour or the date range.

4. Click on OK.
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€ Place PNR on Queue

Office ID MCE140955

Queue Category

@ Qusue and Catego
) gery 40 2

() Category Nickname

Date Hour
i@ Date and Hour 28Aug 14 ﬂm
eg.17
() Date Range
0K Cancel

If the date range is not specified, the booking file is placed on the queue immediately.

How to delay a booking file in a queue
A booking file can only be delayed from within an open booking file.

1. On the booking file page, click on Delay booking file in the Booking File Information
panel.

Fill in the date and time in the Delay Until fields.
3. Select a reason from the Reason drop-down list.

4. Click on Delay and Open next PNR, or Delay and Exit Queue.
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€ Delay PNR

Delay until

Date 31ul4 [ Hour
eg.17

Reason
Left meszage [=]

Additional Information

How to end a transaction in a queue

1. On the Booking File page, click on Save and Confirm (ER).
2. To save changes, select a Save option in the Save Changes panel and enter the caller's
details.

Alternatively, select an option from the Other Actions panel.
3. Click on OK.

Working with queues in cryptic mode

What is Speedmode?

Speedmode is a functionality that allows you to access a list of predefined shortcut
commands based on the last cryptic response that was displayed. If the classic (4505)
Command page display contains rail or low-cost segments, Speedmode can be used with
these.

You highlight and select items on the display and send the command requests using either

the mouse or a keyboard action.

Which queue commands trigger speedmode?

QT and commands starting with QC (for example, Qc1Ce and QC1CE).
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15. Queues

Which queue commands are supported in speedmode?

Command
QC
QS
QSsB

Qr

QD
QN
Ql

Qu

Description
Display all queue counters.
Start queue.
Start queue browse.

Queues count total.

Delay to bottom of queue.

Remove from queue and display next.
Ignore and exit queue.

Redisplay message from queue.

How to optionally select an element in the Speedmode display

e Place the cursor on the element in the display and press Control + Space.

Or:

¢ Press Control and click on the element.

How to display a queue count

The queue count functionality is only available using cryptic entries. See HE QUEUES in
cryptic mode for more information on cryptic entries for queues.

1. On the Booking File page, click on the Cryptic Mode button in the side panel.

2. Enter the required queue count command. For example, enter QT to display total
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workload.

How to display a queue planner
The queue planner functionality is only available using cryptic entries. See HE QUEUES in

cryptic mode for more information on cryptic entries for queues.

1. On the Booking File page, click on the Cryptic Mode button in the side panel.

2. Enter the required queue planner command. For example, enter QCT to display the
summary planner for time-deferred PNRs.

whr b e e whe e e AT whr e e e b albe
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How to access queue administration

The queue administration functionality is only available using cryptic entries. See HE QUEUES
in cryptic mode for more information on cryptic entries for queues.

1. On the Booking File page, click on the Cryptic Mode button in the side panel.
2. Enter the required queue administration command. For example, enter QA40C2 to add a
special queue with two categories.
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16. Productivity Suite

Getting started with productivity suite

What is productivity suite?

Productivity Suite is a suite of tools that increases the quality of the booking file (or PNR in
cryptic mode) by streamlining the overall booking flow. Each tool can be activated or
deactivated individually, which means each agency can choose only the tools it requires.

How to access productivity suite

On the Main Page, expand the Tools menu.

Main Page o
Your Desktop ¥
Retrieve Booking File ¥

Retrieve Profile and Follow up ¥

External Content ¥
Clueue ¥

"[:l Productivity Suite
F-J sales Repart

What user roles are available in productivity suite?

Role Description

This role is assigned by default to any agent who requires access to Selling
Platform Connect.

User Any user can perform the following actions with Productivity Suite tools:
e Run Smart Flows.

e Create and manage personal Smart Flows.
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Role Description
This role is assigned specifically to an office administrator.
An office administrator can perform the following actions with
Productivity Suite tools:
e Create and manage File Finishing rules.
Create and manage personal and office Smart Flows.

Office
Administrator ® Create and manage Smart Triggers.

Create and manage Quality Monitor rules.

Share or stop sharing items.

An office administrator can be granted the rights to manage all the
Productivity Suite tools or to manage individual tools only.

Explanation: main list page

The Main List page is the default page for Productivity Suite tools. It displays all the items
that have been created at user or office level.

For each item, the Created in column shows the office in which the item was created. Items
can be shared with other offices. For more information, see Sharing items in productivity
suite on the next page.

You can sort the columns in the list by clicking on the title bars.

The action buttons at the bottom of the list allow you to manage items, depending on the
tool you are using.

Main list page for Smart Flows

Tools - Productivity Suite - Smart Flows

Personal Smart Flows Office Smart Flows

Office Smart Flows are available to everyone in your office.

Name & Description Created in 2 Status o
Add baggage This office Visible
Add credit card This office Visible
Add SmartFlow remark RM SMARTFLOW REMARK This office Visible
Add validating carrier This office Visible
Create PNR This office Visible

Ciow QR oo oo R oo
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If you are an office administrator, the Switch to Sharing View link also appears at the
bottom of the list of office-level items.

How is credit card information stored in productivity suite?

Credit card information is stored in a non-encrypted format. Therefore, you should not add
credit card numbers to any content in Productivity Suite.

Some Smart Flows accept input during run time. If the required input is a credit card
number, this information is sent to the central system and encrypted immediately.

However, you should not store any credit card number as source code of the Smart Flow
because this is not encrypted.

Sharing items in productivity suite

What is sharing?

Sharing allows Productivity Suite items to be shared between offices.

What are the prerequisites for sharing?

You must be the office administrator for all the offices that want to share an item.

Which items can be shared?

You can share office-level File Finishing rules, Quality Monitor rules, Smart Flows and Smart
Triggers.

Sharing restrictions
e Anitem can only be shared and edited from the office in which it was created.

e After it is shared, an item cannot be renamed.

Activating and deactivating shared items

If applicable, you can activate and deactivate a shared item in an individual office without
affecting its status (active or deactivated) in the other offices.

Deleting shared items
e You can only delete a shared item from the office where it was created.

If a sharing office does not want to use the shared item, it can be deactivated or hidden
in that office.

e When a shared item is deleted, it is deleted in all the offices that share it.
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How to view the sharing status of an item

1. Inthe Main List page, click on Switch to Sharing View.
For each item in the list:
© The Created in column shows the office in which the item was created.

° The Shared with column shows the office with which the item is currently shared or
the number of sharing offices, when there is more than one.

2. Click on Back to Managing View to return to the Main List page.

How to share or stop sharing an item

1. Select the item that you want to share on the Main List page.
You must have created the item that you want to share or stop sharing.

2. Click on Switch to Sharing View.

3. Select or clear the offices that you want to share or stop sharing the item with.
These are all the offices to which you currently have login access.

Tools - Productivity Suite - Smart Flows

Prrgorgl Senan Flowa | OFfce Srroan Flows

Sman Flows Sharing Cradit curd
Fame = Created in = Shared with =
F HCE1ADES5D L]
. 2 F NCE1A951
Car arvadabdity Thes office 2 offices
Credt cad Thes o e Qe

4. To filter the list of offices displayed, use the Filter field.
5. To confirm your selection, click on Save Changes.
6. Click on Back to Managing View to return to the Main List page.
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Adding missing elements using file finishing

What is file finishing?

The File Finishing tool in Productivity Suite allows an office administrator to build business
rules that add missing elements to a booking file.

When File Finishing rules are executed, the relevant mid- and back-office information is
added to the booking file without any action from the user.

Qffice Rules

i e Pides & avsilabde to sveiyone i ol offic s, You ca cieate s ¢hanges thein

Name ¥ Description + Created in ¥ Status ¥
office 0522 Thiz office Active
PHR with TST NCE1A0100 Active
tst NCE1A0855 Active

Switch to sharing view W

When are file finishing rules executed?

File Finishing rules are executed when a user enters one of the following in the Command
Page or its graphical equivalent in the booking file:

o ET
* ER
* ERK
e ETK

The user will then see the results of the File Finishing rules in the Command Page or booking
file.

If the Intelligent rule sending feature for File Finishing is activated, and a booking file is
saved multiple times, File Finishing only executes the matching rules once. If Intelligent rule
sending is not activated, File Finishing executes all the matching rules every time the
booking file is saved.

File finishing and automated queueing

Because File Finishing rules typically run before the booking file is saved to the PNR in the
Amadeus reservation system, File Finishing for automated queueing is not supported.
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What are the prerequisites for managing file finishing rules?

The optional Productivity Suite module must be activated by a site parameter before you
can access the tool to manage File Finishing rules.

How to access file finishing rules management

On the Tools menu of Selling Platform Connect, expand Productivity Suite and click on File
Finishing.

Main Page i

D =
TG

== Productivity Suite

{] File Finishing

g""Smart Flows
g""SmartKE:.r Tranzlation
E""Srnslrt Triggers
E-C] saks Report

Creating file finishing rules

What are the elements of a file finishing rule?

Element Description
Condition
You can select shortcuts from the drop-down list or enter them manually.
Each shortcut is a name that corresponds to a variable in the booking file. For

example, traveler's email address is the email address entered in the booking
file.

For more information, see Reference: Variables Used in File Finishing Rules on
page 345.
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Element

Operator

Variable

Action

Command

Description
The operator is used to compare the shortcut to a variable or another
shortcut. Examples include:

e EQUALS

e LESS THAN

e GREATER THAN
* NOT EQUALS
e CONTAINS

The variable can be entered as free-flow text or selected from the predefined
Variable drop-down list.

Commands are executed at the end of transaction stage. A minimum of one
command is required for a rule and you can enter up to three command lines.
You can enter more than one command in the same line by separating them
with a semicolon (;). For commands that do not work with a semicolon, you
must use the Add Command link to add multiple command lines.

If there is more than one command line, the sequential numbering of each
command line indicates the sequence in which the commands are executed.
You can use predefined shortcuts when entering commands. You can display
the list of shortcuts by typing < in the Command field.

How to create a file finishing rule

1. In the File Finishing Rules list, click on New.

The File Finishing Editor opens and allows you to complete the required fields for the

rule.

2. Enter a name and first command as a minimum. The name of the rule must be unique.

For details about adding conditions to a rule, refer to why add conditions to a file
finishing rule? on the next page and How to add conditions to a file finishing rule on the

next page.

3. To execute the rule when a booking file (or PNR in cryptic mode) is saved, select the
Activate This File Finishing Rule check box.

4. When complete, click on Save.
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How to create a new file finishing rule from an existing rule
1.

File Finizhing Editor - Office Rule

Matme: |RM Rule 1

Description:

Condition

It Enter g variable
dAdd condition

Action

Cammand:
1! RM RULE EXECUTED

Al command

deactivated status.

d Enter freetext or variabe

D2JAR1Z, 1632

16. Productivity Suite

[ &ctivate this File Finishing Rule

Last saved |

The new rule is added to the File Finishing Rules list. By default, the rule is saved with a

In the File Finishing Rules list, select the rule that you want to copy and click on Copy to

New.

The new rule opens in the File Finishing Editor. The name field contains the string "Copy

of <name of the selected rule>" and the other fields are prefilled with data from the

existing rule.

Edit the rule as required.

3. Click on Save.

4. To return to the File Finishing Rules list, click on Close.

why add conditions to a file finishing rule?

You add a condition to a rule to enable the execution of what is in the action field under
limited conditions (for example, if only a certain airline is found in the booking file/PNR). A
condition is unique, and the data it is compared to can be either free text or a shortcut.

You can add a second condition to a rule. The second condition is linked to the first condition
by an AND or OR operator.

You can build rules without any conditions if you want to add an element to every booking
file that is processed.

How to add conditions to a file finishing rule

1. With the rule open in the File Finishing Editor, and ensuring that the rule has a name and

command, enter a variable, operator and value for the condition.

2. To add a second condition, select either AND or OR in the Add Condition drop-down list.
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3. Enter avariable, operator and value for the second condition.

4. Click on Save.

Fule Editos - (ffice Pule

P hle 4 [ Activabe tris Rule

Description:

Conaition

It Criginaing ainpee coads Sor brip H] = - HEE ] User ertry

Ioﬁ“ = | Firesl destination cty code [ = - [lf] Usex ertry I
S—

Action

T

1! rm oDeigrnating city code for tripe

2 rm oFinal gestinabon chy cooes

30 rm Originating ey code for trip or Firel destination cily code Daicte

Lot savved @
ADEC1 2 1755

If a cryptic command is used to add credit card information to a rule, this information is not
encrypted. Therefore, you should not add credit card information directly to a File Finishing
rule.

Managing file finishing rules

What is the rule logic of file finishing?
The if;then logic of File Finishing allows you to build relevant rules in a graphical way.

A rule consists of conditional tests and associated actions. When conditions are verified in a
booking file (or PNR in cryptic mode) at the end of transaction stage, all listed commands are
executed. The results are reflected graphically in the relevant areas in addition to the
Command Page.

Rules can contain a maximum of two conditions, linked by the operators AND or OR, and a
maximum of three lines of commands.
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File Finishing Editor - Office Rule

Ml [Ft Rule 1 | [¥ Activate this File Finishing Rule

Description:

Condition

If Enter g varigie = j Enter freetext or variable =
= |4t concition

Action

Commanid:
1! R RULE EXECUTED

Add command

Last zaved [0
02JAM13, 1632

How to open a file finishing rule
1. In the File Finishing Rules list, select the rule that you want to open.
2. Click on Open.

Alternatively, double-click on the rule.

How to edit a file finishing rule
To edit a rule, you must be logged into the same office that created it.

1. Open the rule you want to edit.
See How to open a file finishing rule above.
2. Update the rule as required and click on Save.

If you are deleting commands from a rule, at least one command must be present.

How to activate a file finishing rule
1. Select the non-active rule in the File Finishing Rules list.
2. Click on Activate.

The activated rule is then applied to a booking file at the end of transaction stage.

You can also activate a rule in the File Finishing Editor by selecting the Activate This File
Finishing Rule check box.

How to deactivate a file finishing rule
1. Select the active rule in the File Finishing Rules list.
2. Click on Deactivate.

The deactivated rule is greyed out in the File Finishing Rules list and ignored at the end
of transaction stage.
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You can also deactivate a rule in the File Finishing Editor by clearing the Activate This File

Finishing Rule check box.

How to delete a file finishing rule

1. Select the rule in the File Finishing Rules list.
2. Click on Delete.

3. Inthe Delete Rule pop-up window, click on Delete.

If you delete a shared rule, it is deleted from all offices that it was shared with.

Reference: Variables Used in File Finishing Rules

Shortcut
Name

Accounting
client
reference
Accounting
company
number

Accounting
cost center

Accounting
number

Accounting tax
details

Air booking
split ticket
Air payment
credit card
number

Air payment
credit card
type

Air price
guoted to user
Air trip is
international

Variable Description

The accounting client reference added to the
PNR.

The accounting company name added to the
PNR.

The accounting cost centre added to the PNR.

The accounting number added to the PNR.

The accounting tax details added to the PNR.

True or false depending on whether the PNR
contains multiple TSTs.

The number of the credit card used to pay for
the air booking.

The company code of the credit card used to pay
for the air booking.

The price of the air booking that was quoted to
the user.

True or false depending on whether the air
booking is international or not.
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Variable
Type

STRING

STRING

STRING

STRING

STRING

BOOLEAN

STRING

STRING

STRING

BOOLEAN
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Category

in GUI

MID_
BACK_
OFFICE
MID_

BACK_
OFFICE
MID_

BACK_
OFFICE
MID_

BACK_
OFFICE
MID_

BACK_
OFFICE

AIR

AIR

AIR

AIR

AIR
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Shortcut
Name

Airports in the
itinerary
Destination
country code
Fare basis list
Final
destination
airport code
Final
destination
city code
First airline in
the
reservation

First fare basis

List of car air
conditioning
codes

List of car city
IATA codes
List of car
classes

List of car
company
codes

List of car
estimated
total prices
List of car rate
codes

List of car rate
plans (dy, wy,
etc.)

List of car
rates in local
currency

Variable Description

The codes of all the airports included in the trip.

The code of the destination country where the
maximum amount of time is spent.

The fare basis codes for all of the air bookings.

The airport code of the trip destination.

The city code of the trip destination.

The code of the first airline included in the trip.

The fare basis code of the first air booking in the
trip.

The air conditioning codes of all car bookings in
the trip.

The codes of all the cities where cars are booked
in the trip.

The car class codes of all car bookings in the trip.

The company codes of all car bookings in the
trip.

The estimated total prices of all car bookings in
the trip.

The rate codes of all car bookings in the trip.

The rate plans of all car bookings in the trip.

The car rates in the local currency for all car
bookings in the trip.
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Variable
Type

STRING

STRING

STRING

IATA

IATA

STRING

STRING

LIST_
STRING

LIST_IATA

LIST_
STRING

LIST_
STRING

LIST
STRING

LIST
STRING

LIST_
STRING

LIST_
STRING
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Category

in GUI

AIR

AIR

AIR

AIR

AIR

AIR

AIR

CAR

CAR

CAR

CAR

CAR

CAR

CAR

CAR
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Shortcut Variable  Categor
Variable Description . gory
Name Type in GUI
List of car LIST
Th f all kings in the trip. — AR
status codes e status codes of all car bookings in the trip STRING C
List of car The transmission type codes of all car bookings | LIST_ CAR
transmissions  in the trip. STRING
List of car type LIST
Th f all ki in the trip. — AR
codes e car type codes of all car bookings in the trip STRING C
List of carrier LIST
The codes of all the airlines included in the trip. - AIR
codes STRING
List of All of the confidential remarks (RC) entered in LIST
confidential — REMARKS
the PNR. STRING
remarks
List of general All of.the general remarks (RM) entered in the LIST REMARKS
remarks booking. STRING
List of hotel
! The city codes of all the hotels booked in the
city IATA : LIST_IATA HOTEL
trip.
codes
List of hotel
'S O_ ote The location codes of all the hotels booked in the ' LIST
location IATA ) HOTEL
trip. STRING
codes
List of hotel LIST
All of the hotel incl in the trip. — HOTEL
names of the hotel names included in the trip STRING 0]
List of hotel The rate codes of all the hotel bookings in the LIST_ HOTEL
rate codes trip. STRING
List of hotel
All of the hotel tes in the trip, in local LIST
rates in local of the hotel room rates in the trip, in loca _ HOTEL
currency. STRING
currency
List of invoice
All the invoice and itinerary remarks (RI) entered  LIST
and itinerary nvol tHnerary (RI) — REMARKS
in the PNR. STRING
remarks
List of oth
'S (,) other All of the other service information included in LIST
service . . AIR
. . the air bookings. STRING
information
Number of air . . .
The number of air segments in the trip. INTEGER  AIR

segments

Number of car
! The number of car products included in the trip. INTEGER CAR
products

Number of The number of hotel products included in the

. INTEGER HOTEL
hotel products  trip.
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Shortcut Variable  Categor
Variable Description X gory
Name Type in GUI
Origi t
c;('jg;n COUMTY " The country code of the trip origin. STRING  AIR
Originating
airport code The airport code of the starting point of the trip. ' IATA AIR
for trip
Originating
city code for  The city code of the starting point of the trip. IATA AIR
trip

True or false depending on whether the PNR
contains an air segment to which the

TSA Applicable . ] . ) BOOLEAN AIR
Transportation Security Administration (TSA)
check applies.
The tour code, as entered using the FT
Tour code STRING AIR
command.
traveler's
complete e- The traveler's email address. STRING PROFILE
mail address
t ler's first
ravelersirs The first name of the traveler. STRING PROFILE
name
traveler's last
The last name of the traveler. STRING PROFILE
name
traveler's
mobile phone The traveler's mobile phone number. STRING PROFILE
1
traveler's

mobile phone The traveler's additional mobile phone number.  STRING PROFILE
2

User

L The sign of the Selling Platform Connect user. STRING OTHER
Identification

Smart Flows

What is the Smart Flows tool?

The Smart Flows tool allows a user or office administrator to build and launch predefined,
customisable workflows.

Smart Flows are triggered on request to help users complete repetitive booking and
fulfilment tasks.
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You can create Smart Flows at the following levels:

¢ Personal

The Smart Flow is only available to the user who creates it. Any user can create and edit a
personal Smart Flow.

¢ Office

The Smart Flow can be made available to other users in the same office. You must have
the office administrator role to create, share and edit an office Smart Flow.

What are the prerequisites for accessing Smart Flows?

The optional Productivity Suite module must be activated by a site parameter before you
can access Smart Flows.

How to access Smart Flows

To manage Smart Flows:

1. On the Tools menu of Selling Platform Connect, expand Productivity Suite.

2. Click on Smart Flows.

Tools ~

EI — Productivity Suite

' Smart Flows

: Smartkey Translation
--._"'I Sales Report

[+ Australian Visa

For information about running Smart Flows, see Running and stopping Smart Flows on
page 367.

What are the two types of editor in Smart Flows?

There are two editors:

¢ Smart Flow Editor
This editor is available to users and office administrators.

It allows you to enter cryptic commands and easily add questions and variables to these
commands.

¢ Advanced Language Editor
This editor is only available to office administrators.

It allows you to create a Smart Flow using a specific language defined for Smart Flows.
For more information, see What is the Smart Flow advanced language? on the next page.
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You can also test a Smart Flow directly from the Advanced Language Editor before saving
it. See Creating and testing Smart Flows below.

Switching between editors
You can only switch between editors if you are an office administrator.

When you first create a new Smart Flow that has not yet been saved, you can switch from
the Smart Flow Editor to the Advanced Language Editor by clicking on the Advanced
Language Editor link. Provided you have not saved any changes in the Advanced Language
Editor, you can undo the switch and return to the Smart Flow Editor by clicking on Undo
Changes and Go Back to Smart Flow Editor. However, you will lose any changes you made
in the Advanced Language Editor.

When you reopen an existing Smart Flow, it opens in the editor that it was last saved in. If it
opens in the Advanced Language Editor, you can no longer switch between editors.

What is the Smart Flow advanced language?

The Smart Flow advanced language is a logical syntax language that is compiled by
structuring specific statements in basic sentence format. It is used to create Smart Flows in
the Advanced Language Editor, and it is an alternative to the default Smart Flow Editor that
uses commands to build Smart Flows.

You can only use the Smart Flow advanced language using the Advanced Language Editor if
you are an office administrator.

For more information about using the Smart Flow advanced language, see Reference: Smart
Flow advanced language syntax on page 353.

Creating and testing Smart Flows

How to create a Smart Flow in the Smart Flow editor
1. Inthe Smart Flows list, click on New.

2. For details on how to write commands for Smart Flows, mouseover the link entitled How
to Write Command Based Smart Flows.

3. Enter a name, an optional description, the content of your Smart Flow and click on Save.
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Mame:

Tools - Productivity Suite - Smart Flows

Smart Flow Editor - Personal Smart Flow

Bell Booking ]_I Show in "Your Smart Flows"

Description:

Smart Flow editor - Switch to advanced language mode (switch is permanent)

RISJMD amount How to write Smart Flows
RM*MS500s*VNPRCOCESSINGFEES*TT11*TFamount
NMlname

TECK -
oo Create new question

RUlLHEpaxFKINdate/surcharge
RIUfop

EM*UDl14*ticket

EM*MSS00s*VHNGCT TRX*TT17*TFgct
RISJMDbaseZ-surcharge BASE
RISIMDgcot2—-GCT

REFagentname

ER

Run in a new command page Save Close

Mot saved

How to create a Smart Flow in the advanced language editor

Note: You must be an office administrator to create a Smart Flow in the Advanced
Language Editor.

In the Smart Flows list, click on New.
Click on Switch to Advanced Language Editor.

For details on how to write advanced Smart Flows, mouseover the link entitled How to
Write Advanced Smart Flows.

Enter a name, an optional description, and the definition of your Smart Flow.

You can define a Smart Flow question to accept a specific format only. For example, the
Smart Flow for a date must be in the format DDMMYYYY. See also Smart Flows on
page 348.

Note: For security reasons, do not enter credit card information in a Smart Flow. For
more information, see Getting started with productivity suite on page 335.

To test the Smart Flow before saving it, click on Run in a New Command Page.

When complete, click on Save.
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Tools - Productivity Suite - Smart Flows

Smart Flow Editor - Personal Smart Flow

Name: Add credit card [w]show in "Your Smart Flows"
Description:
Advanced language mode - Undo changes and go back to Smart Flow editor £& Going back not possible after saving

Warning: some label names have been changed. More information  Close

group { A How to write Advanced Smart
2 ask "Enter credit type (VI, AX, etc.)” assign to ctype Flows

3 ask ~ credit card number (16 digits)}" assign to cno

ask ~ the expiry date (mmyy)" assipgn to cexpiry

ask " ~ manual approval code (3 digits)™ assign to cmc

ard
rd

7 |send "FP CC" + ctype + cno + "/" + cexpiry + "/N" + cmc

Run in a new command page Save Close

How to create a new Smart Flow from an existing Smart Flow
1. In the Smart Flows list, select the Smart Flow that you want to copy.
2. Click on Copy to New.

The new Smart Flow opens in the same editor that it was originally created in (either the
Smart Flow Editor or Advanced Language Editor). The name field contains the string
"Copy of <name of the selected Smart Flow>" and all other fields are prefilled with data
from the existing Smart Flow.

Why test a new Smart Flow?

Testing a new personal or office Smart Flow allows you to run it before saving it, without
impacting any other users.

How to test a Smart Flow
When you have created the Smart Flow, click on Run in a New Command Page.

The Smart Flow runs in an unsaved mode.
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Reference: Smart Flow advanced language syntax

Statement

ask

mandatory ask

ask email

mandatory ask
email

Description
Prompts the user with a question.
The answer must be assigned to a variable.

The string in quotes between ask and assign to is
the question that appears in the prompt when the
Smart Flow is running.

The string after assign to is the name of the
variable to which the answer is assigned.

You can also use a specific set of HTML tags in an
ask statement to format the appearance of the
guestion. For more information, see Reference:
HTML Tags in the Smart Flow Advanced Language
on page 360.

Same as the ask statement except that the user
must answer the question.

If no answer is entered, the user receives an error
message when the Smart Flow is running.
Prompts the user with a question where the
answer must be an email address.

If an incorrect email address format is entered, the
user receives an error message when the Smart
Flow is running.

You can also use a specific set of HTML tags in an
ask email statement to format the appearance of
the question. For more information, see
Reference: HTML Tags in the Smart Flow Advanced
Language on page 360.

Same as the ask email statement except that the
user must answer the question.

If no answer is entered, the user receives an error
message when the Smart Flow is running.
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Examples

ask “What is your
first name?” assign
to firstname

ask “<hl>What is
your first
name?</h1>” assign
to firstname

ask “<font
size=\"3\”
color=\“red\”>What
is your last
name?</font>”
assign to lastname

mandatory ask “What
is your last name?”
assign to lastname

ask email “What is
your email
address?” assign
tocustomeremail

mandatory ask email
“What is your email
address?” assign to
customeremail
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Statement

Prompts the user with a question where the

Description

answer must be a number.

If a number is not entered, the user receives an
error message when the Smart Flow is running.

ask number

You can also use a specific set of HTML tags in an
ask email statement to format the appearance of
the question. For more information, see
Reference: HTML Tags in the Smart Flow Advanced

Language on page 360.

Same as the ask number statement except that the

mandatory ask user must answer the question.

number

Prompts the user with a question where the
answer must be in an accepted date format.

If no answer is entered, the user receives an error
message when the Smart Flow is running.

The accepted formats are:

ask date o

If an accepted date format is not entered, the user
receives an error message when the Smart Flow is

DDMON (example: 19APR)
DDMONYY (example: 19APR15)
DDMONYYYY (example: 19APR2015)
DDMM (example: 1904)

DDMMYY (example: 190415)
MMYY (example: 0415)

running.

You can also use a specific set of HTML tags in an
ask date statement to format the appearance of
the question. For more information, see
Reference: HTML Tags in the Smart Flow Advanced

Language on page 360.

Same as the ask date statement except that the

mandatory ask user must answer the question.

date If no answer is entered, the user receives an error
message when the Smart Flow is running.
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Examples

ask number “What is
your age?” assign
to age

mandatory ask
number “What is
your age?” assign
to age

ask date “What date
do you want to
return?” assign to
returndate

mandatory ask date
“What date do you
want to return?”
assign to
returndate
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Statement

ask date with
format

mandatory ask
date with
format

ask with
format

mandatory ask
with format

send

Description
Same as the ask date statement except that you
can define the exact date format that the user
must enter.

For example:

Only the date format of DDMON is acceptable. If a
date in any other format is entered, the user
receives an error message when the Smart Flow is
running.

Same as the ask date with format statement
except that the user must answer the question.

If no answer is entered, the user receives an error
message when the Smart Flow is running.

Prompts the user with a question where the
answer must match the format defined by a
regular expression.

If the answer is not entered in the required
format, the user receives an error message when
the Smart Flow is running.

For more information about using regular
expressions, see Reference: Syntax used in reqular
expressions on page 406.

You can also use a specific set of HTML tags in an
ask with format statement to format the
appearance of the question. For more information,
see Reference: HTML Tags in the Smart Flow
Advanced Language on page 360.

Same as the ask with format statement except
that the user must answer the question.

If no answer is entered, the user receives an error
message when the Smart Flow is running.

Send the cryptic entries.
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Examples

ask date “What date
do you want to
return?” with
format DDMON assign
to returndate

mandatory ask date
“What date do you
want to return?”
with format DDMON
assign to
returndate

ask What is your
cost centre?” with
format “\D{2}\d{3}”
assign to
costcentre

mandatory ask “What
is your cost
centre?” with
format “\D{2}\d{3}”
assign to
costcentre

send
“NM1SMITH/JOHN”
send “NM1” +
lastname + “/” +
firstname
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Statement Description Examples
Capture part of the cryptic screen. The capture
instruction is followed by three parameters,
separated by commas:
¢ Line: and a number to indicate which line of the
screen the beginning of the string is captured.
e Column: and a number to indicate which capture line:2,
column of the screen the beginning of the column:3, length:10
. . assign to lastname
string is captured.

capture

¢ Length: and a number to indicate the length of
the string that is captured.

The string after assign to is the name of the
variable in which the captured string is stored.
Perform different actions depending on whether a
condition is true or false.

The if instruction is always followed by an
expression that is between parenthesis. The
expression is a comparison between two terms
that can be a variable or a constant.

¢ The == operator verifies whether the two terms
are equal.

« The /= operator verifies whether the two terms 2k “What is your
. . . p"
are different. destination:
assign to

¢ The > operator verifies whether the first term is destination

greater than the second term. if (destination ==
¢ The < operator verifies whether the first term is “PAR”) {

less than the second term. send “rm ok”

if, else

« The >= operator verifies whether the first term €1se {
is greater than or equal to the second term. send “rm no

¢ The <= operator verifies whether the first term
is less than or equal to the second term.

If the condition is true, the first block of
instructions that is delimited by the curly brackets
is executed.

If the condition is false, the second block of
instructions that is delimited by the word else and
curly brackets is executed.
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Statement Description Examples

Asks a question until a particular answer is ask “Do you need to

reached. include visa
The string with quotes between ask and until are ~ information?”
the instructions that appear in the prompt whena 1 : Yes - ESTA for

. . the USA
Smart Flow is running.
. . 2 : Yes - other

The string after the word untilis the value of the . ntries
ask until answer that stops the iteration of the block of 3 : No - continue”

instructions. The string after the word when until “3” {

determines the action. when(“1”) {

You can also use a specific set of HTML tags inan  Send “RIR for

) travel to the USA,
ask until statement to format the appearance of .
) ) ) ) an ESTA (online

the instructions. For more information, see visa) is required”

Reference: HTML Tags in the Smart Flow Advanced | }

Language on page 360. when(“2”) {

Same as the ask until statement except that the send “RM no visa
mandatory ask = user must answer the question. required”
until If no answers are entered, the user receives an )

error message when the Smart Flow is running.

The today variable is a global variable that is used

to get the value of the date when executing a ?end Pm,"lsa
today information added

Smart Flow. The date is in the IATA format
(DDMMM).

If the Smart Flow is executed by a Smart Trigger,
you can use the lastCommand variable to re-use
the triggering command within the Smart Flow.

on” + today

A Smart Flow using the lastCommand variable
should be hidden so that users cannot launch the

lastCommand ) ) send lastCommand
Smart Flow manually. For more information, see

Showing and hiding Smart Flows on page 364.

Caution:To prevent the possibility of an infinite
loop, do not use lastCommand in the last action of
a Smart Flow.
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Statement

choose

choose until

group

Description

Prompts the user with a limited choice where only
one choice is possible.

The string within the quotes that follow the choose
statement is the question that is asked when the
Smart Flow is run.

The when statements are the options that are
provided for the question. The first when
statement is the default.

The user can only choose one when statement by
either selecting the option button in the prompt or
using the keyboard shortcuts from letters A to Z.

When the user makes a choice, the content of the
when statement is executed and the flow exits the
choose block.

You can also use a specific set of HTML tags in a
choose statement to format the appearance of the
question. For more information, see Reference:
HTML Tags in the Smart Flow Advanced Language
on page 360.

Similar to the choose statement except the prompt
continues to loop when the Smart Flow is run.

The exit option is represented by the until
statement. The user can also exit by pressing the X
key on the keyboard.

When the user makes a choice, the content of the
when statement is executed, after which the flow
returns to the choose until loop unless the user
exits.

The group instruction is used to group several
guestions in the Smart Flow prompt that are
defined by the ask or select instructions.

This allows you to include several questions in the
same Smart Flow prompt rather than having
separate prompts for each ask instruction.

The group instruction can only contain ask and
select instructions; it cannot contain any other
instructions.

©2022 Amadeus s.a.s - All Rights Reserved.

16. Productivity Suite

Examples
choose “Do you want
to” {
when (“send pax
remark”) {
send “rm 1”

when (“send
comment”) { send
ﬂ'r\m 2))

}
}

choose “<b><i>Do
you want
to</i></b>” {
when (“Send pax
remark”) {

send “rm 1”

}

when(“Send
comment”) { send
ﬂ'r\m 2))

}

}

choose “Do you want
to” until “end” {

when (“Send pax
remark”) {

send “rm pax”

}

when (“Send
comment”) {

send “rm comment”

}
}

group {

ask “Enter first
name” assign to
name

ask “Enter last
name” assign to
lastname

ask date “Enter
DOB” assign to dob

}
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Statement

call

select

Description

The call instruction is used to call another Smart
Flow from the running Smart Flow.

The call instruction is followed by the name of the
Smart Flow to call.

You can also explicitly call either an office Smart
Flow or a personal Smart Flow with the same
name by defining either office or personal in the
call syntax.

Allows the user to select one option from a drop-
down list of predefined options.

The string with quotes between the words select
and from is the question that appears in the
prompt when a Smart Flow is running.

The comma-separated string with quotes between
the words from and assign to defines the
predefined list of options from which the user can
choose.

A comma is used to separate the options. There is
no limit to the number of options you can provide.
The string after the words assign to is the name of
the variable in which the answer is stored.

You can also use a specific set of HTML tags in a
select statement to format the appearance of the
question. For more information, see Reference:
HTML Tags in the Smart Flow Advanced Language
on the next page.
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Examples
ask “What is the
passenger last
name?” assign to
lastname
call “mySmartFlow”
send “RM” +
lastname

call office

“mySmartFlow”
call personal
“mySmartFlow”

select “What is the
passenger title?”
from “MR,MRS,DR”
assign to title

select “<b>What is
the passenger
title?</b>” from
“MR,MRS,DR” assign
to title
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Statement

append

comment

Description

Used to append variables by text or variable name.

The value between the words append and to can
be a concatenation of different strings and
variables.

The string after the word to is the name of the
variable to store.

The first character of this variable name should be
a lowercase letter [a-z] and the other characters
should be a number or letter [a-zA-Z0-9] or an
underscore character. If the variable is not empty,
the value is appended to the variable.

Allows you to enter comments in the Advanced
Language Editor.

16. Productivity Suite

Examples

append “name” +
varl + “toto” to
var2

// your comments

Reference: HTML Tags in the Smart Flow Advanced Language

Only the HTML tag elements included in the following table are supported in Smart Flows.

b

br

color

color

div

font
font-size
font-weight
hl

h2

h3

i

p

size

span

style
text-decoration
u

Element

Tag

Tag
Attribute
SubAttribute
Tag

Tag
SubAttribute
SubAttribute
Tag

Tag

Tag

Tag

Tag
Attribute
Tag
Attribute
SubAttribute
Tag

Type

For an example of using these HTML tag elements, see Example Smart Flows below.
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Example Smart Flows

Example: Smart Flow

The following Smart Flow prompts the user to enter passport information for each passenger
in the booking file.

This example shows a Smart Flow defined by an office administrator in the Advanced
Language Editor.

ask 5" amsign to CartisrCode

ask 58, GER” a=sign to IssuingCountry

A=k o Pazsporthumber

a=k "E a=sign o Mationality

ask d G5E" with format DOMONYY a==ign to DobB
==k

ask "E Femalz Infant” a=sign to Gemder
A=k d a==ign to BopDats
==k
ask
ask
ask R to PaxMumber
ask b =nger number i t g Fomgn I, 37 assign to PaxMumber
}'[F'::d\-ul.mb:!= 14
send "ERDOCSE" + Carvierlode + "HEL-P-" + Isuinglountry + °-" + Passport Number + °-° + Nationality + *-" +
DoB + "-" + Ge=nder + *-" + Ecplat= + °-" + LastName + °-° + FirstName + */F" + Paxumber
Foedm=q

send "SRDOCS™ + Carrerfode + "HEL1-P-" + [muinglountry + °-" + Passport Number + °-" + Nationaslity + *-" +
DoB + " + Gender + °-" + BopDat= + °-" + La=tMame= + °-" + FirstName=
¥
b
¥

Example: Smart Flow With HTML Tags

The following Smart Flow uses HTML tags to format the questions defined in ask, mandatory
ask, select and choose statements.

This example shows a Smart Flow defined by an office administrator in the Advanced
Language Editor.

Eroup {
asi gl Hesder 1 of finst question | bolded and Digper bt fois
part of the same s tion o & reet lire o too =Y red"vtvis T wiill e nedaiforT” as R to wrishiel
e s orae qees fiom Inees & Fesacher arid &0 el dire, THuses STML to oo b e et
2k “aogp an style=\"oolo credy" wivis bt will ako be edasparn” s to vaishle?
e s orm s o s s o cokar e bt
e oy @Sk o s color=pa e EY T E is papie bt sbhowe s mand-story fist 4ffon b assgn to wrbh B3
ami ot sEes "3 colos, e, “xThis & some Digmer gresn bekfio e sz to wrishisd
mhat i This & biald e from " optond, optonz™ sxsiEn 0 vakshlas
ask osp an style= Yon twe it 50 'y This & Daold fbo'span™ asEn to varibiss
awi TS is Soeme ftaic bty axsign D variahies
asi “mowrionit oolor=\ned', x T & is som e aroertined red b b onbed o 2ssEn i varehies
E e THiS & Som = un derimesd ftai bl iDgin™ ssizn to wrishies
mdart ™ style=t “bevt-d ecaration urderine "> This is sso underine boip" from “option 1,0ption 2, opton 5 s spr to varahl=d
H
hDoss s This issome Dold itafic tetg o {
when | “ootiond*] {
sard “nml

e | “optionz”] {
_—
H
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Creating Smart Flows using command history
I Note: For more details on Command History, see Using command history on page 321

How to create a Smart Flow using command history
1. Display command history.

2. Select the commands in the Command History pop-up window that you want to use in
the Smart Flow.

3. If you want to edit the commands before creating the Smart Flow, click on Edit and
update as required.

4. Click on Create Smart Flow.

©® Command History E3

Previous commands

nm2 glassijohn mr /cbbg Clear all entries
an20junlhrecdglfatx

= 5521

= srochg-cello/p

=t

» SRCBBG-CELLOMP1

Copy N send |

The application automatically switches to the Smart Flow Editor.

Edit

The selected commands are pasted from the Command History pop-up window to the
Smart Flow Editor, where you can edit, save, or add questions to the commands. For
more information, see Using questions in the Smart Flow editor on page 365.

What happens when command history is used to create a new Smart Flow?
if the Smart Flows list is open:

e The application automatically switches to the Smart Flow Editor.

¢ The definition text area displays the cryptic commands that were sent when creating the
new Smart Flow.
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If the Smart Flow editor is open:

e If there are any unsaved changes for the previous Smart Flow, you are prompted to
choose either the Save, Do Not Save, or Keep Editing option.

e If there are no unsaved changes for the previous Smart Flow, a new Smart Flow is created
and the definition text area displays the commands from the Command History pop-up
window.

Managing Smart Flows

How to open a Smart Flow
1. Inthe Smart Flows list, select the Smart Flow that you want to open.
2. Click on Open.

Alternatively, double-click on the Smart Flow.

How to edit a Smart Flow

You must be an office administrator to edit an office Smart Flow. If the Smart Flow is shared,
you must be logged into the office in which it was created before you can edit it and you
cannot rename a shared Smart Flow.

1. Open the Smart Flow. See How to open a Smart Flow above.
A Smart Flow is opened in the editor that it was last saved in.
2. Update the fields as required and click on Save.

How to delete a Smart Flow

You must be an office administrator to delete a shared or office Smart Flow. If you delete a
shared Smart Flow, it is deleted from all offices that it was shared with.

Caution: Before you delete a Smart Flow, make sure it is not being used by another Smart
Flow, a Smart Trigger or Quality Monitor. Otherwise, you risk blocking a user's booking
flow.

1. Select the Smart Flow that you want to delete in the Smart Flows list.
2. Click on Delete.

3. Inthe Delete Smart Flow pop-up window, click on Delete to confirm the deletion.

Showing and hiding Smart Flows

Understanding hidden Smart Flows

As a user or office administrator, you can choose to hide or show Smart Flows in the Your
Smart Flows menu.
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See also Running and stopping Smart Flows on page 367.

A hidden Smart Flow can still be called by other Productivity Suite tools. For example, the
Smart Flow can still be executed by Quality Monitor and Smart Triggers.

Hidden and visible Smart Flows in the Smart Flows list

Tools - Productivity Suite - Smart Flows

Personal Smart Flows Office Smart Flows

Office Smart Flows are available to everyone in your office.

Name & Description Created in
Add baggage This office
Add credit card This office
Add SmartFlow remark RM SMARTFLOW REMARK This office
Add validating carrier This office
Copy FNR This office
Create PNR This office

Stalus
Visible
Visible
Visible
Visible
Hidden

Visible

O e Coer

How to hide a Smart Flow in your Smart Flows
1. In the Smart Flows list, select the Smart Flow that you want to hide.

2. Click on Hide from Your Smart Flows.

Alternatively, clear the Show in Your Smart Flows check box in the editor.

The Smart Flow is no longer available in Your Smart Flows in the main toolbar and you
cannot run it. However, it can still be launched by other Smart Flows, Smart Triggers and

Quality Monitor.

How to show a Smart Flow in your Smart Flows
1. Inthe Smart Flows list, select the Smart Flow that you want to show.

2. Click on Show in Your Smart Flows.
Alternatively, select the Show in Your Smart Flows check box in the editor.
The Smart Flow is now available in Your Smart Flows in the main toolbar and can be run.
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Using questions in the Smart Flow editor

What is the purpose of creating questions?

Questions define the prompt that is displayed during the execution of a Smart Flow. Cryptic
commands are sent with the answers that are provided. A colour-highlighted rectangle
indicates which sections of a command have a question associated with them. The highlight
is orange when the question is active and the highlight is blue when the question is selected
but not active.

How to create a question

Open or create a Smart Flow in the Smart Flow Editor.

Select the part of the command that you want to create a question for.
Click on Create New Question.

Enter a title for the question in the Label field.

Enter the question in the Question field.

o vk whNh e

Click on Save.

Tools - Productivity Suite - Smart Flows

Smart Flow Editor - Personal Smart Flow

Name: Show in "Your Smart Flows"

Bell bocking
Description:
Smart Flow editor - Switch to advanced language mode (switch is permanent)
RISJME 4 | How towrite Smart Flows
BM*MSS00s*VNPRCOCESSINGFEES*TT11*TFamount2
NMlname

TEtimelimit

BMconfirmed

Label:
BM*M3500s*VNGCT TAX*TT17*TFgct
RISJMDbaseZ-surcharge BASE

amount

RISJMDgctZ-GCT Question:
RFagentname ENTER AMOUNT OF SERVICE FEE
R WITHOUT GCT

Run in a new command page Save Close

How to edit a question

Changes made to a question are saved automatically even if you do not click on Save.
Therefore, if you edit a question and activate another question, the changes to the first
guestion are saved automatically.
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2.

Activate the question in command mode by clicking on the section of the command that
the question relates to. Alternatively, use the keyboard arrows to navigate to the
command.

The question is activated when the Label and Question fields are prefilled with the
guestion details and the section of the command in the definition field is highlighted in
orange.

Edit the question as required.

How to delete a question

Ensure that the question is not active because an active question cannot be deleted.

Place the cursor at the beginning of the label of the coloured rectangle for the question and
press Delete.

Alternatively, place the cursor at the end of the label of the coloured rectangle for the
guestion and press Backspace.

Running and stopping Smart Flows

What happens when you run a Smart Flow?

If the Smart Flow contains questions or instructions, you can enter the responses in the
Smart Flow pop-up window using free text. If there is a list of options to choose from,
you can select the correct response using the keyboard or mouse.

The commands that are sent by the Smart Flow are echoed in the Command Page.

If several booking files are open when you run a Smart Flow, the Smart Flow only affects
the current booking file.

When you run a Smart Flow from graphic mode, the cryptic response is displayed in the
Command Page Output section of the Smart Flow pop-up window. This cryptic display is
read-only and cannot be edited.

You can expand or collapse this Command Page Output section using the Expand and
Collapse arrows.
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Command page output section of Smart Flow window

Smart flow X

Command page output
Type a command ) Retrieve (RT)

«
Running Smart Flow: Ask test

Ticketing arrangement

evious page

¢ [f there is more than one page of Command Page Output, you can use the Previous Page
and Next Page options to navigate from one page to another.
Navigation links in command page output

= Previous page Fage 4 of 5 Mext page =

e You can use the Retrieve (RT) button to view PNR elements while the Smart Flow is
running.

e To launch a corrective cryptic command while a Smart Flow is running:
° Enter the command in the cryptic input field in Command Page Output.
© Click on Go to launch the command.

e When a cryptic command is not supported, an error message appears, showing how to
find the list of supported commands.

Error message when command not supported

0 Errors

»  This type of command is not supported in the Smart Flow. Hover over "7 icon to see supported commands.
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How to run a Smart Flow

1. Click on Your Smart Flows on the main toolbar of Selling Platform Connect to display the
list of Smart Flows.

If you have both personal and office Smart Flows, the Your Smart Flows panel is divided
into Office Smart Flows and Personal Smart Flows.

2. Click on the link for the Smart Flow that you want to run.

Your Smart Flows

Advanced Amadeus W Your Smart Flows v

Your Office Smart Flows Your Personal Smart Flows

CB_Add APIS_DOCS CE_Exercice d identification d erreur_L0 Add credit card Smart Flow 1

CB_Add mid and back office info to PNR CE_Manual_Auxilary_Segments_creation

How to stop a Smart Flow
1. RunaSmart Flow. See How to run a Smart Flow above.

A prompt appears to confirm that the selected Smart Flow is running.
2. Click on Stop or the %] icon.

You can only stop a Smart Flow when there is a prompt available.

Smart Key Translation

What is the Smart Key Translator?

The Smart Key Translator allows you to translate Smart Keys from Amadeus Selling Platform
to personal or office Smart Flows in Selling Platform Connect.

Any user can save Smart Key translations as personal Smart Flows but you must be an office

administrator to save Smart Key translations as office Smart Flows.

How to Access the Smart Key Translator

On the main page of Selling Platform Connect, expand the Tools menu and click on Smart
Key Translation.
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Translating smart keys to Smart Flows

How to translate a smart key to a Smart Flow

1. Copy the Smart Key that you want to translate and paste it in the Smart Key to Translate
column of the Smart Key Translator.

2. Click on Translate.

The Smart Key appears as a Smart Flow in the Translated Smart Flow column and it can
be edited if needed.

3. You can copy the translated Smart Flow either to a new personal Smart Flow or a new
office Smart Flow using a Copy to New memory button. The previous selection is
retained and displayed on the memory button for the duration of the session. To display
the copy options, click on the drop-down arrow on the Copy to New memory button.

You must be an office administrator to copy a translated Smart Flow to a new office
Smart Flow.

a.

To copy to a new personal Smart Flow, click on Copy to New Personal Smart Flow.
The Advanced Language Editor opens and displays the personal Smart Flow.

To copy to a new office Smart Flow, click on Copy to New Office Smart Flow.

The Advanced Language Editor opens and displays the office Smart Flow.

4. Click on Save.

Tools - Productivity Suite - SmartKey Translation

Translate Smart Key to Smart Flow.

Smart Key to transiate Transiated Smart Flow

1 | <CHOOSE <Do you want to 1: send pax remark 2: send comment > - choose "Do you want te 1: send pax remark 2: send comment™ { -

when ("1") {

3 |1 <<GET,2,3,1@>RM passenger <SET>/pl<SEND>> 3 capture line:2, column:3, length:1@ assign to varClipboardd

i |2 <RM my comment is <?Comment@comment> 4 send "RM passenger” + varClipboardd + “/pl"
5 | <IF <@comment=NO>

i
THEN <<CLEAR>RT<SEND>> 6 when ("2") {

7 | ELSE <<SEND»>>>>>> 7 ask "Comment” assign to comment

append "RM my comment is” + comment to commandline
if (comment=="NO") {

send "RT"
} else {

send commandline

}

Copy To New Office SmartFiow

What if the smart key does not contain command code?

If you are translating a Smart Key that does not contain any command code and contains
only text, insert the Smart Key between the append.... to commandline syntax.

The value inserted between 'append' and 'to' is placed in the command line while waiting to
be modified or executed.
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Translated Smart Flow :

Append to... command line

choose "Do vou want to 1: send pax remark 2: send comment”™ {

when (*1") {

capture line:2, column:3, length:1@ assign to varClipboard®
send "RM passenger” + varClipboard® + "/pl"

by
when ("2") {

ask "Comment" assign to comment

|aﬂpend "RM my comment is" + comment to commandline |

1f (comment=="R0O") {

send "RT"
¥} else {

send commandline

}

Reference: which smart keys can be translated to Smart Flows

Command Code

<SEND

<send
<?

<CHOOSE

<choose

<@
<TODAY>

<today>

<SET>

<set>

<GET>

<get>

<REPEAT UNTIL

<repeat until

<k

©2022 Amadeus s.a.s - All Rights Reserved.

Command Description

Send command

Prompt action

Choose command

Use variable

Today date value

Paste the save value

Copy selected text

Repeat until instruction

Add a comment
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Command Code Command Description

<IF THEN ELSE>
If then else instruction
<if then else>

[ Optional prompt
<% Add an embedded Smart Key

Smart Triggers

What is the Smart Triggers tool?

Smart Triggers is a tool that launches extensions such as scripts or Smart Flows in Selling
Platform Connect. For example, a Smart Trigger can be a rule that triggers the launch of a
script when a certain command is entered in the prompt of the Command Page.

The different types of extensions that can be run are:

e Smart Flows
e Plus scripts
e Server-side scripts

e Smart Tools

Smart Flows and server-side scripts are advanced options that must be enabled by a site
parameter.

You must be an office administrator to define rules using the Smart Triggers tool.

What are the prerequisites for accessing Smart Triggers?

The optional Productivity Suite module must be activated by a site parameter before you
can access Smart Triggers.

How to access Smart Triggers

On the Tools menu of Selling Platform Connect, expand Productivity Suite and click on
Smart Triggers.
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Tools

16. Productivity Suite

EI — Productivity Suite

Smart Flows

Smartkey Translation
i..Smart Triggers

--J Sales Report

--,_'I Australian Visa

What are the different types of Smart Triggers?

Smart Trigger Type

Smart trigger on
command match

Smart trigger on
response match

Description

These Smart Triggers are used to launch a script instead of the
standard response of a cryptic command.

They intercept the command and launch the script.

There is no response match on these Smart Triggers because there is
no response from the Amadeus central system.

These Smart Triggers are used to launch a script in addition to the
standard response of a cryptic command.

They do not intercept the command but launch the script in addition
to the result of the cryptic command.

When creating this trigger type, the cryptic commands are filtered
depending on response type and response match.

For more information see Creating smart triggers on page 375.

You can also create a Smart Trigger that combines both types of trigger: command match

and response match.

Example: Smart trigger

In this example, the Smart Trigger intercepts any cryptic command beginning with NM. If the
response in the Command Page contains the words INVALID FORMAT, the Smart Trigger
launches an office Smart Flow to help the user add a passenger using the correct format.
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Tools - Productivity Suite - Smart Triggers

Smart Trigger Editor - Office Smart Trigger

Mame: Help add passenger if invalid response [¥ Activate this Smart Trigger
Diescription: Launches a Smart Flow to add & passenger to the PNR in case the agent made a typo and gets an "INVaLID”
response.
Priority: o Help
1. Trigger
= Cryptic command only:
A
MM1GLASSIJOHNR
BB | =<t this commana
= Cryptic command or graphic action (when available):
[E End of Transac tion
[ Pricing
[ Ticketing
2. Action Send command and wait for response d
3. Response
Any E
INWALID FORMAT
INVALID FORMAT/MOT ENTERED/=NM1GLASS
- Test this response
4, Launch {* Office Smart Flow {§ Smart Tool{§ Server Side Script {8 Plus Script

Mame: Add passenger d

In this example, the command and response matches have been successfully tested using
the Test this command and Test this response options.

Working with smart triggers

Running smart triggers

A Smart Trigger runs its associated flow or script according to the way you define the Smart
Trigger using the Smart Trigger Editor. For more information, see How to edit a smart
trigger on the next page.

If multiple Command Pages are open, a Smart Trigger only impacts the Command Page
where the user enters the triggering command.
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Stopping smart triggers
You cannot stop a Smart Trigger at run time.
However:

e If the Smart Trigger launches a Smart Flow, you can stop it, as long as there is a prompt
available to stop it.

e |f the Smart Trigger launches a script, you can stop it, as long as the script allows itself to
be stopped.

How to activate a smart trigger
Select the deactivated Smart Trigger in the Smart Triggers list, and click on Activate.

You can also activate a Smart Trigger in the editor by selecting the Activate this Smart
Trigger check box.

An active Smart Trigger can be run.

How to deactivate a smart trigger
Select the active Smart Trigger in the Smart Triggers list, and click on Deactivate.

You can also deactivate a Smart Trigger in the editor by clearing the Activate this Smart
Trigger check box.

A deactivated Smart Trigger cannot be run.
What is the Smart Trigger Editor?

The Smart Trigger Editor is displayed when you click on the New or Open buttons at the
bottom of the Smart Triggers list.

You use the Smart Trigger Editor to perform the following tasks:

¢ Create a new Smart Trigger.
e Copy or edit an existing Smart Trigger.
e Activate or deactivate a Smart Trigger.

e Handle errors.

A Smart Trigger with Error 2401 can be saved in the Smart Triggers list, but it cannot be
activated.

How to edit a smart trigger

To edit a shared Smart Trigger, you must be logged into the same office that created it.
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1. Select a Smart Trigger in the Smart Triggers list and click on Open.

2. Inthe Smart Trigger Editor, modify the necessary fields and click on Save. See Creating
smart triggers below.

3. Click on Close.

If you enter a new name for an existing Smart Trigger, it is overwritten, rather than creating
a copy. White spaces included before and after a Smart Trigger name are removed at save
time.

How to delete a smart trigger

If you delete a shared Smart Trigger, it is deleted from all offices that it was shared with. You
cannot delete a Smart Trigger that was created in an office other than the one you are
logged into.

1. Select a Smart Trigger in the Smart Triggers list, and click on Delete.

2. A pop-up confirmation is displayed. Click on Delete.

Creating smart triggers

How to create a new smart trigger
1. Inthe Smart Triggers list, click on New.

The Smart Triggers Editor opens.
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Tools - Productivity Suite - Smart Triggers

Descrgtion:

Priorty: g Halp

1. Triggsr

= Crypilc command only:

e e e AR
g match fe.g. “AN SN

mm

Test thie command
= Cryptic command or graghic action (whan avallable)

% End of Trarsaction

[ Prizing

[ Tickating
2. action Send command and walt for respanss j
3. Responze

=
3 FESHORSE I0 MElch o g AN SN
Ender @ Fesponsa i fest thIs trigger [optiona
Tesl this respanss

4. Launch fan Office Smiart Flow ¢ Smart Tool ¢ Sereer Side Soripd ¢ Plue Script

2. Complete the required fields for the trigger.
Refer to explanation: smart trigger editor fields on the next page and Reference: Syntax
used in regular expressions on page 406.

For security reasons, do not enter credit card information in Smart Triggers. For more
information, see Getting started with productivity suite on page 335.

3. Click on Save.

How to create a smart trigger from an existing smart trigger

1. Select a Smart Trigger in the Smart Triggers list, and click on Copy To New.
The Smart Trigger Editor page is displayed showing a copy of the selected alarm.
Modify the required fields and click on Save.

Click on Close.
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explanation: smart trigger editor fields

Smart Trigger Explanation
Editor Field
Name You must enter a name for the Smart Trigger.
Activate This Select this option to activate the Smart Trigger from the Smart Trigger

Smart Trigger Editor.

L This field allows you to enter an optional description for the Smart
Description .
Trigger.
There can be multiple Smart Triggers for the same command.
Use this field to determine which trigger is run first. The lower the
number you enter in the field for each Smart Trigger (zero is the
lowest), the higher the priority.
Triggers that intercept commands always run before triggers without
Priority interception.

Note: When there are two triggers that intercept the same
command, only the trigger with the lower number (higher priority)
runs.

For more information, Smart Triggers on page 371.
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Smart Trigger
Editor Field

Cryptic
Command Only

Cryptic
Command or
Graphic Action,
When Available

Test This
Command

Action

Explanation

Use either or both of these fields to define the commands or actions
that run the Smart Trigger.
¢ In the Cryptic Command Only field, enter a regular expression that
you expect the command to match.
For example, a regular expression of ~AN causes the Smart Trigger to
launch a Smart Flow or script every time the user enters a command
starting with AN in the Command Page.
¢ In the Cryptic Command or Graphic Action, When Available field,
select the command family and command that you expect to match.
This includes the cryptic command and its equivalent graphical
action.
For example, if you select End of Transaction and ER, the Smart
Trigger launches a Smart Flow or script every time the user enters ER
in the Command Page or clicks on Save and Confirm (ER) in the
booking file.
The command families and commands available are the same as
those available for Quality Monitor. See Understanding checks and
trigger commands on page 407.

Both of these fields can be left empty if a match is only needed on the
response type. In this case, you must define a regular expression to
match the response of the command in the Response field.
Use this field to test the regular expression entered in the Cryptic
Command Only field.
1. Enter a command.
2. Click on Test This Command.
Match or No Match is displayed to confirm whether or not the
regular expression matches the command you entered.
This drop-down list allows you to define how the Smart Trigger is run.
If you want the Smart Trigger to intercept the command and run the
Smart Flow or script, select Immediately Launch. In this case, there will
be no response to match.
If you want the Smart Trigger to launch the Smart Flow or script in
addition to the response of a cryptic command, select Send Command
and Wait for Response.

Note: If you defined a graphical action and cryptic command to run
the Smart Trigger, the only option available is Immediately Launch.
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Smart Trigger

Explanation
Editor Field P !

This section only appears if you select Send Command and Wait for
Response in the Action field.

1. Categorise the response type.
Response Select Any Type or select a specific response category.
2. Enter the regular expression that you want the response to match.

You can also set the Smart Trigger to match a command only and
leave this field empty.

Use this field to test the regular expression entered in the Response
field.

Test This 1. Enter aresponse.
Response 2. Click on Response Test.

Match or No Match is displayed to confirm whether or not the
regular expression matches the command you entered.

Select the type of action that you want to trigger and select from the
Launch Name drop-down list.

I Note: Only office-level Smart Flows can be used with Smart Triggers.

Quality Monitor

What is Quality Monitor?

Quality Monitor uses rules, defined by an office administrator, to check that the booking file
complies with the correct booking process.

It displays blocking, warning and information messages that prompt the user to apply
corrections before completing a booking.

Quality Monitor is executed when the user:

e Enters a cryptic command or its equivalent graphical action that is defined in a rule as a
trigger for Quality Monitor checks.

Or:
e Clicks on Check All in the Quality Monitor checklist.

For more information, see Managing checks and trigger commands on page 413.

What is the Quality Monitor editor?

The Quality Monitor Editor is used to create and edit rules and add checks to these rules.
You can also activate and deactivate rules in the editor.
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For more information, see Creating and managing Quality Monitor rules below and
Managing checks and trigger commands on page 413.

See also Getting started with productivity suite on page 335.

For information on the autocomplete functionality, refer to Using autocomplete on
page 415.

What is the Quality Monitor language?

The Quality Monitor language is used to write the check definitions of a Quality Monitor
rule. The first instruction of a check definition can be an if instruction or a choose
instruction.

For specific examples of Quality Monitor rules, refer to Creating and managing Quality
Monitor rules below.

What are the prerequisites for accessing Quality Monitor?

The optional Productivity Suite module must be activated by a site parameter before you
can access Quality Monitor.

How to access Quality Monitor

On the Tools menu of Selling Platform Connect, expand Productivity Suite and click on
Quality Monitor.

Creating and managing Quality Monitor rules

What are the elements of a Quality Monitor rule?

Element Explanation
Name The name of the Quality Monitor rule.
Description | An optional description of the rule.
The cryptic command or its equivalent graphical action that triggers the
Quality Monitor checks defined in the rule.

Trigger Each command or action belongs to a specific triggering command family.
For example, TTP belongs to the Ticketing family.

Global The name of the global variable created for a Quality Monitor rule.

variable For each rule, you can add up to five global variables which can be used in

name multiple checks with the send and send auto statements.

Global

variable A drop-down list of elements supported in Quality Monitor.

element
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Element Explanation
Global
variable A drop-down list of properties available for each selected element.
property
Global
variable A field where you can enter a condition for the creation of your variable.
condition
The name of each check.
Check name ] o ] ) ) )
This name is displayed in the Quality Monitor checklist.
An optional generic message that can provide more information for each
Check
check.
message ] o )
This message is displayed in the check overlay.
The set of conditions and instructions that define the behaviour of each
Check
o check.
definition

You create check definitions using the Quality Monitor Language.

For more information, see Managing checks and trigger commands on page 413.

How to create a Quality Monitor rule

1.

In the Quality Monitor Rules list, click on New.

The Quality Monitor Editor opens and allows you to complete the required fields for the
rule.

Enter a name and first check as a minimum. The name of the rule must be unique.
For details on checks, refer to Managing checks and trigger commands on page 413.

For security reasons, do not enter credit card information in Quality Monitor. For more
information, see Getting started with productivity suite on page 335.

To activate the rule, select the Activate this Rule checkbox.

Activation allows the rule to be applied to a booking file when a cryptic command or its
equivalent graphical action from their corresponding trigger family is used or the next
time the Check All link in the Quality Monitor checklist is clicked.

By default, the rule will be saved with a deactivated status.
Click on Save.
The new rule is added to the Quality Monitor Rules list.

How to create a new Quality Monitor rule from an existing rule

1.

2.

In the Quality Monitor Rules list, select the rule that you want to copy and click on Copy
to New.

The new rule opens in the Quality Monitor Editor. The name field contains the string
"Copy of <name of the selected rule>" and the other fields are prefilled with data from
the existing rule.

Edit the rule as required.
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3. Click on Save.

4. To return to the Quality Monitor Rules list, click on Close.

How to open a Quality Monitor rule
1. In the Quality Monitor Rules list, select the rule that you want to open.
2. Click on Open.

How to edit a Quality Monitor rule
1. Select the rule in the Quality Monitor Rules list and click on Open.

2. Update the rule as required and click on Save.

If you are deleting commands from a rule, at least one command must be present.

How to activate a Quality Monitor rule
1. Select the non-active rule in the Quality Monitor Rules list.
2. Click on Activate.

You can also activate a rule in the Quality Monitor Editor by selecting the Activate this Rule
check box.

The activated rule is then applied to a booking file when a cryptic command or its equivalent
graphical action from their corresponding trigger family is used or the next time the Check
All link in the Quality Monitor checklist is clicked.

How to deactivate a Quality Monitor rule
1. Select the active rule in the Quality Monitor Rules list.

2. Click on Deactivate.

The deactivated rule is greyed out in the Quality Monitor Rules list. The checks in the rule
will not appear in the Quality Monitor checklist, and they will not be executed when a
command or graphical action from their corresponding trigger family is used or when the
Check All link in the Quality Monitor checklist is clicked.

How to delete a Quality Monitor rule

You must be an office administrator to delete a shared or office rule. If you delete a shared
rule, it is deleted from all offices that it was shared with.

1. Select the rule in the Quality Monitor Rules list.
2. Click on Delete.
3. Inthe Delete Rule pop-up window, click on Delete.
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Example Quality Monitor rules
example: Quality Monitor rule for form of payment

= 2. Form of Payment

Please atd a form of payment Delete
1 |if (FormOfPayment.count == @) { -
2 set status WARNING
choose "Use one of the following options to add a Form of Payment" {
when (“Call a Smart Flow to add a credit card") {
5 call "Add credit card"
&
7 when ("Send cryptic command for Cash") {
8 send "FP Cash"
aq 3
12 |when ("Send cryptic command for Cheque") { =

This rule checks for an FOP element in the PNR. If no FOP is found, a warning is displayed
with options to send cryptic commands to add a FOP either as cheque or as cash.
Alternatively, the user can also add a credit card by calling a Smart Flow.

example: Quality Monitor rule for fax or email contact

= 1. Check for fax or email

Delet

A paasenger should have an associated fax or email cortact details S
1 |df (Contact.where(ContactType == "E" OR ContactType == "F").count == @) { a
2 set status WARNING
3 |choose "Use one the options to add a fax number or email address® {
| when {("Call a smart flow to add a fax number") {
g call "Add fax"
7 when {"Call a Smart Flow to add an email address") {
8 call "Add email"
=] }
12 |3} =]

This rule checks for an email address or fax contact element in the PNR. If no contact is
found, a warning is displayed with options to either call a Smart Flow to add a fax number or
call a Smart Flow to add an email address.

After a contact is added for the passenger, the if condition becomes false and the check is
successful.
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Example: Quality Monitor rule using a global variable

Global Variables:

=1

varhirline
Element

AirSegment e Where:
Property ;
Pery Airline b

B Add a new variable

Checks:

8 Send 03I

Message:
(AirTtinerarySegments.where(DestinationAirport=="CDG"}.count>@ AND AirSegment.where(Airline matches "PR|SQ|Cx|AF[BA").count>@) { .
t status info
nd autc "05" +varAirline+ "PAX NEEDS CAR RENTAL"

Definition:

In this example, the rule uses a global variable to send a dynamic OSI element when the
destination and airline conditions are met. The airline for the OSI element is dynamically
selected using the global variable created at an earlier stage. See Creating and managing
Quality Monitor rules on page 380.

example: Quality Monitor rule using a global variable with a condition

Global Variables:

=1

varCountry

Element e . ,
AirltinerarySegments Where: OriginAirport matches "LHR|LGW"

Property
* DestinationCountrySta™

M Add a new variable

Checks:
S8 checkForPassport
Message:
1 |if (AirItinerarySegments.where(OriginCountryState!=varCountry).count>8) {
2 set status info
3 send suto "RM Passport required for travel to "+varCountry
4 |1
Definition:

In this example, the rule compares two properties and adds a dynamic remark that a
passport is required if a segment is international. See Creating and managing Quality
Monitor rules on page 380.
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example: Quality Monitor rule for esta warning

Rule purpose

If the origin of an air segment is FR and the destination is US, automatically send a remark
warning that a valid ESTA is required for entry to the US.

Rule definition

if (Airsegment.where(BoardPointCountryState=="FR").count>0 AND Airsegment.where
(OffPointCountryState CONTAINS "US").count>@) {

set status WARNING send auto "RIR REMEMBER YOU WILL NEED A VALID ESTA TO ENTER THE
US n }

example: Quality Monitor rule for hotel booking suggestion

Rule purpose

If there is at least one air segment, no hotel segments and no remark indicating that hotel
booking is not required, ask the user if hotel booking is required.

¢ When the answer is Yes, prompt the user to search for hotels.
e When the answer is No, send a remark indicating that hotel booking is not required.

Rule definition

if (Airsegment.count>=1 AND Hotelsegment.count==0 AND
GeneralRemark.where(FreeFlow CONTAINS "Hotel no needed").count==0 {
set status WARNING choose "Does your traveler need accommodation?" {
when (''Yes - Please search for available hotels using the Hotels module in
Sell Connect") { }
when ("No") { send "RM Hotel not needed" }

}
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Reference: Quality Monitor language statements

Statement

if (condition)
{

instructions

}

foreach
(instance of
Element) {

if (condition)
{instructions

}
}

choose "Do
you want to"
{

when ("send
pax remark")

{

send "rm1"

}

when ("call
Smart Flow")

{

call "my
Smart Flow"
}

}

call

Definition
CONDITION is used in the if instruction, and it is evaluated during the
execution of a check.

¢ The operators AND and OR are used in checks for multiple conditions.

INSTRUCTIONS are a single optional choose instruction and a mandatory
single set status instruction.

There must be a set status instruction for every check. A set status
instruction without an if condition will prevent a success status for a
check in the Quality Monitor checklist and result in a syntax error.
INSTRUCTIONS cannot be empty.

The foreach statement loops through a specific type of element in a PNR.
INSTANCE is a predefined keyword that reflects the information of the
selected element in each iteration.

CONDITION is used in the if instruction, and it is evaluated during the
execution of a check.

INSTRUCTIONS cannot be empty.

You can only use one foreach statement per check.

¢ The string within the quotes that follow choose is the question that is

asked in the overlay. See Understanding checks and trigger commands
on page 407.

The choose instruction should contain at least one when statement.

The when statement can only contain send or call instructions.

The call instruction calls an office Smart Flow from the overlay.

The Smart Flow must exist at office level and have exactly the same name
(including capitalization) that you use in the call instruction. Otherwise, the
call will fail.
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Statement

call smart
tool

send

send auto

set status

Examples

Definition
The call smart tool instruction calls a Smart Tool from the overlay.
The Smart Tool must be already be available in the user's office and have

exactly the same name (including capitalization) that you use in the call
instruction. Otherwise, the call will fail.

The send instruction is used to manually send a cryptic command.
The user can edit the command, if required, before it is sent.
The send auto instruction is used to automatically send a cryptic command.
This means that the command is sent without any user interaction, as long
as the corresponding if condition is true.
The mandatory set status instruction allows you to define the status of a
check if the condition is evaluated as true.
There are three possibilities:
¢ INFO: This status is displayed as information for the user. It does not
block the user's booking flow and can be ignored.
e WARNING: This status is displayed as a non-blocking error. It advises the
user to complete specific actions but can be ignored.
e BLOCKING: This status is displayed as a non-blocking error or a blocking
error, depending on whether the rule is run from the Check All link in the
Quality Monitor checklist or the corresponding trigger command family.

For more information, see Understanding checks and trigger commands on
page 407.

For examples of how to use Quality Monitor Language statements in rules, see Example
Quality Monitor rules on page 383 and Example Quality Monitor rules on page 383.

Reference: operators used in conditions

Operator Definition

Used in conditions and property closures and used with numbers,
Booleans and strings.

In strings, it means 'exact match'.

Used in conditions and property closures and used with numbers,
Booleans and strings.

In strings, it checks if the strings are not an exact match.
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Operator
>
<
>=
<=
CONTAINS
contains

DOESNOTCONTAIN

doesnotcontain

MATCHES
matches

16. Productivity Suite

Definition
Used in conditions and property closures.
Used mainly with numbers but can be used with Booleans and
strings.
In strings, it is based on alphabetical order.
In Booleans, true > false.
Used in conditions and property closures.
Used mainly with numbers but can be used with Booleans and
strings.
In strings, it is based on alphabetical order.
In Booleans, true > false.
Used mainly with numbers but can be used with Booleans and
strings.
In strings, it is based on alphabetical order.
Used mainly with numbers but can be used with Booleans and
strings.
In strings, it is based on alphabetical order.
Used only in property closures and with strings.

Example: Check if there is one or more general remarks containing
the term 'non smoker".

if GeneralRemark.where(FreeFlowText contains "NON
SMOKER").count »>= 1

Used only in property closures and with strings.

Used only in property closures and with strings.
Examples: Check if a booking file/PNR element matches a specific
regular expression pattern:
Airsegment.where(BoardPointCountryState matches “US|CA”)
¢ matches any air segment where departure point is located in
North America.

Airsegment.where(DepartureDate matches “©\dDEC)

¢ matches any air segment where departure date is during the first
nine days of December.

For more information about writing regular expressions, see
Reference: Syntax used in reqular expressions on page 406.
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Definition

Example: Check if a booking file element does not match a specific

if GeneralRemark.where(FreeFlowText DOESNOT MATCH "Non

Used to find one or several properties of an insert variable.

Example: Check if there is more than one air segment where the

airsegment.where((airline == "AF") AND (destination ==

Used to count the number of insert variables or the number of

Operator
Used only in property closures and with strings.
DOESNOTMATCH
doesnotmatch regular expression pattern:
smoking flight").count >0
AND Used only between conditions.
and This is the logical && between Booleans.
OR Used only between conditions.
or This is the logical | | between Booleans.
where airline is Air France and the destination is Nice:
"NCE")).count > 1
properties that satisfy the given conditions.
count

Example: Check if there is no contact information for the passenger:
contact.count == 0

Reference: count operator examples

Example

Airsegment.count >=2

GeneralRemark.where(FreeFlow contains
"abc".count ==

Airsegment.where(Airline

=="AF").count <3

GeneralRemark.where(FreeFlow contains
"abc".count <=1

Airsegment.where(Airline
=="AF").count >0

GeneralRemark.where(FreeFlow contains
"abc").count >=1

Airsegment.where(Airline=="AF").count
<7 AND Airsegment.where
(Airline=="AF").count >4
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Explanation
Checks that there are AT LEAST two air
segments.
Checks that there is EXACTLY one general
remark containing the text "abc".
Checks that there are LESS THAN three AF air
segments.
Checks that the number of general remarks
containing the text "abc" is LESS THAN OR
EQUAL to one.
Checks that the number of AF air segments is
GREATER THAN zero.
Checks that the number of general remarks
containing the text "abc" is GREATER THAN OR
EQUAL TO one.
Checks that there are BETWEEN four and seven
AF air segments.
The number of segments must be GREATER
THAN four but LESS THAN seven.

389



Amadeus Selling Platform Connect

Reference: Insert variables used in conditions

Insert Variable Description

Accounting

Accountin
g (Al) elements
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Properties of the Insert

Variable

AccountNumber

CostCentre

IATACompanyNumber

ClientReference

PassengerAssociation

16. Productivity Suite

Description

Returns the account
number.

Returns the cost
centre of the
Accounting (Al)
element.

Returns the

IATA company
number of the
Accounting (Al)
element.

Returns the client
reference of the
Accounting (Al)
element.

Returns the
passenger sequence
number associated to
the Accounting (Al)
element.
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Insert Variable

Airltinerarysegments
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Properties of the Insert

Description
P Variable

Examines the

air segments

as a whole

instead of

looking at

one air N
DestinationCountryStat

segment at a

time. Most of

the

properties

are

calculated

dynamically.

16. Productivity Suite

Description

Extracts destination
country or state
code. For example,
FR or USNY.
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Properties of the Insert

Insert Variable Description )
Variable

Description

CDG, for example.

If it is a round trip,
this is the airport for

DestinationAirport the longest stop-over
segment. Otherwise,
it is the airport of the
last segment.
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Insert Variable
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Description

Properties of the Insert
Variable

OriginCountryState

16. Productivity Suite

Description

Extracts origin
country or state code
for the first segment.
For example, FR or
USNY.
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Insert Variable
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Description

Properties of the Insert

Variable

RoundTrip

OriginAirport

ArrivalDate

DepartureDate

International

DaysStayDuration

OpenDatesegments

DaysAdvancePurchase

16. Productivity Suite

Description

True if this is a round
trip.

Origin airport. For
example: LHR.
Returns the arrival
date of the last air
segment of the
booking file.

Returns the
departure date of the
first air segment of
the booking file.
True if the itinerary
has at least one
segment where the
country of departure
city is different from
the country of arrival
city.

Returns the total
number of days spent
at the destination
point.

Checks the presence
of an open segment
in the PNR. Returns O
when there is no
open segment, and 1
if there is at least one
open segment.
Returns the number
of days between the
current date and the
date of departure for
the first segment.
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Insert Variable

Airsegment
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Description

A single air
segment
element

Properties of the Insert

Variable

ElementNumber

Airline
Class

OffPoint

BoardPoint

OffPointCountryState

BoardPointCountryState

DepartureDate
ArrivalDate

OffPointCity

BoardPointCity

NumberOfPassengers

StatusCode

FlightNumber

16. Productivity Suite

Description

Returns the PNR
number of the
booked air segment.
Airline code.

Class.

Destination airport of
the segment.

Origin airport of the
segment.

Country or state of
the destination
airport. For example,
USNY for JFK or FR
for CDG.

Country or state of
the origin airport. For
example, USNY for
JFK or FR for CDG.
Departure date.
Arrival date.

City of the
destination airport.
For example, NYC for
JFK or PAR for CDG.
City of the originating
airport.

Number of
passengers on the
specific air segment.
Returns the status
code of the booked
air segment.

Returns the flight
number of the
booked air segment.
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Insert Variable

Carsegment
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Description

CCR
elements

Properties of the Insert

Variable

ElementNumber

Company
Location

PickUpDate

DropOffDate

TotalCurrencyCode

VoucherValue

TotalRate

BillingReference

StatusCode

CustomerID

CorporatelD

16. Productivity Suite

Description

Returns the PNR
number of the
booked car segment.
Vendor code for each
car segment.
Location of the car.
Date for the car pick
up.

Date for the car drop
off.

Currency code (for
example, EUR or
usD).

Returns the voucher
value of the booked
car segment.

Total price for the car
rental.

Returns the billing
reference of the
booked car segment.
Returns the status
code of the booked
car segment.

Returns the customer
ID of the booked car
segment.

Returns the
corporate ID of the
booked car segment.
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Properties of the Insert

Insert Variable Description )
Variable

Description

Type of phone

elements which

corresponds to the

third letter of the tag

when present (for
ContactType example, B for APB, E
for APE, or X for APX)
or empty string when
the tag is simply AP
(that is, there is no
third letter).
Free-flow text
following the third
letter of the tag
when present or
equal to the current
'Free flow' property
when the tag is
simply AP.

Contact AP elements

ContactText

Returns the whole
free flow message
starting after the AP
FreeFlow text (and until the
passenger or
segment
information).
Text after the FP
command without
FormOfPaymentText passenger or
segment
associations.
Credit card company
CreditCardCompany (for example, AX, VI,
or CA).
Manual approval
code for the credit
card form of
payment (if any).

FormOfPayment FP items

ManualApprovalCode
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Insert Variable

Remark

GeneralRemark

FreeFlowlnvoiceRemark

FareMiscTktInfoElement
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Description

RM, RC, RX,
RIF, RII, RIR,
RIZ and RQ
items

RM

RIF

FS

Properties of the Insert

Variable

Category

FreeFlow

PassengerAssociation

ElementNumber

ElementNumber

Text

16. Productivity Suite

Description

Category of the
remarks (for
example, for
category Hitis 'RM
H').

Whole text of the
general remark, after
the category
information,
excluding the
passenger and
segment
associations.

Returns the
passenger sequence
number associated to
the Remark element.
Returns the line
number of the
General remark
element.

Returns the line
number of the
Invoice remark
element.

Returns the text data
that is present after
the element name
(FS) and before the
passenger
association.
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Insert Variable

Hotelsegment

SpecialServiceRequest
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Description

HHL
elements

SSR elements

Properties of the Insert

Variable

ElementNumber

ChainCode

CheckinDate

CheckOutDate

PropertyName

TotalRate

TotalCurrencyCode

City

SsrElementCode

AirlineCode

FreeFlow

StatusCode

MembershipNumber

FrequentFlyerAirline

16. Productivity Suite

Description

Returns the PNR
number of the
booked hotel
segment.

Code for the hotel
chain.

Date of the hotel
check in.

Date of the hotel
check out.

Name of the
property.

Total price.
Currency code that
the rate is expressed
in (for example, EUR
or USD).

Returns the city code
of the booked hotel
segment.

For example, VGML,
XBAG, or INFT.
Airline code of the
element.

Text after the status
code excluding the
passenger or
segment
associations.

Status code for the
element (for
example, HN or HK).
Returns the
membership number
if it is a SSRFQTV.
Returns the frequent
flyer airline if it is a
SSRFQTV.
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Properties of the Insert

Insert Variable Description )
Variable

Description

Text after the FT
command, excluding
TourCode FT elements | Text the passenger or
segment
associations.
Total fare value of
TotalCollection each TST in the
booking file.
Currency of each
. ) . Allows the . total collection (for
TransitionalStoredTicketin ] TotalCollectionCurrency
querying of example, EUR or
g TST items UsD).
Returns the issue
indicator from the
TST (F for first and R
for Reissue).

Issuelndicator

Carrier Airline code.
ValidatingCarrier FV elements Free text of FV
FreeText .
element in the PNR.
Text of the OSI to
FreeFlow transmit to the
OtherServicelnformation | OSl elements airline.
Airline concerned by

AirlineCod
irlineCode the OS.
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Insert Variable

Miscellaneoussegment
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Description

Includes HU,
TU, RU, SU,
IU, CU, and
AU segments

Properties of the Insert
Variable

Company

ElementNumber

StartingCity

StartingDate

EndingDate

StatusCode

Type

FreeFlow

16. Productivity Suite

Description

Returns the company
in charge of the
miscellaneous
segment. Can be
airline or
organizations.
Returns the PNR
number of the
booked
miscellaneous
segment.

Returns starting and
pickup city.

Returns starting date
of the segment with
the format DDMMYY.
Returns ending date
of the segment with
the format DDMMYY.
Returns the status
code of the segment.
Returns the type of
miscellaneous
segment.

Returns the FreeFlow
of miscellaneous
segment.
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Insert Variable

Commission

Ticket
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e . Properties of the Insert
Description

Variable
Value
Type
Date
. StatusCode
Ticket
arrangement
FreeFlow

16. Productivity Suite

Description

Extracts the
commission from the
FM line. When the
commission is
entered as a
percentage, it returns
the percentage (for
example, 9 for FM 9).
When the
commission is
entered as a fixed
amount, it returns
the fixed amount
without the A
indicator (for
example, 100.00 for
FM 100.00A).
Returns the
commission type
(FM). Returns A if it is
a flat amount, and
returns nothing if it is
a percentage.
Returns the date of
the TK line.

Returns the status
code of the TK
element (OK, TL).
Returns the free flow
of the TK element
(the dash is
mandatory).
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Properties of the Insert

Insert Variable Description )
Variable

Description

The office ID of the
OfficeOfResponsibility  office responsible for
the booking file.
Returns the office in
PNRHeader QueuingOffice which the booking
file is queued.
Returns the list of

Tags tags attached to the
booking file.
The free flow of
FreeFlow ) )
ServiceFeeAir.
Currency The currency of
ServiceFeeAir (RIS).
Returns the content
ServiceFeeAir RIS Text of the Service FeeAir

element.
Returns the line
number of the
ServiceFeeAir
element.

ElementNumber

Returns the content
of the
AutoTicketNumber
(FA) element.

AutoTicketNumber Text
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Insert Variable

ManualTicketNumber

MailingAddress
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Description

Properties of the Insert

Variable

Type

Text

TicketNumber

FreeFlow

PassengerAssociation

16. Productivity Suite

Description

Returns the type of
the
ManualTicketNumber
(FH) element.
Returns the text data
available after the
element name and
before the
associations of the
ManualTicketNumber
(FH) element.
Returns the ticket
number (10 figures)
of the
ManualTicketNumber
(FH) element.
Returns the text
starting after the
element name (AM),
until the passenger
association (if it
exists).

Returns the
passenger sequence
number associated to
the MailingAddress
element.
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Insert Variable

FareDiscount

Endorsement

Passenger

Originallssue
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Description

Properties of the Insert

Variable

FreeFlow

DiscountCode

PassengerAssociation

FreeFlow

ElementNumber

Surname

FullName

Type

Text

16. Productivity Suite

Description

Returns the text
starting after the
element name (FD),
until the passenger
association (if it
exists).

Returns the discount
code of the
FareDiscount (FD)
element.

Returns the
passenger sequence
number associated to
the FareDiscount (FD)
element.

Returns the free flow
of the endorsement
element (FE).
Returns the PNR
number of the name
element (NM).
Returns the surname
of the passenger.
Returns the full name
of the passenger and
the title if provided.
Returns the
passenger ID.
Returns the
passenger type code.
Returns the full text
of the FO line (except
prefix and suffix).
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Insert Variable Description

OptionQueue QueueData

Properties of the Insert ..
. Description
Variable
Returns the exact
OfficelD office ID contained in
the option element.
Returns the queue
number and
category. The format
used is
<number>C<category
number>.
Returns the full text
Text of the OP line (except
prefix and suffix).

Reference: Syntax used in regular expressions

Character

{n}

{n,}

Description
Marks the next character as either a special character, a literal, a back
reference, or an octal escape.

For example, 'n' matches the character "n".

\n' matches a new line character. The sequence '\\' matches "\" and "\("
matches "(".

Matches the position at the beginning of the input string. If the RegExp
object's Multiline property is set, * also matches the position following '\n' or
\r'.

Matches the position at the end of the input string. If the RegExp object's
Multiline property is set, $ also matches the position preceding "\n' or '\r'.
Matches the preceding sub expression zero (or more) times. For example, zo*
matches "z" and "zoo". * is equivalent to {0,}.

Matches the preceding sub expression one or more times. For example, 'zo+'
matches "zo" and "zoo", but not "z". + is equivalent to {1,}.

Matches the preceding sub expression zero or one time. For example, "do
(es)?" matches the "do" in "do" or "does". ? is equivalent to {0,1}.

n is a nonnegative integer. Matches exactly n times. For example, '0{2}' does
not match the 'o' in "Bob," but matches the two o's in "food".

n is a nonnegative integer. Matches at least n times. For example, '0{2,}' does

n_n

not match the "0" in "Bob" and matches all the o's in "foooood". '0{1,}' is
equivalent to 'o+'. '0{0,}' is equivalent to 'o*'.
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Character Description
m and n are nonnegative integers, where n<=m. Matches at least n and at
most m times. For example, "o{1,3}" matches the first three o's in
"fooooood". '0{0,1}' is equivalent to '0?'. Note that you cannot put a space
between the comma and the numbers.

{n,m}

When this character immediately follows any of the other quantifiers (*, +, ?,
{n}, {n,}, {n,m}), the matching pattern is non-greedy. A non-greedy pattern
matches as little of the searched string as possible, whereas the default
greedy pattern matches as much of the searched string as possible. For
example, in the string "0000", '0+?' matches a single "o0", while 'o+' matches
all 'o's.
Matches any single character except "\n". To match any character including
the '\n', use a pattern such as '[.\n]".
Xy Matches either x or y. For example, 'z|food' matches "z" or "food". (z|f)ood'
matches "zood" or "food".
A character set. Matches any one of the enclosed characters. For example, '
xvz] [abc]' matches the 'a' in "plain".
[xyz) A negative character set. Matches any character not enclosed. For example, '
[*abc]' matches the 'p' in "plain”.
A range of characters. Matches any character in the specified range. For
[a-Z] example, '[a-z]' matches any lowercase alphabetic character in the range 'a’
through 'z'.
[ra-z] A negative range characters. Matches any character not in the specified range.
For example, '[*a-z]' matches any character not in the range 'a' through 'z".
\b Matches a word boundary, that is, the position between a word and a space.
For example, 'er\b' matches the 'er' in "never" but not the 'er' in "verb".
\B Matches a non-word boundary. 'er\B' matches the 'er' in "verb" but not the
'er'in "never".
Matches the control character indicated by x. For example, \cM matches a
\cx Control-M or carriage return character. The value of x must be in the range of
A-Z or a-z. If not, c is assumed to be a literal 'c' character.
\d Matches a digit character. Equivalent to [0-9].
\D Matches a non-digit character. Equivalent to [*0-9].

\f Matches a form-feed character. Equivalent to \xOc and \cL.

Understanding checks and trigger commands

What is a check?

A check verifies if a condition in a booking file is true or false during the execution of Quality
Monitor.

©2022 Amadeus s.a.s - All Rights Reserved. 407



Amadeus Selling Platform Connect 16. Productivity Suite

The check can also define the corrective action when the condition is true. After Quality
Monitor is executed, the booking flow is interrupted by a message or blocked, in which case
the user must perform the corrective action in the booking file or Command Page.

You can also define checks for information purposes only. These checks have no conditions
so they are always true for every booking file.

What is the Quality Monitor checklist?

In the booking file and Command Page, all the active checks are displayed to the user in the
Quality Monitor checklist.

For example:

Quality Monitor

5 of 5 homa checked - Chack

¥ Emm

Uinchocked

Checkied

The checks are ordered according to their status severity, starting with the most severe. The
current status of each check is indicated by icon and colour. For more information, see What
are the statuses of a check? on page 411.

If an error occurs during Quality Monitor execution, the top of the checklist shows:

e Anerror message.

¢ The name of the relevant check, as a link. You can click on this link to display the
corresponding check overlay.

What is a trigger command?

A trigger command is a cryptic command or equivalent graphical action that is used to
trigger a rule. Each trigger and its equivalent action belong to a specific trigger command
family, and only specific commands and actions are defined for each family.

The trigger family is defined in the Trigger field of the Quality Monitor Editor.

When a trigger command is entered or its equivalent graphical action performed, only the
rules defined for that trigger command are executed.

Any rules defined for other command families are not executed. Therefore, these rules
remain in the same state as they were prior to the execution of the trigger command. You
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must click on the Check All link in the Quality Monitor checklist to see the most recent state
of the checks.

What are the trigger commands in cryptic and graphic?

Command

. Command Graphical Equivalent Description
Family
BT Not yet available. Create IMR.
) . ] Save and
Click on Save and Confirm (ER) or click on the .
ER ) o Redisplay.
Save icon at the top of the booking file.
Save,
ERK Click on Save and Confirm (ER) and select Save Changes
and Change Status (ERK). code,
Redisplay.
Click on the Close button of the booking file Save
ET and then click on Save in the Close pop-up ’
. Remove.
window.
Save,
Click on the Close button of Command Page
. . Change
End of ETK and then select Change advice codes (ETK) in code
Transaction the Close Command Page pop-up window. Remove.
Click on Place on Queue and then click on the Place on
QE OK button in the Place PNR on Queue pop-up
. queue.
window.
Save,
QF Not yet available. Remove
from queue.
Save,
Remove
QFR Not yet available. Y
from queue,
Retrieve.
Place on
Qm Not yet available. multiple
gueues.
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Command

. Command
Family

TTP
TTR
TT™M
INE
INV

IMP
Ticketing

ITR

TRDC

TRFP

FXP

- FXU
Pricing

FXB

Graphical Equivalent
Click on Issue for an e-ticket selection.
Not yet available.
Click on Issue for an EMD selection.
Not yet available.

Not yet available.

Click on Issue Itinerary in the Itinerary section
of the booking file.

Click on Issue Document Receipt in the E-ticket
and EMD section of the booking file.

Click on the Void button in the Void E-ticket or
Void E-ticket/EMD/TASF pop-up window.
Click on the Refund Now button in the Refund
pop-up window or click on Continue to Refund
Record in the Refund pop-up window and then
click on the Save and Confirm button.

Selection of Price with TST (FXP) in the Air
Pricing page.

Choice of a lower fares option (for example,
FXA) in the Air Pricing page, selection of a fare
and click on Create and Confirm TST.

Selection of Book Lowest Fare with TST (FXB)
in the Air Pricing page.

16. Productivity Suite

Description

Issue tickets.
Reprint
coupons.
Print MCO.
Print invoice,
extended.
Print invoice.
Print
itinerary.
E-ticket
itinerary
receipt.
Cancel ticket
refund.

Process and
print ticket
refund.

Price PNR
and create
TST.
Re-book
using
specific fare,
Create TST.
Re-book
using lowest
fare, Create
TST.

During the load of Quality Monitor rules, selected cryptic trigger commands are unable
during a default period of 90 seconds. The lock duration can be updated following the needs

of the agency.
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What are the statuses of a check?

Status
. Status
Severity
1 Blocking
2 Warning
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Description

If the condition for the check is true when Quality Monitor is
executed, the check is displayed with a Blocking status.

The state varies between Warning and Blocking depending on
whether or not a trigger has been sent.

A warning only turns into a blocking state when a trigger
command (such as ET or ETK) from the trigger family is entered.

A blocking state check will block the booking file. Therefore, the
user must correct it before continuing with the associated trigger
command. For example, if the check is defined for a pricing
trigger command, the user cannot price until the blocking state is
fixed.

If the user mouseovers the Blocking state check, an overlay is
displayed. If the user clicks on the check, the Validate button on
the overlay display can be used to launch corrective actions.

In the Quality Monitor checklist, checks with a Blocking status
appear in red and are preceded by the X icon.

If a check has the Blocking status when the user tries to save a
booking file, an error message also appears advising the user to
check the Quality Monitor checklist.

In the editor, a check is defined as a warning using the set status
instruction. If the condition for the check is true when Quality
Monitor is executed, the check is displayed with a Warning
status.

A Warning state is also called a Non-blocking state, which means
that this check will not block the booking file. Therefore, the user
can continue with the booking without having to take any
immediate action.

If the user mouseovers the Warning state check, an overlay is
displayed. If the user clicks on the check, the Validate button on
the overlay display can be used to launch corrective actions.
Refer to What are the corrective actions for a check? on the next
page.

In the Quality Monitor checklist, checks with a Warning status
appear in blue and are preceded by the /= icon.
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Status -
. Status Description
Severity
If the condition for the check is true when Quality Monitor is
executed (or there is no condition in the check), the check is
displayed with an INFO status.
This state will not block the booking file.
3 Information  If the user mouseovers the Information state check, an overlay is
displayed. If the user clicks on the check, the Validate button can
be used to launch corrective actions.
In the Quality Monitor checklist, checks with an Information
status appear in blue and are preceded by the ¥ icon.
This is the state of a check immediately after the user opens a
booking file and before Quality Monitor is executed for the first
time.
It is also the state of a check if the checklist is refreshed by an
4 Unchecked )
Ignore or End Transaction.
If the booking file is empty and the user click on the Check All
link in the Quality Monitor checklist, every check remains in an
unchecked state.
This is the state of a check when its condition is evaluated as
false during the last execution of Quality Monitor.
5 Success ] . . .
In the Quality Monitor checklist, checks with a Success status are

preceded by the icon.

What are the corrective actions for a check?

Manual corrective action

If the state of a check for a booking file is Information, Warning or Blocking, corrective
actions are displayed when the user clicks on or mouseovers the check.

The actions only appear if you use the choose... when statements when defining the check.
You can choose to:

e Call an existing office Smart Flow (a personal Smart Flow cannot be called).

e Call an existing Smart Tool (the Smart Tool must already be available in Selling Platform
Connect).

e Send an editable cryptic command.

When a corrective action is performed, Quality Monitor is not triggered automatically. The
user must perform a manual check by clicking on the Check All link in the Quality Monitor
checklist to refresh the state of each check.
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Editing a cryptic command for a manual corrective action

The command that was included in inverted commas after the send instruction appears in
the editable text field of the corrective action overlay. The user can edit this command
before sending it.

However, if the text field is left empty after editing, no cryptic command is sent when the
user clicks on Validate in the overlay.

O Booking class mustbe JatET
Would you like to rebook now?
i* SBtoclass J

sBJ

This error will be blocking at End of Transaction.
You can still continue your work,

Automatic corrective action

Corrective actions can also be launched automatically if you use a send auto statement
when creating the rule.

The relevant cryptic command is automatically sent during Quality Monitor execution, and
each command that is sent is displayed with its cryptic response in the Command Page.

Managing checks and trigger commands

How to launch a corrective action for a check

If there is only one corrective action possible for the check

In the Quality Monitor checklist, click on the &4 icon for the check.

If there are multiple corrective actions possible for the check

In the Quality Monitor checklist, click on the check.
2. Choose a corrective action in the overlay:

Call an existing office Smart Flow. If you try to call a personal or non-existing Smart Flow,
you will receive an error.

e Call an existing Smart Tool. If you try to call a Smart Tool that is not available in Selling
Platform Connect, you will receive an error.
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e Send a cryptic command. Before you send the command, you can edit it using the field
provided.

1. Click on Validate.

How to add checks to a new Quality Monitor rule
1. In the Quality Monitor list, click on New.

2. Inthe Quality Monitor Editor, complete the required fields for the new rule.
For each check you want to add:

1. Click on the Add Check link.
2. Enter the check name and message.

The check name will be displayed in the Quality Monitor checklist and the message will
be displayed on the check overlay.

3. Enter the check definition.

To add variables in your definition, use the Autocomplete feature. See Using
autocomplete on the next page.

For examples of defining checks in Quality Monitor rules, see:

o example: Quality Monitor rule for form of payment on page 383

o example: Quality Monitor rule for fax or email contact on page 383
° example: Quality Monitor rule for esta warning on page 385

o example: Quality Monitor rule for hotel booking suggestion on page 385

You can add up to 10 checks to a rule. To define more than 10 checks, split them between
two rules.

How to add checks to an existing Quality Monitor rule

1. In the Quality Monitor list, select the rule you want to add a check to and click on New.
For each check you want to add:

1. In the Quality Monitor Editor, click on the Add Check link and enter the check name and
message.

2. Enter the check definition.

To add variables in your definition, use the Autocomplete feature. See Using autocomplete
on the next page.

You can add up to 10 checks to a rule. To define more than 10 checks, split them between
two rules.

©2022 Amadeus s.a.s - All Rights Reserved. 414



Amadeus Selling Platform Connect 16. Productivity Suite

How to change the order of checks for a Quality Monitor rule

If you change the order of checks for a rule, it changes the order in which the checks are
displayed and executed in Quality Monitor.

1. Open the rule in the Quality Monitor Editor. See Creating and managing Quality Monitor
rules on page 380.

2. These options are available for both expanded and collapsed checks.
Mouseover the check to see the Up and Down options.

3. Click on Down for the check you want to move down and click on Up for the check you
want to move up in the checklist.

The check that has been moved is highlighted briefly.
4. Click on Save.

The order of the checks is updated in the Quality Monitor checklist.

How to delete a check from a Quality Monitor rule

With the rule open in the Quality Monitor Editor, click on Delete beside the rule you want
to delete.

If there is only one check for the rule, you cannot delete it because a single check is
mandatory for all rules.

Using autocomplete

What is autocomplete?

Autocomplete is a feature that automatically completes the statements you are typing in the
Advanced Language Editor or Quality Monitor Editor. Inside the editor you can display a list
of available proposals and select the appropriate statement instead of manually typing it.

1 |if (airSegmentClass == "Y") {
2 d
3 I |call

choose

Where can | find information on autocomplete?

In the Advanced Language Editor, click on How to Write Advanced Smart Flows.
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How to display autocomplete

1. Place the cursor on a line in the editor.
2. Press Ctrl+space bar.

3. To display more specific proposals based on alphabetical filtering, enter the first letter of
the statement and press Ctrl+space bar.

The available autocomplete proposals are displayed.

How to select a proposed statement in autocomplete

1. To highlight a proposal, press the up-arrow or down-arrow key.
2. To select a proposal, press Enter when the proposal is highlighted.

Alternatively, use the mouse to highlight and select a proposal.

How does autocomplete work with insert variables?

You can display autocomplete for an insert variable and for the property of the insert
variable.

Example Instruction:if (Airsegment.where(Airline == ”AF”).count>=1

In this example, autocomplete is available for the 'Airsegment' insert variable and the
'Airline' property of that variable.

How to display autocomplete for insert variables

1. Place the cursor within the brackets of the if condition and press Ctrl+space bar.
All supported insert variables are displayed.
2. Select a variable.
Place the cursor within the brackets after the 'where' clause of the variable and press
Ctrl+space bar.
All properties associated with the insert variable are displayed.

How to exit autocomplete

e Press Esc or the left-arrow or right-arrow key.
Or:

e Click outside the autocomplete suggestion area.
Or:

e Select a proposal.
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Reference: Smart Flow statements supported by autocomplete

Statement

if else

else

when

choose when

choose until when

send

ask

mandatory ask

ask email

mandatory ask email
ask number
mandatory ask number
ask date

mandatory ask date

ask date with format DDMM

mandatory ask date with format
DDMM

©2022 Amadeus s.a.s - All Rights Reserved.

Text Inserted When Selected
if (condition) {

}
if (condition) {

}

else {

}

else {

}

when (“”) {
}
choose “” {
when (“”) {
}
when (“”) {
}
}

choose “” until “” {
when (“”) {

}

when (“”) {

}

}
send “COMMAND”

ask “question” assign to variable

mandatory ask “question” assign to variable

ask email “question” assign to variable

mandatory ask email “question” assign to variable
ask number “question” assign to variable
mandatory ask number “question” assign to variable
ask date “question” assign to variable

mandatory ask date “question” assign to variable

ask date “question” with format DDMM assign to
variable

mandatory ask date “question” with format DDMM
assign to variable
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Statement
ask date with format DDMMYY

mandatory ask date with format
DDMMYY

ask date with format DDMON

mandatory ask date with format
DDMON

ask date with format DDMONYY

mandatory ask date with format
DDMONYY

ask date with format
DDMONYYYY

mandatory ask date with format
DDMONYYYY

ask date with format MMYY

mandatory ask date with format
MMYY

ask with format

group ask

group mandatory ask

ask until
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16. Productivity Suite

Text Inserted When Selected

ask date “question” with format DDMMYY assign to
variable

mandatory ask date “question” with format DDMMYY
assign to variable

ask date “question” with format DDMON assign to
variable

mandatory ask date “question” with format DDMON
assign to variable

ask date “question” with format DDMONYY assign to
variable

mandatory ask date “question” with format DDMONYY
assign to variable

ask date “question” with format DDMONYYYY assign to
variable

mandatory ask date “question” with format
DDMONYYYY assign to variable

ask date “question” with format MMYY assign to
variable

mandatory ask date “question” with format MMYY
assign to variable

ask “question” with format “regular expression” assign
to variable

group {

ask “question” assign to variablel
ask “question” assign to variable2
}

group {
mandatory ask “question” assign to variablel

mandatory ask “question” assign to variable2
}

ask “question” until “exit” {

when (“”) {

}

}
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Statement

mandatory ask until

call
capture

select

16. Productivity Suite

Text Inserted When Selected
mandatory ask “question” until “exit” {

when (“”) {

}
}

call “name”

capture line:1, column:1, length:1 assign to variable
select “question” from “option 1, option 2, option 3”
assign to variable

Reference: Quality Monitor statements supported by autocomplete

Statement

when

choose when

send
send auto
call

set status
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Text Inserted when Selected

if (condition) {

}

when (llll) {

}

choose “” {

When (IIII) {

}

When (IIII) {

}

}
send “COMMAND”

send auto “COMMAND”
call “NAME”
set status “WARNING”

Note: The statuses (INFO, WARNING, BLOCKING) are also

supported by Autocomplete.
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17. Agency Manager Inside

Getting started with Agency Manager Inside

What Is Agency Manager Inside?

Agency Manager Inside, also referred to as AMI, is a module in Amadeus Selling Platform
Connect that allows the user to check the availability and quality of data to be transferred to
Agency Manager. For example, when the cost centre is a requirement in Agency Manager,
the user is prompted to add it if it is not present.

Agency Manager Inside can be customized to define:

e Whether each check is activated or not.

e The events in the booking flow (Profile Transfer, booking file save, Ticketing) that trigger
a specific check.

¢ Whether the check should prevent the user from continuing the booking flow, or only
provide a warning.

A warning is provided only if a check has been bypassed using the Bypass References Check
checkbox.

What are the Agency Manager Inside checks?

When activated, the following AMI checks become available in the Quality Monitor checklist:

e AGM customer number.

e AGM customer credit limit.

e AGM customer references validity.
e AGM customer savings validity.

e Link booking file to AGM dossier.
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Working with the AMI checks

What is the AGM customer number?

The AGM internal customer number or customer code is used to identify who pays for a trip.
The AGM customer number needs to be known by AMI because most of the checks relate to
a dedicated customer.

The AGM customer number check in Quality Monitor verifies whether a valid AGM customer
number exists in a PNR. If no AGM customer number is available or the number is invalid,
the check is marked red.

How to link a valid AGM customer number to a booking file

Transfer a profile that stores AGM customer number information to your booking file. The
booking file is updated with remarks from the profile.

For more information on how to transfer a profile, see the Profiles guide.
Or:
Add the AGM customer number manually, using the corresponding remark ACECLN.

For more information on adding remarks, see the Booking file section in the Using Selling
Platform Connect guide.

For more information on AGM remarks, see the Agency Manager Remarks Reference User
Guide in the AGM Customer Centre.

Depending on the setup, transferring the CSX profile of an AGM customer can automatically
trigger all AMI checks. For example, if the profile already has the customer number and the
customer references stored as remarks, AMI will automatically validate the corresponding
checks and display a green check mark next to AGM customer number validity, and a blue
dot next to AGM customer references validity.

What is the AGM customer credit limit?

A customer credit limit check is activated to inform the travel agent when the customer is
about to reach the credit limit or has already reached it when creating a new booking file.
The end of transaction is blocked if the credit limit has already been reached. The credit limit
check is based on the credit limit set up in the customer profile in AGM.
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What are the statuses of the AGM customer credit limit
check?

¢ If the customer credit limit percentage (ratio between amount of open items in AGM and
amount of global credit limit in AGM) is below the maximum credit limit percentage for
this customer, no message is displayed and a green check mark appears next to Check
AGM customer credit limit in Quality Monitor.

e If the customer credit limit percentage is between the maximum credit limit percentage
and 100%, the check is set to warning and a message is displayed when clicking on it.

e |f the customer credit limit percentage is equal to or more than 100% of the credit limit
defined in AGM, the check is set to blocking and a message is displayed when clicking on
it. The user cannot continue processing the booking file, and must ignore it.

How to link a booking file to an AGM dossier

You can link a booking file to an existing AGM dossier to keep AGM from creating a new
dossier for every new booking in Selling Platform Connect:

1. Click on the arrow next to Link booking file to AGM Dossier in Quality Monitor. A pop-up
window opens.

If the specific site parameter is activated, the Passenger name search field is prefilled
with name of the first passenger in the booking file.

2. Enter the name or the AGM customer number and click on Filter.
If no search criteria is entered, the search retrieves all AGM dossiers belonging to this
environment.

3. Click on the desired AGM dossier from the list to select it.

4. Click on Select. The booking file is updated with corresponding remarks.

5. To link to a different AGM dossier, redo steps 1 to 4.

What are customer references?

Customer references are data relating to a cost centre. They contain information that a
corporate customer needs to see on the invoice, to decide where to assign travel expenses.
They can also be used in customer statistics, for example, to get an overview of travelling
habits.

Customer references can refer to the employee number, the department code, the project
name, the cost centre code, etc. They are defined in AGM, therefore, the field label and all
possible valid values come from the setup in AGM.
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How to add AGM customer references for all passengers

1.

Click on the AGM customer references validity Quality Monitor line. The Customer
References pop-up window opens.

2. Select Common for all passengers.

3. Fill in the customer reference information following the format indicated in the fields, for

example:

° Cost Centre (CC).

° Department (DEPT).

° (EC).

° Employee Identifier (EMP).
© (ONE).

° Project number (PROJ).

The fields can be prefilled with values from the PNR or default valid values configured in
the AGM setup. If a list of valid values was defined in AGM, a Select valid value field
appears next to the customer reference input field.

Click on the Select valid value link next to the Travel Reason (TR) field. The Valid Values
for Travel Reason (TR) pop-up window opens.

To search for a specific valid value, enter a reference value code or a description and click
on Filter. Alternately, click on an entry in the list of all valid values and click on Select.

Only 50 entries are displayed at a time. To display more entries, click on the Load next
results link.

How to add AGM customer references individually (per
passenger)

1.

Click on the AGM customer references validity Quality Monitor line. The Customer
References pop-up window opens.

2. Select the Individual per passenger option.

3. Fill in the customer reference information for each passenger. See How to add AGM

customer references for all passengers above.

How to bypass the AGM customer reference check

1.

Click on the AGM customer references validity Quality Monitor line. The Customer
References pop-up window opens.

Select the Bypass References Check checkbox. The AGM customer references validity
check in Quality Monitor displays a warning.
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The Bypass References Check checkbox for the customer reference check is only available if
the option is configured in the AMI Site Manager parameter setup.

What are customer savings?

Customer savings are data related to the fare or rate used for a booked segment compared
to the values of the normal fare/rate, lowest fare/rate, extra fare/rate 1 and extra fare/rate
2.

You can configure in AGM whether savings data corresponding to a booking will be
transferred to AGM, and if so, which part of this data.

The customer savings validity check is only supported by air, hotel and car segments.

How to update customer savings

1. Click on the AGM customer savings validity Quality Monitor line. The Customer Savings
pop-up window opens.

2. If AGM customer savings are available in the PNR, the values are prefilled in the pop-up
window.

3. Fillin the fare values and select the corresponding reason code for each fare.

4. Enter the lowest fare airline.

5. Click on Update.

Valid field values are the ones defined in AGM dynamically, per customer.

Customer savings for air segments are displayed per TST. If several TSTs exist in the PNR, you
can enter different values per TST. Customer savings for hotel or car segments are displayed
per segment.

How to bypass the AGM customer savings check

1. Click on the AGM customer savings validity Quality Monitor line. The Customer Savings
pop-up window opens.

2. Select the Bypass Savings Check checkbox. The AGM customer savings validity check in
Quality Monitor displays a warning.

The Bypass Savings Check checkbox for the customer savings check is only available if the
option is configured in the AMI Site Manager parameter setup.

©2022 Amadeus s.a.s - All Rights Reserved. 424



Amadeus Selling Platform Connect 17. Agency Manager Inside

Agency Manager Handoff Handler status

What is Agency Manager Handoff Handler

Agency Manager Handoff Handler (HOH) is a module in Agency Manager that receives and
processes booking data files such as Amadeus Interface Records (AIR) or the Total Travel
Record (TTR) data feed. Further processing of the files in Agency Manager includes creating
dossiers to bundle bookings for one trip, product creation, customer invoice creation, and so
on.

What are the prerequisites to access the Agency Manager
HOH status

Agency Manager Handoff Handler Status is only available under Tools if a site parameter is
activated.

What are files with status 317

If a handoff file reaches AGM, but is not successfully synchronised, automatic processes such
as dossier, product and customer invoice creation are blocked, and the file gets status 31.
You can display invalid AGM handoff files in Amadeus Selling Platform Connect and correct
the related trip data. After the data is corrected, a new AIR handoff file is automatically sent
to AGM, and HOH synchronization continues.

How to search for HOH files with status 31

1. Expand the Tools menu on the Main page of Selling Platform Connect and click on
Agency Manager Handoff Handler Status.

Click on the calendar to select the search start date.
Select a code defined in AGM from the CRS Code drop-down list.

Click on Search. All invalid handoff files corresponding to the filters are listed.

vk W

Select the check box next to a file name to display the details. See Reference: Invalid
handoff file details on the next page.
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17. Agency Manager Inside

Invalid handoff file details

Tools - Agency Manager Handoff Handler Status

From Read Date

Jan 28,2019 =

CRS Code

AMADEUS AIR handoff (AIR)

Record Locator = Status* Read Date % Read Time =
Q5TBK9 3 2019-01-28 15:58:02
Status 31 Error in Synchronisation/API Travel File Number 118
SEGERR SN1004 SEGERR SN1004 SEGERR SN1004 DOSERR SN1001

Error Code List

Error Message List

Errors found in TravelFile - 118 in segment
Errors found in TravelFile : 118 in segment :
Select a Customer for passenger LIGHTBOD! (#1000586)
Errors found in TravelFile - 118 in segment - 3 (#1000471),Customer cede is mandatory |
Errors found in dossier header : 118 (#1000474),Customer code is mandatory (#1000157)
Travel Type is mandatory (#1000041)

T1),Customer code is

1000157)

Q5TDDV

Q5T48E

Field

Status

Travel File

Number
Error Code List

31 2019-01-28 15:56:28
31 2019-01-28 15:56:14
L
Description

The status of the Agency Manager Handoff Handler file.

An Agency Manager Handoff Handler file in Amadeus Selling Platform
Connect can only have status 31.

The number of the related travel file in Agency Manager.

A list of all the error codes returned by Agency Manager.

Error Message List Error messages for the found errors.
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18. Amadeus Form Wizard

Getting started with Amadeus Form Wizard

What is Amadeus Form Wizard?

The Amadeus Form Wizard provides a quick and easy way to create the standard
information forms that must be handed out to the traveler before booking a package tour or
linked travel arrangements.

The creation of these forms is part of the EU Package Travel Directive. The Form Wizard
helps you find out whether a form is required for the trip offered and if so, which one. The
form is created as a PDF document and can be easily printed, sent or transferred to a
signature pad for digital signing.

How to change the Amadeus Form Wizard interface language

1. In Tools, click on Amadeus Form Wizard.
2. Inthe Amadeus Form Wizard, click on the settings button {3,

3. Inthe Agency Details tab, select the desired language from the Language drop-down list.

By default, the Amadeus Form Wizard opens in the language selected when signing into
Amadeus Selling Platform Connect.

For more information on changing the language, see the Getting Started guide.

Setting up the Amadeus Form Wizard

How to set up the agency details

1. Inthe Amadeus Form Wizard, click on the settings button {3,
2. Inthe Agency Details tab, fill in or select the following information:
° The name of the travel agency. This is pre-filled, but you can overwrite it.
° The language of the Amadeus Form Wizard interface.
° The relevant insolvency insurance from the Insolvency Insurance drop-down list
(optional).
° The relevant insolvency assessor from the Insolvency Assessor drop-down list
(optional).
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3.

18. Amadeus Form Wizard

° An insolvency certificate for linked travel arrangements and own packages (optional).

° Whether the travel agency acts as carrier of passengers (optional).

Click on the Save button.

How to add a provider

1.

vk W

In the Amadeus Form Wizard, click on the settings button 3.

In the Our Providers tab, click on Add Provider. A pop-up window opens.
In the Tour Operator field, enter the name of the provider.

Select the headquarters country from the Country drop-down list.

Select the relevant insolvency insurance from the Insolvency Insurance drop-down list
(optional). If you cannot find it in the list, you may enter it manually.

Select the relevant insolvency assessor from the Insolvency Assessor drop-down list
(optional).

Click on the Save button. The new provider is added to the list of providers.

Use the ¢ button to edit and the (il button to delete a saved provider from the list.

How to add insolvency insurance for a provider

o v kW

In the Amadeus Form Wizard, click on the settings button 05,

In the Our Insolvency Protection tab, click on Add Insurance respectively Assessor. A
pop-up window opens.

Select either Insolvency Insurance or Insolvency Assessor.

Fill in the contact information (all fields are mandatory).

Click on the Save button.

Use the ¢ button to edit and the [l button to delete a saved insolvency
insurer/assessor from the list.

How to set up the agency details

1.
2.

In the Amadeus Form Wizard, click on the settings button 5.

In the Agency Details tab, fill in or select the following information:

° The name of the travel agency. This is pre-filled, but you can overwrite it.

° The language of the Amadeus Form Wizard interface.

° The relevant insolvency insurance from the Insolvency Insurance drop-down list
(optional).

° The relevant insolvency assessor from the Insolvency Assessor drop-down list
(optional).
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° An insolvency certificate for linked travel arrangements and own packages (optional).
° Whether the travel agency acts as carrier of passengers (optional).
3. Click on the Save button.

How to add a provider

In the Amadeus Form Wizard, click on the settings button £,
In the Our Providers tab, click on Add Provider. A pop-up window opens.
In the Tour Operator field, enter the name of the provider.

Select the headquarters country from the Country drop-down list.

vk wnNoe

Select the relevant insolvency insurance from the Insolvency Insurance drop-down list
(optional). If you cannot find it in the list, you may enter it manually.

6. Select the relevant insolvency assessor from the Insolvency Assessor drop-down list
(optional).

7. Click on the Save button. The new provider is added to the list of providers.

8. Use the  button to edit and the [l button to delete a saved provider from the list.

How to add insolvency insurance for a provider

1. Inthe Amadeus Form Wizard, click on the settings button 2.

N

In the Our Insolvency Protection tab, click on Add Insurance respectively Assessor. A
pop-up window opens.

Select either Insolvency Insurance or Insolvency Assessor.

Fill in the contact information (all fields are mandatory).

Click on the Save button.

Use the ¢ button to edit and the (Il button to delete a saved insolvency
insurer/assessor from the list.

o v kAW

Working with the guided mode

What is the guided mode?

The guided mode lets you enter key information about the travel services offered, helping
you create a relevant form or decide whether a form is needed or not.
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How to create a form in guided mode

1. Change the Country of the point of sale if needed. The law according to which the form is
produced and the type of form are dependant on this selection.

The traveler's nationality and the travel destination are not relevant when selecting the
country.

2. Select the form Language. Depending on the selected country, you may be able to
choose from several available languages.

3. Start typing the name of the provider and select the provider from the list.
° |If the provider is not in the list, enter the full name and click on New.

Marriott Hotel

Marriott Hotel New

° |f you are entering the provider of a package holiday, you must also add the
insolvency insurance. See How to add insolvency insurance for a provider on the
previous page.

° Select the option Travel Agency Acts as Tour Operator if you are bundling travel
services and selling them as a package under one invoice.

If the service offered is a package, check the Package Holiday check box.

If the service offered is not a package, enter the price and select the type of service and

the time of booking.

6. To add more than four travel services, click on Add Further Travel Service.

7. Click on Create Form. The Amadeus Form Wizard uses the data you have entered to
determine what type of form is needed.

8. If you have offered the customer additional services in the last 24 hours, a pop-up
window is displayed.

Did you facilitate the procurement of the additional
travel services in a targeted manner, or was the
additional booking initiated by the traveller?

In a targeted manner | nitiated by the traveller
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Either:

° Click on In a targeted manner if the additional service(s) have been offered in a
targeted manner. The services you are currently adding will form a linked travel
arrangement.

Or:

° Click on Initiated by the traveler if the additional booking is made at the traveler's
initiative. This means that, legally, two individual services are offered.
9. If you have selected Others from the type of service drop-down list in combination with

only one other service type, and the other services represent less than 25% of the total
price, a pop-up window is displayed.

Are the travel services of type others advertised as
or represent an essential feature of the trip?

e.g. opera ticket for an opera travel)

Yes, essential feature

Mo, additional service

Either:
° Click on Yes, essential feature if the other service is essential for the trip.
Or:
° Click on No, additional service if the other service is not essential for the trip.

Working with the expert mode

What is the expert mode?

The expert mode lets you create a form for a package holiday or a linked travel arrangement
in one step, without having to manually add information about the travel services.

How to create a form in expert mode

1. Change the Country of the point of sale if needed. The law according to which the form is
produced and the type of form are dependent on this selection.
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The traveler's nationality and the travel destination are not relevant when selecting the
country.

2. Select the form Language. Depending on the selected country, you may be able to
choose from several available languages.

3. Start typing the name of the provider and select the provider from the list.

° |If the provider is not in the list, enter the full name and click on New.

Marriott Hotel

Marriott Hotel MHew

If you are entering the provider of a package holiday, you must also add the
insolvency insurance. See How to add insolvency insurance for a provider on page 429.

° Select the option Travel Agency Acts as Tour Operator if you are bundling travel
services and selling them as a package under one invoice.

4. Click on Create Form.
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19. Sales Reports

Getting started with sales reports

What are sales reports?

Sales reports allow you to display sales information and accounting statistics about the
transactions that are stored in the document database. Sales report data is stored for a
maximum of 62 days.

Several types of report are available. The output of each report is defined using report
options.

How to access sales reports

Expand the Tools menu on the Main Page and click on Sales Report.

Tools A

[#]-[__] Productivity Suite

[=]-3) Sales Report
Daily Report (TJD)
Item Sales Report (TJI)
Query Report (TJQ)
Cross-Reference Report (TJX)
Summary Report (TJS)
Transaction Report (TIT)

#-[_] Australian Visa

How to display a report

1. In the Sales Report menu, click on the report that you want to display.

2. If the report information is not displayed by default, enter the required information. If

you want to modify the report display, refer to How to modify the report display on the

next page.
3. Click on Display Report.
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How to export a report as an excel file

1. Inthe Sales Report menu, click on the report that you want to export.
2. In Your Report Options, click on Export Report to Excel File.

How to modify the report display

1. In Your Report Options, click on Add or Change Your Report Options.
2. Select or clear the relevant options and click on Apply These Options.

3. Enter the required information and click on Display Report.

Understanding the types of sales report

Query report

What is the Query report?

The Query report contains a list of all documents that were issued or refunded for a single
date or date range.

The report includes the total fare, taxes, fees and commission.

Explanation: Query report

AGY HO - 12345675 QUERY REPORT 06JUH CURREHCY EUR

OFFICE - HCE1a0955 SELECTIOHN:
AGENT - 20125D 06 JUH 2012
SEQ HO AL DOC NUMBER TOTAL DOC TAX FEE COMM FF FPAX NAME AS ERLOC TEHC

eI @----—----- e 0-

000235+*125 9562512002 598.51 53.51 0.00 0.00 CA TEST/LLE SD SE2YYR TETT
000236*125 95625192003 598.51 53.51 0.00 0.00 CC TEST/ALE SD 5R3G0OQ TETT
000237+*125 9562512004 528.51 53.51 0.00 0.00 CC TEST/ALE SD 5R3IH2T TETT

©2022 Amadeus s.a.s - All Rights Reserved.

The 10-digit document number.

The three-character code for the validating airline of that document.

The document sequence number of the transaction, from 00001 to 99999.

An asterisk after the sequence number indicates that the sale has been confirmed.

The form of payment: either CA for cash or check, CC for credit card payment, MX for
multiple forms of payment (cash and credit card), or NR for net remit.
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e The last two characters of the agent sign of the issuing agent.

G The four-character transaction code.

Net Remit report

What is the Net Remit report?

The Net Remit report provides a list of all documents that were issued using an incentive
ticketing method such as nego, IT/BT or net remit. The report shows all documents issued
for a single day or date range. The selling fare, net fare, commission and the remit amount
are included in the report.

Explanation: Net Remit report

S5YS5TEM RESPONSE:

AGY NO — 91206041 NET/NEGO REPORT Z26FEB CURRENCY EUR
OFFICE — BCNULZ35E SELECTION:
AGENT — 0001 AR 26 FEEBE 2010
SEQ NO AL DOC NUMBER SELLING MET COMM TOUR CODE BREMIT AMT
0009687057 9163471884 465.00 420,00 25.00 ITAMAD] 70 395.00
0009697057 O91634 71885 405.00 N/A  0.00 BTA4ABLZ23 N/A
000971 057 91634 71BES 2HL. 00 N/A 22.68 IT N/ A
057 91634 F1BEE CHN]
000975 057 9163471802 405.00 N/A 33_B4 IT N/ A

The document sequence number of the transaction, from 00001 to 99999.
An asterisk after the sequence number indicates that the sale has been confirmed.

The three-character code for the validating airline of that document.

The 10-digit document number.

The tour code. If a sale has been cancelled, this field remains blank.

The remit amount, which is the difference between the net amount and the commission
amount. If the net amount is zero, then 'N/A' is displayed. If a sale has been cancelled, this
field remains blank.

A conjunction ticket is displayed with blanks in all columns except for the REMIT AMT
amount column where CNJ for conjunction ticket is displayed.

If the selling or the net amount exceeds 10 characters, the system truncates the amount
and displays a T for truncated in the last position of the field. The same applies for the
commission and remit amounts if they exceed nine characters.
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Transaction report

What is the Transaction eport?

19. Sales Reports

The Transaction report provides additional ticketing information for any document that is
listed in the Query report. You must first obtain the document number from the Query
report before you can display a Transaction report for that document.

The Transaction report displays the credit, tax, cash and commission amounts from the

Query report.

Explanation: Transaction report

AGENCY - 12345675 06JUN12
OFFID/AS- HCE1&0955 SD SD ITEM - 000237
DOC TYPEWELEC TKT SALE CURE. - EUE

AL/PROV @ 125 - FR
DOCUMEHT- 9562510004

STATUS - CONFIRMED
ELEC TKT SALE

PASSEHGER : TEST/ALEX

TOUR : IHVOICE

FOP1l : CC 508.51 CAXXXXXXXXXXXX0008

FOP2 :

FOP3 :

TAX : 28.00¥Q

ORIGIH :

PURCHASER :
FARE CATC :
AUTOMATED
PRICED

10. 630X

24FR9. H54FR

©2022 Amadeus s.a.s - All Rights Reserved.

598.51 CREDIT
0.00 CASH
53.51 TAX ‘B
0.00 FEES
0.00 COMM

PHE 5E3H2T

1213 sAPS10K

14.88XT

HCE BA LON718.54HUC718.54END PROEO.758475XT1.001Z4.

HMESCOMEP
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The document type can be:

OPATB SALE

CANX SALE

MAN TKT SALE

(OP)ATB Ticket Sale
Cancelled Sale

Manual (OP)TAT Ticket Sale

ELEC TKT SALE Electronic Ticket Sale

TOUR ORDER Manually Registered Tour Order

MAN PTA Manually Registered PTA

MAN MCO Manually Registered MCO

AUTO MCO Automated MCO

AUTO XSB Automated Excess Baggage Ticket

MAN XSB Manually Registered Excess Baggage Ticket
ACM Agent Credit Memos

ADM Agent Debit Memos

RECALL COM Recall Commission Statement

REFUND NOTICE

MAN REN

AUTO DEDUCT

Refund with Refund Exchange Notice
Refund without Refund Exchange Notice

Agent Automated Deduction

Q Airline numeric code and stock provider.

9 The credit, cash, tax, fees and commission amounts from the Query
report.

Daily report
What is the Daily report?

The Daily report provides a summary of all sales that were collected and refunded during a
single day.

The sales, refunds and resulting balance are reported by cash, credit and combined
cash/credit totals, and also by individual form-of-payment type. Adjustment totals are also
displayed in some markets. The report also shows the number of documents issued and
cancelled by document type.
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Explanation: Daily report

AGY NO - 23205980

DAILY REPORT @SMAY

19. Sales Reports

CURRENCY EUR

OFFICE - NCE1AQ@98R (1)

AGENT - ©102BE 09 MAY 2009
PAYMENTS X DOCUM SALES @ REFUNDS €©) BALANCE @
FARE AMOUNT CA @D 21433.00 2285.00- 19148.00
TAX AMOUNT CA 543.84 106.72- 437.12
FEE AMOUNT CA 0.00 0.00 0.00
DOC AMOUNT CA 21976.84 2391.72- 19585.12
COMM AMOUNT CA 883.43- 109.25 774.18-
REMIT AMOUNT CA 21093.41 2282.47- 18810.94
FARE AMOUNT CC (3 3279.00 0.00 3279.00
TAX AMOUNT CC 80.00 0.00 80.00
FEE AMOUNT CC 20.00 0.00 20.00
DOC  AMOUNT CC 3379.00 0.00 3379.00
COMM  AMOUNT CC 143.74- 0.00 143.74-
REMIT AMOUNT CC 163.74- 0.00 163.74-
FARE AMOUNT TOT c’ 24712.00 2285.00- 22427 .00
TAX AMOUNT TOT 623.84 106.72- 517.12
FEE AMOUNT TOT 20.00 0.00 20.00
DOC AMOUNT TOT 25355.84 2391.72- 22964.12
COMM AMOUNT TOT 1027.17- 109.25 917.92-
REMIT AMOUNT TOT 20969.67 2282.47- 18687.20
FORM OF PAYMENTS © SALES REFUNDS BALANCE
CA/CASH 16824.12 2391.72- 14432.40
CA/CHECK 5152.72 0.00 5152.72
cc/cenc 3379.00 0.00 3379.00
DOCUMENT VOLUME ‘) ISSUED CANCELLED SOLD AMT DOC SOLD
AUTO MCO 2 0 2 135.00
RFND 3 1 2 2391.72
ELECTRONIC 11 0 11 25220.84
MANUAL TKT 1 1 0 0.00
>

o Report header

9 Sales values

(3) Refunds values

9 Balance (sales minus refunds)
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e Breakdown by cash (cash and cheques)

6 Breakdown by credit (all credit cards)

0 Breakdown totals (combined cash and credit)
@ Breakdown by individual form-of-payment types

9 Number of documents issued and cancelled, by document type

For detailed information about each field in the report, enter HE TID in the Amadeus
Information Pages.

Summary Sales Period report

What is the Summary Sales Period report?

The Summary Sales Period report provides a summary of all sales that were collected and
refunded during a sales period.

The sales, refunds and resulting balance are reported by cash, credit and combined
cash/credit totals, and also by individual form-of-payment type. Adjustment totals are also
displayed in some markets. The report also shows the number of documents issued and
cancelled by document type.

Explanation: Summary Sales Period report

AGY NO - 23205980
OFFICE - NCE1AQ98R

SUMMARY REPORT ***
SALE PERIOD @

CURRENCY EUR

AGENT - ©102BE CURRENT 09 MAY 2009
PAYMENTS X DOCUM SALES @ REFUNDS €©) BALANCE @
FARE AMOUNT CA © 21433.00 2285.00- 19148.00
TAX  AMOUNT CA 543.84 106.72- 437.12
FEE  AMOUNT CA .00 0.00 .00
DOC  AMOUNT CA 21976.84 2391.72- 19585.12
COMM AMOUNT CA 883.43- 109.25 774.18-
REMIT AMOUNT CA 21093.41 2282.47- 18810.94
FARE AMOUNT cC @ 3279.00 .00 3279.00
TAX  AMOUNT CC 80.00 0.00 80.00
FEE  AMOUNT CC 20.00 0.00 20.00
DOC  AMOUNT CC 3379.00 0.00 3379.00
COMM  AMOUNT CC 143.74- 0.00 143.74-
REMIT AMOUNT CC 163.74- 0.00 163.74-
FARE AMOUNT TOT @ 24712.00 2285.00- 22427.00
TAX  AMOUNT TOT 623.84 106.72- 517.12
FEE  AMOUNT TOT 20.00 0.00 20.00
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DOC AMOUNT TOT 25355.84 2391.72- 22964.12

COMM AMOUNT TOT 1027.17- 109.25 917.92-
REMIT AMOUNT TOT 20969.67 2282.47- 18687.20

FORM OF PAYMENTS (’ SALES REFUNDS BALANCE
CA/CASH 16824.12 2391.72- 14432.40

CA/CHECK 5152.72 0.00 5152.72

CC/ccbc 3379.00 0.00 3379.00

DOCUMENT VOLUME G’ ISSUED CANCELLED SOLD AMT DOC SOLD
AUTO MCO 2 0 2 135.00

RFND 3 1 2 2391.72

ELECTRONIC 11 0 11 25220.84

MANUAL TKT 1 1 0 0.00

>

o Report header

e Sales values

9 Refunds values

Q Balance (sales minus refunds)

e Breakdown by cash (cash and cheques)

@ Breakdown by credit (all credit cards)

0 Breakdown totals (combined cash and credit)

9 Breakdown by individual form-of-payment types

9 Number of documents issued and cancelled, by document type

ltem Sales Period report

What is the Item Sales Period report?

The Item Sales Period report lists all documents issued in a sales period, with the cash and
credit totals against each item. The report is split into three main sections: sales, refunds and

non-issued documents.

Explanation: Item Sales Period report

AGY NO - 38200201
OFFICE - ROMAL2117
AGENT - ©001AA

ITEM REPORT ***
SALE PERIOD @
CURRENT

CURRENCY EUR

02 APR 2009

DOCNUM PAYMENT CREDIT

©2022 Amadeus s.a.s - All Rights Reserved.
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SALES @

4117069177 CASH 0.00  323.31 31.31 0.00 15.91
4117069178 E 220-4117069049 0.00  100.00  0.00 0.00  1.00
- 179 CASH

4117069180 CHECK 0.00  738.60 43.60 0.00  6.95
4117069181 XXXXXXXXXXXX2402  190.76 0.00 21.76 10.00  14.31
4117069182 CASH ©.00  338.95 27.95 0.00 16.95
4117069183 XXXXXXXXXXXX1004  190.76 0.00 21.76 10.00  14.31
4117069184 CANCELLED 0.00 0.00  0.00 0.00  0.00
SALES ! CREDIT 381.52 TAX 146.38

TOTALS ! CASH 1500.56  COMMISSION -69.43

FEE 20.00

REFUNDS €

4117069176 CASH 0.00  656.20 26.20  0.00

REFUNDS |  CREDIT 0.00 TAX 26.20

TOTALS ! CASH 656.20  COMMISSION 0.00

REPORT @ !  CREDIT 381.52 TAX 120.18

TOTALS ! CASH 844.36  COMMISSION -69.43

FEE 20.00

4117069150 4117069152 4117069153 4117069154 4117069156
4117069160 4117069161 4117069163 4117069164 4117069165
>

Report header

Sales details and totals

Refunds details and totals

Report totals

Non-issued documents

Cross-reference report

What is the Cross-reference report?

The Cross-reference report cross-references ticket numbers against invoice numbers (for
(OP)TAT and (OP)ATB tickets) or stock control numbers (for (OP)ATB only), and vice versa.
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The report also shows the PNR record locator and amount associated with the ticket
number.

You can report on a specific ticket number, stock control number or invoice number, or on
all numbers issued on a particular day or date rate.

By default, the system reports data created by all agents in an office, not only your own sign.

The Cross-reference report is only available for airlines or markets that print (OP)ATB tickets,
or that print invoices and have the ticket invoice cross-referencing field (CRF) set to YES in
the office profile.

Explanation: Cross-reference report

AGY NO - 19490471 XREF REPORT  ©2APR CURRENCY EUR

OFFICE - HELAT2120 (1)

AGENT - ALL @2 APR 2009
@ooc NuM © 1nvoIcE PNR REC LOC AMOUNT
2144219673 0000001000 2XAPS5 373.69
2144219674 0000001001 2X7XBN 347.56
2144219675 0000001002 2X7XBN 347.56
2144219676 0000001003 2SMSWG 293.89
2144219677 0000001004 2VM7AQ 41.96
2144219678 0000001005 2VM7AQ 41.96
2144219679 0000001006 NOPNR 362.56
2144219680 0000001007 NOPNR 362.56
2144219681 0000001008 NOPNR 962.56
2144219682

2144219683 0000001009 NOPNR 362.56
2144219684 0000001010 2WICFR 316.59
2144219685 0000001011 2YDIFL 318.89
2144219686 0000001012 2WICFR 316.59
2144219687 0000001013 2YBMTQ 229.68
2144219688 0000001014 2V73RM 229.68
2144219689 0000001015 2V73RM 229.68

>

o Report header

Q Ticket number

9 Invoice number
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Refunding in sales reports

Which items are refunded in sales reports?

o E-tickets
e EMDs
e TASFs

How to refund an item

The sale must have been confirmed to allow a refund. This is indicated by an asterisk after
the sequence number of the item in the Query report.

1. Display the Query report and select the item that you want to refund.
The item must have a transaction code of TTKT, EMDA or EMDS.
2. Click on Refund.

3. Inthe Refund window, select the refund type. The refund type depends on whether you
are refunding an EMD or an e-ticket.

° If you select Basic, Tax Only, Zero or ATC Basic Refund:
i. Click on Continue to the Refund Record to review the refund details and update if
necessary.
ii. When you are ready to process the refund, click on Save and Confirm.
iii. Click on Close to return to the Query report.
° |f you select Basic Full, No Report or ATC Full Refund:
i. Click on Refund Now.
The Refund window is updated with confirmation of the refund.
ii. Click on the Close button [:1 to return to the Query report.

The transaction code of the refunded item changes to RFND.

How to display a refund

1. Select the item in the Query report that you want to display a refund for.

The transaction code for the item must be RFND to indicate that it has been refunded.
2. Click on Display Refund.

The Display Refund button is only available if the item has been refunded.

Or:
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In the Tickets, EMD and TASF section of the booking file, click on the Display Refund link
under a refunded item.

You can print the displayed refund record if your office allows it.

How to update a refund

1. Click on the refund item in the report that you want to update.

The transaction code for the item must be RFND to indicate that it has been refunded.
2. Click on Display Refund.

The Refund record opens in edit mode.
3. Update the information as required and click on Save and Confirm.

Voiding items in sales reports

Which items are voided in sales reports?

e E-tickets
e EMDs
e TASFs

e Refunds

How to void an item

You cannot void an item if the sale has been confirmed.

1. Select the item in the Query report that you want to void and click on Void.
The item must have a transaction code of TTKT, EMDA, EMDS.
2. To confirm the void, click on Void in the pop-up window.
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20. Australian Visa

What is the Australian Visa module?

The Australian Visa module allows you to:

e Apply for an Australian visa from the Electronic Travel Authority (ETA) system.
e Check if a passenger has previously been granted an Australian visa.

e View all Australian visas that have been requested by your office.

How to apply for a visa

Note: According to the Australian government, you can only apply for an Australian visa
through the Australian Electronic Travel Authority (ETA) app. As a result, the Australian
Visa options under the Tools menu are currently unavailable.

1. In the Main Page menu, under the Tools menu, expand Australian Visa and click on Visa
Application.

2. Alternatively, click on Australian Visa Application in the What do you want to do next?
section of an open booking file.

3. Inthe Visa Request Form, complete the mandatory fields and select the mandatory
option buttons.

Tip: Hover over the information @ icon to see more details on a specific field or
option.

4. Select the type of travel.

5. Click on Request Visa.
The visa response informs you if the visa is accepted or rejected.

6. To request another visa, click on Request Next Visa. Otherwise, click on Close.
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Tools - Australian Visa - Visa Application

‘Visa Request Form Visa Response

Agent Logon AMS1A0982

Australian Visa Request Form

Passenger information Passport information Contact &Address

Home Address
Last name Passport Number
Given Name(s) szuing State/Country
l
Sex ® Msle O Female ssuing Authority/Place of Issue

Home Phone

Country Are Phone
Date of Sirth Date of lssus [y | Coumy Area Ui
[
Exgiration Date [ | Business Phone
Country of Birth
Country Arez O Fhons
Naticnality National Identity Numbsr
Call Phons
Criminal Comviction 0O @ Ove Count P
Country hone
Visa validity 0 ONe ®ves
Domesticviolencachargss i) & Mo O ves
B . Note: At least ane telephone number is required.
Passport of other countries Otio ® Yes
Domesticviolenczorders @) @ No O ¥es Email
Fassport Number
Flizz 0 O Bve
Issuiing State/Country
Last name
Nationslity
Given Name(z)
Date of lssue
Sex ® Msle O Femsle
Expirstion Date
Date of effect
Lastname
Reazon
Given Hame(s)
+ Add ancther name
Sex ® Mzle O Female

Date of Birth

Add another passport

Typeof Travel @ Tourism O Business

Request Visa

How to enquire about a visa status

1. Inthe Tools menu, expand Australian Visa and click on Visa Enquiry.
2. Enter the search criteria and click on Search.

How to view the visa history

In the Tools menu, expand Australian Visa and click on Visa History.
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21. Timatic

Getting started with Timatic

What is Timatic?

Timatic is a graphical application that replaces the Amadeus Timatic cryptic entries.

It allows you to check travel requirements directly in the IATA database using your IATA
credentials.

To search for and check travel information, you can either:

e Manually add the passenger and itinerary details.
Or:

e Load the passenger and itinerary details from a booking file before adding any additional
information.

What are the prerequisites to access Timatic?

e Timatic content must be activated by your administrator.

¢ You must have IATA credentials. You can request credentials from the Timatic login page:
a. On the login page, click on Register now.
b. Enter the required details.
c. Confirm that you have read the Terms and Conditions, and click on Submit.

Alternatively, contact your regular IATA consultant.

How to access Timatic

1. On the main Selling Platform Connect menu, click on Scripts and select Timatic.

2. Sign in using your IATA credentials.

For more information, see Searching for travel information on the next page.
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Searching for travel information

What are the ways of searching for travel information?

e Search without an active booking file

Without having an active booking file open, you can perform a basic itinerary search,
which retrieves visa and passport requirements.

If you need to enter additional information regarding the passenger or itinerary, you
need to do this manually because there is no option to load a booking file in this mode.

See How to search for travel information without an active booking file below.
e Search with an active booking file

If you already have an active booking file open when you access Timatic, you can load the
passenger and itinerary details from the booking file before you search.

You can also manually add any additional search criteria that were not automatically
loaded from the booking file.

See How to search for travel information with an active booking file on the next page.

How to search for travel information without an active
booking file

1. Sign in to Timatic using your IATA credentials.
2. Complete the mandatory fields, which are marked in red.

3. To add additional information, click on Itinerary and traveler details in the Actions
section and enter the required details.

° |f a passenger's nationality is different from their country of residence, you need to
select their residence document type.

° Some destinations have an additional field for passenger gender. For a list of these
destinations, see Which countries require gender information? on page 1.

4. Click on Check to display the travel information.

5. Use the Follow-up Actions drop-down menu in the Check Results panel to perform
additional actions such as expanding or collapsing the travel information sections.
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Add RM res

= Print All
& Download
4 Expand all sections

= Collapse all sections [

For more information on the follow-up actions, see Travel information follow-up actions
on page 451.

How to search for travel information with an active booking

file

1. Retrieve the booking file.

2. Sign in to Timatic using your IATA credentials.

3. Click on Load PNR to transfer the details from the booking file.

° This option does not transfer the exact booking file data to Timatic. You may still need
to define some customer preferences after the information is loaded.

° For round-trips, the Departure and Destination airports are the same after the
information is loaded from the booking file.

4. Ensure that all mandatory fields are completed, which are marked in red.
5. To add additional information, click on Itinerary and traveler details in the Actions
section and enter the required details.

° |f a passenger's nationality is different from their country of residence, you need to
select their residence document type.

° Some destinations have an additional field for passenger gender. For a list of these
destinations, see How to search for travel information with an active booking file
above.

° To add transit points, click on Select for this field and select a maximum of five arrival
airports. A transit point is defined as a stop-over of less than 24 hours, whereas a
destination is defined as an airport stop that exceeds 24 hours.

6. Click on Check to display the travel information.

° |If the booking file contains multiple passengers, the information for each passenger is
displayed on separate tabs.

° |If you selected transit points, the information for the arrival airport of each transit
point is also displayed on separate tabs.

7. Use the Follow-up actions drop-down menu in the Check results panel to perform

additional actions such as expanding or collapsing the travel information sections.

©2022 Amadeus s.a.s - All Rights Reserved. 449



Amadeus Selling Platform Connect

=
&

Add RM res

21. Timatic

Print All
Download [

4 Expand all sections

= Collapse all sections [

For more information on the follow-up actions, see Travel information follow-up actions

on the next page

Explanation: Timatic travel information

Category
Geographical
Information

Passport

Visa

Health

Description
Provides general information about the destination country.

Provides information about document validity, additional passport
information, and possible warnings in case of particular types of the
document.
The following field can influence the search results:

¢ Document held
Provides information about visa requirements and possible warnings, such
as onward ticket requirements.
The following fields can influence the search results:

¢ Nationality

e Document held

Provides general health information, such as vaccination requirements.

To receive more detailed and accurate information, you should enter
additional search criteria in addition to the mandatory fields.

The following fields can influence the search results:
¢ Destination
¢ Transit points
e Countries visited in the last 6 days
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Category Description
Provides airport tax information, such as the conditions under which
airport tax is levied on passengers.

The following fields can influence the search results:
Airport Tax ¢ Destination
¢ Purpose of Stay

e Transit points (if the passenger will not depart within 24 hours or has
an intention to leave the airport).

Provides sub-sections referring to export regulations, special services, and

Customs
baggage clearance.

Currency Provides information about the currency of the destination country.

Travel information follow-up actions

How to print the travel information

To print all of the travel information, click on Print All in the Follow-up actions drop-down
menu.

You can also print only individual sections using the Print icon on the corresponding
result section.

How to download the travel information

To download and save the travel information, click on Download in the Follow-up Actions
drop-down menu.

How to add travel information remarks to the booking file

1. Click on Add RM in the Check Results panel.
2. Enter the details in the message box, and click on Save in PNR.
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22. Document Management

Document Management is an online storage system for documents created in Selling
Platform Connect. All document types, such as IATA documents, itineraries or generic
documents are automatically stored as PDFs as soon as they are issued.

You can print or download any document immediately after you issue it without leaving your
session. Alternatively, you can retrieve, print and download your documents later using the
Document Management interface.

For the Document Management user guide and more information, see the Document
Management entry point on ASH.
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