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1

CSS RES and Ticketing Classroom Guide

The CSS Reservations and Ticketing Classroom Guide works in tandem with the 15 Day SabreSonic® CSS
Reservations and Ticketing Course. The material presented will identify areas of importance when
demonstrating key learning within the SabreSonic® CSS Interact System.

As you proceed through the course, open to the corresponding pages in the Classroom Guide to reinforce the
material covered by your instructor as you work through the various scenarios.

This Guide includes:

A 15 Day Agenda of the SabreSonic® CSS Reservations Ticketing course.

Table of Contents

Extracts from current Reservations Training Guides based upon the agenda.

Extracts from the current Ticketing Training Guides

Extracts from the current Electronic Miscellaneous Document (EMD) Training Guides

Appendix of all Res and Ticketing Guides available to you on the Sabre Community Portal

This Guide does not include:

Your airlines local procedures.

Screen captures from your airlines partition.

Note Your instructor may vary the order in which topcs are taught based upon classroom needs and time

requirements.

1 CSS RES and Ticketing Classroom Guide
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1 Reservations

1.2 Navigation

Notes:

The SabreSonic® CSS Interact GUI immediately opens to a splash screen for your airline.
Three functions exist which will assist you when navigating through the Interact System. They include
Menu Bar

. Function Tabs

Sub navigational Labels

S ManuEe T R — -
' Bt frcodeiliecede  TMATIC Beek  Heip |
,'F " ] n 7] = T [E]
L_":O'Id“"lug'" ¥ Swaredion Pares Pricing Fy
| TRERVS

b

tice Taba
SRt + F1

L] " ™
g FegrDulais STARS Umnvas
Exisling

SRift + F2

R ]
CERT-JFE-5

—— Trip Ssmmary

Edil Ricar iy

SRift & F1

Speciic Fight
fhift = Fd

Sub Navigational Labels

Repetitive
SRift + FE

Sl
SRift & FT

Fagr Dsdails
shift =+ FE
Car
i + F

[
SR & F1D

Menu Bar

Sign Inf Qut Encode/Decode

TIMATIC  Tools Help

The Menu Bar is a series of drop down menus from topic headings accessible while working within Interact.
As you proceed through training you will be introduced to various topics
o Functional Tabs

Training Guide
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—_—
F1 F2 F3 F4 1 F& Fr F2
Flights Check-n Boarding Operations Seats Reservations Pricimg Ticketing

The Tab area of Interact allows you to select various functions, from Check-in to Reservation or Ticketing.
More on this later.

° Sub Navigational Labels

Once a tab is select, corresponding labels associated to the tabs are shown on the left side of the screen. A
partially display of these labels are shown below.

£ Reservations

New
Shift + F1

Existing
Shift + F2

Edit Itinerary
Shift + F3

Specific Flight
Shift + F4

As you work through the various scenarios with your instructor, you'll have a better understanding of the
navigation from Tabs to Labels.

1.2.1 Sign In/ Sign Out

Notes:

The Sign In / Sign Out is the first menu item.

Sign In/ Qut Encode/Decode TIMATIC Tools Help

To sign in to Interact

1. Select the Sign In/Out option from the menu bar or select <Alt +S>.

The Sign In/ Out menu displays.

1 Reservations
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SignIn/ OQut Encode/Decode
SignIn
Sign Out
Change Password
Change Duty Code
Sign In Messages
PIM Mumber Setup
Change Password with PIM
Sign In to Apris
Sign Out of Apris
Exit

From the menu you can select any option listed. This guide will demonstrate:
e Sign In/ Sign Out
e Change Password
o PIN Number Setup
¢ Sign in Messages
2. Select Sign In.
The Sign In window displays:

Signtn —l—
Sign In
Employee Number: = | E
Password: -
Airlime Code [ Suffiax
Duty Code:

I Designate Printers

O Cancel

Note Red asterisks (*) indicate required fields
Input your employee number.
Input your password.
Input an airline code (defaults to your carrier); you can add a suffix (if applicable).
Change your duty code if applicable (defaults to the highest duty code in your EPR).

N o g &~ w

If applicable, select the Designate a Printer check box.
Note You can only designate a ticket printer by signing in with a duty code of 4, 5, or 7.
8. Select OK.
If you selected Designate a Printer, the Printer Functions window appears next:

You can also access Printer Functions by selecting CTRL+P at anytime.

1 Reservations
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Printer Functions

Select Option:
| =K
" Hardcopy Printer Address

" Ticket Printer Address

" Bag Tag Printer Address

Boarding Pass Printer Address

O gancel |

9. Select the Select Option * drop-down menu to view options.
10. Select from the following options (required field):
a. Select Designate Printer(s).
b. Select Hardcopy Printer (if applicable) and a box appears for the printer address.

c. Select Ticket Printer (if applicable) and a box appears for the printer address. (This option requires the
ticket print routine and station number.)

d. Select Bag Tag Printer (if applicable) and a box appears for the printer address.
e. Select Boarding Pass Printer (if applicable).
The Printer Functions window appears for the printer address:
11. Complete the required information.
12. Select OK.

The OK Printer window appears with a message that the printers are assigned. Click on OK to close the
window.

You are now signed into the Interact Interface. Your current environment, city, and duty code appears in the
upper-right corner. The printer icon indicates you have designated a printer.

Change Password

You are required to change your sign-in password periodically. The system advises you of the upcoming
password expiration 10 days before the change date. The new password cannot be the same as the current or the
three previous passwords.

To change your password

1. Select Change Password from the Sign In/Out drop down menu.

The Change Password window displays:

1 Reservations
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[ Change Password é:
Change Password

Employee Number: * | -
Old Password: "

Wew Password: * |

Mew Password: *

Alrline CodelSuffix;

QK | Cancel

Input your employee number.

Input your old password.

Input your new password.

Input your new password a second time to confirm.
Input the airline code/suffix (if applicable).

Select OK.

N o g A~ DN

Set Up a PIN Number

Each airline has the option to permit employees to establish a PIN or Personal Identification Number. With a
PIN, you can change your password. Each airline has the option to lock out a PIN after a select number of
erroneous PIN attempts. If you're locked out, ask a supervisor for assistance.

To setup your PIN number

1. Select PIN Number Setup from the Sign In/Out drop down menu.
The PIN Number Setup window displays:

PIN Number Setup

Type Pin Number: " I +
Re-Type Pin Number: * |

[Ee (=]

2. Input your 4-digit pin number.

3. Re-type your 4-digit pin number.
4. Select OK.

A message window appears telling you your PIN has been established.

5. Select OK again.

1 Reservations
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1.2.1.3 Display Sign-In Message

When you sign into the Interact interface, a sign in message may display to alert you to new procedures, special
promotions, or important announcements. After the initial sign-in, you can redisplay the sign-in message.

To redisplay the Sign In message

1. Select Sign in Messages from the Sign In/Out drop down menu.

2. The sign in message displays in the work area (see example below).
| F1 F2
Reservation Fares
sS/¥

Z77. 722724175, . AL LU0
MO MESSAGE..09DEC

1.2.2 Encode/ Decode

Notes:

Encode / Decode is the next menu item.

Sign Ind Out Encode/Decode TIMATIC  Tools Help

Click on Encode / Decode on the menu bar to display the drop down menu. You can also type ALT+E
(underlined letter) to display the same information.

. Use the Encode function to translate various entries into valid IATA standard codes.

° Use the Decode function to accomplish the opposite by taking an IATA standard code and translating it
to the actual name.

You can encode or decode the following items from the drop down menu.

o City o State o Country

o Airline o Equipment e Agent Sign
/EPR

o Car o Hotel o Currency

o Agency o Airport o Tax / Base

. Taxes

Let's look at the ones most frequently viewed.

1 Reservations
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1.22.1 City

You can encode or decode a city.
To access this function

1. Select Encode / Decode from the main menu.

Encode/Decode
State
Country
Airline
Equipment
Agent Sign / EPR
Car
Hotel
Currency
Agency
Airport
Tax / Base

Taxes

2. Select City.

To encode a city name
Encode | Decode City i

Encode / Decode City

Select Option: *

# Encoce City Name [BOSTON| -
 Decode City Coge

QK Cancel

1. Click the Encode City Name radio button.
2. Enter the City Name.

3. Select OK.

A window displays as shown below. The system attempts to make an exact match. If an exact match is not
available, it displays a list of probable codes. Including airport, city and rail.

1 Reservations
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Encode/Decode Results

BOSTON, MASSACHUSETTS  USA

ETY  BOSTOM EXEAY AATL, MASSACHUEETTS,USA
YO8 BOSTON COACH, MASSACHUSETTS, LSS

B BOSTON COACH CORP, MASSRCMUSETTS,USA
18C BOSTON CTY FELPAT, MASSACHUSETTS, USA
ZAU  BOSTOM ETLZE AALL, MASSACHUSETTS,USA
W0 BOSTOM SOUTH RATL, MASSACHUSETTS, USA

To decode a city code

Encodde f Deccale City

Encode / Decode City

Select Option: *
© Encode City Name:

& Decode City Code boa

x| *

1. Select the Decode radio button.

2. Enter the City Code.

3. Select OK.
A window displays the three-letter city code and country based on your search criteria.
- v — ==
Encode/Decode Resulis
BT BOETON, MA E

1.2.2.2 Agent Sign/ EPR

You can decode EPR numbers and agent signs.

To access this function

1. Select Encode / Decode from the main menu.

2. Select Agent Sign / EPR.

Training Guide
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The Decode Agent Sign/EPR Number window displays:

Decode Agent Sign/EPR Number 3]
Decode Agent Sign/EPR Number
® By EFR Number + EPR Numbar:
o 1 [_gance:

To decode EPR numbers

1. Select the By EPR Number radio button (default).
2. Enter the EPR number.
3. Select OK.
A window displays with the requested Employee Profile Record (EPR) information.

Note The EPR details you view may differ. Only authorized personnel at your airline may view the EPR
details of other employees. You may be limited to viewing only the first two lines of another
employee’s details.

To decode agent signs

1. Select the By Agent Sign radio button.

2. Enter the three-character agent sign code (consists of a single-character Function code and 2-character
Agent Sign).
3. Enter the agent’s home station city code (optional, if the agent has the same home station as you).

4, Select OK.

The response displays in the workspace with the information of another agent’s Employee Profile Record
(EPR).

1.2.2.3 Taxes

Sabre uses a tax database to house the tax codes for each country. During pricing, Sabre first looks for the
applicable tax country and the tax codes for that country.

With the Taxes option, you can view tax information by:

Taees for City, Lrmantey or Tam ok —’
Taxes For City Country or Tax Code
-
pribeer
k1
[e=tail By Tax Code
[ = | ancet

1 Reservations
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1.2.2.4 City

To display city taxes:
1. Select Encode / Decode from the main menu.
Select the Taxes.

3. The Taxes for City, Country or Tax Code window displays.

Tamgs fior City, Counry o Tax Coce B

Taxes For City.Country or Tax Code

il

|| « -

4, Select the City radio button (default).
5. Enter the city code (MEX).
6. Select OK.

The following example response is for the city code MEX. :

f B "” " " 3 e
Reseovation I Fares Prciny Ticheting Flght ind Psgr Detals

The Rule Information window also displays

Rule Infarmatsan [ x|

Rule Information

0|
7. Enter line number 1 within the Rule Information display, to find out more information about the MX
tax.
8. Select OK.

Once the tax details are displayed, you will have different rule variables such as city pairs, board point, off
point, passenger types, dates of travel etc. These variables are called Sequences. The Cross of Lorraine
indicator at the lower right side tells you that additional sequences exist for this rule.

1 Reservations
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THN"1

TAX CODE TAX HAME

M TRANSPORTATION TAX - DOMESTIC IVA
COUNTRY CODE COUNTRY NAME

M MEXTICD

CURRENTLY EFFECTIVE FOR SALES AND TRAVEL
FUTURE DATE DIFFEREMCES NOTED OM SPECIFIC TAX SEQUEMCE

MULTIPLE
TAX DETAILS

QUENCES EXIST USE SEQUENCE ENTRY TO DISPLAY
OR EACH SEQUEMCE - REFER TO TXNHELF FOR
SEQUENCE ENTRY

01 TAX

TICKETS 501 M SSUED AMYWHERE.
* TRAVEL FROM C15, CTM, MAM, ML, NLD, NOG, PD5, REX, TAP, TI] l
TO MEXICO EXCEPT €15, CTM, MaAM, MXL, NLD, NDG, PD5, REX,
TAP, TIJ.
* ORIGIN FROM CI15, CTM, MAM, MXL, NLD, NOG, PD5, REX, TAP, 'IlJ

When multiple sequences exist within a tax rule, a pop up allows you to select a sequence number..

Rule Information n

«
Lo G
9. Add the Seq number (43) as shown in your tax rule.

10. Select OK.
The details for that sequence will display.

Multiple Sequences Exist

"

TAX CODE TAN HEME
M TRANSPORTATION TAXK - DOMESTIC IWA
COUNTREY CODE COUNTRY HAME
? LRI
CURRENTLY EFFECTIVE FOR SALES ANMD TRAVEL
FUTURE DATE DIFFEREMCES WOTED OM SPECIFIC TAX SEQUERCE
N1 Tax
i 16 PFERCENT SEQ: 43
[0F Tax DETALL
WG TAX DETAIL RESTRICTIONS APPLY.
l'i AL E
TICKETS SOLD AND TSSUED ANYWHEHE

i

Each sequence contains the following eighteen Categories, which are the variables within each sequence (not all
categories may be applicable to every sequence):

01 Tax 07 Airline 13 Cabin

02 Tax Detail 08 Equipment 14 Discount

03 Sale 09 Passenger Type 15 Miscellaneous
04 Travel 10 Fare Type/Class 16 Reissue

05 Validating Carrier 11 Transit 17 Routing

06 Currency 12 Ticket Designator 18 Refund

During pricing, Sabre first looks for the applicable tax country and the tax codes for that country. Next, the
system searches each tax code sequence. The system reviews the categories in each sequence for an applicable
sequence match. If an applicable sequence is located, the search stops and the tax is applied.

1 Reservations
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Remember, that Sabre does the work for you, but this will give you a better understanding of the complexity of
tax rules and their application.

1.2.3

TIMATIC

Notes:

Also known as TIM (Travel Information Manual), TIMATIC is a monthly publication which provides detailed
information on entry requirements and regulations for nearly 200 countries. A group of International Airlines
control TIM and continually monitor and update the contents.

To access the TIMATIC system

1. Select TIMATIC from the main menu bar to view the drop-down menu.

TIMATIC |Tools Help

Visa Travel
Health Travel
Al Travel

Full Text Query

Mews

Rules

Display Area
Country Encode
Exrt TIMATIC

Electranic Visa

APP -
APP -
APP -
APP -
APP -

CheckIn

Cancel Movement

Flight Information

Flight Register Maintenance

Crew

Note

2.

Select Visa Travel. this action will access the TIMATIC system.

Currently, you can only use APP (Advance Passenger Processing) for travel into Australia, Bahrain,
New Zealand and Saudi Arabia. APP options are for airport users and not covered in this module.
For more information, refer to the APP Interact module.

Hosi=TM

oK

—

3.

The Visa Travel Information window appears.

Select OK to continue.

Training Guide
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T k'
Viza Travel Information A ﬁ
Visa Travel Information

Passenger Nationality: * [

Paszenger Destination: *

Alien Residency: l_

Point Of Embarkation: l_
Cities Of Transit: [ L [
seaman: ¢ Yes @ No

Diplomat: © Yes % No(m)

Cancel |

4. Fill in the requested information.

o o

o o

. Point of Embarkation - Optional (Use 3 letter city/airport code)

D

. Cities of Transit - Optional : (Use 3 letter city/airport code)
f. Select Yes if the passenger is a Seaman (defaults to No).
g. Select Yes if passenger is a Diplomat (defaults to No)

5. Select OK to continue.

. Passenger Nationality: US or JFK (Use either 2 letter country code or 3 letter city/airport code)
. Passenger Destination: MX or MEX (Use either 2 letter country code or 3 letter city/airport code)

. Alien Residency (Optional) US or JFK (Use either 2 letter country code or 3 letter city/airport code)

The Visa regulations and requirements for the requested nationality, destination, and transit point (if required)

display:
F1 F2 Fi Fa F5 F& F
Reservation Fares | Pricing Ticketing Flight Info  Psgr Details STAR:
TIRVINAUSAFDEDUBE

TIMATIC-3 / 11auGl5 / 2143 uTC

NATIOMAL USA Sus/

DESTIMATION IRELAND /REP./ /IE/

VISA DESTIMATION IRELAND /REP./ /IE/

,,,,,, NORMAL PASSPORTS ONLY ......

PASSPORT REQUIRED.

- PASSPORTS AND/OR PASSPORT REPLACING DOCUMENTS MUST BE VALID
FOR THE PERIOD OF INTENDED STAY.

PASSPORT EXEMPTIONS:

- HOLDERS OF EMERGENCY OR TEMPORARY PASSPORTS.

VISA REQUIRED, EXCEPT FOR NATIOMALS OF USA.

MIMNORS:
- HTI DREN UP TO/INCL.16 YEARS OF AGETIDFT/IE/PA/MI/ID18807
TIPN

The TIPN notation at the bottom of the display indicates there is additional information on the next page. Select

the PGDN key on your keyboard to display the additional information.

The following navigation keys will move you through the displayed TIMATIC information:

| Keyboard Key | Function

Training Guide 14
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Keyboard Key

Function

PGDN

Displays next page of information

PGUP Displays previous page of information
Shift+PGUP Displays first page of information
Shift+PGDN Displays last page of information

SCAN COMPLETE notation at the bottom of the screen indicates the end of the available information:

1.2.3.1 Health Travel Information

Many countries require or recommend vaccinations and other measures before visiting. With the Health Travel
Information, you can display the requirements, regulations, and recommendations for passengers visiting and

transiting in certain destinations.

To display health travel information

0 Tool:  Help

¥isa lrovel

7 | Health Traval

Bl Travel

Full Taxt Guary
Hesvwes

Rulas

Display Area
Lountry Encode
Ewit TIMATIC

1. Select TIMATIC from the main menu bar.
2. Select Health Travel.

The Health Travel Information window displays:

e

| » Health Travel Information

Passenger Destination: ™ I *
Passenger Embarkation: *

Cities Visrted & Days Before Travel: | [ |

Cities of Transit: I_ [ I_ I

Health Travel Information ——

x

oK Cancel
3. Fill in the requested information:

a. 3 letter airport/city code or a 2 letter country code in the Passenger Destination field (required).

b. 3 letter airport/city code in the Passenger Embarkation field (required).

c. 3 letter airport/city codes in the City Visited 6 Days Before Travel fields (optional).
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d. 3 letter airport/city codes in the City of Transit fields (optional).

4. Select OK.
The requirements and recommendations for the destination display:

i R F3 74 5 Fé 7
Reservabon Fares Pricing Ticketing Flight info  Psgr Details STAR=s

TIRHIEMLAXZIDEDAD

TIMATIC-3 / 11AUG15 / 2101 uUTC

EMBARKATION USA /uS/ /DESTINATION VIET NAM /VN/

HEALTH DESTINATION VIET NAM /VN/

VACCINATION AGAINST YELLOW FEVER REQUIRED IF ARRIVING WITHIN 6

DAYS AFTER LEAVING OR TRANSITING COUNTRIES WITH RISK OF YELLOW

FEVER TRANSMISSION TIRGL/YFIN.

EXEMPT FROM YELLOW FEVER VACCINATION:

- CHILDREN UNDER 1 YEAR OF AGE.

- PASSENGERS TRANSITING COUNTRIES WITH RISK OF YELLOW FEVER
TRANSMISSION PROVIDED NOT LEAVING THE TRANSIT AREAS.

RECOMMENDED:

- MALARIA PROPHYLAXIS: MALARIA RISK, MAINLY DUE TO P.
FALCIPARUM, EXISTS IN THE WHOLE COUNTRY, EXCLUDING URBAN

TIPN

The above response indicates that passengers do not require the Yellow Fever Vaccination, but it recommends
vaccination for Malaria Prophylaxis.

1.2.3.2 Exit TIMATIC

To exit TIMATIC and return to the prior operating system (RES) working area:

TIMATIC e Help

Visa Travel

7 Health Travel
Al Travel
Full Text Query
Hewrs
Rules
Display Arca

Country Encode

Exit THIATIC

1. Select TIMATIC from the main menu bar.
2. Select Exit TIMATIC.

1.24 Tools

Notes:

Select the Tools option from the menu bar. Take a moment to review the various tools options.
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Agent Sales Report

- Message
Calculator
Calendar
Conversions
Weathar
Ciry Timgl Elapsed Time
Sabra ATLAS
Minimum Connect Timas
Days Calculator
Currency Conversion
BMAS
Baggage Tracing
Passenger Facility Charges
Define Quick Heys
Watchlise
Send Manual Entry
Watchlist to C5V
VICR List to C 5V Eile [FIM)

—_—
—

 ———_—

—.,. [

Enhanced Sabge Replay ——

Below is a description of each item of the drop down menu.

Option Description

Agent Sales Report Access to the Agent Sales Report

Message Message option, to create, send, display, modify etc.

Calculator Simple calculator functionality

Calendar Displays a full year calendar

Conversion Convert Temperature, Weight, Liquid and Linear.

Weather Display current weather conditions as well as current
and extended forecast by city.

City Time/Elapsed Options that displays city time, difference between time

Time a two cities, elapsed time and destination time based
on origin.

Sabre Atlas This options displays the closest airport by city name,

as well as finding the distance between two points.

Minimal Connect
Times

Display the minimum connecting time at a given airport
by airline

Days Calculator

Calculates new dates based on number of days
forward or back.

Currency Conversion

Conversion of currencies

BMAS

Baggage Management System (needs activation)

Baggage Tracing

Lost baggage tracing local and world

Passenger Facility
Charges

To calculate PFC by travel cities selected

Define Quick Keys

To create Quick Keys using Native Sabre formats

Watchlist

To clear passengers from the Watchlist. (airport
function)

Send Manual Entry

Option to add Native Sabre formats.

Watchlist to CSV

Not utilized at this time

VCR List to CSV File
(FIM)

Airport Function only

Training Guide
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Option Description

Enhanced Sabre Only for Native Sabre users. It allows for the replay of
Replay previously enter formats.

Below are further step process for the following options:
o City Time / Elapsed Time
° Minimum Connecting Times
o Sabre Atlas

Additional options will be discuss during your training.

1.2.4.1 City Time/Elapsed Time

You can calculate the time differences between two cities or the elapsed time during a flight.

To access the City Time / Elapsed Time option

1. Select Tools or <ALT+T>
2. Select City Time / Elapsed Time option <ALT+E>
The City Time / Elapsed Time window appears

| ity oot Ebgried Tore: ——
City Time ! Elapsed Time

Salect Optian: -

arige

o | Gnca

3. Select from the four options listed.
As each option is selected, a required field displays for additional information.

4, Select OK

1.2.4.2 Sabre Atlas

You can find the closest airports to another airport, to a city, or to a U.S. military base, or find the distance
between two of these points.

To access the Sabre Atlas

1. Select Sabre Atlas from the Tools menu bar.
The Sabre Atlas window appears.
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[ Sabee Atins e e |
Sabre Atlas
Select Option: *

® Ciosest Airport -

" Distance Between Two Points

. O Cancel |

2. Select either Closest Airport or Distance Between Two Points.
3. Select OK

Sabre Atlas displays a list based on the latitude and longitude of the cities listed in the database. Included in the
Sabre Atlas database are all airports with a commercial rating, regardless of scheduled or lack of scheduled
flights at the time of your request.

In most cases, the Sabre Atlas database reflects the westernized names and spelling of all cities. Example:
Florence, Italy instead of Firenze, Italy.

The similar name list response advises at the top, when multiple locations exist, check all choices before
booking. If Sabre Atlas cannot match the city name, the response is NO MATCH FOUND.

1.2.4.3 Minimum Connect Times

You can verify the minimum connecting time for a city from one airline to another.
To display the minimum connection time

1. Select Connect Time from the Tools menu bar.
The Connect Time window appears.
[ Connect Time ﬁ

Connect Time

Connection City; * I L
Airline 1:
arinez |

. 0K I Cancel

2. Input the Connection City code.
3. Input the Airline code(s) (optional).
4. Select OK.

Example response:
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Reservation Fares Pricing Ticketing
TYCT-MIA/AQAY
STANDARD.D/D...D/I...I/D...1/I.

ONLINE sy =X 2230 e
OFFLINE -39 1. 00 1730 1 3(
v LJ-‘ v ,-‘;3:_: "*i,_L

¥Y¥.¥¥ pp 1.15 INTER MIA - MPEB

¥v.¥v pD 1.15 INTER MPB - MIA

w¥_¥¥ pI 1.35 INTER MPB - MIA

*¥¥_¥¥ I0 1.50 INTER MIA - MPB

The response is broken down by Online (all one carrier) and Offline (multiple carriers). It further breaks down
by Domestic to Domestic Travel, Domestic to International, International to Domestic and International to
International. Additionally when exceptions occur based on airline and city pair, those will also be noted.

1.25 Help

Notes:

Select the Help option from the menu bar.

Help
FOCUS )

Help Menu

Keypad Help

LNIATA

Mode

Re-connect Host
Flatfile Version
Configuration

Requirements
About

In this manual we will discuss 3 Help functions:
1. LNIATA - The option will allow you to acquire your set address. This is required when your airlines
communications team needs to resolve a technical issue on your set.

2. Mode - The mode option will display what Sabre partition you are in. Partitions such as CERT and
TSTS which is used for testing and training, RES which is the live production system.

3. Help Menu: The Help menu option provides basic operational and application information. From the
Help menu, you can find a functionality quickly and efficiently.
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Training Guide 20 Confidential and Proprietary Sabre Airline Solutions



1251

Access Help Menu

To access the Help menu from the main menu

1. Select Alt + H key.
2. Select Enter.

The Help Menu appears.
Help Menu
Select Option:  Appiication Seftings
At+F1  Help Menu
Alt+F2 Bypass
AR+F3  Application Settings
Al +F4 Exit Application
AR +F7  Flatfile Version
Alt+F8 Display Seat Map
At+F9  DOT Disclosure
Alt+F11  Clear
Alt+F12 Display Res (PNR) Functions
Ctri+A  Availability
Cri+B  End Transaction - Baggage
Ciri+D  Move Down / Lines
Ciri+E  End Transaction
Ctri+F  Display FOCUS
Ciri+G  Reissue / Refund
Ctri+H  Sabre Replay
Cul+| Ignore
Ctri+J Remarks
Ciri+K Removelignore from Queue
CuislL Reservation Information Lists
Ctri+M  Pricing Keypad
Ctri4+N  Notepad
T

.-
=) Display All (popup)
Alt+= Display All (window)
Alt + Backspace Clear Display Window
PageDown Move Down
PageUp Move Up
Shift + PageDown Move Bottom
Shin + PageUp Move Top
Alt+< Focus on Main Page
Alt+> Focus on Seatmap
Ctri+0  Display STAR
Cui+pP Printer Functions
Curi+Q  Quick PNR
Ctri+R Retrieve Reservation
Cui+s Seats
Curi+T  Refresh Trip Summary
Ctri+U  Move Up / Lines
Ctri+V  Display VCR
Ctri+W  Change Work Area
Ctri+X  Edit Rinerary
Ctri+Y  Verify Information
Cui+2 Check/Credst Card Approval
Ctri4=  CSA Mask

] | Goncel |

Display options indicated by using the Quick Key prior to the option name.

Take a moment to review, your instructor will review the Help menu.
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1.3

Passenger Name Record (PNR)

Notes:

The passenger name record (PNR) contains all of the reservations information for a passenger. Within Interact,

the PNR consists of 5 distinct areas.

New Reservation

‘ Names 3
11 - smmwosn | (B s
ProfeF
1Fm 2Emod ' Jeeu
u pr— Tichuting Pricing
m s Fram-To Nt Tumes T T 1215P22FEBWED

! (v UOOGEr O UK. LM 24rEm 102445004 0 S5014 - .

Price Quote 1.
Dur® bey. 2457 iy Prad
” 1 ADTES000 00U S0+ 204 960 SOMaxe s 1o/ Char RS )+5 204 J6U SO FELONNMEE
2 (— UDGOIS M LHR. K DOWAR 130P-500F 0D 501K Lo
ERE Totat
o SO00 D04 51+ J0A. 96U SOMaX)- 5204 96
00 Change Rapoo el fllom Mie [P Erva Coypons Retwna FeesSos »
Contact’/Address info RemarksFaces
w8 Faces
"t O S50 POTC U0 MUIANE BRTHA) 6121 25SSE6ERER0UEE
11 1-SMITMIOMN
OSSRDOCs

10 9 UM TI4SET AL (IPE D I SETWY | PEBDE TRSMTROOHN

1. Name

2. Itinerary

3. Ticketing / Pricing Information
4. Contact and Address Information
5. Remarks / Facts

As you proceed with your classroom applications, you'll be introduced to each of these areas and what the
necessary information that is required or optiona. Let's begin.
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1.3.1 New Reservation - Work flow

Notes:

To begin a new reservation you must select the Reservation Tab.

There are two versions of Interact, the Reservations version and the Airport version. The Navigation Tabs in the
Airport version is slightly different. That is because the airport version of interact handles both Reservations
and Airport functions. Therefore, depending on which version of Interact you have the Reservations tab will
either be in the F1 position or the F6. Take a moment to review below.

. F1 (7] (3] (1] 1] (3] ¥ F2
' R eara wiaan FprEe Pricirg Tickating Flight Infn Prr Dwimie ETARE Tuegan
‘. Alrport Verskon ’ 1] 2 (= [£] s L) il
Flig hitm Chackin Besarding Ciperwbmns sealn Ramprvalions Pricng Ticketing

For our purposes we will work within the Reservation version of Interact.

New Reservation

1. Select the Reservations Navigation Tab.
Once the Reservations tab is selected, the labels on the left hand side will change.

£ Reservations

MNew
Shift + F1

Existing
Shift + F2

Edit Itinerary
Shift + F3

Specific Flight
Shift + F4

2. Select the New label.
The New Reservation screen appears.
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Mew Resaervation
Customer Typa: * @ New T Bepeal Traveler
From: * [FK 1| LEW YORK FK, WY

Toc * ﬁ i LONDON HEATHRDW, UNITED FINGDOM

Departure Date: 26 Fabruary = Twne: * Depanure
T Arriyal
Return Date: 05 [Warch - Tme: F Depariyre
AN
Humber im Pare: 1 ciassen | [ [ Carrier Code: 1D
™ Han StopiDirect Connection: “nm",.ut“.r"“‘:
Minules e 045, 050)

. Shopping # pwailabiin)  Srhecules ES
Saarch By - Specific Fight

ok | MufiiDest | cear |

cancel |

3. Complete the following areas: From / To, Departure Date / Return Date and Number in Party.

Note The Search by area is pre-selected based on your airlines requirements. If you need to change the
default, just click on the appropriate radio button.

4. Select OK to view availability.

The New Reservation: Air Availability window appears.

Mew Reservation: Air Availability * = Connection Flght, **=Cooeshare
Date: Tu ¥ Eat F}'!' CTAL+T for Trip Surmerarny | CTAL: S for Sestmap ( CTRL=AL T=F for FLIFO)
' PLEASE CHECH VISA FOR THIS
ISFEB | 26FEB | z7FEB || IEFEB | gpimaR | OgmAR | 0IMAR |
L 18 i Fro Ta O ArT Lo by st
QT=51800.00 |C7 JT YT BT HT KT MT LT W7 57 Q7 b
o7 X7
| QT=$1500.00 |7 J7 YT ETHT KT NT LT W 57 QT
. Qwow a0 e LHF; 1300 2000 i 0
o MT=53800000 [FT ATDTCT T/ TEBTETGTHTIT
s Qw2 FK R 1880 peasy  MTOSSA00 o
@ 1 wveek 1 WBEHE!
NC MORE - 1" FOR COMX
Hum Pax: =« i ; class: * B Line Hum:- [T o o) Connecting Flight
Batect Option; =l ™ Sall Multiple Classes
I~ uto Insert ARNK
™ Inwentory by Awvail Line [ Facts by &Avail Line
oK g | - | resge | cancel |

The display includes:

o Alternate dates - Tabs located at the top of the screen allows you to easily move availability from one
date to another.

o Schedule of availability - Includes flight availability for the date, city pair, and fare types.
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5.
6.
7.

8.

9.

10.

o Passenger selection - Includes number of passengers, class of service and line number to sell from

availability.

o Select Options - Optional areas that will be discuss later in training.

e Action - OK action to sell, Back to move to the previous page, More, for additional options, Fare

Quote to review a full fare quote and Cancel to cancel request.
Click to highlight the Flight Schedule that the passenger desires.
Add the Number of Passengers to sell.

Add the Class of Service (booking code) Q in this scenario.

Note The line number has been filled in for you when you highlighted the desired flight above.

Select OK to sell the out bound flight and view return availability.
The New Reservation: Air Availability displays for the return.

New Reservation: Air Availability * = Connechion Fight. ==Codeshane

Date- Sund.:r March 05 CTRLT lod Trip Surmeary [ CTRLS lor Saalrmas | CTHL=ALTF o FLIFO
PLEASE ADVISE PSGRS OF DELAY AT CHECK-IN DUE TO SECURITY
GEMAR | O3IMAR | C4MAR OSSR CEMAR | DTMAR CEMAR *
L m [ m [ Fem_ [ o Dep | A Availabiy | st |
IMT=53:500.00 |F7 AT O7 CT JT YT ETET GTHTIT
1 (__ up 1 LHR FK [il:E] 1100 e [
MT=S3500000 |F7 AT OTCT WYPETETGTHTIT
: fwow s R 1330 g MTSSSE 0
O ¢ O N N o N T T T T
QT=§1500.00 |=7 T FTYTHT NFLT T7 Z7 BT K7
f (:- 1] LHR JFK 1700 1955 T BT e A e ]
ey QTE$1800000 |C7 U7 PTYT HT NT LT TT Z7 BT K7
b {:l' L 222 LHR JFK 1700 1985 7 U 07 VT ET OF 5T WT 57 a
. - Qr=§1500.00 [CT T PTYTHT NT LT TT ZT@T K7
HR JF T 145
E (‘:" Uj m:l L K 1 m '\3 - AT UT QT VTETOT ST WT o7 3
QF=$1500.00 |C7 T P7TYT HT N7 LT T7 Z7 BT K7 |
T (w_f L 30037 LHR JFK 1700 1955 X7 LT 07 VT ET O7 57 W7 7 a
4 c GT=$1500.00 [C7 JTPT YT HT WF LT T7 27 BT K7
b Qwow mm R wk 1700 wss  ATSAN T 0
QT=81500.00 |C7 T PFTYTHT NT LT T7 27 @7 K7
8 t"' U 304 LHR K 1704 1855 W7 LI AT UT BT T QT T ST 0 —
o) 1 weak 1 Wek
Hum Pax: = i class: * 1 Line Num= B o o) Connacting Flight
Select Option: | = I Sell Multiple Classes
I huto Insert ARNK
™ inventory by Avall Line ™ Facts by Avall Line
aK e | Fire Quate | Eancel

Click to highlight the Flight Schedule that the passenger desires.
Note Since this is the return, Sabre will make certain assumptions:

e Number of passengers will be the same
e Class of Service will be the same unless manually changed
e The Line number will reflect the flight highlited above.

Select OK to continue.
The New Reservations: Price Itinerary screen appears.

Training Guide 25

1 Reservations
Confidential and Proprietary Sabre Airline Solutions



[ Frice miserary — i |
Mew Reservation: Price linerary

Price |nerary Options: - Fassanger Types

™ Marualy Fetain Fans

Ik el Mg Adr

E=

There are several pricing options on this screen. Take a moment to review the table below.

.,._' Addsticnal Opticns

Sikip Pricing » Agant Pricing Cancel

=

Note The first two option are default settings chosen by your airline.

Option

Description

Rebook Lowest

To find a lower class of service available, rebook and
price.(default setting)

Price Current Itinerary

To price the itinerary as booked. (default setting)

Price Lowest Available

Directs Sabre to look for a lower fare and price it only.

Search Lowest Available

Searches for the lowest available fare.

Manually Retain the Fare

Override that allows you to write in an amount in order
to end the PNR. Ticketing cannot occur until the
manual price has been stored into a Price Quote PQ

Passenger Type

Sabre defaults to adult, this option allows you to select
another passenger type.

Additional Options

To display a list of additional pricing options

OK

Continue to price as selected

Sell More Air

To add additional flight segments before pricing.

Skip Pricing

To skip over the pricing area

Agent Pricing

To manually price an itinerary

Cancel

To cancel pricing.

Using the default option, select OK to price itinerary.

The Price Quote pop up appears.
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Price Quote e

Price Quote “Returdnbin Fars®
2204.38 USD
Srmmary
Pagrs Base Fare + Tanes/FestiCharges = Total

1. 40T 300000 L=D + 20406 3204 96 USD

IEFEBINT DEFARTURE DATE — LAST DAY TO FURCHASE!

Derails =] Ruwles [=]

BASE FARE EOUIV AMT TAXES/FEES /CHARGES TOTAL
1- 3000 . HHED o I 1 3204 . 36USD
WY 6, 000S 5, 50 To000y 3, GEaa
S BOAY S0_BOGE 51.B0LE 4. S00F
BAG AL LOsURSC| KL L= 0
"BAGGAGE ALLOWAMCES/FEES LMENIWN - CONTACT LD
LSTCHECKED Ras FEF TFEL HR =& 1
BAGGAGE Al LDWAMCES/FEES UMENIWN - CONTACT LK =l
~ save || * samssmp | Be-Frice | cancel |

The Price Quote is summary of the total cost of the transportation. It details
o Number and type of passengers
o Base Fare
e Taxes and Fees
e Total Price

Additional Details indicator Eew=i==1 with a dash opens up the fare details . The Rules indicator

Rules[=] when selected will give you fare rules information. You will be introduced to fare rules later in this
program.

Review the action button in the table below.

Options Description
Save To store the price quote as shown.
Save & Shop Stores the original price quote while bringing you back to the
New Reservation window to create a new search.
Re-Price Returns back to the Price Itinerary Screen.
Cancel To cancel the price quote.
12. Select Save to retained the price quote for ticketing.

The New Reservation - Passenger Details screen appears.
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e
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Harmaa

.{i.:g Phanea

— Freqeenr Tragsier

L‘: Fsmarks
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Mew Reservation - Passenger Details

i THEET wl

Aeda ivabos Tohgling

Aidinlssh | Profie # huarn
- v ni
oid Contes lilorg Phame
e e Tadd
Moer Eruts
e g Las e T
& o FT (@
Fracutred Sararcy
B REPUVE(D
< Eamiorcal
A B

£, ) e

harmsa

L

13. Add the Last and First Name. (use the tab key to move between brackets)

14, Add the Phone Number and Type.
15. If required by local procedures, you may add information such as:

e Email address

e Frequent traveler information

e Remarks

Review the action buttons and their descriptions below.

nnEraTy e

—_— TR p Surwrary

required for travel.

Options Description

OK To enter the information and continue

Service Rqust... | To add special service information, Wheelchair, Meet and Assist, etc.
Travel Docs... To add contact information, passports and other documentation

Assign Seats...

One of several areas to assign seats

Special Meals...

To order special meals.

Cancel

To cancel out of passenger details.

16. Select OK to enter the information and continue.

The Purchase Details options appears.
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Purchase Details
Cast Breskgown
30a]. 0] LIS
2045 LS
Foms =+
TOTAL AI0496 S0
Endorgemants:
& Purchase Now (1)
© Purchase Now win Advancsd Optians (2
Recaived From: [aoHN T
Email
Form aff Paymant
Typs: * =] -
FCREDIT CasD
ICHECK
MULTIPLE FORM OF PAYMENT
L= | gance_|

The Purchase Details screen will first give you a cost breakdown for the entire itinerary. The Fees / Service
box to the left will allow you to purchase additional items or ancillaries along with the ticket purchase.
Ancillaries will be discuss later in training.

The default is set to Purchase Now. This can be changed to Advanced Options if you so choose to hold the
reservation for a later time. Your instructor will demonstrate this option for you.

17. Add the Received From information. (Who are you speaking with)
18. Select the Form of Payment - CASH for this purchase.
19. Select OK to issue ticket and redisplay the PNR.

The PNR redisplays.

fM T —~
Reservation { IRRHYQ =
‘ flamec - L2 Naves
S
[
oo ruarm (e et
10t Regacits
Traved Docs )
- Lew

| Aneray Ticaatng Pricing

' (e, . Twes » . I e
| R T T R ot e
| Yeonie -

(o wnso  vm.m g ‘ AT 006,501 0 T AT A g - 314 WD SRR
| = . 3487 ot
ot
A 0L 304 984 ST A

I i ~ - = . v o W >
|
| Cortect Adaress nfe RemargsFocts
|3

Received From - JOMN SVETH on 237E017 a1 1601 NDOMDQ: U0 JFK AD 1122392

ov | PO ey Nz Cpmax PG g oo arce.

Once the PNR is redisplayed, the Record Locator will appear in the upper left side of the screen. The record
locator is made up of 6 random letters. This locator is unique for this reservation, for your customer only and is
used to retrieve the PNR for future use.

Additionally, the Ticketing / Pricing area has been updated with the Ticket Number, Name, Location and Date
of Issue.
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A more in depth look at ticketing will be seen later in the course.

1.3.2

Reservation with Multiple Passenger Types

Notes:

This next example will demonstrate creating a Reservation with Multiple Passenger Types, including an Adult,
Child and an Infant not occupying a seat.

(_':m[dWidE"'-:. hhl‘l:\ﬂul | |:I::I I-1:?r|: Iu:!:'lr\u H-\l:llllu I-‘i-ul?\llil: :hl":ﬁ
B Resnuaton o Mew Reservation
. I:’\-F Customer Type: * & liew " Bepeal Traveies
Existing From; * DRETT  1W| e vom e Y
¥hift + F2 To: + R i¥| LONDON HEATHROW, URITED KINGDOM
e Depanure Date: B2 [Fabnary | Tirne: gane
N (s AT
Specific Flighd c r Tuesdzy "
H——— Bwwrn Dase: £ Wancn | Tima: % Depangre
Sunday © AfTE
HusEer i Party; B Clasassa; — '_ l_ Carmer Code Ll
“;:.:"-L: I~ Hsn SiapiBirect connaction: | ... .
Seats. Mimmes 8 045 06
ift + FT " Shoppng Ayt ity P *
Shift+ F Saareh ‘:r e B i [} i)
Pagr Danaits....
$hift + FE
Car...
SRift + F3
s + F10
oK MR Dest Clear cancel
1. Select the New Label from the Reservations Tab.
2. Complete the New Reservation Screen
o City Pair - JFK LHR
o Departure Date - 28 FEB
e Return Date - 05 MAR
e Number in Party - 3
3. Select OK to view availability.
The Air Availability Screen for the outbound displays.
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New Reservation: Air Availability
Diate: Tuesday, February 28

== Connecion Flighi, “=Codeshans
CTRAL*T far Trog Sumimany (CTELe 8 foe Seatenap | CTRL»ALT+F for FLIFO

-PLEASE CHECK ¥WI5A FOR THIS

ISFEB | 26FEB | I7FER ||  28FEB GIMAR | OFMAR | O03MAR |
L AL Fit Frowm_ Ta_ Dep B Avaiatulry st
- s00.00
@ (:":LH:I ] FK LHR 1300 S000 g::?‘lmm|CFJ7V?ETHTKFHFLTWE? ar 1
] MT=$3500.00 |F7 47 07 CT J7 Y7 BT £7 GT HT 1T
3 fwow 2 FK LHR 1850 o631 [
@ 1 vice 1 mf!
MO MORE - 1- FOR COMX
MumPa - BT Class: © B Line purce [T dhe Sall Connacting Flight
Select Option; = | I~ Sell MuMiple Classes
[ Buto Insert ARNE
™ Inventery by Avail Line ™ Facts by Avail Line
[ ox | we | we | Foegeen | cancel |

4,
5.

Click to highlight the Flight Schedule preferred.
Add the Class of Service indicator (Q) at the bottom

Note The number of passenger has been pre-filled in from the previous screen, and the line number added
automatically from the highlighted selection above.

6.

Select OK to capture selection and display return availability.

The return Air Availability screen displays.

Mew Reservation: Air Availability
Date: Sunday, March 85

= Connexction Flight
CTRLT Tor Trip Surmevary | CTAL=3 fa Seatmiag

-PLEASE ADVISE PSGRS OF DELAY AT CHECK-IN DUE TO SECURITY

SRR

"=Codeshare
CTRL+ALTF far FLIFD

| UIMAR | O0IMAR | oaMAR | CEMAR | OTMAR | DBMAR | o
L] & | m [ rom | Te | Do ar | Eepintibty |
1 Qeow 1= R ok oem e MSMIAM P ATDTCTRTETEIGTHIT o
2 w15 LHR K 1330 1700 WTSNRI0FTAIOTETATATEGTITT g
4 (-'P_V 10 202 LHR JFE 1700 1985 g’::mz‘g EE‘:;:.::EHFHFLTUETBTH a
| . QT=31500.00 [Z7 JT PTYT WF WF LT TT 2T @7 KT
.5 (’:I"LF:I 2022 LHR: JFK 1700 1955 X7 UT GT VT BT 67 87 WT &7 o]
= &1'—” 300 LHR JFE 1700 1985 ﬁ:l:‘ﬂ?‘gﬁ E:;;:?? :;HFHILIUZ?WK? a
7 wow 0z e K 1T 105 iy o TWTLITIZTBINT g
| QT=$1500.00 (57 7 F7 Y7 H7 W7 L7 T7 27 B7 K7
P Crw s e 17 185 X7 U7 O W7 E7 07 87 W7 67 o
9 fwowo o4 r K 1700 T R e T = |
3 1 e |
Mum Pax: = r Class: " E Line Humc* r & Sall Connecting FEght
Select Option: = I Sell Myltiple Classes
I Buto inzert ARHK
I~ Iventery by Avail Line ™ Eacts by Awail Line
o | pee | Feegs | cancel |

7. Click to highlight the Flight Schedule preferred.
8. Select OK to capture selection and continue.
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9.

10.

11.

Note The Class of Service (Q) will be assumed taken from the outbound selection unless changed

manually.

The Price Itinerary pop up appears.

As stated previously this scenario will be for a family with 2 adults, 1 child and an infant not occupying a
seat. Since we have 3 different passenger types we will have to direct Sabre accordingly.

Frice ergsry E
MWew Reservation: Price Minerary
Price linerary Options:  *
 Beisceck Lomsst Eadrional Options -
i Prce _:I.IJ.:I.:.u‘II:'.:‘.:l |-
aar]) L inmsssl Avalate
" Mansally Rean Fare
o seamormar | Skp Frong> | Ageni Fricing Cancel
Click the Passenger Types options
. The Price Option: Passenger Types screen appears.
Price Ot Psenger Type E
Price Options: Passenger Type
I Exciapde Oiher Fare | Passenger Types
Pasianger Typs * ::‘::
[ttt gy =1 B
Conid (LI - -
[\tart withoul Seatl [WF) =1 L . {]
L Canze

Select the three passenger types from the drop down menus. Include the number of passengers within

that type and if a child, the age in two digit format.
e Adult (ADT) 2

e Child (CNN) 1 Age 08
¢ Infant Without Seat (INF) 1

Select OK
The Price Itinerary screen re-appears.
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Frace atvadp ﬁ-
Mew Reservation: Price ltinerary
Price Hinsrary OpSiona:; = Pk SR TypEs
r
Sy odional Options E 3
© Price Cument Gnemary
™ Price Lowes] Avaishin

T SiadiC ) Lot Axiakl Dl
-

" arnuaky Hatan Fa

s | | e | e |

12. The passenger types have been entered, therefore select OK to price.
The Price Quote screen appears.

Price Duote |
Price Quaote "Rty rdatin Fars®
10134 24 UED
Summary
Pagrs Baee Fare + Tanes Fees/Charges - Taeal

2 ADT, 1 COB, 1INF 9601 00 UsD + B33.04 10134 84 USD

IEFEBINT DEPARTURE DATE — LAST DAY TO PURCHASE!

Derails ] Ruwles [=]
BASE FARE  EQUIV aMT TAMES/FEES/CHARGES TOTAL j
3o 3000, HOUSD 20506 3205 . 06USD
o I6.00US 5.500C T 00K 3, BERA
xT 5604 S0 90GB 51.E0UE 4. 500F

MINID PASSENGER TYPES - VERIFY RESTRICTIONS
BAC ALLDGWANTE - JFELHR-® /U0

SRAGGACE MLLOWANCES/FEES LrEhdwN - CONTACT LK

1STCHECKED BAG FEE-JFELHR-*/U0 Ll

i | __geowe | o

e e T ————————————————————————

The Summary shows the 3 individual Passenger Types, 2 ADT, 1 C08 and 1 INF along with the total price
of all passengers. The detail information will show the individual prices per passenger type.

13. Select Save to store the 3 price quotes and continue with the reservation.
The Passenger Details screen appears.
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Mew Reservation - Passenger Details

Lirwi

h-u.lP

I Reservation Tiekating
™ Qroup

Lant Fifiil

lsirE

[DArEL WETR

|| pddinants |4 eromies | More Hames (y)
@ Phanes —_—
Numsar T (="} Asmarks
1| 212.556-5565 I HOME LI |
z [ =] |
E Email Add Contact | Morg Phones. |
Address ame ¢ Iree Text
| | More Emais
E_‘—;_,; Fregquent Traveler
Carriesr g iy Harme 2 Arceiving Carrmria) Ssgmaniz
[ [ [ - —rr- More FT ()
ﬁ. Remanks Precetned Remankg |
1] Mo Remarksiz) |
2 | ¥ Histonical
Service Trawed AZE Epetial
| o | Raust | Docs.. Seats, | Meals | Coancel

14.

Add the Passengers Names for those passenger occupying a seat and the telephone number. If all

passengers have the same surname, you only have to write it once, then add the individual first names.
Note Use MSTR or MISS titles when the passenger type CNN is used.

15.
The Infant Information pop up appears

Select the Add Infant button to include the infant not occupying a seat information.

— —

Trigamt Infurantion o

— e e

Infant Information (INFT)
Infantis):

Infawr informathan.

=

Last Mame: = [suEs
First Mama: + [FYLBR

Nomh Fear

e <] B

=}
infamt DOE: ~ 2

™ Infant Occupying Seat

1 H

13 JAMEETDANIEL M3TR

Sefect Ssgment (blank for all):

k\f' 1U0S47T JFELHR Z0FER
M{e: 2 unsad LR SRR

Clgar Entry |

Name and First.

[ ]
ok |
16. Add the Infant Information, Last
17.
18. Add the Infants Date of Birth.
19. Select Add Infant button to continue.

The Infant Information screen refreshes.
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20.

e S S
Infant Information (INFT) S
1
Infansial;
(2ol AMES TvLES DOf: T20EC 9 SPG|ur 1.1 AR 2 |
Hemave:
1 (|
\ infant information: Select Adwlt Name:
Last Mama; = | E 1.1 JANESFHLP
| . 12 JAMESMAKIRE
M = 1 13 JAVESDANEL METR
1
Sebect Segment (blani for aif):
1
Car Nomh Tear
1 UDGAT JFKLHR 28FEB
imtart gl - [0 [T =] =
| e 2 L0544 LHRIFK DSMas
I infant Decupying Seat
Aad Infant + Cigar Eniry
1
. o |

The infant information has been added, and the association to the adult passenger is shown by the addition of

a pacifier prior to the adults name number.
Select OK to continue.
A reprice pop up appears with the addition of the infant.

—_—, R =

:I Reprice the fimerany?
=1+

_ow | gaee |
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21. Even though we original priced the infant, you are required to select Yes to reprice the passengers.
The Price Quote reappears.
T —— /
Price Quote *efundable Fase’
1013494 USD
Summary
Psgrs Base Fare + Taxes/Fees/Charges = Total
2 ADT. 1C08. 1 I gs0100usD ¢ 633 04 10134.94 USD
28FEB2017 DEPARTURE DATE — LAST DAY TO PURCHASE/
Detalis =} Rules [*1
BASE FARE EQUIV ANT TAXES/FEES/CHARGES TOTAL <
2- 3000.00uSD 205.08 3205.06L5D

xr 36,0005 5.50vC 7.00XY 3.96XA

XT 5.60ay 90,90G8 51.60u8 4,500

NIXED PASSENGER TYPES - VERIFY RESTRICTIONS

BAC ALLOWANCE -IFKLHR-*/UL0

SBAGGAGE ALLOWANCES FEES UnsvOWN - CONTACT uD

ISTOMECRED BAG FEE - JFELMR-* /W0 _-J

|_@| r' smessnp | gepce | Cances

22. Select Save.
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The Passenger Details screen re-appears.

New Reservation - Passenger Details ™ Beservation Ticketing E
& v o -
Lasst First Last Firal i
1. [ismiEs FHLF & | | )
2 ejoRE 7| [ |
3 DAL NETR a | | I
4 | a | [
(4| | 10 [ H
B prone [Edwi | % roves | wewwmesen |
Mamits Tipe Ty Armarks H
1.1 z1z-Ess5Ess [THoNET =] [ :
2 | £ [ — |
E Email Add Coetset | Mo Prones | 1
Addrann N # Frem Taxi -
[ | | More Ermats X
ﬁ_‘_‘a Fraguant Traveler i
Carriar Rumier Hams & Revering Carrisris) !
[ [ I r MoreFT ) | !
B\ emans __ Preetned Remans |
1 Morg Remanedy) |
2 ¥ Historical
Bervce Travel AsSigN Sprcial

23. Select OK to continue.
An informational pop up request to create a traveler profile appears.

i
WUkl woul like 1o create 8 iraveler profie or |
! profies?
f—— U

24, Select NO for this application. Passenger Profiles will be discussed later in training.
The Purchase Details screen appears.
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Purchase Details

Cast Breatdown
BASE FARE 95000 UED
TAXESFEEQCHARGES B33 3 LD
Eﬂ WVCS+ I
TOTAL 034,54 USD

Endorsements: [
& Purchase Now (1)

© Purchase Now with Advanced Options (2)
[ 1 - Bul Al

Received From: Praur JEs

™ Email

Fovm af Payrant

Typa: * [CasH

EE.

ICREDIT CARD

25.
26.
27.

The PNR is now complete. Take a moment to look over the information below.

Add the Received From information
Select Cash as Form of Payment

Select OK to issue the tickets and end and retrieve the new PNR.

1 Reservations

- A -
Resorvaton « NTUYIY
LM PR
s s |
11 - smsour | € -
s | & e Smgersy
Trwwss Docs (n) ]
“e A SO S TR olied F %
= 1w P S
™ On Tieste Taw T Oy - )
(Lo PR e [TTS e ”“":::‘;’l‘;":”"f_
=Detie Mt o v 4 TR AT 2RI D PN 114 TTWED
e mesa 0 Umoan mwn ooEa T wsie A 15 AT IORA LIS et 3T 4 WMD) T e
[
[Frcs Qeoms ©
2AIT@INE SO 105 00 ST0m www Som T Sor gt 1205000 SDT R UONGON
[Pone Gue > - |
A P Aupows Dewe e i & e - Goxpws e ] PonBes -
_Contaeridvress L —
‘ ey -
1 VGBS0 T 0 NSRS MET TR 00 W | J
11 T AN B O
2 moms i
2 ISR =l
Reteived From - FHLP JAMES on 20FEBIT st 3952 MODHOQ: LO JFIC AD 1122013
o | F oy Nore. ansa e S0 v () [
Notes:
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Once an itinerary has been priced, a Price Quote (PQ) record must be created for ticketing to occur. A PQ can
be shared by more than one passenger as long as they belong to the same passenger type. i.e., ADT (Adults)

When a PNR is created with multiple passenger's and passenger types, a PQ record is created for each passenger
type.

In the previous example we had three passenger types, ADT, CHD and INF. Let's take a look at the Ticketing /
Pricing area of the PNR.

Ticketing/Pricing
Price Quote 1: | j
2 ADT{&@3000.00U 50+ 205.06U 5D{taxesea/charges)=3205.06U 50-F B:QXNIGXN
Price Quote 2: |
1 COS@3000.00050+114.16USDtaxesTea/charges)=3114.16USD-FEQXN/QXN
Price Quote 3: |
1 INF@501.00U5D+109.66U SD{taxes/fee/charges)=610.66USD-FB:.YIFINSO/'YIFINS0
Total: j
Exchange View Coypons Refund (Z) Feesi3mcs +

When the priced itinerary was save, it created 3 PQ's automatically, one for each passenger type.
° PQ1 for the Adult passengers
° PQ?2 for the child
° PQ3 for the infant

Take look at the pricing options available.

Price Itinerary Screen
EoE o M

Mew Reservation: Price Minerary

Price [tinerary Opsions: - Passanger Types

& Retock Lowes] E S Addmional Options

Bt iC il i iy
Prce Lowsl Ayiilaie
Seart [} Lowes! Avaialie
Bargaen Fesder Pus

Jilaruinity Retar F e

o | gelMormsr | Sigp Prcesg = | AgeniFriomg Canced

To review the main pricing options include:

Option Description

Rebook Lowest To find a lower class of service available, rebook and
price.(default setting)

Price Current Itinerary To price the itinerary as booked. (default setting)

Price Lowest Available Directs Sabre to look for a lower fare and price it only.

1 Reservations
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Option Description

Search Lowest Available Searches for the lowest available fare.

Bargain Finder Plus Search on all airlines (setting must be turned on by
airline)

Manually Retain the Fare Override that allows you to write in an amount in order
to end the PNR. Ticketing cannot occur until the
manual price has been stored into a Price Quote PQ

Two additional pricing options exists:
. Passenger Type
. Additional Options
When selected a pop up window will display additional options for each.

Passenger Type
[ Prica Oipttions: Puisenge: Type [r——

Price Options: Passenger Type

[ Egelude Other Fare | Passenger Typas
Hbr of

Child {CHNY

Passenger Type * Paars
| ~| = -
|
| o At A l I

companked Adult {TMA)
{ it (AT [ -
| gent (AGT) | |
| rine Standby (AST)
Cabin Baggage (SAG) [ [
Categary Z (CTZ) — —
[ [
[ [
[ [

ENJEIREN P

| QK Cancel

The passenger type allows for the selection of a variety of passenger types. These passenger types are
selected by your airline based upon their fares structures.

Additional Options
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Sdditianal Pricing Opteons

Additional Pricing Options

Select Option(s):

[ &ccount Cm:ln: *

" Back Date

[ Command Pricing

™ Commission Percent

™ Commission Amount

" Copporate ID

[ Currency

[ Force No Break

[ Foreg Connection

| Force Stopoyver

[ Hame Salection

[ Mullity Date

| Passenger Type

" Sales Indicator

[ Segment Selection

[ Tax Exempt Override

[ Without Restrictions

QoK

Canced Clear

Take a moment to review the description of each options.

Option

Description

Account Code

Identifies a specific contract with an agency or corporate customer

Back Date

Price the itinerary based on a past date

Command Pricing

Price an itinerary with a specific fare and then override fare rules

Commission Percent

Use this option only if your carrier allows commission on sales

Commission Amount

Use this option only if your carrier allows commission on sales

Corporate 1D

Identify the negotiated fares for a specific corporate customer

Currency

Price the itinerary in a specified currency

Force No Break

Sabre system does not break an airfare where it normally would. Input the segment
numbers of the connection.

Force Connection

Sabre system creates a connection where it normally would not. Input the segment
numbers of the connection.

Force Stopover

Force Stopover causes pricing to calculate the fare as if a stopover is
occurring at the indicated segment. Input the first segment numbers involving
the stopover.

Name Selection

Price the itinerary for a name number or name range.

Nullify Date

Sabre system ignores the date when validating advance purchase requirements.

Passenger Type

Specify a passenger type. You may specify up to nine different passenger types per
PNR.
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Option Description

Sales Indicator Indicate the point of sale or ticketing city. Input a 3-letter city code or airport
code(s). This overrides the default currency of your AAA (your location).

Segment Selection Price only the itinerary segments or range of segments selected.
Tax Exempt Override Override the taxes the system applies to an itinerary.

Without Restrictions Price using fares that do not have the specified restrictions.
More Options

1.3.3.1 More Pricing Options

From the Additional Pricing Options window, you may also select the More button to see the More Pricing
Options window, as shown below:

[ More pricing OpconcJ | i

More Pricing Options

select Option(s):

__| BSR Override +*

| Force break

| Het Pricing

| Fare Description Display
|| Passenger Status Qualifier

__| Dual Currency

[ Governing Carrier Override
__| Public

__| Private

Endorsement

Cance!

- - &

o

The following itinerary pricing options are available and are described below.

Option Description

BSR Override Select this option to manually enter the BSR (Bankers Selling Rate).

Fare Break Option that directs Sabre to break a fare at a connecting point

Net Pricing Select this option if Net Ticketing is valid for your carrier. The Net amount is required

and you can add a CAR contact agreement reference number or value code by
selecting this option.

The net remittance represents the amount of money to be collected. This amount is
exclusive of taxes.

Note Contact Customer Care to activate Net Ticketing.
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Option Description

Fare Description Display Select this option to see all the fare information.

Passenger Status Qualifier Select this option to qualify the passenger as an employee, a national, or resident of a
certain country. The 2-character qualifier determines pricing.

Dual Currency Select this option to see a specific currency in the pricing display. Input the currency
code. The price redisplays in that currency.

Governing Carrier Override Select this option to specify the governing carrier. Input the carrier code.

Public Select this option to price Public filed fares rather than any applicable Private fares.

Private Select this option to price Private filed fares rather than any applicable Public fares.

Endorsement Select this option to add information on fare restrictions.

Displaying a Price Quote

Once a PQ is saved it is tagged with an A for Active Status. During it's life cycle, PQ status codes can change.
Here are the different Status Codes for a PQ.

o A = Active
o | = Inactive
o M = Manual
o X = Expired
Note A Ticket can only be issue when the PQ is in active status.

To display a PQ in your work area, use the Display Fares Label from the Pricing Tab.

’ ] 3 | 5] ] i e ) T
(‘fulldwldﬂ 3ir Fewrrraivn Fares Pricing Tickeving Fighi infe Pagr Deinie ETRSs
| Fricing
Prce & Recaim |

Ehift + F1

Ceipley Prae Cheite
Dinplay Fare
Shaft ¢ F2

Display Price Quote

Change Class
Shaft + F2

Sedect Option: *

Delete Fare & [Detail Dispiard
Shitt + F4

" Detad Display Fsiony

Lol ot | Dbl Dy Blinves Mormils:

Zhire # F2
" [eetail Dy Price Ciuole

 Artve Price Cuoies
Mask Sebection native Frice Cunies
Bhift + F7  Expinsd Price Qucbes
© Wanual Frice Cugles
SUTTIMETY
Reés ! TTL Suimimay wiih Qe aklian
Shift & FS

PTE
Bhift + F18

Agant Pricing ...
dhift + Fid

Tieketing | L ..l ancel

Shatt & F132

|
Below are the descriptions of each option.

Display Fare Option Description
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Display Fare Option

Description

Detail Display

Display detailed information about the retained Price Quote Record

Detail Display History

Display the history of previously stored Price Quote Record

Detail by Name Number

Display the Price Quote Record by name number

Detail by Price Quote

Display a specified Price Quote Record when more than one exists in the PNR

Active Price Quotes

Display all the Price Quote(s) that have an active status

Inactive Price Quotes

Display the Price Quote(s) that have an inactive status

Expired Price Quotes

Display Price Quotes that have an expired status

Manual Price Quotes

Display manual Price Quote(s), which have a status code of “M”

Summary

Display a summary of Price Quote Records by name number

Summary with Breakdown

Displays a summary of PQR by hame number with base tax total breakdown

1.3.4 Space Available Reservation and ZED Pricing

Notes:

The first scenario will discuss how to build a Space Available PNR when no pricing or ticketing is required.

The 2nd scenario will discuss building and pricing at a Zonal Employee Discount (ZED) Fare for airline
employee travel with electronic tickets.

Note Check your airlines local procedures as they may vary from this process.

1.3.4.1 Space Available Reservation

1. Display the New Reservation screen.
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New Reservation
Customer Type: ™ & New © Bepeal Traveser
From; = 0K 1| NEW YORK JFK. MY

To:+ BT 2¥%| | ONDON HEATHROW/, UNTED KINGDOM

Departure Date: 3 [February  +| Time: & Deanure e
Tuesdsy < Al
Return Date: 15 [‘.&Enﬁi'__’] Time: & Depanyre [
Sunday © Ampa
Numberin Party: |1 classes: | [ [ Carrier Code: 10
I Non $top/Direct connection: | Connmamem [
Mnules (e 045 060)
C Spopping & Rvasavity © Schecues -

Search By: © Specific Flight

[ ok | pauti Dest | cear | Came |

2. Complete the screen and select OK to continue.
The New Reservation: Air Availability screen appears.

Mew Reservation: Air Availability * = Connection Flight, "=Codeshare
Dl'u' rum mmu CTRL=T far Trag Sumimary (CTRL«S for Seatmiag | CTRLALT«F far FLIFG
PLEASE CHECK VISA FOR THIS

I5FEB | 26FEB | IJFEB |  HFEBE OIMAR | OZMAR | DIMER |

QT=51800.00 |CT 7T E

o7 XT

y ("_""'-':' %00 XK - 1900 000 QT=$1500.00 |7 47 ¥7 0T HT KT MTLTVT ST P
' oy 6
MT=S$3806.00 |F7 &7 0T CT 17 ¥7 BT ET CT HT 7
3 (u_nu:l ] FK LR 1850 0EIH e o
LL - it Lot

L - Friceity \Wan List

WP - Wat List Priceity with Ciearance Lewel
@« ek D5 - Desired Fight 1wk
NG MORE - 1 FoR coMIBE

54 - Space Available Elecironic
HumPax i Book from Block Space Recond

™ ¥ Sall Connecting Flight

Select Opbon: [~ Sell Mytiple Classes
I~ Auto Insert ARNK
[ jrwent Avvail Line [ Fscts by Avail Line
o | s | e | Faeots | Cancel

For airline employees traveling space available, the MM Space Available option must be selected from the
drop down menu in order to avoid removing a seat from inventory. This action will classify this PNR as
Space Available.

3. Click to highlight the Flight Schedule that is preferred.
4. Select the Class of Service, for this scenario select Y.
Note Check your airline policy on class of service for Non-Revenue Space Available Travel.
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5.

6.

7.

8.

Training Guide

Select OK.
The Air Availability for the return flight displays.
New Reservation: Air Availability * = Conneclion Flight, “=Codeshare,
DIH: m- m ﬂ-s CTEL+T for Trip 'qumrnll'r CTRL+S for Sestmag | CTRL=ALT=F for FILIFD|
-PLEASE ADVISE PSGRS OF DELAY AT CHECK-IN DUE TO SECURITY
J UEMAR | O3IMAR | D4maR || OOMAR CEMAR | OIMAR | DEMAR | o
L] a [ m [ mom_ | to_ | oep [ amr | Availabiity [ = |
4 E":Uﬂ 9 LHR JFK 0830 1900 mmwummnwmanmﬂ? o =l
MT=53800.00 |FT AT 07 CTJTYTETETGTHTIT
KT LT NT X7
0700 QT=H1500.00 [T J7 Y7 67 M7 KT AT STTT OGP MT O
1585 QT=$1800.00 |CT WPTYTHTMTLT TT ITETHT o
TR OTVTETOT ETWT AT
1655 QT=51500000 [CT 7 PT¥THTMT LT TT Z7ETKT o
T UT QT VT ETOT BT WY GT
. - QT=31500000 [CT 07 PT YT M UT LT TT ZITOT KT
6 Qwoun s um Rk 1700 1055 it S 0
7 {wouw o2 m Rk 1700 toss ST AMTIMWUTHENG o T
o Qowon um mx  m s  SARSCImemoUTIen
9 Qwow s um ek e e TUTRBEITTMWOTIE 5
G 1 e 1 wees G|
HumPax: =~ . Ciass: = Line Hum: 2 % sal Con ng Faight
Select Option: [y - Space Awalabic = I~ Seil Myttiple Classes
™ Auto Insart ARKK
I Inventory by Avail Line I Eacts by Avail Line
oK w | ramguen | Cancel

Click to highlight the Flight Schedule that is preferred.

Note The number of passengers, class of service and line number is pre-filled in for you unless changed

manually.
Select OK to continue.
The New Reservation: Price Itinerary screen displays.

Pzt
New Reservation: Price ltinerary

T Passgrger Types
g Anemona cetians

Piia Ninarary Optisna: -

i Bebook Lowes]
 Price Casrrent Birerary
™ Price Lowest Avaiatic
™ Saarf) Losest Avadatis
.

T Manualy Retan Fam

geimorer | sgpPriongs | AgenPriing | Cancel |

Space Available travel in this scenario does not require a ticket, therefore no pricing or PQ is required.

Select the Skip Pricing option to continue.

The Passenger Details screen appears.
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Mew Reservation - Passenger Details ™ Ressrvason Ticketing
Tu Mames I Group
Lauxi Eial LanE Firmt
1.|eam [owmn ] 6 |
2 | | T |
3| | & |
4| I o[ |
5 | I 10 [ |
Infants Pr Mo
—— Ad | ofies | o8 Names y)
Hamlsd P Ciny Remard
L | - -] I
2 | hd |
m Email Agd Contact | Morg Phones |
Addroen W & Free Ten
r 1 More Emaits
ﬁ =] Frequent Trayeler
Carrier Mamber Hame @ By CBITeEN R Jub Tk il
| Crr rrr _ momFTm |
m Remarks Freetnea Gemars |
1l Wore Remakszl |
2 = Histoncal
Semvce Travel A5G Specl
x | Foaust [ Seals,. | Maas ‘ -

9. Add in the passengers last and first name.
10. Select OK.

The End Transaction window appears.

Note The System has created an automatic Timelimit for ticket. Since no ticket is required we must

change this field to 30 minutes before flight.

E1152 /1Ay

\

nd Tramancson

End Transaction

[ meconrea reom

Tichet how

Enter BLANK 2 End

Gl

TUD24Y FX LR Saumn W
Frwes. 0800 - %400

2U0 T4 Y LR R 28N WY
P t300 . Y00

11. Add a Received From.
12. Select the Change Ticket Time Limit area.
13. Select OK.

The Ticket Time Limit pop up appear.
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-
- e —
Tubeting Teve Lt

Ticketing Time Limit

* Add | Change Delete
Select Option: *

& Jurpon Tien) Lme (T1,350) .

T Laenoed Time Limd
" PNR Tchrted
™ Postive Space

Fomarh |

Entering Received From’ here wili ER the PNR .

Recerved From:

o |

14. Select Airport Time Limit (TL30)
15. Select OK.

The End Transaction window reappears.

= - T = =
Bl Tras it

I End Transaction

Recaived Fram: I

™ Ticket How
™ E-mail
A K ar Ramge: |
™ Ma ar Ramge: |
™ gueas
s City = TTE T Prafatory Code
E_):hmﬂlmkll'l'mw

Enrer BLANK ro End

ok | - Cancel

16. Select Redisplay PNR
17. Un-select the Change Ticket Timelimit
18. Select OK to continue.

The PNR is now complete.
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ZED and Space Available Travel - Electronic

This scenario will demonstrate creating a PNR and pricing for Zonal Employee Discount Travel (ZED) .
ZED travel is space available travel on airlines for which an Interline Electronic Ticketing (IET) agreement
exists.

This training document will demonstrate pricing if the ZED fares are filed through the Airline Tariff
Publishing Company (ATPCO). When this occurs, you will be able to price utilizing ZED as both Ticket
Designator and Passenger Type.

Note Details for specific pricing and ticketing options will be discussed with your local trainers.

If ZED fares are not filed through ATPCO, than the Agent Pricing Mask will be used in conjunction with the
ZED fare chart belo.

ZED Fares are based on distance and seasonality and are issue in USD as shown below.

IEO FARES - CHILOREN
YiOZLxR2 | ¥
1 1- 0| = u a 1 1
2 | e - 70| 2 3 51 2 | =
3| - w0 n a 62 3 | ™
4 |weor -n00| o “ 102 a | 1601
s |2201 - w080 | 0 w | s s | 2201
¢ Jaost -s000| o n | 1, o | 4081
7 | 5001 -e100| 77 » 165 7 | so01
8 Jowr - 7100 | 102 126 217 s | 6101
9 701 -9 | ﬁ} ] 9 | no

Note The above ZED Chart is for reference only; the dollar amounts may not be accurate, please refer to
your current ZED Space Available Fares Chart. The prices reflect economy travel booked in Y
inventory.

1. Display the New Reservation screen.
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Mew Reservation
Customar Type: * = Hew ™ Fepeat Traveier
Fromc * AT W% wEw vORK FR NY
Yoo BT iW|  |0s ANGELES A
Depaniure Dwie: 15 m

Moy
Returr Date: | -

Humberin Party: = 1

Carrier Gode:  BE Pl'

™ Man Sepibireet canmeetion: | Bax Hbr of Conneetions |
% Shopping © Avaiabiity ™ Srhedses
SRR Y. - cpeciic Fight curr

ey o | o |

2. Complete the screen and select OK to continue.
Note Add the carrier code for the airline the employees wishes to fly.

The New Reservation: Air Availability screen appears.

New Reservation: Air Availability
Date: Wednesday, March 15

12MAR | 1IMAR | 14MaR || TSMAR 16MAR |  17MAR | 18MAR |

ETKTHIQTBTLIVIRTWINT Z7

LAX o700 1025 oTUSTP? o
s .Bs o o AR o830 3300 g’curggnsrnmormrruwmwvmn P
" -&‘ 29 X LAX 0650 1323 g?zr;c;gwemrn.v»:ran/u.vnvw.'wz: 0
s .5 23 % AX 1400 eta 1077%751:;4;nan?mmwuwmwmrn P
5 -Bs 523 IFK LAX 1210 4822 grtilfsc::;gweru-.m\:vmrw:rwruvn o
» -ss o ™~ A 858 %20 gzrg,:':wnnwarwuvnmmwn o
s -&5 12y _._:v?%rg:sv.'srummeruﬂmw.'uvzr 0

e WL TCTOTB T ETKTHT QT ST LTI RIWIN ET o

0 -BS 1323 Ja - prioaty Wak List 7TUSTPT
WP - Wall LSt Prionty win Chearance Leves

3 1 vewex

NO MORE B8

—

wumpax: -

. from Biock Space Record

¥ Sed Conmecting Flignt

Select Option: | =] % sommumipie Classes
I Auto Insert ARNK
'7 Inventery by Avail Line " Facts by Avail Line
o | wo | uwe | e | cancel |

* « Connecoon Fight, “=Cooeshare
CTRLAT for Trp Summary | CTRL+3 for Seatmiap | CTRLSALTST far FLIFO.

1 vioek )

For airline employees traveling electronically on OA carriers on a space available basic, the SA Space
Available Electronic option must be selected from the drop down menu. This action will classify this

PNR as a Space Available PNR and will not remove inventory. .
3. Highlight the Flight Schedule that is preferred.
4. Select the Class of Service, for this scenario select Y.
5. Select OK.

The New Reservations: Pricing Itinerary screen appears.
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B by
Price Hinerary

Prics Hnarary OpSicne: «
Hebook |owssl
Prog Lyt gl b
Sy | peed Avadazie
Link Frice Cuacle
Lnini Frice Cuole
Reacpraie Prce Cuole
Bargan Finder Pam
ianiany Fesan Fare

L

Pasugnger Tipex

==

|+ EAANHEAS DG

oec |

While this screen defaults to Rebook Lowest, we have to further define pricing parameters.

6. Select Price Current Itinerary
7. Select the Additional Options.

The Additional Pricing Options pop up appears.

Additional Pricing Options
Select Optianis):

[ Bccount Code | *

| Back Date

| Command Pricing
| Commission Percent

_ Commission Amoant
[ Corporata 1D
| Currency

Eorce No Break
[ Forcg Connection
| Force Stopoyer
Hame Selection
| Nullify Date
. Bassanger Type
| Sales Indicator

| Segment Selection

| Tag Exempt Owverrlde
[ Withouwt Restrictions

8. Select the Command Pricing option. This option will immediately open an additional window.

The Price Options: Command Price pop-up appears.
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Additional Pricing Options
Select Optionfs):
| Account Code

* Price Options: Command Price

Ticket
' : Amount  ©7  Amount
e

Segment
Seloct Fare Basis

(Leave Segment Select BLANK for ALL Segments)
[ Unique Fare Basis
| Unique Ticket Designator
[ Yalidity Dates
| Save This Information
[ Tour Code

9. Add ZED as your Ticket Designator
10. Select OK.
The Price Itinerary Screen is redisplayed.

Additional Pricing Qptions
Select Opbon|s):
| hecouant Code
[ pack Date
¥ Gommand Pricing
[ Commission Parcent
| Gommisskon Amoynt
[ Gorperate ID
[ urremcy
|| Force No Break
| Farce Cenmection
|| Farce Stopoyer
Hame Selection
| ultify Date
[(EiPassanger Tyee | *
[ Sales |ndicator

[ Tag Exempt Override
[l ¥ithout Restrictions

[ woe [ came | [ cCiear

Kt P Optes — pr— g ]
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11. Click on Passenger Type.
Price Options: Passenger Type pop-up appears.

Additional Pricing Options
Lelwct Gpeon(s);

[ hcoust Cooe

| Back Date

Price Options: Passenger Type
Expiuse Other Fare | Fassenger Types
Hbred .
Fassenger Type * Prars age
| zE0 Empioyes At - |ﬂ *
I 0K Cancel

12. From the passenger type drop down select ZED Employee Adult.
13. Add the number of passengers traveling (1)
14. Select OK.
The Additional Pricing Options window reappears retaining the passenger type information.

(oot o
Additional Pricing Options
Selsct Option{s)
Assount Code
Back Date
+ Command Pricing
Commitkion Parcen]
|| Commissan Amourrt
| Conparate 1D
| Cunrenoy
| Force o Break
| Fores Connbetion
L Farcd S1opever
Ham# Selection
Nuliity Date
¥ Passenger Type
Sagmant Sebsction
[ Tag Exempt Ovarvide
Wihout Restnctions

e ] [ ome | [ o

15. Select OK
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The Price Itinerary window appears.

-
Price tinerary

Frice Rinerary Options: =
Bebook Lowest
& Price Cufrenl Bfrsy
Price | owest Availabie
Saranch Lowers! Avalabae
Link Price Quobe
Liniinik Price Casle
Resjvain Price Cuole
Bargain Finder Pius
\sanuiay fetan Fane

o+ Fasuanger Types
¥ pdcimansl Opsans

-l i

16. Select OK
If the ZED fares have been filed through ATPCO, then the itinerary will price.

Price Quote

Summary
Psgrs
1 ADT 4900 USD uy 61,97 USD

15JUL2012 DEPARTURE DATE . LAST DAY TO PURCHASE/
| Details [+ | RuigsG] |

In order to ticket, a price quote must be stored.

17. Select Save to store the price quote.
The Price Quote Record has been retained for ticket. See response below.

- - i - = - ——rerr
(3] Trip Smmmary
PRICE QUOTE RECORD RETAINED ‘cmmhrb:.m

Himerary Detalls
106 620 ¥ LAX o BULL A%
Tewaa: 2000 - 130

18. Complete the steps to finish the PNR.
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1.3.5 Stretcher Reservation

Notes:

A Stretcher Reservation is used for a passenger who must travel in a lying down position. This would require
selling multiple rows and seats on an aircraft to accommodate the passenger and their companion. This section
will discuss the process for booking the required amount of seats, pricing, and pre-reserving seats.

Note If your airline accepts stretcher passengers, follow your local procedures for acceptance of stretcher
passengers.

To book a stretcher
1. Select the Reservations tab.
2. Select New.

The New Reservations screen will appear.

i 2] 1] (] [ T ] T
t::n-rldwldl: . [raren Chickda Badnmag [ Lids Vot T el 1 Wici
3 Restrestioe Mew Reservation
Customar Typs. " = [jCw © Repidl Tranaher
Fram|* FE L W YOS S MY
Exsiting
Shift + Fx Tec|* R LW%]  LOHDON HEATHROW, LMTED KNGOO
Fadid_ g
1 - & Dagariume
Shite s P2 Oeparturs nuhrl | e | Tme: Doy - )
Edit Rirstrar
:Ihl-.- 4 ! Rsturn Dubs: ol | Tirme iy
wil
spacitic Flight = r .
Shift + Fa Humissr In Party: |: &  Cames Carrier Code: LD
1) Mdinimam [
Hon S o . P -l
Gususs. vnuies (e 45, 060)
Shift + F7 " Sl m " Stedk
SearchBy: O - =
Py s i
Shift + F&
Hetel..
Shift + F§ Yo may S=anch by sither Shopping o Awaiabilty
Pagr Ditsils_. MOTE: You must book 5 addiional seats o and abowe the shelcher palient and the
shift + F10 companion This is recuined dua to the nummbsr of seats 1aken 1 accomodate the
Prizing sareicher, This is e minemium rimises hal must be shown e PHR
SRl & 11
ATRAS .
L Lo || _weoe | o e

3. Add in the City Pair and Date of Travel.

The number in party will include a minimum of seven passengers. One for the stretcher patient, one for the
companion and 5 to accommodate the stretcher.

4, Select either Shopping or Availability based on your local procedures.
5. Select OK.

The New Reservation: Air Availability screen displays.
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6.
7.
8.

9.

Training Guide

Mew Reservation: Air Availability * = Connection Flight, *=Codeshare
Date: Wednesday, June 15 CTRLsS fov Sautmiag | CTALWALT+F jow FLIFO
-PLEASE CHECH VISA FOR THIS
ARJUN | 1RUN | dadun | TEJUN TRIUM iTHUN | iRUM |
= At a = LANLY
L F WT=5 200,00 )C7 JT YT BT HT KT MT LT VT 57
2 (V:":Uﬂ BT IFK ) ] 1800 g:::im.METJIY?E?HFK?WLFWST-ﬂ? 0
| QT=51800.00 [C7 J7 YT BT HT KT M7 LT VT BT O7
3 {-'n_' U 50 JFK LHR 1300 2000 ar T a
4 {:-un T JFK LHR NE00 2300 CT=88148.00 [CTJ7 a
5 {:,,: ug 3107 JFK LM LR ] g:‘:im.u T JTYTBTHT KT MY LTVT ST QT 0
. MT=33500,00 F7 A7 07T G747 ¥7 OF E7 GT W (T
5 wow 2 JFK LR 1850 L I 0
3 1 week 1 weak g !
HO MORE - 1° FOR COMX
- - cre v 7 @y sy ot
Select Option; |' j T Sell Multiple Classas
™ Auto nsert ARNK
™ nwentory by &vail Line [ Facts by &vail Line
ve | _we | e | __ows |

Click to highlight the Flight Schedule the passenger desires.
Add the Class of Service.
Select OK to continue.

The New Reservation: Price Itinerary screen appears.

Frice [Tiserary

New Reservation: Price tinerary

I Fassanger Typas
*l' Addeticnal Opticns

Price linerary Options: =

" Hebook Lowes]

™ Price Current llinsrary
™ Price Lowss! Avalable
™ Gearch Lowes] Available
r ~ "

" Marually Retain Fare

| o swvons | | soeerg: |

Agent Pricing |

Select the Skip Pricing tab at the bottom of the screen.

The New Reservation — Passenger Details screen appears.
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New Reservation

- Passenger Details

[ Reservation Ticketing

| Service:
- Roust

ir-"'-l Hames ™ group
Lami Firsf Laxi Firil
1 Eeson [RacHEL & [BTcR ]
2 EwmH [oHn sTCR: 7. ETCR E
3 [ETem [« a |
4 ETcR E al
5 TR ke 1o
@ Bhones ancintares | Profiles Mora Mames [y} |
Mumitsr Tves Citw Remarks
1 Eizsssssss [ BE. [
| [ =| I [
& Emai| g contact | Morg Phones. |
Edress a2 Fres Tea
| Mors Emals
E.‘_?.__,' Freguent Traveler
Carrimr Bumbsar Harme § nﬂwi{:l"‘!ﬂll Eagmente
— I Ware FT ()
E} FRnmarks Pregedned femang |
.l Mare Remaiksizl |
2| R Histarizal

Traved Aasign Speci
Dots. | Seats, | Meak. [

10. Add the names, the first person should be the Companions Last and First name. The second person
will be the Stretcher Passenger, Last, First and title as STCR. Names 3 through 7 will appear as last name

STCR and First Names as initials A through E.
11. Add the Phone contact.
12. Select OK.

The Profile Pop up may appear.

Would you Bke 10 creabe a traveler prodile or

1 profies?
i _oma |
13. If so, select NO to continue.
The End Transaction screen appears.
Evd Trwmacien ===
End Transaction
Mucaived From. racneL
I Tiekad Mew
¥ Bedmplay FHR
i Email *
™ Addrass Line I or Rangs [
 Hame — & mange: I - [
I Geeus
Queus City [ Ousua ¥ [ Fiwlatery Code
™ Change Ticked Time Limit
Ener BLAWK 1o End
— = | _ G |
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14, Add the Received From information.

15. Select Redisplay PNR.
16. Select OK to continue.

The PNR will redisplay.

r| ] " ™ ™ 0 r ] T A
Ty Check B iy Cperabory Jaan Emmgreabory | Friceg Ticheing CERT-JFH-5
Reservation - PGPJRW ==
Femes | —
= aeat
1.4 - seesoemon | | -
MTH STCR P ——
Tomes GO s (8]
T FIodies |
]| wew FYTee) Ll
A gy ThesayPrinig
™ Ok reeTe Toin Terms o M L
Vi wide W LM LM BedNE B WS
L Thegn L L L o] ] A Gamms T Fereey v
S Akavers nfy RevnaskaFinis
Rwcatwwd From - RACHEL SIMFIOH on 18MAT 1S of M MODHDO: U0 JFH AD 1122302
[=] | 1= iy s s W ) W =L ta]

17. Select the Pricing tab <F3>.
18. Select Agent Pricing label.

Mask Selection
Shift + F7

Res/TTL...
Shift + F9

PTA
Shift + F10

Agent Pricing ...
Shift + F11

Ticketing ...
Shift + F12

! Agent Pricing

Fricing Mask
Shitt + F1

Display Opts
Shift + F2

Retaln FQ
Shitt + F3

Delete Record
Shift + Fé

19. Select Pricing Mask

Pricing Label will re-display with new options.

The Create Agent Pricing Record appears.
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20.
21,
22,

23.

Crasie Age Priciag Becaed a ‘_S_E:f_
a1 i
Create Agent Pricing Record L
9 g Sulect Marais) — E
I Bugmand heiect Select Name(s)
™ Bpoount Code
™ Cowparate I -
7 Hama Bainat - 24 [RMITHUOHH 3TCR
31 [STCRM,
a1 STCRB
Prioe Quoss R [ 51 [aTCRe
| 5.1 [aTCRD
Eansanger Type: T [STCRE
Ok "—'—-—-.____________
i oK I Cancel |
— L

Select the Name Select option, a pop up will appear to the right.
Click to highlight the First Passenger on the list.
Select OK

The Agent Pricing Mask - Itinerary Calculation (Screen 20) appears.

Agent Pricing Mask - tinerary Calculation {Screan 20)
Pagr Type:™ |Adull (ADT) - * e Burch Date: = [0S ™ Hulity Date
SoioiThea:~ IFOFR Currency-Fic; » FIE
Towr Code: Appled: [ Ticket Designator ™ Discount

Base Curr:  L13D Eqv Curr: Fare Basis Tht Desig Discount Amount
Laa
| [ sFrhr 150w a
valiz * [TEJUM 1o MEIIN T R [ I
The first passenger of companian will pay the Sabe priceabie
fare as it was booked. From Screen 20 just select 08
Action:” [Frice =]
| o | gancel |

Select OK, Sabre will auto price the itinerary for the first passenger.
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BASE FARE TANES /FEES/CHARGES TETAL
1-  usp250d. 00 27 . 90T usn2527 . 90ADT
XT 17. BDus 5., G0aY 4, 50uF
23040, 00 27,90 2327 . 907TTL

ADT-01  WXN
NYC U0 LONZS00. 00NUC 2500, D0EMD ROEL. 00 XFIFK4 .5

FRIVATE FARE APPLIED - CHECK RULES FOR CORRECT TICKETING
VALIDATING CARRIER SPECIFIED - UO
BAG ALLOWANCE - JFELHR-* /U

I
——— —
- - -

Agent Pricing Mask - In Progress {Sereen 29)

Astlon: * & pajurn to iarsaction in progress.
© gt cunmend and begin new transacion
gl Fansaclon i progiess. amd il
" Ralain lransacion

==+

cancel |

The Agent Pricing Mask In Progress pop up will appear, with the original price in native format in the

background. The pricing default is set at retain transaction.

Note Take note of the base fare 2500.00, and fare basis code VXN, we will need this information a little

later.
24, Select OK to retain the price for the companion passenger.
The response will be "PRICE QUOTE RECORD RETAINED"
25. Select Pricing Mask again.
The Create Agent Pricing Mask appears.

26. Select Name Select, the Select Name pop up appears.
Create dgent Pricing Record H 1
Create Agent Pricir] seie Mameis [
I Segment Select Select Name(s)
™ fccount Code Number | Hame |
11 SIMPSOMRACHEL
! Corporats ID 2 [EMITHAOHN STCR h
41 STCR/B
5.1 STCRIC
Price Quate R .1 |STCR/ID
I 71 STCR/E
Passenger
T e -
| oK Cancel
- | |

217. Click to highlight the Stretcher Passenger.
28. Select OK
The Agent Pricing Mask - Itinerary Calculation Screen 20 appears.
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Agent Pricing Mask - ltinerary Calculation

| Scremn 20)

Pagr Type:™ [Aduf (ADT) -] age: | Purch Dute: = TBATIE I iy Date
SotdiTit:~ DO Currency-FiC; e
Tour Code: Applied:  F Tickes Designator I Discount
B Gurr;  RECG Eqv Gurr. Fare Basis Tht Desig Descount Rt
oy
=] [ Jreanm 15mm o [Boooo
vaiid = [R5UN T ug v W Ez | [ 250000

o |

cancel |

29.
appropriate Fare Basis Box.

30.
31. Add the Base Fare of 2500.00
32. Add the Q surcharge for the stretcher of 500.00.

Add the Fare Basis Code VXN that you acquired from the companion pricing response and add it to the

Enter a Ticket Designator of SZ for stretcher and check off Ticket Designator.

The action will default to Price which will allow the system to accurately determine the taxes.

33. Select OK to price.

The Agent Pricing Mask — In Progress Screen 29 appears.

PRICE QUOTE RECORD RETAINED

BASE FARE TAXES/FEES/CHARGES
1-  uUsS0p3000.00 28.10x7
XT 18, 00us 5.604aY 4.50xF
3000.00 28.10
[ADT-01  VXN/SZ

TOTAL

UsSD3028.10ADT

3028.101TL

NYC U0 Lon Q300.00 2500.008mxc3000.00eND ROEL.OD XFIFK4.5

VALIDATING CARRIER SPECIFIED - U0
[ BAG AL LOWANCE * /U0
*BAG —— -
1STCH Exchange In Progress - -
*BAGG
| 2NDCH Agent Pricing Mask - In Progress (Screen 29)
| *BAGGH
c]:’:glllﬂ Action: * REoum 10 Mansacion in progress
| CARRY € Que current and begin new fransacton
JIFKDUS .
" Quit Yansacton in progress and eat
& Regan transachon
—— __ cances |

34.

Select OK to retain the stretcher passenger’

s price.

The response will be “PRICE QUOTE RECORD RETAINED”.

35. Select the Pricing Mask label.

The Create Agent pricing Mask pop ups appear.
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36.
37.
38.

39.
40.
41.
42.

-

-
Create Agent Pricing Recond =

Create Agent Pricir] seiect Nameis)

I Select Mame(s)

™ Aecount Code Humber | Hame

1.1 SIMPSONRACHEL

I Gogporate 10 21 SMITHUOHN STCR

g

-

. o | | cance

You will now price all of the STCR passengers.

Select Name Select, a name pop up appears.

While holding down the CTRL key, click to highlight all remaining STCR Passengers.

Select OK.
The Agent Pricing Mask - Itinerary Calculation (Screen 20) appears.

Agent Pricing Mask - tinerary Calculation [Screen 20
Pagr Type:" [Adull (ADT) ;| age: | Purch Date: " [TAWSYTE I pulify Drate
SoldThed:" IFIOFK Currency-fic: * NUE
Tour Code: | Applisd: ' Tickel Designatar I [hscouni

Base curr:  LI3D i Fare Basis Tht Desig Dissount Amaunt
=
1 - 7 FHLHR 181N o (0060
valia * REI0N ta AR ua W | fom Bz | [ [2500 00

o 1] Concet

Add the Fare Basis Code VXN

Add the Ticket Designator SZ and check off Ticket Designator.
Add the Q surcharge of 500.00

Add the Base Fare of 2500.00
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43.

44,

45.

Select OK to Price.
PRICE QUOTE RECORD RETAINED
BASE FARE TAXES/FEES/CHARGES TOTAL
5~ usp3000, 00 28.10xT Usp3028. 10ADT
xT 18. 00us 5.60Av 4.50xF
15000, 00 140.50 15140.5077L
ADT-05  VvXN/S2Z
NYC U0 »e Q500.00 2500. 008 3000.00eND ROEL.OD0 XFIFK4A.S

VALIDATING CARRIER SPECIFIED - U0
BAG ALLOWANCE - JF Kl - * /00

Agent Pricing Mask - In Progress

Action: * © Gegum 10 FENSALI0N In Progress
© Quit current and begin New AnSaclon

© QuRt fransacton In progress and est
& Regan ransacbon

C e

The response “PRICE QUOTE RECORD RETAINED" appears.

Redisplay the PNR using the += Key.
Reservation - GEM 'I'EE-. . e - Hl::-ﬂ: -
2.1 - aessimsasans | [ 1 ﬁ
Tl - NSNAIRGICH ETTR | -
Tures Cuxa (81
1.1 - WMCAa | FroiiafT
= 1Fed Lhaa
AR Tk g Prisng
™ O From 3o (%) Tews Sy Wb 1 TLIEIRA AR -AED

1 e vm v
Lo 10 30 S Pty

AR LS 1EMAR  BeoRasds s O FREFE

Prace hacia 1:
A ADT AAS 0d) 0 T | T erw ww cha v = S8 RIS

Preicw Gumoke

AT O R T ST R e o g M T ) B S B BT
1o

| B D B | R SN |10 T B

el (=2 Raga =2 T i s
~ hie
: LA N
Rzcaived From - on PIMARTY at 181 1-MDDHDG
o PR perlory. W,

LLES Frou Capen Ry [T
FomargsFacts
it PR Barg e ) ="t

Select the Spec Request tab to the

right of the names.

The Add / Modify SSR Facts pop up will appear.
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Rl Wiy 558, Faets il
Add | Medify SSR Facts

& gdd * Changs ' Dalwie  Confim

Saleet 35R E«‘ﬂ!| STCR - STRETCHER PASSENGER =]

ORrR
Othar §5R Code:

I gegment Select

Frae Tegt—L
Salect Maras

Select Names

| Humber | Hame

LT e RE R T

. il EWTHUOHN S5TOR I

A ST,

4.1 STCRB

_5- i ETCRC
I 1 STCRD |

e |

"
oK Cancel

46. Select from the Select SSR Code drop down menu, STCR - Stretcher Passenger.
47, Click on the Name Select check box.
48. Click to highlight the Stretcher Passenger from the Select Names pop up and select OK.
49, Select OK again, in the larger window.
The PNR will redisplay. Notice the SSR information added to the airlines FACTS info.
50. Depress the Seats Button on the top right side of the PNR. You must assign seating.
The seat map will display.

cOD0D0000000OOO0OOO0OOO0O0OOO0O000d 3L
FUDDDDDUU@@.@UUUUGDDDDDDDDDUE

6 7 B 9 10111213 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 20 30 31 32 3
EQDO0O0ODO00D0DM OOOOO000aO000003d@C
YoAQdOOAodaoddo (o

cOODO00000d @ OO0000000000a0ddC
B 7 B B 10 11 12 13 14 15 16 17 13 19 20 21 22 23 24 25 26 27 26 20 30 31 32 2
EQODO0D0000000000000000000003@C

ADD0D00000O0O0ODOOO0OOOO0OO000003TC

Note This is for example only, please follow your airlines requirements for assigning seat.

You will want two rows of three passenger seats on a narrow body aircraft, with the seventh seat or
accompanied passenger right beside the stretcher.
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51. Note For wide body aircraft follow your airlines procedures.
52. Your PNR is now complete and ready for ticketing.

1.3.6

Extra Seat Reservation

Notes:

There are times when a passenger may request an extra seat for themselves. The following procedures will
demonstrate the process for selling an extra seat for a passenger, pricing and adding the Special Service
Remarks as required. Keep in mind pricing may vary depending on your airline procedures for passenger
traveling with an extra seat.

New Reservations:

{tmldwldu Cair

: & Reiervatiars

L
| Shif + F1i

Shif + F3

E Hinmsary
Shift + F3

Speciic Flight
SRt + F4

Repatitive
Bhifi + FE

Shif + F¥

| P Diakiils
| Shift + FR

oar
Shiff &« F§

Seats |

Hiodwl..
Shift + F1d

Training Guide

i (3] (7] (1] ] (2]
B satealion faras Piicing Tickaling Figiil il Pagd Duftats STaks
New Reservation
Custemer Typa: = & few © Bepeat Travekr
Frem: = [FE 19| wEw vORS JFK HY
To: ¢ AL i¥| rrLALCESDALE FL
Do ol i D! fis Farth d Tirti ¥ Dwapariure
Wdnesday T Arrign
Raturn Cute: B2 e =] Twma: 7 Depange
Thisrsday ™ A
Mumbar in Parmy: E Clatses: | [ Sarrier Code: L'-':
[~ Won SjopiDirect Conmection: | Minimum |
Cemnect Time:
W (8 45, D6)
. Shopping & Waiatiity " Brhedules L 3
farchiiy: - Specific Fight
o | e Do Ciear Cancel
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1. Complete the New Reservations screen for a Party of 2
2. Select Outbound flight.

New Reservation: Air Availability

* = Cannection Fignt, “=Coseshara
Date: Wednesday, March 15

ICTRL=T for Trig Summary (CTRL=S for Sastmap / CTEL <AL T for FLIFO

| 1aMAR | 13MAR | tamaRr || TEMAR TBMAR | TTMAR | 1BMAR |

KT=$§3T2.07 FTAT DT C BTETGTHTITKT |5
LT WTXT B

5 1 week | 1 week )|
NO MORE - 1" FOR CONX
Wum Pae B class: * K Line Num: [ 4 ooy o onnacting FRght
Select Cption: | = I~ Sall MyuRipie Classes
I futc Insert ARNK
I~ Inventory by Avail Line I Eacts by Avasl Line
o e | we | e | cancel |

3. Select Return flight.

MNew Reservation: Air Availability

"= Conneclion Fight, "=Codeshare
Date: Thursday, March 23

CTRL T fowr Toip Susemaary [ CTRL« 3 bowr Seatenap | CTRLALT «F Tor FLIFD|

| HWMAR | ZIMAR | @MAR || TIMAR

BMAR | 2SMAR | ZEMAR | o
F..""-E’lﬂ’ W7 ET HIT BT N7 LT V7 BT {
2 fwow w7 RL K 1500 1720 YTe$s08.8 (7
s wow w8 L K 1800 020 YTESE08.10 (7
1 Week

1“5”'
MO MORE - 1" FOR CONX

WanmFac = B class; " K uine Num: 77 5 g0 sonnecting Fiight
Select Option: | =] I Sell Myltiple Ctasses
I fute Insert ARNK
I~ inventory by Avail Line I™ Eacts by Avail Line
ok | we | rar g | _ Cones |

4, Select OK

The New Reservation: Price Itinerary screen appears.
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- = = Trig Surmr
Fraoe ey = sl T+ T o K
Amrary Dstaily
Mew Reservation: Price Itinerary WK K FLL 15
Price tinerary Options: - ¥ Passgnger Typas o* .T,r:;; :ﬁur;ﬁezﬂ.
I BEnCok Livses] ™ haational Options Ties 1000 - 100
& Price Cutrent Tnepam — - ==
r Price owess: ] Frioe dpton: Fusenger froe
" Sawch Lowsst 48| - Price Options: Passenger Type
-
T paruary Aetan B ™ Exglude Qther Fare | Papssnger Tygss
Passunger Type * ﬁﬁ ok
[mckal ATy =] A - I
|\'.uu.q|1|'=| Two Saals (O75) - | ] [
[ z| - -
[ 5 - []
o | | =l '
| [ -] I
|
[ ] r r
[ z] - [
[ = - r
= Cancel
TR |

Select Passenger Types, a secondary pop up will appear.
Add 1 Adult (ADT) passenger and 1 Occupying Two Seats (OTS) passengers.
Select OK within the Passenger Types window

© N o o

Select OK within the Price Itinerary window.
The Price Quote is displayed.

Frice Quine e
Price Quote “Feauifad ade Fara®
1656.72 USD
Swmmary
Pegre Mase Fare + Taxes/Fess/Charges = Toeal

TADT, 1075 148828 UE0 * 158.44 1656.72 USD

1SMARNMT DEPARTURE DATE — LAST DAY TO PURCHASE!

Detaits -] Rulgs [+]
BASE FARE [QUEY AET THXI SIS CRARGES  TOTAL j
1- 744, 140D B4.22 B28. 36USD
T 55.82U5 B.202F 11.208Y 9. 000F

BAL ALLOWAMCE - IFEFLL-*/U0

"RAGGAGE ALLOWANCES/FEES UMKRDWM - COWTACT U0
ISTCHECKED BaG FEE-JFEFLL-=/Ul

SBAGCACE ALLOWANCES/FEES UNKKDWN - CONTACT UD

TNDCHECKED RAG FEE - JFKFLL-* /Ul =|

save | ¥ sawaswp | Befice | Cancel

9. Select Save to retain the price quote.
A quick pop up stating the "PQ HAS BEEN RETAINED" and then the Passenger Details window displays.
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Hew Reservation - Passenger Details I Aewaraaticn Tickeing
{-L.'u. anes. I Greup
[ [ Lasl T
1 am ETT] al
a2l ET rT
Al B
al ]
a ]
a Pharss & Infmniy | Prapiss | Riare Kame (5]
— T R
1 [z aes e [y ;] - [
2 = T
R Radrann L] P Tan
[ LIME ERUH
‘-_—_, Fraqueni Traysier
Carve ] [t Rerrvmy Canieia) Amris
r— — — e T )
E Fumarks Pradeines Remary
- Viors Rerurkaig
20 ¥ Hrancal
| Serace i AamgE Specpl
= A DS gk, | [ | Dancal

Trp Sermmany
THL, =il T=T i Fugasd
Hamas
1 ETHR
P—e—

Ersrary Dezmis

110 TIKIFKFLL 15MAR 5503
Tirsaw 1130 1B

2100 12 K FLL JFE ZINAR 5503
Tk 1900 - 1230

LT

10.
11.

When adding the name for the second seat, use the same Last Name, and EXST for the first name.
Add the remaining Passenger Details and Select OK.

“iWould wou ke io creme a raseslar profils o
! profles?

——

- oo |

12. If the create a traveler profile displays, select NO.

The PNR displays.

Hew Reservation ———
B
1. - sawwam | gl
I i) +
Traved [t b
P+
el pEws Hrpd
iineracy. FickatngFricing
B Om Fomts s Twma g Aer 1 TL 1 TR T
e WD K AR-FL A meET OREE o e
L Do 531t B0 s iy —moT f—
? o WG FLLBE MR THAEE ¢ EE
P TRR i - z
T TR T em——p T
roast
R A BB D T T
i Chimae L Cwelr R et Hame Fm i
it TR RemarksFasts
‘ 1 = -
o PR jamiory Mo, Clamax PUR Ting o Cance:

13.
The Add / Modify SSR Facts pop up appears.
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14.
15.
16.
17.
18.

i [ Wbod iy TER Facie
Add | Modify 35R Facts

" hod ~ change " pelete

™ Insen T Gonfim

Sedect 558 Gndl:"l EXST - EXTRA SEAT

=1}

oR
Ofher 838 Code:
T Begment Select

¥ Name Select *

airjing: Mo

Fres Test |

Sebect Mame

Select Names

Humber | Hame
1.1 SMITHGAM

- s
[ Gancad
Select the SSR code for EXST - Extra Seat
Click the Name Select, the will open a Select Names pop up.
Click to highlight the Extra Seat Name.
Click OK within the Select Names Window.
Click OK within the Add / Modify SSR Facts window.
The PNR redisplays.
Hew Raservation =
Hemaz - b-l:::c.-
| | 11 - e | I farl
" [ -“ﬂ-:'“ 1 HD Tk Piicig = = =
1= I.f..':':".'::l : :i: (TR o r —
'r "_'.’" - - AT . D BT S e See i egea 1 R SO RS
e Charge c:w:m""::: L Mas hws Famifren v
e
i o FhE iy hdorm, Cjmaz PR Ting iniz (4 Gancei

The Remarks / Facts area has been updated with the extra seat SSR information. You are now ready to

ticket.

Note Remember to review your airlines procedures for passenger requesting an extra seat.

1.3.7 Group Reservations

There are 3 types of Group Reservations builds that will be discussed in this section.

Training Guide
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o Block Space PNR
. Corporate PNR

. Crew PNR - ZNAME PNR

1.3.7.1 Block Space Group (BSG) PNR

Notes:

Create a Block Space PNR allows your carrier the ability to block a specified number of seats for the group.
The seats are pre-reserved until an agency sells seats from the block. The agency can then sell associated PNR's
from the BSG PNR inventory. Carriers use this for repetitive / serial bookings (e.g., tour operators, air-sea
bookings) where the agency has to pay for the negotiated set of seats whether sold or not.

Creating a Block Space PNR - The following steps will demonstrate how to build a Block Space PNR.

Note You must be in a duty code 8. A BSG can only have up to 50 block seats. Above 50 seats you must
create an additional BSG.

1. Begin by selling the number of seats required for the city pair and flights requested.

New Reservation: Air Availability

Dave; Thursday, March 23
-PLEASE ADVISE PSGRS OF DELAY AT CHECHKAN DUE TO SECURITY

= = Conmeclion Flight, “=Codeshare
CTRL=T for Trig Summary { CTEL 5 dor Seatmag | CTRLAALTSF far FLIND

JOMAR 2IMAR ZIMAR 1IMAR 24MAR | ZEMAR 2EMAR -

L] a | m | Feom To. | Dep | mm | Avasbiliy w |
1 (‘:‘:LIZI 1= 1100 FTATOTCTITYTEBTETGTHTITKT LT MT O =
- N N T N N TN T
3 ('_l'HJ'.'I 44 CT T YT BT M7 K7 W7 37 TT QT X7 Q
4 (_-_u U0 202 LHR JFK 1700 1955 CTJTPTYTHTWI LT TT ZTBTKT XTUTGT O
5 t:- W 2E2  LHR JFK 1700 1955 CTJTPTYTHTMT LT TTZTBTRT XTUTGT O
5 (_u:- U3 3001 LHR JFE 1700 1958 CTITRTYTHTWT LT TTZTBTRTXTUTOT O
7 (n_-u_u:u:l w02 LHR JFE 1700 1058 CTITRTYTHTMT LT TTZTBTKTXTUTOT O
I (‘."_':"'" W03 LMK JFK 1700 1956 CTITRTYTHTWMT LT TTZTRTKT XT UTGT O
0 (1‘!' (LD 004 LHR JFK 1700 1955 CTIJTPTYTHIMT LY TTZTBTET KT UTQT O
1w ('_l' YLD 3005 LHR JFK 1700 1955 CTITPTYTHTMI LY TTZTEBTET KT UT QT 0
11 (:.-.ua 06 LHR JFK 1700 1955 CTJTPTYTHTMI LT TTZTBT KT XTUTGT O )

™ =
1 ek | 1 wesk g )
Hum Pax: ] I? Class: " Line Kum:= I:I_ = Sell Connecting Fiight
Febect Option: =] [ Sell Multipie Classes
I Auto Insert ARNK
I ventary by Avail Line [~ Facts by Avail Line
[ (%] I B | Fare fucks | Cancel

2. Once completed, select OK.
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3.

4.

Price [rerary

Hew Reservation: Price Itinerary
Price [Ererary Dptions; =

# Fsbook Loses]

* Brice Cument Binerary

™ Prige | owsst Ayainble

T Search Lowest Avaiabis

T Manialy Rean Fase

T PESEnger Typas
*_ Additignal Digtians

o | semon e | speneng> | AgerePrcng | cancer |
Select Skip Pricing.
The Passenger Details window appears.
Mew Reservation - Passenger Details I Reservation Thcketing
Lasd First Lasa
1| [ e[ [
2| [ 7 [
Al | e |
4l [ | [
5 | | 0| |
m Phones sddintanes | Propies | More Hames [y) |
1 d |
2| = N
E Emai| agdl Cantact | Morg Franes |
| . | | ore Emais |
ﬁ‘_;n]' Frequent Traveler
(= Marmb=r Hame 8 P AT FeB {8 V1R
— [ I [ [ rr o meerw |
n Ramarks Predetned Remarks, |
i More Remarks(z) |
2 [ I Historical
Senvic Trawel ALSIgn Specil
\Ll R = B B e

Click on the Group box in th

e upper right side of the screen.

The Passenger Names/ Group Names window appears.
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Famise Farrest o Gozug Mae — —
rger i
Passenger Names / Group Names

Last Mame First Mame

il

2|

a |

4

& [

|

Al

[
[
[
[
s | [
[
[
[
[

2l

(¥ Zarme Lass Name, Leave the Last Marme Field Blank Fram Ind Line)

[ Add Infants
e g information
I =] alu;l ” Corporats T2 Nams
[eroup se:s | [aroup wame: |
QK ance |
5. Click the Group Type, in this scenario it is Block.
6. Add the Number associated with the Group (15).
7. Add the Group Name. (London Reunion)
8. Select OK.
9. Select OK in the Passenger Details window.
10. Redisplay the PNR (+=)
Group Rcsen.:arnn = KCFiJs — — 'r
Bames - r——
[ o —
i
e —— g — —
1 .[:--.::H:ll- :M..::.lu 1 e 0| (™
.[-.- n:.l.lz-_ . T R T [P
ax Crusp Ragaon ] ik o e ] =t g Wi r
‘ - A pdagheid AemdpiFan
Foppaiwid From - P on (GRARTT &0 W20 NEDHDS: 0 JFH AD 1133317
K T'J_ﬂg ar i — — L“"“ ”“h _ -3 E";‘:H’

L B L TR

You'll notice that the Group Reservation banner is shown along with the Record Locator, and the type of
group (BLOCK) along with the name of the Group (15 London Reunion).

Signing in with a duty code 8 will allow all seats to be sold (HK), otherwise it would be shown as a group
request for seats (GN) status.

Note Use your airlines procedures for setting of timelimits within the BSG Master PNR.
Before Ticketing the Group PNR.
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1.3.7.1.1 Create an Associate PNR

This process will allow agencies to create a PNR using the seats alloted from the BSG Master PNR. It is
important when building these PNRs that you add a timelimit no later than 6 days prior to the departure date. If

tickets have not been issued by that time, the inventory will go back to general airline inventory, not back to the
BSG Master PNR.

1. From the Reservations tab, select Specific Flight or <Shift + F4>

rw-;,r.-&nw |
Sell Specific Flight
Hurm=: Caparure AFTivE
Fi Cia [} o i}
et e e g at Aeais Tima Tm#
M s aring. inghads oode in Mgl rermiber Bekd) [Fod Charar Fighis)
e = =[]
' E
—_— = —— — —_— — —

Salect Sall Optien: *

T -]
58 . Standby x

08 - Creadf Ttk

2. Add the Number of Seats requested.

3. From the Sell Option select Book from Block Space Record
The Sell Specific Flight window appears.

%ol S Fy Figet e
Sell Specific Flight

Select el Optica:

[ Bk from Biock Zpace Recons =]
I jAuta Inamrt ARNK - |n-: rd Locator; KOTUS |
. ome_|
4, Add the Record Locator from the BSG Master PNR.
5. Select OK.

The response will display in your work area.

F1 1 F2 L3 F4
Reservation l Fares Pricing Ticketing
O*KCFXJISNN5S

SPACE OBTAINED FROM PNR KCFXJS
100 987Y 15MAR JFKLHR HKS 800A 600P "KCFXJS
200 15y 23MAR LHRIFK HK5 130p 500p *KCFXJS

6. Select CTRL + Q to display Quick PNR to complete the reservation requirements.
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I Resarcation Tickating

Mew Reservation - Passenger Details
=2 Hamat I~ Group
Luxt Fierwt Lant Firsi
1. BoHuson Jscce [ |
2 [ [haTHAN 70 |
3 [ T = 8 [ |
a [REBECCR a |
5 [ hataiE 10 |
Ad Infamis | Profiles | Kore Namwes (]
@ Phanes J
Murmikssr Typs Ciy Aemarks
1 [sssssasss |Home EE N [
2 [ [ =| [
E Email Aga Conlacl Morg Phones
- Adkdreze Rame ¥ Frea Tant
[ Meore Emats
E_ . Fraguant Trawsler
Carriar Mumtar Mama Becering Cannersl Hegienls
— — Wone FT (@) |
m | — Predefned Remarks |
1 Mare Remarks(z) |
2 [ ~ Histoncal
Service Trarved As8ign Specgl
e | Rk | Doz | Seats, | Meas | Sanct

7. Add the Passenger Details and select OK.

The PNR will redisplay.

MNew Reservation
| {Marmey
1.1 - semsoeaueces |
| AN TRAN
| AESONAATTIE
| Anerse Tackaiing | 110387 ¥ SFH LR 156AR HIES
W G fomfa  Dee lwes up mw Tirsaw 3834 - 180D
T AL FLAR I T3AAR HEDS
| '!r uIHII.' ¥ OFEA CIHER RO EKP T - ey
| 2w vy v U rmas - i
| sx Crasg R [ L e e
e nf=z Remark
| o VI psy M, Calial PRH By K
- s

Below each itinerary segment will be the PNR reference from the Master PNR.

8. Complete the Reservation and End Transaction.
1.3.7.2 Corporate PNR
Notes:

A Corporate PNR is another type of Group that can be reserved with only a Corporate Name. Carriers use
Corporate PNRs for ad-hoc groups non-negotiated set of seats, including repetitive /serial bookings.
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The Sabre system is inhibited from canceling a Corporate PNR on an expired ticketing time limit. However,
Corporate PNRs with two or fewer names will be canceled on an expired time limit.

Note You can pre-reserve a maximum of 50 seats in one Corporate PNR. To assign the maximum of 99
passengers per reservation, you must divide the PNR—with one PNR holding 50 seats and the other
PNR holding 49 seats.

To Create a Corporate PNR:
1. From the Passenger Names/Group Names window, select Corporate or <Alt + R>.

2. Input a Number in the Group Size field.
3. En ter the Group Name in the field provided.

Group informarnan
[ Block F Corporate ™ ZiName

Group Size=l0  Group Rame: POYZ COMPANY

Cancal

4. Select OK.

5. The system adds the group name to the PNR preceded by a “C” for Corporate. Here is an
example of a Corporate
PNR:

Group Reservation - Edit Names

Seats

Names

1.C - [CORPORATE GROUP 15-15PNG KUMULS | Infant

Spec Reguests

Travel Docs (w)
Profile/FF
1-Find 2-Enroll

itinerary Ticketing/Pricing

Snput

1.TL1124/23MAY-TUE

6. Add a Phone Number
7. Endthe PNR.

Add Corporate Passenger Names
You can add passenger names to a Corporate PNRs.
To add passenger names to a Corporate PNR

Display the PNR.
2. From the Reservations Tab select the Passenger Details label.

L e

3. Select the Names Label, a pop up will appear.
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Training Guide

Cvtadt

Name(s)
Shift + F1

Proneds)
Shin« F2

Emall
Shirt s F3

Remarkis]
Shinerd

FQTV Info
Shatt + F§

Travel Docis)
Shint«Fg&

(=2 ]
Shift« ¥y

$5R
Shirt s re

ipecal Meais
Shift + 78

Deme hridrase

4. Click the Passenger Names/Group Names/Z Names radio button.

5. Select OK.

Name

Name
Select Option: *

| # acd Passenger hamesGeoup Hame=/Z Hames | S
r "

.
e

™ Aad niant Name

pe

&

 Expand Name List {Alpnabetcal Orden)
p

oo |

Lanced

The Passenger Names/Group Names window displays.

6. Add the First and Last Name of each passenger.

Pazoerger Ware | ivoap Mames

— —r —

Last Karar

Passenger Names | Group Names

T kdd Imtmnts

Greup Size: |

— |

¥ Spme Last Narme, Leave the Last Wame Fleid Blank From ind Line)

Grmup infarmatian

T pleck ™ Copparsts ™ g Hame

Group Harm:

7. Select OK.

The system re-displays the PNR. Notice the “C” for Corporate, then 10-07; those numbers
indicate there are seven seats remaining out of the 10 being held. There are also new name fields
for the passengers you added to the PNR.

Group Resarvation -

ICORPORATE GROUP 1
.1 - RIDSWARA
5.1 - HAMMERSCHMIDTIIOE

4,1 CHARKN |

MNames

0-0TXYE COBMPANY |

L |

8. End the PNR.

75

1 Reservations
Confidential and Proprietary Sabre Airline Solutions



1.3.7.3 Crew PNR - ZName

Notes:

There are times when flight crew members must fly as passengers in order to work a flight in a downline city,
this is called Deadheading. When this occurs crew schedule will create a Z Type Booking or Z/Name PNR.
While this will reserve seats, Z/Name PNRs are not considered groups or large parties and they are not included
in the Catering counts.

To Create a Z/Name PNR.

FMHMMJ@

Passenger Names | Group Names

Last Hame First Narmse

(W Savme Last Name, Leave the Lasr Name Feld Biank From 2nd Ling)

[T Add jmiants

[ Block [ Copporate ¥ ZiMamie

Group Size:E Growp mame: EREW

Cancal

From the Passenger Names/Group Names window shown above, select Z/Name.
Input a Number in the Group Size field.

Input a Name in the Group Name.

Select OK.

Input a Phone Number in Passenger Details screen.

o~ w D E

The ticketing time limit displays.
6. Select the +/= character on your keyboard to display the PNR.
The Z/Name group is added to the PNR preceded by a “Z” for Z/Name:

Group Reservation -
MNames

1.2 - EGROUP5.05CREW |
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7. Add an Itinerary and End Transaction.

Add Z/Name Passenger Names

You can add passengers to a Z/Name PNR.

To add names to a Z/Name PNR

1 Display the PNR.
2 Select the Passenger Details label and then the Names label .
3. Click the Add Passenger Names/Group Names/Z Names radio button.
4 Select OK.
The Passenger Names/Group Names window displays.

E ~ T

Name
Select Option:*

fdd Passenger Names/Group Names/Z Names L
Change Passenger Names/Group Mames/Z Names

Change First Name Only

Dwelete Adult Namea

Add Infant Name

Chapge Infant Name

Dwelete Infant Name

Expand Name List (Alphabetical Order)

Dglete FF Number

o | e |

5. Add the Last and First Name of each passenger.
Select OK.

The PNR re-displays in the work area. Notice the “Z” for Z/Name and the numbers 5-04. Those numbers
indicate there are four seats remaining out of the five seats reserved.

I
r
-
.
i
r
T
i
r

Group Reservation -

g

M5

1.Z = I GROUP 5-0ICREW |

2.1 UNOMIARIA |
3.1 = DOSJOBE |

4.1 - TRESALMA JO |

7. End the PNR.

1.3.8 Agent Pricing Mask

Notes:
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The Agent Pricing Mask is used to store fare and baggage information in the PNR. The information must be
stored in a Price Quote (PQ) prior to ticket issuance. There are times when an itinerary requires manual pricing
action in order to retain a price. This is when the Agent Pricing Mask is used.

Use the Agent Pricing Mask when you are:
o Unable to price the itinerary when the fare no longer is available in the database.
° Issuing a ticket using a non priceable special fare.
° Issuing a ticket with a fare authorization.

The Agent Pricing Mask:

o Allows you to manually input fare data through Sabre Air Pricing to price, calculate taxes, and build a
fare calculation line.

° Retains the complete pricing response in a Price Quote Record.
° Retains the complete baggage allowance when one form of automated pricing is used.

Note If all data, base fare and all taxes are input manually with no automated processes used, baggage
allowance information will be not included in the PQ.

° Provides an interface to Sabre system fare and rule displays to find the desired fare and bring the
information into the mask.

° Enables you to input the fare basis codes and fare amounts while the system calculates the applicable
taxes.

. Builds the fare calculation automatically, except when the fare calculation line is too long.

Note When the fare calculation line is too long to fit on a ticket, the Agent Pricing Mask uses a process called
Auto Reduction to remove enough spaces and other select data. If the calculation line is still too long,
the Fare Calculation Screen 24 displays an alert message with the exact number of characters you need
to remove manually. This is the only time the fare calculation lines are available for adjustment. Do not
remove essential data from the fare calculation line.

Process Flow:
Step 1 PNR setup

Build a new PNR or display an existing PNR and system price. If the itinerary does not price, determine fare
basis and base fare applicable before going to the next step.
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New Reservation

'x.:- Jomesonearsacx | €

HE

1wt e peewt

m O el Ote Foves -y -
T memeL SK.UR R A 001K
LB e 2ER e Wit

(e meont L LR AN 1WER DENAIIGA 0 SR
Loutd

Lo

V( 212488 G

Rinerary TicAsting Pricing

Step 2 Select the Price Tab.
. Select the Agent Pricing Label
o Select Pricing Mask Label.

Price & Retain
Shift + F1
Display Fare

Shift » F2

Gm

Agent Pricing ...
Shift « F11

The Create Agent Pricing Record screen appears.
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8 Agert Pragwg
Pricing Mask
Shin « F1

CTRLaAL Tt 1 Expinnd

1.1 JOHNSONPATRS

Create Agent Prinong Record
Display Opts e
| ShineF2 Create Agent Pricing Record

Step 3
o Select Segment Select option from the pop up.

o Highlight all Air Segments.

o Select OK on Select Flights Segment pop up and,

o Create Agent Pricing Record pop up.

Step 4 Complete Itinerary Calculation Screen

Training Guide
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Agent Pricing Mask - Rinerary Calculation (Screen 20)
Pagr Type:* Adult (ADT) T| fupe Purch Date; = P1AFR1 3 Hulidy Date
Sald/Tkid:* DPWDFYY Currengy FiC: = NUC
Tour Code: Applind: Ticke! D signator Descaunt

. USD : . . .
Base Cum: Eqv Curr: Faia Basd Tht Desig Discount Aot
idn A Sagrrants
™ JFELHR 10&8FR i
valid. * T0APR 10 NGAPR U L
ROk - LHRJFE 194FPR [#]
valig *108PR | s 18APR | wp L
Manualky Price
Fare Quobe
Histancal Price
Fiusg [rfo
Tax Calc
Fare Cale
Matve Mask

Action:®|Frice +

gancsl

The Itinerary Calculation Screen will move some data over from the PNR. You will need to complete the
following items.

Note

Fare Basis Codes and Ticket Designator if applicable
Base fare and any Q Surcharges that might be applicable to the itinerary.

Any manual information added must be allowable (current fare just not priceable) or authorized
by your airline.

Select action to be taken: Price or Manual

Select Price will allow Sabre Air Pricing to use your price entries while Sabre calculates the

taxes, it builds the fare calculation and retrieves and adds the baggage allowance.

Select Manual to manually enter all the data including the base, tax, and total. Once this

information is input, the system then builds the fare calculation line. The Baggage Allowance will not
be included.

Note \When manually pricing, ensure you manually add your baggage information prior to ticket

issuance so that the passenger’s receipt reflects the baggage allowance mandated by the DOT
mandate or your airline.

The final result is formatted as a normal system pricing response and includes:

Training Guide

Base Fare Taxes and Total
Fare Calculation

Baggage Allowance
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Step 5 The Agent Pricing Mask - In Progress pop up Screen 29 appears. If the data is correct, the data can
be retained as a Price Quote record. The action will default to Retain Transaction. If the data is to
accurate, select OK, if not the other 3 options can be applied. They include:

o Return to transaction in progress
e  Quit current and begin new transaction

e  Quittransaction in progress and exit.

TANES, FEE S, CHARGE TOTA — Trip Summary —_
T ™ o7 b2 Dipard
Namses

NDONPATR
Ticketing Details

VAL IDATIN ARRIER SPECIFIE
a (ee—— -=
*EAL

Agent Pricing Mask - In Progress (Screun 79)
Action: * Sehum 20 tansa ey
Quit custert! snd be P |

Click OK and System response “PRICE QUOTE RECORD RETAINED

End transaction <CTRL +E> needs to be performed to capture the new information. All price quote
functionality applies and the record is ready for ticketing.

1.3.9 Fares

Notes:

The Fares functionality within Interact will allow you to display airline fares, rules and historical options. You
can display every published fare for the market specified that is filed with ATPCO.

1 LF] 1 3 F4 s Fe T m
Rasarsation Fanes Pricing Tickelisg Flght isto Pagr Datails STARS Cusuad

To access this functionality, select the Fares Tab (F2) if logged into Interact Reservations version.
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% Fares

Fare Display Once the Fare Tab is selected, the labels will display with a list of options.

Shift + F1
cngntFnaer | 1O the purposes of this training, the following labels will be addressed.
Shift + F2 i
: . Fare Display
Rules
Shift + F3 o Rules
Tkt Mileage -
e o Tkt Mileage
Tax ! Base ° Tax / Base
Shift + F&
Taxes . Taxes
Shift + F&

Additional options can be found within the Reservations Training Guides found
Display Options .
Shift + E7 on the Community Portal.

F;fﬁ:ﬂ‘:ﬂ: Note A list of all available training guides are located in the appendix.
hift +

Redisplay Fares
Shift + F3

Select the Fare Display Option from the Fare Labels. The Fare Display window appears. You can either choose
the Fare Quote or Historical Options.

T 222

Fare Display

Select Option: *
i Fare Quode
/ Histarical Fare

Origin:* |——
Destination:*
Depariure Date:

Return Date:

Ticketing Date:

| Shop All Carners

| Fare Breakdown

| Advanced Fare Display

To display every available fare

Click on the Fare Quote radio button.

Enter an origin City Code.

Enter a destination City Code.

Enter a Departure Date or date range (defaults to today’s date if left blank).
Enter a Return Date (optional).

o a0 ~ w D PP

Enter a Ticketing Date (optional).
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7. Select OK.
The fare quote displays in the work area.

3] TR ) 3 F4 5 6
Reservation Fares Pricing Ticketing Flight info Psgr Details
FQEZESCL12JUN16%*22JUN1G
BUE -5Cl CXR-XX SUN 12JUN16 * WED 22JUN16

THE FOLLOWING CARRIERS ALSO PUBLISH FARES BUE-SCL:
4M 5Q AC AM AR AV AZ BA BD CA CI CM CO CX CZ DL

TA TK UA US VN YY YZ

ADDITIONAL CARRIERS PARTICIPATE IN YY FARES

//SEE FQHELP FOR INFORMATION ABOUT THE NEW FARE DISPLAYS//
SURCHARGE FOR PAPER TICKET MAY BE ADDED WHEN ITIN PRICED

*h% AA DOES NOT PUBLISH NLX FARES BUE-SCL ***

#%% BELOW ARE YY NLX FARES BUE-SCL VALID ON XX #*#*%#

24
STARs

uUsD

EK ET G3 GA W2
IB 3] KO KE KL KQ LA LH LP LR LX MH NH NZ OK PU PZ OF QR RO SA

YY BUESCL . WH 123UN16 MPM 853
V FARE BASIS BK FARE TRAVEL-TICKET AP MINMAX RTG
1 YPX1IM R 275.00 -———- 2/2 3/ 1M wHO1
2 YEE2M R 355.00 -———- - -/ 2M wWHO1
3 Y2 X 224.00 -——— - -/ - WHO1
4 c2 X 328.00 ———- - -/ - wHO1
5 Y1l X 396.00 -—— = -/ - WHOLY
Response Description
ltem Description
BUE-SCL City Pairs
CXR-XX The requesting carrier’s two-letter carrier code
SUN 12JUN16 * WED 22JUN16 The three letter day of the week, then the numeric day, month, and year
USbD The 3- letter currency code for the fares (determined by the location of set city location)
\ Fare Vendor
FARE BASIS Fare Basis Code
Fares files with a Private Tariff have one of the following indicators:
. * - Fare files with a corporate ID or account code
. / - Fares marked up via CAT 35
. X - Ticketing ineligible Cat 35 fares
. o - All other Private Fares
BK Reservation Booking Class and Fare Application:
. X - One Way Fare
. R - Round-Trip Fare Only
. O - One-Way Directional Fare, applicable in one direction or to one airport
FARE or Depending if this is an international Fare Quote or US domestic Fare Quote, One-Way (OW) anc
FARE-OW FARE-RT Round-Trip (RT) columns may display.
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Iltem Description

TRAVEL-TICKET The TRAVEL-TICKET column is a consolidation of the following:
. S - First Sale Date
. E - Outbound Travel Effective Date

. D - Outbound Travel Discontinue Date
. C - All Travel Completion Date
. R - Return Travel Commencement Date

. T - Last Ticketing Date
. S*GA - Government Approval Needed

AP The Advance Purchase column reflects Advance Reservations and Advance Ticketing Rules.

MIN/MAX Minimum (left of the slash) or maximum (right of the slash) number of days the passenger must ¢
at the destination.

RTG The Routing Structure is under the last fare. The Routing Structure dictates how a passenger ma
travel to be eligible for that fare.

The Fare Quote window also allows to display Fare Quotes by:

Shop All Carriers- By selecting Shop All Carriers, you can display fares for all carriers that operate in the
market or that publish fares in the market.

Fare Breakdown - With the Fare Breakdown option, you can display the taxes for each fare offered in the
market (for one way and round trip fares). It also shows other carriers that publish fares in the market.

Advanced Fare Options - You can display fare quotes that have specific criteria, just as passenger types,
account codes, corporate 1Ds, currency and many more.

1.3.10 Fare Rules

You can display fare rules by selecting the Rules sub-navigation label or <Shift + F3>. The Fare Rules window
displays.

FOIFKLHRLIUSYR1OIUN
W -LON

¥ Fam . CXR-ul HU 01 JumlT IS0
Fars Display TRIP DURATION 9 pays T WKLT B SAT 103unl
Shiti + F1 THE FOLLOWING CARRIERS ALSO SH FARE o LD
= W U AA AR AC AF AT AM AR A A AZ B BD BT CA CI OO CX
Ehghi Finder DE DL D% EI EK ET E¥Y FI IB JU Kl KE _Ki KLl LH LD LT La LY MA
o == MH MX MW HZ OK 05 OU PE PR ——
Shift + F3 F
US UX WS VY WS We VY —
Rules ADDLT £ 2l -
Shife + P2 'REE EQHELP FOH! INFOANATTL Fare Rules
SURCHARGE FOR PAPCR TICKH
Thr bieage ud IFELHE . AT il Select Dpsian: - -
Bhift + Fd W FARE BASIS EE
1 Flgxs ox 1
Tax [ Base FEVRK v 3 By i Wt |
Shift & P8 i FEMEL M X OH | By Fane Basis Code
N 4 FE&ET E X 4 Fric ket Designator Rules
i 5 Féw0l ¥ X
. E
Shift + F& 6 FECO] X 620000 |
Hisiorical
Display Sptions Dimplay Heater
Bhif + F7 [h=play Hiriife
Percentige
Shift + FB
Hedisplay Fares
Shuft + F3
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You can display Fare Rules from the active Fare Quote by Line Number, or by selecting any options listed from
the drop down menu. Here's a brief description of the available options.

View Fare Rules By Line Number

Use the fare line number to display the fare rule from the fare line selected. The line number is on the far left
side of the fare quote display. When you select this option, the Rules by Line Number window displays. Enter
the line number and select OK to display the rules. (see example below)

The Rules By Line Number pop up appears. Add the line number (3) from the Fare Quote for the MEE fare and
select OK.

u0 JFKLHR. AT 013JUN17 MPM 4148
V FARE BASIS BK FARE TRAVEL -TICKET AP MINMAX RTG
1 FROXN Q X 1500.00 - / ATO1
2 FOVXN vV X 2500.00 - - IS e ATDY
|3 _F@MEE M X _3500.00 ———- - -/ - at01 |
@BEE B X 4500.00 — - -/ - ATO1
5 Ft Y X 5200.00 —_———— - -/ - ATO1
6 F@col C X 6200.00 e - -/ - ATO1
¥
Line Number ‘H-‘

Rules ine Number

Line Number: " 9 <+

QK I Cancel

The response will be the rules for that line number.
View Fare Rules By Fare Basis Code

You can view fare rules by Fare Basis Code. This is especially useful when the passenger already has a ticket
and can provide you the codes. When you select this option, the Rules by Fare Basis Code window displays.
Enter the Fare Basis Code and enter to display the rules.

Fubin By Facs Bunn Coce - : e

Rules By Fare Basis Code

Fare Basts Code: = BEE

Corigin: = 25

Destination: = LHR
tter Ainine: " U0
|

Dt

Glohal Imdizifar —1

o | Cancel

View Ticket Designator Rules

The Rules by Ticket Designator option displays the Ticket Designator Table, which contains the rules for
various ticket designator codes. A ticket designator is a designated discount off of a published fare and is used
as an add-on to a Fare Basis Code within a pricing entry. For example, SD10 is the ticket designator for a 10%
Senior Citizen discount.
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Ticket Designator g

Ticket Designator
Ticket Designator: = a5l B

| 814 I Cancel |

o A

View Rules by Category Number

You can display rules by category number. When you select the By Menu option, the Rule Information window

displays. Add the fare line number and select OK.
[ Rule Information i |
Rule Information

Line Number: = [

I Jeint Fare

Joint Carmrers: l_ l_
oK | Cancel |

Select the categories you wish to view and add the corresponding number to the pop up below.

RO =M
W FARE BASIS ;1.4 FARE TRAVEL-TICKET AP MIKMAX RTG
4 FOBEE B x 4500.00 — - -/ - atil
PASSENGER TYPE-ADT AUTO PRICE-YES
FROM-JFK TO-LHR CXR-UD TVL-15MARLY  RULE-DODCL ws2e/ 902
FARE BASIS-BEE SPECIAL FARE DIS-S WVENDOR -SMFC
FARE TYPE-XEX OW-REGULAR EXCURSTON

usp 4500.00 O0CL  ELZNOVID D-INFIWITY FC-BEE FM-
SYSTEM DATES - CREATED 12NMOV10/1446 ENPIRES INFINITY

(). RULE APFL 01l ELIGIBILITY DAY S TIME

. SEASONS 04 FLIGHT APPL ADV RES/TKTG

LMIN STAY 07 | Max STAY STOPOVERS

. TRANSFERS FLO{ COMBIMATIONS ELACKDUTS

. SURCHARGES 13 ACCOMP TRAVEL TRAVEL RESTR

. SALES RESTR 16{ PENALTIES HIF /MILEAGE

. TICKET ENDO 19| CHILDREN DISC TOUR COND DISC

. AGENT DISC 221 ALL OTHER DISC MISC PROWISIONS
.FARE BY RULE 26| GROUPS TOURS

4 VISIT A COUNTRY 29| DEPOSITS VOLUNTARY CHGS ¥

AN

Display Reles Mesy ==}
Display Rules Men

Menu em Numbern|s): * = | [ [ [ -*
QR

™ International Construction

QK I Cancel

View Header From the Fare Display
You display the Header of fare so the fare rules do not display.

View Routing From Fare Display
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You can display the routing information for a fare.

Note Your instructor will review the results of a rules display.

1.3.11 Ticketed Point Mileage

Ticketed Point Mileage is used to determine point to point cumulative mileage used for the computation of
mileage based air fares, add-on and ZED Industry Discount Tickets. Select the Ticketed Point (TPM) option
<Shift + F4>.

The Ticketed Point Mileage window displays:

s rorier TR ==

Ticketed Point Mileage

Select Option: *

8’ By City Codes
By Segments
Redispiay Ticketed Point Mileage

Date: | g l b

Enver Blank For Entire linerary or Enter Segmems Separated with a */*

Cancel

By City Codes
You can display the mileage in the market from the origin to the destination city.
To display mileage by city code

1 Click the By City Codes radio button.

2. Enter the City Codes with a space between each city code (i.e.. GVA LUG BOD FCO).
3 Enter a Date (optional).

4. Select OK.

In the example below, each line contains specific information applicable to the fare market from origin, GVA to
LUG to BOD and then ROM.

Note The number next to the city code is the IATA area between cities.

1 4 F2 1 F3
_____ Reservation Fares Pricing Ticketing Flight Info  Psgr Details STARs
WNGVA LUG BOD FCO/12APR

WN GVA YY LUG YY BOD YY ROM /12APR14

AR AR R AR R R R A A R R R R R A R R R A R R R R R R S AR A AR A AR LR R R AR AR AR A AR AR A ELES

CcTY GI ™M cum MPM  EMS DED LAST NEXT 25M

GVA 2
1. LUG 2 - 136 136
2. BOD 2 EH 590@ 726 420 EXC 0 201 EXC 525
3. ROM 2 EH 692 1418 526 EXC 0 760 EXC 657
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Response Explanation

Code Description
CITY City code
Gl This column shows the IATA Global Indicator for the ticketed point mileage sector.

1 = Western Hemisphere
2 = Europe , Africa
3 = Asia, Middle East, Oceania

TPM This column shows the ticketed point mileage between the origin city and the city shown on that line. The @
symbol on line 3 indicates the mileage is calculated by the Sabre system and is not part of the IATA Database.

CuUM This column shows the cumulative value of all ticketed point mileage from the journey origin less any extra
mileage allowances shown on this line in /I/. When you select this option, the Sabre system responses include
mileage for surface sectors.

MPM This column shows the maximum permitted mileage in the fare market from the journey origin to the
destination city on the individual line. If asterisks (*****) appear in this column, it indicates that mileage values
are not available in this market.

EMS This column indicates if there is an applicable mileage surcharge at this time point on the journey based on
IATA exact percentage mileage surcharge. This calculation includes any extra mileage allowances shown in
/.

DED This column indicates if the fare allows a ticketed point deduction.

LAST This column indicates the number of miles that must be removed to reduce the mileage surcharge to the next

lower percentage.

NEXT This column indicates the number of miles you can add to the itinerary without causing a mileage surcharge
increase. The 25M column indicates the maximum number of miles available with a 25 percent surcharge.
When the mileage surcharge exceeds 25M, or when the value exceeds the maximum number of characters
allowed in the field, EXC appears in the field.

By Segments

You can display the Ticketed Point Mileage based on the segments in an itinerary of an active PNR.
To display mileage by segment

1 Click the By Segments radio button.

2 Enter the Segment Numbers from your itinerary with a slash between each segment (i.e.. 1/2).

3. Enter a Date (optional).
4 Select OK.

Redisplay Ticketed Point Mileage

You can redisplay the last Ticketed Point Mileage displayed.

To display mileage by city code

1. Select the Redisplay Ticketed Point Mileage radio button.
2. Select OK.
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1.3.12 Tax /Base

You can display a breakdown of the base fare, tax, and total fare.
To breakdown a tax or fare

1. Select Tax / Base or <Shift+F5>.

The Tax / Base Breakdown window displays.

rTﬂx."H!'H:' Breakdown ﬁ

Tax | Base Breakdown

Select Option: *
m Ling Bumger from Fare Quabe
_} Bas=a Fare
_J Total Fare
2 slaskanHawaian Fare Toe & Base

AlaskanHawaian Fare Tax & Tolal Fare

Lene Humber: I I *

Cancel

2. Click the desired options radio button.

3. Select OK.
The response is a breakdown of the fare requested.
F k2 Fa FA 15
Resensation Fares | Pricing Ticketing Fligght Innfi
FT1
FARE BASIS - R5xMXEB
Crwl FARE US2TAx LK. Tax TOTAL
109.00 16.10 19.82 144,92 USD
RT FARE US2TAH X FEE <A FEE A0 TAX TOTAL
21B.00 32.20 .00 5.00 24,97 J06. 99 USD
. TAX
19.82
1.3.13 Taxes

You can display the breakdown of the applicable taxes in a passenger’s PNR.

To access the Taxes options, select the Taxes sub-navigation Label or <Shift + F6> and the Taxes for City,
Country, or Tax Code window displays:
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Taxes For City,Country or Tax Code

Select Dption: *
& Cty

* |

C Country Hame

) Country Codg

() Detai By Line Humber
_' Cajegory Menu List
C) Detai By Tax Code

City

You can display the applicable taxes for a specific city.

To display the applicable taxes for a city

1. Select the City radio button.
2. Enter a City Code.
3. Select OK.

A list displays as shown in the following example:

w

r

Rz a2 MAB LA Fares

TENTMEX

T
CO0E

L
X
XD
'
UK
Twi
IVE
M,
M

F=1- R LTSy

— 5] W
] Pricing Tickating [Fight info Psgr Dwisils ETHRs

COUNTRY MAME- MEXTCOD

TN
MAME

TRANSPORTATION TAX - DOMESTIC Twa
THANSPORTATION TAX - INTL IVA
INTERNATIONAL ATIRPORT DEPARTURE TaX - TuA
DOMESTIC ATRPORT DEFARTURE TAX - TUA
TOURISH TAX

IVA - ANCILLARY FEES

IVA TAX 0N ANCILLARY OC

IVA - DOMESTIC CHANGE FEE

IWA - INTERNATIONAL OC/CHANGE FEE

COUNTRY TAX ROMMDING - ROUND WP TO KREXT 1
USE THEN"# WHERE # IS5 LINE NUMBER
3 - CHARACTER CODE FOR DISPLAY PURPOSES OMLY

Pzl Informartion

Rule Infermation

Enter a Line Humber For Further Tax Detalls: B "

Cance

The Rule Information window also displays.

4. Enter Line Number from list of taxes you want to display.
5. Select OK.

The following is an example response of when you selected the Tourism Tax:
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_WW

Reservation Fares [ Pricing Ticketing Flight Info  Psgr Details STARs

TXNES

TAX CODE TAX NAME

UK TOURISM TAX
COUNTRY CODE COUNTRY NAME
MX MEXICO

............................................................

CURRENTLY EFFECTIVE FOR SALES AND TRAVEL
FUTURE DATE DIFFERENCES NOTED ON SPECIFIC TAX SEQUENCE

MULTIPLE SEQUENCES EXIST - USE SEQUENCE ENTRY TO DISPLAY
TAX DETAILS FOR EACH SEQUENCE - REFER TO TXNHELP FOR
SEQUENCE ENTRY
01 TAX-
MXN 306 SEQ: 50
TICKETS SOLD AND ISSUED ANYWHERE.
TRAVEL FROM MEXICO TO ANYWHERE EXCEPT MEXICO WHERE THE
SECOND LOCATION IS THE NEXT STOPOVER POINT OR
THE FIRST POINT OUTSIDE THE TAXATION COUNTRY.
ENPLANEMENT FROM MEXICO TO ANYWHERE EXCEPT MEXICO. ¥

»

*

Additional Options Include:

Options Description

Country Name Enter the full Country Name (MEXICO)

Country Code Enter the 2 letter Country Code (MX)

Detail by Line Display detailed information about a topic by selecting a line
Number number from the list.

Category Menu List | Display detailed information about a sequence by selecting a
line number from the original display.

Detail by Tax Code Display information on a specific tax code. (UK)
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1 Ticketing

1.4 Interact - Ticketing Tabs and Labels

In order to access Ticketing Functions within Interact you must select Ticketing from the Tab options at the top
of the Interact Screen. If you are using Interact for Reservations, the Ticketing Tab is F4 otherwise F8 for the

Airport version of Interact.

Tor v O PesdeTecces  TIVATIC [
—_————
e " ” ” (1] L ” L n
worldwideo Asesatan farve Prceq Tichetay i n Puge Cwsade STaRs Luwans

When the Ticketing Tab is selected, the Ticketing Labels appear on the lefit with 12
options.

For the purpose of this training we will touch on a few. More details about all the
Ticketing Labels can be found in the Ticket Training Guides located on the Community
Portal.

e e FT The Appendix at the end of this Guide will display all training guides that support this
training.

1.5 Issuing an Electronic Ticket

Notes:

Use this label to issue a ticket from a PNR with an active price quote.

Note You must have a PNR in your work area.

E Ticketing

Issue Ticket
Shift + F1

Once selected the Issue Ticket window displays. This window allows you to select the following:
. Ticketless (E-Ticket option)
. Form of Payment

. Price Quote option (if more than one active price quote exists)
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. Endorsements

. Additional Options
|

Issue Ticket

Form of Payment:  * GREDIT CARD - i
- Ticketless Print Doccumsents: Mo Prmlsd Dooumsnts
Price Qusote:
Endorsement;
Adagicnal Opions

End Transaction Afer Ticketing

- End and Redisplay PNR After Ticketing

ok | Gancel

To select the applicable form of payment from the drop-down menu, use the mouse to scroll through the list, or
type the first letter of the Form of Payment option desired (type the first letter multiple times to see multiple
options that start with the same letter), or use the up and down arrow keys to highlight the desired form of
payment.

Form of Payment:  * CREDIT CARD -
2
Ticketless T
Price GUCERTIFICATE { MONETARY COLLECTION
CHECK
Endorsemite o ERMMENT TRAVEL
INVOICE
MILITARY TICKET
Additional Options  MULTIPLE FORMS OF PAYMENT

1.5.1 Process Flow - Cash FOP

Notes:

When you select Issue Ticket, Interact will automatically display the active price quote record. If a price quote
does not exist, an error pop up will appear.
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X

(7]

PRICE QUOTE RECORD - DETAILS
P11 MCE
% FCHARGE S
BASE FARE TOTAL
USDT 000, 00 FEC T g USDT 2 34, 40ADT

XT 35. DOurs 3. 5lnc T 0y 5. 00,
2. S0AY 109 BDGE 65. 10us 4 _50xF
ADT  MEE
bt ket
Issue Ticket
Form of Paymant "l':.'AEH - I
4 Print Dociumments:  Ro Prinied Documenty =
Price Guote: | W puisple Price Guotes & Hames
Erdcrisment:
Agamens Opnons
Eng Traniaction ARer Ticketing
| # Ena ama Besispiay PHR Aner Ticketing |
- [ cance

Select Form of Payment from the drop down.

Click the Ticketless box. The Print Documents area should default to *No Printed Documents™.
Click the End and Redisplay PNR after Ticketing box.

Select OK.

Sabre will respond with a native response to an issued ticket command with form of payment cash as shown
below. It will then end and redisplay the PNR in Interact.

el A

WYFCA
(a4 7234.40/ 21 1993 1643 0
MO BOARDING PASS INFO
US INS INSPECTION AND CUSTOMS FEES INCLUDED

The Ticketing / Pricing area of the PNR will be updated with the two lines of Ticketing Information.

Ticketing/Pricing
1.T-17JAN-JFESNMDD

2 TE 8382110931844 JOHNEB JFKSMDD 0040M17JAN

1.5.2 Credit Card - FOP

Notes:

When issuing a ticket with a credit card use the following process from the Issue Ticket window.
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Toat Tt ———

Issue Ticket
Faem of Fiymant * CREDT CAm = il
+ THkebess Friet Dacumants. o Pried Dooument -
Price Quats
Fnasrsement
Aarhanal Dpteny

Eng Tranwachan Efter Tihsbng

o Brd ad Radiiplig PRR AMer Tichating

: i

1. Select Credit Card from the form of payment drop down.

Note The Ticketless and End and Redisplay PNR after Ticketing options have been automatically selected
for you as these are the most popular options.

2. Select OK.
The Form of Payment Credit Card window displays.

N *ra
PRICE QUOTE RECORD - DETAILS

DASE FARE TANES,FEES/ CHARGE TOTAL
usSD/ 000, 00 234 _40xY UsSOJ 234 . 40ADY
XT 15. 00us 5. 50V 7, 0Oy 5. 00xA
109. 8O 65, 10ue

4. 50ayY 4. 505
e .
v e ot P contt o -
PRI
:

Form of Payment: Credit Card

BAG A Creat Card Type: * VISA.BA
Creas Card Number: * AMEERZRIN

L1 *uack Esniration Date:
e MMy @ L

Approval Code | -

on Sspruvel [or L3 j

Select the Credit Card Type from the drop down menu.
Input the Credit Card Number.
Add the Expiration Date (two-digit month, two digit year format)

o g &~ w

Enter the Approval Code if manually obtained.

Sabre Note  will automatically obtain an approval code when a form of payment is a single credit card. If
multiple forms of payment with credit card(s) exist, you must first obtain pre-approval of the credit
card(s). See Obtaining Manual Approval Codes in the next section.

7. Add the credit card CSC Number when required. CSC processing applies to American Express, Visa,
Master Card, Discover and Diners Club cards. The CSC number is the 3 digit security number shown on the
back side of the credit card.

8. Select OK
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Sabre responds with the native format and ticketing response followed by a redisplay of the PNR within

Interact.

| W¥F*BA4444333322221111/1214
OK 7234.40/ 21 1993 0034 1
AUTH 215200
NO BOARDING PASS INFO
US INS INSPECTION AND CUSTOMS FEES INCLUDED
VERIFY CARDHOLDER SIGNATURE

Credit Card Authorization information is added to the remarks section of the PNR.

Ti P
1LT-17JAN-JFKSMDD

2 TE EB8821 18031644 JOHNSE JFKSMDD (R0 TN

Price Duote 1:

1 ADT@TO00.00U S+ 234 40U SD{bax}=7 234, 40U S FE:MEEMEE
Totat

(P00 BOUSTH 734 ADU ST tax)=T 23440

Exthange Whw Coypons Rehard (g Fewsrires

&

1, H-AUTHEAPY. 31 SI00EA 11 T UTT AN
B H-RTHCEE NOT HeerLED

3. H-ALTHIAYS NOT SUPALED

. IOLALITHE 1 53500

Classic PHR Bag info (1) Cancel

1.5.2.1 Manual Credit Card Approval

The following steps will walk you through the manual approval code process for credit card forms of payment.

1. Select the appropriate Credit Card from the drop down menu.

Issue Ticket

Form of Payment * fereon caso - |*
Tcaevess
Price Quote:
Engorsement

 Agamonal Optons
En0 Transacnon After Ticketing
7 End and Redvsplay PNR After Ticketing

——

2. Select OK
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T e —
Form of Payment: Credit Card
Creawt Card Type: * WISA-BA -
Credit Card Number: *

Seaa3333222201

Ilﬂmm . 2 "

Approval Code:

3.

Add Credit Card Type, Number and Expiration Date.
4.

Select the Approval button.

The Payment Approval window displays and defaults to Credit Card.

Payment Approval

o —

Currency Code:
Salect Option: * @ Credd Cand Check
Creait Card Type -[‘nu.ax T] -
Creast Card Number: * 4asaxsauiadsting

Expiration Date: * A& (MMYY)

——

5.

Add the amount to be charged.
6.

Add the Credit Card Type from the drop down menu.

Note The Credit Card number and expiration date will carry over from the previous screen.
7. Select OK.

Sabre will respond with the a native Sabre entry and response to the manually approval request. The
approval code will be added in historical remarks of the PNR and added to the Form of Payment Credit Card
Pop Up in Interact.
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X BAS444333322221111/1214/500.00

oK. B11113 VERIFY CARDMOLDER STGNATURE AND EXPINATION DATY
SH-MANUAL APPROVAL COCE 1S 811113

M

Form of Payment: Credit Card

CreemCard Type: * VISA . BA

Crecet Card Number: * LOIXR221111
BT W M
tomovucose: [T ] @

8. Select OK to issue the ticket.

1.5.3 Multiple FOP

Notes:

A maximum of two forms of payment can be used in a single ticketing transaction. The following process will
demonstrate how to issue a ticket using Multiple Forms of Payment.

b Techet
Issue Ticket
Farm of Paysant * [BuLTeLE FoRuME oF ParENT [-]
¥ Tickatass Frint Doscumeis: | o Primied Documenis
I Muliphs Price Suctes & Mames
Eracrsemant |

T Rgditional Dptions
T EAd Trickechen ARef Tekeling
% End and Resplay FNR Amer Ticketing

Cancel

e

1. Select Multiple Forms of Payment form the drop down menu.

2. Select OK.
The Multiple Forms of Payment window displays.
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Taxes and Codes

kiple ool
Multiple Forms of Payment 594,04 YIEF [Total far 1: 884 WVEF)
Amount1; © AN (Far 1- 3. 14VEF)
First Ferm of Paymen: * CRECT CeRD -
CrRsiCard TYpE: « yASTER CARD B
Cradit Card Mawber : 34811117
Expiration Date: = 55 j2 CECMNBr:: 123
Apareval Dede: | pprwa
Ampunts: o 2083 {Far 1-:300.03VEF)
Bacond Ferm of Paymant ° CRCOT C2RD :|
Cradm Card Typa: © uEi B
Craedi Card Womper: * 411151 MOBEESIOR
Espiration Date: * 1° 1 G8E Nor:© 122
Approval Code: * -l-ﬂ‘lﬂ - Agorival ]
Tax & Code 1; Tan & Code B:
Tax & Code Z: Tax & Coda &:
Tax & Coded; Tux & Code T;
Tax & Codud: Taox & Cod B:
—— Gancan

There are times when the Tax amounts and Tax codes have to be added to the 2nd form of payment. If Sabre
requires a tax breakdown, review the PQ and make note of the taxes. All taxes will then be added to the Tax
and Tax code boxes. If more than 8 Taxes exist, combine the final taxes and include it in Tax & Code 8

using the code XT.

Tax & Code 1.
Tax & Code 2
Tex & Code d:
Tax L Code d,

Tax & Code B
Tax & Code &
Tax & CodeT:
Tax & Code

A new pop-up is offered to enter cardholders name for each applicable credit card.

Cardholder's name
For cradet card: MASTER CARD 1147
Enter cae@iders name; POMLDAIOTN
For cradit card. VISA " =0002
Freer cardnneidery nane  BUSAN ADDISON

e ot R i, =

—_— s

You would add the names in the fields provided and select OK to continue.

As stated previously, card type and cardholders name are entered into remarks automatically by Sabre.

Training Guide

100

1 Ticketing
Confidential and Proprietary Sabre Airline Solutions



Remarks

1. H-AUTH/APY -62041 4ACA1117£00CT
H-ALTHACSE MATCH

3. H-AUTH/AY'S NOT SUPPLIED

4 OCAUTHG20414 *L

5. H-CARD-MASTER CARD _tteeaeq117
5. H-CARDHOLDERMNAME-RONALD ADDISON
T H-CARD-WVISA seeisesfiys

6. H-CARDHOL DERMAME-SUSAN ADDISON

Notes on Enhanced Multiple Forms of Payment:
¢ Enhanced Multiple Form of Payment requires the credit card expiration date.

e The system obtains an automated credit card approval code for the first credit card listed as a form of
payment. If there are two credit cards, you must manually obtain an approval for the second.

o Enhanced Multiple Form of Payment allows for addition of previously obtained credit card approval
codes on one or both credit cards in the entry.

o Enhanced Multiple Form of Payment allows you to use the extended payment option. (if extended
payment is valid with the credit card company)

o Activation is required. Contact Customer Care for information about activating the Enhanced Multiple
Form of Payment.

o With an additional activation, Enhanced Multiple Form of Payment allows for accelerated billing of
multiple forms of payment credit card transactions.

If your airlines uses the ""Basic" option for Multiple Form of Payment, you must manually obtain
credit card approval codes.

o Select the First Form of Payment type from the pull-down menu

e Depending upon the form of payment selected, the system may display additional fill-in cells, or a
supplemental window may appear.

o Fill in the information as required. Note: The information options and data requirements are the same as
in the primary form of payment sections discussed earlier in the module.

e Select the Second Form of Payment type from the pull-down menu.

Note The options are limited for the Second Form of Payment: Credit Card, Cash, Check and Other.
Depending upon the payment selected, the system may display additional fill-in cells(for Credit Card
Form of Payment), or a supplemental window may appear (for Other Form of Payment). Fill in the
secondary form of payment information as required. The information options and data requirements
are the same as discussed in the primary form of payment sections earlier in this module.

o |f Credit Card is selected, additional input cells are displayed to add the credit card number, expiration
date, and CSC number.

o If Other is selected, the Form of Payment: Other window displays.

o Input the base amount. The amount is applied to second Form of Payment, the balance is applied to the
first Form of Payment.

¢ Input the applicable taxes and codes.
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e Select OK.

1.5.4 Void Transaction

Notes:

Use the Void Transaction label to void an automated ticket transaction, a manual ticket transaction, or an auto
MSR/RFND number.

Requirements:
° You must have a ticket printer designated.
o The PNR must be displayed in the work area.
. You must be signed in with a duty code 4, 5 or 7 and your EPR must contain the keyword DIENBR.
. Void transaction can only take place on the same day of issuance.
° Only the person that issued the ticket can void the ticket.
E Ticusting

Issue Ticket
Shift + F1

Res TTL ...
Shift + FZ

Void Trans
Shift+ F3

CKJ CC Appvi
Shift+ F2

Industry Disc
Shift + F&

Add Collect
Shift + F&

Once the Void Trans label is selected, the Void Transaction window displays with the native display of the
PNR's Ticketing Field.

Four option exist to void a ticket transaction from the PNR.
o Ticket Field Line Number
o Reservations (PNR) Automated Ticket Number
. Manual Ticket Number

. Auto MSR / REND number.
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"N.'I
1. 1FRAKEL TN/ JACE SOM
TET/TIME LIMIT
1. T- 17N - IFESHDD
2.7 BAE212052455] FRANKSD IFKSMDO 0951717k

[ r—— —
Void Transaction
Sabict Syption: .
& Ticket Fieid Line Hunbes IZI
7 Reseraplors (PHRE | Auiomaied Ticks] Mumber
™ pganeal Tickel Mumzer

™ Ao MSR 1 RFND Murmber

[ -

Action:

1. Select the Void option.
2. Add either the Line Number or Ticket Number in the space provided.
3. Select OK.
The Void Verification pop up appears only when voiding an automated transaction by line number. (option 1)
Vi Verification =)
Void Verification

Void Line Number From PNR Ticket Field: ’E! -
O Cancel

Just select OK to void transaction.

Note \When adding in the actual ticket number (options 2-4), a void verification is not required. The
transaction will be voided.

Sabre Response Examples:

wvB8882120524852
oK -- VCR 8882120524852 vOIDED IN PNR
or

OE - ITEM VOIDED

Note You can also void transaction through the Agent Sales Report. (See ASR for more details)

1.5.5 Issue Ticket by Type
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Notes:

You can use the Additional Options selection within the Form of Payment window to issue a ticket with specific

criteria.

1. Select the Form of Payment.
2. Select the Additional Options indicator.

3. Select OK.
o Tockat - - ] e - “
— L1 — L____ 1 _ T — .
Issue Ticket |
Fesm af Payment. || cagH =l [
= TicHutHRE Print Documents:  |ro Prnted Do umeis |
I Muhtiple Price Qustes & Nases
; Endedsamant I
7 aganional Opticas I I
” [End Transacgon After Tioketing -
¥ End and Redisplay PHR Afer Tioketing
= _ gwen |
The Additional Ticketing Options window displays.
T e e e— n

Sudid bow] Tobarivgg Diptcns

Additional Ticketing Options

] +

T sclusive Towr Mumber

T Mt Bemit Ticheting

T Baggage Allowance
Eamrusnion Perceat
TP O P D LA
Crvgen | Dealinaion Cverrios
TR Tensima Oy smrds
Teir Cooa
Tour Cooe | Saan Travel
Validdy Catas

_ omes |

a2
= — =

When an option is selected, an additional pop up will appear, add the additional information as needed.

Note Check with your airline to see which options are applicable.

1.5.5.1 Bulk Ticket

| Notes:
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Use this option to issue a Sabre generated Contract Bulk Ticketing in conjunction with a tour number.

Note You must have previously priced the itinerary as a bulk fare and created a price quote prior to ticketing.

— - -—
b Taket — — — —— —— ——
lssue Ticket
Form of Payment [lcaz =
¥ Dekstleis Prift Desuments: | M Fideg D uidils -

MuRiphe Price Sooies 4 Hames

Enderiemant |

¥ additional Cptions

™ End Tranzaction kfter Ticksting -
= End and Rudisplay PHR ARer Tizkating

O Carcel

1. Select Form of Payment from drop down menu.
2. Select Additional Options.

3. Select OK.
ot e oo T——— W
Additional Ticketing Options

™ Inclusive Tour Number
™ Het Remit Tioketing
™ Baggage ABowance
™ Commassson Peroent
™ Commigson Amount
[ Crgin | Dessnasan Overrice
[~ TBM Teselimit Dwerride
| [~ Fowr Cosde
[~ Teour Code | Staff Travel
[ Walidity Dates

o

= — - p—

4, Select Bulk Ticket Number
5. Add the Bulk Ticket Number prefix (UB) followed by the number (1234567).
6. Select OK.

The Native Sabre entry and response appears on the screen prior to end transaction and redisplay of the
PNR.

WEFCAFUBE*98T7654
OF 466,005 21 65436 1324-1325 4

HC BOARRDING PAZE INFOD
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1.5.5.2 IT - Tour Ticket

Notes:

The procedures for processing a Tour Inclusive Ticket is very similar to the Bulk Ticket. The only difference

will be with the referenced Tour Code.

Ierd-I-u'H Trcketng Cptons
Additional Ticketing Options

™ Bulk Ticket Humiber

—r

| ¥ Imclusive Towr Humber |

7 Het Res Ticketng

™ Baggage Allcwance

I Commussian Percent

™ Commigsion Amourt

™ Girigin ! Destination Owerride
TEM Timslimit Cvarrice

™ Jour Code

I Tour Code | Sl Travel

™ Walidity Dabes

[l

Cancel

1. Select Inclusive Tour Number.

2. Add the Inclusive Tour Number prefixed with Ul followed by the number (1234556)

3. Select OK.

The Native Sabre entry and response appears on the screen prior to end transaction and redisplay of the

PNR.

W¥FCR¥UI*987654
1414 TT2.54/ 21 6127 5214 0
HO BOABDING PASS INFOD

When a ticket has been issue as part of a BT (Bulk) or IT (Inclusive Tour), the base fare will be hidden and
replaced with either a BT or IT indicator. Only the taxes and fees will be shown. The Fare Calculation fare
break points will be replace with either BT or IT as shown below.
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Virtual Coupon Record
Mumber:  BREZ1Z0524BAT Wame: SMITHTEST
Hbref Cpns: 1 Created: 11HOVIS Isswed: 12MN0VIS PHR: HOCVRC Type: ADT
M | cx | .n.|| 1L ||'|. Dap | Fim | o | Time | k] | h [ sm | 1 I hags I
1 W[z T A [sEee % WEE o
_ [t |4
Fare info FCM: 0
Base: USD 1T 177005 BEEOAY AB0RF Toral ST 1T |
Fare Calc
[W¥T oo LomT END  XFFHiS |
Forrm of Payrent
FOP: CAEH
Issised: TZNOATS 81 JFRAD by JFK MOD
Erdarss/Resnicl
Tour: | ITLIIZM4556
Remarks:
.3...|.-_.|J |
oK woy | e | menve | ooy | me | gy | gascer

1.5.5.3 VCR - Virtual Coupon Record

Notes:

An electronic ticket is also referred to as a Virtual Coupon Record or VCR. It contains the same information as
a paper ticket; the main difference is that the ticket information is electronically stored, which makes printing a
paper ticket no longer necessary. Electronic ticketing is available for both ATB and TAT stock.
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Virtual Coupon Record

Humber: S 1262087 ED

Hame: JEHNKIMEASARY MR

-~

info
Base; USD 300000 35,60 US
Fare Cale

-~

-

Form of Payment

5.50 AY 80445 XT

1 Mbr ot Cpns: 4 Created: 12JAN16 Issusd: 1ZIAN1E PHR: QOFFD Type: ADT
wor | cx [ w] m o] me | Fm To_ | Tems | BRSt | ) | s FF | bags |

1|I | | (N]i] IJ I| |R=FER Lax I;,-'u Im‘-‘ I\'.I.: TL A D IL'K I!IK.

E B [uo B [l s e |woss ok [mxiToma | |zrc

h T o [swe Jox [voma |ow [z

4= D It |[eares =YD Lax 11424 ok TLEATOM |ex Japc

1

T | Expanded yen | dH

Totak LUSD 114566

LA L0 308D U0 BNE1SD00UD XSYD UDLAX 150 00MUCI00 00END ROE1 00 XTEE0. 0038 J0ALM
0.B00R10 A0GR2 BOWGA 1 40WYE SOVCT O0XY 2 SEKA4 SOKFLAXS 5

FOP: CASH 114566
Iagued: T2JANTE a1 LAXA Dy LAX

Toswr:
Remarks:

i

-~

ok ] e |

Excharge |

MDD

|

EndorsaiRastnct. RESTRICTIONS AFPLY/NONENDVFENAL TES APFLY

s |

conval | e | oy |

cocel |

_—

A VCR is validated by the host carrier for itineraries that contain up to 16 segments. These itineraries can

contain both host carrier and approved Interline Partner carrier segments.

1.55.3.1 Display VCR

From the Ticketing Tab select the VCR Label, then select the Display VCR Label.
The Display VCR window appears.

-
w4

ﬁ

worldwideoir Display VTR

o

Display
Display VER

B

VCR

" Fa L2

Shift & F1 [=

VCR Fislds
Bhift+F2

Modity VCR
Shif + F3

i

Prieit WER
Shift & F4

$earch for WER s)
Shif + F5

Supsrvisors
Shif + P&

F

Carriar Prafile
Bhift &+ FT

I

Display 08 VCR
Shift + FB

Coupaon Control
Shift » F3

VER Invel
Bhist + F10

Reinsiate VCR
Shife+ F11

Mask Salection
Shift « F132

il
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Note You can also access the Display VCR window by using the Quick Key <CTRL+V>

There are 10 display options shown below. Additionally there are viewing options that exist within the Display

VCR window

Option Description

All VCRs Display all VCR that exist within a given PNR.

VCR Coupon Data Display only the VCR Coupon Data

By City Pair Display VCR by City Pair along with Name and Date Range.
By Credit Card Display VCR by purchased credit card.

By Frequent Flyer Number

Display VCR by passenger's frequent flyer number

By Flight Information

Display VCR by Flight Information.

By Passenger Name

Display VCR by Name

By Ticket Number

Display VCR by Ticket Number

By Ticket Record

Display VCR by Ticket Field line number

By Form of ID

Display VCR by FOID (Form of ID)

By Open Segment

Display VCR by Open Segment City Pair and Name

1.5.5.3.2 Search fora VCR

Notes:

Use the VCR Search Mask option to find a VCR when you do not have the VCR number or the PNRs record

locator.

1. To access the VCR Search Mask, select Search for VCR from the sub navigational VCR label, or

<Shift +F5>

The VCR Search Mask appears.
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VCR Search

Passenger Info
LastHame: | ] Fiestuame: |
Freq Trav Nor: Alrfine: ]

Ticketed Flight Info (Last name required)
v, Flight Number: || [] Open Segment

] — [

2. Input the information associated with the VCR.
3. Select OK.
If there is an exact match, the VCR displays in your work area.

If there are multiple VCRs matching the information, a name list displays similar to the one below.

VCR Search Response

Hame CPM Date n To| PNRNbr | VCRMNumber
SMITHIJANE 20AUG13 JXEJUD  |8882119915203
|SMITHLUIOHN 20AUG13 UXEJUD 8882119915202

4, Click to highlight the appropriate VCR from the list.
Select OK.
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If a VCR is not found or is not present based on the criteria presented, the system displays the following

response:
l
a ¥VCR NOT FOUND

1.5.5.3.3 Modify VCR

Notes:

There are times when a VCR requires modification. This section will discuss the various option available when
a VCR requires modification.

To begin the process you can either:
o Select the Modify VCR sub-navigational label, or
° Select the Modify button from the VCR
Once selected, the Modify VCR window displays.

( Modify VCR - o |
Modify VCR

Select Option:

@ Revalidate 4

Rgassocinte

Update Remarks
Delete Remarks

Dgassocate

i oK |

"

There are 5 actions associated with modifying a VCR. We will contain our discussion on Revalidation and
Reassociation on the following pages.

Note VCR Remarks can be updated and deleted as needed using the Modify VCR window. The ability to
disassociate a VCR would restrict the issuance of an electronic boarding pass, thus requiring the
passenger to see an agent representative.

Revalidate a VCR

| Notes:
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Use the Revalidate VCR option (electronically re-sticker) when an itinerary change occurs on a previously
ended PNR. Revalidation updates the VCR itinerary without performing an exchange.

Revalidation is permitted on any VCR, including OPEN coupons that meet one or more of the following
criteria:

° Flight number change
° Date change
° Change in flight departure / arrival times
For any other types of itinerary changes, you must exchange the VCR.

Note Your airline can choose to activate the Automatic Revalidation functionality. This option applies
when you change a previously ticketed booking. The Sabre system then attempts to revalidate the
VCR coupon after End Transaction. Contact Customer Care to activate this option.

When an itinerary change occurs to an itinerary segments the status will change to SS.

inerary
Fit Ck  From.To Date Timas Stp Nbr
1 {wc UDONI3 K JFK-FIL  04DEC  120P-451F 0 S501E  fffe——
L B3 31 b, 1085 miy Sunda,
|2 (== voOMZ K FLL-JFK 9SDEC  1100A120P 0 HKO1E
&da Change R0 Dedate FIf Inén kore

Prior to ending the PNR the VCR coupons will display ** as an indicator that a change was made to the
itinerary.

Coupons in Reservation

- -

When the change meets the criteria specified above, we can proceed with a revalidation. The following steps
will demonstrate Revalidation.
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1. Display the VCR.

Virtual Coupon Record

HumbBer: Hama;
| NEF af Cpns: Created: sl PHR: Typa:
Hty Lx M n 1 Dep Fm_ To_ Tima [ 51 o Sl L1} bags
1 o & |esmec e | | k o | |
2 | Jw ha [ [ieoee  ro [ | Jox k = ] ]
e v
Eave Info Fe:
Base: USD Ta4.14 5582 US 800 ZP 20.10 XT Tatal: USD BZE.16
Fare Cale
© Form of Payment
FOP:
Issuad;
EndarseResirict
Tour:
Ramarks:

E S e - O e e

2. Select the Modify button.

The Modify VCR window appears.

Modify VCR g

Modify VCR

Select Option:

® Bevaiidatd *

O Reassoclate
[ O Upoate Remarks
Delete Remarks

Digassociate

a T |

3. Click the Revalidate radio button.

4. Select OK.
The Revalidate VCR window appears.
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Fevaldate VOR

Revalidate VCR

or

Submit blank to revalidate VCRS for all names and ail segments

oK

5. The name number will be pre-filled for you.
Add the segment number(s) that have changed.
7. Select OK.
Note As stated, you can submit this window blank to revalidate all VCR for all names and all
segments.

The Response will be Revalidation Complete

=, Revalidation Completed

>

8. Select OK to redisplay the VCR.
Virtual Coupon Record
Number: Name:
Nbr of Cpns: Created: Issued FNR Type:
(Y Cx " i N} S m_ Te. Tane B St (1) S F o
B I T H | - - |
Fare info FCMi
Base: USD 744.14 55,82 US 8,00 ZP 20.20 XT Tetal: USD 828,16
Fare Cale
Form of Payment

The new date has been updated within the VCR, revalidation is now complete.

Reassociate - VCR to PNR

Notes:

Reassociation is the action to attach the VCR coupons to the PNR segments. When they become disassociated
check-in is not possible.

The following manual steps will reassociate the VCR coupons to the PNR segments.
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1. Display the PNR that the VCR will be associated to.
Note If no PNR exists, create the PNR, end transaction and redisplay the PNR.

2. Select the Modify VCR Label <Shift + F3> or if you display the VCR select Modify.
The Modify VCR window appears.

Modify VCR

Modify VCR

@]

R
— o

3. Click the Reassociate radio button.
4, Select OK
The Associate VCR window appears.

T SS—

Associate VCR

Ticket Humber: =

Coupon Humbers: » |

segment Numbers: = [1 |

Hame Humber: =

[ox ]

Add the Ticket Number to be associated.
Add the Coupon Number(s).

Add the Name Number.

Select OK

Note In some instances some of the fields are pre-filled in for you. Verify that the information is correct
before select OK.

o N o o

The response will be a pop up as shown below indicating that the "VCR Coupon Data Updated".

= VCR Coupon Data Updatad

)
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9. Select OK.

Remember this action ties the VCR to the itinerary,. If you still need to update the information on the VCR
Coupon (flight, date, etc.) you must revalidate the VCR.

1.6 Electronic Miscellaneous Document - EMD

With Electronic Miscellaneous Documents (EMDs), you can collect ancillary charges electronically and
associate ancillaries with the electronic flight coupon. You can also issue EMDs to sell ancillary services. EMD
will eventually replace the MCO, virtual MCO, and MSR products that process electronic non-flight
documents.

EMDs can be issue for associated services rendered on a specific flight referred to as EMD-A. These services
such as pre-paid baggage, meals, pre-reserved seats and internet services to name a few, will issue an EMD-A
coupon which is Associated to a specified VCR flight coupon. The two coupons thus remain synchronized
when the flight coupon is used.

You can issue a Standalone EMD, referred to as EMD-S for miscellaneous charges or fees. They are considered
Standalone since it does not require association to a VCR's flight coupon.

The following pages will take a more detail look at both the EMD-A Associated and EMD-S Standalone
documents

1.6.1 EMD-A Associated

Notes:

There are two ways to sell Ancillary goods and services, either by:
o The Check-In Process
o The Reservations Process

While your instructor will demonstrate these two options, the following pages will highlight the screens
within Interact for selling, purchasing and associating ancillary items to the passenger's VCR.

When you begin the process of buying ancillaries you'll be brought to one of two screens.
e Ancillary Cart - This screen will house any ancillaries already reserved or purchased.

e Shopping List - If no previous ancillaries have been reserved, the shopping list will display with all
ancillaries available for your passengers for the flights currently booked.

Let's begin by looking at the Shopping List.

Features
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..wqm Tkl et b o E'
Shopping List
= R
Sy Cagrier: Growg:
U ||| =] [sui =]
Clear-nplsin Al Hinits Massa Hqus Tanai Toal Faulabids
[a=1] =] R af (rsh L ] J
. TOLETRRS ALEMITY KIT ] ERELL :'N.GD ;l]:luil! 1]
TOLETRER AL HITY KIT [Ty 7 (il T AUkl T
L 1o
s | Searen Crieia | upaste | Cancel
Features Descriptions
QTY Defaults to 1. If more items are being purchased, change the QTY as
required.
Carrier Defaults to all, if multiple carriers in the itinerary you can change this
selection by carrier
Group Defaults to all. To narrow down the search depress drop down and select
by Group type.
Highlighted Ancillary Highlight the ancillary the customer wishes to purchase.

Items
Shopping List
Shopping List
Hame; =
Qey F-IEPIIF Group:
I *~ | [ x|
Deacnphon AL Houle Hane Lapre Tmmns Toild v tin
. BAGALNE FER =0 w HLEE 20 33U WU ;I
. BCYCOLE w L 42.03usD Lpu 1] J
. BICYILE w BITE 42 QAL 420 USD kL
. TOLETRES AMENITY §1T w L Taausn TausD n
Item Description
Description Name of the Ancillary
AL Airline
Route Air segment city pair
Training Guide 117
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Item Description

Base Base price of the ancillary with currency (Note: if the tax box is blank, than this
amount is inclusive of tax)

Equiv Equivalent amount if paid for in another currency other than country of origin

Taxes Taxes applicable to the ancillary (Note: If tax box is blank than taxes are either not
applicable or included in the base fare.)

Total Total Cost

Available If a number appears, than the airline restricts the number of ancillaries sold per
flight. If no number appears, no limitations exist for the item.

Actions

. incppng Lat e

Shopping List

Gty Carriar: Group:
I & [u =] [ =
Descrption AL Roule Ease Equiv Taxes Total Auailabie
=]
BAGLAS EFRR HG i Lo 22 0ALED b )
[-L= 0 (19 nwec mres 10 J
BICTILE X M FE 2 0JUEC DL
TORLETRIES AMEMITY KIT o ('8 QLT Lt
FEOAPMENT i JFRFLL 8 R0 i AURD
DOLF EOIPVENT o LD M ausD 5 DgusD
LOURGE PASE 0 EDBOUSD S0 LD
q IL‘
Ok | Search Crilena | | Update | Cancal
Action Descriptions
OK Select OK all ancillaries are selected

Search Criteria

The Shopping List defaults to adult. Select Search Criteria for additional pricing
options. Currently the only option is child. Additional items will be added once they are
supported by pricing

Update If "Manual Price" appears in the base field of the Shopping List, your airline has not
filed a price for that item. You must manually add the price. You may also change the
existing price. Select Update to change or add a tax.

Cancel Select Cancel to remove the ancillary transaction

Ancillary Cart

Once an ancillary has been selected it is added to the Ancillary Cart. Let's take a closer look.

Training Guide
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Ancillary Cart
Namos -
1.1 - SMITHJOHN
Ancillaries
Hame  Descrpl Fauls Base T i
1 STANDARD BAGGAGE FELHR HD 1 C 1 o
01 ;L0000 M 1 SaUG JFELHR
Total &mownt: LIS05ES.00
&44 [ete ars Heled WOR Ackciolst [ W Crafads M
[ Cancel

Iltem Description
Name The passenger's name number
Description The service or fee to be purchased
Route The passenger's flight routing
Status Status refers to payment status. They include:

o HD - Payment Required

o HI - Fulfilled (Paid)

. HK - Confirmed - AE waived, no EMD issued

o HN - Need Requested.

Note HN status will only be seen by those GDS systems that
will request service from the carrier direct.

Base The price without tax
Tax Tax applicable to the ancillary
Total Total price with tax

Ancillary Cart - Action Items

Training Guide
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Ancillary Cart

Hame Pesonphian

1.1 - SMITHLOHN |

Names A=

Ancillaries

Rowte S%atus Bape LF Total

Vi "gar s e 'y e A v

- b - A 4 . = Ll

I Add [ ueleia |[ Wae | lj_elul:l".'l_,‘ﬂ ||.ﬁs'su-t EMD | Dreails ] I Move |

QK Cancel

Action ltem Description

Add Displays the shopping list of ancillaries offered for this flight

Delete Allows you to delete an ancillary already selected from the Ancillary
Cart

Waive Allows you to waive a charge for a service or fee

Select VCR Used when multiple VCRs exist in the PNR. (See note below)

Assoc EMD Associates a previously purchased ancillary to a new itinerary.
Note \When using this entry a follow up entry must be made to reassociate

the EMD to the VCR
Details To display detailed ancillary information
Move Manually entry to move from one flight to another.

1.6.1.1 Ancillaries: Associate Ticket

When you are ready to purchase, highlight the ancillary and select OK.
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Ancillary Cart

Ancillaries

Hame  [esoription Aaute  Shatus Base Tam Tatal

11 BAGGAGE P T SOLE TG LASEFO HE 32
02 : KD 0204 Y 1BALD LASSFD

Toisl Amsant; 1S0F50.00

wi* Deelede Wahe Select VR Azzoc EWiD Diejanks W

ok | _garum]

If only one electronic ticket is shown in the Pricing / Ticketing field of the PNR, Sabre will direct you to the
form of payment screen.

However, if more than one electronic ticket exists in the PNR, e.g., if the original ticket was exchanged, the
Ancillaries: Associate Ticket pop up shown below will appear.

The Ancillaries: Associate Ticket pop up allows you to identify and associate your ancillary to the correct
electronic ticket and flight coupon when multiple ticket numbers exists within a PNR for an individual. A pop
up will appear for each flight segment and each passenger that has an ancillary reserved.

Ancillaries: Associate Ticket

Name: 1.1 - JOHNSN/BRIAN

Ancillary: BICYCLE (JFK-LHR)

VCR/Ticket Coupons
8882120030003 1 U02 M JFK LHR 15MAY 1850 OK %
E T ———
3 UO S M CDG ORD 24MAY 1030 OK
Cancel

Item Description

Name The passenger name and name number.

Ancillary The ancillary selected and flight routing.

VCR / Ticket The VCR or ticket number. A drop down menu is enabled if more than

one ticket exists. In this case, select the drop down menu and highlight
the associated VCR or ticket.

Coupon All applicable flight coupons. Highlight the flight coupon that is
associated to the ancillary.
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Iltem Description

OK Once VCR / Ticket and Coupons have been chosen select OK to
continue.

Cancel To close the window without action being taken.

Note Verify the coupon status in the associate ticket box, if it is EXCH, then using the drop down select the

1.6.1.2

alternate ticket.

Form of Payment Screen

The Form of Payment screen will appear with the amount populated.

1.

Select a Form of Payment from the drop down menu.

Note Forms of payment may vary based upon your airlines original selections.

Form($) of Payment
Total Cost: 30.00 EUR

Farm of Pagrsent 1
A -

Form o Papresed:

Form of Payment 2
Amiant:

Form of Papment:

L e |

angel

Select OK.

Wit L ==

EMD Issued:

(FSEE20DO001 35

The EMD Issued box appears with the EMD number.

3.

Select OK to proceed.
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1.6.1.3 Ticketing / Pricing Field

Once the EMD is issued, the Ticketing / Pricing field of the PNR is updated with the EMD document number.

Ticketing/Pricing
1.T-12MAR-SF O5TRX -
2.TE 9982161179992 JONES/R SFOS7RX 2055/1 JMAR—

3.TE 9988200000430 JOMNES/R SFOSTRX 20571 IMAS - BG

While it looks similar to the electronic ticket, note the 2-letter ancillary code at the end. The BG in this example
tells us that this ancillary is for baggage.

Additional ancillary codes include:

Code Description

BG Baggage

GT Ground Transportation and Non Air Services
IE In Flight Entertainment

LG Lounge

MD Medical

ML Meal / Beverage

PT Pets

UN Unaccompanied Travel

SA Pre-reserved Seat Assignment
99 Miscellaneous Sales

1.6.2 EMD-S Standalone

Notes:

An Electronic Miscellaneous Document - Standalone (EMD-S) is an EMD which is issued for Miscellaneous
Charges or Fees. It is considered Standalone since it does not require association to a VCR flight coupon. While
future programming of EMD-S can include the VCR number as a reference with the EMD, these Miscellaneous
charges are not lifted with a VCR flight coupon(s).

A Consumed at Issuance option is available with EMD-S, that allows the carriers to choose the status of the
EMD-S document to be issued in "USED" or "OK" status. While many EMD-S items are used at time of
issuance, an airline may opt to allow an OK status for a service or fee that will be used in the future. For
instance a passenger may purchase a one day pass at an airlines club. Since an EMD-S is valid for 1 year, the
EMD can remain in OK status until the pass has been used. The airline would then manually change the status
to USED.

EMD-S will be filed under Group Code 98 and 99 and will contain a reason for issuance code (RFIC) similar to
current Ancillary Products. Sub codes are also supported by Sabre and descriptions are definable by the airline
when filing within Merchandise Manager.

Reason for Issuance Code (RFIC)

Once you issue an EMD, a Reason for Issuance Code (RFIC) is added to EMD details. A RFIC is a code that
defines the reason for issuance the EMD. The RFIC is an ATPCO industry standard.

RFIC Codes | Description |
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RFIC Codes | Description

Air Transportation

Surface Transportation / Non-Air Services

Baggage

Financial Impact

Airport Services

Merchandise

In-Flight Services

—|@MMmMOo0|w|>

Individual Airline Use

The RFIC codes can be seen when displaying an EMD. Here's an example of a partial EMD display in Native

Sabre.

WEMDYO9EEZ Q0000509

ELECTRONIC MISCELLAMEQUS DOCUMENT - A/ASSOCIATED
QOBEREZ00000509 MAME -SMITH/LUCY

TTL NER OF CPNS-02 DATE OF ISSUE-13MARLZ PNR-KQIvQU
EEASON FOR ISSUAMNCE CODE-G/IMN-FLIGHT SERWICES |

CPN AL EEDOFF  RFISC ZTAT
1 KO SFoLAS  OCL Ok
24 KO LASSFO  OCL )4

Note The RFIC and explanation of services is located directly above the coupon.

Standalone ancillaries will appear in the Ancillary Cart without a Route as shown below.

Ancillary Cart

Namos

1.1 - JOHMSONPAUL MR | . ores orus

\ ——— M

Hama Dagar phian FHAatur Bars T s Tatal

f......ﬁ}r_..-. *rﬂ-ﬂr”f!“‘,ﬂf § o i\

Total Amount: USD50.00

Add Delete Waive SeleclVCR | Asso: EMD Move
ok [ | Gancel |

To display Ancillary Details, click to highlight the ancillary and select Details.

The Ancillary Details displays. Take a moment to review the various items included in the details window.
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Arncillares: Detads

Ancillary Details

Mamsa 1.1 = MOHNSONPALIL MR +

Ancillary (CC EERVACE FEE - LOMG HALIL (99) - ADT

Slatus HO1REQUESTED

EMD Typa 1

Ancillary lam Mumber 18

Amaunts Base: S0.00UE0D  Total S0.00LS0

Tamds Included i

Tax Exemipl T

Fatund Ind ¥

Consumed Al lEguanda Ind ¥

Fraason for Issuance Codeld Sub Code 992

Ok
— ——

Item Description
Name Name of the passenger including name number from the

PNR.

Ancillary Name of the Ancillary as shown within Group Code 99
Status . HD - Payment Required
o HI - Fulfilled (Paid)
. HK - Confirmed - AE waived, no EMD issued
. HN - Need - Requested (HN is a status used when an ancillary is
requested from another GDS system)
EMD Type 1 - Standalone

2 - Associated to a flight coupon of a ticket

3 - Standalone referenced to a ticket number but not associated to a
flight coupon of a ticket.

Ancillary Item

Random number (to be removed in future revisions)

Number

Amounts Base fare amount and currency code
Taxes Included True or False

Tax Exempt Yes or No

Refund Ind Yes, No or R Exchange only
Consumed at Yes or No

Issuance

Reason for Issuance

RFIC code and Sub Code

1.7 Agent Sales Report

Notes:
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The Agent Sales Report (ASR) is a way of recording each ticketing or monetary related transaction. The ASR
offers you a reporting and reconciliation tool. The ASR will allow you to:

o View the tickets issued and/or voided.
° View and update your own ASR.

o Add manual documents to the database.
o Close the Agent Sales Report.

The Agent Sales Report - Sales Summary displays the main ticketing details for a specific date or specified date
range. All employees under a specific station are able to view the Sales Summary.

If you job responsibility includes issuing tickets you must sign into your ASR before issuing tickets. Signing
into Sabre and assigning a ticket printer automatically signs you into the Agent Sales Report.

At the end of your shift you'll be required to close out of the ASR and reconcile your days activity.

To view your Sales Summary Report.
1. Select the Tools from the menu bar.
[Tooks Help

Agent Sales Report

Message Sales Summary
Calculator Credit Card
Calendar Tax

Conyersions »  Detal

Weather Station Symmary
City Time/ Elapsed Time Station Manager
Sabre ATLAS Manual Doc
Minimum Connect Times Yoid Options
Days Calculator Add TK | TE Jtem
Cuyrrency Conversion Redisplay [ Print
BMAS Page Up / Down
Baggage Tracing »  Ticket Check Digit
Passenger Facility Charges Agent List

Define Quick Keys Exception Report
Watchfist

Send Manual Entry

Watchlist to CSY

VYCR List to CSY Eile (FIM)

2. Select Agent Sales Report
3. Select Sales Summary Report.

1.7.1 Sales Summary

1. The Sales Summary Report window displays.
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e M
Sales Summary Report
™ By Date or Dune Rangs -
™ By Staan Musber
Agaitan s Cieplay Cpoons
™ Print Foaport

Evitar BLAMK for Foday's Rapat

2. Select the desired Option.
Note When display your report for today, no options are required.

3. Select OK to display report.
The report is comprised of 3 parts

e The Header
e Transactions

o Total Daily Sales

The Header:
AGNT:000MDB - - -EMP: 123456 - -CTY:DEN - -5TA: 0000000 Z-I- DERDG13/1128A - -9
SALES -SUMMARY -REPORT -FOR -06ADGL3 - ---------------------=- BREE |
The following fields are included in the header.
Field Description
AGNT EPR city and agent sign for the issuing agent
EMP Employee ID for the issuing agent
CTY The AAA city where the ticket documents were issued
STA The Station Number of the city where the ticket documents

were issued.

06AUG13/1128A Date and time when you displayed the Sales Report. This is
different than the date the transaction occurred.

SALES SUMMARY | The date when the Sales Report was opened.
REPORT FOR 06A

UGl16
Transaction:
3EQ TET NHUMBER FoP FAEE TAN TTL TIME
00001 PFEIFFER/EDWARD MR FNR=FVNXII 14CH3S

E BEBBZI1TZ12744¢€

o o b o e B e WA LR LY 154 TH

The following fields are included in a transaction.

Field Description

00001 Sequence Number
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Field

Description

PFEIFFER/EDWARD
MR

Passenger Name

FVNXII Passenger Name Record (PNR)
14CC39 LNIATA of the Ticket Printer assigned
\% Status Code V in this situation means Voided
Cv Compensation Vouwcher as Cwersale Voucher
E Even Exchange RF Refund
El Even Exchange lgnored RP Partial Refund
EOQ Exchange Cwerage RV Refund Voucher
ES Exchange Shortage W Voided
Form Type E in this situation means Even Exchange
BAG | ExcessBaggage Ticket RFD | Refund Doc
CRG Cargo / Priority Parcel SCR SEnior Coupon
Fim Flight Imtermupt Manifest S5T spcd Sves Ticket
MCO | Misc Charge Order TAT | TAT ticket
MPD Multi-Purpose Document TET All Tickets
MSR Misc Sales RE‘:E'IFH TUR Tour Order
PAS Non Revenue Ticket VCH Vioucher
8882172157446 Ticket Number
CcC Form of Payment (FOP) in this situation CC for Credit Card
cc Credit Card
CK | Checkor Cashiers Check
CT Certificate
GR Govermiment Tranf.porlahnn RBqLIE-'Sl
IN Invoice
MP | Al Muliple Form of Payment fransaction
PT Prepaid Ticket transaction
ET All exchanges including even and add collect
RC | Refund Check (Station Draft)
™ Transportation Voucher whether for full or partial repayment
X Other form of payment
UsD Currency
0.00 Base Fare
0.00 Tax
0.00 Total Fare Including Tax
0947A Time the transaction was actually made - local station time. (This

can be in either 12 or 24 hour clock)

Total Daily Sales:

Training Guide

128

1 Ticketing
Confidential and Proprietary Sabre Airline Solutions



At the bottom of the display is the total of all sales for the day which includes:
o Total sales by form of payment
. Total sales by currency
° Total exchange amounts

° Total refunds by form of payment.

1.8 Display History - PNR/VCR/EMD

Notes:

Displaying Historical data allows you view the actions taken from creation to completion of a PNR, VCR or
EMD.

You can display historical information for a:

. PNR
. VCR
. EMD

Reading historical data can be a challenge. The following pages will describe how to display and understand
historical data.

PNR History

The History Options window allows you to display changes made to a PNR by selecting up to five options from
the drop-down menu in order to view any or all components of a PNR.
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Reservation - DIJCTL

MHames

1.1 SAITHUOHN ‘
| B
J Display Reservation Fields

1-Fin d-Erwsi iHnpul
History Options Ticketing Pricing
FE I Fs

J 1 Ln’ U3 M3 K JFE - FLL

L — xanTeschargaay=E L 18US0 130K
| 2 [:, T FLL - JFK -
J ContactAdoress nfo RemarksFacts

J Received Fram - P nr[jﬂﬂﬂ: 16 &1 Hﬂﬂmnﬁlﬂ_ L3 JFK AD 1138312

—— Gty

Select the PNR History button from a displayed PNR, this will open the History Options window. Since
History contains the action taken on the PNR, several options are available to choose from. They include:

Options Options

Air ltinerary Price Retained
All Price Retained All
Email Address PTA

General Passenger Data Received From
Itinerary Seats

Name Special Services
Pay Ticket Record

No history is recorded or available if an Ignore transaction is completed. Modifications are not visible in a PNR
until after an END Transaction is completed.

Note While your instructor will discuss in more detail in class, additional information can be found in the
Reservations Training Guide - Display RES (PNR) Options located on the Community Portal. See the
appendix to view all Training Guides available to you.

VCR History

In order to display VCR History you must have the VCR displayed in your work area. You can display VCR
history by selecting the History button at the bottom of the displayed VCR as shown below.

Ratfidris:

or by selecting the VCR Fields label from the Ticketing Tab.
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Saift & F§ Display VCR Fields

Darmar Profile
l Ahes +FT

Cis@iay DA YO
l Shif +FE

CHPON G
l Shi +FR

YCR Invel
oo - _—

Benssae VIR
. araf+ Ft

Mask Saleztion
l Shift & FLE

Once VCR history is displayed, it appears in newest to oldest format, therefore you must read from the bottom

up.
1 F2 3 F4
Reservation Fares Pricing Ticketing
VCR*H
0C 8882119916002 CPN 1/2
WYVCRY¥NPYFCA
FROM-"» TO-0K
JFK HDQSMBM 23AUG13/0852 OBLXBI

The table below will assist with some of the VCR data and their explanations. Remember the most recent

change will be the first displayed, always read from the bottom up.

VCR Data

Explanation

VCR*H

Native Sabre format to display VCR history

OC 8882119916002 CPN 1/2

OC - Original Creation, document number
and coupons created.

W1VCRINPFCA

Native Sabre format to issue an electronic
ticket with form of payment cash.

FROM - **to - OK

Status of the VCR ** no status to OK status
after original creation

JFK HDQ5MBM 23AUG16/0852
OBLXBI

Signature Line, date and time stamp and
PNR

EMD History

Like VCR History you must display the EMD first before displaying history. You can display the EMD from
the Ticketing Tab and accessing the EMD Label. Once there select Display from the EMD Label.

Training Guide 131

1 Ticketing
Confidential and Proprietary Sabre Airline Solutions



Q«_oridwldetx 2

2 EMD

Display
Shift + F1

Search
Shift « F2

Print Rept
Shift » F3

Supervisors
Shift + F4
Issue EMD
Voucher
Shift + F5
Modify
Shift » F6

Rfrsh Vchr Lst
Shift « F7

The Display Electronic Misc Document (EMD) window appears. Add the EMD number and check off the

Display History section as shown below before selecting OK.

Display Electronic Misc Document [EMDI- M

Display Electronic Misc Document (EMD)

EMD Number: | 9958200000169 |
ave Dlane 10 ReCsprEy

Ticket Line Humber:

[¥] Display History

o ¢
|

EMD history also looks similar to VCR history.

WEMD¥99e5200000169%H

WD 995200000169 CPH 1
WwS99BEE200000169
FROKM -0 TO-WOID

DFw HDQ41TG 14may12 /1126 F MY HOR

OC Q9Es200000169 CPH 1
ICW DOC-9982161241536
WIA MISC WEBSERWICES
FROM-¥¥ TO-0K
DFw HDQ41TG 1dmay12 /1016 FHYHOMN
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The table below will assist with some of the EMD Historical Data and their explanations. Remember the most
recent change will be the first displayed, always read from the bottom up.

EMD History Data Explanation

WEMD*9988200000169*H Native Sabre format to display EMD History

VD....9988200000169 CPN1 VD - Void plus EMD number and coupon number

WV9988882000000169 Native Sabre format to void a ticket number

FROM OK TO VOID Status of the EMD changed from OK to VOID
Status

DFW HDQ41TG 14MAY16/1126..FNYHON | Signature Line, date and time stamp and PNR

0C...99882000000169 CPN1 OC - Original Creation - EMD number and coupon
nbr

ICW DOC - 9982161241536 In Conjunction With Document and the electronic
document number.

VIA MISC WEB SERVICES Electronic Transfer Information

FROM - ** to OK Status of the EMD ** no status to OK status after
original creation

DFW HDQ41TG 14MAY16/1126 FNYHON | Signature Line, date and time stamp and PNR

1.9 AER - Exchanges

Automated Exchange is a comprehensive program made up of a series of screens that allows you to begin and
complete an exchange transaction. In just a few easy steps, you’ll be able to complete a:

. Ticket Exchange
o Multiple Document Exchange
° Ticket Exchange with Additional Collection — Air/Change Fees/Taxes etc.

The Automated Exchange program also allows you to either complete the transaction immediately, or retain the
exchange information for issuance at another location at another time without duplicating effort.

Automated Reissue Pricing (ARP) is an optional feature available for airlines that uses the Automated
Exchange and Refund product. It provides your airline an added level of pricing control and capability when
pricing ticket reissues, by recalculating fares and taxes from the point of origin. This includes those segments
already flown, with minimal user entries.

Benefits of Reissue Pricing (ARP)
. Uses Category (CAT) 31 Voluntary Change fare rules in selecting and validating the new fares.

. Gives the airline the ability to use all historical fares, current fares, or a combination of the two, based
upon the changes that were made to the original itinerary.

o Retrieves and applies the change fee information based on the fare rules.
. Three ARP pricing options which include:
0 Prices the new itinerary in the class of service booked.

0 Attempts to find a lower price if air segments are rebooked in a different class of service; a prompt
advises your staff how to rebook the lower price.

1 Ticketing
Training Guide 133 Confidential and Proprietary Sabre Airline Solutions



0 ARP advises your staff when it is less expensive to purchase a new ticket vs. changing the original
ticket.

For airlines that use ARP, there are two categories that make the Automated Exchange and Refund process
more robust in collecting the appropriate fees when changes or refunds occur. They are:

Category 31 - Voluntary Changes
Category 33 - Voluntary Refunds

In order for these rules categories to work within AER, each airline is responsible for filing information in these
categories.

Category 31 includes fare rules for voluntary changes. It allows your airline to file specific rules for voluntary
reissues. ARP pricing logic is based upon your airline’s Category 31 fare rule data filed directly with ATPCO.
Therefore ARP is only available to carriers who file CAT 31 rules. When the Automated Reissue Pricing (ARP)
feature is active, the Sabre system uses your airline’s Category 31 rules for each exchange transaction to
determine the following:

o If the itinerary changes are allowed
o What fares are valid for the new ticket
° What change fee applies

One additional option available for CAT31 airlines is change fee totaling. This option allows all change fees to
be applicable by fare components or journey, and the system totals the applicable fees for voluntary reissues.
Contact Customer Care for assistance with activating this option.

Category 33 provides your airline the ability to have more control over refunds processed through the
Automated Exchange and Refunds (AER) program. This includes full and partial refunds.

AER determines the refundability based on your airlines refund rules file under Category 33. AER will populate
the appropriate refund amount within the Comparison Summary Screen (Screen 30).The refund amounts will be
verified and include only the appropriate funds and taxes that are to be refunded, including Canada and
Australia GST.

There are two options your airline can choose to activate that will enhance CAT 33 functionality with refunds:
° Change fee totaling

This option allows all cancel / change fees to be applicable by fare components or journey and will be totaled
and charged for voluntary refunds performed using CAT 33.

. Re-direct to non-CAT33 pricing

Specifically for partial refunds, this option redirects back to non-CAT33 pricing when no matching CAT 33 rule
is found.

Contact the Customer Care help desk for assistance with activating either of these options.

1.9.1 AER Screens

You will learn how to process an Automated Exchange using both the Standard and Fast Path options within
Interact Interface. There are two types of exchange transactions, those requiring additional monies, and those
that are considered even exchanges. The process of Automated Exchanges incorporates 4 primary steps. Each
step shown below has an associated AER Screen.

Step 1 Original Ticket Information (Screen 10)
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Step 2 New Itinerary Information (Screen 20)

Step 3 Comparison Summary Screen (Screen 30)

Step 4 Ticketing Instructions Screen (Screen 40)

Secondary Screens will be identified and described in detail when handling more complex exchange

transactions. A complete list of all secondary screens will be provided to you shortly.

This document is made up of two sections. They include:

Note

Standard Path Exchange Scenarios

Fast Path Exchange Scenarios

Appendix 1 below identifies the screens associated with each of the four steps and sub-steps within

AER. Take a moment to review the options.

Appendix 1

Automated Exchange & Refund Step Screens

Screen Description

Step 1 - Original Ticketing

Screen 10 Exchange Electronic Ticket —_—
Screen 11 Exchange Electronic Misc Document (EMD)
Screen 12 Non Database Document

Screen 13 Ticket Exchange — Tax Information

Screen 15 Additional Flown Segments

Screen 16 Fare Break Infermation

Screen 18 Exchange Multiple Documents

Primary Screen - Original eTicket
Transportation Voucher

MCOs, PTAs, Agency Doc, & Tour Orders
Additional Tax Breakdown

Additional Flown Segments

Manual Fare Break Points

Multiple Documents fo be Exchanged

Step 2 - New Routing & Fare Information ———»

Screen 20 Ticket Exchange - Intinerary Caic from Point
of Origin

Screen 21 Ticket Exchange - Plus Info from Point of Origin

Screen 22 Tickel Exchange — Additionalinfo from Point of
Origin

Screen 23 Ticket Exchange — Tax Calculation from Point of
Origin

Screen 24 Ticket Exchange — Fare Calculation from Point
of Onigin

Primary Screen— New Itinerary and Pricing
Elements

Additional Pricing Components

Additional Pricing Components Overflow when more
information is neededfromScreen 21

Manually enter or adjustthe new iinerary tax
calculation from the point of origin on exchangedtkt
Edit Endorsements or Fare Calculation. This screen

will gispiay when fare calculation line datais too long
and must be reduced forticketing.

Step 3 - Old/New Document Comparison and Fees
Screen 30 Comparison Summary —
Screen 31 Tax Comparison Summary

Screen 32 Refund Information (if subscriber)

Primary Screen- Compare Old versus New
Permits viewing & editing of tax calculation.

Select refund methodfor a partial refund during an
exchange transaction. (if subscriber to refunds)

Step 4 Ticketing Instructions
Screen 40 Ticketing Instructions —_—

Screen 44 OK Ticketing Response ((Exchange
Completed)

Screen 45 Additional Reissue/ Options
Screen 41 Multiple Forms of Payment
Screen 42 Baggage Allowance by Segment
Screen 43 Transaction Retained

Screen 02 Retained Exchange Information

Primary Screen - Ticketing Instructions
Primary Screen - Ticketing Complete

End Transaction, Vold & Reissue foranother psgr
When multiple forms of payment wili be used

To add Baggage Allowance info to passenger ticket
Advises previous reissue has been retained not tkted

Alert which restricts check-in when a reissue or add
collectis required.
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1.9.2 AER Standard Path

Notes:

This scenario will demonstrate an AER transaction utilizing Standard Path.

Scenario 1: Your passenger purchased their tickets a few days ago, but realized they booked the wrong dates.
You have made the changes to their Reservation below. Since the passenger had purchased an unrestrictive
ticket there is no additional collection or penalty.

Below is the PNR with the new dates booked.

Reservation - JOAZCL

CARTIRP AT ‘: 0N

Contect Addrest bafe

Recetved From - FPATRICK on 1958 11 21506 0ONMDO

Fekating Prcing

1 13 ma3 1 000 cter oo e |

Remarks Facts

1. Highlight the Ticket Number to be reissued from the Ticketing / Pricing area of the PNR.

2. Select Exchange, to display the drop down options.

3. Choose Voluntary as this is a voluntary change for the passenger.

The Ticket Reissue / Refund Options screen appears.

Training Guide
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Tachet Beissue / Refurd Optons —
Ticket Relssue | Refund Gptlﬂns

@ E=xchango Fefund

Exchangs Typa:

Select Type of Process: *

Display Oplions:

Before we can exchange an electronic ticket, we must ensure that there is a valid ticket to exchange. An
electronic ticket is valid if the status is one of the following status codes:

e OK - OK for Travel (unused)

e CTRL - Airport control for interline electronic coupons (CTRL will change to OK during the Exchange
process as long as no flight coupons were previously used, refunded or printed to paper.

e PRT - Electronic Ticket that was printed to paper (collect physical paper ticket)
o RPRT - Re-print of the Electronic Ticket (collect physical paper ticket)
o PPR - Paper ticket image, or Paper Ticket (collect physical paper ticket)

While we didn’t display our VCR, the Ticket Reissue / Refund Options pop up, will display our status of
the current VCR.

You can see that our VCR status is OK, therefore we can continue with the exchange process.
4. Select Standard Path.
5. Select OK.
The Ticket Reissue / Refund: Standard Path screen appears.
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Ticket Reissue / Retund: Standard Path — o

Ticket Reissue / Refund: Standard Path Vol Exch
Auditor’s Coupon Price Quote Recornd: + or
Manual Ressue Price Quote Reissue Record:

| Hame Select

Segment Select
Accoynt Code
Corporate 1D

Het Remit

Walidity Datefs)
Pricing Waiver Code
Reissue City

Ticket Designator

Passengar Type Adult (ADT) j

The Ticket Reissue / Refund: Standard Path pop up is the 2nd pop up that will appear before accessing AER.
Name Select has been automatically checked from your electronic ticket selection.

6. Select OK to access Automated Exchange and Refunds (AER).
The Exchange Electronic Ticket - Screen 10 appears
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8.

Training Guide

Exchange Electronic Ticket

Hame: N1.1 CARTERPATRICK

(Sereen 10)
Exchange Ticket 9242130129126
lssued: Al BFO on 198EP11 Form of Payment: V54
Tour Code: Addilsonal Flown Segrments
Flight Clagss Date From To THT Desig Staius Type *
1 VX 300 Y 1S0CT SFO  MCO TV O Exchange- X | =| 4
I 0OVX 35 Y 220CT MCO  SFD YW _
Exchange - X
Action: " M

Current Fare Breakdown:

3 Walver:

Irol Skd Chy - §

Base USD: 1732.10
Taxes: L | 129.90 US - 740 ZP + 14.00 XT )
Total USD: 168340

Cancel |

This displays the current VCR information and is your first AER screen.
7.

segments.

Click the Type drop down menu from segment 1 and select Exchange - X.

Select OK.

itinerary.

139

Note Sabre assumes all segments will be exchanged and appends the Exchange - X after all other

The Ticket Exchange - Itinerary Calc from Point of Origin - Screen 20 appears, this represents your new
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Ticket Exchange - Itinerary Calc from Point of Origin (Soreen 20)
Psgr Type:* Adult {(ADT) -| + Purch Date; * 195EP11 uilely Do
Sold Thd:* SFOSFO Anissue From: * 5FO Currency F/C; = MED Base USC
Tour Code: Applied: Tickel Designator Dise

Fare Basis Tkt Desig Discount Armount
e Gepments
i - SFOMCO 180CT Q
Walid " 1BOCT [T 180CT Wil Y
1 | Stopover j MCOSFO 250CT a
Valig = 250CT 1o 3S0CT VI Y
Action:® Pice (] Walvar: [=
Fi W OELEEE 05V SFOBBE DRSS 713 1 DEND TPSF oM NS0 S0 &
| Apply Fare Calc Cancel

9. Ensure the Action defaults to Price.
10. Select OK.

If your airline subscribes to Automated Reissue Pricing the system will search for a lower available fare and
prompt you with a class of service change and the price savings to your customer.

If you selecting Yes, Sabre will rebook the itinerary in the lower class of service and bring you to Screen 30,
the Comparison Summary Screen. In this scenario, the customer will stay with the same fare as originally

purchased.

REBOOK 1525 USD-1444.00 - 1346
REBOOK MOW?

N

il

e
11. Select No <ALT+N> to continue to Screen 30
The Comparison Summary - Screen 30 appears.
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12.

13.

14.

change TR
Ever Enchange
mireerary a8l
Pl Il
T CHe
Fane Calt

fhh

Action: *  Nest

Companson Summary {Serean 30)
Retusue Frem: SFO
Exchange Hew Amt Reissus Curr

uso uso uso

BASE Td41.40 Tat40 o.po

Taxes: 5100 152,00 .00

Total: 188340 HBe340 000

Cuary
Change Fee: VS0 ik

Other Fes:
'H:;:--_—-—-* 0.00

canped

This booking allowed for changes without penalty, therefore this would be considered an even exchange

transaction.

Choose Retain from the Action drop down menu.

Note Follow your airlines procedures on retaining Exchange transactions. If your airline does not require
you to retain each exchange, then select NEXT on Screen 30

Select OK.

The Retained Transaction pop-up appears.

A
M

£ Trassacton & netaned, Complete the e=change?

Loars

Select Yes to exchange the ticket.

The Retained Exchange Information - Screen 02 appears.
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Retained Exchange Information [Screan 2)

e " Cumr T (1= i [
‘:j s CARTERPATRICE UsD 000 A 0.00
ExCH EVEN
EF e
Crverrade

= e
15. Choose the Exchange / Comments option from the Type drop down menu.
16. Select OK.

The Ticketing Instructions - Screen 40

Ticketing Instructions (Screen 40)

Info: EVEM EXCHANGE

Tht Type: & Electonid Papar +

Endorsemants:

Tour Code/
Employee Nbr:

Bag Allowance: Ho Resirichan & Al Gegmenls By Segmaent

Pieces or Weight: 71 Pigces E|

Prohibit Print;

Action:® Ticksl E|

The Ticketing Instructions Screen 40 displays.
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You can add Endorsements, Tour Code information, Baggage Allowance and Restrictions if applicable.
For this scenario, no action is required on this screen.

17. Select OK.
The Additional Options - Screen 45 appears.

Additional Options (Screen 45)

0K 1BB2.400 71 2017 DEQT &
= CHECK FOR DUPLICATE TICKETING-VCR EXISTS *

Select an Option:

FDMSPLAY PNFAFTER END
TICKE TING COMPLETE - EMD TRANSACTION
WD AND REISSUE TICRET DUE TO PRINTER MALFUNCTIOMN
WD AND RETURN TD REFSSUE SCREEN TD MAKE CORRECTIONS

The Additional Options Screen 45 displays.

Your ticket has now been exchanged.

18. Select OK to end transaction and redisplay the passenger name record.

1.9.3 AER Fast Path

Notes:

For training, it’s important that you see the entire process therefore the previous scenario demonstrated the
Standard Path. Most transaction though will default to Fast Path which allows you to bypass two of those steps
when certain conditions exist.

Conditions which must include:
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. A priceable itinerary

. Valid ticket to exchange.

When working within the AER process , there are times when you can be removed from Fast Path, for instance
if ARP is engaged and a lower fare is found. If you select Yes to accept the lower fare, other screens would be

required so Sabre would automatically move you into Standard Path to complete the transaction.

Most exchange transaction you’ll find will work fine with the Fast Path System that is why all exchange

transactions default to Fast Path.

The following scenario will take you through the AER process utilizing Fast Path.

Fast Path Scenario 2: Eduardo Ruiz bought round trip tickets traveling JFK-BOG-JFK, but he now need to
change the dates on the roundtrip;. The lower fare was no longer available so now he owes an additional

collection.

Here is Mr. Ruiz’s ticket. Since the Status code is OK, the VCR is eligible for reissue.

Virtual Coupon Record

Humber: 2792165687247 Name: RUIZEDUARDO
Hbr of Cpns: 2 Created: 120CT11 Issued: 1200T11 PHR: FLLYMI Type: ADT
Hbr ©Cx Al FR C  Dep Frm  To Time BKSt  Fh Stat FF bags
1 | B T3 W SN0V FK BOG ISP oK AH0QAL E | [1FC
K O T [V MmOy BOGE LFK 0008 K [YHBGAEN [1Fe

Txto 4
Fare Info
Baze: USD 560000 3260 US 2.50 AY 66.00 XT Total: USD  661.10
Fare Calc
MWYC BB BOG210.00BE WNYC350000MUCSED.00EMND RDET DD XF
JFK4 5
Form of Payment
FOP: CASH 661.10
kssued: 120CT11 at JFKTR by JFE MDD
Endorse/Restrict: NOMREF - FEE FOR CHGCHL
Tour:
Remarks:
Bre £ |

1. Select the Exchange button at the bottom of the VCR.
The Ticket Reissue / Refund Options window appears.
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[ Trckeet Betsnue / Bekund Options e |

Ticket Reissue / Refund Options

@ Exchange | Befunds +*

Exchange Type:

& Yoluntary Exchange Irvoluntary Exchange

Select Type of Process: =

Standand Path Qisplary PO Retained Resssu
& FastPath Redisplay Scraen

Display Dptions: [Curerd VOR
TSR G568T T RALEDUARDO.1 4
R
1 JFHEOG %
I." B0 FH O

= — —

Note In this scenario Fast Path is the default to the Exchange process.
2. Select OK.
The Ticket Reissue / Refund: FastPath screen appears

Tachet Resipue f Refand: Fast Path E

Ticket Reissue | Refund: Fast Path

Select Optionisk

¥ Hame Select] *
| Segment Select
| Tickat Deslgnator
| iceount Code

| Corporate [

[ Het Bemit

[ alidity Datejs)

[ Pricing Waiver Code

[ Relssue City

| Passenger Type

Name Select is already checked, no other selection is necessary.
3. Select OK.
the Comparison Summary Screen 30 appears.
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Comparison Summary (Screen 30)
Reissue From: JFK
Exchange Hew Amit Reissue Cumr
usn usn EL o+
BASE S60.00 967.00 407 .00
Taxes: 101.10 101.10 000
Taotal: 661.10 1068.10 407 .00
Cuarr
Clurn;: Fee: MJED 10:0.00
Other Fee:
Tax Code
EXCRange T Fee Tax:
Even Exchange .
Iinerany Calc Fee Tax:
Pius Info
Tau Caic Tatal: 507.00
Fare Cal =] —
Action: * et =] <

The Fast Path process allows you to bypass both Screen 10 and Screen 20; it engages ARP when applicable
and takes you directly to the Comparison Summary Screen (Screen 30).

Note With ARP engaged, CAT 31 Fare Rules are reviewed and as can be seen, the Change Fee USD
100.00 has been added to screen 30.

4. Choose Retain from the action drop down menu.

Note

Follow your airlines procedures on retaining Exchange transactions. If your airline does not require
you to retain each exchange, then select NEXT on Screen 30

5. Select OK to continue.

The Retained Transaction pop up appears.

F. Tranaaction i3 retaned. Comrgleds e sxchangs?
41

| —

e

6. Select Yes to continue.

The Retained Exchange Information Screen 2 appears.
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Retained Exchange Information (Serean 2}

i -

7. Select the Exchange / Comments option from the Type drop down menu.
8. Select OK to continue.
The Ticketing Instructions Screen 40 appears

Ticketing Instructions (Scroen 40)

Info: TOTAL-USD 507 00ADD COLLECT
Tkt Type: @ Electrone Paper
Alt Curr:
Endorsements: USD967 00 NONREFUNDABLE NONREF - FEE FOR CHO/CXL

Tour Code/
Employee Nbr:

Bag Allowance: No Resticson 0 Al Segments ) By Segment
Pieces or Weight: 0! Preces -
Form of Payment: Cash E]¢
Number:

Extended Billing:
Check 1D:
Prohibit Print;

Action:* Ticket E]

—— | goncer|

9. Add the Form of Payment.
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10. Ensure Ticket is shown as the Action.
11. Select OK to issue the ticket.
The Additional Options screen 45 appears.

Additional Options (Screen 43)

0K 1068104 21 6568 TI81 5
LS ING INEPECTION AND CUSTOMS FEES INCLUDEC
* CHECK FOR DUPLICATE TICKETING-VCR EXISTS =

Select an Option;
REDISPLAY PRI AFTER EMD TRANSACT +
ICKETING COMPLETE . EMDTRAMSACTION |
VOID AMD REISSUE TICKET DUE TO PRINTER MALFUNCTION
VOID AMD RETURN TO REISSUE SCREEN TO MAKE CORRECTIONS

]

The passenger’s ticket has now been exchanged.
12. Select OK to redisplay the PNR and End Transaction (CTRL+E)

As the name suggests, Fast Path is a quicker way to process exchanges. If you are unsure whether you can
use the Fast Path system, just try it, if your itinerary does not meet the correct criteria it will automatically
process through the Standard Path.

1.9.4 AER Multiple Document Exchange

Notes:

There are times when multiple documents are used within an Exchange. The following scenario will
demonstrate an AER Exchange with Multiple Documents - Flight and Non Flight.

In a single exchange transaction up to 8 documents may be exchanged. These documents may consist of:

. 2 flight documents (maximum)
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o 6 non flight documents

This scenario will demonstrate how to exchange two flight documents plus a voucher for the passengers new
itinerary below.

Reservation - OKTMVL PHR MOCIFED - CHECK ITNERARY
£ emmes
Norses -
) < seans
somcionesman | & e
e mgaats
T e Dexes ()
it~ s Jeey
Beracy Nchetiag Pricing
" »  feemle e [ ) o 2T NS S
1 00002 0 08D.CDG 1590 NN WUR 0 0K | AR L R I |
80 e 4000 . T
(o woeen o con. o0 ewm Mo, 13958 L Pree Qoo ¢
¥ . atel - | e AL V0000 50+ 1 71 A e St Aar g 1711 Sy AL B GG
Totat
V400 SEATED 131 WIS ews Sewnt Sargeis- 1778 54
d e d Sogma . e e Lty B g Nt O ematwes -
Cortact dddress hfo RemartaFocts
Q -
' 3 O
) D e AR
Recerved From - Pon JTMAR Y 3t 0928 MOOHDQ
raed oriery e Comnae 1964 g o () (e
e — ey — .. -

Before accessing Automated Exchange and Refund (AER), display the passenger's electronic ticket.

1. Highlight the Ticket Number.
2. Select View.
The VCR - Virtual Coupon Record (Electronic Ticket) displays.

Virtual Coupon Record
Number: 5382119056749 Name: JOMNSONBRIAN
NorofCpns: 2 Created: J1MART | Issued; JIMARTA | PNR: OKTMWL Type: ADT
L3 Cx Al m_ Do frm Te Tme (L) 11 Stat " bage
1 < o Y oA L P "0ea B o .
' )’ ) I ‘otarm orw “oRo wea Tox e o
Tag it
Fare info FoM: 3 R *
Base: USD 25800 19.36US B00ZP 1400XT Totat: USD 29936
Fare Calc
CH U0 DEW129 0000 CH120 00USD258 00END 2PORDDFW XFORD4E S0FWY &
Form of Pay
FOP: CC-BAXCO0000000(T 111 Exp2000 Auth-23521 2
Issued: JIMAR1A 5t JFKAD by JFK MOO
| EngorseRestrict: |
Your:
Remarks l
Pl
o Moty Lrcrange Beted Cantraf mA tazary e

After displaying the VCR ensure the status codes allow for exchange.
o Verify Issue Date to ensure ticket validity.
¢ Review the Endorsements / Restrictions for penalty information.

Once you have completed verifying the documents, you can begin the exchange process.
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3. Select Exchange.

The Ticket Reissue / Refund Options window appears.

rra_

Ticket Reissue / Refund Options

& Lachange Hetung
Exchange Type

® Yountary Exchange pvosartay Exchange

Select Type of Process: *
e —
£ st Pamn Redagury 5 reen
Ovsptay Options: e Vol
e it ) ]

Cancet

The Ticket Reissue / Refund Options pop up displays, the default settings will be:

e Exchange
e \oluntary

e Fast Path

Note While Fast Path is the preferred method of exchange, you must select Standard Path when working

with multiple document exchange.

4, Select Standard Path
5. Select OK.

The Ticket Reissue / Refund: Standard path window appears.
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6.

7.
8.
9.

Tkt Hevuim Rt Seaeciiand Puth
Ticket Reissue | Refund: Standard Path

| Auditor's Coupon
. Manual Reissue
= Hame Select

_ §egment Sedect

. Accoynt Code

Select OK to continue.

The Exchange Electronic Ticket Screen 10 appears

Exchange Electronic Ticket
Mamec W1 1 JOHSONTIRAN

Isgumpdt A% FE on 3TMAR TS

[Serean 10}

Exchamge Thohat: S5501 1005 50
Form of Payment 154

Tour Code: (] st Fiovwn Segrments
Fhght Cuss e Fem  To THT Dasig ot T *
1 Uo7 ¥ OMPR ORD DFW ¥o& ol Exchange - X [=
2 0O 400 ¥ APR DFW  ORD YioE o |*
Aetion: " [Nost [«
Current Fare| " I
E“ e T ‘ i s us T E 100 XT )
Totnl USD: i
—T— Cance

The passenger advised you that he also has 2 additional documents that he wants to exchange, an unused
electronic ticket and a transportation voucher.

Select Exchange-X next to the first segment.

Select Multi Docs from the Action drop down.

Select OK.
The Multi Doc pop up appears.

Training Guide

151

1 Ticketing
Confidential and Proprietary Sabre Airline Solutions



 Mutipte Docs - @ o= S|
Multiple Docs

Number: * EI

l “ OK | * | Cancel J
10. Add the number of documents to be added (2).
11. Select OK.
The Ticket Exchange - Exchange Multiple Documents Screen 18 displays

Ticket Exchange - Exchange Multiple Documents {Screen 18)
Flight Document

Flight Doc 1: 8882119986759 0 Qoplay

Flight Doc 2 $382119956758 Daplay

Non Flight Documents.
Document Coupons CUR Total Amount uso

BES0425511%9

Stock Number: splay

S1OCk Number. Ispiay

[

Retan
ASAnoNa Dot uments |
Action - »

—

The original ticket number to be exchanged is pre-filled in for you. The D to the right means that this is a
database document. If it were a non database document an N would be shown. The Display option off to the
right can be selected if you want to view more detail on each document.

In this example you will add your 2nd flight document number. You will also state whether it is a database
or non database ticket.

Note All electronic tickets are considered database documents.
12. Add 2nd Flight Document Number
13. Add the D for database document.
Under the Non Flight Documents, add the voucher and coupon number, the currency and dollar amount.

Note Transportation vouchers are issued with only 1 exchangeable document, therefore the coupon
number will always reflect the number 1.

14. Add Non Flight Document Number.
15. Add coupon number 1
16. Add currency and dollar amount USD $50.00
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17. Choose Next from the action drop down.

18. Select OK to continue.

The Exchange Electronic Ticket screen 10 appears.

Exchange Electronic Ticket [Sereen 10)
Mamec H1 1 SOHNSONBRIAN Exchange Ticket BESZ1 10056758
Issumd: Al JFK on TIMAR TS Form of Payment: /154
Tour Code: ASSoNAl Floearh Segamiils
Fght [= 1% Dale Hram | T Desig SLalus Iygs
1 0 248 ¥ 1(APR IFK M ¥ Esthangs - X il
O ARMNE iD DI
Guwe 12 154PR JFK Y& O -
Action: " | Nest -
Currem Fjrlm -
Basquiuh Docs
IF:__::":::;L"" 1406 US o+ 1200 ZP + 1400 KT |
Total USD: 238,88
[ | Cancel

You will notice that when exchanging two flight documents, screen 10 is filled in with the information from
the 2nd flight document, not the original. This is because, you’ve already viewed the 1st flight document
attached to the PNR prior to exchanging the ticket..

19. Select Exchange-X type from the type drop down for segment 1.

20. Choose the Next action from the drop down.

21. Select OK.

The Ticket Exchange - Itinerary Calc from Point of Origin screen 20 appears.
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Ticket Exchange - ltinerary Calc from Point of Origin [Sereen 1)
Pagr Type:* | Acull (ADT) - LT Purch Date: ° JMARTY Hulity Cuale
Sold Terg:® JFKFK Aeissue From: * JFK Currency-EiG: © HUC Barse USD
Tour Code: Appisad: Ticket Dessgnalor Descount
Fare Basis Tkt Desig Cescount Amnount
E ] ) ST
- ORDCDG 154PR Q
vaiid " EAPR | 1SAPR wa
2 |Siopves - COGORD Z2APR a
ERE-- 5 EDAPR W a
N Crmm—
1 P I DOUD O GOUSDIER LOEND ZPO £l Wl BOFWaE
I O I Apply Fare Cak Cancel
22. Choose Price from the action drop down.
23. Select OK.
The Comparison Summary screen 30 appears.
Comparison Summary (Sereen 30)
Retssus From: JFK
Exchange Mew Amt Reissue Curr
usD usoD UiD
BASE 506.00 1600.00 1084.00
Taxws: | ) 131.50 45,28
Todal: Sag 2 173150 114328
Caurr
Change Fes: US0 4000
Cther Fee:
Tan Cosde
Fas Tax:
Fes Tax:
Total: 119238
=] e

The exchange amounts are made up of the value of the 2 flight documents and 1 non flight document. The
new amount is the cost of the current itinerary and the reissue amount and currency would be the difference.

If your airline subscribes to ARP Sabre will verify the original rules and if applicable add the Change Fee to

screen 30.

If no Change Fee is required, a N, or N/A or NA must appear in the amount box to show no charge, this is a

required field.
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In this scenario a $49.00 Change Fee applies and has been added accordingly.

24, Select Next from the action drop down.
25. Select OK to continue.
The Ticket Instruction Screen 40 appears.

[L12-5
Tkt Typs:
AR Curr:

Endorsements:
Tour Code

Emalayes Hor
Bag Allowance:
Pieces of Weight
Eorm of Paymant
Humbar:

Manual Appreval
2T

Prohibit PFrint;

Acticn:

=)

Ticketing Instructions

TOTAL- USD

& Eleciron

& o Restrchion

Credd Card
MBI
FAT wh]

232

Ticket

= |

1182 38 ADD COLLECT

Faper

Al Gegments

Extanded Billing:

[Screen 40)

By Segment

Exp Date: 1218

Cangod

26. Complete the Form of Payment.

217. Select the action Ticket from the drop down.
28. Select OK.
The Additional Options screen 45 appears.
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Additional Options [Screen 45)

0K 1731.50/ 21 1995 6760 1

AUTH 23423

LS INS INSPECTION AND CUSTOMS FEES INCLUDED
VERIFY CARDHOLDER SIGNATURE

** CHECK FOR DUPLICATE TICKETING-VCR EMSTS =

Select an Option:

TICHE TING COMPLETE - END TRANSACTION
WD ARD RERS SUE TICKET DUE TO PRINTER MALFLBRCTION
VOID ARD RETURN TO REVSSUE SCREER TO MAKE CORRECTIONS

With the new ticket issue, upon entering OK the PNR will end transaction and redisplay.
29. Select OK.
The reissued ticket appears on the Ticketing / Pricing area of the PNR.

Ticketing/Pricing

1.T-HMAR-JFKEMDD
2.TE 8882119956759 JOHMNS/B JFKEMDD 1028/31MAR
3.TE 8882119956760 JOHNS/B JFKSMDD 111231MAR

30. Select the new ticket.
31. Select View.
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B Virtual Coupon Record ““Agd Collect 1192.28"
Number: 8882110856760 Name: JOHNSONBRIAN
Noeof Cpns: 2 Created: JIMARYS Issued: J1MARTS PNR: OKTMVL Type: ADT
W | Cx AN m O e fm_ | To | Twme &St () St | [ bags
1 | | T I L o 0 o an o
: o [nam X 0RO 18004 o Qv o
- Tawts e
Fare Info FCM: 2
Base: USD 160000 250AY 450XF 4928 XTPOPD Total: USD 1143.28A EqvUSD
Fare Calc
CHI U0 PAREOO0 000 CHIB00 0ONUC 1600 00END ROE1 00 XFORDY &
Form of Pay
FOP; A'C CC-BANDO00000000M 111 EXp-X000 Aumn-23423 Z 1192 28
Issued; JTMARL at EKAD by JFX MO FEE43.00
Endorse Restrct
Tour: DY 114322
Remarks:
Exchange] 885211095675012 Ong FOP: VOUCHER
2282110056 758/113 Orig Issued: J1MARIA —
Lol ot
| sy powe | [ metse | [ comw S sy || g

The new VCR will reflect the 3 documents used for this exchanged. The two flight documents will appear in
the Exchange area toward the bottom of the VCR. Directly above in the Endorsement / Restrict area will
appear the voucher information.
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1.9.5 Exchange Shop

The SabreSonic CSS® Exchange Shop (EXS) product works in conjunction with the AER. It was designed to

gre

atly enhance the shopping capability by showing the true cost of exchanging air travel based on many

different itinerary options without altering the passenger's original itinerary.

Exchange Shop also includes branded fares, where applicable. This allows your airline to offer your customers
an efficient method to compare alternatives when exchanging a ticket based on brands.

Exchange Shop provides the following benefits.

Allows shopping for alternate board points, off points and/or new travel dates from a ticketed itinerary.

When there are multiple passengers in the PNR, provides the ability to select all or some of the
passengers to be considered during the exchange shopping process.

Provides the ability to initiate Exchange Shop from an unchanged PNR or a PNR that has been
modified (segments added, deleted or changed).

Provides the ability to add air segments to originally ticketed itinerary (Example: One way to round
trip).

In addition, end users will be able to shop using the following optional qualifiers.

1.9

Shop by portion of travel

Search by preferred airline

Exclude an airline or search with non-preferred airline
Specify maximum number of connections in each direction
Specify maximum number of stops per stopover point
Search by date and time

Search by specific connection cities / airports

Shop by cabin class

Shop by corporate ID

Shop by account code

5.1 EXS Screens

Notes:

Introduction - Exchange Shop Screens

Exchange Shop consists of two main Screens. They include:

*E

xchange Shopping Main
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» Exchange Shopping Options

In addition to these two main screens, an Add Segment and Delete Segment windows are used to aid you
through the process of Exchange Shop.

This section will take you through the two main screens and give you an explanation of all fields within them.

Once completed, a scenario will demonstrate the process of flow.

1.9.5.1.1 Exchange Shopping Main

Excharge Shop Masin —
Exchange Shop Main
Hame " Hama Typa A
I w01 WSITHE YIICHALL M2 Al L&DT -

Itinerary Sebsction

Camer Fom  To Caben ] Dwp Tima ar Timsx Prefered Camiers  Cosnecing Ciims
F 1 A 2 w |rwuzme bz 21
=] & & s w B3 ¥ ¥
Aa3d Segmenl Dekte Segment
Max NP of Connections | = Max Hor of Stepevers | - |
Kon Prafermed Alrine: ™ Search for only Non=Stop or Direct Flights

[Separate airlines with commas)

M Account Cods ™ Corporate |10
[ Currency ™ Prica Mo Panaltes [(XP)
3 Chear Canee |
Fields Description
Name The Name area consists of Check Box /Name Number/ Name/ Type and Age.
Farss [rre Py e
I"' —— S ,|
Check Box - Name Number - Add a check mark when making changes to a Name when more than one name is
present in the Exchange Shop Main.
Name - The passengers Last / First Name will appear
Type - A drop down menu will appear with various passenger types if it requires adjustments.
Age - If a child is selected within the drop down type menu, add the two digit age of the child. i.e., 08
A PNR may have more than 9 names in it, however, the maximum number of names that can be selected to shop fo
is 9.
|tinera_ry The Itinerary selection is a display of all flight segments contained within the IPNR.
Selection ———

Caves From o o e e Torve A Tems Faminnes Cavers  Lorresoing sy

Interact will not bring over Open, ARNK, CAR, or HTL segments. It includes a new drop down for Cabin. This drop
down is used when a change in cabin is requested. By using the mouse or keyboard the user can check mark
specified segments that are to be Shopped For by Segments. Segments not selected will be considered Not Shoppe
For.
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Fields

Description

Add Segments

This button allows the user to add a segment to shop for.
A0 Segment

This can be used to enter new flight segments. When this option is selected Interact add a blank itinerary segment ir
order to enter; carrier code, date, origin and destination, along with cabin and preferred times which are optional. On
added, select OK and shopping will commence. Select cancel in order to cancel the action and return the user back
the exchange shopping main.

Delete Segments

This button allows the user to delete a segment.

Dalele Segmem

For example, the passenger holds a round trip ticket from DFW-LAX-DFW, and now would like to see what the price
difference to fly one way. The user could delete the LAX-DFW return and select OK. to commence shopping. Select
cancel in order to cancel the action and return the user back to the exchange shopping main.

Max Nbr of This option allows the user to specify the maximum number of connections the passenger is willing to accept in the
Connections shopping response.
Max Mbr of Connections | ol
The available options are 0-3 and the default value is blank, which will return any combination up to a max of 3. This
option is not combinable with the Search for only Non-Stop or Direct Flights option.
Max Nbr of This option allows the user to specify the maximum number of stopovers per flight segment the passenger is willing |
Stopovers accept in the shopping response.

Maz NBF of Slopavers =

The available options are 0-3 and the default value is blank, which will return any combination up to a max of 3. This
option is not combinable with the Search for only Non-Stop or Direct Flights option.

Non-Preferred

This option is used to specify (max. of 5) airlines that you do not want to be considered in the shopping request.

Airlines Separate airline codes with the use of the comma.
Mon Preferred Abrline:
Search for Only This option can be used to specify that only non-stop or directly flights are desired by the passenger.

Non-Stop or Direct
Flights

[ Search for only Mon-5tep or Direct Flights

The default is blank which will return a combination of non-stop, direct flight and connecting flights. This option is not
combinable with the Max Nbr Of Connections in Each Direction and / or Max Nbr of Stops per Stopover options.

Account Code

This option allows the user to enter an Account Code.
Ascoynt Coge

Default to Blank. Account Codes are used for specialized business discounts that are usually sold through the airlin
sales department.

Corporate ID

This option allows the user to enter a Corporate ID.

I Safparate 1D

Default to Blank. Corporate IDs are used for specialized business discounts or other promotional events that are
usually promoted through the airlines sales department.

Currency This option allows the user to shop a price by a desired currency code. Default to Blank.
™ Currsnoy
Price No When the No Penalty qualifier is specified, the request will only return options without change /cancellation restrictiol

Penalties (XP)

™ Price Mo Penalties [XP)

Responses are dependent upon Category 16 rule filings.
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Fields Description

OK Will save the search qualifiers entered from the Exchange Shopping Main pop-up and takes the user to the Exchang
Shopping by Segment pop-up (see section 1.3.3). Additionally, the OK action will validate the following:

Clear This option can be used to clear options previously selected back to the original values.

Cancel This option can be used to cancel the Exchange Shopping request and the user will be taken back to the IPNR.

1.9.5.1.2 Exchange Shopping Options

The Exchange Shopping Options window reflects the results of the Exchange Shopping Request. Based upon
your airlines settings, the response will be either:

° By Brand
. By Fare
Exchange Shop Options by Brand
Eachange thos dpacra - ==
Exchange Shop Options OB Fees May Apply
Opton Camer  Flgm  Giae  Date From  To Depais  Amves  Dumtion Stops Beand Filters:
1| WABL | s | L | v s | svB | e | 6 | M | 0 | Fied - Rk - Alriree:
Fiew - Aoy - If
A P - Py - = *
AT B L L | LAY | BWE | dibe ™ ™ 8 [ Popm S - Rodgni - r"“"- I
[t
i, L5 5) L]t [ D wia 108 s @ -
3 vf“.l..l,.ﬂ.lu, I,H.D‘ 1'rﬂip.-l.h.'lt|.n
.'|.1'|"“.Ell. .ﬂll.l..ﬂ 0 1lll|.‘l|ll.lhl'.l'| L]
v b L] s Lk YD WlEp 20 fdndim a Flawi - AdaColec - 334 B4 LSD r Directs Fughts Orsy
™ Ewven Exchanges Only
Appry flers
Raset Filars
Exchange Summary
Ciptige Brand Pazseragen Fare Cefference (acl. taoss| Total Fees drcl. 1m0as) Total Amomnt Due  Last Oaie Puchase
F [-14] L 1aHIE Detals
Eedl selacied oplion B searth Canced
Field Description
Option This is a numeric value associated to each option number. The option represents the flight
segment(s) that will make up the new itinerary.
Carrier The operating Carrier plus Marketing Code.
Flight The associated flight number.
Class Class of service.
From Original city code.
To Destination city code.
Departs Departure time at origin city.
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Field

Description

Arrives Arrival time at destination city.

Duration Duration of flight.

Stops Number of stops on this flight.

Brand Brand Option and Type of exchange (Even, Add Collect, Refund).

Note When chosen, this menu will show all the brands available and the amounts of each. A radio

button is provided in order to switch brands.

Exchange Shop Option by Fare

-
vy - o o oy » w » Eabvre ..
Lo fove g Padanrg igre v Pugr Oatate LTAN Gusecme RT.E2EA
% S
S h atios OS Fees May Apply
iy
Ay

- -

Dwwem Faghts Oy

Torm Eachianges Omty

Apsty s

Mraet ¥ Py

et sewsie? (pite

Field Description

Option This is a numeric value associated to each option number. The option represents the flight segment
one way, circle or roundtrip that will make up the new itinerary.

Carrier The Operating carrier plus Marketing code.

Flight The associated flight number.

Class Class of Service.

Date Departure date.

From Original city code.

To Destination city code.

Departs Departure time at origin city.

Arrives Arrival time at destination city.

Stops Number of stops on this flight

Type The type of exchange, i.e., Even, Add Collect, or Refund.
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Field Description

Total The Total area will reflect a 0.00 amount for Even Exchange, a positive amount for Add Collect, and
a negative amount for Refund.

Interact allows the user to filter the return options by:

Eschamgn Lo Doreoen . — ﬂ
Exchange Shop Options OB Fees May Apply
Dgon  [amai Fight Clags Dms Faa Ta g % Duwrgton Blogs IHard Foers
i L L Thai, o R | P = Rk Airling
e - Rakad =] *
oa (] L L LA -3 PO s . B 7 Preses Seear - Getaa Brand:
| bS] I
3 -': 1 L TRAL L i 1Ir;p — e [] = =
¥ Ll 1 ma TTAR L L as ) T Lt ] 1575w L}
f e 1 . L ax | wp | wme e | Whie | ¥ — -l Oirscis Flighty Oy
Ewen BExchangeds Oungy
Apply Nlery
Eese Fme
Exchange Summary
e Prary| Payyengen Fow Difprence (acl tases Foisl Faan (ingl tmsen) Torw Ayrmwant [hie Lasi Dt Puprigss
Lrsn
Sl i 1ind] Copplacan B i N [ ==
Field Description
Airline The list contains the airline codes returned in the shopping response.
Brand The list contains the airline brands available and will display only that brand selected.
By Time Allows the user to filter the results based upon a Departure / Arrival time range.
Direct or Non Stop Allows the user to filter the results for only Direct or Non Stop Flights.
Flights
Only Even Exchanges Allows user to filter on the results that have a type of Even.
Apply Filter Once a filter has been changed, select the Apply Filters button to change filters.
Reset Filter Once filter changed you can reset the filter back to its original default by selecting the Reset Filter
button.

The summary at the bottom of the Exchange Shopping Options screen not only highlights the selected option,
but allows different push button options as described below.

Exchange Summary

Uil Heang Fassangers Faon [fgsaran ! Licoed) Tobw Fawa finci lases ol bt Dua Laat Dade Purcsase

— Otk

e e ] Ol | Hew s | =
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Field Description

Details Allows the user to view the details of the Cost for the option selected.

Sell Selected Option | Will begin the sell process for the option selected.

New Search Allows the user to begin a new search and the Exchange Shopping by Segment pop-up is displayed.

Cancel Will cancel the Exchange Shopping process and the IPNR will be re-displayed.

1.9.5.2 EXS Process Scenarios

Notes:

There are two methods of initiating the Exchange Shop work flow.
* Through the PNR.
* Through the VCR.

This section will demonstrate the work flow of two Exchange Shop scenarios. The first scenario will walk
through the Exchange Shop process flow up to the Exchange using Exchange Shop by Fares. The 2nd scenario
will demonstrate Exchange Shop by Brands.

Note For additional details on the SabreSonic CSS® Exchange Shop (EXS) product please refer to the
Training Guide "Exchange Shop" located on the Community Portal.

Scenario 1 - Date Change - Single Flight Segment.

This scenario will demonstrate Exchange Shop with Fares vs Brands within a PNR when changing the return
date only.

1. Display PNR.

The passenger wants to change the return flight to the 24th of August and wants to know the cost difference
before making the change.

2. Select the Exchange drop down menu and select Exch Shop.
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Reszrvation - GPLWYY
Maroar

THous soumcerarem |

dnanary
e L s LT MG ENT
e T

Pk (i 1
1
AT LD HHN D o b T g 1 TN T LR LT R LER

Toiat
V1 VDGR LT 1 BN 12 08

Fabafin -

Fiy i [

Pacwiead From - P on HALGAE si BEFENDOHOGE W4 Y0 AD B4

S e

The Exchange Shopping Main window appears.
[~

Eszhange Shap kiain
g

Exchange Shop Main
Tyrpa

Hame

IJ T |'--'\- PN ERT WA

hinerary Selection
At Tima Frefemed Camers  Connecing Cibes

[ Separate airlines with commas)
—— [ cear ] -
Note You will notice the check marks to the left of the segment numbers. Since the passenger wants only

to change the return, the check mark must be removed from the unaffected flight segment.

Uncheck the outbound flight segment by clicking in the check mark box.

3.
4. Change the date on the return to the Aug 24.
5. Select OK

The Exchange Shopping Options window appears.
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Exchange Shop Options OB Fees May Apply

an Coi Figni Chn Dme Par Te [epsen  Srssn Dwmson Sep Tro Taisl Filarx
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Exchange Summary

Tt L TTEr e " wu Defwrwcn o] fmens wii Dntn Puckass

Tots Feaa i N Temsl Armani D

The passenger wants the direct flights which appears in option 1.

6. Highlight the Type Selection for option 1
The Exchange Summary will be updated with the information from Option 1
Note The system will always search out for the lowest fare. In this instance the result is an even exchange.

7. Select the Details button to the right of the Exchange Summary to view more information about this
transaction.

The details display will reflect the flight segment details for the option selected. The document number field
indicates the electronic ticket number used for the exchange, passenger name and the Fare Basis / Cabin,
with Passenger Type is shown. Additionally, the cost of the fare is broken down to show the Base Fare
Difference, Tax Difference, Subtotal Difference, Total Fees (Change Fee) and the Grand total difference.
The messages field is used to communicate back to the agent any additional action the agent must take such
as divide PNR when multiple classes / cabins are returned for each PTC.

8. Select the Sell Selected Option to accept the option and change the flights.
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Reservation « GPLWYY

Hernas '
5.1 - THuesoanceesTun | f
i
| '
'
1¥a s armzaa
Irisirang L TishatngPricing
¥ h FromTe Date - By W L
1 WA L BYDLOMILT  TSAGG O BEOATISA  § HEGIE £ TTTHES THOMPAR TTLBSI0 IS AL e L
SHP TERASRAL 3 DCARIE TS AAR. TERMEAAL 1 .
Price Gumte |
Lt 1
| = ATV VLT VL R AT i e b e Y L AL PR PLESOL L ERLLER
: =
- T AT 1l B R |13 7R
| aad Camge Anga foLL] Fyinic =l A ) Feafrm =
| Cantact’Addrans frfo

Racsived From - P on MWUGHS s 1985cMODHDCE WA SYD AD 384 0H&1

The PNR with redisplay with the previously confirmed segments (HK Status) and the newly sold flight
segments (SS Status).

9. Highlight the previously booked return flight segment .
10. Select Delete to cancel.
The AE, EMD & SSR Warning pop up appears.

B FMO § AN ey

e e i e

— -_—

11. Select OK to continue.
The Itinerary field removes the HK segment.

P
tinarary
Fit  Cls  From-To Date Times Stp Hbr
1" VADBDO L SYD-MEL* 1S58UG  GODATISA 0 HKDTE
L pEF.TERMNAL 2 BOMESTIC ARR-TEAMMAL 3, Dur-1.35 hn, 452 mis Mordmp

T VADETY L MEL - PER®  15AUG 8154-113564 0 HKD1E
L CEP-TEAMINAL 3.ARF-TERMINAL 1 - INTLTGM, w4 3 he, 1670 mis Mandsy

3 VADSTZ B PER-SYD  Z4AUG  1155P-6054 :-'m.ur..
L DEF-TEAMINAL 1 . IMTLDOM AR TERMINAL 2 DOMESTIC. Durd 1 hrs, 2057 mitl Weriss

| Add Changs Repoo Dielete Fit Infis e

12. Before exchanging the ticket you must end and redisplay the PNR. Type CTRL + E
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13. Follow the normal AER process to exchange the ticket.

Scenario 2 - Exchange Shop via PNR - Adding Segment
This scenario will demonstrate an Exchange Shop Transaction via the PNR, when the passenger wants to add

additional segments to their current itinerary.

o e
1t - SULLAARHTIHITHY 1R ‘E infani
SpeL Reuest
Trawed D05 i
ProisFr
Mwd Pl eps

TiekalipPritiog [
AU

BRI 1HT1E T SAALET LAMSMDOD OS2 EA (1 1-SLLLIAA STIRICTHY MR

Reservation - FHEAXL

1,0, T i i Trin Gumke ¥
1 ANTEET 51 MU= 4 B SN eenfes chargen 1=l SEUHRD F RHAVTWEMD

ik
T 00 SEed BB S o  BD

o et ) RepEs e —p—————. _ Eituics | by Cogpean S 1L Fabparec -
K e e
ConfaciAddoras ints okt MemavkaFacts
s =
Exchi Shaog-
R -
Raca bvad From - P on (RJUNTE 2 128 MODHDS: VA LA Al 0589TSE |
oM P HElony o, Ciass FHR B ke () Cance |

The passenger would like to add a return flight on the 23rd of Jul from SYD to LAX in economy class.

1. Select the Exchange Option

2. From the drop down, select Exch Shop.

The Exchange Shop Main Menu appears. The passenger name and current itinerary is brought over from the
PNR. Since the passenger wants to add a segment of air space, you will select the Add Segment button on

the left side of the screen.
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lartarge Taop Man - -
Exchange Shop Main
Hame * Hams Type Age
Fin  [SeLnssmmoT us Al (0T j
ltimarary Salection
Camer  Fam  To Cabin Datw Ciep Tima AT Tima Frefomed Camars  Connecting Glies
=Xl Wil ey | gve = |siiisie  Gnc s
2z o, E¥D Lax - |.z.'.u_1.li I
+ Deeie Seqrent
Max Hbr of Connectsons - Max Hbr of Siopowers |
HMom Preferred Airline: | [" Bmarch for ondy Hon-Stop or Direct Flighis
| Separate airlines with comman)
[ hccownt Code I Corporate ID
I Curremey I Pricg Ho Penaltiss (XP)
— -

3. A second itinerary segment will appear. Add the From and To cities, and Date of Travel.

Note Additional options are available to you (as explained earlier). They include

e Max number of Connections
e Max number of Stopovers
o Non Preferred Airline
o Search for only Non-stop or Direct Flights
e Account Code
o Corporate ID
e Currency defaults
e Price No Penalties
See screen descriptions for further details on these options.
4, Select OK..

The Exchange Shop Options window appears with the different options available.
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| Exchange Summary
O - Fasgan [ ——— TaaiPean pcl tman)  Told ArcastDes  Laar Dt Fechmns
| 1 e i 4] e B e v -
e nEET BRI HE N Lancs
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The response reflects three flight and pricing options. To the right of the options will be the Brand which
defaults to the original ticket price along with the type of exchange, even, add collect or refund. If the result
is an add collect the cost in local currency would appear.

Within each option you can select the brand to view all brands options available for the flight offered.

5. Depress the Brand for Saver option 1, to view other brand options.
Opion Camer  Fight Cise  Dmts  From  To Departs  Aemess  Duration Stops Elearsd
Sarver - AdaCosect « 45588 LD

1 "ﬂ'“ I H 12mL Lax oD 1008p [ ] lapdim a

Lo Teem] + [ 7 [oom [ow ]| oom | e [rowtn] o]

The drop down will display four additional brand options. The default will be the least expensive option.

B g L i — Ty =
Exchange Shop Options OB Fees May Apply
Opon Cewe fige Cms DOee  From o Depety  Goen Dusies Sam teaed FiHsre
S ot A8 00 USD T
T | Ho WA | RO | WM | O | e | 8
|
[
0w 1 T T D x| e Imism | 2 | = -
x fu I H AR LA | ™o | Kl T | 1 | 1 el - AR - 4l O IO e
| Y T Baa |0 | e | e o | vuvem | ] =]
| T man | we | o [ wem vactm | ¥  Cirectu Flights Dniy
I E L W man | | e | e tigm | § S - Tt - 4 08 LR — - s
3 srwe wr | T mm ww | ew | e naes | ® Evan Exchanges
([ . ] Ean | | LA | v e ey Aker -
{ ] Pl |
| | Exchanpe Susmmary
i B Fatdeuy Fimn Do (01 T Towi Fps fmcl mots) Tl A s Lisw D Puscihai
i 1 R e . sacaim - anin e D |
el melscied cpbica [iwm sanxh Carcel

Once a brand is selected, the Exchange Summary at the bottom of the screen will display summary
information of the additional collection. It will reference the following:

e Option Number
e Brand Name
o Number of Passengers and Passenger Type

o Fare Difference (including tax)
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e Total Fees (Including Tax)
e Total Amount Due

e Last Day to purchase

Depressing the Details button to the right will give you greater detail of the option chosen as shown

below.

| Dot o s i

|| Selcted cplion detais

|| |Dpionl  Currier | Figie
1 = ]

Par Harw

Qamn | Cwin | From To | Daparis | Arrress | Dureser Soops
H mme wm L4l 8

_Farsdlaws Caor Faa Tyza |

a8 1edecied ogecn - [

ey Tp—— ]

LT

The Option Details page will highlight the Itinerary, and detail fare information of the exchange
document and new fare purchased. In additional a more detail breakdown of fare and taxes are shown.

Two options are available at the bottom of the screen.

o Sell Selected Option - This option will process the change and add the selected flights.

o Return to Options - Will return you to the previous Options screen.

6. Depress the Return to Options button.

Lk Pep Dpsore
Exchangs Shop Oplicns
Ooten  Carme "ighi  Chm Cws P Ta Dapam
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P anmz

Another way to review other brand options, is by selecting the Brand drop down on the right side and
choosing a specific brand. Once selected, you can depress the Apply Filters button to view only specific

brands for all options shown.

You can reset your filter back to original by selecting the Reset Filters.

For this scenario your passenger likes option 1.

7. Select the Sell Selected Option button at the bottom of the screen to begin the rebook process.
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Once rebooked, the PNR will redisplay with the updated itinerary.

Note You will notice that the itinerary section contains the new segment for the roundtrip since the class
of service changed on the original outbound flight. Take note of the status code "SS". This tells you
that the itinerary has been changed, but the PNR has not been ended.

Since the original flight segment 1 was rebooked in a different class of service, you must delete this
duplicate flight.

Riagrdatinm - FHHAKXL
FKaman
ey

Ry - TichatngPcisg

Conmmuiddieess v AnmariaFam

Aecaisad From - on 1R 2 1154 MODHDO WA LAY & 05375

o Prafl jyaeny YEW Chmame FiR ag it Cance

8. Highlight segment 1.
9. Select Delete.
10. Type CTRL +E. You must end and retrieve the PNR prior to exchange.

Once the changes have been made and the PNR redisplayed, you can exchange the ticket. The process of
exchanging an Exchange Shop PNR remains the same as any other Exchange Transaction.

11. Select the Exchange button.

1.9.6 EMD Exchanges

EMD to EMD exchanges allow you to handle the following transaction types with Electronic Miscellaneous
Documents.

° EMD Exchanges with Add Collect
° EMD Exchanges with Refunds
° EMD Even Exchange

Note When an even exchange is the result of a flight number or date change only, you can process through
reassociation and by pass the exchange process. When an even exchange is the result from a change
in cities, then follow the procedures for EMD Even Exchange.

The following pages will walk you through a Reassociation and Exchange with Add Collect. Before reviewing
the scenarios, let's look at the Conditions of EMD to EMD Exchanges.

Conditions of EMD to EMD Exchanges
The following conditions apply when utilizing EMD to EMD Exchanges
. AER — Automated Exchange and Refunds, must be activated within the Ticketing Options Table.
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° An EMD-A can be exchanged for one or multiple EMD-As, one or multiple EMD-Ss, or a combination
of both.

° An EMD-S cannot be exchanged for another EMD. An EMD-S can only be exchanged for an electronic
ticket.

° An unfulfilled AE item must be present in the PNR.

° An EMD-A can be exchange only if an electronic ticket has been reissued for the new itinerary in the
PNR.

o All exchanges are processed one passenger at a time.

° The currency of the EMD to be exchanged must match the currency of the AE item. Future
enhancements will allow different currencies in the exchange transactions.

. If the exchange results in a refund due, it will be refunded back to the original form of payment.

If multiple or other forms of payment (e.g., invoice, or other than credit card, cash and check), the refund will
go to accounting.

° The maximum number of EMDs issued in a single exchanged transaction is 9.

. All coupons in “OK” status in the EMD will be utilized in the exchange transaction. Coupon selection
of the EMD being exchanged will not be allowed.

° EMDs are not automatically exchanged or refunded upon Irregular Operations.
° An EMD does not have to be disassociated from an electronic ticket to be available for exchange.

° If the EMD being exchanged was associated to an electronic ticket, it will become disassociated upon
the exchange. The original EMD status will change to EXCH.

1.9.6.1 Scenario 1 - EMD Reassociation

Notes:

In this scenario the passenger has changed only the date of the outbound flight. Since the original flight was
changed, the AE item was automatically dropped from the Ancillary cart and the EMD disassociated from the
electronic ticket.

The new flight was rebooked and the ticket was exchanged. Since the AE item was dropped from the ancillary
cart, the agent rebooked the AE item for the correct date. Since the flight date was the only thing changed, you
can handle this transaction one of two ways.

. Reassociate

. Exchange

This scenario will demonstrate the Reassociation process. Remember this only can be used when there is a
flight/date change. The AE item, pricing and city pair must remain the same in order to reassociate.

Take a look at the Ancillary Cart below.
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Ancillary Cart
Names
1.1 - BMITHLUCY
Ancitlaries
Mama  Descripbon Foule  Elalus Easa Tax Tatal
11 BAGGASE UPTO10DLE 48KG  SFOLAS HD 1 100.00USD Q00 1000LED (
01: KO 0292 % 04AFR SFOLAS
1.1 BAGGAGE LP TO 100LE 451G LASEFO H 1 10000 [Lee 100.00UED »
07 : KD 0734 ¥ 308FR LASEFO
Total Ameunt: USD100.00
Adid Dedate ‘Wialee EaluctWCR Assor EMD Dfails [
O

As you can see the new ancillary has an HD status or reserved but not paid. The following steps will reassociate
the ancillary to the EMD to reflect paid (HI status), while reassociating the EMD to the electronic ticket.

Ancillary Cart

Mames

1.1 EMITHLUCY

Ancillaries

Hame  Deseripion Roule  Stalus Baza Thir

SFOLAE HD 1

100.00UED .00

1.1 BAGGAGE P TD 100LE 4505

LAESFO H 1 1o0oous0n Qoo 100.00U50 #
0 KOS Y INAPR LAESFO
) Total Amount USD100.00
Agdd (=S ‘WA e Select WCH Hsoet EMDH Dutaiks Wowe
1. Highlight the Ancillary that will be associated to the EMD.
2. Choose the Assoc EMD <ALT + E> button at the bottom of the screen.

The Associate AE to EMD box is displayed.
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X|

Associate AE to EMD
AE Number: [ | -+

EMD Mumber: | w

EMD Coupon Number: | | -

Note The AE Number will auto - populate for you.

3. Select the EMD Number from the drop down menu.
4. Choose the Coupon Number or range of numbers that will be associated.
5. Select OK.

Note If the EMD is not associated to a VCR a message is returned and the agent must complete
association first.

I®EME nat associated to VCR! Plexse reassociate

6. Select OK.
The Associate EMD box is displayed.
Associate EMD f?

Associate EMD to VCR

EMD Number: = 9988200000423 |

Ticket Number: = 9982161205104 |

EMD Coupon Numbers: = [|] -~ | |
VCR Coupon Numbers: = 1 | — [ |
I. QK | | cancel |

Note The Ticket Number is auto-filled from the original ticket.
7. Verify EMD number.
8. If original ticket was exchanged, enter the new ticket number.
9. Select OK
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@)EME' Assocated Succasshully o VOR

The informational pop up shows the EMD now associated to the VCR.
10. Select OK.

QI)AE Assocated Successhuly o EMD

The secondary informational pop up shows the AE item is now associated to the EMD.

11. Select OK to redisplay the Ancillary Cart.

Ancillary Cart
HNames

1.1 - BMITHREUEY

Ancilaries

Mame Dezorpban Raule Bistus Eame Tax Tortal

11 BAGGAGE UP TO 1 DDLE LASEFD HI 1 10000USD 00 1D0DDUED #

O HO e Y A LAl

e Pl ] Paka EnlectWCR Aasec END s Diegais Mree

Cancel

The AE item is now updated with a check mark and the new status of HI, meaning fulfilled.

1.9.6.2 Scenario 2 - EMD Exchange Add Collect

Notes:

Mr. Johnson paid for 1 checked bag in each direction. He will no longer be checking a bag, but will instead be
carrying a pet on board the aircraft. In this scenario you will need to adjust the ancillary and exchange the EMD.
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Reservation - NNWCLY
- | Esiresmes
¢ [ geais
1.1 - JOHHSOMERAN |
| g
| Spec Remmste |
| Teawal Docs twy |
ProfleFF
L-Find  g-Enroll FHnpul
itinerary Ticketing Pricing
R Ok From-To Date Tiws  Sip Mbw 1 T-JIAFR-JFK41 TR
| {eoun 000z M JFK.LHR IMAY 1OSI-0E3S 0 HRON(E 2TE 00021197 D400 JOHNSE FKITO DM PR
L. 42 ey, 3450 i We dnandey 3TE BEBEI00T1 0563 JOHNEE FEH TG DIIZAFR - BE
fmoun000t M LHR-JFK 1SMAY 05301100 0 HEDDE
L pair? 3 har, 388 ke Veba i reritey Frice Ouobe 1
1 ADTE TODLOOUSDH 277, S0USD{Ias=7222. 10USD-FEMEE MEE
| Tikalz

ML [ 002, ML DN e = 2252, 10

e Gheege  Febosk  Cwiew  Fijinis Mo Emhangs  ew Cougens Refnd i | Feesfncs »
Contact Address [nfia Remarfs/ Facts
l JIHH B RRH ‘.: Ancillanies Exal - e Feos Sees b vow of scll mone.
1, MXALUTHTIMZ '
Aecalvnd From - BRUAROn FIAPAYI ot ERATGHOO
PR Esiory More. Classm PHR Hag im0 Cancel

1. Select Fees / Srves+ to view the ancillary cart.

The ancillary cart is displayed. You have added the Pet Carriage Pet in Cabin in both directions and will now
cancel the original Standard Bags ancillary since the passenger will only have carry on.

Ancillary Cart

1.1 - JOHNSONBRIAN

02 00 0001 & SEMAT LHEIFK
STAMDARD

01 - U0 D

ETAMMARD Bl

2 0 D001 85 RAY LHEIFE

P o
=

Ancillapics
Mama Bisiz i plsan Houta bl Bava Tax Tolal
1.1 FET CARRI&SE PET IH CABIN JFELHR HD 1 S50 UED 0.00 55 50055
O U0 0002 WD MAY JFKLHA
1.1  FET CARRIASE PET IH CABIM LHRFFK HD 1 SEE0ED 000 55 50050

As=0; EMD Dorfails e

SalactVCR

2. Highlight the two Standard Baggage items.

3. Select Delete.

Training Guide

177

1 Ticketing
Confidential and Proprietary Sabre Airline Solutions



The Ancillary Cart reflects only the Pet Carriage Pet in Cabin ancillaries. Notice the HD status indicating
this is reserved, but not yet purchased.

4. Select OK.
The Form of Payment screen displays with the amount needed of $111.00.

Formis) of Payment
Total Costz 11100 USD

Form of Payment 1

Armnunt; = 111.00
Form of Paymaent; EI L
CREDIT CARD
C:ASH
CHECK

BCVERMMENT TRAVEL (TR}
FVOICE
FREPAID

Form of Payment 2
Amaunt:

Form of Paymant: .]

1. Cancel

5. From the drop down menu, select Exchange.

The Ancillaries: Exchange EMD pop up appears. The Search for EMD to Exchange defaults to Record
Locator. Since the EMD to be exchanged was housed within the PNR, the EMD displays. If multiple EMDs
exist within the PNR a list will be provided.
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Ancillaries: Exchange EMD 1.1 - JOHHSONBRIAN

Search for EMD to Exchange:
() Passanger Nams Record Locator: = HAMWCGLY
@ RecordLocsior
£ EMD Mumber
2 Is=uing Dated_ocalion
1 Ereiquant Travellar Mumbses
1 Chear List

Select an EMD from List:

Famsngar Hama

1 JOHHSOMRRIAY

6. Highlight the EMD to be exchanged.
7. Select View EMD.

Electronic Miscellaneous Document (EMD)
EMD Mumiber: 0082200310569 Marme: JOHMSOM | BRIAN PHR: MRWCLY

Hisr of Cpmna: 2 EMD Typa: & hsmed: k=sucd on 2I8FR atJFK

Lll‘ll.l. ROUTE  DESC ASSOCATED .. ASSOC OTY STAT

.. HAHR  [STAMDARD BAGGAGE fesaz o300z 118 .
[ wa HE-JFE TANDARD BAGGHAGE EEEM 1 aTI4002 1 2| A& L =

Total: USD 95,00

Farm af Payment:
FOP: [Ba ey 111 LIS0 95.00
Issued: kssued on J3AFR At JFK

Miscelaneous infa:

CLERLALES
Helundable: ¥ Fee Oyerride; N

Tax Exempt: H

[ox ]

Verify that the status is OK for the coupons being exchanged.

You must also verify if the Ancillary is Exchangeable. This can be found within Miscellaneous Info under
Refundable. Three letter codes will tell you if the ancillary can be reused or not.
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¢ Y = Refundable and Exchangeable
e R = Exchangeable only
¢ N = No Exchange and No Refund

8. Since the EMD is exchangeable , select OK. That closes the EMD View and returns you to the previous
screen.

Ancillaries: Exchange EMD 1.1 - JOHNSONERIAN

Search for ERMD to Exchange:
Passengar Nams Record Locator: = HRGWCLY
& RecordLocsior
EMD Mumber
lg=uing Dabed_ocation

Erequerd Traveller Mumber
Clear List C_L

Selact an EMD from List:

Famangar Hama Emdl- FHR tmuad

1 JOHHSOMRRIAY BENE 00310883 N ZARPELIFE .

[ ox ] ganee

9. Highlight the EMD information.
10. Select OK.
The Form of Payment screen appears.
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11.
12.

Formi{s) of Payment
Total Cost: 111.00 USD

Farm of Payrment 1
Smnund; = LA

Form of Payment:  EXCHANGE

Document Hbr:  B2R8200310569

Endorsaments:
Farm of Payrent 2
Amount: 1600

Fonm ol Payment:

GOVERNMENT TRAVEL (OTR)
MWOICE

L]

Add Collect Reguired

Caricel

Select the Form of Payment from the drop down menu.

Select OK.

Training Guide

The EMD Issued: pop up appears with the new EMD number.
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Form of Payment 1 reflects the value of the EMD being exchanged. Form of Payment 2 will reflect the
amount of the additional collection. You will also see the type of exchange "Add Collect Required".
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Ancillary Cart

EMD Izs=zued:
Tax Tabal
5885200310570 o0 54 BOLED
0.0 BE S0USD

Total Amount: USD111.00

fud Deiete Dedails o

Coc ]«

Select OK to redisplay the PNR.

YWahe SeleclVCR  Assoc EMD

Canced

13.

The PNR redisplays adding the new EMD number to the Ticketing / Pricing area of the PNR.

Rezervation - NNWCLY

Lpursa8 mm, 3958 b Wadnarday

Oviginal EMD  ———fig, 3 TE BEAE0003 1058 00HNER L TG [BIUE18% - B3
2 U000t M LHR- R 15MAY

m END! |'i—._ 4. TE BEAEIIT05T0 S0HMEE JF K40 TO: (540 rsRH - PT

Edearas |
HNavres * |
| 1 ot [ omaw |
HIHRSHHERLN
[ b
| Gne Renuses |
| Trwe Do i |
FrafiafF
LFng  LEnmdl Frgu
Ticketing Pricing
M Ch o Fomdo Dt Thirvisi SIp Khi 1, T-J38FR-JFEA1TO
1h-mn|uzu JRH-LHA [ MAY  1BS0-D§35 D HE E LTE BEAI 197 24002 JOHNER JFEHTE MTIFS

Lo 7.0 o, 5008 i Wt mid g
Frice Qusls T

A AT E PSSy« 237 WDLEST s 122 VLIS FESAT LT
Tiesk

PO 23 10U I A= FE2E 10

s Changs  Repsak Deem Fiiink Mwe  Eghatge e Cooes  Rewnd Frasros s
L Contact'Addres s lnflo Remarfis'Facts
{ sonasssssen Exiar - U T [—
1 mATHEE
Fascaivend From - BLAss ZI0PRII ot AA-TTGHNE
oK PHA sty Moo, Ciamsic PRA Bag i ) Lancal

Take a closer look at the Ticketing / Pricing area. The original EMD for Baggage (BG) is shown on line 3.

The exchanged EMD for Pet (PT) is on line 4.
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Ticketing/Pricing ]

1. T-23APR-JFEA1TG

2.TE BES2119734002 JOHMNSE JFEA1TG 092412 34PR

103 S8 JFE41TO 0926/23APR -
4.TE 8888200310570 JOHNSHB JFK41TC D941/234PR - PT

Price Quote 1:

1 ADT@T 000.00US P 222, 10USD{tax)= 7 222.10USD-FB:MEEMEE
Totak

?'CI]D.EI]USD+ZZZ.1£SDMI¢I=?222JD

Exchange Wiew Coupons Refund & FeesiSms +

14. Highlight the Original EMD on line 3
15. Select View.

Electronic Miscellaneous Document [EMD)
EMD Mumber: 5685200310560 Name: JOHKSON | BRIAM PHR: HeamcLy
Nhr of Cpns: 2 EMD Type: A lsgued: |ssued on 238PR &l JFK
HER AL ROUTE DESC ASSOCIATED .. ASSOC OTY| STAT
1 Lo FHLHR  (STAMDARD BAGGAGE [EEEI1ST34002 /1 D i |EN":H
20 LHR-FK STAMNDARD BAGGAGE S ST3002 1 2 D L EsicH
Fare info:
Base: USD 95.00 Equine: - Taxes: - Total: USD 95.00
Value Cale:
Form of Payment:
FOP: Ba 1111 USD a5.00
Issued: |ssued on 238PR al JFK
Miscellaneous Info:
Remarks:
Refundable: Fee Owverride: H Consumed:
Tax Exempt: N
=]

The Status code reflects that the EMD was Exchanged (EXCH)
16. Select the History button.
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EMD History

A BERRI00IL056D I CPN 153

ZUP DOeC-BEEAZDONL0S MO
FROM-0K TO=ExCH

OFE  HDQE1TG  ZIAPRL)MAE41  HHWCLY

1 AERR200IL05E9 CPN 1752
ICW DOC=8SE21 19734002
WIa MISC WEBSERVICES
FROM=-=% TO=aK
JFE  HDGE1TG  ZIAPRLIADEZ6  HWWOLY

The transaction code EXA stands for EXCHANGE ADD COLLECT; this is followed by the original EMD
number and coupon numbers. The SUP DOC number references the new EMD that was created.

Let's take a look at the new EMD.

Ticketing/Pricing

1 T-23APR-JFEATG

2.TE BBB2119734002 JOHMS/B JFEA1TO D32 4/23AFR
3.TE 8688200310568 JOHNS/B JFKI1T0 0926/234PR BG

Price Quote 1:

1 ADT@?[I]I].[I]US[h‘ZEZ.1[I.ISD{tax]-?ZEZ.“]USD-FBMEEﬂEE
Total:
FO00.00USD+22 2. 10USD{tax)=7 222.10

Exchange View Coupons Refund Z) FeesiSmcs +

17. Highlight the New EMD on line 4.
18. Select View.
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19.

Electronic Miscellaneous Document (EMD)

EMD Humber: 8888200310570 Narme: JOHNSON | BRIAM PHNR: MMWCLY

Hbr af Cprs: 2 EMD Type: A Issued: |ss0ed on Z34PR al JFK
NER AL ROUTE DESC ASSOCIATED .. ASSOC OTY STAT
1 U0 UFKLHR  PET CARRIAGE PET I CABN  [BREI1S734000 (1|8 [ o
@ U0 |HR-FHPET CARRIAGE PET IMCABN  [BEEI19734007 12|A [ i
Fare info;
Base: USD 111.00 Equbw: — Taxes: — Total: USD 16004
Value Cale:
Farm of Payment:

FOP: FOP1: CASH USD 16.00
Issued: Issuad on 238PR atJFE

FOPZ: 1 yspg5.00

Miscelianeous Info:

Remarks:
Refundable: v
Tax Exempt: ©

Fee Dwverride: M Consumed:

[eme )

[ concet |

— (w] [ e ]

The new EMD will reflect an OK status for both coupons and show the association to the VCR flight
coupons.

To determine that this was part of EMD to EMD exchange, you can view the Fare Info and Form of Payment
areas.

o Fare Info will show the base total of 111.00 but the total reflects only the add collect of $16.00.

o The Form of Payment area will break the amounts down by FOP 1 and FOP 2.

0 FOP1 the add collect
0 FOP2 the exchange information

Note ET in FOP2 stands for Exchange Ticket.
Select Cancel or OK to redisplay the PNR.
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Regervation - NNWCLY

| Earmarms
Marmes * |
I ot | Geta |
L % | SOHRSOHEFRAN
[ et
| Epe: Reguasss |
| Trawved Daes fsh |
PrafisiFF
Lfnd  FEnmil ngu
Mimarary Ticheding Pricing
m o Fam o it Tisrsaia S M | T FIPR-FRAITE
1{1_. LODBO W P -LHA WY 1ESDAOEIS 0 HEDE hTESBEHIBT.HIZII:I!J:HW'BFK-“TGIJB.HI?EA"F‘ |
Lpvat a8 mo, 2 i Wiind ay A.TE geeaznni o SIHKENE P T DS WTIAFR - BG

2&“:![']]1" LHA-JF% 1588 DEAD-1100 0 HHE :ITFQH:HJ‘I'IMT.
L 7. oy, T i Wiy

SOHMETH JF A TS 0801 IAPR - PT

2 VRIS e P22 TINES T OEAE B |

=22l

&dd Changs Aok Cexleie FRInfo Hara Esxhaniges Cauparns Refund g1 FrsseEmTe +
Contact' Address (nfo Remarfs Facts

f JFHIN 25555555 H W arcillarme Prin - Ues FoneSecn fo s or sell mere.
] 1. AL T

Facaived Frem . BALAHom Z20PRI3 @i DHZE:1TGHDO
e P Hislery W, Ciazak PNR Eap iz Cancal

Once the EMD has been exchange, behind the scenes Sabre will reassociate the new EMD to the VCR.
20. Highlight the VCR
21, Select View.

1 Virtual Coupon Record

Humber: 8BE2118734002 Haiie: JOMNSOMERIAN
b Hhbr of Cprs: Created; 238FR13 Issued: Z38FR13 PHR: HMWCLY Type: ADT
MEBr  Cx Al FR C Dep Frm To Time BSt Fb Stal  FF bags
i o |2 Mo rimay e e jssor  ow VEE e | | |
E o o h M fismay MR Pk jaana 0w e | [ |

| Tk |4
Fare Infa

Base; USD 700000 3440 US 250 AY 18520 XT Total: USD 7222.10
Fare Calc
MY L0 LOMNASD0 00U0 MY C2500,00MUCTOD0 00END ROET 00 MFJFK4 5

i

Form of Paymant
FOP: CO-BA4484333322721111 fuilhe 2343 Z

lesued: 234PR13 al JFRAD by JFK 1TG
J Endorse/Hestrict:
Tour:

Remarks:

] ET“l"‘_:‘]t

ok | [ s | |grerge| [ gewm | [ cowa | | e || ooy || s |

22. Select History from the VCR.
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VCR History displays.

VCR History

|=r:l:|rll-_:_'fif:-:-” 1 1aPR1 NNWCLY II

|
The transaction type EMDA followed by the associated electronic ticket (VCR) number and associated
coupons. Auto Association explains what occurred once the EMD-A was issued. The ICW (In Conjunction
With) reflects the new EMD number shown in the Ticketing/Pricing field.

1.9.7 AER Refunds

Automated Refunds uses the Automated Exchange screens as an added feature when processing refunds. This
allows for ease in handling transaction requiring full or partial refunds.

Automated Refunds:

. Significantly reduces staff input and supports the recall of taxes from governments (when appropriate)
to expedite the entire refund process.

° Allows the recall of taxes whenever your staff issues a voucher in place of a refund.
° Provides the ability to retain refund data for later processing.

o Provides automatic tax recalculation for flown segments, including tickets involving multiple
currencies.

. Enables locations not on Accelerated Credit Card Billing (ACCB) to use Automated Refunds
functionality.

° Uses VCR and paper ticket images to begin any type of refund for increased accuracy.

° Increases options for processing residual refund amounts.

1.9.7.1 Scenario 1 - Full Refund Active PNR

Notes:

This scenario will demonstrate a full refund on an unused ticket.
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Reservation - ZAZZGV

st - sawomzcamos |

finerary Ticheting Pricing
m s fremlo Datn Teney Sp hNex

| SVAMEIS N MEX.ACA 190CT  0000A1000A  § MKO!

LML ACA CPERATED Y ARCLITORA DBA ALROMEGCO COMELY

DA TERMNAL 2, Our t A WD iy Sednastay

1 T 180CT-MEX MDD

Lot fewmas
B
~dart

- Spec Reguests
| Trawvet Docs %)

wi

‘Humm

2 EFAMONS X ACA-MEX 190CT  M4SRA5SP  § MKOIE
LAZANE S OFERATES Iy ARROLITORAL DBA ARAOMEICO CONLY
SRR TERMMNAL 2 Sur 1 1 hm V0D min Wadneid ey

4

Receivod Fram - CARLOS ontBOCT11 28755 MODNDO

L] reswn e

Clasas Pt Uag into &

AR Change Fepoos RQeate LTS L= g range Yow Coupone Hetms @
i Co Address info Remarks Facts
( N SE4 SAE S5 M [ MxAUTHAIM 2
ANty

)
{1 A0 SSR I AM19(1 MEXACADYI INEROCT/ MO (1 3-SANOL
[ AN TSR THOE AM MXY ACAMEXDI0BNYIOCT/) J000 TYSI0EITICE (1 1-SANOH

Lancel

Fawaflirns

1. Highlight the Ticket Number from the Ticketing / Pricing area of the PNR.

2. Select View.

The Virtual Coupon Record - VCR appears.

Virtual Coupon Record

Humber: 1392171500887 Name: SANCHEDCARLOS

1 Nbr of Cprs: 2 Created: 180CT11  lsswed: 180CT11  PMR: ZaZZoV Type: A0T
Cx M Fn C Dep Fm To Time BkST Fb Stat  FF hags
b s W fheoct mex laca jmon ok MEL 1PC
2 o aw foe [0 peoct laca e peas o besL 1pC
BT
| Fare info
Base: MXN 7905 J478MX M4 YR 579XV Total: MXN 4036
A Fare calc

MEX AM ACA G560 99TAM MEX Q560 BEOMNIZBSEND

Lk

Form of Payment

4 FOP: CC-BAOOOOOOH00000 111 Auth-1234 Z
lesued: 180CT11 af MEMLC by MEX MDD
Endorse/Restrict: REFICHOICHL - FEE APPLIESMOMNEND

: |
=2 e o) [ () (o) () o)
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Just like an exchange transaction, you'll have to verify that the VCR is valid. Just like exchanges the
allowable status codes include:

e OK - Unused.

e CTRL -airport control for interline electronic coupons (CTRL will change to OK during the exchange
process as long as no flight coupons were previously used)

e PRT - Electronic Ticket was printed to paper (collect physical paper ticket)

o RPRT - Re-print of the electronic ticket (collect physical paper ticket)

3. Select Refund.

The refund process will bypass screens 10 the original ticket, and screen 20 the new itinerary. The process
will take you immediately to screen 30 the Comparison Summary.

Comparison Summary

Reissue From: WEx

(Screen 30)

Exchange Lbsard Aamt Reissue Curr =
MXN MXN MXN
BASE 7985 ] 5]
Taxes: 1051 0 1051
Total: 4036 ] 4036
e
Change Fee: :E:] & 580
Other Fee:
lax Code
Fen Tax: ME MO 93
Fee Tax:
Total: 3363
Action: * Ned .|

The Change Fee automatically has been applied according to the rules set on the original ticket. If for any
reason this area is not filled in, it will be your responsibility to verify the rules and complete this area.

4, Select OK.

The Refund Information Screen 32 appears.

Training Guide
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Refund Information (Screen 37)

Mame Number: 11 Ticket: 13921 F1590897
Total Refund Due: MM 1363
Woucher Refund Cur:
Orig Form of Payment: BACOOOGO00GG0 111
Refund Method

Hefund Tu;l SANCHEICARLOS

Foarm of Payment:  Credit Card 3

Humber: 3332221111 -+

Action; * Ticket -

Address Information for Accounting

Street: Suite/Apt:
City: State:
Country: Tip:
Remarks:

—— [ gancel

Complete the Refund Information accordingly.

This ticket was originally purchased with a credit card and the number is already displayed on the screen. If
you wish to refund back to that credit card you do not need to repeat the number. All that is required that you
indicate the form of payment is Credit Card.

5. Select OK.
The Additional Options Screen 45 appears.
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Additional Options (Screen 45)

Ok 3363-REFUNDED/ 04 9002 4678 &

Seloct an Option:
REDISPLAY PHR AFTER END TRANSACT *
TICKETING COMPLETE - END TRANSACTION
WOID AND REISSUE TICKET DUE TO PRINTER MALFUMCTION
W0ID AND RETUIRN TO REISSLE SCREEN TO MAKE CORRECTIONS

]

The OK Refunded along with the amount indicates the refund has been issued. The document number will
follow.

6. Ensure the Redisplay After End Transaction is highlighted.

7. Select OK.

The Ticketing / Pricing area will indicate two documents, the TE or VCR (Electronic Ticket) and the TK or
paper document supporting the Refund.

Ticketing/Pricing
1.T-180CT-MEXAMDD
2.TE 1392171590897 SANCHIC MEX4MDD 07561 80CT —h_ VCR

3.TK 1390490024678 SANCHIC MEX4AMDD 0814180CT == RFND

.Pric.e Quote 1:
1 ADT@2985MXN-FENSLXSL

Totak:
2085MXN+1051MXN(tax)=4036

Exthange Yiew Coupons Refund (2) Fees/Smts

Remarks/Facts
The VCR will be updated to reflect REND in the status, indicating the ticket has been refunded.
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Virtual Coupon Record

Number: 1332171420897 Mame: SANCHETCARLOE
Hbr of Cpns: 2 Created: 120CT11 Issmed: 180CT1 PNR: ZIAZZGY Type: ADT
JHes Cx & Fn T Dep Fim To Tihrria BExS Fb Sta  FF Bags
u W (WS M [0S MEN T ] o o] :h"-hl'- P
AW (06 f 180CT  [ACA  MEN 1685 O X5 FFHD PC
Tt |48
Fare Info
Base: MIXH 7885 478 HX 44 YR 579 XV Total: MXH 4066
Fare Cale

MEX AM ACA OS50 997AM HEX Q350 BEANDNISSEND

Form of Payment
FOP: CC-BAO0CO0000M 111 Au-133 T
ssaied: 120CTI1 a1 MESLC by MEX MDD
EndorseResirlct; REFICHGICNL - FEE APPLIESBIONEND

Tour:
Hamarks:
Eyine B
: Meady || Rechangs | Bednd | | Conieod | | FHR | Hetory || Cancel |

1.9.7.2 Scenario 2 - Refund on Partially Used Ticket - Purged PNR

Notes:

This scenario will demonstrate a refund on a partially used ticket when the PNR has been purged from the
system. Purging means that the VCR and PNR are no longer associated. The PNR is past date and removed
from the system. The VCR stands alone.
1. Select the Ticketing Tab.
2. Select the VCR Label
The Labels will refresh.
3. Select the Display VCR Label.
The Display VCR pop up appears.
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[ gy vER

Display VCR

Select Display Option: *
AIVCRE
) VCR Coupon Data
By ity Pair
By Cpendll Cand
By Freguent Triveler Nurmiber
By ERghl Informaaticn
By PasSanger Marme
ST T Tocord
Redtplay Curmend YCR
Radigplay Name List
Display Historical VCR
By Fioen of 1D

NWumber: BB421303070%4

- iver Covpor .

—

4, Select By Ticket Number

5. A Number box will pop up, add the Ticket Number.
6. Select OK.

The VCR (Electronic Ticket) displays.

Virtual Coupon Record
Humber: 9242130307994 Hame: RUSSELLIESSICA

Hbr of Cpns: 2 Created: 190CT11 Issuad: 190CT1 PHR: ZILUW Type: ADT

JHw  Cx Al Fm C  Dep Frmm To Tirne Bk 5t Fb Stal FF

bags
1 | b s b feoer o lew hass jow L ien | bre |
= e

2 :El [ !23 s E::u:—c WFH !SFD [0 :E“ !-..ﬂ'\n.".l:

&*
rareinto [ mare |

Base: USD 406326 304.74 US TAODZP 14.00 XT
Fare Calc

EFOWNYC 2022 3V SFO 01860 2022 33UED4063. JEEND
ZPSF OJFK XFSF 04 5IFKA.5

Total: USD 4389.40

Form of Payment

FOP: , EFBAOCO0O0O0000(1 111

Issued: 190CT11 al SFOAT by BF0 MDD
Endorse/Restrict:

Tour:
Remarks:

Exchange: 934213000618812 Orig FOP: EFBAGOOOOOOO00I 111

Orig lssued: 190CT11
[ (o] [ooreme] [[ootea )] [coma] [am | [y | [omos ]

1 Ticketing
Training Guide 193 Confidential and Proprietary Sabre Airline Solutions



7.

8.

10.
11.
12.

Training Guide

Verify that there is value left to the VCR to refund. Since Ms Russell has purchased a fully refundable First
Class ticket and only used the outbound, she is entitled to a refund.

Select Refund

Mo coupons available for tcket

T

|

A pop up warning appears because the VCR is disassociated from the PNR.

Select OK to continue.
The Ticket Reissue / Refund Options appears.

Tocket Restue / Refund ﬂpl!u;m:

Ticket Reissue / Refund Options

Select Type of Process:

slandard Fath Isplay P Hetained Relssue
=

& FasiPalh
Display Options:

Redisplay Active VCR
Ticked Ling Number
[ = Ticket ar Document Number | loga 2130307004

e

Cancel

o

The Ticket Reissue / Refund Options pop up appears. You will change the default setting to Refund, and
keep the type of process as Fast Path. It will also be necessary to resubmit the VCR number again.

Select Refund
Select the Ticket or Document Number
Add the VCR number to the pop-up
Select OK
The Ticket Reissue / Refund Fast Path screen appears.

194
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Ticket Reissue / Refund: Fast Path

Ticket Reissue { Refund: Fast Path

Select Optionis):

[ Hame Select

| Begment Select] +
Ticket Designator
Account Code
Corporate D

Het Remit

Reissue City

Passenger Type

T

cancel |

The Ticket Reissue / Refund: Fast Path pop up appears. Since you are not working within a PNR, the name
select default is not needed, therefore you must uncheck the box before continuing.

13. Uncheck the Name Select box
14. Select OK

The Ticket Exchange - Itinerary Calc from Point of Origin Screen 20 appears.

Training Guide
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Ticket Exchange - ltinerary Calc from Point of Origin (Screen 20)
Pegr Type:® Adult (30T v] * Purch Data: *190CT11 pullity Date
Sold/Tkid:* SFOSFQ Reissue From: = SF0 Currency-F/C: = MS0 Bage USD

Tour Code: Applied: Ticket Designatos Discount
Fare Basis Tkt Desig Discount Amount
Sida:

: ] [eFouri 1a0cT ——— a

‘Walid: ® 190CT o 190CT W

Action: T Price El Waiver: [«]
S0 VI NYC NG 33X P00 Gla e -'::IE-? FAISDE06S 26END IFSFOUFH WFSFO4 SFHA S

| : | [ Appiy Fare Calc ] Cancel

While Fast Path will allow you to bypass both screen 10 and 20, there are times when the system needs to
verify information. When this occurs you will be brought through the standard path to gather the additional

information.

In this scenario, it bypassed Screen 10, but needed information from Screen 20. Notice that the outbound

portion SFO - JFK reflects a **Flown** status.
15.
16.

Ensure the action reflects Price.
Select OK.

The Price action from Screen 20 engaged ARP. Sabre reviewed the rules of the fare basis per (CAT 31, 33)

prior to updating Screen 30, Comparison Summary.

The Comparison Summary Screen 30 appears.
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Comparison Summary Fcreen N)
Reissue From: SF0
Exchange Used Amt Reissue Curr =
uso uso usD
BASE 406376 02233 204093
Taxes: 126.14 162.37 6377
Total: 436940 2184.70 2204.70
Curr
Change Fee: usol
Other Fee:
Total: 2204.7T0
Action: *  Mext E|
[ S— =

Screen 30 Comparison Summary, will compare the price of the VCR to what was used. ARP was engaged
and found that there were no cancellation or change fees. The Total area of Screen 30 reflects a Refund in
the amount of $2,204.70.

17. Select OK.

The Refund Information Screen 32 appears.

Training Guide
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Refund Information

Name Number:
Total Refund Due:

Voucher Refund Cur:

Refund Method
Refund To:"
Form of Payment:
Number:

Action:

Remarks:

-

Ticket: 9342130307994

vso 220470

Orig Form of Payment: EFBACOOCCCCC000I11Y

RUSSELLUESSICA

Travel Bank

redit Card

Accounting

{Screen 32)

Cancel f

Screen 32 Refund Information pop up appears. Check with your airlines local procedures for Refunds.

For this scenario we will refund back to the original form of payment Credit Card. Since the original credit
card has already been noted on this screen, just select Credit Card from the drop down.

18. Select Credit Card from the drop down Form of Payment menu. (Interact will automatically credit the

card on file).

19. Ensure the action defaults to Ticket.

20. Select OK

The Additional Options Screen 45 appears.

Training Guide
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Additional Options (Screen 45)

Ok 2204.T0-REFUNDEDY D4 9002 43650

Select an Option:
REDPSPLAY PR AFTER END TRANSACT -+

TICKETING COMPLETE -END TRANSACTION

NOID AND REISSUE TICKET DUE TO PRINTER BMALFUNCTION
NOID AND FETURN TO REISSUE SCREEN TO MAKE CORRECTIONS

[

The OK, Refund Amount and Document Number, is the completion of the Refund Process.

21. Highlight Ticketing Complete - End Transaction.
22. Select OK.

1.10 Involuntary Reroute

AER for Irregular Operations (IROPS) streamlines the processing of schedule changes and involuntary
exchanges by incorporating these transactions into the Automated Exchange and Refund application.

In addition, AER for IROPs:
° Enhances the schedule change process for back office processing for revenue accounting teams
. Includes the ability to retain involuntary exchange transaction data for later processing
. Differentiates between involuntary and voluntary exchanges in the Agent Sales Report (ASR)
What it does not do is:

. It will not retrieve baggage allowances for the new itinerary since no new pricing query occurred.
Instead, it will bring over to the *PQR the original baggage allowance information which is not validated
against the new itinerary.

Automated Path

The Automated Path offers the quickest way to complete an involuntary exchange because it utilizes the fewest
AER screens to exchange the ticket. This would be referred to as FastPath in voluntary exchanges. .Like
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FastPath, if Sabre is unable to complete the exchange through the Automated Path, some or all of the Standard
Path screens will display automatically.

The following pages will demonstrate the step processes for the 3 types of involuntary exchanges.
. Reroute
° No Coupon

o Schedule Change

1.10.1 IROP - Reroute

Notes:

A Reroute Involuntary exchange occurs when the passenger itinerary changes and affects the cities, (including
connecting points) or cabin being flown. It is considered involuntary since the change was originated by the
carrier not the passenger. An example would be an aircraft goes out of service and the passenger must now be
rerouted to another flight, traveling to or through a different city, or when an upgrade or downgrade is necessary
to a different aircraft cabin.

The following steps are needed to complete an Involuntary Reroute Exchange using the Automated Path.

1. Access the Involuntary Exchange mask. You can do so by one of the following three options:

Display the VCR and select the Exchange button (recommended). By using this option you do not have to
select which VCR to exchange thus minimizing possible errors.

Select the Exchange Button drop down from the Interactive PNR, then select Involuntary Exchange.
Select CTRL + G

The passenger was originally booked and ticketed nonstop from New York JFK to Las Vegas. The carrier
placed the original flight out of service and protected the passenger on a connection through San Francisco.
The Involuntary Reroute option will be accessed to exchange their current 1 flight coupon into 2 coupons.
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Yoty Erchange @ prwoluntary Eschange L

Ivwabantary Exchange Type; = ¥

- Timay: 1335 - 1655
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- saesi e —
e 1
L]
Sebect Type of Process: FELI4NT
Elwrdasa Pamh Crepdary PO Fetained P s '::'f}-:*\ T FURCHASE 1inms
W erevaed Pl Foaddid iy Serwen TR ANTERD FARE PPl F BUR
CHASED BEFORE TIFER
Displiry Clpti o MORRTF FILS AP W
el 2 0 e o S i
AT J00n 0% 00

i

1 FHLAS 0K s

C——1 [ emwcoss

Record Locatos
[u ]

Mames

Plioies

Itimerany Detalls

Tiig Summary
TR+ 11 o Reparad

| CASEQNETEST

PO 31550 33K

WIS N SO SRR eI
Tt OTHD. 1110
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Dedalls
T 30FE - SF OamD0
TE #3411 3081 8042
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2. On the Ticket Reissue / Refund Options screen, if not already defaulted, make the following

selections:
3. Exchange Type: Involuntary Exchange
4, Involuntary Exchange Type: Reroute
5. Type of Process: Automated Path
6. Display Options: Highlight the VCR to be exchanged.
7. Select OK.

The Exchange Ticketing Mask pop-up window displays.

Yenvivp7 Telp Summary
L ICASEQMEJIEST
T VX 1185 ISMAR § JFKSFO K1 0730 11100 JE
L2 vx 906E 15MAR O SFOLAS Mkl 1325 1433
T~ 8 xbewes 11 CASEONETEST
2.TE
Exchange Ticketing Mask CASEONETEST
842130610042
Iwvolestary Exchange Type: *
) VIS FRLAS BX0A 0N
® Riroyw i Cowpan L 540 O
VO |
Name Numbor: 1! D S72 a3
(ERark 60 peocess ol names n PNy ::.':l"ggs:,:,:"
Sy Numbarty) o¢ R i ! PR Tases 20029
Taws 7 00KY
Te gD 3500
Form of Pagrmant
BANOOCOOM0O0NKT 111 1217 00
Ticketing Dutails
1 T-20FE0-5F O4MEO
2TE 3842130618042
CASEQVT SF OMIDD 0735020°ER
Note

requested.
8. Add the Name Number if not already filled in.
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If you displayed the VCR prior to starting the exchange, the name number will already be filled in. You can
leave the name number blank to process all exchanges, but if there have been prior exchanges completed, the

“all names” option will not be successful.

9. Add the Segment Number(s) that were impacted by the IROP.

10. Add the Coupon Numbers from the VCR that were impacted by the IROP.

11. Select OK.

When the involuntary exchange is complete, the following pop-up window displays.

o ]

12. Select OK
The Interactive PNR displays

You can see that the new ticket for the passenger has been issued.

Reservation - DEKADQ -
EO4 Nawmes
Nemes -
Geam
ey
1 CASTOMLTIST ‘ A vdant
Spec Fagaen
Traww! Dods (=)
L z '
Ninerary TicAeting Pricing
m (% From.To Dt Threes S N "
' W VX011 S NK-SFO 1 MAR 1E 2.TE 98421 30818042 CASEGST SFOAMDO 87354
ARE TERAEMAL 2 565 THRMMA | R TRO9% CAZE O BT OOW00 SaT T En
W VNS E SFO.1AS |
AR TERBIAL 1 OEF TERMIIA
AdC Charnge Fepook Seirle Fpns oo Exnange Yiow Cagpom Retond Feaciones
Contact Address [nfo Remarks Facts
‘ FOI2555 1300 Pevswbs
r L ol §
EAS TREET AT Nl ARy
VEfactn

13. Highlight the new ticket within the Ticketing / Pricing field and select View.

The VCR is displayed.
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Virtual Coupon Record
Humber: 9841130818059 Hame: CASEOMETEST
Hbr of Cprs: 2 Created; 20FER12 lesued: J0FER1 2 PNR: DEEADG Type: ADT
lNhr Cx N C  Dep Frm To Time BkSt Fb Stat FF hags
| wa 11 e Tioar [ SFC 0730 O L14NR Okl
I3 X WX [S0E E 1SR [5F0 LAS 1335 O L14NR JH
Taiin |4
Fare info
Base: USD 27442 M58 U5 Z80 70 r.oo X1 Tatal: USD 30580
Fare Calc
NYC WM LASZT4 42USD2T4 A2END IPFE NFIFK4 5
Form of Payment
FOP: EFBAMGOOOOGOO0M 111
lsswed: JOFEE1 2 al SFOAT by 57O MDD
Endorse/ Restrct:
Towur:
Remarks:
Exchange: 9843130618042 Orig FOP: EFBRO0COO000G0001111 T=]
Orig lssued: 20FEB12 Brl =)
:] Meoakty Exchangs Fetund Conlro| Frdft Hstory Caroal

Notice that the Endorsement / Restriction field has been updated with INVOL. This indicates that an
involuntary exchange was used to create this ticket.

If the PNR had multiple passengers you would repeat the process for the remaining un-ticketed passengers.

1.10.2 IROP - Schedule Change

Notes:

Use these steps to perform a Schedule Change involuntary exchange using the Automated Path.

The Schedule Change option was designed for those situations when an airline runs a schedule change where
revalidation does not work. The schedule change requires the ticket to be exchanged.

For example, a flight was originally DFWLHR but due to a schedule change it now becomes DFWJFKLHR. In
this case, since it was originally 1 coupon and now will require a second coupon, you would use the schedule
change exchange option.

The Schedule Change option performs an exchange for the entire itinerary. Segment selecting is not an option.

The schedule change is only permitted with tickets validated on your airline. The system will return the
following error message for other airline validated tickets:

OA TKT — REFER PSGR TO OA
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1. Access the Involuntary Exchange mask. You can do so by one of the following three options:
Display the VCR and select the Exchange button (recommended). By using this option you do not have to

select which the VCR to exchange thus minimizing possible errors.

Select the Exchange button from the Interactive PNR, then select Involuntary exchange

Select CTRL + G

Ticket Reissue / Refund Options
= Exchange
Exchangs Typs:
Iy oduntary Exchange Typa:
IJ *
Select Typs of Process: -
Display Opbions.
: Yasver Codes Cance
2. On the Ticket Reissue / Refund Options screen, if not already defaulted, make the following
selections.
3. Exchange Type: Involuntary Exchange
4, Involuntary Exchange Type: Schedule Chg
5. Type of Process: Automated Path
6. Display Options: Highlight the VCR to be exchanged
7. Select OK

The Exchange Ticketing Mask pop-up appears.
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Exchange Ticketing Mask

Inveluntary Exchange Type: *
O Reroyte O Mo Coupon ® Schedule Chg +

Mame Mumber: 1.1
(Blank to process all mames in PHE)

I Ticketlass

I TBM Timelimit Override

—— T

Notice there is no opportunity to segment select. The Sabre system selects all segments that appear in the
itinerary.

8. Select OK
The following pop-up message displays.

~a— Al imiuntary exchanges are complete
(i)

Here is the original VCR. All coupons have been exchanged.
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Virtual Coupon Record
Number: 4222164333130 Name: NELSON/CARL
Nbr of Cpns: 4 Created: 16FEE10 Issued: |EFEE1D PNR: NEIDAH
M O M Fr C Dep  Fim Te Time BKSt Fb Sut  FF RS
0| F9 38 0 NISWAY CUN DEN 435P fOK ONN____ EXCH |
210 F9 419 G NSMAY DEN LAX 920P |OK _GI14VEXWS EXCH |
3O F9 Q6 7 DSWAY ILAX IDEN B25A IOK  ZSXIOMXEB EXCH |
4 X F8 P8 IZ DSMAY [DEN  |CUN %‘Q%.J.OK ZSX10MXB _ EXCH | i
Fare into
Base: USD 36600 3220US 750AY 6089 XT Total: USD 46659
Fare Caic
CLIN F DEN ©4.00 174 D0QMXN F8 LAXE4 189G 14VBXWS F9
XOEN F8 CUN 04.00 120 00ZSX10MXE NUC356. 18END ROE1
00 XFOENA 5LAX4 SDEN4 5
Form of Payment
FOP: CC-BA4000000000006 Auth.058123 Z
tssued: 1BFEB10 at DENHO by DEN MOB
EndorseRestrict NON-REF/MNON-TRANS/CHGPEN FEEAPPUESMA FRONTIERONLY
Tour:
Remarks:
s [ = e Y e e ) W
The new VCR.
* Virtual Coupon Record
Number; 4222164333136 Name: NELSONICARL
Nbr of Cpns: 4 Created: 15FEB10 Issued: 16FEB10 PNR: NEIDAH
N Cx A FH  C Dep Frm  Te  Time  BkSU  Fb St FF |
il F9 39 0 |1SMAY JCUN DEN 43P OK JOMXN oK |
2 X FO 419 G NSMAY DEN LAX 920 OK  [GIAVEXWS IOK |
3 0 FD 418 7 DSMAY LAX  DEN #8254 OK Zsxiowe ok |
4 X F9 38 7 26MAY OEN CUN [1085A 'OK  ZSXIOMXB _[OK |
Fare Info Tay Info
Base: USD 36600 3220US 780AY 7.00XYPDPDPD Totak: USD NO ADC
Fare Calc
CLINFS DEN O4.00 174 000NN F9 LAXE4 19G14VEXWS F9
WOEN F8 CUN Q4 00 120 00Z5X10MXB NUC368 18END ROE!
00 XFDEN SLAXA SDENS §
Form of Payment
FOP: EFEAA000000000008
Issued: 1BFEB10 at DENHD by DEN MOB
EndorseRestrict [SHOCHTRON REFNON. TRANSICHGIPEN FEE APPLES
Teur:
Remarks:
Exchange: 42221643331301234 Orig FOP: EFEAZ000000000008 =
Orig Issued: 16FEB10 at DEN i =
[ ] [ wow | [ oonese | | Bone | [ comwn | [ s | | comm |

Notice that the Endorsement / Restriction field of the VCR reflects SKDCHG as the first item.
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1.10.3 IROP - No Coupon

Notes:

The No Coupon option was created specifically for IROP situations where the coupon that needs to be changed

is already in USED status.

For example:

A flight from LGA connecting in DEN to LAX must land at MDW. The plane is taken out of service but the
passengers still must get to LAX. The coupon from LGA to DEN has already been USED. The No Coupon
option allows you to perform an involuntary exchange on the USED coupon and provide a VCR to travel from

MDW to DEN.

The no coupon process is only allowed for electronic coupons with status codes of:

USED /LFTD/CTRL/PRT /RPRT

Note \When there are multiple coupons showing a status of LFTD or USED, the new flight needs to
correspond to the last coupon showing LFTD or USED. You cannot issue a No Coupon INVOL reissue

for earlier flights.

It is also allowed for unused paper coupons with a status code of PPR.

Use these steps to complete a No Coupon involuntary exchange using the Automated Path.

Here is a PNR after the passengers have been protected on new flights to get them to LAX.

Reservation - JHUSLX PNR MODIFIED - CHECK IMINERARY
Names -
"
STEWART AL (_3‘
L
resesontLLEn |
Mtwnerary Ticketing®pcing
Dt
(- rooun FNOA 11ITA
(.mu'.u oW A VB 2 Peice Oeate 1
, 2 ADTEIT2 DBUSD 5B 1VPXAMTRTPXWS WVEXFS 2 MVIXPS
¢ (ersoun ?
T4 %M a0 &
(- roem A N0IA TP
(crmosm ; 199 $A2¥
21 ~ar s <
ContactiAddress [rfo RemarksiFacts
"
Recelved From - MR STEWART on 16FEB10 at 1487 MDBHOQ

Here is the VCR for the first passenger in the PNR> Note that coupon 1 is USED.
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Virtual Coupon Record

NY'C F8 DEM Q2 T4 30 138 B0T14F=AS FO LAX 0930 12
B AENTPHWS FA XDEN F8 MYCE2 T8Z1 0VEPS LISD372.08E
MO IPLGADENLAXDEM MFLGAY SEDENG SLAMA GDEMN4 &
Form of Payment
FQP: CC-BA4000000000006 Auth-058123
Issued: 16FEB10 at DENHG by DEMN MOE
Endorse/Restrice MNOMN-REFMON TRANSFER!
Tour:
Remarks:

Humber: 4222164333127 Hame: STEWARTIAL
MNbr of Cpns: & Created: 1GFEBID Issued: 1GFEEND
Hbhr Cx Al Fh C  Daop Frm Tao Time Bk 5t Fh
1 | IF@ 505 T |02APR |LGA  DEN 800a  |OK | T14F¥AS
2 O F8 413 B IAPR DEN  LAK  108F 0K |EOTPHWS
K| O P8 404 7 20APR|Lax DEM__1101A 10K [LIVEXPS
4 o Fd 516 7 |20APR |DEM LGA  310P il JIVENPS
Fare Info
Base: USD 37208 2752US 1480ZF 2800 XT otal: USD
Fara Caic

PMR: JHUSLY
Siat FF

JUSED |

ok

oK

=] 8

[CHGPEN FEE APPLIESMA FRONTIER ONL

l Modify ] [El.rhannal

B | |

Coplrol

) [ ]

(o]

1. Access the Involuntary Exchange Mask. You can do so by one of the following three options:

Display the VCR and select the Exchange Button (recommended). By using this option you do not have to
select which VCR to exchange if more than one exist, thus minimizing possible errors.

Select the Exchange button from the Interactive PNR, then select Involuntary exchange.

Select CTRL+G .

The Ticket Reissue / Refund Options window appears.

T T

Ticket Reissue / Refund Options
() Exchange Retunds

Exchangs Type: L
3 Woluntary Exchanges @ Imviluniiary Exchange ]

Inveluntary Exchangs Typs:

O Rerogie ® ho Coupon

Select Type of Process: ™

2 Standard Path

® futormated Path O Redisplay Screen

O Schedule Chyg

Displayy Options: Carant YOR
AT IEAIITNIT STEWDRRTIAL
EupE
0 LGADEN UZED
I DEMLAY OF
3 LAXDIEM O
—| Viaiver Coses

O Desplay PO Retaned Rieissue

Cancel

2. On the Ticket Reissue / Refund Options screen, if not already defaulted, make the following

selections:

Training Guide

208

1 Ticketing
Confidential and Proprietary Sabre Airline Solutions



3. Exchange Type: Involuntary Exchange
4, Involuntary Exchange Type: No Coupon
5. Type of Process: Automated Path
6. Display Options: Highlight the VCR to be exchanged if multiple VCR exists.
7. Select OK.
The Exchange Ticketing Mask pop-up window displays.
ML b~~~ e
Tip Summwy  —

Record Lacatar

Exchange Ticketing Mask

VR Qata
11 PR T oL A o
NTT Inveluntary Exchange Type: * .
2 0 v . Chg R Coul
Nane Numder ' L l
hanh bu proces ol names Is PNIY BH13 DENLAN Vour

Segment Numban(s) o Range(vr * ¥

VCR Fare infe
Coupen Numberisy * | - .

Tickatiens

THM Timehint Overrde

..........

Ficketing Detame

= T

1

Note Notice that the itinerary and the VCR Coupons are displayed to help you complete the information
requested.

8. Add the Name Number if not already filled in.

9. Add only the Segment Number for the newly booked segment that is replacing the flight that
experienced an unscheduled landing.

10. Add the Coupon Number from the VCR for the USED segment. It must be the last coupon showing
USED or LFTD status. You cannot indicate earlier USED / LFTD coupons or any coupon that is in OK
status.

11. Select OK.
Once the exchange is complete the following message appears.

A Display of the VCR issued against the USED coupon.
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Virtual Coupon Record
Number: 4222164333129

Name: STEWARTIAL

NYC FO DEN 02 76Q8 30 138 BOT14PXAS F8 LAX 08 30 12
8 J0E07TPXWS F8 X/DEN F8 NYCS 210VEXPS USD372 06E
ND ZPLGADENLAXDEN XFLGAL SDENG SLAYS SOENG 5
“Form of Payment
FOP: EFBARO0C000000006
Issued: 16FEB10 at DENHOQ by DEN MOS
| EndorseRestrict: NVOL |
Tour:
Remarks:
Exchange: 4222184333127

Ong FOP: EFBAAD0000000D00E
Orig Issued: 16FESI0

Nbr of Cpns: ! Created: |6FEBI0 f6FEBI0 PNR: JHUSLA
Ny O Al Fi C Dep Frm To Time i Stat FF
1 { F8 530 Y 02APR MOW DEN 1235P  OK T14PXAS OK
Faro Info (e
Base: USD 37208 2792US 14802P 2800 XT Totak USD 44280
Faro Caic

Bret =y |
rﬁ [ Madey j Lbﬂ\v\ouj L Retund J L‘:“"“' J L History J L Cancel |

Notice that:
e The Fare Calc line still represents the original itinerary.

e The Endorsement / Restriction box shows INVOL.

Since you can only use No Coupon to issue against a coupon that is already USED, you will need to
complete any additional involuntary exchanges for other coupons impacted by the IROP. For example, a

connecting flight that the passenger can no longer make.
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1 Miscellaneous

1.11 Traveler Profiles and Travel Bank Accounts

Traveler Profiles allow you to:
o Create frequent travelers profile reference
° Provide unique display to view member’s information
° Easily and quickly enter customer detail for reservations

° Identify the passenger in the PNR as a frequent traveler member

1.11.1 To Build a Profile X

1 5] =] ™ " [ T L]
Hesarealion Fanas Pricing Tickaling Fhigh! Infia Pagr Detals SThRS [N

1. Select the Psgr Details Tab (F6)
2. The Psgr Detail labels appear. Select Profiles.
3. The Profiles labels appear, select Add Profile

& Psgr Details E Profiles
Name(s) Add Profile
Shift + F1 Shift + F1
Phare(s) Edit Profile
Shift + F2 Shift + F2

Email View Profile
Shift + F3 Shift + F3
Remark(s)
shift + F4
FQTV Info Add Pl Field
Shift + F5 Shift+F5

Travel Doc(s)

Shift + F6

05l
Shift + FT

SSR
Shift + FB

Special Meals
shift + F3

Psgr Address
Shift + F10

Profiles...
Shift + F11

Positive Space
Shift + F12

The Add Traveller Profile window displays:
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Add Traveller Profile
&,;I Titke | st Hame . First Mame  * Sullix
i v
& Addresses
Primary Secondary
Trpe: " - Type -
Line1:" Line 1
Line 2: Line 2:
iy " city
Btate: - Btate -
Frowinoe: Provimce:
Country - Country: *
TipPoital Code: Dip/Postal Code:
@ Phone Numbers
iypa = Country Code hawa Coda = Humber  * Emt
Phismg 1 - -
Phane I- - i
Fhene X = -
E Ermail
hddreis | Becene statarment and ofl
ﬂ Other Day e Yea
Langudge: « Erghit v Birthdate: -
Seat Praf -
Wb Login:
[ ] [ oame [ ssrmmds | | Cancel

Depending on your carrier’s settings and participation, this may be the same window as accessed via the
Passenger Details > FQTV Info <Shift + F5>. Please check internally for your airline’s settings.

1. Provide the following data as applicable:
a. Name
If applicable, select a Title from the pull-down list - MR, MISS, MRS, MS, etc.
b. Enter a Last Name
c. Enter a First Name
If applicable, select a Suffix from the pull-down list — JR, MD, PHD, etc.
d. Address (required)

i Select address Type: Business or Home
ii. Enter Address Line: Street address (home) or Business name (business)
iii. Enter Address Line 2 (optional): Apartment number (home) or street address / suite (business)

iv. Enter City

V. Enter State/Province (optional)
Vi. Enter Country
Vii. Enter Postal Code (required for addresses in the U.S.)
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If any information is entered into the Secondary address column, all the same required data from the
Primary column applies.

e. Phone Numbers (optional, up to three may be entered).

2. Select phone Type: Business, Home, Mobile, or Fax.

3. Select Country Code from the pull-down list (optional, select only if the international country code is to
be notated in the phone field.)

Enter an area code.

Enter a phone number.

Enter an extension (optional).

Enter an e-mail Address (if customer wishes to Receive statement and offers via email).

Select the customer’s preferred language.

© o N o g &~

. Select the Seat Pref drop-menu to indicate the customer’s Seat Preference: None (no preference), Aisle,
Window, Exit Row.

10. Enter the customer’s day of birth, select the month of birth and enter the four-digit year.
11. Select OK.

Note If you airline participates in Travel Bank Accounts, you can Click on the "Create Travel Bank
Account”. This will allow you to create not only the Travel Profile, but a Travel Bank Account.

Once you complete a Traveler Profile, a membership 1D will appear. This will be used for current and future
reservations.

i

[~

-

1.11.2 Build PNR Using a Profile

Use these steps to use a Travel Profile to add passenger details.

1. From the Psgr Details Tab select Profiles
2. Select View Profile
The View Traveler Profile window appears.
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3.

4.

Veem Tittler Profile cvnminn - Passssae Detais
View Traveler Profile

* Find Trawelar By:

 [E2530a7524]

Kumber:

|

Last Hama:

Eirst Namel Initial:

Postsl Code:
Email Address:

Country Coda:
Aea Code:

— &F —

Enter Only One: Postal Code or Email Address or Phone Number

——

E—
—

Eecently Viewed:

Phone Humber: |

_ Gancet |

Add the Travel Profile Number

Note You can also use the alternate information to retrieve the Travel Profile. Additionally, if you've
retrieved the profile earlier, you can redisplay by selecting Recently Viewed.

Select OK.

The Traveler Profile displays.

Triencher Profle
- i E — 3
Traveler Profile - 463047524
o SMITHIONATHAN
Phone Numbers Email
Sumirsens. S0 SES-ALE8 22313 -US JOMATHAN SMTHQTEST COM
':m w3 S55-EEES - Ug I';:'JI

@. Addresses
e 133 WAk STREET, MEW WORK, My, w0021, Lig

Other |nformation
Canzal Wale

Langusde [rghas
Birthdate: 1582-02-12
Seat Alsle

[ ok I| Mooty | Sewreh Sutue Pais gancel

5.
6.

Train

Note You can also select the Modify button at the bottom of the screen to edit information.

Click on the Select All button to move all information into the PNR.
Select OK.
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Note If your airline subscribes to Travel Bank your instructor will go over additional details about the
Travel Bank Account Usage. More detailed information on Travel bank can be found on Community

Portal, a list of all available training guides are located in the appendix.

1.12 Focus

FOCUS is an automated reference system consisting of several informational manuals. Each manual is
numbered and given a 3-letter code. For hosting carriers, FOCUS contains a manual specifically designed for
reservations. This manual, called FMH, contains general system information, Native Sabre system entries,

general policies, procedures, and system enhancements.
To access the FOCUS Menu

1. Select Help from the main menu bar.
2. Select FOCUS.
The FOCUS menu opens:

HeDecode  TIMATIC  Tools

FOZUS Cualifier

F1 Fz
Flight= Check-

Help henu FOCUS Indes

keypad Help FOCUS Locatar

LMIATA, FocUS Revision Takle
h_dc-de FOCUS Change Recguest

Re-connect Host Display by tem Mumber

Flatfile “Werzion

Configuration

Re-Dizplay Last kem
Fe-Dizplay Last Menu

ons

Reguiremenrts

Ahout

1.12.1 FOCUS Qualifier

With the FOCUS Qualifier option, you can refine your search for items within a FOCUS manual by entering up

to three (3) qualifiers.
To access the FOCUS Qualifier

1. Select Help from the main menu bar.
2. Select FOCUS.
3. Select FOCUS Quialifier.
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4,
5.
6.

Hedp
FoOCUS FOCUS Qualifier
Help Menu FOCUS Index
Keypad Help FOCUS Locatar
LMIATA FOCUS Revision Takle
Mocle FOCUS Change Reqguest
Re-connect Host Dizplay by ftem Mumber
Flatfile “ersion Re-Dizplay Last tem
Configurstion Fe-Dizplay Last Menu

The FOCUS Qualifier window displays:

FOCUS Qualifiers

Select Option: *
& Host Manuat * [~
" Multi Host Manual

" Other

Qualifiers: *

Select a Manual.

Fill in up to three qualifiers.
Select OK.

The results display in the work area along with the Item Number window so that you may select an item.

1.12.2 FOCUS Index

The FOCUS Index, or Main Function List, alphabetically lists the topics contained within a FOCUS manual.

To access the FOCUS Index

1.

Select Help from the main menu bar.
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2. Select FOCUS.
3. Select Focus Index.

The Select Manual window appears.

[ Select Manual )

Select Manual

Select Option: *

[ —— | —
@ Host Manual *
" Multi Host Manual

T Other

Ok Cancel

4, Select the radio button next to the desired option:

a. Host Manual (carrier specific) (default)
b. Multi Host Manual (FMH)
c. Other (The Item Number window appears. Fill in the 3-letter manual code.)

5. Select OK.
A Level 1 index (table of contents) displays in the work area, along with the Item Number box:

FYEMM

. SECURE FLIGHT b,
. AGENT PRICING MASK 28,

(1-‘: E N SUMMARY
14, CHANGE FEE

TED EXCHANGEY

'lwm Nomber u
Item Number

Item Number: * *

| »‘h ] Cancel

Each numbered item contains a description of its purpose. If a format is required, there is a brief description of
the format

At the end of each item, there is a 6-character locator under the ACCESS header:
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F*10
FMH SECTION INDEX - ACS-FLIGHT DISPLAYS *¥ TOTAL 18 *¥
TO WIEwW DETAIL ENTER F¥NUMEER SJURP TO 5 ITEMS/S
ExAMPLE F¥2 =0f - F¥1-5
_____________________________________________________ SI:_J AT Ll
¥ 1.LIST OF ACTIVE ACS FLIGHTS FOR CITY I.':l'lf:lﬂTVHQUV
G¥LAX SPECIFIC STATION -
GYLAS/ SPECIFICED NUMBER OF HOURS
GYLAX/T1000 SPECIFIED START TIME
*  2.DISPLAY ASSOCIATED FLIGHTS 015 TwHOwWC
FUNMNEL, OVERLAF AND CODESHARE
Grcl23

If there is Level 3 information about the item, an * will precede the item number:

F¥10
FMH SECTION INDEX - ACS-FLIGHT DISPLAYS ** TOTAL 1B **
TO VIEW DETAIL ENTER F¥NUMEBER JUP TO § ITEMS/
EXAMPLE  F*Z -COR - F¥l-5
1 P e e e O S D S D e S D e S D s e S s S S O S i S SEQ ACCESS
* | 1.LIST OF ACTIVE ACS FLIGHTS FOR CITY 010 TvHOQUV
GYLAX SPECIFIC STATION
GYLAS /2 SPECIFICED WUMEER OF HOURS
GYLAX/TL1000 SPECIFIED START TIME
* 2. DISPLAY ASSOCIATED FLIGHTS 015 TwHOWS
FUMNEL, OVERLAF AND CODESHARE
G¥C121

1.12.3 Re-Display Last Iltem

With the Re-Display Last Item option, you can redisplay the last item displayed, no matter what level it is

within the FOCUS manual.
To re-display the last item

1. Select Help from the main menu bar.
2. Select FOCUS.

3. Select Re-Display Last Item from the options list and the item will redisplay.\

Itermn Mumber Q

Item Number

Item Number: * [ *'

o] canc

'

The last item re-displays.

1124

1.12.5 Re-Display Last Menu

With the Re-Display Last Menu option, you can redisplay the last menu you accessed in a FOCUS manual.
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To re-display the menu item

1. Select Help from the main menu bar.
2. Select FOCUS.
3. Select Re-Display Last Menu.
The menu re-displays in the work area along with the Iltem Number window.

ltem Mumber éj

ltem Number

Item Number. ~© | *

OK I cancel

4. Fill in the Item Number.
5. Select OK and the item will redisplay.

1.13 STARs

The acronym STAR stands for Special Traveler Account Record. STARS can be used to store customer data;
however, most Airlines use STARs primarily for information storage and retrieval. To access the STARs
functions menu, select the STARs tab or <F7> for Reservation users and <F6> for Airport users.

F F2 F3 F4 F& L1 Fe
Raserissns Fares Friciag Ticketng Flighi Irds Pagr Desaiis Gueues

1.13.1 STAR Components

STARs are made up of a STAR name and different line types. The type of line determines if the information
contained in the line can be moved into a PNR.

1.13.1.1 STAR Name

A STAR name must follow these guidelines:
. Minimum of four characters, up to a maximum of 25 characters
. STAR names can be alpha, numeric, or both
. You cannot use special characters such as #,*, % in a STAR name

. A STAR name can include spaces

1.13.1.2 Summary / Stationary Line

A Summary/Stationary or S- line is required for every STAR. S-lines:
o Describe the STAR

. Can contain up to 45 characters
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. Cannot be moved from the STAR into the PNR

1.13.1.3  Priority Line

Priority or P - Lines may never be moved into the PNR. They may be used to identify a particularly important
reminder and will be displayed when the now move entry has been completed.

1.13.1.4 Always Move Line

An Always Move or A - Lines contain information which is to be moved into a reservation. For example, a
name field and telephone(s) would be considered for use as A- lines, because they would always be moved over
into a specific PNR.

1.13.1.5 Optional Move Line

Optional Move or O- lines contain information, such as Method of Payment or Passenger address in a
reservation format and may optionally be moved into the PNR.

1.13.1.6 Never Move Line

Never Move or N - Lines contain miscellaneous information which cannot be moved from the STAR into a
PNR, such as: Rental car preferences, Hotel preferences, Seating preferences, etc., which may be viewed, but
are not required for completing a PNR.

1.13.1.7 Restricted Line

Restricted or R- lines are lines which may be viewed only by agents who have a duty code 4 or higher.

1.13.1.8 Purge Date

STARs are set to automatically purge from the system 60 days from the date of STAR creation.

1.13.2 Build New STAR

You can create a star from the Create STAR: New window.

1. Select the Create Star Label.
The Create Star Options window appears.
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2. Click the Brand New Star radio button.
The Create Star: New window appears.

Create STAR: New

STAR Hame: * | #E [ Uniyersal Star
Password City Code: [ Purge Days: [
Password Protect [ Update [~ Display
STAR Title: * |

Line

Type: Text:

| =1

| =1

| = |

| =

| =

| =

™ Add More Lines

—

3. Enter the new STAR name.

Note Universal Star is only accessed if you want the ability to restrict the STAR usage to certain

individuals with the EPR keyword of UNISTR

4, Enter a 1-8 alpha-numeric password to restrict display of the STAR (optional)
5. Enter the City Code where the STAR is to be built (optional, defaults to your AAA).

6. Enter number of days until the Purge date, or Enter XXX for No Purge Date (optional). If no reference
is added to this area, the system will automatically purge (remove) the star in 60 days.
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Enter STAR Title (this is the Summary / Stationary S- line).

Select the Line Type.

Enter Text Information (remember: A and O type lines must be in valid Native Sabre PNR format).
10. Select the Add More Lines radio button if additional lines needed to be added.

11. Select OK.

Note If additional lines are requested, the Create Star: New window re-displays to allow you to continue

entering lines.

Once completed, the End STAR Options window displays.

12. If additional lines are requested, the Create STAR: New window re-displays to allow you to continue

entering lines.
Once completed, the End STAR Options window displays.

" Halt or Ignore Create / Update (MH)

" Ignore Display (MNX)

T

Update

OK | Cancel |

End STAR Options e e
End STAR Options
Select Option; *
@ End, Save & Redispiay (NER] *

13. Select the End, Save, & Redisplay (NER) radio button.

The other options on this window will be discussed later in this module.

14. Select OK.

The STAR is created from the information provided and displayed in the work area.

F1 F2 F3 F4 F5
Reservation Fares Pricing Ticketing Fligght Info
B
STAR  TEST

05 TEST STAR

1P THIS IS AN EXAMPLE OF

ZN  THIS IS AN ExAMPLE OF

iM  THIS IS AN EXAMPLE OF

4N HWEVERMOWE

S5H  THIS IS AN EXAMPLE OF M-MEVER MOWE LINE

BR  THIS IS AN EXAMFLE OF A R-RETRICTED LIMNE
HDOQ OFFEE1D BSGK OPEN F-0BAPR10D 07YFEEL1D

F-FEIORITY LIME
N - MEWVER MOVE LIME
N - MNEVER MOVE LINE

P

=

Baguage

0
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1.13.3 Create STAR From Reservation

The Create STAR From Reservation (PNR) option allows you to create a STAR from information contained in
a passenger reservation.

To access the Create STAR From Reservation (PNR) option

1. From the Create STAR Options pop-up window, select the Create STAR From Reservation (PNR)
radio button.

2. Enter the Record Locator ( must be for a valid, currently active PNR).
3. Select OK.

The PNR displays in the work area and the Create STAR: From Reservation (PNR) window displays.
[ Create Star from Reservation ﬁ

Create STAR: From Reservation (PNR)

STAR Name: * | +
Passwond:

Password Protec: [ Update " Display

City Code:

Purge Days:

STAR Title: *|

oK cancel

4. Enter a STAR Name

If the STAR ID name entered is already in use, no items will be moved from the PNR.
Enter a 1 — 8 alpha-numeric Password to restrict display of the STAR (optional).
Enter a City Code (optional).
Enter the Purge Days or XXX for No Purge Date (optional).
Enter a STAR Title.
Select OK.

© © N o O

A confirmation window displays.

Are you certamn you want to perform this

[ . fumction?

Ha Cancel

10. Select Yes.

The STAR is created from information in the PNR and the name and phone fields of the PNR become A -
Lines (Always Move).
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The End STAR Options window displays.

11. Select OK to End, Save & Redisplay the PNR (the other options are discussed later).

1.13.4 Modify STAR

You can modify an existing STAR.

To modify the STAR by adding lines

Soni O EwodeDecode TMATIC Tech bep

W i
k_oﬂdwlde alr Remersotey Faros
lm & b Ve By

Priceg

Tsrtog Fagnt o

o 3
Pegr Detads STass

Update STAR Optora - - - -

Update STAR Options

Ceneral STARS
Shumt+ F1

Cesplay STAR
Shim + F2

Move Into Res

™ Fnname STAR

o ]

Purge | Restore
ShifE & FR

Nooty 'F Lines
Shitt+ F3

I Uniyersal STAR

Shift +F3 or
Upcate STAN — srar Name: | -
Shirt + Fe
Cxy Code: |
er » e
. ;::.5 ‘:’q Passwerd: | { If Restricted )
EndManignore P Type cf Modincason: *
$hift & F§ & a51 Linos r Cnange Linés / Pusge Date
Cione STAR © Cogy Lnes © Move Lines
Shift « FT ' ;'3'3’\: Lnes nsetines

o~

-

1. From the Update STAR Options window, Add the Star name and select the type of modification.

2. For this example, add a line to the STAR.

Type of Modification: =

& Weld Lines ™ Change Lings f Purge Dale
™ Cop Lines " move Lines
™ Dalete Lines ™ st Lines

© Baname STAR

Cancel |

The Update STAR: Add Lines window displays.
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==

Update STAR: Add Lines

Line s
Type:
-]

Text:*

I

| I
| I
| =
| I
| I
[ Add More Lines

oK Cancel

Select a Line Type.

Enter the Text.

Select the Add More Lines check box if more lines are needed.
Select OK.

o g &~ w

1.14 Queues

A queue is a predetermined location inside the Sabre system. Think of it as a filing system. You can place
PNRs, messages or teletype messages in a queue and then work on them later.

You can selectively count, display, place, delete, move, or transfer these items within the queues, either
individually or by group.

Every AAA city location has allocated:
. A maximum of 512 PNR/TTY Queues (numbered 0 - 511)
0 Queues 0 - 49 are system assigned queues
0 Queues 50 - 511 are for internal host airline use
° 24 Message Queues (assigned letters A-Z, except for letters L and U)
. Two Special PNR Queues (L and U)
Notes

. All messages older than 6 months will automatically purge from the system, except from queues L and
u.

To access the Queues menu

Select Queues <F8> to view all queue sub navigation tabs.

F 2 (] (] (3] (] ¥ 7]
R mariaiion Tarss Pracng Ticksting Fight inls Pegr Dwinils ETARs Jusues

You will learn about each highlighted navigation label in this module.
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F Queues

Access Queue
Shift + F1

Display Options
shift + F2

History | Pref
Shift +F3

Queus Place
Shift + F4

Removellgnore
Shift + F5

Exit GQueue
Shift + F&

1.14.1

Access Queue

When you access and work queues, remember the following:

PNRs are organized by the date they were placed on the queue; the oldest PNR is first and the most

recent PNR is last.

You must have AAA permission to access the requested city.

To access a queue

1.

Select the Access Queue sub navigation tab or <Shift + F1>.

The Access Queue window displays:

| Access Queue

4.

Access Queue

Queue Number or Nama: =

[ sort selections

[ ]

Enter a queue city code (if left blank the AAA city is assumed).

Queus City:

Cancel

Enter a queue number, letter, or name.

Numeric queues are for PNRs

Letter queues are for messages

Name queues can be assigned to either type of queue (discussed later within this module)

Select OK.

X

The system displays the first PNR or message on the queue.
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1.14.2

Display Options

You can display statistical information for your airline’s queues.

To access queue display options

1.

Select the Display Options sub navigation tab or <Shift + F2>.

£ Queues

=

Access Queue
Shift+ F1

Display Options
Shift+ F2

The Queue Display Options window displays:

| Queue Display Options |

o o T o

1.14.3

1.14.4

Queue Display Options

Eelect Option:
@ Quee Count| *
() Queue anabysis
() Queus Task Status
() Quews Name Display

) Select Resersation (PMNR) Display Criteria

_J List or Print Items on Queue
_) Bedisplay Active Cueue
T [_gancer ]

Select a radio button for the option you want (each is discussed in detail within this module).
. Queue Count

. Queue Analysis
. Queue Task Status
. Queue Name Display

Select Reservation (PNR) Display Criteria.

. List or Print Items on Queue

. Redisplay Active Queue

Select OK.

History / Prefatory

Prefatory Instructions

With the Prefatory Instructions option, you attach an instruction code to a PNR. That instruction code explains

what action needs to be performed on the PNR. When you are in a queue and initially access a PNR, the
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Prefatory Instruction Code appears at the top of the PNR. In this example, the PNR has the Prefatory
Instruction code “016 SEE FACTS.”

F4

F1 F2 F3 Emissdo F5 Fé
Reserva Tarifas Prego Yary Info Voos Info PSGR
I
016 SEE FACTS
RDEMIH

1.1PULIDO/RAMSES
1 LA4541M OS5AUG F GRUEZE HK1 1105A 210P /E
/OPERATED BY LATAM AIRLINES ARGENTINA
2 LA4546M 12AUG F EZEGRU HK1 320p 610P /E
/OPERATED BY LATAM AIRLINES ARGENTINA
TKT/TIME LIMIT
1. TLGRULAOL100OP/04AUG-THU
PHONES
1.GRU333-333-3333-H 1.1 PULIDO/RAMSES
PASSENGER EMAIL DATA EXISTS *PE TO DISPLAY ALL
PRICE QUOTE RECORD EXISTS - *PQS
LA FACTS
1.55R FOID LA HK1/PPUS12345678
2.5SR PETC LA PN1 GRUEZE4541IMOS5AUG/ANIMAL NA CABINE
RECEIVED FROM - RAMSES
OAC - XL GRU A6 8990606
GRU-GRU-AH.GRU4A76 1106/03AUG16 RDEMIH H

To view prefatory instructions
1. Select the History / Pref sub navigation tab <Shift + F3>.
2. Select the Prefatory Instructions radio button.

The Display Prefatory Instructions window displays:

Display Prefatory Instructions E

Display Prefatory Instructions

Select Option: =

—r— T

3. Select an option (each is discussed within this module).

0 Current PNR or Message
0 System
o City

4. Select OK.

1.14.4.1 Current PNR or Message

Once a PNR is initially accessed on queue and redisplayed, the prefatory code is no longer visible. Select the
Current PNR or Message radio button and select OK. This will re-display either the prefatory code or the last
message in the queue.
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1.14.4.2 System

With the System option, you can display a list of all the prefatory codes available. The example below is a
partial example list, but this list varies by carrier:

1.14.4.3 City

With this option, you can display the Unique Prefatory Instruction Table. These prefatory codes are unigue to
your carrier. The codes are listed by the city they were created in. When selected, a field displays for you to
enter a city code:

1.145 Queue Place

A PNR goes onto a queue in two ways:
° The system automatically places a PNR based on pre-programmed parameters.
o You manually place a PNR.

You can Queue Place to a specified city, to multiple queues at once, and on a specified date in the future (at
least 24 hours). You can only place an item once on a queue.

To place a PNR or message on queue

1. Select the Queue Place sub navigation tab or <Shift + F4>,
The Queue Place Reservation (PNR) window displays:
2. Select a Type of Placement radio button:
0 Queue Number
0 Queue Name
Input the queue city for the First Queue (optional).
Input the queue number/name (required).
Input a prefatory instruction code.
Continue for the Second Queue and Third Queue (if desired).

N o g &~ w

Select Expanded Queues for more queues (you can place a PNR in up to 20 queues).
8. Select OK.
The PNR is now on queue.

1.14.5.1 Future Drop Date

Before you end the transaction, you can store queuing instructions within a PNR. The system then places the
PNR on queue sometime in the future. You can remove a Future Drop Date at any time, even on the drop date,
but not after the drop time.

After you add a Future Drop Date, the system logs the drop date in the PNR’s history.
To add a Future Drop Date

1. Select the Queues tab or <F8>.
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2. Select Queue Place <Shift+F4>. The Queue Place Reservation (PNR) window displays.
3. Select the Future Drop Date check box or <Alt+F>. The Future Drop Date window appears:

949

4. Input a drop date. The drop date must be at least 2 days in the future; you cannot use “today’s” date.
The placement date cannot be a day later than the last departure date in the itinerary.

5. Input a drop time (optional). If you do not specify a drop time, the system defaults to 0600 local time.
The time can be in 12 hour format (430p) or 24 hour format (1630).

Note The Queue Drop Time option is currently in development and not available at this time.
6. Input the queue city.
7. Input the queue number.

8. Input the prefatory instruction code (PIC). If you do not add a PIC, the system defaults to PIC 19
SPECIAL LIST.

9. Add two more drop dates (optional).
10. Select OK.

Notes

o If you want to place a PNR on queue “today,” use the Queue Place option. You can only add a drop
time when queue placing a PNR “today.”

. If the pseudo city code is not included in the entry, the system places the PNR on the home pseudo city
code queue (it does not default to your AAA city).

. Future Drop Date remarks do not display in the Interactive PNR Remarks field. To see the Future Drop
Date, display the PNR’s history.

1.14.5.1.1  Add Future Drop Date By Record Locator

You can queue place a PNR without displaying it in your work area. You can queue place up to six PNRs by
record locator.

Note You can only select one queue with this option.
To add a Future Drop Date

Select the Queues tab <F8>.

Select Queue Place <Shift+F4>. The Queue Place Reservation (PNR) window displays.
Input the queue city for the First Queue (optional).

Input the queue number/name (required).

Input the record locator(s).

Select OK.

S A

1.14.6 Remove/lIgnore

With the Remove command, you can remove a PNR from the queue. The system then displays the next item on
the queue. With the Ignore command, you can send a PNR or message back into the queue. The system then
displays the next PNR on queue.

1 Miscellaneous
Training Guide 230 Confidential and Proprietary Sabre Airline Solutions



= -

£ Queues

Aecess Queue
Shift + F1

Display Options
Shift + FZ

Histary / Praf
Shift +F3

Cuaus Place
Shift + F4

Removalgnors
Shift + FS

1.14.6.1 Ignore

With this option, you can ignore a PNR or message. You must ignore a PNR or message to move on to the next
item in the queue.

To ignore a PNR or message

1. Select Remove/lgnore or <Shift + F5>.

The Queue Action window appears:

| Queue Action |

Queue Action

(@ lgnore rh='|'l-|r'|'l.'l.-=.-'; "
) Bemove Eem
p—r— Gorees ]

2. Select the Ignore Item From Queue radio button.

The PNR or message is no longer in the work area, but the item will remain on queue. If there are more PNRs
or messages on the queue, the next item displays.

1.14.6.2 Remove

While a PNR is active, or while working in a queue, you can remove a PNR from multiple queues.
To remove a PNR from multiple queues

1. Select Remove / Ignore or <Shift + F5>,
The Queue Action window appears.
2. Select the Remove Item radio button.

a. Select the Current Queue check box to remove the PNR from the queue you are currently working in.
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b. Input a queue city and queue number to remove the PNR from a different queue.

3. Select OK.
If there are more PNRs or messages on queue, the next item displays.

1.14.7 Exit Queue

With the Exit Queue label, you have several ways to exit a queue.
To exit a queue

1. Select Exit Queue or <Shift + F6>.

The Queue Exit window displays:

Queue Exit m
Queue Exit

Geleck Dplian Te Exit And:

¥ [greee Resenvation (FHR] -+

Racaived Fram

] cancel

2. Select an option (each is discussed within this module).
. Ignore Reservation (PNR)

. End Reservation (PNR)

. Queue Place Reservation (PNR)

. Add Unable to Reach

. Add Left Message to Contact

o O o o

@D

f. Ignore and Redisplay Reservation (PNR) Off Queue

g. End and Redisplay Reservation (PNR) Off Queue
Input your name in the Received From field (if applicable).
Select OK.

1.15 Flight Information - FLIFO

In the Interact Interface, you can select the Flight Info (F5) tab to look up flight information, verify flight
inventory, and other functions that support Flight Information.

F& FT F&
Psgr Details STARs Gueues

- i - - e FE
Reservation Fares Pricing Ticketing -~ | Flight Infg i

The Flight Info tab has sub-labels:
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£ Flight Info o Display — Shift + F1 — display the general flight forecast and flight progress
information for a specific flight number.

Display

Shift + F1 . By Time — Shift + F2 — enter the time of departure or arrival and a city pair
By Time to display the flight number.

Shift + F2

o Verify — Shift + F3 — request flight specifics from an itinerary, city pair
Verify availability, or with a flight number - check the minimum connecting times for a

SLUSAT booked itinerary.

Sﬁﬁilfid o Codes — Shift + F4 — display a list of codes used by operations when
explaining flight movements in flight info.

Inventory

Shift + F5 o Inventory — Shift + F5 — display the inventory levels for a flight.

Extra Section

o Extra Section — Shift + F6 — display the charter flight information by date

shift + 76 or flight range.
Counts B . . - .
Shift + FT o Counts — Shift + F7 — display the catering message for a specific flight.

1.15.1 What is Flight Information?

Flight Information, also called FLIFO, is information regarding a flight’s departure and arrival times and other
pertinent information such as the gate and terminal. The FLIFO display is composed of two sections: Flight
Forecast and Flight Progress. These terms are used for specific types of FLIFO updates.

Flight Forecast contains information regarding the normal schedule for a given flight, which includes:
. Scheduled departure and arrival times
o Terminal and/or gate information
. Baggage claim area information
When you request FLIFO for a flight, the flight information displays.
Flight Progress contains information on the flight as it occurs, which includes:
. Actual departure time
o Actual arrival time
o Estimated time of arrival
° Out of the gate and off times

When you request FLIFO for a flight that has departed, the system displays the flight details with “actual” or
“estimated” times.

Example of Flight Forecast and Flight Progress:
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Display Flight Information

0O0130/19FEB

PTY 3009

$JO 320p 4000

TGU 520P

APTY/0UT 1530 *0941%HDOKLL
1SJ0/INIGI0 *094 3 *MDaKtL

e Goncel |

The Flight Forecast data displays first, followed by the Flight Progress information. Each line of information
starts with a number. The number is a notification code; notification codes are explained later in this manual.

1.16 Message

The message functions within Interact are located on the Tools menu bar.
Messages have a variety of purposes including:

. Requesting assistance from Sabre Holdings

o Communicating with other host stations

o Communicating with other airlines and transportation companies
To use the message functions

1. Select Tools.

2. Select Message.

A sub-menu displays all the messaging options.
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Tools  Help
Agent Sales Report b | F4 F5
Calculater Update Message Text
Calendar Display Message
Conversions b Ignore Message
Weather Send Message
City Time/ Elapsed Time Send and Re-display Message
Sabre ATLAS Update Sender/Receiver Address
Minimum Connect Times Send OTM Message
Days Calculator Send Transfer Message
Currency Conwversion User Message
EmaAS Create Sign-In Response Message
Baggage Tracing b Send PFS Message (Flight Close-COut)
Passenger Facility Charges
Define Quick Keys
Watchlist
Send Manual Entry
Watchlist to C5V
WCR List to CSV Eile (FIM)

3. Select the desired message from the sub-menu.
The selected message window displays.

1.16.1 Build Message

To build an AMS message

1. Select Tools from the Main Menu bar.
2. Select Message from the drop-down menu.
3. Select Build Message from the additional drop-down menu.

The Message Address window displays:
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Message Address

Sender Address: *[ *
Recaiver Address: * Priority Code: | L]

cons

Meszage Sddress g

4. Fill in the sender address.
Fill in the receiver address(es).
Select the message Priority Code from the drop-down list (optional).

The system defaults to Normal Priority (QK) when not specified.
7. Select OK.
The Build Message window displays:

[T i

Build Message

Message: *

I
[

[7 More Messages

[T Send Message

oK I Cancal

Fill in the text message.

Select More Messages (if needed).
10. Select OK.
The message displays on the screen.
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1.16.2 Display Message

To display the current AMS message

1. Select Tools.
2. Select Message.
3. Select Display Message.

1.16.3 Ignore Message

You may use the Ignore function to clear and delete an AMS message from your work area.

To use this option:

1. Select Tools.
2. Select Message.
3. Select Ignore Message.
The warning window displays to let you complete the Ignore process.

4. Select Yes to ignore the message.

1.16.4 Send Message

To send an AMS message:

1. Select Tools.
2. Select Message.
3. Select Send Message.

A warning window displays so you can stop the send process, if needed.

4. Select Yes to send.
The message sends and a time and date stamp displays on the screen.

1.16.5 Send Transfer Message

A Transfer (T) Message is a low priority message used to transmit items such as Passenger Name Records
(PNR) and pre-paid ticket details.

To send a Transfer Message:
1. Select Tools.

2. Select Message.
3. Select Send Transfer Message.

The Send Transfer Message window displays:
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-
Send Traniler Mediage
Send Transfer Message

Receiver Type: & [Teiabps) ™ LMIATA -

Receiver Addross:™ |
I
[
I

[ [ [
I I |
[ [ I
[ [ I

Message: * |NAME, ITINERARY, SEATE RECORD LOCATOR AMD FACTS

Sender Address: >

oK Caneel |

Select the Receiver Type: Teletype or LNIATA.
Input receiver address(es).
Select from the message options drop menu.

N o g &

Fill in sender address.

Note When selecting LNIATA as the receiver type, the LNIATA entered as the Receiver Address must be
a printer LNIATA. In this case, you may input only one Receiver Address; a Sender Address is not

required.
8. Select OK.

1.16.6 Send User (OUS) Message

You can generate an Outbound Unsolicited Message (OUS) to a specific computer (CRT).

To send a User Message

1. Select Tools.
2. Select Message.
3. Select User Message.

The User Message window displays.

4, Select Send Message.

The User Message window displays with additional input fields:
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User Message
Selact Dption: *
.'u-.n-'ul-- -._- *
= end Message|
Lirne LATA:

Mussage

5. Input the Line IATA number that you want to receive the message.
6. Fill in message (free text).
7. Select OK.

1.16.7 Send Internal Messages (QQ)

When the booking source requires a reply message, use the remarks area of a PNR.

Note You can send and receive internal teletype messages when signed in with duty code 7, 8 or higher, or
your EPR has the keyword WCCRIM.

To create a queue (teletype) response

1. Display the PNR.
2. Select Remarks/Facts (Alt+K).
3. Select +Remarks (Alt+K).

The Remarks window will appear.
4, Select QQ and OK.

Fpmarica .
Remarks
Falact Dptiam: °
Galect Remark Typa: *
The Remarks Text window appears.
5. Type a message in the remark fields and use a format that other airlines will understand.
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Rarrearb. T
Remarks Text

Remark

IvE 0 precefined remarks

—1

Lanie

6. Select OK.

1.16.8 Send QTM External Message

With the Quick Teletype Message (QTM) format, you can send a message using characters that are accepted in

the Remarks field of a PNR.
To send a QTM message

1. Select Tools.
2. Select Message.
3. Select Send QTM Message.

The Send QTM Message window displays:

Send QTM Message

Bander hedress; " BOTEN

Renerear Adaraga " DENTRN

Maiiiga:

TENT DOMES IN THIS DO

4, Fill in the sender and receiver address(es).

Fill in message.
Select OK.
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1 Reservations & Ticketing Training Guides
Reference

1.17 Appendix A

This index will provide you with a list of current Training Guides that support the Reservation and Ticketing
Functionality within Interact. These guides can be downloaded from the Sabre Community Portal.

Table of Contents

Infroduction

“ Signin

* Navigation
Encode/Decode
Tematic

Tools

* Printer Funchioos

.

Reseovations and PHNs

» New Reservation

* Intesactive PNRs
Existing Reservabon

“ Edit Ninersry

v Prssenger Details
TicketTime Lamat

Farmn

Prcing for PQ
Pregeserved Seats
APAY S5R for Paid Seats
« Profiles

Award Rodessgtion
Travel Bank ErvollRefand
Prepaid Tickets

R »

" e

Neac edlsneax

« Tocwes

“ STARS

= Flgh information

* Messages

* Queves

Ossplay Res (PNH) Options
« Culhs - Reason for Traved

« Cars

* Hoteds and Tours

.
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Table of Contants

Tketng Yo PQ

* Bsuing an Electronis Ticket

“ ViR

v Entanced Syactuonaaive of WCRs
Agert Fricing Tor #Q

* Self paced inroducton

* Seif-paced Demonstration

* Agest Pricing Mask
Elactrone Miscelaneow Documernts

« EMD Set-guided Loarnng

Clectione Tehmtng

ntedine Dlectromc Ticketing IET)

Jva Party Ground Haodlers §ET)

Jvd Party Ground Handlers For Operanng Camens
HET)

htrocsucton 10 10T

=7 Funchions

Reponing

. ASR
* ASE Station Reports
& ATAC %0 ASR - Convermon

Exthanges and Asfuscsy

* AER riroducson and Exchange Scensrios
Modele 1

AER Eschangeflefund Scesanos Modele 2
AER Reference Guide Module 3

AER Non-Ret Fases Sebsequent Exchanpes
Exchange Shop

ROPs

EMD for Vouchers

Supgiemmental

& Cutomer Sarvica Authceiraticn

Enhanced Synchronimtion of VCRS for S5C1
Miscellaneous Sales and Service Mask

OB Ticketing Fees

Resevation Ticketeg - Creale PHR
Reservations Ticketrg Process

Travel Bank User Guide

FED S Pricing and Ticksteyg

Fully Open Segmenis for eTecketing

LI I

"

Table of Contents

Usar Gade
* EMD User Guide
Training Guide

EMD for Anciltarms - Pact 1
EMD for Ancillanes - Part 2
EMO for Ancillanes - S5C1
EMO to EMD Exchange
Interine EMD

+ Dynamic Retafier

Onine Lessons

DR

Lesson 11 EMD for Ancilianes - introdoction

Lesson 2: Seling Ancillaries - EMD-A Part 1

Lesson 3: Seling Ancillaries - EMD-A Part 2

Lesaon 4 Sefing Prepaid Seats

Lesson §: Seling Anciltanes - EMD.S . Part 1

Lesson 6: Selhng Anciltanes . EMD.S . Pant 2

Lesson 7: Reassociation and Move Bution

Lesaon 6: EMD Exchange - Even Exchange
Pact 1

Lesson 5 EMD Exchange - Even Exchange

.

Lesson 10: EMD Exchange - Add Coliect
Lesson 11: EMD Exchange - Refunds
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