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Document Revisions

Date Section Description

September 27,2013 All Applied new
template

November 5, 2013 Introduction Added Introduction

to Interact Airport

November 25, 2013

Check-in Scenarios

Added Block Space
Codeshare check-in
(BCS)

January 31,2014

Check-in Scenarios

Bag Fees button —
and collecting
excess baggage
fees — Bag Reso 302

February 3, 2014

Passenger List (Shift+F2) - Travel Docs button

Timatic AutoCheck

November 19, 2014

F1 - Shift F1- Check-in screen

Explanatory text
about Short Check
bags

November 25, 2014

F1-Shift F1- Check-in screen

If short-checking a
passenger, type in
the correct
destination - also un-
check the box
"check-in to final
destination"

April 29,2015

Passenger List Display

Add text to sequence
number

September 24,2015

Travel Docs (DOCS /DOCA /DOCO/DOCYV)

Added | - National
ID Card information

November 3, 2015

Passenger Search

Add new section on
how to utilize pas-
senger search as a
check-in tool.
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Objectives

Item

Objective

Objectives

By the end of the module, participants will be able to:

Recognize the Tabs and navigational Labels associated with SabreSonic Check-in
Display Passenger List

o by editcode

o byline number, PNR or redisplay a passenger list
Check-in a passenger

o and issue bag tags

o with edits

o and upgrade - if applicable

o non-revenue and positive space

o and place passenger on list using no-rec

o utilizing the psgr search button.

Print and reprint boarding passes

Issue bag tags

o automated bag tags

o manual bag tags

o issue on demand bag tag only

o return on demand bag tag

Offload seats

EPR

Duty Code: 4,5, and 8

Keyword: GDSPLY. DIENBR, MUL375, and SELECT

UAT

Keyword: CONTRL or FNLBDG

Preparation

To prepare for teaching this module, make sure

You have PNRs created with tickets issued
All printers you need for different functionality are working properly

If you use hardcopy, check the hardware to know the command to send a hardcopy to
the printer

Know the printer addresses
Know the ticket print routine for your host carrier
Omit the section Upgrade if it does not apply to the carrier.

Reference

Training Guide
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Airport check-in functionality utilizes the first 5 tabs in Interact as shown below. Within each tab will be
navigational labels up to 12 in all. Some of these labels can be found under different tabs based on process
flow. e.g., Psgr List can be found under the tab for Flights and Check-in. Take a moment to review the Tabs
and Labels.

T

Flights Check-In Boarding Operations Seats
I 4 iy |.!,,Check-]n | £ Boarting £ Cperaions F Taata I
List Board Update Fight Display
Shitt + F1 Pss?‘::ia'::h Shift + F1 Snif +F1 Shatt + F1
Fsgr Lists Psgr Lists Remeve Stubs & Overfty Chyg | Relssue
Shift « B2 Shift + F2 Enift + F2 Shift # F2 Shift # F2
Salect - Sandby Cabin Adjust Block [ Unblock
Psgr Detail
Sheft + B3 Pt Shift + F3 Shif + F3 Shift + F3
Elight Details Up/Downgrade Update Counts Change Equip Rtrm [ Release
Shift + F4 Shitt s 4 Shatt + F4 £hift + Fd Shift = F4
Vet Boarding Pass Gate Agent Flight | Gate Edit Rafrash
Shelt + F§ Shift + F5 Shitt + F5 Shift + F& Lhift = FS
Ieifg Codes standby Frae Text Rmics Chack-in Ruls Airpori PRS
inif - FE Shift + F& ghift+ F§ Ehift + F& Shift + F§
| 8
Counis Bag Tags Flight | Gaie Edwi Clestoms List SOMEBlocks
Shift + FT Shift + F7 Shatt +£7 shift + F7 Shift + ET
Inventany EDIFACT Pagr MEnifests Rev Rebook
Shift + F8 Shift + F8 Ehift + F2 Fhift + F§
Refresh Sum Mask Selection Cversaie PLM Process
iR + F3 Shift + F9 Shift + F8 Shaft = F9
Arerval Report CSA Flight Details PDC Satstics
Shift+ F10 Shift + F10 Shaft # F10 Shift = F10
Extra Section Check-In Hist General Decl Standty Opts
Shift 4 F11 shift + F11 Shift + F11 Shift + F11
Chsck-In Hist Flight Details Psgr Details Oversale PRE Seats_.
Shitt + F12 Shift + F12 ShafteF i3 Shatt + F12 Shift # F12

There are three additional tabs that deal mostly with Reservations activities, such as Displaying the PNRs,
Pricing, and Ticketing.

FW

Reservations Pricing Ticketing

Training Guide 1 Confidential and Proprietary Sabre Airline Solutions



£ Reservations

New
Shift + F1

& Pricing

Existing
Shift + F2

Fares...
Shift + F3

Price & Retain
Shift + F1

Display Fare
Shift + F2

£ Ticketing

Issue Ticket
Shift + F1

Edit Itinerary
Shift + Fa

Change Class
Shift + F3

Res TTL ...
Shift + F2

Specific Flight
Shift + F5

Delete Fare
Shift + F4

Veid Trans
Shift + F3

Change Fees
$hift + F5

CK /et Appv
Shift + Fd

QUeUes...
Shift + F7

car...
Shift + F8

Hotel...
Shift + F3

Mask Selection
Shift + FT

Industry Disc
Shift + F5

Add Collect
Shift + F&

Mask Selection
Shift + F7

Psgr Details...
Shift + F10

Res/ TTL...
Shift + F9

VCR...
Shift + F&

Pricing...
Shift + F11

STARS...
Shift + F12

The above three tabs are explained in details under Sabre Sonic Res and Ticketing on the Community Portal.

Training Guide

EMD...
Shift + F9

Agent Pricing ...
Shift + F11

Agent Pricing ...
Shift + F11

Ticketing ...
Shift + F12

Pricing ...
Shift + F12
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During the check-in process you will become familiar with the 12 navigation labels under the tab F2 - Check-
In. These navigational labels include:

E Check-In
o Psgr Search(Shift+F1) - is a passenger search screen that will
Psgr Search allow you find the passenger and directly check them in for their
Shift + F1 flight, or display a passenger list.
Psgr Lists o Psgr Lists (Shift+F) — displays passenger lists by flight for either
Shift + F2 all passengers or other options using filtered criteria.
Psgr Details o Psgr Details (Shift+F3) — displays the data for a checked-in
Shift + F3 passenger.
o Up/Downgrade (Shift+F4) — lets you up- or downgrade a
Up/Downgrade passenger
Shift + F4
o Boarding Pass (Shift+F5) — changes or swaps seats, reissue
Boarding Pass boarding passes, or Gate Passes.
Shift + F5 . o . .
« Standby (Shift+F6) — covers all activities regarding a standby list.
Standby « Bag Tags (Shift+F7) — adds, changes, removes bag tags for
Shift + F6 passengers and for Rush and Crew.
Bag Tags o EDIFACT (Shift+F8) - is used when passenger is booked on your
Shift + F7 airline and connects to a partner airline, with whom you have
EDIFACT agreement.
EDIFACT
Shift + F8 o Mask Selection (Shift+F9) — gives access to different masks such
as refunds, ancillaries, exchanges, etc.
Mask Selection . _ ) L
Shift + F9 o CSA (Shift+F10) — is the Customer Service Authorization mask
that you use when issuing automated amenities voucher to
CSA inconvenienced passengers. A specific lesson on the portal
shift + F10 explains the CSA mask in details.
Check-In Hist o Check-in Hist (Shift+F11) — display the passenger history.
Shift + F11 « Flight Details (Shift+F12) — gives you flight information, gate
Flight Details assignment, and flight history.
Shift + F12

The lesson is divided into sections, with each section explaining one navigation label and all its possible
options. At the end of the lesson, we will address basic elements in the check-in process such as seat requests,
multiple passengers baggage allowance, etc the TKT edit functionality , or how SSR Facts work in the SSCI
airport system. We will also talk about peripherals such as Printers, how to designate or undesignated them.

The section “Watchlist Clearance” at the end of the lesson gives you information on how to deal with clearing
a passenger from the Watchlist.

An appendix will give you a list of passenger edits that you may encounter on the Passenger List display.

Note For many functions such as check-in, re-issue a boarding pass, add a bag tag, and more, there are
many different ways to carry out the function. We will show you one option to do so, using the
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navigation label we are dealing with under this specific tab, but please remember that the same label
may display under another tab as well.

We encourage you to experiment around on the Interact interface and find your most efficient workflow for
checking-in at the airport.
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3.1 Selecting / Dedicating the Flight

Begin the check-in process by selecting the flight. Once you select the flight, your computer will default to that
flight and auto-populate flight / date fields within the various check-in pop-up windows.

The display of Select Flight upon selecting Check-in (Shift+F1) is activated upon request only. Please contact
Customer Care if you wish this activation.

Note Dedicating your set to a flight is not a mandatory step for check-in. If you must work many different
flights at the same time, you may choose not to dedicate and manually enter flight details when
displaying the check-in window or the passenger list.

1. Select Check-in (Shift + F1)

Check-In
Shift + F1

Note If your Shift + F1 label appears as Psgr Search (as shown below), skip down to Passenger Search
and Check-in.

Psgr Search
Shift + F1

Once the Check-in Label is selected, the Select Flight window appears.
[ Select Flight =)
Select Flight

carrier:
Flight: * 815
Origin: MT¥
Dest: | *
Date: 12 Jung b
Class:

< Display Seatmap

QK | Cancel

A description of the different select flight options are shown below.

Options Description
Carrier Add the 2 letter carrier code if not your airline

Flight The flight number you are checking your passenger on. This is a mandatory area as shown by
the blue highlight and red asterisk.
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Options Description

Origin Flight origination city.

Dest: Flight destination city.

Date Date of departure

Class Class of Service indicator

Display Check if this box to display the seatmap. The map will display within the Trip Summary area.
Seatmap

OK To continue transaction

Cancel To cancel transaction

2. Add Flight number
3. Select OK.

Note Another way to select a flight is the standard label Select (Shift+F3) under F1- Flights. This option
does not need activation.

3.1.1 Check-in Window

Once you have selected the flight and OK, the final response is the Check-in window, displaying below the
Flight Summary.

Note If you have already dedicated to a specific flight, selecting Check-in (Shift+F1) from F2- (Check-in)
will display the window below immediately, without asking you to select a flight. The flight number
with board — and off-points pre-populate in the mask.

Check-In
AirlineFit: 539 From: MEX To: CUN Date: 18 | | march “
Cheek-In By: * = Name

O StandbyStat

) Passenger List

Class: [ O Upgrade
Husmsber of Seal
Lasi Harmeeis) Pegrs Dags Wesight Type or Specific Sess

1= GOMEZ = i 1 =15 e N

-

3

4

-]

=]

Totals: 1 1 1]
[l Meed Special Bag Tags (Enort Check, Damaged, Vol Separation, Pels, Selectes, élc)

] €heck-In to Final Destination

| T R
Item Explanation
Airline/FIt Auto-populates with the selected flight information
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From/To /Date

Auto-populates with the selected flight information

Note Inthe eventthe passenger wants to be short checked, make sure
you type the correct destination in this area. Also ensure that the

box "check-in to final destination" is not checked.

« Name

Check-in By
« Standby/Staff
« Passenger List
Class Use F, B, or Y for the cabins of service
Upgrade Select if passenger wishes an upgrade to the higher cabin

If you select upgrade, the option Requested Class will need to be filled out.

Note The box for upgrade can also be removed completely or inhibited.
To request this functionality of inhibiting the upgrade box, please
contact Customer Care.

Last Name(s)

Passenger's last name

Number of Psgrs

Number of passengers with the last name mentioned

Number of bags

Number of checked-in bags

Weight

Weight of checked-in bags

Seat type

Defaults to N - for Non Smoking

« A-Aisle
« W-Window

Specific seats

Specific seat passenger wishes to have

Need special bag tags

Selectif the checked-in bags need a special tag such as Heavy, short-
checked, etc.

Note See details about "needs special bag tags" later in the lesson.

Check-in to final destination

Check this option to issue through boarding passes.

If your airline has EDIFACT through check-in activated, you must have this
option checked to issue the boarding passes on your EDIFACT partner at
the same time you issue your boarding pass.

If the boarding passes for your partner carrier does not process, use the
EDIFACT (Shift+F8) label to process.

Note Un-check the box if you wish to short check the passenger.
However, to short check the bags, you need to go to Bag Tags.

3.1.2 Check-in Standby / Staff

When you select Standby/Staff, the box “Direct to Standby” becomes an option. This box will display by
default, but if your airline chooses not to see it, you can request that it be turned off through a change in your
airline configuration STAR setting.
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Check-In

Alrline/FiE = A | 53 From; MEX Ta: SUN Date: "® | March
GhecknBy:* O e .
@ Btandiyrstaf T T
. Orig Fit Dt
2 Passenger List g
Class: [f [ Upgrade
Humiber of sos Priority
Last Hamois) Pagrs  Bags  Weight Typo of  Spociic Sests Coda
1= x N x
2
3
4
]
Totals: ] ] ]

Ll Meed Special Bag Tags (Shen Check, Damdaged, Vol Separston, Pets, Seleches, bt )

= Check-In te Final Destinatien

o« ]

| aoeEans | | tant

Serkosity Diste

Cancel

Checking-in a revenue passenger wishing to standby for an earlier flight on the same day — or alternate space
check-in — through this window is an alternative to using the option Place on Standby List from the label

Standby (Shift + F6).

The box “Orig FIt” is meant for the original flight the passenger holds a reservation for. The date defaults to

today.

For more information on Alternate Space check-in, refer to the label Standby (Shift + F6).

3.1.3 Check-in Passenger List

Check-In
Airiine T 1054 From: VR Ta: HHL o  [r— 3
Check-in By * O Hame i
O StandbnrStal
& Passenger List
Class; CLpgrade
Laawst Wam(s)

Check-n from Passenger List

Last Name: * TEST| *

da W Ry =

H

Canced ]

Totals; ] ]
[l Need Special Bag Tags

[=] Check-In ta Final Destination

[Bhort Chack, Damaged, Yol Separation, Pats, Selecies, oic)

#dd Edits | infant
| |

When you select Passenger List from the Check-in window, a pop-up displays and asks for the passenger’s
last name. Once you have entered the information, the system will take you to the Passenger List

Training Guide 8
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Passenger List
1964 DEP FROM YVR ON 08NOY
Line(s): * I I u:::-"f' | | W N | wcm»h|
[ Bepzass | [ powdrass | [ omos | [ coggent |
| Sort By | v [ Frag Fiser ] [ Traved (ot ]
All Passengers
« TEST FERSCMH MR WAL Y p e o
| Beseration | | pgammEss | [ woR | [ mewpst | Cancel

3.1.4 Need Special Bag Tags

When you select the <Need Special Bag Tags> option, the Check-in Bags window displays. The passenger’s
last name and total number of bags will carry over from the Check In window.

Need Special Bag Tags- allows for Short Check, Damaged, Voluntary Separation, Pets and Selectee to be

identified in the system:

Note Although the option "short check bags" appears in this window, we recommend that you go to Bag

Tags to actually short check any bags.
]
Check-In Bags with Special Bag Tag Types
[ Short Check Bags
Select Bag Tag Typels) and Number of Each Bag Type:

Toktsl Mor L L9

Last Munals] s Bgs By Trpeis) Bagd Ediep Tepetif ) Eps B Topsis)

APPLE 1 (Clseectype @ | | ] Select Type [ ] 0 setect Type

. (o=

Training Guide 9
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Last Name- auto-populated
Total Bags — auto-populated
Nbr Bags — Type the number of bags for the first Bag type. You can select up to three bag types.

LN =

Bag Type(s)- Select Type — Place a check here. A drop down menu appears and allows you to select the
applicable bag type.

5. Select OK

Response: If excess bags are involved, the following warning displays:

9 TOTAL BAGS CHECKED EXCEEDS FREE ALLOWANCE OF 2 PER

PERSON

o ]

Note We will explain the excess bag mask at a later stage in the lesson.

3.1.5 Add Edits

When you select Add Edits, the Add Edits window displays as shown here.

fad Ean [l
Add Edits
Lyt Hame " Add Bans Currant Bditd
Ml EREALLY L To nksw |
Ta name I
Ta name 3
Ta mame 4 :
To name § |
Te name §
e ] Gancel

1. Last Name Auto-populates passengers’ last name
2. Toname 1 Select box. Defaults to name 1

3. After you make your selection, the Add / Remove Passenger Details window displays:
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[ AdaRemove Passenger Detals e

Add/Remove Passenger Details

Select one or more types of detail from list or..,

Type
ATTO-PERSONAL ATTENDANT

BERY-BEREAVEMENT TRAVEL

BT-BAGTAGS

Ew-BAG WEIGHT
CW-CARRY ONWEIGHT

CARS-INF IN RESTRAINT SYSTEM

NE-NOBAGS

INF-INFANT

CHO-CHILD

KIDS-KIDS

LMMR-LINACCOMPANIED MINOR

CIHS-ACD ADNHOC WVETTING REOLIEST

Action: @ Add © Bemove

...Enter edit codes manually separated by spaces.

4. Select one or more edits. To select multiple edits, press the CTRL key while you select each edit using

your mouse or the space bar. See the example below:

LIMNR-LUNACCOMPANIED MINCR

DHE-A0QC0 ADHOC VETTING REQUEST
DOCY-VALIDATE TRAVEL DOCUMENTS
DOCA-ADDRESS DOCUMENT

DCVIVALIDATE INFANT TRA&VEL DOCUMENTS
DH-DEAD HEAD CREW

GARD-GLIARDLAN

IR=-IRREGULAR OPERATIONS
RM-PRIORITY LIST REMARKS

(Raaramor e s L ==
Add/Remove Passenger Details
Select one or more types of detail from list or,
Type *
AL L-FILL -
KIDS-HIDS

Action: @ Add O Bemowe

_enter edit codes manually separated by spaces

Select OK.
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6. Some edits require additional information and another window displays.

7. Provide any addition information and select OK.

8. The system responses by showing the edit beside the passenger’s name on the passenger list:

| . :

FETETI

1 FERFON SOPHIE

2 SELK TYLER Az

3 MACDONALD BLL aBz

4 LABEE CALER DAMIEL ALY [
8 LABEE DEHIE PALL ALx [

3.1.6 Check-in by Name

BE RS

B rwseten

& o e pachEn

L1
1 B uwnnren
1
1
1

WET FREHETI

-

&

-

Follow these steps to complete check-in by using the passenger name:

1. Make sure you have selected the flight.
2. Select Check-in <F2> from the main menu bar
3. Select Check-in (Shift + F1) from the sub-navigation label
4. Complete the Select Flight window with the flight details.
5. Select OK
The first line of the Check-in window is auto-populated with information from the Select Flight window.
i Gy}
ot gy B0E1 S Woariewg 737 H
Check-In
AlrlineFE © 8 | B8 From: "' To: ™R Dataz ¥ s =
Chazk-n By " ® '-_:': .
LTI il..:
1 -w.l:':.l.-_'.l -|ﬁw. 5-_* =i
Totals: 1 -]
Heed Bpacial Bag Tage et o, Cummageied, Vol Eeparaiion, Pris, Saieiies, ¢
4 Check-in te Fimal Deibrabes
. | Ao Eits tant Canced
6. Last Name(s) — Input Customers’ last name
7. Number of Psgrs- Input number of passengers you are checking in with same last name
8. Number of Bags- Input number of bags to check for the customer
9. Seat Type- Defaults to N for non-smoking OR -Specific Seats- customer requests specific seat numbers
10. Totals — Number of passengers and bags are automatically totaled
11. Select Need Special Bag Tags — if applicable
12. Select Check-in to Final Destination
13. Select OK.
Training Guide 12
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Example response of a successful check-in:

Check-In Successful

oty Flightts:

WG BE61 on | JALSE0N T lewing from YYE gale af 100F
“ Passanger Datails:

1 BONKEAL ANNEMARIE O St 18R 10 VWA

Boaiomng Pads aged
Eiags S Tap{s) Prreed
Bag 1ags SI008VE 0PE IIVE, 1IVE, 1V

Chedieed By "CHMEH
WVE TAGE ISSUED - MINIMIUM CLOSE-OUT TIME MOT PRESENT

3.1.7

If Your Carrier Uses Mandatory Gender

Once you input the passenger names to the Check-in by name window, the system will ask you for the gender

of the passengers

Check-n
AirkneFi: 1z From: 50M Ta: Date: 10 | Movember @
Chackn By * &1
(4
& Passenger List
Class: " O Ungrade
Masneed ool Cairyon Sesl
Ll PR Pagrs  ags Welght Wisighl Tyvpa of  Speclic Saals
1 = BPWEN - H
a
Totals: -] L] -] L
[ Maed Spacisl Bag Tags (Ehoet Check, Damaged, Vol Separation, Pets, Seecies, wic)
I I | Add Edes J Irifant J Cance

Training Guide
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Gender Counts x|

Gender Counts

Humber by Gendar Infant count not included n Total

Last Namais) Mala Female Child nfant  LUnkwn .seat Strchr  Total

BOWEN 1 e -

o The gender edit that you enter in this window will overwrite any existing gender codes, except for
passengers designated as R (Stretcher) or Z (Cabin baggage or Extra Seat). You cannot override genders R
or Z.

o The total gender counts in the window must match the number of passenger being checked-in.

3.1.8 Check-in and Upgrade

You can use the Check-in window to check-in and upgrade a passenger in one step. If availability exists, the
system re-books the PNR, checks the passenger in and issues a boarding pass with the new seat assignment.

Note The box for upgrade can also be removed completey or inhibited. To request this functionality of
inhibiting the upgrade box, please contact Customer Care.

If your airline does not use upgrade functionality or has one cabin aircraft, continue with the following section:
Check-in Psgr Lists

Check-In
AirdneFic NG 981 Fromc 'C Te: VR Date: ' | e '
Chickn by * @ Hame

Class: 7 ¥ Upgrade Re-quested Class: * F
v o Sewt i
Lol Harre|u} Pagrs  Bags Tepa M
« PO . i | - .
Tetaly: 1 a
Haed Spacial Bag Tags el 0 i, ) B, W Sl W0, P, BB, 8

+ Chack-In to Eanal Destination

O A Eats infant Cancel

The top line auto-populates the data for Flight, From, To, Date
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Check-in By: Select Name (default), Standby/Staff, or Passenger List
Select Upgrade if applicable.

Requested Class: Input Desired Class

Input Last Name(s)

Tab to Number of Psgrs- to be checked in

Tab to Number of Bags

Seats: Select Seat Type (defaults to non-smoking) OR Input Specific Seats
Select <Enter>

S IS G

3.2 Passenger Search and Check-in

This option will allow you to search for the passenger by name in addition to other optional identifiers such as
Passport, National ID, Tour Operator Code, etc., without requiring a flight number or dedicating a flight.

If your airline has switched to the new Passenger Search feature, then the traditional Check-In (Shift + F1)
label under Check-In has been replaced with the Psgr Search (Shift + F1) label. This switch allows for new
Check-in Search capabilities which includes a new pop-up window that can be used to both search for

passengers and check-in. Additional features are available within this pop up that will be discussed shortly.

1. Select the F2 Check-in Tab.

F1 S R F3 F4 F5 F6 F7
I Flights _- Check-In Boarding Operations Seats Reservations Pricing

2. Select Psgr Search Shift + F1 from the Check-in Labels.

The result will be a new Passenger Search window. This window will provide the ability to search
passengers by name and/or other optional identifiers such as destination without requiring a flight number.

£ Checkln Passenger Search Day Month

Year
Psgr Search pate: 7 [octover ~ s From: [T To:
First Second

Shift + F1

-
Choose One: Fasssnger Fasssnger Fasssnger *Only one passenger can be combined with a document*

”
Psgr Lists & Name (1) Last Name(s): ‘ + ‘ ‘ Document Type: A

shifh+ F2 " Tour Operator (2)
Psgr petails " Record Locator (3)

Shifg + F2
£ VCR (4)

Up/Dopvngrade
shift + F4 Reservations Found: 0
Boarding Pass List Number:

Shift + F5

First Name(s): | \ \

Standby Reservation ‘
shift + F6

Bag Tags Psgr Details ‘
shift + F7

EDIFACT VCR ‘
shift + F8

Mask Selection
shift + F9

CSA

Go to Psgr List »
shift+ F10

Shift + F11 Direct to Check-in »

‘ Check-In Hist ‘

| Flight Details

Shift + F12 Cancel il

Take a moment to review the options available on the Passenger Search window.
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Field
Date
From/To
Name Option
Last Name
First Name
Document Type
Tour Operator Option
Record Locator Option
VCR Option
Search
List Number

Reservation
Psgr Details
VCR

Go to Psgr List
Direct Check-In
Cancel

3.21

Description

Auto fills today's date
Auto fills local city of origination, destination city is optional
This option allows you to search by name
Last name of the first passenger, you may enter up to 3 last names
First name of the first passenger, you may enter up to 3 first names
Search by passport, national id or frequent flyer number.

This option allows you to search by Tour Operator Number

This option allows you to search by Record Locator

This last option allows you to search by VCR Number.

Once your option has been selected depress Search

The passenger number from the list will be entered once the passengers name
is highlighted.
Select to view the passenger Reservation
Select to view the Psgr Details.

Select to view passengers VCR

Select to redisplay the Psgr List

Select to check-in the passenger

Select Cancel to cancel transaction

Search by Name

To search by name from the Passenger Search Screen, enter the last name (mandatory) and first name
(optional). The date will default to the current date and the departing city will show the agents AAA City.

You would then enter the information by depressing the 'enter' key or selecting 'Search’. The system will
send a trip search request and will gather all passengers matching the criteria entered and display back to you.

SignIn/ Out  Encode/Decode  TIMATIC Tools Help
Idwid . 2] F2 Y 3 4 5 6 23 21 Sohre ,-'s'”"', f'""m'
worlawide i Flights Check-n | Boarding ‘Operations Seats Reservations Pricing Ticketing — - A
| CERT-JFK-5 =
£ Checkn Passenger Search D2y Month Year
| Pegr search Date: [20  [october +] [ From: [k To:
shift + F1 First. Second Third
Choose One: Passanger Passenge Passanger *Only one passenger can be combined with a document®
»
Psgr Lists @ Name (1) Last Name(s): m * Document Type: hd
Shift + F2
-
. Tour Operator (2) First Name(s): ‘ | |
Psgr Details  Record Locator (3)
Shift + F3
C VCR (4)
Up/Downgrade
Shift + F4 Reservations Found: 2
Boarding Pass Reservation - JYWGWC List Number: 1
shift + F5 . SINCLAIR/MARGE MRSLY
Standby 2. SINCLAIR/RALPH MR®: REEVE ‘
Shift + Fe
! 3. JOHNSTON/RITA MRs%:
Bag Tags a JOHNSTON/JOSEPH MR- Psgr Details
shift + F7
Flt Cls From-To Date Times
EDIFACT VCR
Shift + F8 U00002 M JFK-LHR 290CT 650P-635A 300CT
Mask Selection .
Shift + F9 Reservation - LFOMIF ¥ Check-in to Final Destination
5. SINCLAIR/PATRICK MR%:
CSA
Go to Psgr List P
Shift + F10 6. JOHNSTON/MARIA ms® ‘
Check-In Hist Flt Cls From-To Date Times Srect 16 ok o
Shift + F11 uoooo2 M JFK-LHR 290CT 650P-635A 300CT =
Flight Details
shift + F12 Cancel

Training Guide
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If a name match is found a list of PNRs along with the corresponding passengers and flight information is
displayed. If more than one reservation is found, the system will list each PNR and number each passenger
sequentially.

Note The first PNR has four passengers, they are numbered 1,2,3 and 4. The Second PNR has 2 passengers,
the numbering continues as 5 and 6.

The numbering system allows you to easily select the passenger you will be working with. If more than 10
PNRs are found, an error message will be displayed.

o]

T rreavy recervations found. Plesse rafre wour
Q z=arch

- * Details

If this response is received than select OK and redefine your search, the list is too long.

Another option is to search by Document Type. From the drop down menu, you can select either Passport,
National ID or Frequent Flyer Number.

R o) =

Passenger Search Day Month Year
Date: ﬁ Oclober A ’? From: p To:
First Second Third
Choose One: Pazsenger Fazzenger S52ng
Document Type: Passport -

ES =
& Name (1) LastName(s): [SINCLAR | |
 Tour Operator (2) |

1
Document Number: K12342234

| [usA-United states o ~

FK
r *Only one p ger can be combined with 8 document®
Eirst Name(s): | | ‘

" Record Locator (3)

© VCR (4)

Reservations Found: 2

When adding document information, the system is looking for that identification to match the search criteria.
Add the Document Type, the Document Number and if appropriate the Issuing Country.

Issuing Country:

If a passport, frequent flyer card or National ID is swiped, only the first and last names will be extracted from
the swipe. Additional Document Information or numbers will be added manually.

3.21.1 Selecting an Option

Once you receive the response from your Passenger Search, you have 5 options available to you. They include:
» Reservations

o Psgr Details

e VCR

o Goto Psgr List

 Direct to Check-in

Let's take a closer look at each.
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3.2.1.1.1 Reservation

To display a PNR from the Psgr Search list:
Reservation - IYWGWC List Number: |1

1. SINCLAIR/MARGE MRSLY
2 SINCLAIR/RALPH MR% > FEEETE
3. JOHNSTON/RITA MRS®:
a JOHNSTON/JOSEPH MR% R SRS
Flt Cls From-To Date Times
Uo0002 M JFK-LHR 290CT 650P-635A 300CT VCR
Reservation - LFOMIF ¥ Check-in to Final Destination
5. SINCLAIR/PATRICK MR%
6. JOHNSTON/MARIA Ms% Go to Psgr List >
Flt Cls From-To Date Times
UDO0002 M JFK-LHR 290CT 650P-635A 300CT RIESiaicEk e

1. Click to highlight the passenger name of the Reservation you want to display.

Note The list number to the right fills in automatically with the name number to the left of the
passengers name.

2. Depress the Reservation button on the right side.

The PNR or Reservation for your passenger is displayed.

Reservation - JYWGWC

Names - Edn Hames

= Seats

1.1 - swcuamaams s | % = :

51 - SHCLARSALPHUR | B Spec. Reguests |

Trawel Docs ()

51 - JOHNSTOMRITAMARS | % =| - ProfeFF

«|||  1Fna ZEmwoi dnput
itinerary Tieketing Pricing
i Ok FromTo Daste Times Sip NBw 1.T-200CT-JAKEUDD =

3 TE 8831 ME34E30 SHNCLAL FREMDD A0 H0CT
A.TE 292120524620 TNOUR SFISUDD MEaaoCT
4. TE BE21 20534634 JOHNIR FFRSAD0 18253 80CT
S.TE B8 1 20 524E2% JOHNGSL FRIMDD PESIR0CT

1{: 0T M JFK-LHR  280CT BEOP-5354 INCCT 0 HEME

L Sl 7 58 b, 3883 il Trocraciny

Frice Guole 1:
4 DTS00 00 S0+ 27 SOV SDilanesTercharpeal3527 BOUSDFEMEE
Totak
VLBO0LO0U S0+ 111 J0U SO LA = 1411120
=
Add Ghange Fiapook Dieiete Filinio More Exchange wiew Coupens Foekand () FaesgSos -
Contact'Address jnfio RemarksFacis
: [ _ =
1.0 838 DOEE -
LD LSRR 1 O ST T M LN S Y L ARG RNCLARALAR
IGE MRS
2 % SIROCCE =l

Received From - P on 380CTI5 at 1530-MDDHDO; LD JFK AD 1122313

oK | PR restony Woe Classic PNR Bag Inf (4 | Cancel

To go back to the Psgr Search List:

3. Select Cancel.

If you select any other button while in the passenger's PNR, it will perform current functionality.

3.2.1.1.2 PsgrDetails

To display Psgr Details:
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Redarvation - WWGWC

L SINCLAIR/MARGE MRS
-3 SINCLAI/RALPH MAS
a5 JOHNSTON/RITA MASS
4 JOHNSTON/IOSEPH MRS
Fit Cls Frem-Te Date Tirmes

uooooz M JFK - LHR B50P-B3TA  200CT

List Humber:

—

Ranration

k

Psar Detais

VCB

Reservation - LFOMIF

F Check-in io Final Destination

Ga ta Pagr Ljst e

Direct 1o Chek-in &

5, SINCLAIR/PATRICK MRS
5 JOHNSTON/MARIA M5
Fht s From-To Date Tirmes
UGB0aZ B4 BFK-LHR 290CT  GSOP-GISA  BOCCT
1. Click to highlight the passenger name.

2. Select Psgr Details.

Note You can only select one passenger, multiple passenger selection will respond with an error

message.
Passenger Detail for SINCLAIR MARGE MRS Bagtags: 0
[ Bewgisgs || #  sowsgeass | ofoss | Chg Seat
ﬁi: Frequent Traveler Information I~ Add FQTV
Number: Carrier: M Enroll |
@ Primary Contact ™ Medify PC
Name: MOHN SMITH Country: U5 Relation: [COUSIN
Phone: [55555E5E8585 Cr
(:i: Passenger Comments [ Add Comment
Comment: |
Other Information
SEGMENT l1uozuzsoct sesinreor @ @ en Add (2)
pOcs |PAUSIKI 23456 T TS ZIUNTE0F LIUNZIZISNCLARMARGE MRS
Bemove Selected
| oK | Infant ] Travel Docs | Cancel |

The passenger details screen appears. To go back to the Psgr Search select the "Cancel" options. If the
"OK" option is select you will be taken to the Passenger List of the departure flight as shown below. All

other functions remain the same.
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3.2.1.1.3 VCR

To display a passengers VCR.

Resarvation - ITWGWC ListMumber: [T
1 SINCLAIR/MARGE MRS
2 SINCLARRY/RALPH MRS Rgsercation
a3 JOHNSTON/RITA MBS
4, JOHNSTON/IOSEPH MRS Psgr Detais.
Fle Cls  Frem-Te Dats Tienes
U002 M NRK-LHR 290CT G50P-635A  300CT L VCR

Reservation - LFOMIF F Checi-in 1o Final Deshination

5, SINCLAIR/PATRICK MRS

5 JOHNSTON/MARIA M5% Go o Pagr List =
Fit Cs  From-To Date Tirmes
UBOOOZ B JFK-LMR 290CT  GSOPGISA  B00CT DOirect 1o Chesck-in b

1. Click to highlight the passenger name.
2. Select VCR on the right side of the screen.

Note Only one passenger's VCR can be displayed at a time. If you select multiple passengers, Sabre will
respond with an error response.

Virtual Coupon Record

Number: 8852120524822 Name: SINCLARMARGE MRS
Nbr of Cpns: 1 Created: 200CT15 Issued: 200CT15 PNR: JYWGWC Type: ADT
mor | cx | m | m | o] pep Frm To Time Bist | [ Stat FF bags |
1 | o |2 M |meocT UK T oK |uez oK
_ [
Fare Info FCAR: 2
Base: USD 350000 17.70US 560 AY 4.50 XF Tetal: USD 3527.80
Fare Cale

NYC U0 LON2500, 00MUC3500 00END ROE1.00 XFJFK4.5

Form of Payment
FOP: CC-VDOCOORO0O000T 111 Exp-20000 Auth-1234 Z

Issued: 200CT15 at JFKAD by JFK MDD
Endorse/Restrict:
Tour;
Remarks:

_ wo | _owse | gowes conva |y | [Comee |

To return to the Psgr Search.
3. Click either OK or Cancel.
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All other buttons on the VCR will work as they do today. If one of the other options on the VCR is selected,
the search results will be cleared out and the agent will need to search again.

3.2.1.1.4 GotoPsgrlList

This option will allow you to go to the Passenger List.

Reservation - IYWGWC List Humber: |1
1 SINCLAIRMARGE MRS.Y
z SINCLAB/RALPH MES Resservation
8 JOHNETON/RITA MRSS
4 JOHNSTON/IOSEPH MRS Psgr Detais.
Flt Cls  Fream:Ta Dats TiFmes
UDOOOZ M JRK-LHR J90CT  650P-635A  300CT VCE
Reservation - LFOMIF F Checic-n 1o Final Destination
5. SINCLAIR PATRICK MRS
8. IOHNSTON/MARIA BS% = o 1o Psar List =
Fl s From-To Dake Tirmes
UOD0GZ M JFK-LHR 290CT  GS0P-GISA  B0OCT Direct 1o Cleeck-in b

1. Click to highlight passenger name.
2. Select Go to Psgr List

. LD Flight 2 JFELHA on 2900T {Equip: 248)
Passenger List

(- U2 DEP FROM JFK ON 290CT AT 850P

Limi{s): I Eusnarger Biagge bict

of Rioe: - Glieckdn I Dalall | L | ldionie |

sl | pwsrma | omens | ooz |
|

sortBy | = freafye | Traws poca

*
L]
I
=

Similar Hame List: Count=F-0, C-0, ¥-6

[n] =) uf =}
(n] a) uf =}
maaEa
ODODD o
ooooDm
ODOoOoDD =
(] o) uf o} sl
oDoDoD
OoDoDo

o BRCLAIR WARGE MRS T ] [} ‘ FET F

ERYEREEHYBERYRNEEBEG S 25

DDODDDDDDDDDDDDDDDODDDO
DODDDDDDODDDDDDDDDODD

DoOD0ODDDDDoDDDDODDDDD
DooDDDDDDoODDDDDDDDD
ERYERR YR Y REEEE
CODODODODDODDDODDO0OD
CoODODODODODODODDOOD
DODODODODODDDODDOOD
DoDDDDoDDODDDDDDODDODDD

The passenger list displays, to return to the Psgr Search list.
3. Select Cancel.

3.2.1.1.5 Direct to Check-In

The final option is Direct to Check-in. This will allow you to check-in your passenger and is the function used
most frequently.
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Resarvation - INWGWE List Humper: |1

! SINCLAIR/MARGE MRS
z SINCLAIR/RALPH MES REserion
a5 JOHNSTON/RITA MASS
4 IOHNSTON/IOSEPH MRS Psar Detaks
Fit Cls Frem-Te Date Tirmes
UOO0OOZ M JRK-LHR 290CT GSOPEISA  300CT VCB
Reservation - LFEOMIF P Check-in o Final Destination
5, SINCLAIR/PATRICK MRS
5 JOHNSTONSMARIA M5% Goto Pagr Ll -
Fht s From-To Date Tienes
UBO0GZ M IK-LHR 290CT  GSOP-GISA  B00CT > DOirect 1o Check-in b
1. Click to highlight your passenger(s).
2. Select Direct to Check-in.
The Additional Options window appears.
Sonle Ont [nindDecede  TRATE. Tosh  Hop S . S
) = I — e @i me - e Airiima
worldwideair ghty n::u- | lcardeg [erpee Seats Hevrre gty Premg Ticheting mﬁ
_ll:hnﬂn ‘*—. L6 Flight 3 FsL 9 on DOMOW (Bamig 148
o— 'l r [ ¥ F & ¥ Alrbas 108
— e fwec tes 12 | B | 2D Twstaa: 0 | 0 | 0
Ehift + F1 i Tas JFH LHE % 1 H LoChect O 0, 0
Pagr Lists e B B B I ¥
Ehint + F2 Additional Options
Pigr Dutails
Shif = F3J
Ko T - - =
Shitt + Fd
Boarsrsy Pl B el F & [Famala"]-]
Ehift + F&
Standby
Shift & FE
Bag Tags
Enift + F7
EDEFACT
Shift + P
Mask Seiecnon
Bhift + F#
iR
Shift + Fid
Ehciin Hist I Wged Spacial Bag Tagi Duamaged, Vel Separsiion, Pets Seleds, sic
Shift + F11
Flight Datails L[ g
e Fi TTrTTTTT e
i 1

Add Number of Bags
Total amount of Weight
Choose the Gender from the drop down menu.

A

Once completed select OK.

a ¥VERIFY TRAVEL DOCUMENT DATA, THEN ADD DOCV

[
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The Verify Travel Document Data informational message appears.

7. Select OK
S R . J— P— —
[ oo R
Qy Travel Documents for SINCLAIR MARGE
| ™ Medity Maip
Main Document = Add
] Type: [P—F‘asspnr‘t d Issue Country: btes of America d
Nbr: [M234234523 Nationality: tes of America =
Last First Mid Cray Monih Year
Name: [SINCLAIR [MARGE — BirthDate: P2 [November ~| 1550
Gender: |Female ~ I Expiration Date: 01 [November | [2022
Address Docis) r g.d_dﬂ;g_k_lgia_ # [ Add Destination
Country: (q) I ol Country: I - I
street: (w) | street: (b) |
city: (z) | city: i) |
StiProw: (1) | StiProv: (k) |
Zip: | Zip: |
Other Document I Add/Modify Document
Type: (2) | ﬂ Number: (5) |
tssue city: (3) | Birth Place: (§) |
Dav onth Year
tssue Date: (4) [ | =] country For: (7) | -
| cancel |

The Travel Documents screen appears for your passenger. Verify the passenger ID, matches the passport
information added.

8. Once verified, click on the Add DOCYV.
Select OK
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Fgnled Dot [[nrodaTacods TIMETIC Tooke  Bleip

F'—- [F] —W Mgy
""“H"“’rﬂ"‘_:"r P Chpciin | Beartng Dpeatany Seaty Fpprentns Fricing Fiioping M{EHT_F-‘;""""J ol
—=5 i L Fighd T JF LR 0o RN (E s 104
Pugr Search el e - 1z | % | W0 o § 5§ Adrbus 346
Shift & F1 FromdTed JFK LMS Bosiea O [/ [ [T =] [\ 1 . .
e S ] n | Tewtx O 0| 0
PagP Liati G Ursa Ilﬁvlli NE::;E M'.IZ:IE L-l\..l; g g 1|:| w
Shift + F2 tar faw: GLOP ot b At DEFS HE
S WAV NeE g0
Pagr Dutails e Ove b e 12 a7 g% __Morepin | DE::EEE g ::DEI
L — Check-In Successful QowvgdoQovraog
Latewngiade - . CQowQdo0QwoQ
L) 2 on GZHCAZTH & learving from JFK gale al. S500
Boarding Pass
- Fal HQ
_wmmers ||| rassenger Co=00Q0=00
'::t-vun:‘ 3 SRCLAR MARGE M Seat 47F Io LHR Eg:gggg:gg
* Boaring Pass lsued |
Bag Tags Eat F ET DOOY DOCE PCTC ED no“nnnnﬁna
th | HHHHT
| P ERcEmmmoas
SR 1K » =
Mank Selection ke ity S RSNOD o»000Qw008
Shilt + P8 gogrQoQE»00
E@nw@oloxmwga
hch EQuwgoeEwgg
fnin s F12 oox=0Q@Q0=D0Q
Chick-ia Mist E0=Q0000=08
shift + Fi1 oo=000C=0Q
Flight Details - bl Checind Passanger Digeiry ggiggggﬁgg
] Lt Detas Restraaon MR

The passenger has successfully checked-in
Multiple Passenger Check-In
You can check-in multiple passenger from the Psgr Search List, even if they are in separate PNRs.

Note When checking in multiple passengers from the Psgr Search list, all AEs must have been purchased
prior to check-in. If not, an error message will be shown and you will have to check-in the passenger's
in separately.

Passenger Search

oww Fi e 3 f om0 om [

ChOoaE O [—— [y [I—— “irdy oot o can B Wk
& Hame (1) Lasthameisy  poerEToN | [ DecumentType: | ¥]
I Teur Operator (2) Eirst Mamagsk | | |
™ Record Locator (3)
" WCR (4)
Reservations Found: 2 aearch I
Resarvation - KQKMHG +* List Number: E 5
2 SINCLAIRRALPHY Rpsarvation
3 ICHNSTOMN/RITAS
i IOHNSTON/ 10SEPHE: P3O Detals
it Czx From-To Date Timas
UoDi0Z M JRK-LHR OZNOWY  BSOP-635A  DANOV vee
Resarvation - MUEPFR F Check-in to Final Destination
SINCLAIR/PATRICKLS
& IOHNSTON,MARIAS: Golo PsgriList
Fit €z  From-To Date Timas
UBE00Z M JRK-LHR OINOV G50P635A  DINOV Direct fo Cieckin =
_Gance |

In this scenario you are checking in two passengers in separate PNRs.
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1. Highlight both passenger names.
2. Select Direct to Check-in

The Additional Options screen appears.

i - - — e = v = —
Addtonl Optioes _— - e e e - ; M l “
Additional Options
e S - e
1-SINCLAIR, PATRICK 4TA N T [ « fuse ] I
A-SINCLAIR, RALPH 476 h « h2 « [ Male -] & |
™ Hewd Special Bag Tags Damaged Vol Separston Pets, Selechee. s
e | -
3. Add the number of Bags per passenger.
4. Total Weightfor each passenger's bags.
5. Indicate the Gender of each passenger from the drop down.
6. Select OK.
LU
[ B
a ¥WERIFY TRAVEL DOCUMENT DATA, THEW ADD DOCV |
The Verify Travel Document Data pop up appears.
7. Select OK.

Training Guide 25 Confidential and Proprietary Sabre Airline Solutions



l'lmanum

SINCLAIR PATRICK

~ Add DOCV

‘}, Travel Documents for

Main Document

Type: |P-Passpor1 ;l Igsue Country:  [utes of #mms:a;l
Hbr: k12345324 Nationality: tes of America ~
Las! First Mid Diay Ionh Year
Mame: [SINCLAIR lPaTRICK I Birth Date: [15  [February v| fissz

Expiration Date: 14 [February vl o2z

™ Add Destination

Gender: Male 2t I

Address Doc(s) I Add Residence

Country: (q) I v Country: | 'I
street (w) | straet: (p) |
city: () [ city: ) |
StProv: (1) | St/Prov: (k) [
zip: | zip: |
Other Document I™ Add/Medify Document
Type: (2) | = Number: (§) |
Issue City: (3) | Birth Place: (8) |
Dy Wonth Year
issue Date: (&) [ I ‘II Country For: (7) l -
oK || infant | Psg Contact | gancel |

The Travel Documents for the first passenger appears. Verify their travel documents.

Once verified, click on the Add DOCY box
Select OK. \

SINCLAIR RALPH

¥ Add DOCY

Qb Travel Documents for

Main Decument

Type: |P-Passport | Issue Country: [ates of America ~ |
Nbr 12345324 Nationality: tes of America ~
Lasi First Mid Day onih Yaar
Mame: [SINCLAIR fPaTRICK — Birth Date: M5 [February -] [1982
Gender: Male ..I Expiration Date: 'F [Fel:lruzlr]I d I‘MQE
Address Doc(s) ™ Add Residence ™ Add Destination
Country: (g) I - Country: | -I
street: (w) | straet: (b) |
city: (z) | city: (1) |
svProv: (1) | suProv: (k) |
zip: | zip: |
Other Document ™ AddiModify Document
Type: (2) | - Number: (5) |
issue city: (3) [ Birth Place: (8) |
Dav Wonth Year
issue Date: (4) [ | =1 Country For: (7) l -
oK || ngant | Psg Contact | cancel |

The Travel Documents screen for the second passenger appears. Follow the same procedure.

10. Verify documents and click on Add DOCV
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11.

Select OK to complete the check-in process.

Flight Summary 1
F = Y F © ¥
current Fighe. @ w2 Ceats 12 4% 260 Theu Check: O 0 0 Airbus 346
From-(Toi: JFK LHR Booksst O 0 & LeiChece O 0 3 o ;
Date: 2HOV Avek 12 32 254 ThruOn: O 0 ] B
Gate: uwesls: NONE = NONE | NOME Ledon: 0 00
Est Deor G50P Restrict: 14T 14T 14T TOE: O i) 3
* jume: W-0/2. X-0/2 o 0
Sishus: Ooen for Check.h 1232 257 __ Moreinfo |
Check-In Successful
“ Fiights: =l -
Ud 2 on 02NCOV2015 leaving from JFK gale al 650P
Passenger Detalls:
1 SINCLAIR PATRI M Seat 4TA to LHR
Boarding Pass Issued
Edits M ET DOCV DOCS PCTCET)
Bags:1 Tag(s) Printed
4 SINCLAIR RALPH M Seat 476 1o LHR
Boarding Pass Issued
Edits:M ET DOCY DOCS PCTCET)
Bags:1 Tag(s) Printed
Bag tags: 182788
10KG |
Checked By JFKSMDD =l
- Mot Checked Passenger Display
List Detaits RBesernvation
Both passengers have successfully checked-in.
Multiple Passenger Displays
Displaying other options are restricted to only one passenger at a time.
Passenger Search By wer Tour
Date: E [ - F From: FK To:
Chicrss Ong h:::u Mu:; l:w “Crily 000 FasAAngeT can by combned with 8 documpd®
& Hame (1) Lavt Name(s):  [SROCLAR [ Document Type: -
1 Tour Operator (2) Eirst Hames): [ [
© Recond Locasor (33
©VCR (4)
Reservations Found: 2 eanch I
Reservation = KOKMHG - List Numper: 3.4
L SINCLAIR/MARGES
2 SINCLAIR/RALPHYS /". Frgservaon
2 JOHNSTON/RITAY
4 JOHNSTON/BOSEPHY Pair Detay
Flt th  From-To Date Thmas \
WoO0oZ M JFK-LHR OINOV G650P-635A  DINOV Vel

.
[

Reservation - MUEPFR

SINCLAIR/PATRICKS

JOHNSTON/ MARIAT

Flt th  From-To Date Thmes

UOoo0Z M JFK-LHR  02NOA GS0P-635A  O3NOY

F Check-in i Final Destination

G0 to Psgr List »

Direct b Chack-in =

_Gancel |
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When display the passenger Reservations, Psgr Details or VCR, you can only select one passenger at a time.
If you try to display any option with multiple passengers, the following error response will be received.

: e

e Please select only one passenger from the list

3.2.1.2 Search by Document Number

When searching for a passenger using their name and document number, the search results will return those
passengers who match both the name and number. The documents that can be used would include:

o Passport
o Frequent Flyer Number
o National ID.
This will reduce the number of possible passenger name matches.

Note While you are able to run the document through the reader, it will only capture the passenger name.
You will still have to manually enter the document information.

.:.Elg

£ Interact - v6.0.0.90 - Test

SignIn/ Out _Encode/Decode  TIMATIC Tools Help |
— —
F F2
Flights Check-n

F3
Boarding

I3 Airling
Ticketing

=
F6
Reservations

=
F4
Operations

5 airberlincom Seats TSTS-TXL-5

-t

Year

£ Check-In

Psgr Search
Shift + F1

Psgr Lists
Shift + F2

Psgr Details
Shift+ F3

Passenger Search

Choose One:
& Name (1)
< Tour Operator (2)
< Record Locator (3)

Day Month
pate: 12 [ami -

First
Passenger

15
Second

Passenger

From:

Third

T

Fassenger

5
LastName(s):  |pOUGLAS [

EirstName(s): | |

' VCR (4)
Up/Downgrade

Shift + F4 Reservations Found: 0

“Only one passenger can be combined with a document®

Document Type:

FF Number hd

=
Document Number: 7380011585 *

Boarding Pass
Shift + F5

standby
Shift + F&

Bag Tags
Shift + F7

EDIFACT
Shift + F8

Mask Selection
Shift + F9

CSA
Shift + F10

Check-In Hist
Shift + F11

Flight Details
shift + F12

—

List Number:

Reservation

Psgr Details ‘
VCR ‘

I Check-in to Final Destination

Go to Psgr List » ‘

Direct to Check-in » ‘

Cancel

————

1. Add the passenger Last name

2. The Document Type from the drop down menu.
3. Add the Document Number.

4. Select Search.
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The result will be a single passenger name with the Document information noted.

shift + F1

Psgr Lists
Shift + F2

Psgr Details
Shift +F3

Up/Downgrade
Shift + F4

Choose One:

© Name (1)

" Tour Operator (2)
™ Record Locator (3)
© VCR (4)

Reservations Found: 1

Passenger

Fassenger

& Interact - v6.0.0.90 - Test [E=E—
Signln/ Out Encode/Decode  TIMATIC Tools Help |
e — — — - e Aiine
) 2] P2 3 4 5 6 24 F8 P :
airberlincom Flights Check-In Boarding i Seats Reservations Pricing Ticketing TSTS-TXLE =1
& Checkln Passenger Search Day Month ear
Psgr Search pate: [14  [aenl =] s From [ To:
Fst sesens s

Fassenger

Last Name(s): IDDUGLAS

First Name(s): I

*Only one passenger can be combined with a document*

Document Type:  |FF Number v
*
Document Number: Faaomwsss

Boarding Pass
Shift + F5

Standby
Shift + Fé
Bag Tags
shift + F7

EDIFACT
Shift + F8

Mask Selection
Shift + F9

CSA
Shift + F10

Check-In Hist
Shift + F11

Flight Details
Shift + F12

Reservation - MVPKFN

1 DOUGLAS/KATHRYN
Flt Cls
ABB8410 S

Date
14APR

From-To Times

TXL - VIE 500P-615P

-+

List Number:

—

Reservation

Psqr Detalls |

¥ Check-in to Final Destination

Go to Psgr List >

Direct to Check-in P

Cancel

For manually entered Passports or National ID, the following fields are mandatory:

o Name

o Document Type from the drop down
o Document Number

o Country of Issuance

Example below.
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d Tebesact - w000 - Test

|SinIn/ O Encodeecnde TMATK. Tools Help

gd.rhnrl.h_mm.
Passenger Search

& Checkn

Psgr Searoh
Shaft + Fi

PEGr Lists
Shaft + F2

Pagr Detels
SHift + F3

WprDOwnGgra s
Bhift + Fa

1
St

F2

Chesk

(]
Besaing

4
Operating

Criogsa Dng
= Hame (1)
™ Tour Operator (2}
™ Recoed Locafior |3}

 VCR i)

Reservations Found: §

Dy
Date: 14

Las1 Mamnes):
First Mamieds]:

R Y
LUl hd 13

Frw
Fasterge

e |

|Passgun =]

| Doeument Type:

[poteis |

* Eﬁsum
lssuing Country;  [USA-UNeD States o

[ Detument Humber:

[ Bearth

Bearding Pass
Shaft + F&

Standiy
Shatt ¢ Fi

Bk Tags
Shifi + FT
EDIFACT
Shaft + FA

Mazk Selection
Shift + Fa

(=0
Shitt + F10

Chesk-dn Hist
Shitt & F11

Flight Detals
Bhift + F12

—

LISt Humber:

Rsananon

Psgr Details

VR

Ga o Psgr List

Direct b Check-n B

cancal

3.21.3

Short Check

The Passenger Search window also always you to Short Check a passenger.

Choose One:

# Name (1)

© Tour Qperator (2)
 Record Locator (3)
 VCR (4)

Reservations Found: 1

Passenger Search

Day Month
Date: l(; MNovember 'I

First

Passenger

‘Year
|15 From: EL To:
Second Third
Passenger Passenger *Only one passenger can be combined with a document™

5
LastName(s):  |HRISTOPHER

Eirst Name(s):

j'

Decument Type:

Reservation - KTKVIJV

Flt
UD 0263
X U0 0602

CHRISTOPHER/JASONL'Y

Cls From-To
Y TXL - DUS
Y DUS - JFK

Date
04ANOV
04ANOV

Times
1255P-205P
700P-930P

—

List Number:

Reservation

Psgr Details

VCR

¥ Check-in to Final Destination

Go to Psgr List &

Direct to Check-in

Cancel

1. Uncheck the Check-in to Final Destination box.

The result will redisplay. Notice that the "Passenger Details", "VCR" and "Go to Psgr List" options have
been grayed out. The only options are to Check-in or display a Reservation.
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Passenger Search

Chocss Do [ST—— [— [S— iy e £de b wilh
& Mame (1) LastNameis):  peOSTORMER | | Document Type: | -
 Tour Operalor (2) Eirst Name{s): | | |
 Recond Localor (3)
VR ()
Reservations Found: 1 dearch I
Reservation - KTEVIV UistNumger: 1
1. CHRISTOPHERIASOMN
Fit e FromTe Data  Times Reservation
UOO2E3 ¥ THL-DUS  O4NOV  1ISSP-205P
XUOOEOZ ¥ DUS-JFK  (4NOV  J00P-930F Psgr Detais

VR

I Chéck-n 1o Final Destination

Ga o PsgrLjst =

Direct to Check-in b

2. Click to highlight the passenger's name.
3. Select Direct to Check-in.

4. The Additional Options window appears.

toos oo = o= =11 e =)
Additional Options
Hibr of
me o g =
1-CHRISTOPHER, JASON MR A | « [WAET] |
W Haed Special Bag Tags Damaged Vol Sepkadon Pa, SHsciie, #ic
[—— e |
— e —

5. Add Nbr of Bags, Weight and passenger Gender.
6. Select OK.

The Verify Travel Document Data pop up appears. Verify the passenger documents.
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9 ¥VERIFY TRAVEL DOCUMENT DATA, THEN ADD DOCV

7. Select OK
The Travel Docs screen appears.
[ Travel Documents -
wTravel Documents for CHRISTOPHER JASON MR
Main Decument IM‘Ll
~ Add DOCY
Type: IF-Fasipnrt ;I Issue Country: htes of Amenca;l
Nbr: M234233 Maticnality: [ptes of America «
Last First Mid Day Manth Year
Mame: [CHRISTOPHER fasonN MR [ Birth Date: 12 [February -] he82
Gender: IMaIE - Expiration Date: N2 |February | 022
Fddress Doc(s) W Add Residence ™ Add Destination
Country: (g) * Slales United States of Ame.. Country: I - I
Street: (w) [123 MAIN STREET street: () |
city: (z) NEW YORK city: () |
StiProv: (1) MY stiProv: (k) |
] 10021 - zip: |
Other Document [~ Add/Modify Document
Type: (2) | ] Number: (5] |
lssue City: (3) | Birth Place: (§) |
Day Month Year
Issue Date: [4) l_ [ d | Country For: (T) I v
ok | infant | Psg Contact gancel |
——1
8. Check Add DOCV
Add Address(s) if required
10. Select OK.
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‘_ﬁ §Fight B0 TELDUS: & GOMON (B geipc J20)

J
Crent Figh [T P % - Alrbua 320
o

Seaty
FresiTak TAL DU Bocked 1 Lk . mm i

Cute: IHOW L 137 e ETDr 1850 STD: 1850 ‘

[
r

Gate sl HONE | HONE Loige ETA: ETA

e 1850 Beelck  uRY Ll TLOA
__ Morepie |

Jumg oLl
S Ooes tor Chachb Ciatad

EY-T-Y-7-7-7-14
R

=

Do >
] sl

oDoe
] ml]

[

-

Check-ln Successful

| N — -

E440 on OIHONIDS kning from THL gale a1 1850
“ Passenger Details:

1 CHRISTOPHE CHRISTOPHER JASON ¥ Seal 11C 1o DUS
Boarding Pass sued

E dits Wl OB ET DOCY DOCS DOCAET

140 Bags

foooD-
CODOD=
LooDoDoD o
ODDDDo
(ef=l el ==L
CoDoD -
sssesz ol - - -

“ZOME = 3"

:;;:.ﬁ'ﬂ:-qﬁmsu

bl ]

H2Ea3

iDDoDDoDDDoDDDODD
INoDDDDDDDDDOD0D
InmopoDDoDDoDoDDoDDOD D
IDDDD0DDDDoDOD0O
IPoDDDDDDDODOD
IDDDD0DDoDDDoD0oD0o

. oK Hol Cheked Fassenger Desplay
List Detats

The passenger was successfully short checked to his connecting city.

E

3.2.2 Search by Tour Operator

You can do a Passenger Search using the Tour Operator number if known.

& Dnersct - w0080 - Test [ESmEST =)
|§qnhl0m Encode/liecode  TIMATIC Tools  Help

Pr—— 2 F2 (] S i r ——y Avfima
Plons ~  Chechn | Boarsing Opsasion sanis Rasamaiins Pricing Ticksiing %{m

& Checkn Passenger Search

Pagr Search
Shift# F1 Choose One

Pagr Lists || mama g1 Taur Dpersan ‘me ﬁ
= Toawr Operalor i2) |

Fhift + F2

Fagr Detailz " Repard Leocator (3)
Shaft + F3
[ WER (4

Up/Dewngrade —_—
nift + 4 Reservatians Found: 0 | Searen | *

Baarding Pass List Numper:

Ehife+ P8 ‘

stanoby RESENVAION

Ehift + F&

Bag Tags Psor Defails |
Ehift« F7

HOIFAST VCR |
Snift+ FE

Mask Sedection =
Ehift + F3 :

[:-1) Gy 1 PEQT List |
Ehift = F10 e

check-n Hisl
Shift+#i1 Carect io Check-n & |

Flight Details
ShATt +F12 cancel |

L= T e T

1. Click on the radio button to the left of Tour Operator.
2. Add the Tour Operator Number in the window provided.
3. Select Search.

Training Guide 33 Confidential and Proprietary Sabre Airline Solutions



& [roeract - Wbl 050 - Test

Lo [ = i

Sgniviht Eroode/Decods TIMATIC Tools  Help

-

h 73
Righia - Chechn

& Cherkh

Pagr Search
Shift # F1

Pagr Liats
Shifts F}
PagrDetalls
Shatt + F2

Up/ Dewngrade
&hift & P4

[——

——————
Ticknting

Airting
TETS-THL-6 ]

]

Passenger Search

Cheose One

™ Hame (1)

= o Operalor i2)
" Record Locator (3}
= WCR (4)

Reservations Found: |

Tayr Operstearn

L
me

Baarding Pass
Shift s FS

Stanoby
Ehift + F&
Hap Tags
&hift & F7
HDIFACT
Shift & FE

Mask Selection
Ehift + P2

CEA
Ehift + F19

Sheek-n Hisl
Shirt 117

Flight Details
Shatt +Fi2

Reservation - DFIZHT
L TESTER/TOUR MR
P s F
BIEL ¥

TEL - MUC

rem-Ta

Date
14APR

- —

— |

List MumBer:

Tirmes

B208-7354
Psgr Defalls |

WCE |

¥ Chexk-in 1o Final Qestiration

GO 1o Pegr List - |

Cinact o Check-n b |

cancel |

T

TP BT T

The result will be a list of passenger booked by that specific Tour Operator. You can now view their
reservation, passenger details, VCR, display the passenger list or Check-in if they are within the check-in

period.

If the passengers itinerary is for a future date, an error will occur when attempting to utilize those areas
that are time restrictive, such as Check-in or displaying Passenger Details and Lists.

8 lateoct - R DOFD - Test

[Sionin/ Owe EncodeDecods  TMSTE. Toals bep |

CHIE:

Ll F2

Highte Chescicin

& Checkdn

Fsgr Search
Bhaft + Fi

PEGr Lists
Shaft + P2

Pagr Details
Shift « F3
UpiDoswnagrade
Shaft+ Fa

3
| Boaenng

T—

I
Opeeationg Eﬂhj"lﬂ-n- |

Sede Resapralions Pricing Tigkedting TITETHLE

Z-

Passenger Search

Cranca Cng

™ Mame (1)

i Tour Operaior (2

" Recoed Locatar (3}

™ WCR ()
Reservations Found: 1

Tour Operstar

I DE Y

Boarding Pass
Shaft + F&

Standiby
Shaft + P

ey Tags
Shafi + FT

EDIFACT
Bhati+ FB

Mask Selection
Shaft+ Fa

(=0
Shit ¢ F10

Chech-n Hist
Shatt + FI1

Fught Detalls
shift + F12

LISt Number: 1

Resanason |

Exgr Details ‘

=

F Chietk-n 1o Final Destnation

o o Fegr List e |

Direct i Check-n b I

cancel

3.2.3 Search by Record Locator

You can also do a Passenger Search using the passengers Record Locator.
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& [reract - w0 - Test

Sgnin' Out Encode/Decode

TMETIC Took el |

kil -
Flighta

& Check-hn

Pagr Search
Ehift + M1

Pagr Lists
Shift « F2

] 5

2 2 [
Check-n ] Boirding R ] Saila Rasariaing Pricing Tickiling

Passenger Search

Chnase One
= Hame {1)
L Tow Qoo ()

Pagr Detalls

" Reond Lidator (3}

Shatt + F3

Up/Dewngrade
hift + P4

™ WCR {4}

Reservations Found 0

Record Locsor ‘W *—

Baarding Pass
Shift+ FE

stanoby
ENift + F&
Bap Tags
Ehift + F7
HOIFACT
Shife + R

Mask Sedection
Ehift + F2

419
Shift = F10

Chach-In Higt
Shift & F11

Flight Details
Ehatt + Fi2

G0 i Per List |

Ciract o Check-n |

cancel |

,m

T T T

1. Click the radio button for Record Locator.
2. Add the record locator in the space provided.
3. Select Search.

B [versc - w003 - Test

e

Sqnin/dut frcode/llecods TIMATIC Toos Help |

-

“-!-n-n-
flighis -

& Check-in

Psqgr Search
Ehift s P

Pagr Lints
Shift« F2
Psgr Details
Shafit + F3

Up/Dewngrade
Ehift» F4

Ehosn ]

F
Boardng

ooy

Saats

P ruptinges

Ewlwivems .
hiting TETB-THLE o

Chiose One

™ Hame (1)

© Tour Operalor (2)
i Record Locator (3)
i MR (4]

Reservations Found 1

Passenger Search

Record Lacsorn

T

Baarding Piss
Shify e FE

Standby
BRift+ F5
Hag Tags
Ehife+ ET

HpiFACT
Shife+ P

Mask Sedection
Ehift + F8

[=3-0)
Shift + F1d

Sheck-in Hist
Shift« F11

Flight Detalls
Shatt +F12

Fie
B410

€ls
3

From-Te
THL - VIE

Date
14478

Times
S00P-5159

Reservation - DFUIGA

Ligt Mumper:

—

* Check-In to Final Destiration

150 1o Pegr List = |

Cirect io Check-n = |

cancel |

o= -

STy T v

T -

If a PNR exists for that Record Locator the passenger name(s) will appear.

3.24 Search by VCR Number

You may also do a Passenger Search using the passenger's VCR number.
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& [rersci - w0090 - Tesh

Sqnin/ (ut Encoded/Tecode

TIMATIC [ools  Hep |

F2
Aights Chisth-n |

Barming e B Saala

s fuiliiea

/et

Tickating TETATILE b

4 Cheik-h

Paqr Search
Zhife # F1

P4gr Lists
Shift = F2

Pagr Details

Passenger Search

Chooss Ones
™ Hame {1)
™ Tour Operaion (2)
" Retond Locator {3)

Shatt + F3

= WCR (4] I

UplDewngirade
Zhift » F4

Reservations Faund @

von: * R —

Baarding Puss
Shift # IS

Sanooy
Ehift + F&
Bag Tags
Ehift « F7
HDIFACT
Ehife + Pl

Mask Seleciion
ERIft # F3

=)
Ehift + F10

Check-n Hist
Shift & 111

Flight Deialls
Shaft +F12

Lizt Mumper:

—

Rpsersaion I

Psgr Defals |

=

F Check.-In 1 nal [Jesliration

GO 10 PEQT LS e |

Ciract io Check-in = |

cancel |

T T

ERD

1. Click the radio button next to VCR
2. Add the VCR number in the appropriate box.
3. Select Search.

& [nteract - WO 0 - Test

Fgnin' Ot Encode/lecode TIMATIC  Tools

el |

T— 7]
Aights Chech-n

& Checken

Pagr Search
Ehifes M1

Pagr Lists
Shift+ F}
Pzgr Cetails
Shaft + F3

Up/Deswngrade
Shife+ P4

FI
Buarging Saals

R ruainies

Ll Y Ve C
Tickalig ng:m{.s &h

Passenger Search

Choose One

= Hame (1)

© Tour Operalor (2)
' Retond Lot {3}
= WCH (4]

Ressryations Found: 1

Boatding Pass
hiry+ FS

Standby
Shift+ F5
Bag Tags
Shift = F7

HDIFACT
Shift+ i

Mask Selection
ERIft+ F3

[=3-0%
Bhift + F10

Cheek-n Hist
Shify e 117

Flight Detalls
Shatt + F12

Fie s

B 5

Reservation - DFIGA * List Numer:

From-Te
TAL-VIE

Date
14478

Tomees
SMP-5157

—

— |

paves |

WCE ‘

¥ Check-in io Final Destination

G0 1o Pegr List b ‘

Daract i Check-n = ‘

cancel |

=

I

= I I T T

If Sabre finds a match, the Psgr Search will provide the passenger information.
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Psgr Lists (Shift+F2)

The preferred method to check-in is to display the Passenger List and check-in from that display. We
recommend the display of the passenger list because the list gives you an overview of all edits that apply to the
passenger you want to check-in.

The same Passenger Lists label can be found under the tab F1- Flights.

1. Select Psgr Lists with Shift + F2.

Psyr Lists
Shift + F2

2. The Display Passenger List window displays.

Display Passenger Lists

Flght: * [EY | 30 Date: [ | [ocnceer Fpam: 4K Ter Eiagn

Wy Lase Kagve(s):
o
Wy st Typa

All Pas
Priceiy L LL
Without Boarding Pass (XBP|
With Boarding Pass (B
Hicd it Aurport, With Boanding Pass (KANEF)

® \With By Tags and Mol Cnboard (BT00H
AR Arpord and Mol Onsoaerd (AT
With Cefbaaand Cormest iores. (DE)

With InSsogned Conmesctiones (16

Confrmed Revenue [FV)

With Eeafl or Boarding Pass. but Ko Cnboand {BE L
With Etag Tagis) (&)

APP-ADVANCE PASSENGER PROCESEING

=T

TAA-NOT AT ARPORT

ARMD-TRAVELMNG WITH WEAPON OUTSDE BAGG
ATTO-PERSOMAL ATTEMDAMT
AH-ARRLAL IH HOLD

— # having all of the selected opions
nhaw ] B Sl 1 OF TN Sl b
itk
St By Bic -
Print [ e Lt
o | Preyius Lis

RACATHOUT ADD COLLECT

HAPP-ADVANCE PASSENGER FROCESSING

KARMD-RC WEAPCH CHECKED OUTSIDE THE B
(AMDY

ophons (O

Passpon Valdatian {T)

Ressrvanons Cance

Info Lists {k)

This page allows you to display passengers by their last names — a maximum of three last names in one entry —
or use any combination of criteria to choose the list type you wish to display.

Note You may choose to move around in the page with your mouse (point and click), or use the keyboard
and the mnemonic that takes you to that action by depressing ALT + the specific mnemonic. Example:
Alt+S takes you directly to the section Class—where the letter S is underlined, indicating the

mnemonic.

Caution

Mnemonics may change as Interact evolves with new commands. Please always look at the screen

and use the mnemonic that you see on any particular page of the Interact version being used at your

station.
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4.1 Display Passenger List by Flight Information

Display Passenger Lists
Flight: *F2_ 408 | Date: 10| [agri - From: IND ]’a:@" Clags:

The flight information pre-populates with the flight number, the departure date and the departure city.

o Leaving out the information under To, the seat map will default to Origin to Destination and the passenger
list will display all passengers.

o For a multi-destination flight

o Leaving out the To information will default to a seat map from origin to final destination with a passenger
list of passengers to both arrival cities. In this example, the intermediate arrival city is DEN and the final
destination is LAX.

7 y "
Passanger List ¥
'h_ F3 406 DEPARTING FROM IND 0N 108PR AT 415P ARE DEEF
1 BeH RS
Passnges s st : @ 00 2
uisaiag | * | | [ | 3 Lint |EMCM""'| 8080 200 2
4« 000 008 «
BagTem | Ereaed Pkt [ tmem | T s BOD BOE 8
- S TSP | Sp—— - «: 000 OO0 s
- F | Frgfime | I ripvnd [0 | ;O0D DEo T
All Paggengens: Count=Y-10 D00 DOG ®
L i Gp Te C Sesi D By Dém PT % L] »
i CHARL, ADG DENM Y A P B M F 0 l .
i AL ally  DEM v 8 . o THCT F B
| LAy DEM ¥ 3a - ME e THT F 10 *eaa T
] = DEM ¥ 1aC v ME THT F 4 BHEEH DED R
5 DEMES  AEY ot D A T 1] ETET P i wRREE PRA
[ I T 0 ETET F_ 4 WRER DED W
7 DA L& O 13T . ME  ETETM F B HPpRH D .
] A AFE LAY D 78 F D ETET F | WTREE BB T
9 B AFY LA D N ] ETET P 3 1lgg; g:: "
2] D AF3 LA D i 1] ETET F 3 1w {6 ]
mBEH BEH 20
nBBR BRD N
zDED BR@
nEEE BEH 0
Reseraman | AT Edis VLR [ mewist | [ Cacn |

o Fill in From departure to Final destination and the seat map will refresh and show that segment with a
passenger list of passengers booked to the final destination (LAX).
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Passanger List
h F3 405 DEPARTING FROM DEM ON 10APR AT 550P
Lina{ij: +* I E'[;':‘LW ﬁ-:r-u':“ | e Chatiin
[T | DeardPam | opesa | crafee |

Erder b mbes aredior range of e nbey separabed by commas ; .

For ewample, 1, 3, 510 O chok o your selectons [Cromaron ] [Tz |

Al Passengers: Count=y4

His Lt Flet Gip  Te T Sam Bi (£ Edit FT 34
L] ECHWVEN DEMES AET LAY D s 1] ETET F 4
il BOWERN ERAD e I F 1] ETET F 5

- HOLL TWCC0 L] L O W ME  ETEN F 1
e ALPHA A AF3 LAY D TEA 1] ETET F I

) EETA B AF AKX D T8 1] ETET F ‘]

] CRHLIE 0 AN LAY D e 2] ETEN ¥ 3

| Besanation l Ao Edits | YOR ] |_ ey et Cancel

B

-

N R o -
ooooooooSs
ooDoooDooes
OOOOO0Ssss
ooDooodeas
OOOOOOooSs
OOoooooooS.
Tr e

12880
NERER EES
MAREH DRES
BRER 229 0w
wBEH 2RD
THeEE BES
neER 229 uw
waEd 2RO w
nHEd BHDH
n9eEk 228 n
ooed 200 =
nEgEo 2% n

o Fill in From Intermediate city (DEN) to Final destination (LAX) and the seat map refreshes to show that
specific segment with a passenger list of passengers booked from origin to final destination as well as from
intermediate city to final destination.

Passenger List
By o408 DEPARTING FROW DEN GN 10APR AT 550P
uneisy | * I s iy firep ek
| beales | posarus | [ tass | crogen
Erer b ez Ballor g of e 3 e By DTS
For mcarrgle, 19510, O chek on torn [ rroaroes [T peca
Al Paggengers: Count=y.8
LY Firsi g Ta L Ses m B ldm PT  5q
1 MARTH T T I PR 0 F
T MARTM CRNG G2 LAX [T 0 F
3 GMTH oM | LA v 0 F
. BOWERN DENS o LA 0 1k [ 0 ETET F -
& BOVWEN ERAD %7 LAX D 118 0 ETEM F s
B WOLLAWOOD DA LA D 1IC ME_ ETEM F 8
T WALPEA WEY LAX O T 1 ETETI E 1
o BETA E BF3 e D 78 0 ETET F_2
W CHARLE 3] W3 L2 D mc  Fn ETEM -]
Brieraton | [ psPmEes | [ R | M Lt [ gwes |
- -
4.2 Display List by Passenger Name

ooooooo® s
oooooooss
poopoDaado
ooooDo@aas

gRtdsesscidnflleevrmnsun=
RYEBEE=SEE L I P T
[ FRIRR

gofadoeadad
L L

o@D DS
R
ag@aeIeeIead
N0 D

You can select to display passengers by last name, up to three names in one request. The names can be the
first three characters — example: MOR for MORTIMER.
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Display Passeanger Lists
Flight ™ Jv | B84 Dates 2% | ape - Frromc [19T L Class:
By Lawt Wamaiy: [D2F I EEY | e ] #
or
1By LisE Typea:
Mot Applicable 1 Ap) Cabl
and
] Priest List
[ | | Pregous List Rservations Cancel
bt Lrsrs
Example response:
Passenger List
t" 4 384 DEFARTING FROM YQT 0N 22AFR AT 1630
[d v
o L e[on] (=] [(EF] (e
|_ By Tagh _I |_ BaneaPand _I Cmana J l Chg Ba J
- o ] i
Similar Mame List Count=Y-10, ¥-10
1 MFFLE (b TaM [+27] ['] - T T ]
2 BOWEN BRAD MR AK] VA [+ 2] O wIKr T
3 BOSNEN DENIEE MRS ABI VAM [ 2] 0 Frer r
a BOWER MOLLY CHD AB1 vAM [ ] 0 T [
& FEVE MU PELEP — [ " [

4.3 Display by List Type and Edits

There are multiple list types as presented below, and in addition to them, you can select any number of edits to
further refine the display you wish to see.

You can move around on the page either by using the mouse, or by using keyboard combinations — every option

has one letter or number underlined.

Example: Alt+W takes you directly to the option of List of passengers with Outbound connections.
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Display Passenger Lists

Fght: s |l | Date: 10 M |- From: i o | Clags: |
By Last Nameisk | + '
or & a1 Passengens (Q)

By List Typs: = Priority Lisl (FALL)

Withoul Boarding Pass [XBF)

O With Bededing Pass (B8

L MOl o ApOTL, VWEh Basiding Pass (LA

< vn Bag Tags and Mol Onboand (BTMON)

AL ADOM B Mot Onpoand (ARKKON)

0 AN Oaaiiand Connedions (O8]

Vi i Connecions (8)

< ConfEmed Rgvwnue (RV)

2 Waih Seat of Boanding Pass bl Mol Onboard (BE LIST)

= \th Baey Tag(s) i)
A% PASSENGERS AT AIRFORT 2 [WAA-NOT AT ARPORT il
AL-ADD COLLECT | = MACWTHOUT ADD COLLECT ml
ME-ANCILLARIES DAFPLADVANICE PASSENGER PROCESSING |
APP-ADVANCE PASSENGER PROCESSING L= MARMD-RO WEAPON CHECKED OUTHDE THEB |«
—  hanang a8 of the selecied options. (AT

o hamving at leas! 1 of the selecied opltons {0FR)

Egts:
Sort By [J): [-]

.| Print | Email List | Passport Validation [T}

The edits appear in two columns.

Display Passenger Lists

FugneEY W8] oaw:fio | fapm - From: 40 | To: | chgs: |
By Last Nameds): | -
or W AN Passengers (O

By Lint Typa: = Frionty Lst [PALL)
 wWihoul Boardipg Fass (DEF)
O With Boarding Pass. (BF)
7 Mot at Arport, Wi Boarding Pass [{AAEF)
O wih Bag Tags and Mol Onoand (BTXON)
O Ak Adport aned Mot Oepoand (AADKON)
O N Oulbounsd Cones: tioers (08
£ W Inbodned Coress o (8
© Confrmed Revenue (V)
O With Seal or Bedrding Pass bul Not Onboacd (BX LIST)

© wih Bag Tagis: i)
«PASSEHNGERS AT MRPORT : _.K!A.-HGT AT MRPORT :
A0 COLLECT = IAC-MTHOUT ADD COLLECT =1
| _WFMMEP*SEENEEF! FROCESSING |
WNCE PASSENGER PROCE S5G ; JARRMD-HO WEAPON CHECKED OUTSIDE THE B :
s & narwing all of the Seiacied oplons [ANDY)
L hang ol sl 1 of the ssiecisd oplions (OR)
Eguts:
Sart By (1) | -
] T Passpori wakdamon (1)
[ e | | rFewsws | Rsservations _ Ganew

The first drop-down menu on the left with options is detailed below, also called Inclusive Edits.

The second drop-down menu on the right negates the edit on the left. These edits are also called Exclusive
Edits.

The example below displays a list of passenger with boarding pass but Not at airport yet.

IAVI-ANIMAL B HOLD [ = SAA-NOT AT AIRPORT I I=
BCS-Biocked Space Codeshare | XACWITHOUT ADD COLLECT |
EE AV-BEREANVEMENT TRAVEL SAPP-ADNVANCE PASSENGER PROCESENG |
BOARDNG PASS ;' ARMAD-RO0 WEAPDH CHECKE D OUTR0DE THE B ;'
acd O Buaving ail o B selieched options (ANDY)
# Paving at least 1 of the selexied opoms (R}
Sort By [y Hame - [] Oty ahe Sebsctid on SEatMap (4}
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Note The BT — BAG Tag option displays/prints the weight of the bag with the tag number on the passenger

list. Example:

Passenger List
h J Edd DEPARTIMG FRIOM YOT O 0ZMAY AT 1830
Eatingw | I hame bt N
[T + I [ Dotads on Lt ] M
[ EwmIms | [ Eswerass O | g Eaal
Bort By L Frag Flywr | Tewwl Qaen
+BT
| He L M Vi Mamy G T € Bl bw [ TE ]
TPaECILAR] r v CPMS 1 oW
AM &
_--.- r " [ L] [
T
T | [~ i Fa L] T
e
PEGR

There is the option to request display of the total bag weight by destination city, up to a maximum of six
downline cities. Contact Customer Care for activation of this additional option.

431 EditIlnbound and Outbound

Starting with Interact version 5.7, you may elect to request activation for Inbound and Outbound filtering when
you display passengers with the edits "With Inbound Connections" and "With Outbound Connections". Please
contact Customer Care and request activation of "IB/OB Filter."

Example of the display upon activation of the functionality:

Display Passenger Lists
Flight: = [EY 720 Date:[23  [septemper  ~ From: [sUH

By Last Name(s): | [ [

or " All Passengers (Q) +
By List Type: © Priority List (PALL)

¢ without Boarding Pass (XBP)

" With Boarding Pass (BP)

" Not at Airport, With Boarding Pass (XAA/BP)

" With Bag Tags and Not Onboard (BT/XON)

C d (AAXON)

To: ’7 Class: F

& With Outbound Gonnections (OB] Carrier [
" With Inbound Connections (IB) Flight
" Confirmed Revenue (RV) Dest

€ With Seat or Boarding Pass but Not Onboard (BX LIST)
' With Bag Tag(s) (z)
" By Name (8)

4.4 Only Show Selected On Seatmap

The option “Only show selected on seatmap” displays once you have requested a list, using edits to refine it.
In the following example, we want to display a passenger list with the edit CHD, or Child. If we select the
option “Only show selected on seat map”, the system will display the seatmap with only the passengers who
correspond to your search, in this case the Child.
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Display Passenger Lists

Fught* 168 Date 05 | |mpemEer O
By Last Name(s):

ar

By List Typac

AlePASSENGERS AT AIRPORT ]
AC-ADD COLLECT

ALRG-ALLERGIC GUEST

APP-ACVANCE PASSENGER PROCESSMNG
ARMO-TRAVELING WITH WEAPCH CUTSIDE
ATTO-FERSONAL ATTENDANT
AH-ARNMAL IN HOLD
BERW-EEREAVEMENT TRAVEL

BF-WITH BDBRLING FASS

ET-8A0 TAGS ISSLED

CART RIF N RESTRAMT SYSTEM
CF-.CHAMGE FEE

HaA-NOT AT AIRPORT

Fram: 18 Te:

- HACWATHOUT ADD COLLECT

Class;

|

[ Preious List ] Rgservabions
Inin Lists

CHO-CHILD WALRGHOT ALLERGIC GLEST
MAPFLADNVANCE PASSENGER FROCESSI

CW-COMMENTS b HARMOLNO WEAPON CHECKED OUTSIDR

and O harvirsg all of the Selected optons (AND)
& harsing ot least | of the seleched oplions [OFR)
Edets: (M0
Sart By: v [ Gty show salectad on seatmap
[ Primt List

Cance

Example response of the seatmap as requested :

¥

1 1
2 N N -
i _ _ _ _ _ _ s
4 _ _ _  _ _ _ 4
§ _ _ _ _ _ _ &
I -
r _&_ ___T1T
8 _ _ _ _ _ _ =&
G0 R I
. - | o
: 1. -,
E B
] I I 15
| _
A T
e - ) s
7 17
® _ _ _ _ _ _ 1
% _ _ _  _ _ _ 18
W ___ ___m
n_ A
®x_ >
n___ __ ==
1) 24

All seats are grayed out, except for the CHD with the icon
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4.5 Print/ Email Passenger Lists

Check the box Print / Email List if you wish to either print the selected list to a hardcopy printer, or send the
list as an email.

Print/Email-

In this example, you want to print / or email a list of all passengers with outbound connections.

The window Email/Print Options displays and lets you select the addresses you need. The e-mail addresses
should pre-populate under group's emails.

Emad/Pring Pt

Email/Print Options

+| Email Print E ol

Groups: Send To:
| To»
Group's Emails:

To>

Deestede Sedected

i QK | Cancel

Note From the display of the passenger list, you will also have the option to print or email.

4.6 Display List for Duplicate Passport Information

Passport validation is an option on the Display Passenger Lists screen that allows you to display a list of
passengers who may have duplicate passport information.

You must request the Passport Validation option through Customer Care.
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1. From the Display Passenger Lists window, select Passport Validation (Alt+7)

Display Passenger Lists

Fiight: * £ |1 Date: 0 |[ociober |- Fromc MM To: Clags: |
By Lans Nase(n):
o & AN Passengens ()

By List Typa: = Priofity Lis (PALL)
Withoul Boanding Pass ()
Wiih Boarding Fass (BF)
< Mol # Airport, Wilh Boanding Pass [ARBF)
= Wil By Tags and Mol Onboard (BT/N0N)
Al ADOM and ot Dndoaed (AAKNON)
i Cuecund Connections (08)
= it indboigndl Conines tiores (18]
< Confirmesd Revenise (RV)
« YR St or Boandng Fass el Mol Onboand (B LEST)

Wit By TAgHS) (Z)
AA-PASSENGERS AT ARPORT [ B [NAAHOT AT ARPORT =
AC-ADD COLLECT | EACTHOUT ADD COLLECT m
AE-ANCILLARIES NAPPADNANCE PASSENGER PROCESSNG
APP-ALIVANCE PASSENGER PROCESSING | H NARMD-NO WEAPON CHECKED OUTSIDE THEB..| |+

asd W Paang Al Of T sakecied opbice (ANDH
Paving Al beast 1 of e selecied options (OR)
Egit:
sertly bk | =

[ Brind | Email List ¥ Passpart Vabdation (7]
+ | Peomis | Rasarvaions [ Gance

I Lists

2. If there are passengers with dupe passports, you will see the list.

Passenger List
BER =v 1 DEP FROM AUH GN 230CT AT 218

Line{s): T g | Fge ot ]
ot U e[(ama ][R ] [EE ] [ e

@ TESTEST HITE WA ;
PRIGRSEGES T TS M T DARS L RGOS TE STE S TNITE
» TESTETE ERHTE U = T [
PSS T TTASSA LN T DA O T TE S TETRBHITE

3. Select one passenger — the system asks you if you wish to add a DO NOT BOARD comment to that
passenger. The Do NOT BOARD comment helps the boarding staff at the gate to identify the passenger
and take necessary steps.

4 PsgrLists (Shift+F2)
Training Guide 45 Confidential and Proprietary Sabre Airline Solutions



Passenger List
B = 1 DEPFROM AUH ON ZIDET AT 215

Lina{u): . Paran-ge ekt
I T = T B =
| |
DUPE PAS
2 TESTEST ATE MR FEEEEE L T e
P A T T TS LM 1 T DAL LA TESTESTIOaTE
» TESTETS. ERATE R AT EA R T L

Wi you lop 1o ackd @ DO HOT BOARD comment i
passengeris)?

(S

Cw | [Coma |

Upon selecting Yes, the system updates the passenger detail:

Update Passenger Detail: Display
[TESTETS  BAITE L] DOCY DOCE TIM  APP

o
1. CATE OO WOT BOARD CHK FOR PEPT DUPLE
UPDATE (OMPLETE®

L——-_-—-.- -- —_

Passenger Detail for TESTETS ENITE MR Bagtags: 0
| peatmn | meswgram | opess || gmem |
| Cawciin Eeneeaen =] |

TS5 Freavent Traweler Information

Humber: Carrier:

£E8  primary Contact ] Madify
Hama: Eountry: Ratstion:
Phane: ] Pagaerger Conlacl Retria

{:::i-_ Fassanger Commants

Pt Al A L L i AL 1 AR TR ATE T BT
o [

RERRIE-NSOARD F DOCS 0K

LSRN ANCILLED

AP ARSI F 0E Oa

Al AL D

AEARLLENRLED F DO 0K

]

(&

ﬂm| 'I'mnnu] 'nlmt~

qnwm gig
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4.7 Display Passenger Lists Buttons

At the bottom of the Display Passenger Lists screen, there are three buttons.

Preyious List Reservations cancel
Info Lists (k)
Button Mnemonic | Description
Previous List Alt+V Takes you to the last passenger list display you had requested.
Reservations Info Lists (k) | Alt+K See more information below
Cancel Alt+C Cancels out of the display

4.8 Reservations Info Lists:

Faiereutm Inborrratan Lt =}

Reservation Information Lists

Flight: = 1 Dartec U -
Crigin: * M Dwamnsticn Class
Select Typs of List ~ - il

AII PAgSanger Ratsrvanen
=
iCarperite

lactronic Ticked Pakienger Ling
acts | Supplemaentary Infarmation

Prind | Emad
Transter Information List

Crusus Placs

As the name suggests, the button Reservations Info Lists lets you look for selective reservation lists of the
specific flight. The drop down for Type of List is an alphabetical list starting with All Passenger Reservation
and ending with Wailtlist Name(s).

The types of reservation lists that you probably use most are: large party, outbound, inbound, special meals,
Cancellations, VCR Index ist with VOID status, etc.

You can Print/Email the selected list.
You can send the list to a pre-determined queue of your office.

The Transfer Information List gives you a list of all passengers who have been transferred to another flight,
using Revenue Rebook functionality.See the lesson Revenue Rebook for details.
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4.9 Passenger List Display

Once you have entered all filter criteria for the passenger list and you select OK, the Passenger List displays:

Passenger List
Bl er oerFrowm T AT 218
Line{sj Emunrger He ot
or Rioe: | Check-n | s o bt P SRS
g Togn Eoart Fna Ofces g e
Sort By | - Frog e Traved s
Réverus Pign: CountsF-1, J-17, ¥-199
=
=
- L]
L]
= L]
L
= L]
L]
L]
L]
1
LER =i
L]
]
e =
s ryatain AddBm Lol YCR Harw st PrnbTmal- ancel

Each button at the top and bottom of the passenger list indicates a display option or an action you may take for
the selected passenger. Type the line number of the passenger in the box Line(s), or select the passenger from
the list. To activate the options for the selected passenger, either click on the button or use the keyboard
combination of Alt + the underlined letter in the button. For example, to access Check-in, select Alt + H.

4.10 Passenger List - The Header Buttons

When you display the Passenger List, the header has ten buttons that represent different actions:

Button

Description
Check-in (Alt + H)
Check-n
Passenger Details (Alt + P) T
Details
Name Not on List (Alt + M) Narme: Mot
Note You can have Customer Care inhibit this functionality. Once itis GOl izt
inhibited, you will get the error response “Function not allowed” when
you click on the button.
Group Check-in (Alt + G)
Group Check-In
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Bag Tags (Alt+T) [ Eag Tags ]
Boarding Pass (Alt + B) [ T ]
Offload (Alt + F) | Offlaad |
Change Seat (Alt + S) [ Choy Seat ]
Frequent Flyer (Alt+ Q) [ Freg Flyer ]
Travel documents (Alt + D) ’ Travel Docs ]

The column headers of the Passenger List are:

fibe Last Hama Fint Hama G Te £ Gest Bgs T
1 PHAM WAl MRS vAL ¥ OPM®" HB FTET Fod
2 LEWIS KARL vAL v OPM® 3 mTkT E
Column Definition
Header
Nbr Number assigned to the passenger on the list
Last Name | Passenger’s lastname
A fin front of the last name indicates a Thru (through) passenger.
First Name | Passenger’s first name
Grp Group code assigned to each group check-in
To Destination city
C Booking / Inventory Class
Seat Seat number assigned
Bl Boarding pass indicator
« * (asterisk) means Boarding pass has been issued
« — (hyphen) means BP has been issued and passenger has boarded
Bgs Number of bags checked-in
NB means No Bag
Edits Any applicable edits for the passenger

The gender edit will always be the first edit in this column.
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PT Passenger type

« F means Full fare

« S means Standby

« P means Positive Space passenger

« E means Employee or Non Revenue passenger

Sq Sequence number of check-in (used by some carriers to identify who checked-in first, in the
event of involuntary bumping of passengers, etc.)

« The sequence number is assigned at check-in time

« ltdisplays in the check-in response

« ltremains with the passenger even after a seat change

« All passenger lists include the sequence number

The column headers coincide with the options which you can select to sort the display of the passenger list:

| sertmy |

Seat

Group

To

Class

Passenger Type

Bags

Sequence Nbor "

Above the columns is the indicator for passenger counts.

All Passengers: Count=Y-4

i TEST EXTRASEAT MR A VR G ZE* mB WMETESEM F 3
+ TEST EXST alr  YWB G H* mb TETEM Foa
3 RETIREE TEST MR VB E BA. mBp WETETH E 4
o BERY TEST MR L] BA® 0 . ET PROHETI BERY F 2

b Last Mame Fimt Nama
1 TEST ENTRA ARZ VR 2E* up F
2 TEST EXET ABZ  YWR 2F* ue F 4
3 BERV TEST Vit aa* 0 P

The count is the total number of passengers for the type of passenger list you have selected to display. The
types of list are:

oF ® All Passengers (Q)
By List Type: ' Priority List (PALL)

L Without Boarding Pass (XBP)
' With Boarding Pass (BP)
' Mot at Alrport, With Boarding Pass (XAABP)
2 With Bag Tags and Not Onboard (BT/XON)
© At Airport and Not Onboard (AAXON)
L With Outbound Connections (OB)
' With Inboyund Connections (I1B)
C Confirmed Revenue (RV)
' With Seat or Boarding Pass but Not Onboard (BX LIST)
C With Bag Tag(s) ()
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In the above examples, the first display shows the count for All passengers, and the second display shows the
count for passengers with seats or boarding pass but not onboard (BX List).

If you have selected a list type for which there is no passenger, the system returns an error

—_—
a Pore: Ested
oK
4101 Check-in from Passenger List
1. Select line numbers from the displayed passenger list.
2. Select Check-in or Alt+ H
Passenger List
‘&‘ Jv 311 DEPARTING FROM YOT ON 18APR AT 1650
et [+ I = - R P
By Twgs | | Bowdrass | | omesa | | cmzse |
[ hrta::_. - [ Frag Fra ] Trarv Doce: |
All PaEgangers

3. Add the required data abut the baggage and gender (if applicable) to the Additional Options window.
4. Press Enter.

Note The ability to perform check-in from the passenger list requires activation. Contact Customer Care for
more information.

410.2 Baggage Options at Checkin

Each carrier can determine the needs of their baggage options. You will need to contact Customer Care to
request activation for the option you want.

The baggage options are:

4.10.2.1 Pieces only - no weight

Example:
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[ dditional Options S5
Additional Options |
Nbr of Priority

- Seat Gender: Code Upgrade
1-PARKS, NIK MR 1] L «WAE =] | = =l I
(
(
0
|
|
H
H
H
L
¥
(
[ Need Special Bag Tags Damaged, Vol. Seperation, Pets, Selectee, etc. I
H
|
S J

4.10.2.2 Pieces and total weight
Example
Additional Options =)
Additional Options
Nbr of - Priority Seniority I
Bags Weight Seat Gender: Code Upgrade Date
25-GHTXOUESGHXEE, YMBJQWPEIY L MIg = [B E = [FEMALE -] I = E |
i
b
i
I
[” Need Special Bag Tags Damaged, Vol Seperation, Pets, Selectee, etc I

Training Guide
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Check-In Successful

&
4—.,_._.,{"5 Flights:
12 on 21AUG2014 leaving from LHR gate 2 at 0915

EY
ﬂt Passenger Details:

25 GHTXOUESGH GHTXOUESGHXEE YMBJQ V Seat 44K to AUH
Boarding Pass Issued

Edits:F TIM ET DOCYV DOCS DOCAETI APP

Bags:1 Tag(s) Printed

Bag tags: 071506
15 KG

Checked By: LHRSMPH

¥PREMIUM CUSTOMER -- USE PREMIUM BAG TAG

Passenger Detail for GHTXOUESGHXEE YMBJQWPEIY L MISS Bagtags: 1
Boarding Pass | Offload | Chg Seat |
Check-In | Reservation | VCR | Seat(s): 44K
e
E Frequent Traveler Information I~ Add FQTV

=l

Number: | Carrier: | Enroll

@ Primary Contact I Add PC

Name: | Country: | Relation: |

Phone: | " Passenger Contact Refusal
@ Passenger Comments [~ Add Comment
Comment: |

Other Information

Bag Tags EY AUH 071506 B Add
Bag Tags 1/15 KG
™ OVERRIDE [
pocs PIGB/5556758/GB/02) AN2008/F/02) AN2020/GHTXOUESGHXEESY MBJQWPETY/LWOHTCNA. . ST SelEiE
DOCA RIGB/PICCADILLY 123/LONDON/SBR 2R1
ET 6072123085082 C03 21AUG V LHRAUH CKIN
PP AE/B503/B-N/BOARD IF DOCS OK
Status Checked-In =7
oK Infant | TMATIC | Travel Docs | Cancel

4.10.2.3 Pieces and individual weight for each piece

Example:
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Additional Options [ = |
Additional Options
Nbr of i Priority Seniority
Bags Weight Seat Gender: Code Date
5-WTWETWE, TWTWT MS 2 - Check-In Bags —— [ I
Individual Bag Weight
S-WTWETWE, TWTWT MS
wagt
Bag1: |10
Bag2: |12
Total=22
[~ Need Special Bag Tags D3
* Special BTs Cancel | 'FCEI |
£
[ Additional Options =)
Additional Options
Hbr of . Priority Seniority
Bags Weight Seat Gender: Code Date
5-WTWETWE, TWTWT M$S E * |0,1.12 * | * |FEMALE vl hd I
|
|
|
[~ Need Special Bag Tags Damaged, Vol. Seperation, Pets, Selectee, etc.
N =

=

Check-In Successful

£
—— Z Fiights:

VA 894 on 20AUG2014 leaving from SYD gate GATE at 2100
ﬂt Passenger Details:

5 WTWETWE TWTWT T Seat 19A to MEL

Boarding Pass Issued
Edits:F IB ET ETI

Bags:2 Tag(s) Printed

“ZONE - 3

Bag tags: 307193.94
22 KG

Checked By: SYDSMPH
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Passenger Detail for WTWETWE TWTWT MS Bagtags: 2
Boarding Pass | Offload | Chg Seat |
Check-In | Reservation | VCR | Seat(s): 19A
P
\j?i.'_.:: Frequent Traveler Information [ Add FQTV
Number: | Carrier: | Enroll
@ Primary Contact I Add PC
Name: | Country: | Relation: |
Phone: | [T Passenger Contact Refusa
@ Passenger Comments [ Add Comment
Comment: |
Other Information
[sEGMENT 2 VA 894 T 204UG SYD MEL 194 *F 2F IBET ETI Add
SEGMENT 3 WA 303 T 23AUG MEL BNE 0
SEGMENT 4 VA 175 T 234UG BNE NAN 0 [
Bag Tags VA MEL  307193.10,94.12 Remove Selected
Bag Tags 2122 KG
ET 7952113561504 C02 20AUG T SYDMEL CKIN
Status Checked-In
OK I Infant | Travel Docs | Cancel |

Note The individual bag weight can also be printed on the bag tag. There is a fee for the functionality, as

well as an activation. Please contact your Account Director if you are interested..

4.10.2.4 Checked-in pieces and carry-on weight

Example:
- N
Additional Options [
Additional Options
Nbr of = Carry On Priority
Bags Weight Weight Seat Gender: Code Upgrade
1-QUINTANA, MICHELLE g s [110 W+ B [ = [FEmae -] | =1 T =
il
bl
l
i
i
i
i
i
[~ Need Special Bag Tags Damaged, Vol. Seperation, Pets, Selectee, etc i
bl
]
— =
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Check-In Successful

£
g L Flights: “
PR 2853 on 20AUG2014 leaving from MNL gate TBA at 1100
ﬁt Passenger Details:

1 QUINTANA MICHE Y Seat 5A to CEB

Boarding Pass Issued
Edits:F ETETI

Bags:1 Tag(s) Printed

“ZONE - 5~
Bag tags: 410243
10 KG
Checked By: MNLSMPH

Passenger Detail for QUINTANA MICHELLE Bagtags: 1
Bag Tags | Boarding Pass | Offload | Chg Seat |
Check-In | Reservation | VCR | Seat(s): 5A
—
'l.j_:——:_ Frequent Traveler Information I~ Add FQTV
Number: | Carrier: | Enroll
Primary Contact [” Add PC
Name: | country: | Relation: |
Phone: | I Passenger Contact Refusa
@ Passenger Comments [” Add Comment

Comment: I

Other Information

|SEGMENT |1 PR 2853 ¥ 20AUG MNL CEB 5A *F 1 FETETI L. Add
Bag Tags PRCEB 410243

E Remove Selected |
Carry on Weight I KG -
ET

0792160469168 CO1 20AUG Y MNLCEB CKIN

Cancelled Bag Tag PRCEB 41023830 40 41,42
Seq 003
Status Checked-In

OK I Infant TIMATIC Travel Docs Cancel

4.11 Passenger Details

You can access the Passenger Details page when you select the button Passenger Details from the Passenger
List display.

The Passenger Detail page gives you an overview of the data specific to a specific passenger. In addition to
offering all the options available from the passenger list display such as Check-in, add a bag tag, re-issue a
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boarding pass, offload, change a seat, display the reservation and the VCR, you have a summary of what the
passenger has booked, the itinerary, and all the travel documents entered in the system for this particular

passenger.
1. Highlight the passenger from the Passenger List
2. Select Passenger Details (Alt+P)

Passenger List
h JV 311 DEPARTING FROM YQOT O 16APR AT 1650

l Passanger Peame Mol
uneis: | * {E Dhetaits j} [ on List | Ii"“""ch“"'"“

[ Bag Tags ] [ Boded Pass ] l Crflawd ] [ Chi Saat ]

Sert By R l Firésg Flyds ] [ TIMIDOT]

All Passengers

3. Select OK
4. The Passenger Detail page for this passenger displays.
Passenger Detail for PATEL CMO MR Bagtags- &
Beg Tage | s e offess Eag emt
e = st 20
T
& = Freq Teavader I j Add FQTV
MumBr Carmiar Ervid
@ Primary Contact Acd PC
M Cauntny; Relatisn;
Phane:

"‘___'i) Passanger Comments Add Comment

Commant
Othar Information

SEGUENT 167 11°% JI0CT ALW LHR 288 *F lﬂ'-'r" ETI &P m

ooLs PG LSO WL rAPRI S ] LC S A TIAr I

:ﬂ‘ .:r'.*\q:-'.m u:;n:l 1-'1;6-:.:'.\‘:‘”.“““'. Bemowe Seiecbed

e %

Sisten Crapcind-r

[ 0K ] Igfant Traved Docs Canced

We will talk about the Passenger Detail page in more details under the next navigation label Psgr Details
Shift+F3.

412 Name Not on List

A NoRec (no Record) or a Goshow passenger is a passenger who wishes to be checked-in on your flight, but
has no reservation on the flight. The passenger maybe a revenue passenger, or a non-revenue standby

passenger.
Use the button Name Not on List (Alt+M) when you need to create a reservation for a Norec/Goshow
passenger.

Notes
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o The itinerary you book in this manner will have the segment status code DS (for a Revenue

NoRec/Goshow)

o Always ensure the passenger does show a proof of purchase such as a paper ticket (TKT edit), or an

electronic ticket (VCR number).

e You must be familiar with your airline’s priority codes and use the correct priority code.

« For a non-revenue staff passenger, you will also need to add the seniority date with the format

DDMMMYY.

1. Select Name Not on List (Alt+M). The window below displays:

o
Create NOREC/GOSHOW & Check In
& N0 REC GO SHOAN
A Fught Class Dale Ovigia Do gt ton
BE2 Y n I baber - HLIH G
Check-in
®| &0d TET a0t DOIEIFIITLLAS
Add YCR Mumber
Ada Cogeshang Elight
HWumber o Bags
Peprs Mg Weaghr Priceity oo Sanenriy Date
ol ] ] S
Last Name Pl Ramne [ ]
: LLET (5.1 Female - *l-
oK Cancel

2. Fill in the mandatory fields (they are marked with a red asterisk). In the example above, the passenger has
a paper ticket—as a result, the ticket number is added nest to the option Add TKT edit.

3. The options are:
Check-n
Sid TET eda
| Add YCR Mumber

¥ Add Codeshare Flght Aln"

-

Flight *

Coupon Nbr:®

Class

o Option Add TKT edit (Alt+A) — use for paper ticket
o Option Add VCR Number (Alt+V) — use for electronic ticket
o Add Codeshare Flight (Alt+F) — use for Codeshare flight number.

4. Once the passenger’s name has been added, with the mandatory options, select OK.

5. You may get a reminder for adding travel documents.

a VWERIFY TRAVEL DOCURIENT DATA, THEN ADD DOV

oK

‘
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6. The passenger is placed on the passenger list after addition of the travel documents.

Passenger List

BEN = 552 CEP FROM AUH ONZ9OCT AT 2300

Line{sf: | [ meswew | [ wmeem |

ormoe 1 #[aman | [ mmr | [ W | [ o
Bealew | PP || e || oo

sortmy | [ [ e | Towlos |

All e
o AT L . L] ik F
Beseraton | | posmmEas | | wem | mewpm | PowEmas; | | gamce

7. The itinerary shows a DS segment status:
ltinerary

Fit Cls  From.-To Date Times Stp Nbr

1l Evossz ¥ AUH-PVG  29-300CT 1100P-11104 0 DSO1E
LDEP-TERMINAL 3 ARR-TERMIMAL 2. DurB.1 hea. 3087 mis Tussday

8. You may check-in from the passenger list, or from the Passenger Detail page.

Passenger Detail for MAI KIM Bagtags: @
[ wmrm [® [ wewrn | [ emew | [ e |
[ o | -
ﬂ-__:'_ Frequent Traveler Information L Rdd FQTY

ﬂ Primary Contact _IAdd PC

Hame: Country: Ralatan:
Phane:

(é Passenger Commans Add Commant

[s)

Cther Information
uT _|rru\'m1mmlqﬂ~ TR ARF | [ -2
PAISYE | T ML L SANCTMA A | e Sewcied

.HE.E.EE

i

Trawel Boes. |  Cancel

9. The passenger is checked-in and placed on the priority list.
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Checked-In to Priority List
Ly
EY 257 00 ZRO0CT2013 kearving from AUH gate at 2300

.‘_F‘w Details:

1 A K Y Seat 158 10 PG
Boansng Pass 5sued

EansF T DO DOCT TET Tl aFF

N Bags

EPASSEMGER OM PROCRITY LEST

[ =

TR LIiras R NTRSAT

10. Display the priority list:

— Tims WU ETD
Priority List BB £v 552 oer FROW AUH O 290CT AT 2300 50681
& ALcommodate + Line Humbers]: Seat
Feefigrn by Line
ater All Pagaengers: || Srigin: [
Righom by Goat Hotw Clans!
At Gleat B3g Tags SR Counts Enge Datads
Avall: Fuf Ju3f Yol 88 | Unaccomidvail 0./ 232
b Last First Mp o C BC Seal Bs Coe Ean
18 Kl -G T WS R DT
Reservabon A5d Edis YOR Feew List Cancel
4.13 Group Check-in

A group is more than one passenger booked in the same reservation. The group code assigned to a group is
always two letters, followed by the number of passengers — example: AB3 means group code AB with 3

passengers.
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1. From the passenger list, select one passenger in the group, and select Group Check-in (Alt+G).

Passenger List

o= -

Lineqs):
or Riog:

Sori By

1 KOANALGH]
2 KOWALSK
1 WUELLER:
4 MUELLER

DEP FROM AUH ON 300CT AT 1030

JAN UR
JAN UR
JEFFREY Ang
LINDA ACZ

Hage tist

=
Ddfesd 1Cng Gasl

Freg Fiyer Travel Qocs

All Passangars: CountsF, J, Y-6

0 51 0B FETETI E
0 ¥ Bucereren G
o B caen [
o of BT r

2. All passengers belonging to that group now display.

Passenger List

BN =Y  DEPFROMAUH ON300CT AT 1030
Line{sk

Al Passengers: CounteF, J Y6

1 EUELLEH
T UELLER LI, AEY #E

NFFRLY REry

3. Select the passengers and check-in.

Funerngr Ve bt
oF Riee: Cyeciin atain i Srup Checnin A
Bag Tmgm Bowrd Puwn Offomd Cre Zead
Sort By - Frag Fignr Traral Qecn

Note If the group members check-in separately at different times and at different check-in counters, display

the passenger by name and check-in by line number.

4.14 Bag Tags

Usually, you indicate the number of bag and baggage weight at the time of check-in and the system issues

automatically the bag tag(s).

Passengers who have checked-in either online or through the automated kiosks still need to come to the counter

to check-in their bags.

Use the function Bag Tags when you need to work only with bags. There are many options under Bag Tags.

Note
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1. Select passenger and select Bag Tags (Alt+T)

Passenger List

BBl =v 101 0EP FROM AUH ON 300CT AT 1030
Line(s): T pmesenge T dambe [
Senos — = s cer
[ wrm | [ ome | [ ouse

sort By |- | Fearye | TewiDees |
All Passe : Count=F, J, Y-8

4 KIOAAMAL S8 Japi WR e [} Sl 5s ol FET BT TS F
T KOAVALS3] Jap WR ) [} \"'&uuurusn F
3 MUELLER JEFFREY Ao e [} ‘ SR ET F
+ MUELLER LIND& Mz e * % camn F
& REGGIE TEST . 1 BT F
& BEREMD HAREN M3 S 150w Hf:“mmmm F 7
2. The Bag Tags window displays:
Bag Tag Funciicns “
Bag Tags
Select Option: CrawiFush Baed Thas Ao Fat Did plivabie
) A Cre Bag Tag(s) -
W |ssue Automated Bag Tag(s) AQd Rugh Bag Tag{s)
CF Aisd Manieal Bag Tag(s) o Rimowe Crew Bag Tag(s)
Bemone Bag Tag(s) Remowe Rysh Bag Tag(s)
© Change Manual Bag Tag(s) ) Change Todal Bag Wesght
.| Short Check Bag
Rirline: EY
Flight * 101

date: 0 omer -

Last Name: * BEREND:

HEr of Pagrs:

| came

All options under Bag Tags are fully explained in the Bag Tags (Shift + F7) section of this training document.

4.15 Board Pass - Reprint Individual Boarding Pass

Use this function from the Passenger List window to reprint a boarding pass.

Passenger List
ﬁ-_ JV 311 DEPARTING FROM YQT OMN 1BAPR AT 1650
Line(s): | «| | [ s | e cracn
Bag Tags ¢ Board Pass !) [ omoan | [ chogeas |
Sort By Lv] [ Freg Fhyer ] [ Travel Qocs ]
All Passengers
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When you select Board Pass (Alt + B), the system issues a new boarding pass with the original seat number
and the following pop-up window displays - example:

x|
Update Passenger Detail: Display
v =4 JUARR WOT 1630 TwM -
1 AFFLE IOHM ¥ YAH OFH*F ME H TET WCHE
= WENSLRE PASSEMGER WEETS DESIGNATED ExXIT RiW CRITERIA

Notes
* There is no limit to the number of boarding passes you can print using this function.

* Only boarding passes for the current flight in process will be issued. Downline boarding
passes will not be issued.

Caution Ensure your boarding pass printer is fully loaded before you reprint many boarding passes at the
same time.

416 Offload

Use this function to offload confirmed or standby passengers. Several options are offered under Offload.

Display the passenger list
2. Select the line number of the passenger(s) being offloaded
3. Select Offload either with a single click or using the keyboard combination Alt + F.

Passenger List
M WS 9565 DEP FROM YYC ON 13JUM AT TOOA

et iy s D

Bagla | [ powaras | | oo | e hg e

Sort By -| Frag P | Trawwl Cpsa
All Passengers: Count=T-T

4. The Offload pop up displays and the selected line number will auto-populate:
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DMiad mnd Firtun Seats By Line Number |

Offload and Return Seats by Line Number

Lins NumEer{s): 2| -
[l Remove Passanger from Prionity List
[l Dfftead Sexts and Cancel Bags
|| Otftoad and Return all Seats Downline and Cancel ANl Baggage Details
L omead and Return all Seats Dewnling
| Ratain Seats Override - Offtoad or Remava frem Pricrity List Only
[ checked Bagis) Still Onboard Alreraft

e ] [ gome ]

5. Select the option that applies:
Remove Passenger from Priority List

Offload Seats and Cancel Bags
Offload and Return all Seats Downline and Cancel All Baggage Details
Offload and Return all seats Downline
Retain Seats Override — Offload or Remove from Priority List Only
Checked Bag(s) Still Onboard aircraft

6. When you select OK, the passenger will be offloaded.

— = I
Update Passenger Detail: Display
Wi BG5S 1l v GATE Th0a TH -+
5 DIMYZFURE  DIRYE F YEG F o

The offloaded passenger no longer has a seat assigned.

Passenger List
M W3 165 DEP FROM YYC ON 13JUN AT T00A

unegsy: | | creen | e Cent
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Bl | BowaPest | omosi | [ oems |

sortBy | [] | Pehwe | [ Teesilwes |

Al Passangers; Count=Y.-7
3 AFORA ANANIFA MIES e F 0 ren v
2 CHALMERS TEST M3 e & 0 ren ¥
3 DIFVZFLREL TPVIF DT i P [ 0 wentnrnszen ¥
A TEETALA, TN Ih ¥ 0 ren ¥
aTESTO AHEMARIE Wil TS @ [T ¥
6 KOTREMCS MOTREHCOF MR vEe w IF 0 W FREHFREE BRI ¥
¥ SHREE T s v ¢ 2E 0 FFRCHET ¥
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417 Freq Flyer

Use the Freq Flyer function to add or search for a frequent flyer number.

1. Display the passenger list

2. Select the line number of the passenger(s)
3. Select Freq Flyer either with a single click or using the keyboard combination Alt + Q.

Passenger List
MY WS 165 DEP FROM YYC OMN13JUN AT T00A

- Wt

Line(si: * Chehn E*H‘W..; ':ﬁu | [ A
Eiap Lo Bioard Pasa l Do ] | irg e

Sort By [«] [ rearwer | | g |
All Passengers: Ceunt=Y-7
1 ARGES, ARIAMTICA WS LT 0 FET

The Frequent Flyer Number window displays:

. .
Frequent Flyer Mumber
Fragquent Fiyer Numbar; * 3215784
Carriar; *AC
oK + . Search | Cancel

Add a Frequent Flyer number to the passenger. Input the carrier code only if the number is with another carrier
that has a Frequent Flyer joint program with yours.

4.18 Chg Seat - Change Seat Within Cabin

Use the Chg Seat function to change a passenger’s seat within the same cabin.

1. Display the passenger list
2. Select the line number of the passenger(s)
3. Select Chg Seat either with a single click or using the keyboard combination Alt + S.
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Passenger List

Lnwisg 7

[ sertmy |

1 AROR
2 CHALMERS
3 DibREF Uil
4 KIS TALA
aTEST O
a8 ROTREHGD

W0 DEP FROM YYC ON 13U AT TO0A

— o
Chpchk-n | Dotats | onList | [ D ]
| Eelmm ] | bpadPus | Cfficasd | [ cages e
3 | Fegfes | [ g |
All Passangers; Cownts'y.T
AU NS s [ ¥
TEST NS vid @ 0 rEn ¥
DithTF LROF MR i F B i eRzH FRET AT ¥
BLEHA W3l i P 0 rEm ¥
ANNMARE WSS ] 0 FETI ¥
YIS M 0 MPECHPFARTET L)
L [

RIOTREHCOF R

Training Guide

Chgfa)e SEals wether Caben E
| Change Seats within Cabin

Current Seatis * [EE
| | | | | |
Naw Beanji)

¥

Lx]

D B = S B L RS =
BEEEEBEBEBRS >
BlDECEBaBREsE @
BEEBEdBEBEBEBE B8

PR e |

=2l

SDDDDDDD
Eﬁﬁﬂﬂzgﬂha-ﬁ-ﬁqmwmmhwu—

TFOO0DODODDE
TROODODDODDDODE
2 00DDODDD0DB
e200D0DoD
SSODDDDODD

[X]
=

Select a seat available on the seat map, in the same class of service.

i

Change Seats within Cakin

Change Seats within Cabin

Current Seat{sy = 136
| | | | | |
Hew Seatjs): * 134 -

Input the current seat and the desired new seat.
Select OK.

The graphical seat map will update automatically to show the new seat as assigned and the current seat as

available.
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The current seat cannot be a Pre-Reserved seat. It must be the physical seat assigned to
the passenger at the airport.

Caution

4.19 Travel Docs (DOCS / DOCA / DOCO / DOCV)

Use this function to add the travel document information for a passenger during check-in.

Swipe the passport (If your keyboard allows). After swiping, the system will automatically fill in the

Note
Travel Documents window with the passenger details from the passport.

1. Display the passenger list
2. Select the line number of the passenger(s)
3. Select Travel Docs either with a single click or using the keyboard combination Alt + D.

Passenger List
M WS 54T DEP FROM YYC OM 13JUN AT 5004

Line(s): 2 Check-in | B[;au. "u?u:u e otaceh

Bmplwe | | peswess | [ i i esi

= e

Sert By =]

Al Plll!gir‘: Count=Y-3
1 WWILSON JOBH NS YR M 0w T
2 WILEOM EMITH METR VR W 0 W cop san "
3 FIMDLAY BRENT MR w0 W M METETI [

4. If your keyboard lets you swipe the passport, the system will display the name of the passenger.
Add Passport Information

For: TOWNES SHELLEY

Swipe Passport. 'Walt for 'Beep” or 'Green Light' - Then Hit Enter.
or
Press Enter to Manually Input Travel Documentation

s

5. If you need to input DOCS manually, the Travel Documents window displays. You can reach each field in
the window by either clicking with the mouse, or using the keyboard and combination of keys (Alt+ the
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underlined letter).

Tawe Doaumenis i |
‘- Travel Documents for ROOS MARY MRS
Main Documen o) No T
Type: " P-Passport - Igtue Country; * AUS-Ausiala - Teext
M- " STER Hationalty: " AUS-Susialia b Text
Ll Firsi ["%] ey [T Yaa
Hame: " BOOS LAk Birth Date: * 12 | juay || 85
Gender: ° [Famass | Expiration Date:* 5| fusy [« =
Addrens Doels) Add Rgtidunce Add Diitinatian
sutny: {Q Tt Sountry T
Strew Strew
p Zip
Crbver Documaent ) ¥ AddWodify Docwment
Type: () [ |- Mumber: [§ * HCOTY )
Iaise City: (3) " SHICAGD Birth Place: (§)
Charv o] Vau
168Uk Date: (41" 15 | smmser [=] ha Courtry For (7] * s *|  United Arab Emira
[ | % eant Psg Contact TMATIC gancel
Item
Keyboard Combination
Add Main Alt+N
Add DOCV Alt+V
No TIM Alt+l
Type Alt+T
Issue Country Alt+S
Number ALT+R
Nationality Alt+L
Name Alt+M
Birth Date Alt+H
Gender Alt+G
Expiration Date Alt+X
Add Residence Alt+E
Country Alt+Q
Street Alt+W
City Alt+Z
St/Prov Alt+1
Zip Alt+l
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Item
Keyboard Combination

Add Destination Alt+D
Country Alt+Y
Street Alt+B
City Alt+J
St/Prov Alt+K
Zip Alt+P
Add/Modify Document Alt+U
Type Alt+2
Issue City Alt+3
Issue Date Alt+4
Number Alt+5
Birth Place Alt+6
Country For Alt+7

The travel document information you enter here is sent in the Customs List or APIS message, when required,
at Post Departure Control (PDC).

There are four main areas to this window you can check or uncheck:
o Add Main (Document information) — Adds DOCS SSR to the PNR. You can also display a passenger list
with the DOCS display edit code. You can add document information to one passenger at a time. The
default is Passport, other Document types include:

A-Alien Resident Card =
F-Facilitation Document
I-National ID Card

M-Military Card
N-US Naturalization Document

S-Secure Flight | |
T-Reentry Permit-Refugee =

o One more Document type option is available (not shown in this screen capture), for: V-
Border Crossing Card.

o Using the I-National ID Card for documentation is an optional setting that requires
activation. When this option is activated, SSCI will validate the country you input for the
National ID Card against a table updated by your airline.

o Add/ Modify Address — Adds DOCA SSR and enables DOCA passenger list display code. If several
passengers share the same residence or address, you can add that information to all passengers in one
transaction.
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o Add/Modify Document — Adds DOCO SSR to the PNR and enables DOCO as a passenger list display
code. The types of Other Documents are

¥-Visa

R-Redress Number
K-Known Traveler |

o Visa

o Redress Number / Known Traveler are only applicable for certain individuals under Secure Flight on flights
within the U.S. or entering the U.S.

4191 Passport has expired

When you add a passport number that has expired, Interact automatically validates the entry and informs you
with a warning:

T — - =
I
| s Travel Documents for ROBERTS BOB
! Maln Document : :::m:;‘_
| Typs:* P-Passpor T| Issus Country: * USA-Unied Stales ¢ | = Urited States of America
] Mar; * EREE00 Hatienality, * L& [7]  unnted States or amenca
Last Firsl ['T5) Ly [T i i
! sy © ROBERTS BoE Dirth Date: * 01 dursisey [=] aTa
| Gander [N B Dxparation Dyte:" 01 danusey [-] 012
| | Addrans Doc(s) Add Batidance Add Dastination [l

Passport ks Expired, Overnide Expiration Diate?

! e | - [ e
I Typ# Mumb-er
ssuE Gty Birth Plaoe
| D Mo gar
Wiadd ate Cantry Far
| ox | #® | intant ] [_PsgConact | [ Cance
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F
Travel Document

% Travel Documents for ROBERTS BOB
+ add Main
Main O t
alm Do-Cumaen o Mﬂ“:“’
Type: * |P-Parspan =l Bsus Country: * LSA-Unied States ¢ = | rited Stabes of America
T Mationany: * an . a0 STa0e OF AMEnca
Last Firsl Wil Loy Wanir el
My * ROBEATS BoE Birth Date: " 01 darusey ~| 1870
Cendar * [iam =] Dxparstion Oxte:” 01 darwisey [<] mma
| | Addrans Docis) Add Basidance fAidd Dustination i
— i
-’!‘: Passport ks Expired, Overnide Expiration Diate?
Hs | - i8S Cangs
r
F Mo -
oK | - Infant Pag Conlact Cancel

The options to select are either No or Yes.
o The default option to select is No.

o Selecting Yes means you wish to override the warning. The DOCS information is added to the PNR under
Facts:

Remarks

1. H-EE FLETS

2. H-AD4 CHIKN IN

3 OALUTHAZY *I

(f : LMD Facts &

1. U0 55K D0CS

U0 HE PSS SSEEE0E0N LAaM1 97 00T LN 2ROEERTSECE

Furthermore, you may choose to have Interact configured to fully inhibit the ability to override the date and
force the check-in agent to update the passport information correctly before continuing with the workflow.

The error the system will return upon an expired passport will be “Passport has Expired.”

Please contact Customer Care for this configuration change.

419.2 Adding Travel Document Information

1. Check the applicable area or areas of the travel document window. As you check the section, the items you
need to complete for that section become active.

2. To add infant information, select Infant.
3. To add contact information, select Psgr Contact
4. Select OK when complete.

The travel document passenger edits is added to the passenger name on the passenger list:

[Nor - Last First  Grp To  C Seat Bl Bgs Edits PT Sq
[1 |aPPLE MOHW  |aBS |DFW W | . [F |
2 APPLE |MARTY ABS DFW W | | |0 ﬁ |F
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The SSR field of the PNR is updated:

XX FACTS

1.55R DOCS XX HEL/P/US/99999999999,/0s/011AN60,/M/011AN10 /APPLE

S I0OHN

Z.S5R DOCA XX HK1/R/USA/1231 MAIN STREET/SOUTHLAKE/Tx//6092

RECEIVED FROM - PSGR
HD(. HDOBMDE 1506/09APR07 ICOTUN H

You can display the passenger list for these specific passengers by selecting the edits DOCS or DOCA.

e-Uowndraded Fassengers

DOCA-Address Document

DOCO-Other Travel Document

DOCS-Travel Document

DoC-Walidated Travel Documents

ST s amiba oo madbenl Dlos o oo mm

|

419.3 DOCA /DOCR - Address and Residence Information

To add a destination address, go through Travel Docs, or add the edit DOCA.

Display the passenger list

Select the line number of the passenger(s)

1
2.
3. Select Add/Rm Edits
4. Add edit DOCA.

Passenger List

1284 DEFARTING FROM ETE ON J0JAM AT BX0F

Linefa: 1.7
Erdir v nbes andfor ¢
I'.\:.- ST ] '| J_ "_| Tl OfE O Ml Byl of O
M Lt Trps
ET-Eug Tags
R e
Ntz Elaga
e
CHI-Corid

Beseraanen
—_—

o

LR g i) Mnds
CES-A00 AgnoC Yelng Request
Rl Trareel Dige el

D Vakd it e e Trieel Dogumendy
CMComments
PPy Ll Ehiniich

e

HE e L O

Pt

() - -

AddRemaove Passenger Details

g e

Frives [

milar Wame Lia
[

Cancel

5. Fill out the information once for address and residence

Training Guide
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ﬁ. Travel Documents for BOWEM DEMIS
Muis Diadaraarm
Addrass Deals) < Bl Rt ra o < Rl Cadoin atiees
Courary: * B8 I an—— T
Stradt Sreeat ¢ VN AR ITRERT
City: Dty * BEMTOH
StPrev StFrow: * THEAS -
Tp: T
Trhar Dagumen
[_ ] pitant | Pap Congar Cancel

Note You can make the Residence / Destination information mandatory. Contact Customer Care for
activation. If you activate this option, the system will check this information when you perform the
Verify Documents (edit DOCV or DCVI) transaction.

4194 DOCV/DCVI-validate Travel Documents

There are times when you need to manually validate or verify the travel documents, comparing the physical
document with the information that has been entered in the computer.

Validating the travel documents results in the edit DOCV (for adults) and DCVI (for infants).

Note Your carrier has the option to activate the edit DOCV and make it mandatory for all check-in

transactions on an international flight. For activation, contact Customer Care.

During check-in:

1. SabreSonic Check-in determines if APIS documentation is required based on itinerary.

4.
5.

When APIS documentation is required, SabreSonic Check-in determines if the DOCx data exists.

If your carrier requires Documents Verified (DOCV) and the edit is not present, SabreSonic Check-in
returns an error message notifying of the DOCV requirement: “Document Verification Required for Check
In7ﬂ

Go back to Travel Docs and add Passport information.

Once DOCYV is present, the check-in process automatically continues.

To set the DOCV/DCVI edit:

1.
2.
3.

Select the passenger from the Check-in (Shift+F1) or Passenger List (Shift+F2).
Select Add Edits
Select DOCV or DCVI edits as applicable
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Type
CHOD-Child |-

Ch-Comments

M- Prionty List Remarks

PR-Preréserved Seals

TET-=Tickafed

BLMND-Blind

DEAF-Deal

WICHR-Whealthair f Can Stairs, Can Walk
WCHS-Wheelchair f No Stairs, Can Walk
WCHC-Wheelthair f Cormplebely inmiobile w

Action: () Add O Remove
enter edif codes manually separated by spaces

DOCY DSV

4. Select OK.

419.5 APIS Address for Multiple Passengers

APIS- Advanced Passenger Information System — destination address is mandatory when a non U.S. resident
enters the United States.

At check-in time, you may add the address information for one passenger at a time, or for a group PNR with
two to eight passengers, you have the option to let the system apply the same address to all passengers.

Note This functionality must be requested and configured by Customer Care.

Example:
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1. Passenger Murzin travels on an Italian passport. You add the destination address:

[ [
%«, Travel Documents for MURZIN DOM MR
4| fdd Main;
Maln Decumaent
4 fdd DOCY
Type: " P-Pagigad =l Issue Country: * ITA-Rily Iz Laly
Nbr; * B7E5432 Matignality; * FTARaly [=] Laly
Last First Wi Lriry Wi e
Nam a; * MURDMN DM MR Birth Date: * 30 Aol =| 5
Gender; " Male q Expiration Date:” 20 apn T FiL
Address Docls) 4 Add Residence + Add Destination
Country: * A [=] oy Country: * UEA (2]  unieed Seates of ame
Streat Streqr " T8 INDEPERDENCE WAY
City: Gity: * BEDFORD
StProv; StProwv: * TX :.
Tip: Tig: +*
Orther Doecumant AddMedify Document
-
e ¢
Dhar Monih 'l
Issue Date Country For
| o] Psg Cortact | [ gancel

2. Since passenger Murzin is booked together with another passenger, the system asks you:
]

Apply to all passengers nol havang & desbnation

/(! address?

Yes -+ Ho Lancel

3. If you select Yes, a banner will display while Interact works to accommodate the request

Update in progress: 1 passenger of 2 ... Please Wait.

4. Upon a successful update, the same address will be applied to both passengers in the same booking.
Notes

o The system applies the same destination address to those in the PNR that do not yet have a destination
address in the field.

« If one passenger in the group already has a destination address, the system will leave that address and not
overlay it with the new address. It only applies the address to the passengers who do not have an address
field filled out yet, and who are traveling in the same PNR.

Caution Appling the same destination address — DOCA- to all passengers in the same PNR only works at
check-in time. It does not work during the reservation process of the PNR.
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419.6 TIMATIC Autocheck

You have the option to activate the Timatic AutoCheck functionality. Once you have requested activation and
have established a contract with service agreement directly between you and IATA, Timatic AdutoCheck
automates the document check process at check-in time, either by agent or through self service kiosks.

The call to Timatic is initiated at the moment you swipe the travel documents and / or you add the document

verification edit DOCV or DCVI.

Please refer to the lesson Timatic AutoCheck for details.

4.20

Passenger List - The Bottom Task Bar

The bottom task bar of the Passenger List window has six buttons:

Button

Description

Reservation (Alt + R)

| Reservation |

Add / Remove Edits (Alt + A)

| Add/Rm Edits

l

VCR (Alt + V)

| VCR |
New List (Alt + L) | Newlist |
Print- (Alt + -) PrintyEmail- |
Cancel (Alt+ C) ’ Cancel ]

4.20.1 Reservation

With the Reservation function, you can access a passenger’s reservation quickly.

1. Display the passenger list
2. Select the line number of the passenger(s)

3. Select Travel Docs either with a single click or using the keyboard combination Alt + R.

Beservabon

AdaRm Edits WCR

M LI

Pint-

Cancel

When you select Reservation from the Passenger List window (Alt + R), the PNR displays in a window:

Training Guide
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Reservation - BJIMYH
<5l Bl
Mamea - Lk
(L1 sty
Bl - DELAYRSENT M9 |
i
Spet Feguirily
Trweni Doy
1#wa Jnach . Jegui
Lo Thnkening Prang
i® O e Ta Dars Tesi Sy 4 T8 LR
1 WRESIT O - T 9 rean & T TH WG BG4 5071 FIDLAD Y450 750 LN (1 ) TDLASDRT T M
Lokam s TR, G | 71 o, TT
¥ L0 bJld T T chmde 1
1 A L L TR O
Tosk
LT Ao BT P Ao 71
-] CrEgE s ) T Hore L -
Contact Addrras fof.
— .
F
Recalved From - em 13JUNTE of SEMEIYYC
[ e ] Fis aany dore, Ciasms P Bag mfo iy el

4.20.2 Add/Remove Edits

Use this function to add or remove passenger edits (Alt + A).

This is the same function that has already been discussed in the Check-in (Shift + F1) label.

[ eseravon | [Capammeons ] [ wr ] [ wewws ] [ e ] [ cowe ] |

1. When you select Add/Rm Edits, the following window displays:

Aedd Fueresce Passenger Details ]

Add/Remove Passenger Details

SelEct one oF more bypes of Getail from Bt or

Type *

M ATTOPERSONAL ATTENDANT . W
BERV-BEREAVEMENT TRAVEL .
BT-BAGTAGS _

I EW-EAS WEIGHT | |

CW-CARRY ON WEIGHT

(CARS-INF IN RESTRAINT SYSTEM

NE-NOBAGS

INF-INFANT

CHO-CHILD

KIDE-KIDS

LISNR-UNACCOMPANIED MINOR ,

MHS= AR ANHOC WETTIRG BECLIFST | =

Action: @ Add Bemave

enter edit codes manually separated bry spaces

E
2. Select the Edits

3. Ensure you have the correct action — either Add or Remove
4. Select OK.
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4.20.3 Edits

Edits are qualifiers that apply to specific passengers.

4.20.3.1 CHD Edit

o SabreSonic Check-in automatically adds the CHD (child) passenger edit if a CHLD SSR message exists in
the PNR. However, the addition of a CHD edit does not place the SSR in the PNR.

o The edit code CHD is automatically applied to a passenger if the passenger name in the PNR has an
associated SSR INFT OS (Infant Occupying Seat).

4.20.3.2 IR Edit

If your airline uses the Enhanced Synchronization of VCRs functionality (or ESV), you have the edit IR from
the list of edits that can be added or removed for a specific passenger.

IR means Irregular Operations — you can choose to apply the edit IR to a passenger whose VCR is out of sync,
and the check-in is inhibited because of it. With the edit IR, you are overriding the check-in inhibit.

Note The IR edit is restricted to users with the EPR keyword SELECT. You can further restrict it to
personnel with duty code 7. Please contact Customer Care for activation.

1. Select the edit IR and Add:

Add/Remove Passenger Details

Sedact onee or Mmone types of cetl frowm list or
Type +
USFF-FOREST FIREFIGHTERS EMPL BY AUS FED -

USPE-PERSONS UNDER ARMED PROT ESCORT O
WOHRLWHEELCHAIR 7 CAN STAIRS, CAM WALl
WCHESWHEELCHAIR f MO STAIRS, CANWALK
WCHC-WHEELCHAIR / COMPLETELY IMMOBILE
WOOB-WHEELCHAR MWHEELCHAIR OMBOARD
WICMP-WHEELCHAIR f MANUAL POMWER
WCED-WHEELCHAIR / DRY BATTERY
WEBWAWHEELCHAIR FWET BATTERY
VMD-2DULT VERIFIED ID

VIDHMFANT VERIFIED ID

AVER-REMOVE VR DATA

R-Irrequiar Cperatsons w

Actien: & Add O Bemove

enter edt codes manually separated by Spaces

IR

: [ Cancel ]
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2. When you select OK, the drop down menu prompts you for the reason of the IR

Irregular Opearations

Action: ™ & Add IR 1o entre flaght O Bemo IR frorm Sight

Reazon: * ||

MC-NAME CHANGE OR MODIFICATION

[ rommms [ ]

SBO-5TANDBY SAME DAY

[TPD-TKT DATE PRIOR TO OCTOS

Example of a successful transaction

Update Passenger Detail: Display

TEST OME IR L
“UFDATE COMPLETE®

T

And the passenger list also shows the added edit:

Pazsenger Harne Mol
Line(s): 1 * I Details l l on List l [ oL bz 20 ]
[ iBag Tags J | [Board Pass ] | Ofload ] [ Chp Seal |
Enter ine nbrs andfor range of e nbrs Separated by commas
For ex ample, 1, 3. 510, Or chck on YOUr Selectons: | Frag Flyar ] [ Travel Docs |
All Pagsengers: Count=Y-3

Hbr Last Fiirst Grp T C  Seat [H] Bygs dits PT Sq
i |BOVVEN DEMIZ  AB2  PHd [ |2A I |a TKT |F |9
3 |BOVVEN BRAD AE2  PHY Y 2B [ 0] [T F |4

Note The IR edit will cascade to downline connecting segments.

For more information on ESV, please refer to the module ESV on the community portal.

4.20.4 SMEdit

The edit SM means Special Meals and needs activation.

e Once you have activated the SM edit, you can use it to add a special meal request during check-in time.
The information will be added to the PNRas a SSR edit.

e You can add the SM edit code before, during or after passenger check-in, as long as the flight status is not
CLOSED.
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o One SM edit code is allowed per passenger. In case the passenger is traveling with an infant, you may
request one extra meal for the infant, and associate the meal to the adult.

o The SM edit code is allowed for all types of passengers — F, P, S or E. The only restrictions are those
established in the Meal code table with the exception of the lead time value as that value will not be

considered when the request is placed via SSCIThe .

e You can add the SM edit code to a specific city or multiple cities on multi-leg flights.

4205 Steps to add the SM edit

Note You can select up to ten passengers from a passenger list and add the same SM edit to all.

1. Select passenger from passenger list.
2. Select Add/Rm Edits

Add/Remove Passenger Details
Select one or more types of detail fmom Bt or

Type

|‘ PR:FRERESERVED SEATS ] -
R-STRETCHER GENDER
Rit-Frionty List Remarks
[RM-PRIORITY LIST REMARKS
(SC-Security Check
[SC-EECURITY CHECK
[SM-SFECIAL MEALS |
SP-Selecter Passenger (Frofie) L
|SP-SELECTEE PASSENGER (PROFILE)
STCR-STRETCHER
|THT-Tickated _
TKT-TICKETER -

Actien: @ Aoo Remave
efiter edit codes manually separated by spaces
=]

[ gancel
I

AddRemave Pastenger Details r g

il Spercial Msady §
k s

Add Special Meals

Bpacial Meak B
Muilti Leg Flght - Specify City Mead Will Be Served From
=& cityceds:
City Coda:

City Cada:

o [ ance
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a. From the drop down menu select the type of special meal requested.

b. For multi-leg flights, you have the option to select the departure cities where the meal will be served
from.

c. Example of successful SM edit addition:

Update Passenger Detail: Display
i W i -

—LETL

4. The PNR reflects the addition of the special meal:
[= EY Facts

. EY SSRFPML UD 0BT 2TNOVIALH et
(1.1-SPECIALMEAL MR)

5. The Passenger Details page displays the special meal:

Passenger Detad for SPECIAL MEAL MR Haghagn: O
- L S -——r— ot ol
oo o
-'-"":_ Fraqasnt Travalar lnfarmatian Add FQTY
Wumber Carvier; e
@ Frimbep Dartii Addl PC
hame Caurtry Ralatian
L
_j) Faunangir Cammsnos B Copmant
Commant l
[
— U e AR P A e
Errve tireuied
e o Trared [cs o

4.21 VCR

Use this function to display a passenger VCR from the passenger list.

1. Display the passenger list
2. Select the line number of the passenger(s)
3. Select VCR either with a single click or using the keyboard combination Alt + V.

Reservation | Add/Rm Edits | VCR NewList | PrintEmail | cancel |‘

When you select VCR (Alt + V), the VCR for the selected passenger displays:
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Virtual Coupon Record

Mumbar: G307 1680452371 Name: FINDLAY/BRENT MR
HNbrof Cpns: 2 Craatedd: 1200HT2 Isswad: T300H12 PHNIRC BN H Typa: A0T
L) L&) Al e C Dep [ Ta Nivee [ 8] Fix St FF bags
all = TRAN L3 Ve L) Ly b CEM 1
G [ B MM " Y Him o o o
[T REE
Fare irfa
Base: CAD 42500 1425CA 2816 NG TTB0NT Total: CAD 545211
Fare Cafc

SC WE WVWRZNA B0CER WE WC2 14 000ER CADIIE DOEND

] 225340485829 Auth. 20008E
; IZUNID at YYD TO by 53
EndorsaRestrict NONREF - FEE FOR CHGACEL

Taur:
Remarks:
By ) |
Il Meary LT (= L [ Historsy = ]

4211 Select VCR from Passenger List

When more than one VCR is present, the Select VCR from Passenger from List pop-up window will appear
on screen. In addition, the Sabre response appears as shown here:

GB-4Y13AUGHNL-IRELAND1/2@F/N-ISLANDS/1Q@F/N
MULTIPLE VCRS FOUND THIS FLIGHT

IRELAND/KILLARNEY

1 1732107254113 1 OK HNL/ LAX TT
2 1732107254115 1 OK HNL/ LAX TT
ISLANDS/CANARY

3 1732107254114 1 OK HNL/ LAX TT
4 1732107254116 1 OK HNL/ LAX TT

USE GV- ENTRY TO SELECT VCRS TO USE

> Select VCR Passenger from List

uine Numsers: [ B ¢

or

Line Number Range: I_ . l_
[ ox | gancel

1. Input Line Numbers or Line Number Range
2. Select OK.

Example of a succesful check-in once you have selected the correct VCR:

4 PsgrLists (Shift+F2)
Training Guide 82 Confidential and Proprietary Sabre Airline Solutions




>Check-In Successful

gt Flights:

HA 4 on 23ALGH004 keaing Trom HNL gate J000{ at 320P
“l‘l‘lllﬂiﬂ' Dutails:

1 IRELAND COUNT F Seat 3

Boarding Pass lssued

EQRs TT

EBags 2 Tag(s) Printed

WCHECK FARE PAD™  ADD COLLECT MAY APPLY

Chiecked By, HMLSDKD
& SELECTEE PEGR e

- § = =
- Detaits Resenation

4.22 New List

Use this function to select and view a different passenger list.
Reservaton | | adeRmEats | [ wer | [Cmewlst | | Pt | | cance

When you select this option (Alt + L), the Display Passenger Lists window re-displays so that you can select a
different list.

Display Passenger Lists

Flight: * Y [i2 Date: o5 | august vl From: [HR To: class: [
By Last Name(s): " | L |
or © By Name (8)

By List Type: ¢ Priority List (PALL)
 Without Boarding Pass (XBP)
 With Boarding Pass (BP)
" Not at Airport, With Boarding Pass (XAA/BP)
© With Bag Tags and Not Onboard (BT/XON)
At Airport and Not Onboard (AA/XON)
 With Outbound Connections (OB)
© With Inbound Connections (IB)
 Confirmed Revenue (RV)
 With Seat or Boarding Pass but Not Onboard (BX LIST)
 with Bag Tag(s) (2)
@ Al Passengers (Q)

AA-PASSENGERS AT AIRPORT i’ XAA-NOT AT AIRPORT ﬁl
AC-ADD COLLECT XAC-WITHOUT ADD COLLECT
AE-ANCILLARIES XAPP-ADVANCE PASSENGER PROCESSING
APP-ADVANCE PASSENGER PROCESSING Ll XARMD-NO WEAPON CHECKED OUTSIDE THE B... Ll
@ B ’
o] having all of the selected options (AND)

€ having at least 1 of the selected options (OR)

Edits: |

Sort By (J): -

[ Print / Email List

OK I Previous List | Reservations Cancel
Info Lists (k)
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4.23 Print

Use this function to print a hardcopy of the PNR of the selected passenger, or email the PNR to an email
recipient.

Click the button Print or Alt+-:

Reservation | Add/Rm Edits | VCR NewList | | Print/Email- | Cancel |‘
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Passenger Details (Shift+F3)

Use the Psgr Details label to either display passenger information by seat number, by name, or by line number
from a list, or to add or remove an edit by seat number.

To access the Psgr Details, select (Shift + F3)

Psgr Details
Shift + F3

The Passenger Details window displays on screen:
[ Passenger Details #

Passenger Details

Salect Option: *
@ liew Passenger Details by Seat| wiew Eassenger Details by Line -+

senger Detalls by Name Aod Edit oy Seat

Eemdve Edit by Seat

Airline / Flight Y5 547 From: Date: 19 | June r

Seat Numbar: *

O _ Cancel

e You can select from the following options:
o View Passenger Details by Seat (default)
o View Passenger Details by Line

« View Passenger Details by Name

o Add Edit by Seat

o Remove Edit by Seat

We will discuss each option in the following pages.

5.1 View Passenger Details by Seat

When you display passenger details by seat number, you are accessing the passenger’s information page. Use
this functionality when you need to look up a specific passenger -maybe check on a seat assignment, add a
comment, check on baggage, etc.
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1. Select View Passenger Details by Seat (the default)
2. The flight number and date auto populate, if you have dedicated your set to the flight.
3. Input Seat number

4. Select OK.

Padzerger Details g

Passenger Details

Select Option: *
& View Passenger Details by Seat View Passenger Details by Line
View Fassepger Details by Name Add Edit by Seal
Bemowe Edit by Seat

Airline | Flight: o011 Erom: Date: 21 _|oclober [~

Seat Number: * [28H | ¥

Cance

The familiar Passenger Detail for specified passenger displays on screen:

Passenger Detail for PATEL CMO MR Bagtags: 0
Bog Tags - Buriesy Fass Ofess cagdent
— s sout. 204
T Froquent Traveler Inforsat Add FGTV
Humber: Carmier: Erecdl
LB primary Contact Add PC
[T H Coantry: Rdation;
Phane.
[ ; Passenger Comments Add Commaent
"-.-l)
Commaent:
Crther Information
SEGUEUT 1 EE 1 ALM LHA 380 *F 1w FT W BT AP Hod
DO-LS. L Lo A LMD P2 S 2 WD SF Dl S S0 AP IS
T BEFHHED £201 JADET AL HE (3R
bl ALEaVR RBOARG F DOCE 0K Remove Seleched
B i
Satan Chepchpd-i
| O Ipfant Traved Docs cance

5.2 View Passenger Details by Line

When you select View Passenger Details by Line, the system displays the list of passengers in the background
and you can select the line number from that list.

View Passenger Details by Line allows you to display passenger details by line number from a passenger list
displayed on screen.
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W5 347 13JUN TE BODA 73w XON ON LIST L
1 WILSON M YR F OM
2 WILSON M F 0 CHD GARD
FINDLAY 2 YvR 13A*F WNBE M ET DOCV DOCS
DOCA ETI LANG
-
rhssengﬂl)ﬂah ﬁ

Passenger Details
Select Option: *

wiew Passenger Details Iy Seat

Wiew Passepger Details Iy Mame

Bemove Edit by Seat

Alrline / Flight: W35 547

-

Line Number; * 3

D

& view Passenger Details by Ling

fod Edit by Seat

Date: '3 Jure

Cancel

Flight Number- auto-populates from Passenger List display

Date- auto-populates from Passenger List display

When you tab to the Line Number box, Interact displays the passenger list. Input Line number from the

list.

4. Select OK.

The response is the Passenger Detail screen for the passenger you selected.

5.3 View Passenger

Details by Name

View Passenger Details by Name allows you to display passenger details by passenger name.

When selected, Seat Number changes to Last Name as shown here:

Fassenger Detmls
Passenger Details

Selact Option: *

View Passenger Detals by Seal
& View Passenger Detals by Name
Bemove Edl by Seal

Airline | Flight: [Lekk}

i

View Passenger Details by Line
A Edit by Seat

Eram: Date: 31 | |Oclober [

Last Hama: " PATEL|

Cancel

LN

Select OK.

Training Guide

Flight Number- auto-populates from Passenger List display
Date- auto-populates from Passenger List display

Input Last Name of passenger.
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The response is the Passenger Detail screen for the passenger you selected.

5.4 Add Edit by Seat

Add Edit by Seat allows you to edit passenger details by seat number from a passenger list displayed on
screen.

Passenger Detals ﬁ1

Passenger Details

Select Option: "

WiEw Passenger Detais by Seat Wikw P asseny -+~
wiew Passepger Detaits by Name & i Edit by Seat
Bemove Edt by Seat

Alrting / Flight WS | B4T Dxte: 13 | s [

Geat Number; * 134

O | Gancel

1. Flight Number- auto-populates from Passenger List display
2. Date- auto-populates from Passenger List display

3. Input Seat Number

4. Select OK.

The Add/Remove Passenger Details pop-up window displays:

dugd Mamie Parpenger Detaily ﬁ

Add/Remove Passenger Details

Select one or more bypes of detal from kst or

Tipe *

|| AT TOFERSONAL ATTENDANT - L |
EERV-BEREAVEMENT TRAVEL ‘
BT-BAGTAGS

H EW-BLAG WEIGHT |

COW-CARRY OM 'WEIGHT

CARS-INF N RESTRAINT SYSTEM
ME-HOBAGS

INF-RIFANT

CHO-CHLD

HICHE-KIDE

UABR-UNAC COMPAMIED MINOR

NHS A0 ANHD WETTRG REOUIFST.

Action: @ Adg B

BFlEr 0 Codes manualy separabed Oy spaies

oK [ cance

« Select one or more types and ENTER edit codes manually separated by spaces

¢ Select OK.
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5.5 Remove Edit by Seat

Remove Edit by Seat allows you to display passenger details by seat number from a passenger list displayed on
screen and remove the edit code.

When selected, Edit Code appears on screen as shown here:

[ Parrenger Detsily o
Passenger Details

Swlect Option: "

@ Femowe Et by Seat

Airline / Flight: ' 547 Date: 13 | Juw =
Seat Numbaer: * 124

Edit Code; * ©M + HumBar;

o< | Cancel

Flight Number- auto-populates from Passenger List display
Date- auto-populates from Passenger List display

Input Seat Number

Input Edit Code to be removed

Select OK.

A
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Upgrade / Downgrade (Shift+F4)

Note Disregard this section if your airline does not have upgrade capability on your flights. Continue to the

next section on Boarding Pass (Shift+F3).

The purpose of the Up/Downgrade label is to upgrade or downgrade a passenger on a specific flight. In
addition, it will also update the booked count in the passenger counts flight display.

Process:

« If availability exists, the system rebooks the passenger in the new desired class, and issues a boarding pass
for the new seat assignment

« If the passenger holds a pre-reserved seat or a boarding pass, the system performs a seat change and issues

a new boarding pass.

1. To access the Upgrade/Downgrade window, select (Shift + F4).

Up/Downgrade
Shift + F4

2. The "Add collect may apply for upgrade" caution pop-up window immediately displays on screen:

32

=, Add collect may apply for upgrade

it

3. Select OK.

4. The Update / Downgrade pop-up window displays:

Upgrade | Downgrade

Upgrade / Downgrade

Elight Numbar;

Date;

' oK

Current Seat(s); °
Hew Class: ©

HNaw Saat{s) or Type: °

Qrigin:

Destination:

“n

Janwary

Cance|

5. Fill in the information — the fields with a red * are mandatory.

Training Guide
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6. The following pop-up window displays:

- Does add colect apply?

f'J !

Yes | & o Cancel

If you select No, Sabre completes the upgrade and automatically displays the passenger list with the passenger
in his new seat.

If you select Yes, the MISC Sales Mask will be launched to complete the process to collect any additional
funds.

Note Your airline may select a process where the upgraded passenger first goes to the priority list, instead
of getting a seat assigned immediately.

6 Upgrade / Downgrade (Shift+F4)
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Boarding Pass (Shift+F5)

71 Overview

Use the Boarding Pass label to reissue a boarding pass for a specific flight segment.

The system will issue the boarding pass to the destination city as booked in the PNR. On multi-leg flights, you
can specify the board and off points if desired, and the system generates the boarding pass between these
cities.

When you select Boarding Pass (Shift + F5), the Change, Reissue, or Swap window displays:

Change, Reijiue, or Swap lﬂ
Change, Reissue, or Swap
Airline | Flight: = EY 0011| -+
Date: |21 October -

Origin:  1AUH
Destination:
Compartment: |7
Select Option: ' Change Seat within Cabn
Swap Seats
Unseat/ Seat from PALL

Beissue Boanding Pass
Gate Pass

This pop-up is also available from the Chg / Reissue (Shift + F2) label on the Seats Tab and is fully covered
in the Interact: SabreSonic Check-in Seats training document.

In this module we will cover the options Unseat/Seat from PALL, Reissue Boarding Pass and Gate Pass.

7.2 Unseat / Seat from PALL

The Unseat / Seat from PALL function allows you to

« Offload seats of passengers who are on the standby list (such as Non Revs) without having to first display
the standby list

o Onload and accommodate passengers on the standby list without having to display the list first.

7 Boarding Pass (Shift+F5)
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1. Select Unseat/Seat from PALL.

Change, Reissue, or Swap

Flight* B94
Date:* 19 | |August >
origin:  MKE
Destination:
Compartment: ¥

Select Option: () Change Seat within Cabin -
() Swap Seats
@ Linzeatf Seat frarm PALL]
O Eeissue Boarding Pass
() Gate Pass

1

2. Select OK.

Unseat | Seat from Pricrity List

[Fr——
B T 1880 WSP e 008 TIF MEmOMTTY LET
§EB4 CLNTOM BAL AD4T MGG 2

TR CLINTOM HRLA AMY GO G
1 S84 FROMAN STEFM AIET WCO
4B Rl SUUE RELY WSO

Seal Humberh) 1o Rehun

[ Ol ciond Baggs On-Beard

Line numbespy: Sieat Humbeepy
1 184
4 Wl e
= (=)

7.3 Onload and Accommodate

o The top of the window shows the priority list with standby passengers

o To Onload and Accommodate passengers from the priority list, select the line numbers (from the list) and
assign the desired seats. The fields “Line number(s)” and “Seat number(s)” are mandatory for onloading
purposes. In this example, the line numbers are 3 and 4, and the seats are 16A and 16B.

Note Even though the field “Seat Number(s) to Return” is marked with a red asterisk, it does not apply to
Onloading.
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7.3.1 Offload

1. The top of the window shows the priority list with standby passengers.

Unszeat / Seat from Priority List

Beipereie

5V MT 180 NEPHE  800A TIT PRIORITY UST
1 8B4 CLINTON BILL ADEY MCO ¥

I SB4 CUNTON MLLA ADEY WO L]
3"G84 FRIEDMAM STEFH AE4Y MCO 184 1
ACBRE RIMNG  JULIE AEAY WCO 6B 1

Seal Namborfs) o Rebam: = ABA | 188

(=] Checked Bags OnBoard Reason:  * THIS IS A TEST *
Line nemberfy Heat Humbeii);

=

2. Type in the seat numbers you are returning in the field “Seat Number(s) to Return”, which is marked with
the red asterisk. In this example you are returning seats 16A and 16B.

3. Select “Checked Bags On Board” and input a reason in the box next to it, if you wish to keep the bags of
the offloaded passengers on board the flight.

Note If you do not select the “Checked bags on board” option, the system assumes bags are being removed
and adds a BT/NOTON to the end of the entry, indicating bags have been removed.

Example response:

F O (Do TRWIE ek beb
[E L Sxbw | Auiey
*h‘:"" [CTEE | Badavigns |
O R a7 1
5v L
Displry 1 ABE DEF
Shill « F1 ‘ i REH DAM
- : Ex 16a 1 sE0A BE® 3
Chy i R 4 i : K ¥ o : s Q0A AQD &
Shilk « F2 |::'- - gl 2oL AQQ Y
||h::*||::.|lu.-u I sEd ¥ co : ggt igg :
Y ggd  RING WLIE A4 ¥ o0 wooA AQQW
= e = e ; HEESE SSE N
B:H IR
[[ELY MDA AdoM
Shil « 5 nO04 400N
X8ED DOO«

The above screen response shows that the passengers have been removed and the B text field has been
updated.
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7.4 Reissue Boarding Pass

Use Reissue Boarding Pass to re-print a boarding pass.
Change, Reissue, or Swap
Flight * 155
Date: 15 | August v
Origin: H%
Destination:
Compartment:

Select Option: © Change Seatwahen Cabin +

= (o ]

1. Fill in the exact Origin and Destination in the Change, Reissue, Swap window if the passenger itinerary
includes more than one segment. This will ensure the passenger has all of the boarding passes required to

reach the final destination
Select Option: Reissue Boarding Pass
Select <OK>.

The Reissue Boarding Pass window displays:

AN

Select the applicable option:

Specific seat Number

GYL A0S IMRYLAXSBP TS
ug 9 Zimeay  LAX 445F

EVRON EDDY ¥  MIA 1A'F NE M TET
GRANGER MILES L MIA 9ATF NE M

r"-.-'::#e Bogrding Pass
Reissue Boarding Pass

Select Option: -
& Specific Seat Mumber 1{
Passenger Last Name

Line bumben(s) of List Display

g |

Cancel

Passenger Last Name
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[ Beizpge Boarding Pass &
Reissue Boarding Pass
Salect Optian;
S i Seat Number
. BYRON -+~
I S Cancel
Line Number)s) of List Display
[ForT——— |
Reissue Boarding Pass
Salect Qptien;
& Line t Dispilary
-+~

Line numbers must be entered in order with maximuam of 10 ines.
Exampie: 1.3,5-8,11-13,75

T =

6. Select <OK>.

Example response:

GRB/1-2

U0 9 23MAY  LAX 445p 319

1 BYRON EDDY ¥ Y MIA  1A*F NB M TKT
FLIGHT COUPON ATTACHED TO BOARDING PASS BY  HDQ5MPH
2 GRANGER MILESY Y MIA 9A*F NB M TKT
FLIGHT COUPON ATTACHED TO BOARDING PASS BY  HDQ5MPH

Note The reissue process is recorded in Airport Flight and Passenger history, but not in the passenger’s PNR
history.

7.5 Gate Pass

There may be times when a non-traveling person needs to accompany a passenger to the gate, for example a
parent accompanying a minor, or a person accompanying a VIP or a disabled passenger.

The option Gate Pass allows you to print a pass for that purpose.

Note For Gate Pass to work, you must have created a pseudo-fight in your flight schedule.
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r'I:I'm'lge. Resisue, of Swap “1

Change, Reissue, or Swap

Select Option: ) Change Seatwithin Cabén -+

Swap Seats
Linseat/ Seat from PALL
Eeissue Boarding Pass

& Sate Pass

[ cancer |

Select Gate Pass and fill in the information before printing the pass:

[(Creatn Record & Check ln =)
Gate Pass
Flight * Class Data C Origin " Dastination
TEN ¥ a iy -_--I JFE (a3
1=
Last Huma " First Nama
MUELLER HaKE
N - Need EI

Pou Space Teme Limit

Lo ] * [ gance

Note Notice the flight number is a pseudo flight number with destination GTP — meaning Gate Pass. The
system creates a PNR for the Gate Pass customer.
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Standby (Shift+F6)

Use the Standby (Shift + F6) label for all activities related to Standby, such as

o Place a full revenue passenger on the standby list of another flight — this functionality is also known as
Alternate Space a passenger.

o Place an employee traveler on the standby list of your flight

You can access the Standby label from F3 — Boarding, but also from F2 — Check-in.

8.1 Overview

One of the benefits SabreSonic Check-in presents you is the Alternate Space functionality.

Alternate Space indicates revenue passengers who are standing by for an earlier flight, or have missed their
original flight and are standing by for the next flight on the same day. Once you have accommodated the
passengers standing by for an earlier flight, the system automatically utilizes and updates the original PNR at

End Transaction time.

Use the option Place on Standby from the label Standby for any Alternate Space activity.

1. Select Standby (Shift + F6).

Standby
Shift + F6

2. Select from the options:

[ Srandey [m———)
Standby
Airline/Flight: * E6 123
Date: * 14 | June -
Select Optien: *
& Place on Standiry List +
Display Complete Standbny List

Display Complete Standtny List (with History)
Display Unaccommodated Standiy List

Ol | gancel

e

The options are:

8 Standby (Shift+F6)
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o Place on Standby List

« Display Complete Standby List

o Display Comple Standby List (with History)
o Display Unaccommodated Standby List.

8.2 Place On Standby

Access the Standby label with Shift + F6.
[ standy e |
Standby

Airline/Flight: * E6 123
Date: * 14 | [june -

Select Optien: *
# Place on Standiy List +
Display Camplete Standbny List
Display Complete Standbny List (with History)
Display Unaccommodated Standiy List

QK Cancel

e

The first option is Place on Standby List.

The airline code, the flight number, and the date of departure auto populate to the flight that you have
dedicated your set to.

When necessary, edit the flight number to the one you are working on.

8.21 Employee /Non Revenue Standby

There are two important pieces of information you must have when placing a non revenue or employee
passenger on the standby list:

o The priority code assigned to the non revenue - your airline has a list of priority codes called the PRC list.
Familiarize yourself with the most common codes you may encounter at the airport. the code usually
consists of 3 characters - examples: SA1, NR2, etc. The system validates the code against the PRC list.

o The seniority date of the non revenue - the seniority date is a required field with the format DD MMM Y'Y
or DD MMM YYYY. the system does not validate the content- it only looks at the correct format. The
seniority date is the date of joining the company.
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Note Seniority date is a field you need to request the activation of. If your airline does not have this field
activated, you do not see it at check-in time.

When you place an employee or non revenue passenger on the standby list, you have two ways to do so.

o Check-in the passenger, using the priority code and seniority code (if applicable). the system automatically
issues a boarding pass with no assigned seat and adds the passenger to the standby list. - OR -

« Fill out the Standby: Place on Standby List window - only the fields with a red asterisk * are mandatory -

=

example:
rP\ace on Standby List
Standby: Place on Standby List
Class: || From: * MNL |
original Elight: ||
Lasthamets)  Aumberel  Pron
xwone | « 1] « a2z |
| ] |
| ] |
| ] |
| ] |
| ] |
Desired Class: D

To: * HKG |

Seniority Date

| — -
| — -
| — -
| — -
] — -

Bags Weight

ooood
Joooof

Cancel

Carry On
Weight

ooood

Field Explanation

Class First, Business , or Economy (F,B,Y)

From Departure airport

To Arrival airport

Original Flight Used if you are alternate-spacing the passenger
Date Departure date of original flight

Last name Last name of passenger

Number of passengers

Number of passenger

Priority Code

Priority code assigned

Seniority Date

Seniority date in the correct format

Bags Checked-in bag
Weight Weight of checked-in bag
Carry On weight If applicable, weight of carry-on

Note Ensure you have assigned a boarding pass printer since once the mask if filled out and if everything is
correct, the system will print a boarding pass.

Training Guide

8 Standby (Shift+F6)

101 Confidential and Proprietary Sabre Airline Solutions



8.2.2 Alternate Space Standby

Scenario: the passenger has missed the original flight he was booked on and is asking to be put on standby for
the next available flight of the day, going to the same destination.

Note The illustrations below are for example purposes only.
Follow these steps to put the passenger on the standby list for the later flight.

Check that the later flight has seats available.

2. Display passengers’ PNR — the segment that was originally booked is gone since the flight has departed.
Book a segment on the later flight, using the segment status code SB, then end PNR.

Sell Specific Flight
Flight  Class Date Origin  Dast B:'E‘ D‘{'-]’ﬂ';'.“" T","'l.;l"‘"‘"

(¥ other sirknes, nchude code in Might rumber field) {For Charlsr Flghts)

=D ¥ B e « [OR | REP 1 -+

Galect Sell Opton; *

SH - Seandbry =

[ Awite Insert ARMNK

itinerary
Fit Cls  From-To Date Times Stp Nbr

| @M AR1S37 N COR-AEP 24JUN B845P957P 0 SBO1E
L_Dur1.12 nes, 208 miz Thusday

Sudd Change Rebook Delste It Info o

3. Place the passenger on the standby list of the later flight.
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X

StandBy

Standby

Airline/Flight: * AR | -
Date: * 24 | |June w

Select Option: ®
(® Place on Standby List
O Display Complete Standby List
O Display Complete Standby List (with History)
C Display Unaccommodated Standby List

o]

4. Fill out the Place on Standby window with class of service, passenger name, number in party, and priority
code. Add baggage information as necessary.

rF‘Ia':e on Standby List ﬂ\
Standby: Place on Standby List
Class: || From: * [MNL | To:* [HKG |
original Flight: |___ | pate: || I:B
Last Name(s) Pl‘,la:rsn::;:ris Pcr:iggietv Seniority Date Bags  Weight cl:frerivg gtn
ST - Rl e
— e R — T s O o R
— e R — g s A s R
— e R — | T s A o R
—— O 3 | £ e s O e N
— e R — | T s Y o R
Desired Class: ||

&

5. Once you select OK, the system will check the passenger in on the priority list of the later flight and issue a
boarding pass with Standby status to allow the passenger to proceed through security and to the boarding
gate.
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Checked-In to Priority List

L Flights:

or 24JIMI0N0 ke dang from COR gate § at 145
RE Passenger Details:

1 BCWEMN DEMISE M Seat to AEP

Eds:ET

Mo Bags

¥PASSENGER ON PRIORITY UST

Note Should your airline request a fee for the change to later flight you can do so here.

Ticketing/Pricing
.1 T-24JUN-CORSMPH
2 TE 0442115851824 BOWENTD CORSMPH 1604,524.JUN

Price Quote 1:

1 ADTi458.00ARS -FE:N2ZNR
Total:
458.00+82 .84 (tax)=540.84

Exchange Wiew Coupons Refund (z)

RemarksiFacts Sales
Senices

Change Fee
PTA
Excess Bag

8.2.3 Alternate Space - Standby for an earlier flight

Scenario: the passenger wishes to standby for an earlier flight than the one he has originally booked.
Follow these steps to put the passenger on the standby list for the earlier flight.

1. Check that the earlier flight has seats available and is still in open status for check-in.
2. Place the passenger on the standby list of the earlier flight.
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StandBy FXI

Standby
Airline/Flight: * AR .
Date: * 24 Jure |

Select Option: *
& Place on Standby List
 Display Complete Standby List
C Display Complete Standbny List (with History)
0 Digplay Unaccommodated Standiy List

o]

3. Fill in the necessary information in the Place on Standby window — class of service, flight, name, number in
party, priority code, and any baggage details. The most important part in this window is to enter the
Original Flight number, i.e. the one the passenger is confirmed on.

'P\a:e on Standby List ﬂ‘
Standby: Place on Standby List
Class: N | From: * [COR | To:* [AEP_|
| Original Flight: [1537 | | Date: |24 | -+
Last Name(s) P"‘al;’s"::éeﬂrfs frent Seniority Date Bags  Weight cv?"e'i‘;ﬁt“
*|GOELLER = 1] = [sB2 Dl:alj ] ] ]
— R i N — | R s s N s R
— I R — | N L s O s R
— R e I e | L R s A
— R i N — | R s s N s R
— I R — | N L s O s R

4. Upon selecting OK, the system will display the passenger list of the original flight.
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Passenger List
e lthF.ﬁHTING FROM COR OM 24JUN AT 2045
uneis: | *l | Enseaeos | [ g [g-mptnm,m-
| Esglags | | BeadPass | [ cmosa | | chgges
Sart - [reearwe | [Crrveipscs |
ﬂlpﬂuﬁfl‘fl
1 GOELLER AN AP W [ G
| Besarvabion ] AddRrm Edis J | WOR J | Mesww Lt J [ Cancel

5. Select the passenger from the list and select Check-in.

6. The system puts the passenger on the priority list of the earlier flight.

Checked-n to Priority List

s Flights:
AR 15350on 24 JUN2010 lexang frorm COR gate 5 a1 1900

B Passanger Datails:
1 GOELLER SANDY M Seat to AEP

¥PASSENGER ONPRIORITY LIZT

7. At the same time, the system has added the new flight segment into the PNR with the status code DS. After
the flight has gone through Post Departure Control — PDC — the DS segment will drop out of the PNR if the
passenger does not get accommodated on the earlier flight, and the reservation is intact. If the passenger did
make the earlier flight, the DS segment will change into the status SB, and the system will cancel the

original HK segment in the PNR.
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Reservation = ERPNPE
Mamas *
GofLL Rty |

Innevary Ticketing®ricng
= — % ag

% On fremle o Mx
'ﬂ.luc"\r.- W CR.AEP LA
Qoaaww s RPN . Frice: tete 1

108 i T 1 AL DA PR

Tital
A0 0 e e =
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Note It is also possible to check-in a passenger for an earlier flight by using the Check-in mask <Shift +
F1> under the Check-in F2 tab. See the section Check-in for more details for this method.

8.3 How ESV (Enhanced Synchronization of VCRs) works with a DS Seg-
ment

When the system adds the DS segment to the PNR, it will cause the PNR to go out of sync and you would
usually need to do an exchange to put the PNR back into sync.

If your airline uses ESV, you have two options to work with.
o Option 1 - Use the edit code IR (Irregular Operations)

If the DS segment is not in the ESV table as an exception rule, when the passenger’s original flight
passenger list is displayed with that passenger’s name, you need to add the IR edit code to the passenger.
Select the reason for the IR code and add it to the IR window. The IR edit will cause the system to ignore

the PNR going out of sync and will allow you to check-in the passenger to the priority list of the earlier
flight.

8 Standby (Shift+F6)
Training Guide 107 Confidential and Proprietary Sabre Airline Solutions



Add/Remove Passenger Details

Select one or more types of detail from list or...

| Type +

|CARS-INF IN RESTRAINT SYSTEM A
MNE-NOBAGS

[INF-INFANT

CHO-CHILD

|KIDS-KIDS

LIMNR-UNACCOMPANIED MINOR

|EHS-ACE ADHOC VETTING REQUEST
DOCV-WALIDATE TRAVEL DOCUMENTS
|DOCA-ADDRESS DOCUMENT
[DCVIVALIDATE INFANT TRAVEL DOCUMENTS
|DH-DEAD HEAD CREW

GARD-GLARDIAN

|R-IRREGULAR OPERATIONS

|2

Action: & Add O Remove

enter edit codes manually separated by spaces

R

Irregular Operations

Reason: * [WFOAWAIVE SAME DAY CONF 75 -

The flight that had an irregular cporation was:
Alrine: = WS | FitMor® 116 Date: = June K

[ o 1] [Ccance ]

Passenger List
M WS 116 DEPARTING FROM YVR ON 25JUN AT 1815

unecs 0 4 | [ I I I )
[ msprses | [ Beararsss | [ omoan | [ cragen |
- | reegrree | | vowipos |

Hb LA Wi

# DR

o Option 2 - Add the DS segment to the ESV table as an exception

Note If the DS segment is in the ESV table as an exception rule, then the system will automatically
bypass the need for the IR edit code and check the passenger into the priority list of the earlier
flight, and leave the VCR in sync.
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For more information on ESV please see the module SabreSonic Check-in Tables and SabreSonic Check-in
Enhanced Synchronized VCR.

8.4 How DS Segment Works with No ESV

Without the possibility of an IR edit and the ESV exception table, the addition of the DS segment to a PNR
will necessitate an exchange before you can proceed with checking the passenger in to the priority list of the
earlier flight.

8.5 Display Complete Standby List

To display the complete standby list, complete the following steps:

1. Select Standby (Shift + F6)
2. Select Display Complete Standby List

Standby

Flight: * [1569
Date; * [14 August v

Select Option: *
() Place on Standby List o+
(®) Display Complete Standby List
(O Display Carnplete Standby List (with History)
) Dis play Unaccommodated Standby List

—T—

3. Select OK

The Priority List gives you an overview with Total number of passengers on the list, unaccommodated
passengers, and number of available seats.

The column Seat is color-coded:
« (Green means passenger is accommodated and has boarded (note the — next to the seat number)
o Yellow means passenger is accommodated but has not boarded yet - note the * next to the seat number)

o BBl means passenger has not been accommodated.
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T ' cun 65 N R ET AFED 577
17 sac U N ETAFSD 477
15 o B c B N = e ETAFS0 595
1T L - o N S R ET AF50 573 =
OR
Torrss il VD
Priority List DEF FROM JFK ON 215EF AT 325P 1:90:0
& Ariommodss + Line Humberis): et
Rty by Ling
Tranaer AN Pagsengers: Owiginc Dast
Rt Bry Sem Mawr Class:
i oK ] liag Tags SHERANE Counhy Eegr Dwtindy.
' apr  wco M [ ¢ oema. T [E
7 ABd wCo M N woEm  ET |
1 P B W |
1 Az e o B woemL ET
£ AHT  MED U S B woEmm. BT |
[ AHT NGO U B R WOEML ET
] anf MO U [ woEml BT
[ AT MCo U [ MR eoEeL ET ||
4 AN L
0 L L W
11 el wCd U [ O joEEM BT
12 wco 0 [t w (i
[E] Mid M [ R ET
14 - ez wco 0 [ En i
[} i wed 0 [l 'R ET )
18 [ R ET
[ [ @ ET ET
19 - [ T ET
11 Meo o BN N S ET =
[ pesenation | [ asoeses | [ wee ] [ mewum | [ concen |

The Priority List contains the list of standby, oversales, upgraded passengers, and any passenger standing by
for a jumpseat. The Priority codes and the order of display are determined by your airline and will vary

between airlines according to the following criteria:

o Date

¢ Time of check-in

o Priority Classification Code

o Seniority

The line numbers down the left side of the priority list display always remain in sequential order.
Each time the list is displayed, the numbers are updated based on names added or removed from the list.
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You can access the Priority List from two locations on the Check-in functions:

o Psgr Lists (Shift + F2), then select List Type: Priority List (PALL)

« Standby (Shift + F6), then select Display Complete Standby List

8.6 Accommodate from the Priority List

To accommodate passengers on the Priority List:

1. Select Accommodate (the default)

2. Enter desired line numbers separated by commas, OR you can select All Passengers

3. Indicate Seat numbers if desired, or leave blank for the system to automatically assign seats

Note A jumpseat is either IW (for cockpit) or 1X (for cabin). Cockpit (W) and cabin jumpseats (X) show

as boarded automatically when they are checked-in.

Your airline may wish to activate a functionality that inhibits the automatic ON of such seats. Once the
functionality has been activated, cockpit or jumpseat passengers will need to be onloaded as any regular
passenger. Board a jumseat passenger by specific seat number, using either seta IW or 1X. If a jumpseat

rider subsequently deplanes, the jumpseat may be XON’d.

4. Select OK.
L . Tirme wrl E 100
Priority List DEF FROM MEX ON 160CT AT 2130 ST
® * Line Humb#r(s): Seat:
All Pagsangers: Originc Dast
Rithurm fry Seit Haw Class:
. ag Tagh GGRpNF Counts Figr Coataig

Tatxi= 2, Unaccommuodated & vailebie Soats=0111

LIER AR MO | TS

Ll E5AH G O HA®  HE SAC

Example response using line numbers and a seat:
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(=N
v 1518 21JuL MEE 10208 ENT
10 CQERIEN TAMARY ¥ BOS O9F"E NB DOCS
¥ 1518 21JUL MEE 10208 EMT PRICRITY LIST
1 *b1 OBRIEN TAMAR ¥ BOS 9F NEB
£ Dl SPROUSE RANDY W EQS HE

Host Response

vi 1518 TL0m  MeE 10204  EM7 4=
101 GERIEM TAMLEY ¥ BO%  9F“E ME DOCS

e ]

The host response displays in a screen, and also in the background. Additionally, the system displays the rest
of the priority list.

Example response if you select All Passengers:

L B Tima until ETD
Prll:il‘lly' List i’ ¥X 1618 DEP FROM MKE ON 21JUL AT 10204 1:27
@ Accommodate Line Humberis): Seat:
O Return by Ling
& Transfer All Pagsengers: & Origin: o= Dast:
© Retum by Seat Mew Class:
I I | Esgr Detais [
o BC Seal B9 Code

1 OBRIEM TaMAR BOS Y o+ ME D1

i SFROVSE RAMDY BE ¥ ME O
TRALL
L 1518 21J1n e 1020w EMT

1Dl SPROUSE RANDY v BOS 10A®E B DOCS

WALl PASSENGERS ACCOMMODATED
PEIAW

Host Response

¥E 1518 F1lm ME 10204 EMT | L
1ol SPROUEE RAHDTY ¥ BOS L04TE ME  DOCE

e

The host response is in its own window. It repeats itself in the background. In addition, the system tells you
ALL PASSENGERS ACCOMMODATED as a confirmation.
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8.6.1 Priority List - Countdown Clock

At the top right corner of the Priority List pop up window, a clock will indicate the countdown to the estimated
Time until ETD
46:58

time of departure (ETD):

Time until ETD
At ten minutes before ETD, the clock turns yellow and the time starts flashing: 6:47

At ETD time, the numbers turn to red and the time shows in negative amounts, indicating the number of
Time until ETD

-4:50

minutes and seconds that are past ETD:
ETD.

- in this example it is 4 minutes and 50 seconds past

8.7 Accommodating with the Auto Clear Button

The Auto Clear button is a functionality that you need to request activation of through Customer Care. Once
the activation is completed, the button will display on the Priority List.

1. Display the Priority List:

. - Tievst i END
Priority List -Ev 688 DEP FROM AUH OM ITAUG AT 1244 -2:33:48
B AccOmmoding Line Humbar(s): " Seat
ety by Line
Transser AN PARIRNGETE: Origin Dent:
Fsturm by Ses Hew Class:
[ o ] [ awoea Eag Lags SERMNE Counts Eaor Citiass
Avall: JoT§ Yoi ¥ | Unacoomidvad 2/ 136 -+
hiae Last FrH Gp Te  © BC Sedt Bgs Code Edty
1 DA SOLAN A U NE B
7 WORRES AME S (=] U B BN
RESEnvanon Aod Edits YCR B it Cancel

2. The button Auto Clear speeds up the accommodation process. Select Auto Clear (or Alt+T)

3. Upon selecting Auto Clear, both travelers on the list have been accomodated — in this example, they have
seats 6B and 6A.
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Priority List - Seat Planning EY 855 DEP FROM AUH OM ITALG AT 1345

& § Accommodade Al E
& g Acoommodaie By Ling

e Gancel

Ecrd [T i [1]
28 WRRIE BED L] o [ Ha

4. If you select OK, you get a Host Response in addition:

Pricrity List - Seat Planning EY 655 DEF FROM AUH ON ITAUG AT 1348

W 1 Arcommodsyie A
2 Accommodale by Line

Host Response

L4 65k IFAaue MW 1345 In
imk pavis SOLANK W Cal  GERE B F PETC DOCV
S THT TIM
| app
I BN mORRIS T U OCAI  GAME WE W PETC DOCY
OGS oCo TET
| ™

WALL PRSTENCERST ACCmaDATED
FLEIS

| [+

e

5. Then the Priority Seat Planning pop up re-displays with no names left, indicating that all names on the

Priority List have been cleared.
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Priority List - Seat Planning E' 255 DEP FROM AUH OH ITAUG AT 1245

® 1 Accommodate A
2 ActieToate by Life

[ ox  |# [ canew

8.8 Return by Line from the Priority List

Use the Return by Line option to return a passenger’s seat by selecting the Line Number from the Priority List.

1. Select Return by Line
2. Select OK - the Offload pop-up displays:

Accommodate Line Numbers): *
& Retym by Ling

Transter

Fghum by Seat

ok -

Bl Lagt
1 MYLASTHAME
3 CHLDLASTH

Cffiasd and Retumn Seats by Line Number

CHILD

Offload and Return Seats by Line Number

Bemove Passenger from Priarity List| -
| Offioad Seats and Cancel Bags
| Offioad and Return all Seats Downling and Cancel Al Baggage Dataits
| Offtoad and Return ol Seats Downling

Ratain S4ats Ovarride - Offtoad or Removs fram Priarity Likt Only
| Checked Bagis) Still Onboard Alroraft

[ conce

. N | Tiense: uml ETD
Pﬂﬂl‘ﬂy’ List -ﬂ 1016 DEP FROM JFK ON 14JUN AT 830P 45453

3. Indicate the Line Number or Numbers
4. Select Remove Passenger from Priority List
5. Select OK.
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Example response:

Check-ln Successful

iy Flighits:

Passenger Details:
2 ¥ o BOS
BagrD Tag(s) Printed

wRE MOVED F RO PRICIRITY LEST

B6 1016 on 1ARM2012 kearding from JFE gabe GATE o S30P

8.9 Transfer the Priority List

Use the Priority List: Transfer option to transfer passengers to the priority list of another flight. You may
need to transfer if the flight you are working is full and closed, and you wish to transfer all passengers who
were not accommodated on your flight to the next one.

Select Transfer

1.
2. Select OK.
3. The Standby Options:

Training Guide

L ) Time until ETD

Priority List # Y¥ 1518 DEP FROM MKE ON 21JUL AT 1020A -
O Accommodate +* Line Number(s):
O Retym by Line
(@ [ranster All Pagsengers [
O Return by Seat

| I [ Pegr Details ]
1 SPROUSE FLANDIT BOS Y 10A* ME D1

Transfer window displays:
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Transter Date:
Origin:
Destination:

Salect Option:

[ o ]

Standby: Options: Transfer

Transfer Flight * [

(= Passenger By Line(s)
Al Passengers Transefermed

Line Number{s): =

+*

A || June

Fill in the necessary information to transfer the passenger.

8.10 Return by Seat from the Priority List
Use the Priority List: Return by Seat option to return the seat and/or offload the passenger from the priority
list.
Time ustil ETD
Pricrity List # ¥X 1518 DEP FROM MKE ON 21JUL AT 10204 =3:10
O Accommodate 3 St
2 Retyen by Line
) Transter
= Return by Seal
[ | [ _EsyrDeis |

1. Select Return by Seat
2. Select OK
3. The Offload and Return Seats by Seat Number displays on screen:
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rmi d and Returm Seats by Seat hambe W ————

Offload and Return Seats by Seat Number
Flight: » [TT1 £
Date: j
| origin:
“ Dastimution:
Seutjn); " 10
Eemave Passenger from Priosity List
Omesd Seats and Cancal Bags
Offiead and Return all Seats Dewmling and Cancel Al Baggage Details
Oefiesd snd Return All Seats Downling
Retain Seats Override - Offlaad or Remove from Priority List Gny
Specify Oversale Compensation

Che<ked Bag(s) Still Onboard Alreraft

[ g

4. Provide the flight number
5. Indicate the seats to be off loaded
Select one of the following options:

o Remove Passenger from Priority List

o Offload Seats and Cancel Bags

o Offload and Return All Seats Downline and Cancel All Baggage Details

¢ Offload and Return All seats Downline

« Retain Seats Override — Offload or Remove from Priority List Only

Note Use this option when you need to change a VCR status from CKIN to OK, and at the same time you

need to retain the seat that had been issued originally.

* Specify Oversale Compensation

Example response when you select Remove Passenger from Priority List:

Host Response

1535  Fdium R 5 180 735 E

1 LEWIS FARL N AEFP &3

Training Guide 118

8 Standby (Shift+F6)
Confidential and Proprietary Sabre Airline Solutions



8.11 Display Complete Standby List (with History)

Select Display Complete Standby List (with History)

Standby

Flight: * 1563
Date: * 14 | August -

Select Option: *
(O Place an Standby List =
(O Display Complete Standery List
® Display Complete Standby List (with History]
() Display Unaccommodated Standbry List

o]

The Standby List shows the history of the date and time that the passenger was originally listed, along with the
agent’s home station and sign:

Priority List } WL 1618 DEP FROM MKE 08 Z1JUL AT 10208 I"?i:;:l':llé-m
9 hooiymodi * Ling Humbarjs): Saat
. : Al Pagnargers: [ Drigin: Dast
o M Clusa:
[__l | Bigr Detads :

p Te €

[El.'u-'\u:m. i facid Edits ] [ YOR ] [ Mew Lt ] Cancel ]

8.12 Display Unaccommodated Standby List

Follow these steps to display the Unaccommodated Standby List. At PDC time, the system will send you a
warning message if there are passengers who are not accommodated from the standby list.

Note For staff standby passengers, it is important that you transfer them BEFORE before you PDC your
flight to ensure they will keep the priority criteria such as time of check-in, seniority, etc.

Select Display Unaccommodated Standby List
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StandBy |Z|

Standby

Airline/Flight: * 1535

Date: * 24 :JLIFIE' w

Select Option: *
) Place on Standby List L
O Display Complete Standby List
 Display Complete Standby List {with History)
® Display Unaccommodated Standby List
]

The response is the priority list with passengers who have not been accommodated.

From here you can accommodate the passengers, or transfer them to another flight.
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Bag Tags (Shift+F7)

9.1 Overview

Use the Bag Tags label to perform actions related to bags for passengers as well as Crew and Rush bags.

When the action is completed, the system shows the following:

o The PNR is updated automatically with the bag tag information

o The number of bags checked or NB (No Bags) displays in the Passenger Item

9.2 Two Types of Bag Tags and their corresponding characteristics:

« ODBT are printed and given sequential numbers by the Sabre system

On Demand
Bag Tags « They contain specific passenger information including
(ODBT) o Routing
o Tag Number
o Optional information such as Pet, Voluntary Separation, Damaged Bag
o Sine of the Issuing Agent
Manual Bag « May be either pre-printed or generic tags — you may need to manually write the
Tags routing of the bag on the tags.
o Once you add a manual bag tag, the system creates the applicable passenger
edit, indicating the tag number associated with the specific passenger.

9.3 Accessing Bag Tag Functions

Select Bag Tags Shift+F7:

Bag Tags
Shift + F7

The options available are:

Training Guide
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Bag Tag Functions i
Bag Tags
Salect Option: * CrowmiRush Ba) Tags Are Mol Displayab
Add w Bag Tag(s)
B |sgie Aifdimdaded Bag Tag(s) Add '~!l.;;-.'| B Tagis) *
Add Manual Bag Tag(s) Remove Crew Bag Tag(s)
Remove Bag Tag(s) Remove Rsh Bag Tag(s)
Change Manual Bag Tagis) Change Tolad Bag Weight
Short Check Bag
Abrling:
Flight: * |31
Date; 0F Nlo i misar -
Last Nama: *
Nor of Pagrs:
| Ok | Cancel
Passenger Bags Crew, Rush Bags
« Print Existing Bag Tags (activated upon your « Add Crew Bag Tag(s)
request) « Add Rush Bag Tag(s)
» Issue Automated Bag Tags « Remove Crew Bag Tag(s)
+ Add Manual Bag Tags « Remove Rush Bag Tag(s)
« Remove Bag Tag(s)
« Change Manual Bag Tag(s)
« Short Check Bag « Change Total Bag Weight - this option applies to
all bags.

9.4 Print Existing Bag Tags

Print Existing Bag Tags is an option viewable only if your airline selects to have it activated.
To have the option turned on, please contact Customer Care.
Note To use this option you must have the EPR keyword ACSRBT

Use the option Print Existing Bag Tags for the purpose of printing one or more bag tags which a passenger
may have received through check-in on the web or other devices. Web check-in does not print an actual bag
tag.

There are two ways to print the existing bag tags.
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1. With the button Bag Tag from the Pass

enger List

Passenger List
M W5 545 DEF FROM YYC ON14JUN AT TO0A
Parzerger ]
Lnefy: ® I Clckin I I it = ]
=T B [t ][]
Al Passangers: Count=-11
2 BTGNS ANIOATION MY w8 [T i o
1 BNCLAR MEQAN W5 L] [T 1 |
3 ETAMNDEY FRRERT W7 L] T Pt
4 TEBT & et s et TR L 0 mam v |
o BMITH SN TR L T T — '
o GMITH SRITH WH el oW Tl ['] u:liu-ﬁ.l.;n;p--" i
7 PRI EGECH Skl R WA 8 MR e M uoswir i 1z
% WEB OHE MR AR vl 0 TPAT M MCEsRATAT r oA
5 MOELE T i Al vvR @ I o mSE T AT e e |
17 MO CaCHIE [T v @ 1M | mcsnrane T e

2. From the Passenger’s List, select Passenger Details, then Bag Tags:

Passenger List
My W5 545 DEP FROM YYC ON 18JUN AT 700A

Unisg #

i_Jh_Il_II_I

T

]

[ Frwa Tiges

Il-—wl

Al FI.IIIHE € ount=s11

1 ITTONE AVIOATRCE Mt " T [
T SRCLAMR MERAH S e g o ramn ]
3 STANDEY FARENT MR Wk Wl AT [
& TEET O AN LEAEIE AN UAR RIE W L 0 wmin ¥
= SMITH SN WETR L. T "
& ST EMITH MR Wk W e FECH T SRR ¥
7 PRINCEGEOR A W vk @ T wE &'u“u"[“ﬂ L

& W OhE MR bl wvE & LA WE W OEwRETET Foa |

0 WEILE Ti0 MR Lo wvm o BT WR OB ET TR L) L3

11 WOET DaZsaE ML Wi Ay w3 {5 1 1 WoRirineEl [

Passenger Detail for FORTMCMURRY REBEL MR Bageage: 6
[ ot % [ sowagrn | [ ooew | [ o |
[ eservmen | | e ] Saatls): 19F, 1F, 134
TT=0 Frequent Travalar Information £ Add FRTV
Hurbar: Carrier: =
EB  erimary Contact £ Add PE
Hame: Country: Retatien:
Phame: Pagsenger Contact Refusa

R ) Pasenger Comments 1 Add Comment

Gammant:
Crtiver Infermatisn

e I 595 T YR 1R SF 8 MR ET TS [

Fm" ?'ﬂ“"“‘mmm”r'r!nﬂmﬂmﬂ !

.!m'l Pm“lﬂ“mmm‘ﬂ'r‘.nrlm“ !

e |

llT III:Hm! OO LR G YOV O !

a [ — |

Lo | [ owm | [ Traves poes [ concer |

Both methods will take you to the Bag Tag window, with the passenger’s name pre-populated:
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Bag Tag Furciicns “1

Bag Tags
Select Option:
@ Pririt Existing Bag Tag(s] A Crew Bag Tags) -
|sue Automated Bag Tag(s) Afd Ruzh Bag Tagis)
A Manual Bag Tagis) Remove Crew Bag Tagls)
Bemee Bag Tag(s) Remerad Rysh Bag Tagis)
Change Marual Bag Tag(s) Change Total Bag Weight
Airling;  ¥¥S
Flight * 545
Date: !4 Jung :l
Last Name:  MOEY DICKIE
(Loave BLANK for Last Lisg)
Gancel

4

Once you select OK, the system acknowledges successful printing of the bag.

The passenger item displays in the background and the pop up Bag Tags:Print displays the existing
bag tag number to be printed.

rhg Tags: Prink ' i =)

Bag Tags: Print

Blank to prird all or select from list:.

Print onty these tags
B51025 ] -+

Lo ] [ Gancer

Select OK- the bag tag is successfully printed.

e Bap(s) Sucoessiully prnted
32

oK

Note You can print existing bag tags for one passenger at a time only.
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9.4.1 Print Existing Bag Tags for Passengers_with KS_Edit

The edit KS indicates Kiosk Check-in.

Your airline may wish to restrict the re-printing of existing bag tags only to those passengers who checked in
via Kiosk and displaying the edit KS.

Once activated, only passengers with KS edit will be able to re-print the bag tags. For others, the option Print
will not display.

Please contact Customer Care to have this option activated.

9.5 Issue Automated Bag Tags

[ g T Franctions |
Bag Tags

Swlect Option: * rrwaRiugh Bag Tags Ace Mol Driplayable

Change Manual Bag Tagis)

Short Check Bag

Airfing: BB
Flighe: = 1018
Date: ' Jar =

Last Mame: * DOE

Hbr of Psgrs:

I fed ] cancel

Select Issue Automated Bag Tags (the default)
2. Select OK
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[ On Demand Bag Tag Input |5
On Demand Bag Tag Input

Bag Count: = 7
{0'if none)

Bag Tag Type(s):

J ‘l -
ISTANDEY
COLURIER BAG
IPRIORITY
DAMAGED BAG
LIMITED RLS

CWERWEIGHT

GROUP OF 10 -
(I —  gancer |

m

3. Input Bag Count and bag weight (if applicable)- If no bags, input 0

4. Select Bag Type: If applicable
5. Select OK

The passenger list displays in the background if you have similar names.
GEEGL1016 /14 JUN-WONG/1
B6 1016 143Iun JFK GATE B30P ES0 FASSENGER LIST %2

1 wonNG ROEER AEZ2 ¥ BOS F O TkT
2 WONG SUSIE AEZ ¥ BOS F 0 TKT
Passenger Line Number{s) “

Passenger Line Number(s)
Separate with commas and use "-" for range,

Line Number(s): * :2 :‘*

Lo ] [ g |

c. Input Line Number- of passenger

d. Select OK.
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9.6 Add Manual Bag Tags

Eag Tag Furctions

Bag Tags

Salact Dptiem: *

sted Bag Tag(s)

Airline: BE
Flight: = 101§
Date; 4 Juna [=]

Last Mama: 'WONG
{Leave BLANK for Last Lisg)

Lancel

« Flight number auto-populates

o Date- auto-populates
o Input Last Name OR Leave Blank for Last Passenger List display

Select OK.

A list of all passengers with the last name indicated displays (or all passengers if no last name provided). Also

the Select Passenger pop-up window displays:
a. Input Line Number
b. Select OK.

Example response:
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Bag Tags: Add

Bag Tug Ner  * Ts Bag Waight Bag Typeis)
* [ Setect Ty
[ Setect Tape:
] vt Tryopen
[ Sentenct Ty
[ Semtenct Ty
[ Stect Type
[ Setect Ty
[ Setect Ty
[ etect Tops
[ et Tytpen
Tetal Waight

[ Orivar Airiire Cods
{1 i bage, typa NB in bag tag number)

—— ==

Note The look of the Bag tags: Add window varies according to your airline’s baggage requirements. For
example, if your airline does not require bag weight, that column will not display.

» Bag Tag Number- Manually add Passenger’s bag tag number(s) or NB for No Bags

o To— Add bag destination within passenger’s line of flight.
o Bag Weight- Manually input bag weight in LBS (Pounds)

o Bag Type- if you select this option, you will get the list of Special Bag Tag

Special Bag Tag Type(s)

STAMNDBY
COURIER BAG
FPRICRITY
DAMAGED BAG
LIMITED RLS
OVERWEIGHT
GROUP OF 10

Bag Tag Type(s):

I,

W

Cancel |

a. If applicable, select Other Airline Code- Input 2-letter code

b. Select OK
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Example response:
G1l/BT/123456

AR 1288 EZE O4DECO9
FORSYTH DEECR Y SCL 1
OkG ADDED TAGS AR SCL 1234%6
Entry Explanation
G1 Sabre command to display ltem 2
/BT Slash separator and Bag Tag
/123456 Slash separator, Bag Tag Number

AR ...1288... EZE ....04DECO09 Airline, Flt number, Departure City, Date

FORSYTH ....DEBOR ..Y ...SCL... 1 Last Name, first 5 letters from First Name, Class Of

Service, Destination, Number of Bags Checked

OKG ...ADDED TAGS AR SCL 123456 Bag Weight, Confirm Bag Tag(s) added, Airline Code,

Destination, Manual Tag Number

Note You can update a maximum of 3 downline flights.

Note Should the addition of the manual bag mean excess baggage, the prompt “Total Bags Checked Exceed
Free Allowance” will display, followed by the miscellaneous mask for excess baggage fee.
9.7 Remove Bag Tags

Use the Remove Bag Tag(s) option to return a previously issued ODBT (automated bag tag) which was issued
in error, OR when the passenger is no longer traveling on the flight.

Bag Tags

Bebect Optien: *

Mirline: AR
Fight * 135
Date: D | Decormter -

Last Mama: * FORSYTH -

9 Bag Tags (Shift+F7)
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1. Select Option: Remove Bag Tag(s)
« Flight: auto-populates
o Date: auto-populates

o The last name is mandatory and auto populates if you have selected the name from the passenger list
display
2. Select OK.

3. If there are multiple passengers with the same last name, a window displays so that you can select the
correct passenger. Example:

G*NS3L S 30APR /ECWEN

TF 951 308PR YZF 1000 L PASSERGER LIST Y2
EOWEN DENIS ACE ¥ YRT F QF
2 EOWEN ERAD ACT ¥ YRT F OM

Select Passenger

Ling Number: * 1 +

| L Cancel ]

4. The passenger bag tags and Bag Tags: Remove window displays:
[ Bag Tags: Remove ﬁ1

Bag Tags: Remove

Bag Tag HNumber .
L] Remove All Bagtags

Remove Selecled Bagtags
103315 +

Reduce Total Weight By: * 5
| Other Airline Code

(if no bags, type NB in bag tag number)

-

You can remove all Bag Tags, or specific bag tags.
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9.71 Remove all bag tags

L.

Check the Remove All Bagtags option.

Bag Tags: Remove “‘

Bag Tags: Remove

Bag Tag Number

Total Weight Cleared
Remave Selected Bagtags

—_— = = _—

Select OK- the next prompt will ask you for confirmation:

J_-': ACT DU SUIE yOU vwant o remiowe all bag tags?
i

e * [ ] [ Gonces

When you select Yes, the response shows the bag tag numbers cancelled:

GOBWS545/14JUN-FORTMCMURRY /951019, 951020, 951021,951022,951023, 951024
WS 0545 YYC 14JUN

FORTMCMURR REBEL Y YVR 11F* 0 M OB ET
ETI KS
CANCELLED TAG NUMBERS WS 951019,WS 20,WS 21,WS 22,WS 23,WS 24

9 Bag Tags (Shift+F7)
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9.7.2 Remove Selective Bag Tags

Bag Tags: Remave
Bag Tags: Remove
Bag Tag Number =

[ Remove All Bagtags

Remaove these Bagtags
086147

096148

Reduce Total Weight by:
[] other Airline Code '

{if no bags, type NB in bag tag number)

[ o 1]

1. Select the passenger from the passenger list display

2. Select Bag Tags

Caution

Select Remove Bag Tags - The automated bag tag numbers pre-populate in the pop-up window.

Only input the bag tags which must be removed

4. The checked-in bag tags automatically pre-populate in the boxes under “Remove the Bagtags”.

It is important that you only show the Bagtags that must be removed, and NOT the ones you want to retain.

In this example, if you wish to retain bag tag 096147, you must remove it from the pop up before you select

OK.

6. Inthe box Reduce Total Weight by, enter the weight of the bag you are removing.

7. Select OK.

The passenger details of the passenger will confirm that the bag tag you wanted to retain is indeed retained.

Training Guide
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9.8 Change Manual Bag Tags

[ Bag Tag Furctions

Bag Tags

Select Option: *
155LE AL
A W ag Tag(s)
Bemove Bag Tag(s)

uated B3] Tag(s)

AQd Cregy B3] TaQ(s)
Aol Rush Bag Tag(s)
Remave Crew Bag Tag(s)
Remove Rush Bag Tag(s)

& Change Marusl B3g Tag(s) Change Total Bag W -_J.":

Birline: ¥
Flight * #45
Date; 4 Jurnig T

Last Namae: * WEE

—

Cancel

1.
2. Select Option: Change Manual Bag Tag(s)
« Flight — auto-populates
« Date — auto-populates

o Passenger last name also auto populates.

3. Select OK
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r Eag Tagx Change a — &
Bag Tags: Change

Current Bag Tag Mew Bag Tag . Bag Typeis)

123456 GBG456 Eniect Type *+

Select Type
| Salect Typa
Sotect Typs
Salect Typen
Select Type
Solect Typo
Seleet Typse
Solect Typo

Salect Type
Add Welght to Total:

Other Airline Code Other Airline Code
{if o bags, type NB in bag tag number)
[ gancel

L.

4. Input Current Bag Tag number

5. Tab, then input New Bag Tag number

6. Select Other Airline Code (if applicable)
7. Select OK.

Example response:

G1/BT/666456

WS 545 YYC 14JUN12

WEB ONE M AB3 Y YVR 12a 1 M OB WB ET ETI
0KG ADDED TAGS WS YMM 666456

9.9 Short Check Bag

Use this option if the passenger wishes the bag to be short-checked.
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L.

Select the option Short Check Bag

Bag Tags

Salect Opoen: *

O A Crirgy Blang Tagie)
& Short Check Bag
im0 W

Flight * 13m0 Frem: * EIE
Oute: " 4 December -
Lant Mame: * FORSYTH

—— (o]

2. Upon selecting OK, you see the next pop-up, where you can add the bag count, weight and if necessary, the

bag tag type.

On Demand Bag Tag Input

Bag Count: = | | .
(Ol none) 2 Weight: |0
Bag Tag Type(s):

LIMITED RLS v -

L T [Cowe ]

If you have similar names, the system displays the similar name list
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Similar Mame list - Select one for Short Check

MBr Last First [+ Seat Bgs Ta
1 BOWEN DENIS b 1] SCL
2 BOWEN BRAD ¥ 1] SCL

+

[ox ]

Grp
A2
AEZ

*+

Cancel

3. Upon selecting the passenger, the system confirms the segment you are short-checking the bag to

Bag Tag Segment Select

[ ]
S0ANDD

From
EZE

Ta
SCL

Liarns
0530p

By _ Corier
1 AR

Pt
1266

Segment Numbens): * il

o ]

Arrreed
0E45P

Erahe
HE

| Cancel

4. Once you select OK, you have the system response.

Segment Select Response

AR 12398 ELE SCL BATE SE0R

BOWEN  DENIZSPTY
2BAGS SCL 255250 51
a0 K

CHECKED BY EZESITG

[ oc ] #

Canoe |

9.10 Add Crew Bag Tag(s)

Use this option to add bag tags for working crew members with no PNR. The bag tag prints with the word

CREW.
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Esg Teg Fanctions

Bag Tags

Select Option: *

15058 AfDmated Ba) Tag(s)
3l Bag Tags)
® Bag Ta

Change Marwal Bag Tagis)

Airling; * WG

Flight * 543

Date: = 14 Juna

Nama: * m

Nbr of Bags:

Bag Wakght *

"Add Secend Flight
Agdd Third Flight
#idd Fourth Flight

CrewsFush Bag Tags Ace Mol

® A0d Crew Bag Tag(s)
And Rugh Bag Ta
FEmipraE
Remirae

I —— =
1. Select Add Crew Bag Tag option.
2. If not already pre-populated, add flight information.
Note You have a maximum of four itinerary segments available.
3. Add the last name of crew member.
4. Add the number of bags.
5. Press OK.
9.11 Add Rush Bag Tag(s)

Use the Add Rush Bag Tag option to print tags for bags that have been separated from the passenger and are
now being forwarded. There is no associated PNR.
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Bag Tags

Select Option: * CrewRush Bag Tags Are Not Displayable

Add Criew Bag Tagis)

3a1e8 Automated Bag Tagis) @ Add Fush Bag Tag(s)
A Manual Bag Tagis) Remine it Bag Tag(s)
Remove Bag Tagis) Remove Rush Bag Tag(s)

ange Manual Bag Tag(s) range

Alrfine: * W&
Flight; * 545 Frem: * ¥¥C Ta: = VR
Date: * 14| June [=]

Hame; * RUSH

Werof Bags: © 1 |

Bag Weight: *

[ Add Second Flight
[/ Add Third Flight
[ Add Fourth Flight

Lo | Caneel
t

[ — |

Select Add Rush Bag Tags.
2. If not already pre-populated, add flight information.

Note You have a maximum of four itinerary segments available.

3. Add the last name of passenger whose bags you are forwarding.
Add the number of bags.
5. Press OK.

9.12 Remove Crew Bag Tag(s)

Use this option to remove a previously added Crew Bag Tag.
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-
Eiag Tag Fusctizn

Bag Tags

Select Option: *

Issue Automabed Bag Tags)
dod Manual Bag Tag(s)
Eemove Bag Tagis)

Change Manusl Bag Tags)

=

Add Crew Bag Tag(s)
Add Rugh Bag Tagis)

@ Reminve Crew Bag Tags)
Remave Rysh Bag Tag(s)

Change Total Bag Weight

Camcel

LD =

Select OK.

Select Remove Crew Bag Tags.
The following pop-up window displays:
Type the Offpoint and the Bag Tag Number.

9.13 Remove Rush Bag Tag(s)

Use this option to remove a previously added Rush Bag Tag.

rk!-.n.;;.Tn.gF\.‘-h:nunum.

Bag Tags

Select Opoon: ©

[ssue Automated Bag Tags)
Add Manual Bag Tag(s)
Remirve Bag Tagis)

fange Manual Bag Tag{s)

Training Guide
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1. Select Remove Rush Bag Tags
2. Type the Offpoint and the Bag Tag Number.
3. Select OK.

9.14 Change Total Bag Weight

The Change Total Weight box needs to reflect the new total weight — subtract the weight of the removed bags
from the original total weight and input the remaining weight here.

1. Select passenger from the passenger list.
2. Click the button Bag Tags and select Change Total Bag Weight.

I!-uq Tag Fenctions é.'
Bag Tags
Select Option: *
B _,;-_:j._“_. :'.I_*,-
Airling: WS
Flight: * 54%
Date: 4 |t -
Last Namy: * FORTRCMURRY
[ [ Camcel
3. Select OK.
The background shows the baggage weight that was input.
- _ o .._
1 TEST MaT M FPALSEMNGER ITEM
1 AR1ZEE v Q4DEC EZESCL 25A%F 1 TKT
a0l
BET-AR SCL JhEbEE
BT- 22 KG 44—

The pop-up displays to let you change the bag weight:
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Bag Tags: Weight

Change Total Weightto: * 12 4

—T—

4. Indicate the new weight.

5. Select OK.
G1/BwW/S12
AR 1258 EZE Q4DECO9
TEST MAT M Y SCL 2hA001 TET
17kG 4‘—
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EDIFACT (Shift+F8)

This section applies to Sabre hosted airlines that use EDIFACT Through Check-in (ETCI).

10.1 Overview

10.1.1 Whatis EDIFACT?

EDIFACT is the acronym for = Electronic Data Interchange For Administration, Commerce, and
Transportation

EDIFACT communications are IATA-sanctioned, specifically formatted data transmissions between computer
reservations systems. Airlines who have partnership with each other can exchange information electronically,
using EDIFACT messages.

10.1.2 Edifact Through Check-in

EDIFACT Through Check-in (or ETCI) is a product that allows you to interactively initiate check-in related
functions in the Sabre system for a connecting flight on a partner airline, booked in the other airline’s system.
Agents of a partner airline can also interactively perform check-in related functions for connecting flights on
your airline, while remaining in their system.

Partner airlines can be Sabre or non Sabre carriers.

The EDIFACT functions you can use in the SabreSonic Check-in system allow you to process passengers
whose itineraries include travel on your airline and other airlines with whom you have an EDIFACT
agreement.

10.2 When to Use EDIFACT Functions

Complete all EDIFACT check-in using the normal procedures on the label Check-in (Shift + F1), making sure
the option “Check-in to Final Destination” is checked”.

Check-In to Final Destination

Add Edits

When the above option is checked, the system performs check-in for your flight as well as for your EDIFACT
partner’s downline flight.
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Note Usec the EDIFACT (Shift + F8) function ONLY if the check in does not process for the EDIFACT
partner. The EDIFACT functions in Interact are intended to be a secondary function only.

10.3 Access EDIFACT

Note Before using the EDIFACT functions, the passenger MUST already be checked-in to your airline’s

flight.

Use the following steps to access the EDIFACT check-in functions.
1. Select EDIFACT (Shift + F8) from the Check-in Functions label. The EDIFACT window displays:

EDIFACT

S|

EDIFACT

Passenger Must be Checked In to Host Flight.

Select Option: *
Check-In by Name:
Check-In From List
Display Seat Map
Change Seat
Return Seat
Rejssue Boarding Pass
Display Passenger Details
Edit Passenger Details

T

5 S TS S IS B B

Host Flight: * EY |12

Date: 121 |August ﬂ
Origin: * |LHR

Destination: * AUH

Compartment: |

OK

Cancel

L

2. Select the applicable Option.

3. If not already populated, provide the requested information on YOUR flight (HOST Flight). The flight

number is mandatory.
4. Select OK.
We will discuss each EDIFACT option on the following pages.
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10.4 Check-in by Name

When you select Check-in by Name, Interact displays the passenger list and the following window:

[ EDIFACT: Check-in by Name i |
EDIFACT: Check-In by Name

Host Flight: ® | ki +
Class: ¥
Origin: AJH
Date: 21 | |November [~
Last Name(s) Number ot SEEE{T‘W

Fassenoers
s

M Cancel

1. If not already populated, provide the flight information for the HOST flight (your flight).

2. Provide the Last Name of the passenger or passengers you are checking in. You can only check-in one
surname at a time.

3. Indicate the number of passengers.

4. Provide desired seats if known. Leave blank for the other airlines system to assign the seat.
5. Select OK.

A Check-in Successful response means the EDIFACT messages have gone through.

Caution Host check-in must be completed before this function is processed otherwise the following error
message displays:

Host Flight Check-in is required before Edifact
Q Check-in

[ o ]

10.5 Checkin by Passenger List

When you select this function, a passenger list displays in the background and the Select Passenger From List
window displays underneath.
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G*L12/21AUGLHRAUH/OB*S
EY 12 21AuG LHR 2 915 380 OB LIST F0312v51
1 AGCPEITHDI MLNPL AG2 V AUH F OM OB CS

Ey 460 Vv AUH MEL 21AUG ETD2145 GATE
2 BGQCFXMEPU NMCCN AG2 V AUH F OM OB CS B

Ey 460 Vv AUH MEL 21AUG ETD2145 GATE
3 CNFCFXRDBU OTQCM 1) AUH F OM OB CS

Ey 460 3 AUH MEL 21AUG ETD2145 GATE
4 GYTQTTFSL] CNXII BQZ2 V AUH F OM OB CS

Ey 460 Vv AUH MEL 21AUG ETD2145 GATE
5 HYIDUJIXPXU DOMUJ BQ2 V AUH F OM OB CS

Ey 460 Vv AUH MEL 21AUG ETD2145 GATE
6 NOQFFIXJITTK JGIWX 1) AUH F OM OB CS

EY 460 1 AUH MEL 21AUG ETD2145 GATEY

Select Passenger From List

Line Numbers: | | =

or

Line Number Range: -

1. Select the line number for the passengers you are checking in. Remember you can check-in only one
surname at a time with EDIFACT check-in.

2. Select OK.

3. A Check-in Successful response means the EDIFACT messages have gone through. There is not a way to
display the EDIFACT messages.

Caution Host check-in must be completed before this function is processed otherwise the following error
message displays:

Host Flight Check-in is required before Edifact
g Check-in

[ o ]

10.5.1 For Carriers who opt in on the Gender Check-in project

Passengers with the STCR edit code (Stretcher) or an R gender will not be allowed to be through-checked on
their OA connection.

Following the details of successful check-in on the host flight, the following error message will display:

INOT ALLOWED TO CHECK-IN THE CONNECTING FLIGHT - STCR
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10.6 Display Seat Map (of EDIFACT Partner)

Use the Display Seat Map option to view the seat map of your EDIFACT partner carrier.
[ Display Seatmap ﬁ‘
Display Seatmap

OA Carrier Code: = AS

OA Flight Number; * 88
Date: * 01 :mmmmr -

Board Point: * ARG

Off Point * SFO
Compartment: ¥l

| Print | Email

[ o ] | gancel

Provide the following information about the other airline (OA) flight:

1. OA Carrier Code
2. OA Flight Number
3. Date
4. Board Point (of OA flight)
5. Off Point (of OA flight)
6. Compartment
7. Select OK.
Example response:
GE "M/ ASEEY 2 OMARANCCDV H Filght B on THARDT
AS D066 J9MAR v ANC CDV 03297 (420w 734 ¥
A B € B E F A BE €D
) EHD EBHD BHC EHD BEHD BHL D 1 a 1QD i
6 .U .UH .UM AN o0 :200:2
| ! 7 SiQ Q8 3
J o ===
e y (=N =R y=]=]
wll UM *H H 11w 060 6006
wl? *uI *uI *UI I *uI *u W QrQ r1QQr
wlix .I .I .I I .1 .1 Iw Qi Qs
wldx .I .I .I I I . SIE0I30 9
wly *I *uI *I *I TyI *I oW
wle * * ¥ 1- ¥ * 16w
w‘;;' ® » * - " v _;.'.",'-
::: L L L w L L "_-:
o v v L "

Note Your EDIFACT partner’s seat map displays in the main window while your flight’s seat map remains
active in the Trip Summary:
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10.7 Change Seat

Before using this function you must know what seats are available on your partner carrier’s flight. To view the
available seats select the Display Seat Map option (previously explained) to display the OA seat map.

Use this function to change the seat assignment on your EDIFACT partner’s flight.

1. Select Change Seat.

Change Sests withn Cabin

Change Seats within Cabin

Line Humbern|s): ° I '*'

Hew OA Seat{s); ©

Gancel

2. Provide the current host seats (seats on your flight).
3. Provide the New OA Seat desired and select OK.

10.8 Return Seats

Use this function to return seats or offload a passenger who has been checked-in on your EDIFACT partner’s
flight.
1. Select Return Seats

Petur= / Ffeate Seats

Return / Release Seats

Belect Optior: " Rebem by Seal Bumber

Ly by Lirs Bumiber

o | I';-.l\g-::_.-.- by Hame

2. Select the applicable option: return by seat number, by line number, or by name.

10.9 Return by Seat Number

Example:

Mgl denil Rt D0 Flagbet Sonts by St Mo
Offload and Return OA Flight Seats by Seat Number

Heut Flighe:" 5
Date; 2% Mt -
Crigin:  ©0Y

Dastination: A0

Hest Seatis): * L -

G anced

LH _I

System response example:
10 EDIFACT (Shift+F8)
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GE061/28BMARCDVANC /6B
¥0A OFFLOAD SUCCESSFUL - 7H 0806
7836

10.10 Return by Line Number

i
O¥fisad andd Rrturn Seats by Lires Musnber

Offload and Return Seats by Line Number

Limae NumBaris): L]

| Gimioad Seats and Cancel Bags
Ciftoad and Return all Seats Dewnline and Cancel All Baggage Details

T

Example response:

GEO/1
¥0A OFFLOAD SUCCESSFUL - 7H 0206
F836

10.11 Return by Passenger Name

'nmm.mdm.mmugmmnb,unw

Offload and Return OA Flight Seats by Name

Hoat Flight * 81
Dats; % Barch -
Onigin:  ©
Dustinaten;

Hama: * SMITH

. S—

cancel

Example response

GEO/1
¥0a OFFLOAD SUCCESSFUL - 7H 0B06
7836

10.12 Reissue Boarding Pass

Use this function to reissue a boarding pass for your EDIFACT partner’s flight.

1. Select Reissue Boarding Pass.

2. Select the applicable option
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10.13 Specific Host Flight Seat Nbr(s)

Rt sese Bisarding Puas P
Reissue Boarding Pass

Select Option:
& Specifc Hos! FEght Seat Ned(s) A E
Bassengsr Last Mame
Lirve: Wioi{s) o Host FR List Desplary

bl | Gancel

Example response:
GEREH1 /2 EMARCDVANC /OF

TH 206 2BMAR ANC L2 500FP DHZ
1 AFFLE MARY Y WDZ 6F*F 0 1IE

10.14 Passenger Last Name

Provide the last name of the passenger whose boarding pass you are going to reissue.

Raiiaat Badddhing Fast &
Reissue Boarding Pass

Salect Option:
Pt Hosl Fghd Seal KBS
& Pagenger Lak hame PATEL *

Note If there are multiple passengers with that last name you will see a list of the passengers in the
background.

10.15 Line Nbr(s) of Host Fit List Display

B Biovpdera) Pk oty
Reissue Boarding Pass

Select Oyptiom:
SPECING MOt FRgh! Sast Mba(s
Passenger Last Name
¥ Line Kewis) of Hos! FR List Display

| -+

Line numbers must be enfered in order with marimum of 10 lines.
Erample: 1,3.5-811-13.135

L o« | Leancs

Provide the line number from the list display.
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10.16 Display Passenger Details

Use this function to display the passenger details on your EDIFACT partner carrier’s flight.

1. Select Display Passenger Details

r
EDIFACT: Display Passenger Detail

Host Flight * [P +

Last Name: *

[ o |

b

EDIFACT: Display Passenger Detail

Date: 14 June

Cancel

|

[=]

The EDIFACT: Display Passenger Detail window displays, along with the passenger list from your flight:

2. Type the last name of the passenger you want to display from the list above.

If there are multiple passengers with the same last name, you will see a window to indicate which

passenger to display.

Example response:

GETNEQ1 /KIWT
A5 66 29MAR
1 KIWI

ANC CH

129p 734
MARY L

cov 6C*F O IB

PASSEMGER LIST ¥l

3. An ETCI checked-thru message will display in the Passenger Details page in host:

Passanger Datail for SHANNOMN JILL
[ - |+ Goasdwg Pass Ottt Chgfieat
| Raseralin | WoR
-_‘}'_- ~ Froguent Traveler information © Add FOTV
Humbir: Carrier: Ere s |
@ Prifmary Contact | fedd PG
Mame: Country: Ralatian:
Phone:
! i) Passenger Comments Add Coppment
|
Comment:
Other Infarmatian
ECAE T EE )17 0 4R BOYS FE IO F O BER
ESTA [ EE T - BT PR i 557 = ]

H

e Selenng
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10.17 Edit Passenger Details

Use this function to edit passenger detail items on your EDIFACT partner carrier’s flight.

Allowable edits (those with a specific EDIFACT format) are:
« Blind (BLND)

o Deaf (DEAF)

o Frequent Traveler Number (FQTV)
o Infant (INF)

o Meet and Assist (MAAS)

o Pet in Cabin (PETC)

o Traveling Without Visa (TWO)

o Unaccompanied Minor (UMNR)

o Requires Aisle Chair (WCHC)

o Wheelchair Required (WCHR)

o Need Stair Assistance (WCHS)

1. Select Edit Passenger Details

The EDIFACT: Edit Passenger Details window displays along with the passenger list from your flight.

FDUACT: Lo Paangar Doty

EDIFACT: Edit Passenger Details

wead Fuighs© ¥ = Dt 1 PhEvd e -

Ling Humber:

Sebect Action:* ® Add Lo Dozt (Lt
Selnct Bdits); »
ELND - Blind THOY - Traveling Without Visa
DEAF = Daaf NN = Unaccompanisd Mincr
FaT - Fraquent Traveler Nbr WEHE - Requireds Alsle Chair
IHF - Infant SWCHR - Wheelchair Reguired
MARS - Mbepat ard Assist WWCHE - Nead Stair Assisiance

PETE - Pat im Cabin

[+ 3 Caned

iy

2. Provide the seat number for the passenger on YOUR FLIGHT.

Note If the seat shows as OPN on the passenger list, you will have to provide the actual seat number the

passenger holds on your flight.
3. Select the applicable action:
» Add Edit
o Delete Edit

4. Select the Edit and OK.
Example response:
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G¥SRO1/4a

1 ORANGE KYLE AELlQ PASSENGER ITEM

1 THEDL ¥ 29MAR VDEZANC 4A'F NE OE EOE ET
ff% ASHH ¥ 29MAR ANCCDV BD*F MNE
GESB0L /44 /DEAF
§§34UPDATE SUCCESSFUL - AS 0066

10 EDIFACT (Shift+F8)
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Mask Selection (Shift+F9)

To access the Mask Selection functions select Shift + FO.

Mask Selection
Shift + F9

The Masks window displays:

LT
Masks
Select Opticn:

& Befuna
A manes
Exchange: Mask
ireoburtary Exchangs: Masic
Yoluntary Redund
Excess Baggage

o | - Cancs -

Each type of masks is explained in detail in the lesson Miscellaneous Sales and Service Mask under the
section Ticketing for Interact.

11 Mask Selection (Shift+F9)
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CSA - Customer Service Author-
ization (Shift+F10)

To access the Customer Service Authorization (CSA) functions, select Shift + F10.

CSA
Shift + F10

Customer Service Authorization (CSA) is a mask driven function that allows airline staff with duty codes 4 or
5 to issue an automated amenities voucher to inconvenienced passengers. This voucher can provide hotel,
meal/snack, and ground transportation appropriate to customers during off-schedule operations.

The Customer Service Authorization mask operates from vendor information set up previously in the CSA
Database. The database contains information such as hotel, car and ground transportation companies and their
rates, as well as rates allowed for meals. Default data exists that applies to all stations, however, each station
may make modifications to the database.

Note CSA Database updaters must be signed into their station as a 7, 8 or ¥ duty code and have the CSA
authorization keyword CSADBF in their EPR.

For more information on this mask, refer to the Customer Service Authorization lesson under Ticketing for
Interact.

12 CSA - Customer Service Authorization (Shift+F 10)
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Check-in History (Shift+F11)

Use the label Check-in History to display the history and information on passengers of a specific fight.

Note If you are looking for the history of a flight, such as equipment change, Flight status entries, etc, please
refer to the option Flight History, under F1-Flights, Flight Details (Shift + F4).

This label can also be found under the F1-Flights tab. Please refer to the SabreSonic Check-in Flights module

for all details on the label Check-in History.

13 Check-in History (Shift+F11)
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Flight Details (Shift+F12)

To access Flight Details, select (Shift + F12).

Flight Details
Shift + F12

The Flight / Gate Details window displays:

Flight / Gate Details

Flight / Gate Details

Select Option: *
® Flight Details +*
Flight Information
Flight Information by Time
Gate Assignment
Gale Detads
Flight: * 31
Date: 21 | |November [™

City: UM
Type:

Alrline:

Print | Email

[ o ] cancer

The Flight / Gate Details window and all its functions are fully covered in the SabreSonic Check-in Flights

module.

14 Flight Details (Shift+F 12)
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Check-in Extra Information

The following pages deal with extra information regarding the airport check-in process.

The topics are:

Gender Check-in

Auto Return

Infant

Block Space Codeshare edit
Bag fee list - Baggage Reso 302

Training Guide
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16.1 Gender Check-In

Check-in with Gender is an option that needs activation from Customer Care.

If you use Gender Check-in, every check-in transaction requires the gender information about the traveler. The
information will be passed to the weight and balance systems for correct load and weight management.

16.1.1 General Information about Gender Edits

Common titles added to the PNR such as Mr. Mstr. Sr. Jr. (male) and Mrs. Miss Ms. (female) will
automatically update check-in.

Mandatory gender check-in requires activation.

o Gender edits are M (male), F (female), C (child), U (unknown), R (stretcher), and Z (extra seat or cabin
baggage).

« Titles added to a name translate into gender - example:

Title Gender

Brother
Father
Jr.
Madame
Miss
Mille

Sra
Srita

=

e You can add a missing gender edit before or during check-in.

e You cannot remove a gender that has already been applied to a passenger. You can only replace it with the
correct one.

o The gender edit always displays as the first edit in the Edits column.
o Edits R and Z must come over from the PNR and cannot be added.

o Checking-in, transferring, reaccommodating, offloading, onboarding, or offboarding of R or Z passengers
must always be in the same transaction.

Training Guide 164 Confidential and Proprietary Sabre Airline Solutions



16.1.2 Check-in with Gender

The following information applies only to carriers using Gender check-in. If your carrier does not use Gender

check-in, you may skip this section.

1. From the Passenger List display, select the passenger and the option Check-in

Passenger List
h S 354 DEPARTIMG FROM YOT 0N 0ZMAY AT 1630

Lime(s): ! I | | 2:::?" | "HIT | D Chl e
[ esszses | [ Eeararuss | [ omesa | [ eragen |
Bort - [ Frearwe | e

All Passengers: Count=Y-3

2. In the check-in window, the column Gender requires you to select the appropriate gender:

Additional Options
My ml B al Al - S Pl
il T
2 BPRGUTE, RANDY o MALE v
1 Rad Spacial Rag Tags Crirmaged, Vil Sapasitein, Pty =

3. Type in the baggage information as requested by your airline.

4. If the passenger needs a priority code and/or a seniority date(DDMMMYY), you can add that information
to the corresponding boxes on the Additional Options pop-up window.

5. Check-in is complete when all mandatory elements are present.

Check-In Successiul

-—:,.g: £ Flighta:

J 384 on WA leanang from VT gate at 1830
ulnungu Dutails:

| SPROUSE RANDY WR ¥ Sest OFH 10 YAM
Boardrg Pass lsusd

Bags 1 Tag(s) Prated

[Flag tags: D048y
2018

Checlad By, YOTSWFH

¥¥E TAGS ISFUED - MINIMU CLOBE-OUT TIME NOT FREEENT

The gender edit (M) displays on the screen and also in the Edits column when you display the passenger list.
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Passenger List
‘j‘_ JY 384 DEFARTING FROM YQT OM 02MAY AT

et | # | | [ ] (e
| Bag [ags | | [Baard Fags | | Chy Seat |
3 (oesipes ]
Similar Mame List
1 EPRCLSE FLAMDT T MR ik [

Note The gender edit is always the first edit in a list of multiple edits.

16.1.3 Adding Gender Edit

If the reservation does not have the gender information, you have the option to add the gender edit to the

passenger before check-in.

1.

2. The list of edits displays on the screen — select the gender, Add and OK:

Add/Remove Passenger Details

Gelect one or mone Bypes of detad from bst or

Typ#

SC-SECURTTY CHECK

SP-SELECTEE PASTEMNGER (FROFLE)
T TRAVELRIS VRTTHOUT visa
WID-ADRALT VERFIED D

WDLMFANT VERFED D
FVCR-REMOWE WOR DATA

F-FEMALE GENDER
IC-CHLD GENDER
UL LB O
RSTRETCHER

Erder eod Codes marually separaied by ipaces

= T
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171 Auto Return Check-in

Auto Return check in is a functionality that requires host activation. If your carrier is interested in Auto Return

Check-in, please contact Customer Care and request the activation.

o Auto Return check-in allows the issuance of a return boarding pass when the passenger’s return travel is
within a pre-defined time and applies to F passenger types only (Full revenue).

o The itinerary may not include any OA space. It must be online flights only.

o The time value calculation will be based on the STA (Scheduled Time of Arrival) of the origin and the STD

(Scheduled Time of Departure) of the return flight.

o The passenger can check baggage on the outbound flight. The system will issue the return boarding pass,
but the baggage for the return needs to be checked-in at the return airport.

o Multiple name check-in is permitted, provided the same data is valid for all names being checked-in.

o Automatic Return Check-in does not process for a passenger traveling to or from an APP, AQQ country.

o If passports are required for the destination, the DOCV will also be appended to the return flight to issue

the boarding pass.

17.1.1 Check-in with Auto Return

1. Display the passenger list of the flight, and select the RT edit:

Display Passenger Lists
Fughe* Jv | 378 Date: 10 | Nogwemier . Fram: 70T T Class:

Ey Last Name(s):
or 51 & P asengn

By Lhs Ty

and =
| F |
Edits: F
San By -
Ll Pring Lise
|—| [ Pregomlst | | Resenatons | | Cance

Infvy Lekts

2. The passenger list shows passengers with the edit RT:
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Passenger List
Ra Ve DEP FROM YOT ON 10NDV AT 1410
e | 4| | ] [ ] [oseows]
[ owazeem | [ eoasruss | | omesa | T
* [T T |
All Pas : Count-]
u RETLRMN [ vam v OPH 0 wEt .|*= ¥
[ Eesenaton | [ adeRmEdes | [ wer | [ Mewlism | [ Canem |

3. Check-in the regular way. Example of a successful return check-in response:

Check-In Successiul

et Flights:
379 on 10NOV2010 leaving from QT gate at 1410
& Passenger Details:
1 RETURM OMNE MR Y Seat 0PN ta YAM
Boarding Pass lssued
Edte M BT TKT
Mo Bags
=i Flights:
373 an 10NCAVZDT 0 leavang from YAM gate at 1855
1 RETURM OME MR ¥ Seat OPM to YQT
Boarding Pass lsued
Edig W THT
Mo Bags

Bap tags
Checked By YOTEMPH

n|.‘

Hat Checked Passenger

List

Displany
Resenvation
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18.1 Check-in Infant with Electronic Ticket

Use these steps to check-in an electronically ticketed infant passenger.

 SabreSonic Check-in uses the I/ name field and SSR INFT at flight initialization to link the infant to the

adult.

o When the flight initializes, the following occurs:
o The infant information is located in the adult passenger item.

o The infant name, age, and ticket number are present and linked to the adult.
o The INF edit is automatically set on the adult passenger item.
o At check-in, both the adult and infant VCR coupons are updated to CKIN.

o A separate boarding pass will be issued for the infant for international flights.

Note Your airline can activate issuing a separate boarding pass for domestic flights. Contact Customer Care

for assistance.

1. Display adult associated with the infant on the Passenger List. Notice the IFET infant electronic ticket edit

in the display.

Passenger List
i' TF 351 DEPARTING FROM YZF ON 30APR AT 1000
- Passenger Mame Mot
Limais): = ‘ Details | | on List ] | Geroug Check-in |
[ eapmses | | Essrapass | [ omosn | | crogem |
. Croanme ] (CTometmes ]
All Passengers: Count=%-T
O T T T |
i BPOWEN DEMISE MRS AT VBT W oF P
= BOWEN BRAD MR BEZ YT ¥ ] ¥
3 COOFER SaM VRT W 0 Er F
¥

I DAS HAREHN NRE L ¥ 0 WwIEer et ETI

2. If applicable, add Travel Doc information for the adult and the infant.
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Trawel Dol umeras .

‘-Trawal Documents for DAVIS KAREN MRS
Mgin Documang Bl Add ain:
Trps: " [PPusspen - tivun Courtr ® BB | Lnted Sates of Amenica
Wb * NS ] Mationaimy * M| Unaed Sastes of Aenency
ik ¥
. ~ o |
sensar: + || PASSENGEr Details: Infant L. i
Address Docfs] [ ed bntant Edit *
Gy Last Wame: © DWVIS
Straut First Kame: © BAET
Ciary arEs W
city
bt Birih Date: "
FProv
- [ hdd Travel Dacument
Tip:
DiFer Desury Travaling o * infants own Passport e -
Tve
%5k Dt COUNy Far
| ] [ e |+ [ Psptomea | gancel

3. Perform check-in for the adult.

Check-n Successful

e Flights:

TF 851 on JAPRI0 g froei YIF gabe 5t 1000
i Passenger Ducans:

4 Cuts WAREM MRS Y Seat 20810 YRT

Boandng Pass liusd

EdasF ETINF IFET DOCS ET

Mo Bags

4. Select Passenger Details button - notice that the status for the adult and infant VCR has been changed to
CKIN.
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Note

Passenger Detail for DAVIS KAREN MRS

| sy Tagn | = | Boasding Pats | laad | | Chg Gead
[ Hepervadan ] [ (%= ] ]
—
.'.?'; ~ | Freguent Traveler information O Add FETV
Kumber: Carrier:
n@ Primary Contact [ At PC
Hama: Cauntry: Ralation
Pheana:
\E’) Passenger Comments [ Add Comment
Cemement:
Gther Infarmation
S GMERT 110 Q51 ¥ H0AFR Y YT D040 MOF ET I RETET) A
FET HMEI0I0TTITE COY HAPR Y VIFRTCHM ]
DS PAEH T34 SRR B SE0FH SR | DMEAAREN
DS PRLPRES SS S UARN SAPEO0R I SAP R D DA TRLALT ["ﬂ"l“'ﬂ'ﬂ"‘ Seleiied
ET ENINTTIZA 08 HAPR ¥ VTF VAT  —
i ¥
[ Iofant | | Travewd Ciocs ] Cancel

to re-check the adult.

18.1.1 Add Infant Edit at Check-in

If you check in the adult without the INF edit, and then try to add the edit later, you will see a response

On markets that do not require an additional ticket for an infant, there may be times when the infnat is not in
the reeservations of the adult. At the airport and at check-in time, you will need to add an infant edit.

1

2.
3.
4

Training Guide

Display the adult passenger by name.
Select Add/Rm Edits

Select Infant

Check-in passenger.
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19.1 Soft Block seats next to Adult with Infant

Your carrier may request activation of the functionality to “soft block™ the seat next to an infant.

On aircraft that offer more than one cabin, it is possible to have a visual indicator of where a passenger is
seated with an Infant along with the adjacent seat blocked. The seat next to the infant shows as “locked”, but
the airport can use the seat if necessary.

Example:

Passenger checks-in at the airport with an infant.

=T
- Adrtaas 320
o — ¥
T A 8L D EF
I : = it . P HEE BED 4
ms 0 | ¢ ) | ¢ 088 888 ¢
P T o 19| 14 Miore o
- —— a88 888!
Check-In Successful TODRE DRO o
i . + ngEE @@ w
350 o 2MAT20 g o O VY ga ¢ n @88 8aa .
368 on JEMAYTDID kearng feoen DV gate a2 1415 === =1=1= kF]
"Fnunpnmuul. 13 13
THELLY LES Y Seat 8410 SAL £ &
Bawdesy Fass Hausd . nI ﬁ ﬁlln
Baarcing Pass i ig m
rTE@EQ Q@a”
s Bagh BdEE I@@w
B OE0 Q@@ n
A2Gd20 Q03 @
n@EQ Q@a N
2eE8 QQQ =
Fo S8Q =
] SO0 n
FEX=T=1=-=-1-1-F:}
= =p=] &
raae -
==Y =] =
Pt Chasthaed ] Py g ] Dusgplay
Lt Dlebads Heservabon

Seat 8A shows “Used” and seat 8B shows as “locked”. The equipment is a two-cabin aircraft, with cabins J
and Y.

Note If the passenger holds a PRS (Pre-Reserved Seat) on the flight, the seat with Infant will also show as
above with the pacifier icon, but with a lighter color, with the adjacent seat as “locked”.
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20.1 Checking-in Passengers with Block Space Codeshare Edit

When your airline operates together with other airlines in codeshare agreements, passengers booked on the
marketing carrier automatically get the edit code CS or BCS appended to the reservation.

There are two basic types of codeshare agreements supported by the Sabre reservations system. They are the
Block Space and the Free Sale agreements.

o The edit code CS indicates a passenger booked on the marketing flight using the Free sale agreement.

o The edit codes CS and BCS indicate a passenger booked on the marketing flight using the Block Space
agreement.

20.1.1 The Block Space Codeshare Quota

Under the Block Space method, a marketing carrier is assigned a specific inventory allocation and a block of
seats to sell. This block of seats is also known as a quota. This quota displays for the operating carrier at the
airport.

The BCS table — Block Space Codeshare table — needs activation from both host and marketing carrier, once
the block of seats has been agreed upon. The BCS quota displays when you look at Passenger Counts of your
flight details. Example:

1. From F1- Flights, select Flight Details — Shift+F4.

2. Type in the flight data (not necessary if you have dedicated or selected the flight). Under Flight Details,
select the Type Passenger Count.

Flight / Gate Detaily é
Flight [ Gate Details
Select Option: *
& Fught Details
Flight Information
Flighf Information by Time
Gate Assignment
Gabe Detans
Flight: * 2430
Date: 2 Movember -
City: D
Type: * |Fassenger Counl -
Airline:
Print
| oK | Cantel

3. The flight details with passenger count displays:
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G*/U02450/22NOVSVO

U0 2450 22NOV SVO GATE 0940 321 28/142 OPENCI

J Y

AUTH 28 142 JUMPSEATS
BOOKED 0 0 ACTUAL W-2 X-3
AVAIL 28 142 IN USE W- X-
THRU RV 0 0 NR 0 0 ASSIGN J Y

LCL RV 0 0 NR 0 0 RESTRICT RV RV

LCL ON* 0 0 TK 0 0 MEALS

TTL ON* 0 0 ET 0 0 SETUPS

TLOB 0 0

OTLD 0 0 TK 0 0

ET 0 0

UNOC 28 142

PLAN * *

BCS AUT 3 20

BCS CKI 0 0

Item Description
BCS AUT Block Space Codeshare authorized count — by class
of service

« In this example, BCS quotais3inJand20inY

BCS CKI Block Space Codeshare count of checked-in
passengers

« Inthis example, no passenger has checked-in,
eitherin JorinY class

« You must have a BCS table in place and both operating and marketing airlines must activate the table.

« As the airport checks-in BCS passengers, the authorized and checked-in counts will automatically adjust
since inventory keeps an ongoing count of all BCS passengers who have checked-in.

20.1.2 Howthe BCS Quota Works

There is one BCS quota per operating flight. The agreed upon authorized counts display at flight initialization
time.

Caution After flight initialization, any update to the BCS table will not update the BCS quota for the active
flight. However, authorized airport personnel can adjust the quota on day of departure for the active
flight if required.

At check-in time only, the system reads the BCS edit code and decreases the quota accordingly. The check-in
transaction goes through successfully as long as the quota in the corresponding class of service is still
available.

Once the quota has been met, the check-in of a BCS passenger will fail with the system returning the error
message — BLOCKSPACE AUTHORIZATION EXCEEDED.
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20.1.3 BCS Check-in Scenarios

Scenario

What the system does

Group PNR with BCS edit

« Check-in fails for the whole group if quota has been met.
« Supervisor needs to increase the quota to allow check-in

Accommodating from the priority
or standby list

« BCS quota is not checked when you place a passenger on the
priority list.

« Atthe time of onloading, the system performs a check against the
authorized BCS quota in the class of service you are
accommodating the passenger into.

« Ifquota has been met, the supervisor may increase the authorized
count to allow the accommodation process.

Upgrade / Downgrade

« The system makes no difference whether you up/downgrade a
passenger at check-in time or from the priority list.

« Ifthe quota in the desired class of service has been met, the
supervisor needs to increase it to allow a successful
up/downgrade.

Transferring BCS passenger from
marketing flight to operating flight

« Delete the BCS edit— you can add or delete the BCS edit before
or after check-in, but before PDC.

« Deleting the BCS edit also deletes the CS edit.

« Deleting the BCS edit before check-in does not affect the BCS
quota.

« Deleting the BCS edit after check-in results in the BCS CKi level
decreasing accordingly.

Transferring passenger from
operating flight to marketing flight
with BCS quota

« Add the BCS edit— you can add or delete the BCS edit before or
after check-in, but before PDC.

« Adding the BCS edit also adds the CS edit.

« Adding the BCS edit before check-in does not affect the BCS
quota.

« Adding the BCS edit after check-in results in the BCS CKl level
increasing accordingly.
Revenue transfer a passenger « The edits CS and BCS drop once the passenger has been

with CS and/or BCS edit to checked-in to the TO ﬂlght
another flight

Alternate space BCS passengerto | * The edits CS and BCS stay with the passenger on the original

earlier or later flight in the same flight (the FROM flight)
day « Once the passenger has been checked-in to the TO flight, the edits
drop from the original flight.

2014 Equipment Change

At flight initialization, the BCS authorization quota for the flight is obtained from the BCS table. In the event
of an equipment change for that flight, the quota figures remain the same, unless the capacity of the
compartment of the new equipment is less than the quota.

In this case, the system will reset the quota to equal the capacity of the compartment of the new equipment.

For example — the original BCS quota allows 10 BCS passengers in J class. After the equipment change, if J
class has a capacity of 8 seats only, the quota will be changed from 10 to 8 automatically.
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Any further adjustment can be done by authorized personnel by changing the quota numbers on the active flight
on departure date.

20.1.5 Creating NOREC/GOSHOW and Checking-in BCS Passengers

When you check-in a BCS passenger using the NOREC/GOSHOW mask, you must add the Codeshare flight
information.

The correct codeshare flight information — airline, flight number, and class of service — results in the addition
of the edit codes CS and BCS to the passenger.

Once accommodated from the priority list, the BCS quota for that flight will adjust accordingly.
1. Check-in the NOREC/GOSHOW — adding the codeshare flight information

o
Create NOREC/GOSHOW & Check In
& NO REC GO SHOW
Alm "™ Flight *  Class Dt Origin Destinaticon
2450 ¥ 22 Movembes - V0 CDG
Check-in
Acd TKT edit
Add VCR Humber
Pl Add Codeshare Elight | Iﬂn- T | Flight ™ 1171
Bumbser of Bags
Fsors Bags Wie kgt Priarity cosde Senkority Date
* [ 0 ] " R¥ =
Last Naamep Firgl Naamen Ggnder
" Inorec " ImmoTHy " [maie - -
| oK | Cancel

2. A successful check-in from this mask puts the passenger on the priority list. There is no chek against the
quota at this point yet.
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= 5 s Tomas wntill ETD
Pricrity List DEP FROM 5VO OH 2INOV AT 0540 -2:14:58
B Accogmocale Lirsis Hismbers): Seat
Retijii by Line
Transfer All Pagiengars: Origin: Dwest:
Return by Seat Mew Class: o
b Bag e SERINF Cousls Espr Dataits
Awail: J=3d V=135 | Unaccomidval 0 162
Hbr Last Fst Gp  To € BC Seal Bgs Code [
1 HOREC TICT CDG ¥ 104* HE Ry
2 REVES ALK = 10 NE RV
Resenmton Add Edbs ¥CR Hew List Cance

3. When you accommodate the passengers from the priority list, the system will check against the authorized
quota in the desired class of service.

4. In the example above, both passengers wish to be accommodated in J class. You can perform the upgrade
successfully if the BCS quota is available in J class.

5. Should there not be enough authorized seats in J, the system returns the error, starting with passenger
NOREC on line 1 of the priority list.

e

0 ¥ELOCKSPACE AUTHORIZATION EXCEEDED FOR NOREC
TIMOT

oK

20.1.6 Updating the BCS Quota

Note You must have duty codes 8 or I (cross-of-lorraine) - OR — duty codes 5 or 7 and the EPR keyword
SELECT.

1. From F3- Boarding, select Flight/Gate Edit — Shift+F7 — OR - F4 — Operations, then Flight/GateEdit —
Shift+F5, select the option Set Blocked Space Codeshare Counts.
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Flight / Gate Edit

Flight / Gate Edit
Flight Number: * | [2488 |
Date: ™ [26 | |November Ad

®

Select Option:

, Elight Status *
©) Gate Status

O Initialize

) Flight Plan Counts

) Set Boarding Off

) Set Plan Counts Off

) Update ETD/ETA

® Set Blkd Space Codeshare Counts

) Sel Seats Occupied O

) Set Seats Occupied Opn

Gance!

2. The Block Space Codeshare window displays. Type in the compartment and the new authorized passenger

A

count.

i ii |1

Block Space Codeshare

Block Space Codeshare

Flight Number: " h 2458 |
|Hmmthal |'|

Compartment: " r] L

Auth Psgr Count:

Gancel

e

3. The system acknowledges the change in a native entry:

GF2458/26NOV/SET/BCS/Y9
U0 2458 26NOV  SVO

9

BLOCKSPACE AUTHORIZED COUNTS UPDATED TO Y

4. Redisplay the passenger count from Flight Details:
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G*/SU2458/26NOVSVO
SU 2458 26NOV SVO GATE 1550 319 20/96 OPENCI
J Y
AUTH 20 96 JUMPSEATS
BOOKED 0 4 ACTUAL W-2 X-1
AVAIL 20 92 IN USE W- X-
THRU RV 0 0 NR ASSIGN J Y
LCL RV 0 4 NR RESTRICT RV RV
LCL ON¥* 0 0 TK MEALS
TTL ON¥* 0 0 ET SETUPS
TLOB 0 4
OTLD 0 0 TK
ET 0 0
UNOC 20 92
PLAN * *
BCS AUT 0 9
BCS CKI 0 0
Notes

« You can adjust one compartment at a time. The newest information overrides the existing data.

o If the new authorized count is less than the number of BCS passengers already checked-in on the flight, you
get the error NUM OF BCS CHECK-IN PSG HIGHER THAN NEW QUOTA.

o The new authorized count cannot be higher than the capacity of the compartment. If it is, the system will
set the authorization count to be equal to the capacity of the compartment and will return the error
BLOCKSPACE AUTHORIZED COUNTS UPDATED TO MAXIMUM.

20.1.7 Displaying the Passnger List with BCS Edit

You can use th BCS edit code to pull up a passenger list of only passengers with the BCS code.
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Display Passenger Lists
Fihhtl": m_l Dte: 33 4-' M'M Iﬁ:" 1 ﬂlﬂl!-
By Last Name(s) | ] ]
or
By List Typa:

Cirshare
[BCS-Blo kid Space Codeshare
BP-Witn Boarding Pass
BRTR-Barers
[BT-8ag Tags lssued
CCHNY-Cred Card Mot Verihed
COVF-Credit Card Veriication Fased
CONC-Cred® Card Verifabon with Cuermde
CCVR-Creait Cand Verific ation Requined

Lag [

.M-WMmmammmm: :Ms!.wmﬂ :
CF-Change Fee | i ACTIhou Add Colect
CW-Comments | = HAPP-ANl passengers wihoul APP slahees -
and W having all of the selecied aplions (AND)
2 haning &1 keast 1 of the seietcied opbons (OR)
Egrs: [BES ]
Sortgy )k bl
] Print List L] Passport Validation (T)
| Il Lists (k)
Example response:
Passenger List
DEP FROM SVO ON Z2NOV AT 940
Line{s): Eange Rk
S *l Checkdn | | e | e Trown Drecin

o LERON [ (= - o 4% HE WCE B THT LA

AF 11T |
3 HOREC TRICTRY epa W (PO W= = L.t ¥

AF AT

8 Pk FETER (= I Wl ORI THY F oA
F 1111

4 REVES MLICIA (= B 1C* WE ¥ OS5 BOS TET Ld [ ]
AF 1971 |
8 SHARMA Vi, Dy Wy WF  wB o CEBCE TET ¥ ¥
AE 1T |
Ersenaton | ppommems | | wen | | wewpm | [ e | Cances

Note The flight numbers are for illustration purposes only. In the above example, the operating flight is U0
2450, with the marketing flight AF1171.
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211

Bag Fee List - Baggage Reso 302

IATA Automated Baggage Rule Resolution 302 addresses interline baggage allowances and the establishment
of a Most Significant Carrier (MSC) for any given journey involving various carriers.

The Bag Fee list option is under the button Bag Tags.

Note The Bag Fee option is visible only when accessed after selection of a passenger from a Passenger List
display or from a Passenger Detail page. You do not see the list if you access the Bag Tags page
directly from F2 Check-In and Bag Tags Shift+ F7.

Display the passenger list, select the passenger

Bag Tags

Select Option: *

[ssue Automated Bag Tag(s)

Aod Manua Bag Tag(s)

Eemove Bag Tap(s)

Change Manual Bag Tag(s)
& Bag Fees

Airline: VA
Flight: * %08
Cate: 28 panuary

Last Name: = OLIMFA

3. The bag fee list displays

Select the button Bag Tags and the option Bag Fees

Add Creg Bag Tag(s)
Add Rush Bag Tag(s)
Remove Crew Bag Tagls)
Remowe Rysh Bag Tagis)
Change Total Bag Weight

Bag Fee List

Hame: | oUMPLUMADRE - Allewance: 1P
Fes Carrier: VA
Descripnen PaxTrs Mol

Group: -

Baie gty Tazes Toasl

Pl RGeSl byl el — AT

LIS, 1T AP L DR QR

[ B

DVERNNDeT PR W) OWTE 7300 T T @ DRLD
ORI T A w0 DR 2300 ADT [ B - - Q@ DdALID
OvlFrailedeT PR RGOl TR0 AT ol AT T
drviiiraliadert PR e drell Taed st [ K @ e
TYVERNEGT PR G OWEE 130 QT [ & Rp PRt ] 3 kD
OVERADEDsT P W) DD 2300 AT [ &40 M DAL 30 AL
[ oK | | B e 5 Carcel
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4. Highlight the line or item from the list, and select Details to see more information

Bag Fee List

Hame:  oUMPAMADRE - ABowanceciPC

Faw Carrier; YA Groups =

e EE——
Ancillary Details

Passenger Hame CLMPAMADRE

A.ru:l.‘l.r)’ MOBLITY ADSAEDSCAL ECLUP {BG)

Aty BNE.SYD

Cose Sublroup: ASSESTIVE DEVICES RFIC SubCode: OGM

EuID Type 4

Aot Bage 0 Tar Tolal 0.00AUD 1

DL OUNETE: 11

Wi Liert

_SI! Lamat

RO ATP

Dl M

= T e 0

Ancillary - Additonal Information

MOEE ISFO -

DRCLLUDES WHEELCHAIRS AND OTHER MOSILITY AIDGE AND MEDICAL EQUIFMENT WITH
FOLLOMTNG MAXDMIM DIMENSIONS « BOEING 777« BIEMS ¢ W1250MS / LESCAMS ATR T2: HESCHES
FWTIOCKES / LOOCME AR TIT EMBRAER - HESCME | WI0OCMS / LIXECMS

Notes

« All information is displayed exactly as the Most Significant Carrier filed the ancillary - either distributed
through ATPCO (Airline Tariff Publishing Company) or filed in SabreSonic ®CSS Merchandising Manager.

o The data is not changed or manipulated whatsoever.

2111 Collecting MSC Baggage Fees

The MISC3 Excess Baggage mask supports obtaining the Most Significant Carrier (MSC) fees from pricing
and displaying those fees in the excess baggage MISC mask. Bag fees stored by pricing filed via ATPCO or
Merchandising Manager will display in the excess baggage screen.

After you have updated the appropriate selections on the excess baggage screen and entered the form of
payment, the system issues the Excess Baggage document using the pricing filed by the MSC.

Note The MISC mask version that displays Reso 302 MSC carrier and fees is referred to as the ABR (Auto
Baggage Rule pricing) mask.
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There are two ways to collect MSC baggage fees:

1. For call centers and reservation offices, you open the PNR and access the Excess Bag option under
Fees/Services. To see details about this method of collecting fees, please see the lesson on Miscellaneous
Service Masks.

2. For airport agents, the system compares the actual baggage checked-in with the bag allowance on the
specific journey and will display the ABR MISC mask automatically if you need to collect fees.

Note We will only address the way to work for airport agents in this lesson.

21.1.2 Requirements

Collecting MSC baggage fees at check-in time works only if you have two elements set up in your partition:

1. Auto EXB is active

2. The option Auto Baggage Rule Pricing (ABR) in your Ticketing options table must be turned ON and show
a YES.

21.1.3 Automated Workflow

At time of bag tag issue, the system compares the number of bags checked-in against the authorized bag
allowance. The bag allowance may be piece allowance, or weight allowance.

If the number of bag tags or total weight requested is equal to or less than the baggage allowance, the bag tags
will automatically issue.

If the number of bag tags or total weight requested is more than the baggage allowance, the ABR MISC mask
will automatically display. From the mask, you have the choice to either collect or waive the bag fee, or you
can cancel and return to check-in. The bag tags will not issue until the bag fees have either been collected or
waived.

If your carrier has both Automated Excess baggage and AE (Ancillaries)/EMD capabilities active, the system
makes an additional check — it looks at the number of prepaid bag ancillaries before determining if bag fees
are due.

Note The baggage allowance is found on the face of the VCR.

Automated excess bag starts with the bag tag issue, or combined boarding pass and bag tag request. The
screen examples below works with the baggage piece concept.
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Select passenger from passenger list, then check-in

Passenger List
{ SN DEFFROM YR ON170CT AT RGP
== « omn =7 v T
Bt By - Brmgirar | Hrwm o |
A Passangens: Courte.
i b | By Fayt Bigmy. L] L = L] L] L T W
JINEE PEACRT - PR — »
Aeseraton | | hodFmiots | wor | [ mewist Foa | cancel |
Check-in with four (4) pieces
Additienal Dpliens
:‘_" [ e -
I F-JHEE, RORIRT MR d - Ly "

The system recognizes the required bag fee collection and displays the next mask for fee collection. The
ticket number, airline, and flight numbers in the journey auto-populate in the mask.

Excess Bag Segments

JONES/ROBERT MR
TOTAL BAG ALLCWANCE 15 02, COLLECT FEE FOR &2 BAGS

Ticket b CECFRENESTTTT -

Select applicable segurents,

T AN pagmants

OR sefect individual segments:

SSpaver
Rirtng: FH MBr 1354 i (v Ta: HAL Fves
Airfena: i Mbe OfES (Frsm: FitL Ta: BRT Eves
& Birfne: Fit Nbr: |From: Ta: EYes

RAlrtn g FR MBI [From: Ta: Eves

4. Select OK to see the ABR mask display
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Excess Bag Charges
Apply Baggage Rules of AM

Faisanger Type

JONESROBERTM Aduttpomy -
Hunter af: oo Pagr USE Amount
Type Per Pigce
UPTOSOLE/23KG UPTOZG0LCM 162L1 1-1 170, 00
uPTOSOLE/ 2 kG wPTo260LcM 16201 -3 27000
uPTDSOLE/23IKG wWTo260Lom 16211 |- 320.00
UPTOSOLE/ 23HG UPTO260LOM 162LT ww 120. 00
UPTOSOLE/ 2 IKG ANDEILT /1 58L0M 1-1 50. 0d
UPTOFOLE/ 32KG w2600 16211 1-1 170. 050
UPTOADLAS 3G WPTOMB0LOM 1620 T /=3 200, 0y
uPTOFOLE/ TG wpTo2G0LcM 16201 4-= 320 0y
HIGH VALUE/EXCESS WALUATION
Chargs by Wgt Lba: Hilon
LK Mo Cancel
Item Description
Number of Input the number of bags that apply to this description
oce « Occurrences
« This is the number allowed for this bag type
« Example — the first item allows one bag at this price
Psgr Tpe « Passenger Type
« Select passenger type from drop down, then select OK.
. Iffees were filed by the MSC for the passenger type requested, they will display
in the Psgr Type column.
« Ifthere are no fees files by the MSC for the passenger type requested, all fees
filed for Adult and Blank (no passenger type specified in filing) will display.
USD Amount - USD is a variable field.

« The currency for the point-of-sale will display per piece.

Charge by Wgt

« Charge by Weight
« Selectthe box if you charge by weight

« Type in the weight (either is Lbs or Kilos) in the corresponding box

Lbs /Kilos
« Example: 20 in the Lbs box if you are charging for 20 excess Ibs
« In the farthest right empty box, next to Kilos, type in the price per excess Ibs
Charge by Wgt: Lbs: Kilos
OK « Continues the fee collection process
More « Continues to the next page of ancillary fees
Cancel « Exitthe mask

SportsiOther

Cancel
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Item Description

Sports/Other | * The option Sports/Other may or may not apply to you.

« The example above illustrates the fees files as lumping bag and sports articles and other
fees together.

« You have the option to separate bag fees from Sports articles and other fees.

« The option to separate bag fees from Sports/other is controlled by the Ticketing Options
table.

5. Fill out the ABR mask as necessary and select OK to see the Cost Summary Screen

MI - Cost Summary
JONESFOBERT M
| Eguivaient Amount| -+ Currency Coge:  ©40
oy Deacription Cont Tax Total
ird UFTOE0L BZRs 0 ARDE0 08 0 063 9000
Toduls 206 00 298,00

6. Your last step is to fill out the form-of-payment screens and collect the money due.

7. A pop up acknowledges the successful baggage fee payment

=, TOUR FEE HAS BEEN PROCESSED

@

8. Check-in continues successfully — bag tags and boarding pass are issued.

- -

Check-In Successful J
e~ Fiighta:

of TTOCT20N3 aing from VR gee

“P‘nnngﬂ Details:

1 JONES ROBER ¥ Seat A bo HHL
Boarding Pass Issued
St Ol ET DOCV COCS DOCAET

Bags 4 Tag(s) Frinisd

Diestinaficn” HRT
Bag lags: DeESIVE SOVE 4% G5V
Checked By YWRETRE
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2114 The EXB Document

Once you have collected the baggage fee and issued an excess baggage document, the document number
displays in the ticketing field of the PNR. You can view the document, and print it if you so desire.

Ticketing/Pricing
[1L.T-17OCT-YWRSTRX

:3 TK BIZ260256TATO JOMNESR YVRSTRY 19531 T70CT

_Pru:e Cuote 1:

1 ADT@5999.00CAD+TE.TICADNtax)=607 7.7 ICAD-FEY2WHNZBYZWNIB

Totat:
Iﬁm.ﬂﬂ:.ﬁﬂ"TB. TICADtax)=60T7.7T3

Exchange Wiirw Coypons

Refund (Z)

-l B QA ONE LR INNES R VUB TR Y JANARTOCT O L IOHF SROBERT MR)

FeasiSncs

Example of an EXB document as seen by your accounting office:

Document Image

EME - EMCESE BACCACE
AGNT - HOD TR

TKT: 8362602567370
NAME : JOMNES,/ROZERT MR
FOiP: CASH HAT: CaD 29E.00

EMP:03ZB38 PNR:FARTZIN
ISSUED:17OCT13  CTY:vVR STA: 20000353

OPH AL FLT CLS DATE BEDOFF
1 WS 1864 v ITOCT  YVRHMNL

Fi hlk 75 HALNET
Ty COD ITEM/SWC CO5T TAX TOTAL
02 | OFE LPTOSOUE,/23KG OVERBOL 2098.00 0.00 298.00
COET © CAD 298,00
TOTAL: CAD 298.00

ISSUED IN CONNECTION WITH: BIB2191908446

EXDR OF REFPURT

[ ok ] [ em

Caution

Cancel

The EXB document reflects the ATPCO description and sub code for the bag filing. The ATPCO

sub code in the abve example is OFB —the ATPCO description is the text following the code —
UPTOS50LB/23KG OVERSOL. The new data on the EXB document may require changes to your

airline revenue accounting systems.
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22.1 Appendix A - Passenger Edits

This is the alphabetical list of the edit codes you may see from the Passenger List Display window.

Some codes may be specific only to your airlines. Others will not appear on the list if your airline elects not to
use them.

The list of edits changes as new edits are created or old edits no longer used.

Edit Code Definition

AA Passengers at Airport

AC Add Collect

AE Ancillary exists

APP Advance Passenger Processing — APP Movement Directive
APNO All AP passengers Not OK to Board
APOK All AP passengers OK to Board
ARMD Traveling with Weapon

ATTD Personal Attendant

AVIH Animal in Hold

BCS Blocked Space Codeshare

BERV Bereavement Travel

BLND Blind passenger

BP With Boarding Pass

BT Bag Tag issued

BX Passengers with PRS or BP who are not ON
BW Baggage weight

CARS Infantin restraint system

CCVF Credit card verification failed

CCVI PCC Verification infant

CCVO Credit card verification override
CCVR Credit card verification required
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CCVS

Credit card verified

CEMM Customer Experience Mananger Memo
CF Change Fee

CHD Child

CL Displays all cleared passengers- but not the manner in which they were cleared
CLD Baggage cleared by canine search
CLE Baggage cleared via CTX/EDS

CLP Baggage cleared by physical search
CLT Baggage cleared by trace detection
CM Comments

CPI Connecting Passenger Information

CS CodeShare Passengers — can be Free Sale or Block Space
CSP CAPPS Selectee Passenger List

DAA Delivery at gate

DEPA Accompanied Deportee

DEPU Unaccompanied Deportee

DG Downgraded Passengers

DHS AdHoc Vetting Request

DHSC DHS Cleared Passenger List

DHSI DHS Inhibited Passenger List

DHSE DHS Error Passenger List

DHSR DHS Restricted Passenger List

DHSS DHS Selectee Passenger List

DOCA Address Document

DOCO Other Travel Document

DOCS Travel Document

DOCV Validated travel Documents

EIB Edifactinbound
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EOB Edifact outbound

ES Passenger requesting an Extra Seat

You cannot manually add this edit as it comes from the name field of the passenger when
the PNR is created.

ESCT Security Escorted Passenger
ESTA ESTA On File

ESTB No ESTA Application On File
ESTC US Visa Required

ESTX Insufficient Data

ESTZ ESTA Not Applicable

ESTI ESTA Inhibited

ET Ticketless

ETI Electronic Coupon in Synch

For more details see the module Enhanced Synchronization of VCR’s on the portal

ETO Electronic Coupon Out-of-Synch

For more details see the module Enhanced Synchronization of VCR’s on the portal

F Female Gender

FF Frequent Flyer

FQTV Frequent Traveler OA
GARD Guardian

GRPS Groups

GS GoShow

HAJ Adult HAJ

HAND Handcuffed Passenger
HJIF Infant HAJ
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B Inbound Connections
IFET Infant Electronic Ticket
INF Traveling with Infant
IR Irregular Operations
Only applies to carriers with ESV (Enhanced Synchronization of VCR’s)
KIS KIS Status for flights departing Korea
KISC KIS Cleared status
KISE KIS Error status
KISN KIS Not Cleared status
KISS KIS Selectee status
KIST KIS Time Out status
LIMO Limousine service
M Male Gender
MAAS Meet And Assist
MEDA Medical
MILT Military
MPR Missing Passenger Report
NR No Record
NS No Show
OB Outbound Connection

Training Guide

191

Confidential and Proprietary Sabre Airline Solutions



ON Onboard
(ON] Oversales
OTHS Other Request
OXYG Requires additional Oxygen
P Unaccommodated Priority List
PALL All priority list
PALL*H Priority List History
PC Advanced Boarding Pass
PBU Previous BPPR Used Passenger List
PETC Petin Cabin
PF Selectee Prior to Check-in
PPOC Personal portable oxygen
PR Pre-Reserved Seats
PRCH Ancillary seat
PRST Preferred seat
PSCT Passenger Staff travel code
PULL Pull List
PUN Unticketed
PW Pieces and Weight of bags
R Stretcher
RV Confirmed Revenue
RV*N Revenue Confirmed by Name
RV*S Revenue Confirmed by Seat
RT Auto Return
RWL Revert to Watchlist Passenger List
SC Security Check
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SM

Special Meal

SP Selectee Passenger (Profile)
SS Special Services
TIM Timatic
TKT Ticketed
The edit TKT can be applied to multiple passengers by selecting line numbers or seat
numbers.
TT Ticketless
TWOV Traveling Without Visa
> Through Passengers
U Unknown Gender
UG Upgraded
UMNR Unaccompanied Minor
UMRH Umrah passenger
UPID Unique Passenger ID
us Unhonored Seat
USH Unhonored Seat History
WwB Web Check-in
WBBK Web Booked
WCHR Wheelchair
WSP Watchlist Selectee Passenger List
XM Inbound Misconnect
XT Cancelled Bag Tags

Upon activation at your request, you can use the XT code to display a list of passengers
with canceled bag tags, including associated canceled bag tag numbers.
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Extra Seat, Cabin Baggage
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