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I the user chose the Pay Later opion In the previous siep, hen the Siatusis ispiayed as Ticketing Time
it along with the elease tmestamp (ime mode is 3o dispiayed)
Print and E-mai optons are iso avaibie on s screen it the language preferences which are avaiabie i

e system.

5. Search booking

The user can access the Search Booking screen by clicking the Search icon on the main menu ba,or by
Clcking Search Booking on the Agent Dashboard

On the Search Booking screen, he user can search PNRs, Tickets and EMDS. In order o perform  search
operaton, he user must enter  value for atleastone of the flelds o the screen and then clck Search.

The search resuls are displayed in a grd. The user can view the booking detals of each booking by
‘Gouble-cicking the booking record n the grid.

6. Manage booking
i screon anales e user o view and manage th boskingsbased on th userspvge.

The functions avaiabl in the Manage Booking ae,

Contact Detail
When the user clicks tris icon, the contact deais of the passenger (main contact passenger) are displayed.
The contact etais can be edied by clcking Edit This wil Grect the user o the Passenger Datalls screen,
on which the main contact detas can be edied. Tostre the now defals,cick Continue.

Print
A pop-up wil b isplayed whe the user lck this con, enabling the user [0 selec f the fineary should be:
pinted wih al passenger's detals in one tnerary (PNR wse) o with each passengers detals In a separate
ftnerary (Passenger wise). Al prining the Eicket opton i separately avaiable for use selecton. I selected
the Etcket option, each passenger ticket wil be pined. The language in which the inerary should be prinfed
coul also be selectd, while the user aiso has fhe option o o splaying payment detas o fhe finerary. by
selectng Hide Payment Detals. To ide individualparts of the payment detals, untick Hide Payment Detalls'
‘and select each detail separatly. o print the Hinerar, cick Prnt.

Email
A pop-up wil b isplayed whe the user lck this con, enabling the user [0 selec f the finaary should be
‘emaiied 1 the primary passenger ofthe booking (PNR wise) or 0 each passenger in the booking (Passenger
wise). Also Emaiing the Eticket option is separately avaiable for user selection. If the Etcket option i
selecid, each passenger ticket wil be emalle Users have the proviion o seect eher finerary ony or
Etcket only or both Hinerary and Etcket 0 be sent at the same time. The language in which the nerary
Shouid be emailed could also be selected, whie the user ko has the opton of no dispiaying payment detas
on the itnerary. by selecting ‘Hide Payment Detais'. To hide indidual parts of the payment deta, untick
Hice Payment Detas” and select each ceta separatey To email the inerary,cick Send.
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View History
“Tnis enables the user to view the Nistory of actions perfomed on the booking, along with detals such as
‘Acton, Date, Descripton, 1P Address, Sales Channel, Usermame, Agent Nare and Agent Code. To view more.
detais on each history record, hover the cursoraver the relevan record, witi the ‘Description’ column, and
clck once. A pop-up il be displayed with al avaiable Getas o the isory record.

Void Booking
Bookings can be voided befors the confgured cutover tme. Users withthe Veic Booking’prviege vl be able
o perform the void operation. Ater the cutover i reached, oy users Wi the priviege fo perorm the vold
operaton afier the resticied cutover, are able fo void bookings. The culover time is defined as a system
parameter

Reschedule Booking
“This functon enables the user o change the gt and dates of the booking. This funcion s enabled based
on the fare rule conditons o th fare associated wih passengers (withor wihout modificatin fee) a5 well a5
the user's privilege to perfom this operaton. The booking can be changed befoe th fight cosure o the frst
Geparture. Once the con s cicked, the user i directed o the Creats Booking process where the new fight
Getais can be selected. Follow the below sieps o complele the acton,

Stop 1 - Slect e new flght and cick Continue.

Step 2 The user s directed 0 the Payment stp i the Create Booking process, on which e updated ight
summary and the new pricing detas for each passenger are dsplayed, along wihthe balance amount to be:
paid. Addional, a price comparison can be viewed by ccking Compare Prica, which is dislayed below the
total price Cick on Continue 1 confm the change.

Tne system directs the user back f the Manage Booking screen. This screen wil dispiay the booking W
the old segments marked as ‘Cancelled and the new segments marked as ‘Confimed’ along with the new
price deals.

“Time it bookings coud alo be changed befoe th reease time withno modifcation fee.

Confirm Booking

“Tnis option allows the user fo confi a tme-4mit booking by making the payment on orbefoe the due date
Onca the functon is ccked,the user is irected to the Payment screen where the paymert or the booking
must be made.

Cancel Booking
‘T enable the user to cancel th entire booking. This funcion s erabled based on the fare rle congiions.
of the fae associaed with passengers. (with or wihout cancellaion foe) and the user's priviege 1o perorm
tis operaton. Onc the Cancel itinerary icon i clicked, he user is direcied o the Payment step of the
Create Booking process. Follow the below seps fo complete the acton,

$10p 1 - The Payment step displays the cancelld fight summary and the priing deais for each passenger.





image9.png
avira

“The amount o be refunded Is o diplayed.
Stop2.-Cick on Continue to confim the cancelaton.

The system direcs the user back t the Manage Booking screen. This screen wil ispay the booking it
the cancefed fight and pice detais. The bookig status is changed to Cancelled

“Time imit bookings could also be cancelied bfore he elease time wit no cancelato fee.

Add Notes

When tisicon is clicked, a drawer is isplayed enabing the user fo 36d nofes o the bocking.To sfore @ new.
note, type he nate detais in the Note fekd and clck Add. When adding he noe, he useraso has the option
10 choose it should be isplayed on the passengers neraries

Existng notes are also displayed here.

Transfer Ownership
The ‘Owner' agent of a booking can be changed through thisfuncton. Tis is useful when for example, the
Head Office needs 1o cbtain ownership of 8 PNR fom an Agent, in order to perforn certain resiricied
operations.

Flight Detail Section
Al dtais of the fght's ae dispayed here along wth th staus of ach figh.

The folowing functions are avaiable,

Reschedule Segment
This function is isplayed on the top right comer of the Fiight Detail section. When the user clicks this
functon, a drawer is isplayed wih the avallable seqments or the fight, The user must selct he segmen.
(via the selecton icon dispiayed on the lef of each segment) which helshe wishes to reschedue. The user
must then cick Reschedule Segment Once the buton s cicked, the user s drected t the Create Booking
pracess, where the date and time of the segmen can be changed. Once the user selects the new detais,the
user must cick Continue.

“The changed fight summary and the new pricing detals for each passenger are dsplayed on the Payment
screen. aiong wih the balance amount to pay. Addiionaly, the price comgarson can aiso be viewed by
Clcking Compare Price, which s cisplayed below th tofal prce. Clcking on Continue dispays the booking
with the 0 segment marked as ‘Gancelled” and the changed segment marked as ‘Confimed wih he new
price geals.

This function is enatled based on the fare rle condton (wih or without modiicaton fee) and the user's
privlege to perform tis operation
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Cancel Segment
“Tns function is dislaye on the top right comer f the Fiight Datall secton, When the user clcks tis
functon. a drawer is dsplayed with the avalable segments for the flght. The user must select he segment.
(v the selecton icon ispiayed on the lft of sach segment) which helshe wishes to cancl. The user must
then cick Cancel Segment. A pop-up is cisplayed confiming i the user wishes to continue wih the
cancellaton. The user must select Yes. The canceled fight summary and he pricng detais for each
passenger are displayed on the Payment sreen, wih the amourt o be refunded also dispiayed. Clicking on
Continue csplays the booking with the fight status changed to Cancelled.

This function is enabled based on the fare rue condiion (with o without cancellaton fee) and the user's
priviege to peorm tis operation

I additon to these functons. ight disrptin slert icons may aso be displeyed next to each ight number
These are generated by thesystem during aircraft model changes, fight delays and cancelations.

Passenger Detail Section
“This secton enabies the user o view the passenger detal o the booking

The folowing unctions are avaiable (enabled based on the fare rue conditon and users prviege),

Add Infant
This enables the user 0 add an nfan o an exising bocking. Once the functon i cicked, the user i drected
o the Passenger Detal scren 1o 0d the detal of he infant and continue. The new priing detals are
ispayed on the Payment screen wih the addtonal amount 1o be pai. Cicking on Conlinue isplays he.
booking wih e nfant added.

Remove Infant
“Tns enables the user to remove an ifant from the booking. Once the functon is cicked, he infants n the
booking wil b fsed. The user must selectthe infant o be removed and clck Remove nfant. The pricing
etai of the removed infant passenger is then displayed on the Payment screen with the amount fo be
refunded. Cicking on Continue ispays the booking wih th inant removed.

Change Parent
This enables the user o change the adu 1o whom the infant s inked. When tis function i cicked, he user
is dircted 0 the Passenger Detai screen where the new adu can be selecied for the ifant

spit

This enables the user o o remove passengers (fom the exsting booking) and spi them 1 a new booking.
When the function s clicked, the passenger’s in the booking wil be listed. The user must select he
passengers 1o be spit and click Spit Passengers. A new booking is then created wih the selecied
passengers.
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Edit Passenger
This functon enatles the user 1o amend the passenger elals. The Change Name' operation can be
performed using his functon. If the booking is created s a TBA for privleged users can update the
passenger dtais trough i opton as well.

When tis option is clcked, the user is Gected o the Passenger Defal step i the Create Booking process,
‘where the detals can be amended. Once amendments have beer made, t uses must cick Continue.

The payment page may be dispiayed based on the fare rle condilons of the existing fae i afee i defined
forthe name change.

I acctton o the sbove functions, te user can alsd view the E-Tickes for each passenger by cicing on the
E-Ticket number displayed (0 the right of each passenger detalrecord. Cicking the bution loads he
ETicketscroen, which displays il deta on the E-Ticket.

The user can aiso view the EMDs of each passenger by cicking on the EMD number displayed to the
right of each passenger detal record. Clicking the button Ioads the EMD scroen, which displays all
detais on the EMD.

Ancillary Detail Section

This secion conssts of detas on ancllares purchased by the user. Each ancilary which has been purchased
is inicated by the relevant ancilary symbol. The detais on the ancilaies can be viewed by cicking the
Expand icon. The user can et ancilary detals by cicking EGi.

Onc the button is cicked, the user is dircted 10 the Ancillary step i the Croato Booking process, where.
the anclaries can be added, changed or removed. Once the change has been made, the user must cick
Continue and then make the necessary payment fprompted t do 50

Pricing & Ticketing Detail Section
Al etats on the fare an other payments can be viewed ntissecton The usercan view the account detas
ofthe passengers by cicking Pax Account whic s ispayed o1 the op ight comer o his secton.
« Fare and Charge Detail
This secton enables he user o view the fare and charge deta per segment. Each fare, fee,tax and
charge is displayed n  separat row in th st aong wit i respectve descrpton
« Payment and Refund Detail

This section enabies the user 10 view the summary detats of the payment. Payments coukd also be
efunded based on the user's privleges. I he refund method is not selected then the defaul efund
method used by the aifne wil be used





image12.png
avira

7. Tools

There are severa tools displayed fo the userlagent, depending on the privieges alocated tothe user. These.
ook are detailed below and enablethe user o generate reportsn etir the HTML, PDF. CSV or XL format,
With oplon t0 view, ema and dowrioad the reports based on the forma selected

7.1, Flight Manifest

T enables the user to generate a report contaning he flght marifest for a gven perod. The ntalsearch
esut incudes a Istof i flgts In the given period. When the user doubleclcks on a pariculr ight then
this fights Flght Maniest report can be viewed. The Fight Manifest report contains detais of all he
passengers who have bookings on a patular fight

7.2, Booking Detail
s nable the user o generateareprt containing the dtas of booking or a g tme paid.

7.3, AgentSales
“This enables the use o generate a report containing agent-wise sals detal for a given tme period.

74, Agent Transactions
“Tris enabies the user to generte @ repot containg all ransactn eta of each agen or & gven time
pern.

75.  Flight Timetable

This enablesthe user to generate  repor containing the metabl offghtsfor a given time period.
“The Fiight Time Tatie reportcontains il dealls on fights, inciucing the Efective date and Discontinue date;
‘and operational days per week.
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1. Introduction
The Ava PSS Agent module enables agents 1o create new bookings, view bocking detais and manage
bookings

2. Accessing the Agent module
To acoess the agent macil, the user needs 10 have  vald ussmame and a passward. The fuctnatties
anatld o  pecic utar dpanc onthe accesipermisionurghtsgven ot se.
Aferiog sucsssu e user il hve acces o lwingsectrs,
+ Dasnoosa

« Create Booking
« Search Bockng

« Manage Booking
o Toos

3. General guidelines

31, Login

User needs to ave a vald usemare and a passward fo successfully login 0 the system

1he user provides an invaid usermame or passwerd, an rror message wilbe displayed on the screen (eror
message - Usemame and Password do not matc).

32, View of main screen

The Agent Dashboard displays options for the user o create new bookings, search xisting bookings and the
widgets currency converter, calendaricock and code search

3.3, Tabs and Navigation to screens
The men bar allows the user t perfon the following funcons,
o Access Main Menu
The main menu conssts ofhe following sub-menu,
© Dashboard - The user can relrn 10 the Agent Dashboard
> Tools - Refer secton 7 or more detais.
« Creste Baoking - Refer section 4 for more cetas.
« Searcn Booking - Refer secton 5 for more detas.
« Viewracenttabs.

3.4, User account section
“Tns secton is dispayed on the fop rght comer of every screen i the Agent module. Here, the user can
change the logn password or Logout (o the Agent modue).
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3441 Change user password
Stop 1 - Hover the cursoron he User Account con on th fop right comer of the screen

Stop 2. Cick on Change Password

A pop-up message is dispayed 1o il he requested felds.

1he user wishes o cancel the password change, then the X icon must be clicked on the top right comer of
e popup.

Stop3 - Cick Save.

35. Functionality buttons
Functonalies in each screen are enabled trough buttons. The main functonaltes are represerted by
button displayed on the bottom of the screans. However Individual screens could have functonaify buttons
placed n diferent locaions based on the data dispayed in each scroen.

The most common butons are lsted below.

(Contie - This enables the user o proceed f the nex tep.

Reset - Tris bufton enables aldata which s entered on the curent sceen fo be removed

‘Search - This enabies he user o view search resuls for th entered search creria

Back - This enabies the user o retum f th previous scroen

36. Messages
Notfcation messages are displayed on the top rigt comer of screens. Each color represents the fype of
message.

« Warming messages are presented in Yellow.

« Success messages are pesented n Green.

o Error messages are presented in Rec

« Informaton messages are presented in Blue.

4. Create booking

The oowing steps must e olowed

Step 1 - Cick th + iconon the main mens bar, orclck Create Ecokig o the Agent Dashoard
Step2- Fight Search

‘T usercan search fres, avaiabify and tmelables through s screen.

Fare
“The user can view detals on eflctv fares by speciying the From airport, To afport and Departure Gate
Additonally, the Cabin Ciass can be selected. The fares are listed in 3 grd. The user can view the fre rle
detais in a pop-up by seecting a patcar fare record fiom th gri

Timetablo
The user can view fight detais n a imetable fomat by speciing the From aifport, To airpor and Departure
date. The fights are lsed in 2 grid.
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Avallabiy
The avaiabilty o fights can be searched for One Way and Return fights: by entering the following detais.
« From - Select deparure airport.  searches have been performed recenty,the relevart departure and
amval aipor codes rfatingto the searches are isplayed above e From feld.
« To-Select amival aipor.
« Departure - Seect departure date. Departure cate.
= Retum (mandatoy fthe Retun opton i selected) - Select retum date.
 Aduts - Select the number of acul passengers
. Chicren - Select e umber ofchd passengers.
« Infans - Select e number o nfant passengers.
« Cabin Cias - Seectth cabin class.
Once detais are enlered, the user must clck Search {0 view the search resuts. f here ae no resuls, the
ertor s ndicated as a message.

Hresults are found,th search resuls wl be isplayed based on the type of View.
« Full Avalabilty View - The fights avalble are dsplayed n a rid withthe reevant detais,including
the REDS for the fignt and the open seat court against each RBD. The user must select the exact
RBD 10 which helshe wishes to make the booking, and clck Pric. I the user wishes o continue at
i price, then helshe must cick Continue.

« Faro Product Viow - The fights are dispiayed n a grid along with the fare products avalabie for éach
fight. The minimum prics is dispayed for each product. The user must select th relevant fare and
cick Cortinue.

“Tne user i then dected o ihe Passenger Delals screen, which s explained n the nex!step.
The user could also amend search crera by cicking Modly Search, whic s displayed towards the t9p ight
corner oftre screen

Stop 3 - Passenger Detals.
The user must enter the Getais of each passengerl in the booking wih iferent fieds being made avalable:
foreach passenger type.

T user can also upload passenger detas ia an Excel sheet by olicking e Load rom Filebuton dispayed
o the 0p right corer o the screen.

Depending on the user's priviege. the user coud also proceed wi the passenger detals as TBA. Ater
creating the booking the names coukd be updated by edting passenger detss i the Manage Booking
process.

Folowing ths, the user must also providethe contactdeta of the main contact prson from the passenger's
end

(Once il datat ar entered, th user must cick Continue to move o he nextstep.

Stop 4 - Anclares
The user can add anciaries o the booking. These ancilies can be free or at a fee. The folowing ancilary
ypes are commonly avalabl,
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© Seat - Seats can be pre-booked by passengers. When alocatng seats,the user can ether cick on
seats in the seat map dsplayed on the screen, or can drag and diop each passenger icon
(dsplayed below the seat map) onlo relevant seats on the seat map. When a passenger is
alocated to 3 seat, the passenger icon (dsplayed below the seat map) is changed to display the
allocated seat rumber. In order o remove passengers from  sea,the X icon isplayed with the
passenger con/seat number must b cicked. Seat selecion s restrcled based on the fare product
selectedforthe passengers.

« Baggage - Separate baggage can be selecte foreach segment for each passenge. The user can
cick on the checkbox relaiive o the required Baggage Weight 1o selct the baggage. Once the
checkbax i cicked. a cropdoun containing a s of passengers s displayed and the user can select
which passengers o alocate each baggage weigh o (can be selected inaidually o by clicking To
AI). Passengers can be removed in a simiar manner, by unsolecting passengers from the.
dropoown for each baggage weight o by cicking Clear. Baggage selection is resticted based on
he fae product slected for th passengers.

« 55R - Special Serice Requests such as Wheeichar for Ramp can be added by cicking the Select
check box relative 1o each SSR. Once the checkbor is cicked, a dropdown containing a list of
passengers is displayed and the use can select which passengers t alocate each SSR [0 (can be
selocted indvidually o by cliking To Al). Passengers can be removed in a simiar maner, by
unselecting passengers from the dropdown for each SSR, or by clcking Clear. Nole that SSRs
which are bundled infae products are pre-selecied by the system.

(Once the necessary ancilaries are selected, the user must cick Continue fo move 10 the extstep.

Stap - Payment
“Tne fnal sep inthe booking process 5 he payment. The fight summary and prcing detals are ispiayed for
‘each passanger, along wih fare conditons or the particuar booking
There ae two payment optons avaiatle,
= Pay Now - Tni opton enables the user t pay immediaely and confem the bocking
On Account - Provided the useragent has sufficient credt baiance, helshe can make the payment
rom hisher Agent account which s maintined wth e aifine
« Pay Lator - Tris enables the userfagent o piace the payment on ok orthe confgured ime and pay
Iater. The payment should be made on o before th reease time. I the payment is not made by tis
time, the booking wil be cancelled and the seats wil be released automatcally.
Once the payment option has been selectd, he user must accept he elevant ferms and conditions and hen
clck Gontinueinorerfo compete he bocking,
Before clcking Contiu, the user also has the 0pion 1o select f the Hineary should be malled 0 the email
‘accress ofthe contact person.

S19p 6 - Confimaton
Once a successlul payment has been made, the Booking Confimaton screen is displayed. This screen
onsists of il booking summary detas, along withthe Booking Reference. In addiion,the booking Status '
isplayed as Confimed and the E-Tickel numbers are displayed for each passenger.





