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What is new in this version?

- Branding Updates throughout whole document (Screenshots with Green Fares)
- New sorting options for AirAvailability and FareSearch in chapter 3.1
- Price Guarantee information in chapter 3.1.3 & 3.2.1

- Name correction after ticketing in chapter 4.5
- Warning about active only Filter in Queue Management chapter 7

Legal information
This document is protected by copyright of

Deutsche Lufthansa AG
Linnicher StraBBe 48
50933 Cologne
Germany

All rights reserved. No parts of this work may be reproduced or copied in any form or by any means -
without the written permission of Deutsche Lufthansa AG.

Products that are referred to in this document may be protected by trademarks and/or other intellectual
property rights of the respective owners. The publisher and the author make no claim to these third party
rights. While reasonable precaution has been taken in the preparation of this document, the publisher and
the author assume no responsibility for errors or omissions, or for damages resulting from the use of
information contained in this document. In no event shall the publisher and the author be liable for any loss
of profit, loss of data, loss of business or any other commercial damage caused or alleged to have been
caused directly or indirectly by this document.

The current Lufthansa Group airlines Booking and Ticketing Policy for Business Partners and Lufthansa
Group Schedule Change/ Irregularity Policy for Travel Agents need to be adhered when applying the

instructions in this document.
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1 Introduction

1.1 Landing page

Use the following link to start the web application: https://dcwebc.farelogix.com/sprk-lhg/

1.1.1 Login

To access SPRK, log in entering your 4-letter office ID/PCC, agent ID, and password and confirming with
<Login>. The password is case sensitive.

LUFTHANSA GROUP
Austrian 7 brussels 13 EurowingsZ (2 Lufthansa LJSWISS

Office ID
\
Agent D

Password

Forgot password?

Make sure the Lufthansa Group airlines-branded landing page is shown; if not, please check if you have
used the correct link.

Forgot password? Enter the
1.1.2 Password reset following and we will send you an
email with a password reset link.

The landing page provides the function of password reset. Therefore, click

<Forgot password?> and enter the requested data to receive a password reset office ID
link via e-mail. Make sure the specified e-mail address matches the one
specified in the user settings. Agent ID
- If you do not receive any reset e-mail, contact your agency admin to
review the correct e-mail address connected to your Agent ID. The Emall

Agency Admin can reset your password according to chapter 9.3.5.
- If no email address is stored or if it does not match, the password can

If you do not log in to your SPRK account for 90 days, it will be deactivated. The
agency admin has the rights to reactivate SPRK sub-accounts (see chapter 9.3). ©BACK

For reactivation of agency admin accounts, please contact LHG Direct Connect Service Support. If an
account is then not reactivated within 30 days, it will be permanently deleted.
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1.2 2-Factor Authentication

1.2.1 Activation of 2-Factor Authentication

The activation of the 2-Factor Authentication will happen at PCC level. Once there is an agreement
between agency and airline to activate this new functionality, all users of the activated PCC will have to use
the 2-Factor Authentication method without exception.

The following steps need to be performed, before a use of 2-Factor Authentication is possible:

1) Agree with LHG on a specific date of 2-Factor Authentication activation

2) Download the mobile phone tool or desktop tool (e.g. WinAuth) as per instructions in chapter 1.2.3

3) Perform initial login to SPRK and link the account with the 2-Factor Authentication tool as
described in chapter 1.2.4

1.2.2 Prerequisites for 2-Factor Authentication

A 2-Factor Authentication Tool is needed to be able to link it with the SPRK user account. There are several
apps in the market (e.g. Google Authenticator, Microsoft Authenticator, Authy) for mobile phone or
computer. The user can install one of the authentication tools on their device and then link to the SPRK
account in a similar way as described in this document.

If you need to change the device (computer or mobile phone) from where you access SPRK, you need to
request a reset of the 2-Factor authentication. This can be done by your local agency admin (see

chapter 9.3.6). Once the reset has been done, the authentication tool on the new device can be linked again
with your SPRK account.

1.2.3 Examplary application of WinAuth

In the following chapters, we will only show an examplary installation of the WinAuth application on a PC.
WinAuth was selected because it can be used without requiring users to be administrator on their computer
nor to use a separate private mobile device. Other applications can be used on your computer, according to
your IT policy.

Download the WinAuth App from the below weblink: https://winauth.github.io/winauth/

Further instructions for WinAuth can be found on the internet under the below weblink:
https://sf360.zendesk.com/hc/en-au/articles/360025875072-Multi-Factor-Authentication-MFA-How-
do-I-use-WinAuth-

Please mind that the version of the tool can change. At the time of creation of this manual, the current
version was 3.6.2.

There will be no description of a setup on a mobile device due to the variability of tools, hardware and
operating systems. The only difference when setting up the 2-Factor Authentication tool on your mobile
device is that you don't have to type in or copy the 32-digit code but simply scan a QR code from the SPRK
2-Factor Authentication setup screen.
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1.2.4 Setup the 2-Factor Authentication in SPRK

Please note that if you link your SPRK account with the WinAuth tool on a certain computer, you will only be
able to login to SPRK where the WinAuth tool can be executed.

1) Open SPRK and sign in with your user and password.

—

.
Biro-ID

ALZC

Agenten-
D

seto 5/

Passwort

Passwort vergessen?

ANMELDEN
- b 3 ..
gt o N

R et B ambees v

2) The setup page for 2-Factor Authentication appears. Select the 32-digit code and copy it.

Setup Two Factor Authentication —‘\
Use your two factor authentication app to scan image: \ .

3T i
R
i

Or manually enter the following text:
DDRG 7KCM 4WXJ JAIl KJOM IETE RNE7 KETP

Please enter the 6 digit code displayed in your
authentication app.

|
= M
©LOGOUT . -

> 1 o

3) Start the WinAuth tool and click on “ADD" in the pop-up window (it might be that first you have to click
through their terms and conditions).

-
WinAuth
Click the "Add" button to create or import your authenticator
Add £ o

4) The next screen “Add Authenticator” appears. Under the field “Name”, enter any kind of personalized
name or leave as “Authenticator”.

5) Paste the previously copied 32-digit code from the SPRK setup screen in the WinAuth tool (first step)
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6) Leave step 2 as suggested, then click on “Verify Authenticator” in step 3.
A 6-digit code will appear below step 4.

Add Authenticator

Marme:  Toms Authentication

1. Enter the Secret Code or KeyUri string. Spaces don't matter. If you
have a QR code, you can paste the URL of the image instead.

DDRG TKCM Wi JAI KJOM IETE RMET KETP

2. Select additional settings. If you don't know; it's likely the pre-selected
ones 5o just leave the default choica.

Type (®) Time-based () Counter-based
Hash

Interval 30 seconds

Digits 6

3. Click the Verify button to check the first code.

Verify Authenticator

4. Verify the following code matches your service.

313398
_—

0K Cancel

7) Select the 6-digit code in step 4 and copy, then paste it to the SPRK setup screen and click on
<Verify>. (this step needs to be done quickly, as the 6-digit code expires quickly. If this happens, just
use the next 6-digit code that is generated)

Setup Two Factor Authentication ‘

Use your two factor authentication app to scan image: \

Or manually enter the following text:
DDRG 7KCM 4WXJ JAIl KJOM IETE RNE7 KETP

Please enter the 6 digit code displayed in your
authentication app.

313 398

VERIFY

©LOoGOoUT

8) You will now successfully enter SPRK and the 2FA setup in SPRK is finished.
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Q) IMPORTANT: You need to finish the setup of your WinAuth Tool. Switch back to your WinAuth tool and
click on the “OK" button

Add Authenticator

Name: Toms Authentication

1. Enter the Secret Code or KeyUri string. Spaces don't matter. If you
have a QR code, you can paste the URL of the image instead.

DDRG 7KCM 4WXJ JAIl KJOM IETE RNE7 KETP

2. Select additional settings. If you don't know, it's likely the pre-selected
ones so just leave the default choice.

Type ®) Time-based _ Counter-based

Hash ‘ SHA1 v ‘

Interval 30 seconds

Digits 6

3. Click the Verify button to check the first code.

Verify Authenticator

4. Verify the following code matches your service.
313398

. 0K Cancel

10) In the next WinAuth screen you can optionally specify a password for the WinAuth tool.

Protection

would like to protect your autherticators. Using a password is strongly recommended,
data could be read and stolen by malware running on your computer.

W] Protect with my own password

i

Your authenticators 2 encrypted using your n

WinAuth. Your authe

word to op

Password

Additionally, you can protect and encrypt your data using the in Windows accourt encryption. This will lock your
authenticators to this y re copied. You MUST turn this off if
you are going to reformat your disk, re-install Windows or d

this user account
[_] Encrypt to only be useable on this computer

And only by the current user on this computer

['] Lock with a YubiKey

| Use Slot | | Configure Slot

-

11) Finally, click on “OK” and the setup is completed. The WinAuth tool will start and show a fresh 6-digit
code that can be used for login with SPRK.
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Reservation Screen

Once logged in, the reservation screen is displayed. This is the main screen from which all other functions

can beu

sed.

Welcome SPRK USER Logout

1 06492021 : AEXP - OS Austrian Airlines (Home) “~
LUFTHANSA GROUP -

Austrian 7 brussels :3: Eurowings',’ & Lufthansa LJSWISS e

ALL

TRAVELER 0 .

Record Locator: NotSet [§
TELEPHONE 0

[+) Traveler

EMAIL (1] 4
PAYMENT 0 Itinerary

No Itinerary
ADDRESS 0

— iy R

ITINERARY Transactions

API

TRANSACTION 0

5 > BN

No items to display.

S o
CLD 0
SSR o
0si 0
REMARK 0

Record Locator

=» Advanced Search

Office Queues
- 7

8 Reference Guide | Recommended Links Copyright © 2022 Farelogix, An Accel
(1) Log-in information, Log-out button, Agency IATA number, Office-ID (PCC)
(2) Actionicons - see chapter 1.4
(3) Quick-start options
A Direct sell - usage not promoted
B Quick Traveler function - see chapter 2.1
AL Traveler information from profile - see chapter 2.2
(4) Display of existing booking information in the PNR
(5) PNR Toolbox - see chapter 2.3
Add, modify or delete mandatory/optional PNR information. Click (dark background) to activate
function to be displayed in the reservation. The number shown equals the quantity of items.
(6) PNR Search & Advanced Search - see chapter 3.2.2
(7) Work with Office Queues - see chapter 7
8) Opens a new window, accessing the Farelogix SPRK Reference Guide or recommended links.
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1.4 Action Icons

On the top right of the Reservation Screen, there are several action icons that allow you to navigate through
SPRK.

2D Nt g, =72

Current Reservation The default icon shows the current reservation (far left).

Add Air To be used to shop for flights and fares - see chapter 3.1

Add Reservation Start a new reservation. Five PNRs can be opened at the same time.
For each itinerary, a “Current Reservation” icon will be created (far
left).

Profile Management =~ Work with traveler, agent or agency profiles - see chapter 9

Reports Download XML data files for usage in mid- and back-office systems
and display sales reports - see chapter 10

Settings Changing language, time format, change/reset user password and e-
mail, access to PCC Bridging - see chapter 11

N OO EEBE

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS

AIRLINES o @ » ’12’



NDC Partner Program LUFTHANSA GROUP

2 Passenger Name Record (PNR)

2.1 Adding passenger data with quick traveler

Using the Quick Traveler Icon E in the upper right of the reservation screen can save a lot of time as it
allows all mandatory information to be added at the same time.

Use the drop-down menu to add more passengers.
When completing the form, <submit> all data to create a PNR.

Quick Traveler(s)

Travelers -[1 |- Bhow Frequent Flyer Information
i Title First Name Middle Name Last Name Date Of Birth Gender Remark
(aDT || [Mr ] [James | | | [Smith | [1s10L1971 [Male | | Add INF
Email
Email Language Operational Contact
[training.tats@dlh.de | [v ]
Telephone
Type Telephone Number Language Operational Contact
OBILE v~ B 0 - 173456789 | [ I ]
Address
Type Address 1 City Country
v [ ]
Name Address 2 State Postal Code
Form of Payment - Show Other
Company Number Expires Approval Code First Name Last Name
[Master Card | [5232000000000000 | 2] | | [ |

2.2 Adding passenger data using profiles

If you have an existing Traveler or Company profile, you can use the stored data to create a new booking.
See chapter 9 for setting up profiles.

Click on the Profile Icon #* to start the quick profile search option.

You can search by traveler or company name. To view all travelers from one company, activate “List all
associated Travelers”.

]
Office ID [ACA5 | o o
_ Select from the similar name list if the search shows

Traveler Profile Name [ Smith] |
S . more than one result.
Company Profile Name
Account Number
Customer ID | | ©Back @ Reset
Arranger 1D | | TRAVELER COMPANY MERGED OFFICE

m © Reset SMITH JAMES NIA ACAS

SMITH JONA NIA ACAS

Click on the traveler’s name to select.
o« o > 1- 2 of 2 items
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©Back  © Reset v All data showing “Auto” Mode will be transferred to the
Traveler PNR using the <Add Defaults> button.
TYPE LAST NAME FIRST NAME TITLE REMARK MODE
ADT SMITH JAMES Auto Add
Frequent Flyer Numbers Alternatively, select a single item by clicking on the
AIRLINE MUMBER MODE <Add> button.

Mo records fo display.

Form of Payment

<Back> returns to similar name list.

TYPE INFO EXP REMARK MODE

Other CASH Auto Add

Telephone <Reset> returns to search screen.
TELEPHONE REMARK MODE

40123456789 Auto Add

Email

EMAIL REMARK MODE

TRAINING. TATS@DLH.DE Auto Add

Address

ADDRESS CITY STIPROV POSTAL COUNTRY MODE

Mo records fo display.

FlightPass

AIRLINE CODE 1] MODE

Mo records fo display.

2.3 Adding passenger data with the toolbox

You can find the PNR toolbox on the left-hand side of the reservation screen.
Click data element (dark background = deactivated) to activate function to be displayed in the reservation
(white background). The number is the quantity of items.

Wel SPRK USER Logout

06492021 : AEXP - OS Austrian Airlines (Home) v
LUFTHANSA GROUP .

e

Austrian 7 brusgg!g :2 Eurowings" & Lufthansa £JSWISS \ -

'ALL \
TRAVELER o N
Record Locator: Not Set [
TELEPHONE o
(+] Traveler
EMAIL 0
PAYMENT 0 Itinerary
No Itinerary
ADDRESS 0
—coeee o) P
ITINERARY Transactions
-l No items to display.

TRANSACTION 0

APIS 0

CLID 0

SSR 0

ost 0

REMARK

Record Locator

Q

=>» Advanced Search
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2.3.1 Adding passenger information: PTC, name, DOB, gender and frequent flyer number

Activate Traveler by clicking on it in the toolbox and click on the Add Icon o to add a passenger.

(+) Traveler

Fill in the traveler's details.

Travelers ®

Type Title First Name Middle Last Name Date Of Birth Gender
Name

o ADT ~ MR JAMES SMITH 15/04/1960 Male v

© Addinfant @) Add FFN

© Add New

You can select a passenger type code (PTC), add infants and/or add a frequent flyer number.

For additional passengers, click on the Add Icon 0‘
If you add the date of birth and gender, an SSR element with TSA information will be created automatically.

Click on <Submit> to enter the names into the PNR.

2.3.2 Change/Delete passenger data

Please refer to the Lufthansa Group airlines booking & ticketing policy for the rules of a name correction and
name changes. Name corrections (according to Lufthansa Group Booking & Ticketing Folicy) can be

conducted for unticketed PNRs with flights operated by Lufthansa Group airlines.

!

Choose the line with the name you want to change and click on the ¥ button above.

oﬁ Traveler

# TYFE TITLE FIRST NAME MIDDLE MAME LAST NAME DATE OF BIRTH REMARK NAME REFERENCE

To delete a name (only possible before PNR creation), select the line and click on the T button.

2.3.3 Telephone
Activate Telephone and click on add © t0add a passenger.

ALL

TRAVELER o

Record Locator: Not Set  [§ A EBE &
TELEPHONE 0
Q Telephone
Telephone X
Type Telephone Number Language  Operational Travelers
Contact
B None Selected . .| v O If you would like to add traveler references please add a traveler to
the PMR.
@ AddNew

Submit © Cancel

Select the phone type, add the phone number, select the contact language and click <Submit>.
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On activating the operational contact tick box, SSR CTCM will be created for this passenger.
Back in the reservation screen, select an existing telephone entry and click < o modify or T to delete the

existing phone number.

2.3.4 Email

Activate Email and click on @ to add an email address.

[+] Email
EMAIL 1
EMAIL ADDRESS TRAVELERS
PAYMENT 1 TRAINING. TATS@DLH.DE MRS JONA SMITH (ADT)
Emails *
T Email
Email Language Operational Contact
v If you would like to add traveler
references please add a traveler to
the PNR.
L]
@ AddNew

Submit © Cancel

Add the email, select the contact language, and click <Submit>.
On activating the operational contact tick box, SSR CTCE will be created for this passenger.

Back in the reservation screen, select an existing email entry and click ¢ o modify or 0 to delete the

existing email.

2.3.5 Form of payment
Activate Payment and click on © t0 add a form of payment. Choose between a credit card and other forms
of payment (cash, cheque, invoice), fill in the requested data fields and click <Submit>.

[+] Forms of Payment
EMAIL 1

VALUE SERVICES TRAVELERS SEGMENTS
PAYMENT 1 INVOICE MRS JONA SMITH (ADT) ALL

Forms of Payment

T Credit Cards

Company MNumber Expires
Travelers
American Express v /
First Name Last Name Approval Code

Austrian 7~ brussels .e¢
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T Other Form of Payment

Text

CASH | Travelers

o
CHECK
If you would like to add segment

INVOICE references please add a segment to
my the PNR.

) Credit Cards @) Other Form of Payment
Submit © Cancel

Back in the reservation screen, select the desired payment entry and click ‘1o modify or 0 to delete the
selected form of payment.

Important note for UATP cards (e.g. Air Plus):

Once the UATP Company Type is selected and a valid Air Plus card number is entered, Farelogix will
validate the card and enable fields that will be used to provide additional information. Depending on the
way the card is set up, a combination field will appear that are free-form text and will evaluate whatever is
entered into them.

Once the UATP Company Type is selected and a valid Air Plus card number is entered, hitting Enter or
clicking anywhere outside the Number field will validate the card and display fields that will be used to
provide additional information.

Important Note: The UATP card type does not require a CCV code when issuing documents; this differs

from all other supported cards.

2.3.6 Address

Activate Address and click on € to add an address element.

ADDRESS ] o Address

ITINFOADY

Select an existing address entry and click # to modify or T to delete the selected address.

Address ®
ﬁ Address
Type
If you would like to add traveler
None Selected N references please add a traveler to
Address 1 Address 2 city the PNR.
State Country Postal Code
v
Name
[ ]
© AddNew

m © Cancel

Back in the reservation screen, select the desired adress entry and click 4 1o modify or O to delete the
selected address.
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2.3.7 APIS

Travelling to some countries requires APIS (Advance Passenger Information System) before issuing a ticket.
If you have already included the date of birth and gender in the name element, the APIS element will be
created automatically.

Activate APIS and click on € to add an APIS element. You can then add an APIS PicturelD, APIS

Supplementary and Address.
S ) APIS(API)

APIS

© APIS PicturelD €) APIS Supplementary ) Add Address

Submit © Cancel

Select an existing APIS entry and click 4 o modify or T to delete the selected APIS element.

2.3.8 CLID
Activate CLID and click on & to add a CLID.

cLp 0 (+] CLID
CLID ®
T CLID
Airline CLID Number
-
°
© AddNew

m © Cancel

Select an existing CLID entry in the reservation screen and click ‘o modify or O to delete the selected
CLID.

2.3.9 SSR

Important note:
This feature is only supported for services that are free of charge or paid for at check-in - no payment is

made via SPRK.
Unaccompanied minors should not be booked with this function, instead please refer to chapter 5.2.
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2.3.9.1 Add SSRs during the booking process
To add an SSR during flight booking, activate the “SSR” panel in the tool box and click +]

ALL
TRAVELER 1 - —_ —

Record Locator: 2HFM7U @ B & N E AL =
TELEPHONE 0

Traveler

ERAIL ! s TYFE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH Fra
PAYMENT (1] [ ADT FRAMK SINATRA 02MOYV1976 u
ADDRESS 0
| mNERARY Itinerary

Booked - Air
!TF“.ANSACTION 1] y O Class = Status Cnx cf) Fare

» O oy Thu200ct22 - FRA-VIE  tHi232 k& dh2om 321 HK LH 1
LLE - <) os:50a-08:10a
cLp 0
SSR 0 I
osl 0 Transactions

Mo items to display.
REMARK 0
Special Service Requests(SSR)

Special Service Requests

i Special Service Request

Text
Travelers

[ All ]
~

AIRLINE SUPPLIED OXYGEN

AVIH ANIMAL IN HOLD, SPECIFY NUMBER, TYPE AND PEDIGREE, AND Segments
CONTAINER WEIGHT AND DIMENSIONS [ All ]
AVML VEGETARIAN HINDU MEAL

BBML  BABY MEAL
BIKE BICYCLE IN HOLD, SPECIFY NUMBER (SEE BELOW)
BLML  BLAND MEAL
@ AddNe BLND BLIND, SPECIFY WHETHER OR NOT ACCOMPANIED BY GUIDE DOG v

aarT RAQQINET/CARRVANTIRARY RASKET
m © Cancel

IATA SSR Code: Choose a (non-chargeable) SSR from the drop-down list.

Text: For some SSR requests, additional text is mandatory. A warning message will occur.
Travelers: Select a passenger or “All” for all passengers.
Segments: Select flight segments or “All” for all flight segments.

<Submit> your request and you will receive airline feedback on Queue.

Please note:

When adding a telephone number or an email address, there is a little check box labelled “Operational
Contact”. By checking this box, an SSR CTCM or CTCE will be created in the PNR. Therefore, there is no
separate SSR CTCM or SSR CTCE in the SSR drop-down menu as the same result can be achieved with the
“Operational Contact” check-box:

Telephone
Type Telephone Number Language Operational Travelers
Contact
] MOBILE . = 143 + 664 123456 v If you would like to add traveler references please add a traveler to the

PNR.

For SSRs that require weight and dimension specifications, please check the correct text format in the
Lufthansa Experts portal.
For example, the SSR SPEQ or BIKE specifications need to be entered in the free text field:

Eurowings 2 & Lufthansa AJSWISS

AIRLINES o @ » ’:I_Q’




NDC Partner Program

Special Service Requests

@ Special Service Request

3SR Code Text
BIKE v TTL20KG1PC DIM100X70X30CM

Special Service Requests

T Special Service Request

SSR Code Text
SPEQ v GOLF TTL15KG 1PC DIM120X30X30CM TTL180

Special Service Requests

i Special Service Request

SSR Code Text
SPEQ v WINTER TTL23KG 1PC DIM180CM

2.3.9.2 Change an existing SSR

LUFTHANSA GROUP

Travelers

MR TEST EXAMPLE (ADT)

Segments

LH1184 FRA-ZRH 28MAY

Travelers

MR TEST EXAMPLE (ADT)

Segments
LH1184 FRA-ZRH 28MAY

Travelers

MR TEST EXAMPLE (ADT)

Segments
LH1184 FRA-ZRH 28MAY

Activate the “SSR" panel, select the service that needs to be modified and click 'y

[+ ] [ Special Service Requests(SSR)
ARLINE STATUS = REQUEST

LH HK TKNE 2205747138876C1

TRAVELERS

MR. JOHN DOE
(ADT)

MR. JOHN DOE
(ADT)

SEGMENTS

LH760 FRA-DEL
05JUN

LH760 FRA-DEL
05JUN

‘LH ‘HI-'\"

Make changes in the mask and <Submit>. The airline response will be given on Queue.

2.3.9.3 Cancelan SSR

Activate the “SSR” panel, select the service that needs to be deleted and click [

o rd ﬁ Special Service Requests(SSR)
AIRLINE STATUS = REQUEST

LH HK TKNE 2205747138876C1

TRAVELERS

MR JOHN DOE
(ADT)

MR. JOHN DOE
(ADT)

SEGMENTS

LH760 FRA-DEL
05JUN

LH760 FRA-DEL
05JUN

‘LH ‘HI-'\"
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2.3.10 Osl

Activate OSI (other service information) and click on © 1o add an OSI element.

05l 0 [+) Other Service Information{O5I)

Other Service Information ®

T Other Service Information

Airline Text
If you would like to add traveler

references please add a traveler to the

© AddNew

Submit © Ccancel

Add the airline code and additional information in the text box. Click <Submit>.

The input of the OSl-element for a corporate client number (such as Partner Plus Benefit) must follow the
following format: Airline = YY, Text = CP/LHxxxxxxxxxxx, where CP means corporate program and the x’s
are the designated corporate client number.

Select an existing OSI entry in the reservation screen and click 1o modify or T to delete the selected
OSl.

2.3.11 Remark
Activate Remark and click on & to add a Remark.

REMARK o [+ Remarks
Remarks ®
T Remark
Type
If you would like to add traveler
General N references please add a traveler to
Test the PNR.
If you would like to add segment
references please add a segmentto
the PNR.
®
© AddNew

Submit © Cancel

Use the drop-down menu to select one of the remark types and use the text box for entering text.
Click <Submit>.

Select an existing Remark in the reservation screen and click 4 1o modify or T to delete the selected
remark.
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3 [ltinerary

3.1 Add Air / Flight Search

3.1.1 Flight search interface

All flight and fare search functions are provided using the “Add Air” button .
There is no need to enter PNR data before using Add Air functions.

Depart Arrive Date Time
FRA - BRU v 1M5/2020 Anytime v Dep® Amr( ¥
BRU - FRA - 15JAN| Anytime v Dep® Am(Q

4 5 6

1) Itinerary type: Choose the itinerary type for your search criteria.
Round Trip, One Way, Multi City
(2) Search criteria: Depart/Arrive

Enter 3-letter code or full city name to choose from name list.

Date
Add the date by choosing from the calendar or using one of the

following formats:

15JUL DDMMM
15JUL19 DDMMMYY
15.07.19 DD.MM.YY

(Date format not always the same, as it depends on the language

chosen in Settings (see chapter 11.1).)

Time

Set time preference using the drop-down menu.
(3) ¥ Options: Apply more search criteria (e.g., airline, cabin, booking class)
4) ﬁ‘ Search Settings:  Opens a search setting panel.

See chapter 3.1.2.

(5) Fare Search: Search for the available fares for selected routing.
See chapter 3.1.3.
(6) Air Availability: Availability display for selected routing without fares.
See chapter 3.1.4.
(7) Fare Quote: Fare display for selected routing without availability information.

See chapter 3.1.5.

3.1.2 Flight search settings

Clicking the gear icon e opens a search setting panel.
Clicking on one of the options will open the section to enter data:
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Pricing Options

. . . Pricing Opti
The first section allows the restriction of a fare L

search by type. The options are as follows: L_JPublished Fares MicheckiUncheck Al
= Published Fares: )Cantract Fares Mladvance purchase
, ®Both Mliow Penalties
Fares shown for all markets and agencies Minimum Stay
without any negotiation. WIMaximum Stay

= Contract Fares:
Also known as Private Fares. These rates are only available to certain groups of agents, markets or

companies.
= Both: This is the default setting, which will search by both fare types.
= Advance Purchase: Include fares with an advance purchase restriction.
= Allow Penalties: Include fares where penalties apply.
= Allow Min. Stay: Include fares that have a minimum stay requirement.
= Allow Max. Stay: Include fares that have a maximum stay requirement.
Fare Quote Override Options Fare Quote Override Options
Checking this box will retrieve a Fare Quote (only!) fora date . o i oiee Currency Selection
that has already passed. Currency override can be used by d

entering the IATA currency code. The default is the local
currency of the agency.

The historical pricing function is deactivated and not supported in SPRK.

Travelers Travelers

= Type: Displays a list of Passenger Type Codes (PTC) that Type Count
can be selected for the fare; click the arrow to display the ADT ]
list.

= Count: This field confirms the number of passengers with the same PTC included in the pricing
request; click the spinner or enter the number to select.

= Travelers Add/Remove: Clicking the Plus allows one or more travelers with a different PTC to the
default traveler to be added.

Fare selection Options: Fare Selection Options

Enter a ticket designator code to limit the fare search to Ticket Designator
that particular code.

Qualifiers: Qualifiers

Pricing Qualifiers are codes associated with Airline- Type Code  Name  Arrine

sponsored to select from the list of Qualifier options, click ContractID v 123456 v LH v

the drop-down menu labelled Type. + Qualifiers -

Tax Exemption Options: Tax Exempt Options

You can apply tax exemption by using one of the following Govenment Body Country(s)

options:

= Apply Exemption to All: Province (CA) Exempt All
Selecting Yes will apply exemption to all taxes -

= Government Body: Tax Code Collection Point Tax Type(s)
Free-form text box to enter taxing authority v

= Country:
Enter first letter to display a Country Code list
* Province (CA):

+ Tax Exempt Options -
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Click the drop-down menu to display Canadian provinces
= Tax Code:

Enter tax code
= Collection Point:

Enter the first letter of an Airline Code to display a list
= Tax Type:

Add tax type

Service Filters:
The Services Filter option can be used to narrow the
selection of flights based on the Services offered.

Services Filter
Group Sub Group

L 4 L

+ Services Filter -

3.1.3 Add flights to shopping cart via Fare Search

Use <Fare Search> for the lowest available fares for a requested routing (Best Buy).

!} Round Trip Multi City
Depart Arrive Date Time
FRA v coe v 7/8/2023 Anytime v Dep® ArrQO
coe v FRA v 7/8/2023 Anytime v Dep® ArrQO
E—
E — ’ 4
r = FRA - CDG 06 .
y Departing: 07:0a - 02:40p | Journay: Th 15m - 4h 35m Selected Total Fare:  EUR 0.00
CDG - FRA 03Jul2023
- Departing: 06:00a - 05:55p | Journey: 1h 15m - 4h 25m 6 Lowest Total Fare: EUR 179.50
aMm & M s aMEire aMslagf MEZXares MEXae Mg Xe
@fla flae nofla
FRA - CDG THURSDAY, JULY 6, 2023 ECONOMY LIGHT ECONOMY CLASSIC ~ ECONOMY GREEN ~ ECONOMY FLEX BUSNESS SAVER  BUSINESS GREEN BUSNESS FLEX
LH 1026 07:05a FRA = 08:20a CDG 1h15m 32A Direct nenstop
Journey: 1h 15m

86.97 116.97 138.97 166.97 23147 281.47 33147
L L L L P P P

LH 1030 09:30a FRA = 10:45a CDG h15m 321 e 371.97 401.97 421.97 451.97 721.47 77147 821.47
u M M M J J J

(1) Use ) and = to open/close single fare displays with flight options.

2) Use to select one of the airline options, departure/arrival time or connections.

(3) After running a successful Fare Search, the user is able to sort the results by Price,
Duration, Departure Time and Arrival Time (Ascending or Descending) by selecting the
parameter in a dropdown list after clicking on the Sort By Icon. Price is set as default
parameter, which can be changed by the user in Settings (see chapter 11.1).

(4) Modify your search options

(5) The top row shows the fare families for continental flights. Use the mouse-over function to
receive a list of services included in the fare.

(6) The Symbols &M show which services are included in the offered fare.
Use the mouse-over function to see a description.
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Click on the fare to select. For a round-trip, scroll down as you need to select all flight segments.

LX 2032 04:35p ZRH = 07:00p MAD Oh02m 223 Jl'-‘ifECX nenstap
ourne:

0h 02m

LH 2375 06:55a ZRH = 07:50a MUC Oonoom 319 et =
Cpersted By: ? ' : osrnd L
Lufthanse Cityline Gmbh ! i‘

)

LH 1800 08402 MUC = 11:20a MAD 0h02m 32Q

Once selected, you can add the flights and fare to the shopping cart E, open the seatmap E‘ or display

all available fares by clicking on Ilicsa.

When opening the Shopping Cart, you can add optional services to your flights - see chapter 5.2.
Afterwards, all fare details and tax calculations are displayed and a pop-up window informs about the time
limits of base fare, taxes, fees and charges. These time limits inform about the length of time the price
element of an offer item is guaranteed as long as there are no changes in availability. Beyond time limit
expiration, a new shopping request will be required.
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0 1

Base amount guaranteed until 2023-07-01 11:09:00

Tax summary guaranteed until 2023-06-30 23:59:59

Price guarantee will be recalculated at time of order/bocking creation.
OB Fees of incl for OPC EXEMPT FDA may be applied for traveler T1.

Fare for selected Flights

rI Fare Information

Additional Fare Details [Fare Calculation ! Endorsement)

Itinerary Details

Bag Fees
Bassen ger [ype currency T

Base Fare per Passenger CHF  141.00
LH 1191: ZRH-FRA Class: Light (T} Cabin: Economy EUR
LH 1122: FRA-MAD Class: Light (T) Cabin: Economy EUR 5874
L 2033: MAD-ZRH Class: Light {S) Cabin: Economy EUR 79.31
Total Equivalent Fare (Rate used: 0.97217285, Takle: BSR) EUR  138.00
Taxes and Fees
Y2 Y@l LH CARRIER IMPOSED MISC FEE EUR 12.73
Y2 Y@l LH CARRIER IMPOSED MISC FEE EUR 12.73
¥Q ¥Ql LH CARRIER IMPOSED MISC FEE EUR 1885
CH AIRPORT PASSEMGER SECURITY AMD NOISE CHARGE EUR 24 28
R4 PASSEMGER SERVICE CHARGE INTERMATIOMAL DERARTURE EUR 2237
JO' DEPARTURE CHARGE EUR 1448
OG AVIATION SAFETY AND SECURITY FEE EUR 0.83
Qv SECURITY TAX EUR 327
Total Taxes and Fees EUR 117.14
Total Airfare per Passenger - (Validated on LH) EUR 25514
Grand Total EUR - (ADT = 1) 25514

Services priced in EUR
Options for flight LH 1191 from ZRH - FRA

MILEAGE ACCRUAL

In;:i.u::lE::I

Options for flight LH 1122 from FRA - MAD

MILEAGE ACCRUAL (ADT)
Included

Options for flight LX 2033 from MAD - ZRH

MILEAGE ACCRUAL

Included

SUMMARY OF ALL CHARGES [ADT)

Selected Options per traveler Q.00
Basic Airfare per traveler (=& above) 25514
Grand Total per traveler 25514

Add to Shopping Cart Cancel

Clicking on “Fare Information” will provide more information about the selected fares.

Clicking on the text boxes (Additional Fare Details, Itinerary Details, Bag Fees) will display further
information regarding each respective category.

The calculation will be stored in the booking after confirming with <Add to Shopping Cart>.
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The shopping cart itinerary is then displayed on the reservation screen.
Continue with chapter 3.2.

3.1.4 Add flights to shopping cart via Air Availability

Please note that Continuous Pricing is not applied to searches and subsequent Pricing via Air
Availability. Continuous Pricing will apply in subsequent Ticket Exchange transactions when using air
availability according to chapter 4.7.1.

Click <Air Availability> to start and display a list of flights sorted by departure and travel time.

After running a successful Air Availability search, the user is able to sort the results by Duration, Departure

Time and Arrival Time by selecting the parameter in a dropdown list after clicking on the Sort By Icon.
Duration is set as default parameter, which can be changed by the user in Settings (see chapter 11.1).

Depart Arrive Date Time
FRA v BKK v 0511242022 B anytme v pep® ar QO
BKK v FRA v 19/12/2022 B anytme v pep® a0 *

= X Edit Search

[=] FRA - BKK 05 December 2022

Classes On Time Perf ) Source
LHe2 J9C9D002Z0 POE BI MO U9 HI QB VB WI S9 TS o 06:15a FRA = 07:10a MUG no dats 221 LHG @
Le ke
LHT72 J8CED0Z0 PO GRES[E S BE MEUSHE QB VE o 10:45p MUC 03:10p BKK 26h 55m no data 358 LHG
W3 SS T2 LI KD
LH 1182 J8Co D0 Z0 PO [ BS M8 US HO QB VB WS S8 TO of 06:35a FRA = 07:25a ZRH no data 324 LHG m
L0 Ko
LK 180 F& AS JB CB D8 70 FO GBS ES [l Y3 BO MO US HB o 05:45p ZRH = 10:20a BKK 21h 45m no data TTW LHG

Q9 V3 W9 59 T9 L0 KD

Choose the desired booking class and click on <Select>.

[=] FRA - BKK 05 December 2022

Classes On Time Perf ) Source

Y8 B9 MS LS HD O 3 W8 58 T3 06:15a FRA = O07:10a MUC no data

10:45p MUC =1 '8h 556m no data

J9 C9 DO Z0 PO §f] B9 M3 U9 HO Q9 V9 W9 59 TO ¢/ 06:35a FRA = 07:25a ZRH no data 324 LHG
LD KO
L 120 F& AB 19 CO D920 PO GO ES [l Y9 BO MO USHO o 05:45p ZRH = 10:20a BKK 21h 45m noe data TIW LHG

Q9 WO'W2 59 TS L0 KO

You can add the flight to the shopping cart E, store the fare for selected booking class , display all
available fares for the selected flight via or do a Best Buy
lowest available fare.

sl to create a booking with the
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3.15

Using the Fare Quote button shows a list of fare details, including the fare basis, booking class and fare

Fare Quote

restrictions.

LUFTHANSA GROUP

Depart Arrive Date Time
FRA v BKK * | |osMzr2022 Anytime + Dep@® A *
BKK v FRA v 1911212022 Anytime  *  pep@® A *

display, which will allow you to select a flight.

ay+ R

AIRLINE

o5
L
LH
05
L
05
LH
L
05

The display provides basic fare information. You can display the corresponding fare notes display using m.

Austrian 7~ brussels

AIRLINES o @ »

FARE BASIS

KOOSO DWW
HIO8DHL QDWW
HID 8D QWD
LOEDXLQDIXWW
LOEDHLQ/DXWW
KNCDEDE

LOEDXL QDWW
KMCDEDE

TOBDXLCDXHWW

Cumency: EUR

OINE WAY
128.00
154.00
174.00
17€.00
204.00
208.00
224.00
224.00
238.00

ROUND TRIP CLASE TYFE

=

- x rr x| X =

The radio button to the right (under the magnifying glass header) opens the corresponding Fare Search

Source(s): OS5, LA LH

NEGO ADT OS5
HNEGD ADT LA
NEGO ADT LH
MEGD ADT OS5
NEGO ADT LA
PUBL ADT OS
NEGO ADT LH
PUBL ADT LxA
NEGO ADT OS

SOURCE

FRA - BHK

T2H 8D
T2H 8D
T2H 8D
T2H €D
T2H 8D
T2H 8D
T2H 6D
T2H eD
T2H 8D

PEMALTY DAY ADY MM hAX

12M
12M
12M
12M
12M
12M
12M
12M
12M

05DEC22 - 18DEC22

RTG

=002
002
5002
E002
2002
5002
002
2002
5002

DATE RESTRICTION S

Eurowings 2 & Lufthansa AJSWISS
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3.2 Book a flight segment

3.2.1 Store a booking

To save the flights shown in the shopping cart in the airline system, select one or all segments and click
<Book>.

Class 7 Status Cnx # Fare
Sat20Aug22  FRA-BRU LH1006 K 4 32N LHG 1
07:40a - 08:35a
Tue 30Aug22 BRU-FRA H105 K 4 32A LHG 1
08:15a - 09:15a

O o

Now the Farelogix filekey (Record locator) is displayed and the flight segments show the actual booking
status (HK, HL, etc.).
A pop-up window informs about the time limits of base fare, taxes, fees and charges. After Order Creation,
these time limits inform about the length of time an offer item is guaranteed. Beyond time limit expiration,
repricing will be required.

L

Base amount guaranteed until 2023-07-01 12:03:00

Tax summary guaranteed until 2023-06-30 23:59:59

OB Fees of incl for OPC DE FCA may be applied for traveler T1.
OB Fees of incl for OPC EXEMPT FDA may be applied for traveler T1.

Record Locator:loxwkull @ B &= ;M E AL =

Traveler
# TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF#
b ADT FRANK SINATRA 02NOV1976 (9|
Itinerary
Booked - Air
y Class = Status Cnx Fare
y [ < Sat20Aug2?2  FRA-BRU LH1008 K & 0Ohs5m 32N ffHK LH
¢ 07:40a - 08:35a
y O < Tue30Aug22 BRU-FRA LH1005 K & 1hoom 328 JHK N
¢ o08:16a-09:15a
Transactions

¢ Mo items to display.

The Airline Vendor Locator will be shown as reference when hovering the mouse over the fare number
(here: 1).

To close the booking or start a new reservation click ..

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS
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3.2.2 Search and display booking

Allows the entry of a known six-character code that identifies a PNR. Enter the Farelogix Record Locator
and click on the Magnifying Glass. Searching for the Airline Vendor Locator via this field will display an error,
you can search for an Airline Vendor Locator via Advanced Search.

ALL

TRAVELER [
TELEPHONE o
EMAIL [}
PAYMENT [}
ADDRESS L]
ITINERARY

TRANSACTION L]

APIS L]
CLID o
55R [}
0sl [}
REMARK [}

Search and Claim Functions

Record Locator

Search for Reservation FLX Advanced Search Search for Ticket/Document Claim Reservation Flight Stats.
PUHOJ Q 5 it Stats
Apply Search to selected Office  AEXP - OS Austrian Airlines v
= Advanced Search
Search by Name Search by Record Locator
Last Name First Name Active Source Record Locator Source
Office Queues | FLX - Farelogix MI v m FLX - Farelogix Ml v m

If you do not know the Farelogix record locator, use the “Advanced Search” option.
“Advanced Search” provides a wide range of search options.

Search for Reservation: Entering the traveler name will display a list of PNRs matching the criteria
entered. Search by Record Locator will allow the search for the Airline
Vendor Locator if Amadeus is selected as Source.

FLX Advanced Search: Provides an advanced feature to search for bookings with a flight number,
date range or frequent traveler number.

Search for Ticket/Document:  Provides the ability to search for the PNR using the
ticket/Document number.

Claim Reservation: To claim a booking for ticketing. The PNR must be created in “Book-a-
group”.
Flight Stats: Provides the ability to check the status of the flight.

Austrian 7~ brussels :E: Eurowings',’ & Lufthansa £JSWISS
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3.2.3 Change a booked flight segment
Display the booking, then add the new flights to the shopping cart according to chapter 3.1.3.

Record Locator: 04XWKU T B & M E A D =
Traveler
# TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF#
yo1 ADT FRANK SINATRA 02ZNOV1976 O
Itinerary
Booked - Air
y O Class »  Status Cnx Fare
—
’ ¢ | - Sat20Aug22 FRA-BRU LH106 K </ OhS5m 22N HK H 1
¥ 07:40a-08:35a
Tue 30Aug22  BRU-FRA LH1005 K & 1h00m 324 HK LH 1
08:15a - 09:15a
Class »» Status Cnx Fare
Fri 26Aug22 FRA-BRU LH1004 K 4 32N IH 2
06:40a - 07:35a
Wed 31Aug22 BRU-FRA 1H100s Kk o E90 lH 2
08:15a - 09:15a Operated By

LUFTHANSA CITYLINE GMBH
m © Delete Issue Documents

Transactions
¢ Mo items to display.

The Itinerary screen is now split into two parts: “Booked - Air” and “Shopping Cart - Air”

Use the pin # 1o select the segments you want to cancel, then activate the check box for the segments you
want to keep. Then click <Book> to process the change.
If no fare calculation number is shown in the column “Fare”, it will be necessary to reprice the booking. For

this follow chapter 3.4.3.

3.3 Delete a flight segment or booking

3.3.1 Delete flight segments

Select the segments you want to cancel and click <Delete>.
Please note that you cannot delete FLOWN flight segments.

Itinerary

Booked - Air

y [ Class » Status Cnx ~ Fare

v O -~ Fri 26Aug22 FRA-BRU LH104 K & 0OhSsm 32N HK LH 1
) 06:40a-07:35a

, < Wed31Aug22 BRU-FRA LH1005 K &/ 1h00m E90 HK LH 1
") 08:15a - 09:15a Operated By

Lufthansa Cityline Gmbh

Issue Documents
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3.3.2 Delete the booked itinerary

To cancel the whole itinerary, use the “bin icon” T This will disable the PNR and you cannot add new

flights to that booking.

RecordLocator: ooxwkU A T A B & = E A&
Traveler

&  TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF2
o1 ADT FRANK SINATRA 02NCV1976

Itinerary

Booked - Air

b D Class wr Status Cnx .~ Fare

y [ ~— Fri26Aug22 FRA-BRU LH1004 K & oOnhssm 32N HK LH

¥/ 08:40a-07:35a
© Delete

Transactions
¢ Mo items to display.

Confirm the warning message and you will receive a confirmation that the booking has been cancelled

successfully.
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3.4 Display/Delete/Recalculate a stored fare and review fare notes

If a fare is stored, the fare number is displayed in the column “Fare” of the Itinerary section.

Using the mouse-over function provides the Airline Record Locator, the price of the stored fare including
taxes and the possibility to review the fare notes.

Itinerary
Booked - Air
y Class +  Status Cnx Fare
y <~ Sat20Aug22  FRA-BRU [H41006 K 4/ 0h55m 22N HK tHf 1
¢ o7:40a 08:35a Fare 1
Source: LH
y O < Tue30Aug22 BRU-FRA LH1005 K 4 1thoom 32A HK L D Rer Lkazay
"¢ 08:15a-09:15a

151.60 (EUR)

@ Delete o ]

Display fare notes
See chapter 3.4.1

Display/Modify fare calculation
See chapter 3.4.2.

Delete fare calculation

3.4.1 Display fare notes of stored fare

You can display the fare notes for a stored fare using L .

If more than one fare exists, you will receive a list to select the fare note you want to display.
Choose “View" or “Mini” to display fare note/mini-rules.

Fare Information

FARE TYPE TOTAL TRAVELERS SOURCE
NEGO 1 LH
Traveler Group(s)
REQUESTED PRICED TRAVELERS
ADT ADT 1
DEPARTURE AIRPORT CODES FARE BASIS CODE ARLINE CABIN BOOKING CLASS BAGS NOT VALID BEFORE/AFTER
20AUG FRA-BRU KEULGTX8 LH Y K 0PC 20AUG/20AUG View  Mini
30AUG BRU - FRA KEULGTX8 LH Y K 0PC 30AUG/30AUG View  Mini

Close

Once the display of all categories is shown, a filter can be set to retrieve only single categories.
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3.4.2

Display/Modify fare calculation and endorsements

LUFTHANSA GROUP

If you have saved a fare, you can use the pen symbol to call up and change the associated fare calculation

and endorsements.

Stored Fare

OFFICE ID AEXP AGENT ID SPRKAGENT ORIGIN DESTINATION FRAFRA VALIDATING CARRIER LH
Type |ADT v Last Date/Time to ticket: 2022-05-05 04:28 PM
STP DEP ARR AL FLINO CL DATE TIME sT FARE BASIS DESIGNATOR NVE NVA BAG
) FRA BRU LH 1006 20AUG22 0740 AM  HK KEULGTX8 20AUG2022 | [ 20AUG2022 | [
[0] BRU FRA LH 1005 K 30AUG22  O0B:A5AM  HK KEULGTX8 30AUG2022 | [ 30AUG2022 | [
FARE DETAILS COMMISSION AND INFORMATION
Base Fare 48.00 Commission Percent ~ 0.00
Equivalent Fare I:l I:l Reason FIRST TICKET ~
Taxes EUR 103.60 Tour Code
Tax Details 4
Total EUR 151.60 Endorsements

FARE CALCULATION LINE

FRA LH BRUZ26.30 LH FRA26.30 NUCA2 G0END ROE(0.812448

RECEIVED FROM

e

Use the “Tax Details” drop-down menu to display all taxes included in the calculation.

3.4.3 Auto Pricing/Recalculation of fare

Retrieve the booking and select the flights you want to calculate.

Itinerary
Booked - Air

Sat 20Aug22
07:40a - 08:35a

Tue 30Aug22
08:15a - 09:15a

Class ¥ Status Cnx Fare
FRA-BRU LH1006 K 4 0h55m 32N HK LH 1
BRU-FRA LH1006 K & 1h0Om 32A HK LH 1

Click on <Price> to start the calculation.

Austrian 7~ brussels .e¢
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Choose from the pricing options (see chapter 3.1) and <Continue>.

Pricing Options

(CPublished Fares WlcheckUncheck Al
Mladvance purchase
\/Contract Fares [lalow Penalties
®Both Ilaliow Min Stay

[laliow Max Stay
®cCurrent Classes (Best Available '+ Fares

“alidating Carrier

[IHistorical Pricing

Travelers

Fare Selection Options
Tour Codes

Qualifiers

Tax Exempt Options
Services Filter

If optional services are offered on the flight, you can add them to the booking. Afterwards, you will receive
the calculated fare. To open the calculation, bags fee details, etc., click on the topic of each line.

B Fare Information
Additional Fare Details (Fare Calculation / Endorsement)

Itinerary Details

Bag Fees
Passenger Type Currency ADT
Base Fare per Passenger
LH 400: FRA-JFK. Class: Economy Best Buy (V) Cabin: Economy EUR 20250
LH 401: JFK-FRA Class: Economy Best Buy (V) Cabin: Economy EUR 22750
Total Base Fare per Passenger EUR 430.00
Taxes and Fees
XY United States Immigration User Fee EUR 588
YC United States Customs User Fee EUR 433
XA United States APHIS Passenger Fee Passengers EUR 3.38
DE Germany Airport Security Charge EUR 9.00
RA  Germany Passenger Service Charge International Departure EUR 3348
OY Germany Air Transport Tax EUR 4197
Y@ LHYQ surcharge EUR 141.00
US US International Arrival Tax EUR 15.63
Y@ LHYQ surcharge EUR 141.00
US US International Departure Tax EUR 1563
AY  US September 11th Security Fee EUR 479
XF US Passenger Facility Charge EUR 3.85
Total Taxes and Fees EUR 420.54
Total airfare per passenger - (Validated on LH) EUR 850.54
Grand Total EUR - (ADT x 1) 850.54

If rebooking (another booking class) is required, use the <Rebook> button to process or <Store fare>
without rebooking.

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS

AIRLINES o @ » -



NDC Partner Program LUFTHANSA GROUP

3.4.4 Manually create a fare

A manual fare can be stored by selecting the flights and using <Create Fare> to receive the fare calculation
mask.

Itinerary
Booked - Air

v Class Status Cnx _° Fare

< Sat 20Aug22 FRA-BRU LH 1006

K & Ohs5m 32N  HK LH 1
") 07:40a-08:35a

< Tue30Aug22 BRU-FRA LH1005 K & 1h0Om 32A HK
") 08:15a-09:15a

All ticket data can be filled in manually or copied from a previous ticket.
Stored Fare

LH 1

OFFICE 1D AEXP AGENT D SPRKAGENT ORIGIN DESTINATION FRAFRA VALIDATING CARRIER LH
Passenger Type [ADT ~] Use Ticket D Last Datel Time to ticket:
sTP DEP ARR AL FLTNO TME sT FARE BASIS DESIGNATOR HVB HVA BAG
o FRA BRU LH 1006 07:40 AM HK ) =7
BRU FRA LH 1005 K 30AUG22 08:15 AM HK ‘ W
FARE DETAILS COMMISSION AND INFORMATION
Base Fare EUR 0.00 Commission Amount v
Equwvalent Fare Reason [FIRSTTICKET -
Taxes 0.00 Tour Code
Tax Details v
Total 0.00 Endorsements
FARE CALCULATION LINE
RECEIVED FROM SPRKAGENT

.. J

Use the arrow ™ to view all tax details and to add, delete or modify taxes.
Tax Details

3

Designator Amount Nature Collection Point Airport Currency Airport Amount Paid (PD)

Taxes Paid 0.00
Taxes to be li
Collected 000
Add Row Delete Row

Once the mask has been completed, use <Submit> to store the fare in the reservation.

3.4.5 Pricing Special Fares with Wildcards

Sometimes it is difficult to price a fare via the general Fare Search or via Air Availability. If you experience
issues with retrieving a special fare such as TOs or any other fares, you can force them by using the
wildcard functionality, as the complete Fare Basis Code is not required anymore.

It is sufficient to enter fare basis elements as Wildcards:

- C-FLEX wildcard “-SEX”

- EU-Cont wildcards “-LGT" for Light/“-CLS” for Classic/“-FLX" for Flex”"
“-BXX" for Business Saver / “-BUZ" for Business

- Intercont wildcards “-NN" for non-refundable and non-changeable /

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS
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- Tour operator wildcard

LUFTHANSA GROUP

“-NC" for non-refundable and changeable with fee /
“-RC" for refundable and changeable with fee /
“-FF" for Fully Flexible

“-TO"/"-TD"

1) Click Add Air i .

2) Add the desired flight segments to the shopping cart via Air Availability (see chapter 3.1.4).

3) Select flight segments and click on price.

N
m.g/\

Class - Status Cnx .~ Fare
Sat 11Feb23  MUC-BKK LH772 K & 359 LHG
10:45p - 03:10p
Wed 22Feb23 BKK-MUC H773 K o 359 LHG

12:05a - 05:25a

N

4) Add a fare base identifier such as “-TO" or “~-CLS" to each Fare Basis Code field as a wildcard,
select the corporate ID or leave the field blank depending on the fare type, and enter the corporate
account code if applicable.

Fare for selected Flights

Pricing Options

OPublished Fares [“Icheck/Uncheck Al
Mladvance purchase

(OContract Fares “ailow Penatties

@®Both [latiow Min Stay

Mallow Max Stay
®@Current Classes OBest Available O+ Fares

Validating Carrier

Default ~
Travelers

Fare Selection Options

Ticket Designator

Type  Flight Cities Fare Basis Code (applies to entira request)
ADT LH773 BKK-MUucf [-NC ]
Tour Codes
Qualifiers
Type Code Name Airline
[Corporated ~] [ | v I:B Delete

Al

Tax Exempt Options

Services Filter

5) The specific fare type can then be revised in the fare information section
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3.4.6 Baggage Allowance

The <Bag Fees> button can be used to show the industry standard for calculating excess baggage.
However, please note that Lufthansa Group airlines have their own baggage policy.
Please check the <Services> button for information on booking optional additional baggage.

Class > Status Cnx &~ Fare
> Sat20Aug22  FRA-BRU LH108 K & 0nSsm 32N HK LH 1
¥/ 07:402-08:352
> Tue30Aug22  BRU-FRA 1H1005 K & 1hoom 324 HK LH 1

< 08:15a-09:15a
S

3.5 PNR Split

Note: A PNR split is only possible if the PNR contains at least one active flight and contact information was
added for each passenger (review chapter 2.3.3 for telephone and chapter 2.5.4 for email).

This procedure allows to divide a booking containing multiple passengers. A separate Split action must be
performed for each traveler. The traveler named in the request will receive the new Record Locator
associated with the split PNR. The two reservations will be linked as related reservations, and should be

available via a link.

L¥ ]
Select a traveler as the person receiving a new filekey and click on the spliticon. **

Record Locator: OFELIX T B & D — T, SR N—
# T Traveler x
- TYPE | TITLE | FIRST NAME MIDDLE NAME | LAST NAME DATEOFBIRTH | REMARK | NAMEREFERENCE | FF#
o1 ADT MR JAMES SMITH n
2 ADT (MRS |JONA SMITH *

Confirm the warning message and you will receive a new filekey for the previously selected person.
The original (Master) filekey is available at the top of the reservation screen.

Record Locator: 2TO7TNW T B &  Relsted Reservation(s) =oEm A L =
OFELJX - Master

Traveler
E TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH REMARK MAME REFERENCE FF#
o1 ADT MRS  JONA SMITH O

You can easily switch to the corresponding reservation selecting the filekey in the drop-down list.
Note: The split process is only completed once you have received a new airline filekey. Use the mouseover
function on the fare number.

Fare Fare: 1
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If the reference is “PENDING”, please wait until you have received the new airline filekey. You can reload
the booking by clicking on the Farelogix Filekey on top of the reservation screen.

4  Ticketing and Post-Ticketing Actions

4.1 /ssue a ticket

To start the ticketing process, a booking with a stored fare needs to be open.

Record LocatorfPorskul T B & M E A &L =
Traveler
# TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF&
b ADT ERIKA MUSTERMANN 23FER1976 a
Itinerary
Booked - Air =
vy O Class = Status Cnx .~ Fare
v O < Mon20Feb23 FRA-HAM LHs W & 1h05m 32A  HK H 1
<) o7:00a-08:05a
y O 7 Fri03Mar23 HAM-FRA LH1 W & 1h10m 321 HK LH 1
") 06:00a-07:10a - e

o peles

Transactions
¢ Mo items to display.

<lssue Documents> starts the ticketing process. If you do not see the button, the booking is incomplete
(e.g., missing filekey, itinerary not booked and in shopping cart only, no fare stored, etc.).
First select the passenger, then the stored fare.

Issue Documents

1 - Travelers 2 - Fare Groups/Services 3 - Optional Selections

Sel:=gt Travelers
TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH TICKETED FARE

ADT ERIKA MUSTERMANN 23FEB1976

2 - Fare Groups/Services 3 - Optional Selections

Fare Group(s)
URlcheck All Fare Groups
1 FAFRA - ADT 319.71 (EUR)

i Class 7 Status Cnx & Fare

+ £ Mon20Feb23 FRA-HAM n4 W 1h0Sm 324  HK H1
\_ -/ 07.00a-08:06a

« 7 Fri03Mar23 HAM-FRA H1 W th10m 321 HK H 1
06:00a - 07:10a

© Back m
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The next window is the form of payment display. It allows the addition or modification (when added already

in the “payment” panel in the reservation screen - see chapter 2.3.5) of the form of payment used to pay

for the ticket.

2 - Fare Groups/Services 3 - Optional Selections

Forms of Payment - Hide

Company Number Expires Security Approval First Name Last Name
= e ,

Add Address
Split Payment

~

Associate Items by dragging - 319.71

FRA/FRA
ADT 319.71 (EUR) ]
ERIKA MUSTERMANN

Add Credit Card Add Other

° Back

Use <lIssue Documents> to issue ticket and the ticket image will be displayed:

Electronic Ticket

B Print  Status : Ticketed

A GAl R Agent Coupon

ETRECORD MUSTERMANN / ERIKA (ADT)

Ticket Image Details for Document

AGY: 06492021 oiD: FRA/FRA FF NO.:
ISSUED: 23MAY22 TKT 2205749755692 AGT: SPRKAGENT
PNR: P9F5KU / F1 IATA: 06492021 FCI: 4
OPHBXF / LH FCPI: B
1S0: AT TC: VAL CXR: LH
VOID BY: 23MAY22 11:59P
Coupons
CP STP AL FLT CL DATE BRD OFF TIME ST FARE BASIS NVB NVA BAG
1 (o] LH 4 w 20FEB FRA HAM 07:00a OK WDELGTN1 20FEB 20FEB 0PC
2 o] LH 1 w 03MAR HAM FRA 06:00a OK WDELGTN1 03MAR 03MAR 0PC
Fare Details Details
FARE: EUR 170.00 Form of payment: EUR 319.71 CASH/
CTAX: EUR 26.00 YQ || Endorsements: FARE RESTRICTION MAY APPLY
TAX: EUR 26.00 ¥YQ || Fare Calculation: FRA LH HAM85.00 LH FRA85.00 EUR170.00END
TAX: EUR 20.22 DE
TAXC EUR 30.40 oy
TAX: EUR 0.08 RD
TAXC EUR 47.01 RD
TOTAL: EUR 319.71
Data Protection Notice

http/Awww iatatravelcenter. com/privacy

©Close
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4.2 Display Ticket Image

The reservation must be activated on the reservation screen. View the “Transactions” panel for all issued
documents.

ALL
TRAVELER 1 . — —
Record Locator: PoFskU T W & = E XA &L =
TELEPHONE 0
Traveler
EMAIL 1
# TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF#
PAYMENT 0 » 1 & ADT ERIKA MUSTERMANN 23FEB1976 a
ADDRESS 0
ITINERARY Itinerary
Booked - Air
» D Class 7 Status Cnx Fare
» O < Mon20Feb23  FRA-HAM 1h4 W & 1h05m 324 HK 1
HIHE g ) 07:00a- 08:05a
cLe ¢ » O < Fri03Mar23 ~ HAM-FRA x4 W & 1h10m 321 HK 1
<) o{;00a-07:10a
S8R 4 =
REMARK 0
ransactions
Tickets
HISTORY ¢
REFERENCE SOURCE  STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2205749755692 B & H TICKETED 23MAY22 14:28 ERIKA MUSTERMANN (ADT) LH4 FRA-HAM 20FEB
ON QUEUES E— LH1 HAM-FRA 03MAR

Click on the ticket number to display the ticket image.

4.3 Void ticket within the same day

You can only void a ticket within the void period given in the ticket image. Review the void period by
displaying the ticket image (see chapter 4.2). If still within void period, click on <Void> to process the void.

o3

<Submit> the Void Authorisation Request (VAR) screen.

Void

TICKET VOID AUTHORIZATION REQUEST (VAR)

Ticket Number: 2205749755694

Ticket Issue Date: 23MAY22

Name: MUSTERMANN/ERIKA(ADT)
PNR: 3M2T6U

IATA: 06492021

o O

You will receive a confirmation.
Void Confirmation

TICKET AND EMD VOID RESULTS

Ticket Number: 2205749755694 Status:  Successfully Canceled ESAC Number: 220C8MAQNBTN2

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS

AIRLINES o @ » ’41’



NDC Partner Program LUFTHANSA GROUP

The status on the reservation screen will change to “Voided”.

Transactions
", Tickets
REFERENCE SOURCE STATUS TRANSACTION DATE TRAVELERS SEGMENTS

2205749755694 B & VOIDED  J| 23MAY22 15:27 ERIKA MUSTERMANN (ADT) LH1 HAM-FRA 20FEB
LH2 FRA-HAM 03MAR

Please note that associated EMDs (EMD-As) will be voided together with the ticket.

4.4 Refund

Please note that the refund function can only be used after the void period has expired. Otherwise please
use the void function from chapter 4.3.

4.4.1 Automated Refund
Therefore, display the ticket image (see chapter 4.2). m © Close
Use <Refund> and the ticket refund screen will be displayed.

Ticket Refund

Manual

Ticket Information

Traveler Ticket # Currency Date PNR IATA Tour Code
MRS JONA SMITH (ADT) 2202120001530 EUR 26Jul1s ZTOTNW 05661655
Coupons
TKT CP AL FLT CL DATE BRD CFF FARE BASIS ST Used
530 1 LH 1182 L 18DEC FRA ZRH LDEFLXPS Q N
Calculation of Refund e Commission [
Base Fare 195.00 No Commission due 0.00
Base Fare Used - 0.00 Waiver Code
Base Fare Refund n 195.00 Enter waiver code here if applicable
Tax Original 51.04
Tax Used [ e Monetary Settlement
Tax Refund 51.94
] Charged To Refunded To
Ticket Refund 246.94
Penalty - 69.20 INVOICE 246.94 INVCICE 177.74
Penalty Taxes to Pay [ -0.00
Total Amount 245.94 Refund/Credit 177.74
Total Refund 177.74

The refund amount is calculated automatically, respecting unused flight segments, taxes and the
cancellation fee.

<Submit> and confirm warning message to process the refund.
A refund confirmation will appear and the status in the “Transaction” panel will change to “Refunded”.

If the system cannot calculate automated refunds, the user will be automatically taken to the Manual
Refund panel.
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4.4.2 Manual Refund

Display the ticket image (see chapter 4.2) and click <Refund> as in the previous chapter.
Click on “Manual” to open the manual refund form.

Ticket Refund

Ticket Information

Traveler Ticket# Currency Date PNR IATA Tour Code
MRS JONA SMITH (ADT) 2202120001530 EUR 26JuM3 2TOTNW 05661655
Coupons
TKT cP AL FLT cL DATE ERD OFF FARE BASIS sT Used
530 1 LH 1182 L 15DEC FRA 7RH LDEFLXPY 0 N
Calculation of Refund Commission
Base Fare 195.00 No Commission due 0.00
Base Fare Used - 000 [| Waiver Code
Base Fare Refund B 195.00 Enter waiver code here if applicable
Tax Criginal 51.84
Tax Used 000 Monetary Settlement
Tax Refund ) 51.94
Charged To Refunded To
Ticket Refund 246.94
Penalty - 70| INVOICE 246.94 INVOICE 246.94
Total Refund 246.94 Total Amount 246.94 Refund/Credit 246.94
H
Base Fare Used: To be used when processing a partial refund
Tax Used Unused tax can be selected by using B, Enter used taxes; the refunded amount is
then calculated automatically.
Waiver Code: Enter a waiver code if applicable

<Submit> and confirm the warning message to process the refund.

A refund confirmation will appear and the ticket status in the “Transaction” panel will change to
“Refunded”.

Ticket Refund Confirmation

Electrenic Ticket Refund Exchange Authorization (ETREA)

Result Ticket Refund Successfully processed.
ESAC 220YGNARYVESM

Date 30JuL1s

Document Number 2202120001530

= = ¢ Tickets

Transactions
Tickets

REFERENCE SOURGE STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2302120001530 B @ WH REFUNDED 26JUL13 14:01 JONAMRS SMITH (ADT) LH1182 FRA-ZRH 15DEC

4.4.3 Cancel Refund

The refund transaction can be reversed by reopening the Electronic Ticket Record and clicking <Cancel
Refund>.

Cancel Refund © Close
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4.5 Name correction after ticketing

The Lufthansa Group Airlines Booking & Ticketing Policy for Travel Agents & Name Correction Guideline
apply. In case of changing the name of one passenger in a multi-passenger booking, a PNR split will be
required (see chapter 3.5).

4.5.1 Name correction on tickets with OS/SN/LH/LX/4Y/EN flights

For PNRs with OS/SN/LH/LX/4Y/EN flights (prime flight numbers or codeshare amongst each
other):

- Correction of nicknames, inverted names or due to legal proceedings (more than 2 letters) must be
processed by LHG B2B Sales Service Teams

- Correction up to 2 letters can be done in SPRK with the following process:

1) Update the name field in SPRK by clicking on the respective traveller and then on the pencil icon:

Record Locator: PB3WsX T B & = oE AN =
Traveler

TVPE TITLE FIRST NAME MIDDLE MAME LAST NAME DATE OF BIRTH

SINATRA

2) Correct up to two letters in the name and click <Submit>.
Travelers b

Type Title First Mame Middle Last Name Date Of Birth Gender
Name

ADT v FRANE SINATRA Male v

@ Addinfant @) Add FFN @) Add Government 1D

m © Cancel

3) The name will be changed in the reservation name field, the following warning will pop up and the
traveller name in the Transactions field will change to “Name Discrepancy”

0 .y
Warning: Passenger 1 Please perform exchange to reissue the tickets, correct the name in zll documents and charge the fee as per LHG booking and ticketing
policy.
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Record Locator: PE3WSX T B & ;M E AL =
Traveler
= TVPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH Fra
1 @ ADT FRANC SINATRA n
Itinerary
Booked - Air
y O Class - Slalus Cnx @ Fare
v O Mon 20Nov23  ZRH-BER 1xera Kk & 1h25m 32N HK Lxa 1
07:15a - 08:40a
v O Thu 30Nov23  BER-ZRH 1xarr L & 1h30m 320 HK XA 1
10:50a - 12:20p
Transactions
¢ Tickets
REFERENGE SOURCE | STATUS TRANSACTION DATE TRAVELERS SEGMENTS
1245745371575 B @ LA TICKETED 30JUN232 14:04 NAME DISCREPANCY LX874 ZRH-BER 20NOV
LX977 BER-ZRH 30MOV

4) Prepare the ticket reissue in SPRK by editing the stored fare. Hover the mouse over the fare
number to click the pencil icon to edit the stored fare:

Itinerary
Booked - Air
y O Class 7 Status Cnx 2 Fare Fare:1
Source: LXA
v O Mon 20Nov23  ZRH-BER 1x974 Kk & 1h25m 32N HK XA B 1 0 Rer wBwLWE
ﬂ 07:15a - 08:40a '
151.30 (CHF)
y O Thu 30Nov23  BER-ZRH ixar7 L & 1h3om 320 HK Lxa 1 1=
ﬂ 10:50a - 12:20p mjs o

5) Change the status of the original taxes to "Paid (PD" by ticking the check box and add a new
row with tax code "DU" and the name correction fee (according to Lufthansa Group airlines Name
Correction Guideline).

6) Insert the following into the Endorsement Box "NAME CORRECTION FARE RESTRICTIONS MAY
APPLY". Click on <Submit>.
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Stored Fare

OFFICE ID LX11 AGENT ID DAMS ORIGIN DESTINATION ZRHZRH VALIDATING CARRIER X

Price Guaranteed until 2023-06-30 23:59

Passenger Type Base Amount Guaranteed until 2023-07-01 15:04 Last Date/Time to ticket: 2023-07-01 03:04 PM
Tax Amount Guaranteed until 2023-06-30 23:59

STF DEP ARR AL FLTNO cL DATE TIME ST FARE BASIS DESIGNATOR NVE NVA

0 ZRH BER LX 974 K  20NOV23 07:15AM  HK [KEULGTX3 | [DXEU | 20NOV202: 20NOV202:

[0 ] BER zRH 1x @7 L  30NOV23 10:50 AM HK [LEULGTX3 | [DXEU | 30NCV202: 30NOV202:
FARE DETAILS COMMISSION AND INFORMATION
Base Fare 72.00 Commission [Percent ~|| 0.00]
Equivalent Fare : Reason FIRST TICKET ~
Taxes 104.30 Tour Code

NAME CORRECTION FARE RESTRICTIONS MAY APPLY
Tax Details A |

hl
-1
S
g
)
m

Designator Amount Nature Collection Point Airport Currency Airport Amor

[<H<M<H<H<N<]

]
Taxes Paid 79.30
Taxes to be ST
Collected
Add Row Delete Row
Total CHF 176.30

FARE CALCULATION LINE

’ZRH LX BER29 80 LX ZRH50 61 NUC20 41END ROED 882936

m Concel

7) Back in the reservation screen, click on the ticket number to be reissued
Transactions
¢ Tickets

REFEREMNCE SOURCE STATUS TRANSACTION DATE SEGMENTS

7245745371575 B & XA TICKETED 30JUN23 14:04 NAME DISCREPANCY LX974 ZRH-BER 20NOV

LX97T7 BER-ZRH 30NOV
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8)

Electronic Ticket

‘B Print  Status : TICKETED

Ticket Image Details for Document

AGY: 81496962
ISSUED: 30JUN23
PNR: PB3WSX | F1
WBWLWE / LXA
1S0: CH
VOID BY: 30JUN23 11:59P
Coupons
CP STP AL FLT CL DATE
1 o} LX 974 K 20NOV
2 o LX 977 L J0NOV
Fare Details B
FARE: CHF 72.00
TAX CHF 5.00
TAX. CHF 9.00
TAX CHF 35.00
TAX CHF 895
TAX CHF 12.50
TAX CHF 0.50
TAX CHF 835
TOTAL CHF 151.30

Data Protection Notice
hitp:/iwww iatatravelcenter. com/privacy

9)
Ticket Exchange

Select a Traveler

TYPE TITLE FIRST NAME

@ ADT FRANC
Select a Fare Group

@® CHF 176.30

Mon 20Nov23  ZRH-BER
07:15a - 08:40a

LX 974

Thu 30Nov23
10:50a - 12:20p

BER-ZRH x9a77

Click on <Exchange/Reissue>

Ticket Image Agent Coupon

ETRECORD SINATRA/ FRANK (ADT)

0D: ZRH | ZRH

TKT: 7245745371575

IATA: 31496962

TC:
BRD OFF TIME ST FARE BASIS
ZRH BER 07:15a OK KEULGTX3/DXEU
EER ZRH 10:50a OK LEULGTX3 / DXEV

Details

Form of payment:
Endorsements:
Fare Calculation:

CHF 151.30 CASH

o e ) o

Class

K

L

Select the traveller and fare group & click on <Submit>.

MIDDLE NAME LAST NAME

SINATRA

o Stalus Cnx @
1h25m 32N  HK LXA
1h30m 320 HK LXA

m © Cancel

FARE RESTRICTION MAY APPLY
ZRH LX BER29.80 LX ZRH50.61 NUC20.41END ROED.282996

FFNO.:
AGT:

FClI:
FCPI:
VAL CXR:

NVE
20NOV
JONOV

NVA
20NOV
30NOV

ATE OF BIRTH

LUFTHANSA GROUP

DAMS

4

B

LX
BAG Ccs
0PC o]
OFPC

10) Note that the name correction fee should be now displayed as "A/C" (Additional Collection). Click

on <Continue>.
Tax Assessment

Currency Code: CHF

Designator Old Ticket New Fare hlew Ticket

CH 35.00 35.00

DE 895 8.95

ay 12.50 12.50

RA 885 8.85

YaQ 14.00 14.00

I DU 25.00
7-9.30 104.30

© Close
4
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11) Set the value in field "Penalty" to "0.00", add the form of payment for the name correction fee /

Additional Collection and click on <Submit>.

Ticket Exchange

Ticket Information

Manual

LUFTHANSA GROUP

Ticket MName Ticket # Coupons Currency FOP/CardHolder Date PNR Tour Code IATA
Old FRANK SINATRA (ADT) 7245745371575 1.2 CHF CASH 30Jun23  PB3WSX 51496962
New FRANC SINATRA (ADT) CHF 30Jun23  PB3WSX v 21495962

Calculation of Exchange New Fare Information
Equivalent Fare New T2.00 Reason for Issuance
Equivalent Fare Original Ticket - 72.00 REISSUE v
Equivalent Fare Difference 0.00 Endorsements
Add Collect Taxes B 25.00 NAME CORRECTION FARE RESTRICTIONS MAY APPLY
Residual Taxes g 0.00 Fare Calculation Line
ZRH LX BER29.80 LX ZRH50.61 NUC80.41END ROED.888996
Penalty Commission [
Add Collect CHF 25.00 No Commission due 0.00
Other
CASH ~
Total - 25.00
Exchange wiAdd Collect
25.00 (CHF) &
FRANC SINATRA
m © Cancel Q
12) The new ticket with the corrected name will be issued.
Electronic Ticket
‘B Print  Status - TICKETED
Ticket Image Details for Document
ET RECORD [BINATRA/ ZMIM(ADT)
AGY: 81496962 0/D: ZRH i ZRH FF NO.:
ISSUED: 30JUN23 TKT: 7245745371578 AGT: DAMS
PNR: PB3WSX | F1 IATA: 81496962 FCl: 4
WBWLWE / LXA FCPI: G
180: CH TC: VAL CXR: Lx
VOID BY: 30JUN23 11:59P ESAC: TZ4MJEBISN4X) ORIG ISSUE: 7245745371575 ZRH 30JUN23 81496962
EXCH FOR: 7245745371575
Coupons
CcP STP AL FLT CL DATE BRD OFF TIME ST FARE BASIS NVB NVA BAG Ccs
1 Q LX 974 K 20NOV ZRH EER 07:15a OK KEULGTX3 [ DXEU 20NOV 20NOV OFC
2 Q LX 977 L 30NOV EER ZRH 10:50a OK LEULGTX3 / DXEU J0NOV 30NOV OFC
Fare Details E Details
FARE: CHF T2.00 Form of payment: ADC CHF 25.00 CASH CASH
TAX: CHF PD 35.00 CH Exch Doc 7245745371575
TAX: CHF PD 8.95 DE || Endorsements: NAME CORRECTION FARE RESTRICTIONS MAY APPLY
TAX: CHF PD 12.50 QY || Fare Calculation: ZRH LX BER29.80 LX ZRH50.61 NUC80.41END ROE0.688996
TAX: CHF FD 8.85 RA
TAX: CHF FD 14.00 Y
TAX: CHF 25.00 ou
TOTAL: CHF 25.00A

Data Protection Notice
hitp:/hwww. iatatravelcenter. com/privacy

4.5.2

© Close

Name correction on tickets containing non-OS/SN/LH/LX/4Y/EN flights

For PNRs with other airline segments, for example LX or LH flight number operated by WK, a different
process applies. Please contact LHG B2B Sales Service Teams for process assistance.
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4.6 Revalidation of Lufthansa Group tickets

There is no designated revalidation function available in SPRK.

For LH/LX/0S operated flights:
If rebooking is permitted and free of charge, the host system will process the revalidation automatically. In
all other cases, a ticket exchange is necessary.

For the automated revalidation process, it is important to cancel and rebook the flight segment in one
transaction. Firstly, book the new flight segment, then activate the check box in the shopping cart.

Itinerary

Booked - Air

y [ Class » Status Cnx Fare

> * ~ Mon 20Feb23 HAM-FRA H1 W & 1hi0m 321  HK IH 1
<7 06:00a-07:10a

. » ) Fri 03Mar23 FRA-HAM LH2 W & 1h05m 32A HK LH 1
") 06:30a-07:35a

Shoppipg Cart - Air

Class »  Status Cnx _» Fare
~  Mon 20Feb23 HAM-FRA |H7 w o 394 IH 2
<) 07:30a-08:40a
~~  Fri03Mar23 FRA-HAM LHs wo 328 LH 2
<) 09:00a-10:06a

Mark the original flight using » ; the flight segment will be highlighted in yellow.

Click <Book> to clear the booking (original segment will be cancelled, new segment will appear as
“booked™).

Note:
This process does not work if ancillary EMDs are issued in this PNR or if a change fee needs to be applied.
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4.7 Exchange
4.7.1 Auto-Exchange

4.7.1.1 Auto-Exchange with Additional Collection and Penalties

First, display the booking on the reservation screen (see chapter 4.2).

Then, add the new flight segments via Air Shopping (see chapter 3.1.4) that will then appear in the
shopping cart.

Pin the Booked flight segments you want to exchange using » (highlighted in yellow if pinned) and
activate the check box for the flight segments that you want to price for the ticket exchange.

If you want to exchange all flight segments of a round-trip ticket, please add the desired substitute
flights to the shopping cart via Air Availability, pin the old flight segments to be exchanged and mark the
new flights in the shopping cart before you click on <Auto-Exchange>.

Itinerary

Booked - Air

y Class 7 Stalus Cnx Fare

. » < Mon20Feb23 HAM-MUC LH2089 v & 1h20m 320 HK LH 1
<) o07:50a-09:10a

s » ) Fri 03Mar23 MUC-HAM LH2088 K & 1h20m 320 HK LH 1

\_-/ 08:45p-10:05p

Class = Status Cnx Fare

Shopeing Cart - Air
»

) ~ Tue21Feb23 HAM-MUC rH2051 Vv < 1h20m 320 L
(<) o08:45a-10:05a

. < Sat04Mar23  MUC-HAM LHzoes K 4/ 1h20m 320 LH
™~/ o1:10p-02:30p

© Delete

If you want to exchange one leg of a round-trip ticket (also if the outbound flight segments have been
flown already), please only add a new one-way flight to the shopping cart. Then, pin the flight to be
exchanged and mark the ones you would like to keep in the booking before you click on <Auto-Exchange>
(proceed with chapter).

Itinerary

Booked - Air

» Class = Status Cnx _~ Fare

» » ) Mon 20Feb23 HAM-MUC LH208s v &/ 1h20m 320 HK LH 1
"/ o7:50a-09:10a

v < [Fri03Mar23 MUC-HAM LH20868 K 4/ 1h20m 320 HK H 1
<~/ 08:45p - 10:05p

Shopping Cart - Air
y v Class 7 Status Cnx Fare

» < Sun05Mar23  MUC-HAM LH2086 T o/ 1h20m 320 LH
<) o1:10p-02:30p

© Delete
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To start the exchange process click <Auto-Exchange>.

Choose from the pricing options - it is important to select “Best Available” for the Automatic Exchange
to work - to store a new fare and click <Continue>.

Pricing Options

OPublished Fares ICheck/Uncheck All
O advance purchase
Contract Fares [lallow Penalties

®Both Mallow Min Stay
MAllow Max Stay
OCurrent Classes | ®Best Available
Travelers

Fare Selection Options
Tour Codes

Qualifiers

Select the ticket number you want to use for the exchange and click <Continue>.

Ticket(s) to exchange

Select to exchange issued ticket(z) (un-flown or partialty used)

TICKET NUMBER STATUS TRAVELERS SEGMENTS
F205749755697 TICKETED ERIKA MUSTERMANN {ADT) LH2088 HAM-MUC 23FEB
LH2086 MUC-HAM 03MAR

Continue © Cancel

The difference between old and new pricing is calculated. If a rebooking fee is filed, it will be integrated to
the calculation and has to be confirmed with a checkbox.

If no penalty applies, the row “Applicable Change Fee/Penalty” is omitted.
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Fare for selected Flights

B Fare Information

Forms Of Payment used on tickets.
Additional Fare Details (Fare Calculation | Endorsement)

ltinerary Details

Bag Fees

Passenger Type Currency  ADT

Base Fare per Passenger
LH 208%: HAM-MUC Class: Light (W'} Cabin: Ecenommy EUR 74.00
LH 2066: MUC-HAM Class: Light (K) Cabin: Economy EUR 15.00

Total Base Fare per Passenger EUR 93.00

Taxes and Fees
Y@ Y0l LH CARRIER IMPOSED MISC FEE EUR 30.00
DE AIRPORT SECURMY CHARGE EUR 838
0 AIR TRANSPORT TAX EUR 15.20
RD PASSENGER SERVICE CHARGE DOMESTIC DERARTURE EUR 13.34
Y@ YQILH CARRIER IMPOSED MISC FEE EUR 5.00
DE AIRPORT SECURMY CHARGE EUR 10.35
Oy AIR TRANSPORT TAX EUR 15.20
RD PASSENGER SERVICE CHARGE DOMESTIC ARRMAL EUR 0.08
RD PASSENGER SERVICE CHARGE DOMESTIC DERARTURE EUR 2762

Total Taxes and Fees EUR 125.18

Total Hew Airfare EUR 218.18

Applicable Change ® Check to accept Change FeelPenalty

Fee/Penalty EUR 0.00

'D Select to enter Waiver Code to waive Change Fee/Penalty

less Value of Old Ticket EUR -218.18

Amount to be refunded EUR 0.00

Amount to be collected EUR 70,00

Services priced in EUR
Options for flight LH 2089 from HAM - MUC
MILEAGE ACCRUAL

Options for flight LH 2066 from MUC - HAM
MILEAGE ACCRUAL

SUMMARY OF ALL CHARGES MUSTERMANN/E

Selected Options per traveler 0.00
Basic Airfare per traveler (see above) 21818
Grand Total per traveler 21818

Exchange Cancel
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Fare for selected Flights
0 Fare Information
Forms Of Payment used on tickets.
Additional Fare Details (Fare Calculation / Endorsement)

Itinerary Details

Bag Fees
Passenger Type Currency  ADT
Base Fare per Passenger
LH 208%: HAM-MUC Class: Classic (V) Cabin: Economy EUR 89.00
LH 2088: MUC-HAM Class: Clagsic (K} Cabin: Economy EUR 34.00
Total Base Fare per Passenger EUR 123.00
Taxes and Fees
%@ QI LH CARRIER IMPOSED MISC FEE EUR 30.00
DE AIRPORT SECURMY CHARGE EUR 8.38
0% AIR TRANSPORT TAX EUR 15.20
RD PASSENGER SERVICE CHARGE DOMESTIC DEPARTURE EUR 13.34
%@ YQlLH CARRIER IMPOSED MISC FEE EUR 5.00
DE AIRPORT SECURMY CHARGE EUR 10.38
0% AIR TRANSPORT TAX EUR 15.20
RD PASSENGER SERWICE CHARGE DOMESTIC ARRMNMAL EUR 0.08

P

Total Taxes and Fees EUR
Total Newr Airfare EUR
less Value of Old Ticket EUR
Amount to be refunded EUR
Amount to be collected EUR

Services priced in EUR

Options for flight LH 2089 from HAM - MUC

MILEAGE ACCRUAL

Seat Reservation TERMA
cluded

Options for flight LH 2066 from MUC - HAM

MILEAGE ACCRUAL

Seat Reservation

SUMMARY OF ALL CHARGES MUSTERMANN/E

Selected Options per traveler 0.00
Basic Airfare per traveler (see above) 24818

Grand Total per traveler 24318
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The exchange template is displayed and auto-exchange is selected by default.

Ticket Exchange

Auto
Ticket Information
Ticket Name: Ticket # Coupons Currency FOP/CardHolder Date PNR Tour Code LATA
Old  ERIKA MUSTERMANN (ADT) 2205745755597 1,2 EUR CASH 23May22 Pan4Kl 05452021
New  ERIKA MUSTERMANN (ADT) EUR 23May22 PAN4KU v | 05452021
Calculation of Exchange f \ Hew Fare Information
Equivalent Fare New 53.00 Reason for Issuance
Equ!valent Fare 0.r|g|nﬂl Ticket ] -53.00 REISSUE v
Eguivalent Fare Difference 0.00
Add Collect Taxes [ 0.00 Endorzements
Residual Taxes B 0.00 EUR 93.00 NON-REFUNDABLEFARE RESTRICTION MAY APPLY
Fare Calculation Line
Penalty 70.00 HAM LH MUC74.00 LH HAM18.00 EURS3.00END
Penalty Taxes to Pay B 000 ] Commission &
MNo Commission due 0.00
Add Collect EUR 70.00
H
Company Number Expires Security Approval  First Name Last Name
;—"I American Expre V| ! O\
Add Address
Split Payment
Total - 70.00

Exchange wiAdd Collect
70.00 (EUR) 2
ERIKA MUSTERMANN

m © Cancel ‘r'}

Enter the form of payment. Add credit card details or click > to switch to cash/invoice. After clicking
<Submit>, the new ticket image will be displayed.

Close the window to return to the reservation screen. The transaction and itinerary panels will be updated
accordingly. The status of the original ticket has changed to “Exchanged” and the status of the new tickets

shows “Ticketed”. An EMD-S has been issued automatically to collect the rebooking fee.

Transactions

¢ Tickets
REFEREMCE SOURCE TRANSACTION DATE TRAVELERS SEGMENTS
2205749755697 B & H EXCHANGED  P3MAYZ2 1710 ERIKA MUSTERMANN (ADT) LH2088 HAM-MUC 23FEB
LH2086 MUC-HAM D3MAR
2205749755698 W & H TICKETED PIMAYZ2 18:03 ERIKA MUSTERMANN (ADT) LHZ2089 HAN-MUC Z3FEB
LH2086 MUC-HAM DSMAR
Services
REFEREMCE SOURCE TYFE  TRANSACTION DATE CF e oo DUNTENOT roTEINTRAvELERS SEGMENTS
2201815034933 LH EMD-5  23MAY22 18:03 1 REBOOKING ISSUED EUR 70.00 JERIKA MUSTERMANN ALL
FEE ADT)
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4.7.1.2 Auto-Exchange with refundable amount

Following the initial process of chapter 4.7.1.1, the difference between old and new pricing results in a
refund to be issued. The refund amount will be transferred to an EMD-S, which will be issued automatically
during the exchange process.

Ticket Exchange

Auto
Ticket Information
Ticket MName Ticket # Coupons  Currency  FOP/CardHolder Date PNR Tour Code IATA
Old MR JAMES SMITH (ADT) 2202120001541 1 EUR CASH 27Jul18 2PUSNW 05661655
New MR.JAMES SMITH (ADT) EUR 27TJul18 2PUSNW v | 05661655
Calculation of Exchange New Fare Information
Equivalent Fare Mew ¥59.00 Reason for Issuance
Equivalent Fare Original Ticket -002.00
Equivalent Fare Difference -149.00 REISSUE M
Add Collect Taxes [ 0.00 Endorsements
Residual Taxes [ 0.00 Not Set
Fare Calculation Line
Penalty 0.00 FRA LH MAN339.79CDEBUZPS NUCB89.79END ROED.853007 XT
EXEMPT YR
Refund EUR 149.00 Commission [
No Commission due 0.00
Refund
Wlssue Residual MCO/EMDIOther Document 149.00
In reference to original document:  22021200015415 v
Transactions
Tickets
REFERENCE SOURCE STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2202120001541 B & LH EXCHANGED 27TJUL18 12:47 JAMESMR SMITH (ADT) LH940 FRA-MAN 158EP
2202120001542 N & WH TICKETED 27JUL18 12:56 JAMESMR SMITH (ADT) LH948 FRA-MAN 15SEP
Services
REFERENCE SOURCE TYPE | TRAMSACTION DATE CPN(f DESCRIPTION STATUS | CURRENCY | TOTAL  TRAVELERS SEGMENTS
RESIDUAL VALUE MR JAMES
2204550010675 LH EMD-S 27JUL18 12:56 1 ISSUED EUR 149.00 ALL
FOR REFUND SMITH (ADT)
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4.7.2 Manual Exchange

If documents cannot be exchanged automatically, you have to use the Manual Exchange. This function
provides an automated fare calculation, but the exchange process is done manually.

Pin the Booked flight segments you want to exchange using » (highlighted in yellow if pinned) and
activate the check box for the flight segments that you want to price for the ticket exchange.

If you want to exchange all flight segments of a round-trip ticket, please add the desired substitute
flights to the shopping cart via Air Availability, pin the old flight segments to be exchanged and mark the
new flights in the shopping cart before you click on <Book>.

Traveler
- TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH Fre
[ @ ADT ERIKA MUSTERMANM 23FEB1976 D
Itinerary
Booked - Air
v [ Class % Staus Cnx 2 Fare
’ P Sat 20Aug22  ZRH-GRU 1x92 8 & 1Ih50mMITW HK A 1
10:40p - 05:30a
’ » Tue 30Aug22  GRU-ZRH x93 vV &  1h20m77w  HK A 1
06:20p - 10:40a
Shopping Cart - Air
Class 2 Status Cnx \:f) Fare
Tue 23Aug22 ZRH-GRU |yxa2 5 4 77TW LA 2
ﬂ 10:40p - 05:30a N
Tue 06Sep22 GRU-ZRH 1xe3 v oo W LXA 2
ﬂ 06:20p-10:40a
Book Price Auto-Exchange Issue Documents

© Delete

If you want to exchange one leg of a round-trip ticket (also if the outbound flight segments have been
flown already), please only add a new one-way flight to the shopping cart. Then, pin the flight to be
exchanged and activate the check box for the flight segments that you want to price (including flown
segments) for the ticket exchange.

Before starting the manual exchange process, make sure that there is a fare stored for the new itinerary.
Otherwise quote the new booking with the <Price> button. Make sure to use “Best Available” pricing. See
chapter 3.4.3. Please note that if the outbound flight segment(s) are already flown, the pricing option
should not be used. The fare for the new itinerary must be manually priced and stored. If you require
assistance with the recalculation, please contact your agency support.

Click <Book> to start the manual exchange process.
Display the ticket by clicking the ticket number in the transaction panel.

REFERENCE SOURCE  STATUS TRANSACTICN DATE TRAVELERS SEGMENTS
7245749755714 B @ L TICKETED 05JUL22 15:48 ERIKA MUSTERMAMNM (ADT) L¥92 ZRH-GRU 20AUG
L¥93 GRU-ZRH 30AUG
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<Exchange/Reissue> will start the Exchange process.

Electronic Ticket

= Print  Status : TICKETED

Ticket Image e GRSIL

ETRECORD MUSTERMANN / ERIKA (ADT)

Ticket Image Details for Document

AGY: 06492021 oiD: ZRH/ZRH FF NO.:
ISSUED: 05JUL22 TKT: 7245749755714 AGT: SPRKAGENT
PHR: OSBLHW [ F1 IATA: 06492021 FCI: 4
VTOMKS [ LA FCPI: B
1S0: AT TC: VAL CXR: X
VOID BY: 05JUL22 11:59P
Coupons
cP 5TP AL FLT cL DATE BRD OFF TIME sT FARE BASIS NVB NYA BAG cs
1 0 LX 92 s 20AUG ZRH GRU 10:40p oK SNCSRO7 20AUG 20AUG 1PC 0
2 0 LX 93 v 30AUG GRU ZRH 06:30p oK VNCSRO3 30AUG 30AUG 1PC 0
Fare Details [ Details
FARE: CHF 585.00 Form of payment: EUR 1131.18 CASH
EQUIV: EUR 525.00 Rate used: 0.99967732, Table: BSR
TAX: EUR 24992  YQ | Endorsements: FARE RESTRICTION MAY APPLY
TAX: EUR 24992  YQ || Fare Calculation: ZRH LX S40236.78 L} ZRH365 47 NUCE02 25END ROE0.971333
TAX: EUR 1135  BR
TAX: EUR 3499  CH
TOTAL: EUR 113118
Data Protection Notice
http:ihwwwiatatravelcenter. comiprivacy
m m Exchange/Reissue O Close
Select the passenger(s) and stored fare you would like to exchange and <Submit>.
Ticket Exchange
Select a Traveler
TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH
@ ADT ERIKA MUSTERMANN 23Feb1976
Select a Fare Group
® Eur1131.18
Class = Status Cnx dP
Tue 23Aug2?  ZRH-GRU xe2 S 1hS0m7TW  HK LA
10:40p - 05:30a
Tue 06Sep22 GRU-ZRH 1xo03 V. 11h20m77W HK LXA
06:20p - 10:40a
The system will calculate the difference between taxes and fare of the original ticket and the new ticket.
Tax Assessment
Currency Code: EUR
Designator Old Ticket MNew Fare Mew Ticket Refund Refundable
YQ (ZRH) 49984 49984 PD 49984
BR 11.35 11.35 PD 11.35
CH 34.99 24.09 PD 34.99
546.18 546.18 PD 546.18 0.00
AIC +0.00
Total 546.18

Continue © Close
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If a rebooking fee is applicable, the penalty has to be included in the calculation.
Enter the form of payment.

Ticket Exchange

Ticket Information

Ticket Mame
Old ERIKA MUSTERMANN (ADT)
MNew ERIKA MUSTERMANN (ADT)

Calculation of Exchange
Equivalent Fare Mew
Equivalent Fare Criginal Ticket

Equivalent Fare Difference

Add Collect Taxes [
Residual Taxes [

Penalty
Penalty Taxes to Pay [

Add Collect

Other

< [cast_~]

Exchange wiAdd Collect
230.00 (EUR)
ERIKA MUSTERMANN

Manual
Ticket# Coupons Currency FOPICardHolder Date PMNR Tour Code
7245749755714 1,2 EUR CASH 05Jul22  O5BLHW
EUR 05Jul22  O5BLHW v
New Fare Information
585.00 Reason for Issuance
- 585.00 REISSUE v
0.00 Endorsements
0.00 FARE RESTRICTION MAY APPLY
0.00 Fare Calculation Line
ZRH LX SA0236.78 LX ZRH365.47 NUCE02.25END ROED.971333
230.00 -
Commission B
0.00
Mo Commission due
EU 230.00 '

Total - 230.00

Submit

T

© Cancel

The new ticket image is displayed after clicking <Submit>.

Electronic Ticket

= Print  Status : TICKETED

Ticket Image Details for Document

Ticket Image

ET RECORD
AGY: 06452021 O/D: ZRH/ZRH
1SSUED: 05JuLzz TKT: 7245749755715
PNR: O5BLHW / F1 IATA: 06492021
VTOMKS 1 LXA
1S0: AT TC:
VOID BY: 05JUL22 11:59P ESAC: T2417S671FOLE
EXCH FOR: 7245740755714
Coupons
CP STP AL FLT CL DATE BRD OFF
1 8] L 9z 5 23AUG ZRH GRU
2 0 Lx 93 v 06SEP GRU ZRH
Fare Details B Details
FARE: CHF 585.00 Form of payment
ECQUIY: EUR 585.00
TAX: EUR FD 499 84 YQ || Endorsements:
TAX: EUR FD 11.35 BR || Fare Calculation:
TAX: EUR FD 3499 CH
TOTAL: EUR MO ADC

Data Protection Notice
http-ifwww iatatravel center comiprivacy

Agent Coupon

MUSTERMANN ! ERIKA (ADT)

FF NO.:

AGT. SPRKAGENT

FCL: 4

FCPL: G

VAL CXR: Lx

ORIG ISSUE: 7245749755714 VIE 05JUL22 06492021
TIME ST FARE BASIS NVB NVA BAG
10:40p 0K SMCSRO7 23AUG 23AUG 1PC
06:20p OK VNCSRO3 O6SEP 0G6SEP 1PC

NOADC EUR 0.00 CASH

Exch Doc 7245749755714

FARE RESTRICTION MAY APPLY

ZRH LX SA0236.78 LX ZRH365.47 NUCB02.25END ROED.971333

Close

The system automatically issues an EMD-S to collect the rebooking fee.
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The status of the original ticket has changed to “Exchanged”; the new ticket shows “Ticketed".

Transactions

¢, Tickets
REFERENCE SOURCE STATUS RANSACTION DATE TRAVELERS SEGMENTS
7245749755714 [ [N R EXCHANGED D5IUL22 15:48 ERIKA MUSTERMAMM (ADT) LX92 ZRH-GRU 20AUG
LX93 GRU-ZRH 30AUG
7245749755715 N i o TICKETED DSIUL22 16:26 ERIKA MUSTERMANN (ADT) LX92 ZRH-GRU 23AUG
LX93 GRU-ZRH 06SEP
Services
REFERENCE SOURCE TYPE TRANSACTION DATE CFPME DESCRIFTION STATUS CURRENCY TOTAL RAVELERS SEGMENTS
7241815034946 XA EMD-S  05JUL22 16:26 1 | RESERVATIONS ISSUED EUR 230.00 [ERIKA ALL
CHANGE FEE USTERMANN
(ADT)

4.7.2.1 Exchange with manual pricing

The exchange with manual pricing requires manual fare calculation by the agent. Please get all information
from the new fare before starting the reissue (e.g. fare basis, taxes, fare, fare calculation, valid from, valid
until).

Please proceed from chapter 4.7.2, but do not yet proceed to the exchange step.
Click <Book> to delete the original flight segment and book a new flight segment from the shopping cart.
Now the booking is updated showing only the new flight segment.

Itinerary

Booked - Air

» Class W Status Cnx ¢ Fare

b fagn) Sun 19Feb23 FRA-BER LH4170 L & 1h10m 324 HK LH
"< 06:45a-07:55a

» ~ Thu23Feb23 BER-FRA LH173 K & 1h10m 32N HK LH

) 06:30a - 07:40a

2 e T ey e

O Delete

Select the new flight segments and click the <Create Fare> button.
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Stored Fare

GFFICE ID AEXP AGENT ID SPRKAGENT ORIGIN DESTINATION FRAFRA VALIDATING GARRIER ]

Passenger Type UseTicketData [ ||  LastDaterTime to ticket:

STP = ARR AL FLIND cL 2205749755704 TIME ST FARE BASIS DESIGNATOR HvE VA BAG
o FRA  BER LH 170 L 19FEB23 06:45 AM HK I | [ | = B ]
[ ] BR FRA LH 173 K 23FEB23 06:30 AM HKC [ ] [ ] ] = ]
FARE DETAILS COMMISSION AND INFORMATION
Base Fare Commission Amount ||
Eauivalent Fare (- — Resson FIRST TICKET
Taxes 0.00 Tour Code
Tax Details v
Total 0.00 Endorsements
FARE CALCULATION LINE
RECEIVED FROM

You can enter all required fare information in the appropriate boxes or you can copy the original ticket data
and modify them afterwards.

To copy the ticket data from the original ticket on the screen, select the ticket number from the drop-down

menu.

Passenger Type Use Ticket Data Last Date/Time to ticket:
2202120001551

The original ticket information is displayed highlighted in yellow.

Passenger Type Use Ticket Data [2205749755704 |  Last DatelTime to ticket:

icket Data Flight Information
NO SR CEF ARR AL FLTNO. cL DATE TIME ST FARE BASIS DESIGNATOR e NV 8aG
1 o FRA BER LH 70 L 20FEB23 06:45 AM HK LDELGTH1 20FEB 20FEB oPC

22FEB23 07:15 AM HK KDELGTNZ 22FEB 22FEB oPC

BER FRA

2 o LH 45 K
Passenger Type Use Ticl

icket Data Flight Information

Use the drag and drop function to transfer the
original ticket information into the new filed fare.

STF DEP ARR AL FLTMO
0 FRA  BER  LH 170
[ ] BR FRA LH 173
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Override the incorrect data with the new information and enter missing details where applicable.

Stored Fare

OFFICE ID

ORIGIN DESTINATION FRAFRA

VALIDATING CARRIER

LUFTHANSA GROUP

Last Date/Time to ticket:

DATE TIME FARE BASIS DESIGNATOR
1 o FRA BER LH 170 L 20FEB23 06:45 AM HK LDELGTH1 20FEB 20FEB oPC
2 o BER FRA LH 45 K 22FEB23 07:15 AM HK. KDELGTHZ 22FEB 22FEB oPC
STP CEP ARR AL FLTNO CcL DATE TIME sT FARE BASIS DESIGNATOR NVB NVA BAG
0 FRA  BER LH 170 L 19FEB23 06:45 AM HK [LDELGTNL | [ ] 20FEB2023 | 20FeB2023 |
[of ] eRr A ww 173 K 23FEB23 06:30 AN HK KDELGTN2 [ 22FER2023 | B 2ereR2023 |
"ARE DETAILS COMMISSION AND INFORMATION
Base Fare 37.00 Commission Amount |l 0.00]
quivalent Fare [ [ — Reason FRSTTICKET
es EUR 112.38 Tour Code
[FARE RESTRICTION NAY APPLY
b,
Collection Airport Airport Paid Endorsements
Designator Amount  Nature
int Currency Amount (PD)
OpE_| [23.57 O
Cloy | [DE_] O
CRD_| 0
ORp_] O
Ovo_| O
0o ] O
Taxes Paid 0.00
Taxes to be 112.38
Collected B
Add Row Delete Row
Total EUR 149.38
FARE CALCULATION LINE
FRA LH BER21.50 LH FRA15.50 EUR37.00END
RECEIVED FROM

To modify tax information, open tax details.

Tax Details

(€

Once complete, use <Submit> to store the fare.

Redisplay your reservation screen. The fare is stored successfully when a fare number is shown next to your

flight.

Itinerary

Booked - Air

vy [ Class *»  Status Cnx

y /> Sun19Feb23  FRA-BER  Ln170 L & 1h10m 324 HK
\"< 06:45a-07:55a

v O ~,  Thu 23Feb23 BER-FRA LH173 K & 1h10m 32N HK
<) 06:30a - 07:40a

O Delete

Click on the ticket number in the transaction panel to open the ticket image.

REFERENCE
2205749755704

SOURCE
B & 4

STATUS
TICKETED

TRANSACTION DATE

TRAVELERS

25MAYZZ 16:39

ERIKA MUSTERMANN [(ADT)

<Exchange/Reissue> will start the Exchange process.
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Select the passenger(s) and stored fares you would like to exchange and <Submit>.

Ticket Exchange
Select a Traveler
TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH
® ADT ERIKA. MUSTERMANN 23Feb1976

Select a Fare Group

® EuR149.38
Class »  Status Cnx &
Sun 19Feb23 FRA-BER LH 170 L 1h10m 324 HK LH
06:45a - 07:55a
< Thu23Feb23 BER-FRA LH173 K 1h10m 32N HK LH

) 06:30a - 07:40a

The system calculates the difference between the new fare and the fare from the original ticket.
The display shows this calculation for paid and new taxes.

Tax Assessment

Currency Code: EUR

Designator Oid Ticket New Fare New Ticket Refund Refundable
DE 23.57 23.57 PO 23.57
oY 30.40 30.40 FD 30.40
RD 44.41 44.41 PO 44.41
) 14.00 14.00 FD 14.00
11238 112.38 PD 11238 0.00
AlC +0.040
Total 112,38

<Continue> to the exchange screen.
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Ticket Exchange

Manual
Ticket Information
Ticket MName Ticket # Coupons Currency FOP/CardHolder Date PNR Tour Code
Old ERIKA MUSTERMANMN (ADT) 2205745755704 1,2 EUR CASH 25May22  PIXZKU
New ERIKA MUSTERMANM (ADT) EUR 25May22  PJXZKU
Calculation of Exchange New Fare Information
Equivalent Fare New 37.00 Reaszon for Issuance
Eguivalent Fare Original Ticket - 37.00 REISSUE v
Equivalent Fare Difference ] 0.00 Endorsements
Add Collect Taxes & 0.00 FARE RESTRICTION MA&Y APPLY
Residual Taxes [ 0.00 Fare Calculation Line
FRA LH BER21.50 LH FRA15.50 EUR37T.00END
P X T
enalty 70.00 Commission
Penalty Taxes to Pay 0.00
No Commission due
Add Collect EUR N 70,00 /
Other
< [CASH
Total - 70.00
Exchange wiAdd Collect
70.00 (EUR) [E]

ERIKA MUSTERMANN

Enter the penalty amount to be collected or enter “0” to continue if no rebooking fee is required.

B oo ®

Enter the form of payment for the additional collection.
The new ticket image is displayed after clicking <Submit>.

Electronic Ticket

& Print

Status : Ticketed

Ticket Image Details for Document

AGY: 06452021
ISSUED: 25MAY22
PNR: PIXZKLU { F1
P3GJBE / LH
150: AT
VOID BY: 25MAYZ2 11:59P
EXCH FOR: 2205749755704
Coupons
CcpP S5TP AL FLT CL
1 o LH 170 L
s ] LH 173 K
Fare Details E
FARE: EUR
TAX: EUR PD
TAX: EUR PD
TAX: EUR PO
TAX: EUR PO
TOTAL: EUR
Data Protection Notice

http: v v w iatatravelcenter. com/privacy

olin 3
TKT:
IATA:

TC:
ESAC:

DATE
18FEB
23FEB

37.00
2357
30.40
44.41
14.00
NO ADC

oy

¥

Ticket Image Agent Coupon

ET RECORD
FRA J FRA
Z205T745TE5T0S
06452021

220IL8HFIZ0ZC

BRD OFF

FRA BER
BER FRA
Details

Form of payment:

Endorsements:
Fare Calculation:

MUSTERMARNN / ERIKA

FF NO.:

AGT:

FCl:

FCPL

VAL CKR:

ORIG ISSUE:

TIME ST

06:45a OK
06:30a oK

SPREAGENT
4
G

LH
2205745755704 VIE 25MAY 22 06452021

FARE BASIS NVB NVA
LDELGTHN1 20FEB 20FEB
KDELGTNZ 22FEB 22FEB

NO ADC EUR 0.00 CASH

Exch Doc 2205745755704

FARE RESTRICTION MAY APPLY

FRA LH BER21.50 LH FRA15.50 EUR37.00END

O Close

v

BAG
OrC
OPC

LUFTHANSA GROUP

LATA
06452021

06492021

0.00

o | o

The status of the original ticket has been changed to “Exchanged”. The new ticket shows up as “Ticketed".
If a rebooking fee applies, the system issues an EMD-S.
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Transactions

* Tickets
REFERENCE SOURCE STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2205749755704 B & A EXCHANGED  25MA&Y22 16:39 ERIKA MUSTERMANN (ADT) LH170 FRA-BER 20FEB
LH45 BER-FRA 22FEB
2205749756705 B & TICKETED 2EMAYZ2 16:48 ERIKA MUSTERMANN (ADT) LH170 FRA-BER 15FEB
LH173 BER-FRA 23FEB
Senvices
REFERENCE S0OURCE | TYPE TRANSACTION D&TE  CPMN | DESCRIPTION STATUS CURRENCY TOTAL TRAVELERS SEGMENTS
2201815034940 LH EMD-5  2SMAY22 16:48 1 REBOOKING ISSUED EUR 70.00 ERIKA MUSTERMANN ALL
FEE (ADT)
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4.7.2.2 Manual Exchange due to Irregular Operations (SKCHG & INVOL)

The following process only guides through the technicalities of the ticket exchange in Irregular Operations
(IROPs) - Schedule Change and Involuntary scenarios. Please always refer to the Lufthansa Group airlines
Flight irregularities policy for Business Partners for the conditions, rules and processes that need to be
adhered.

Access <Office Queues> from the reservation screen.

ALL

TRAVELER 1
TELEPHOMNE 0
EMAIL 1
PAYMENT 0
ADDRESS 0
ITINERARY

TRANSACTION 1

APIS 0
cLD 0
SSR 3
0sl 0
REMARK 0
HISTORY

ON QUEUES

Record Locator

Q

=» Advanced Search

Access Queue 7 Schedule Change by clicking on the folder and retrieve the affected PNR.

Count Summary AEXP: Queue 7
Office ID @ POSITION | DATE TIME CATEGORY = PLACED BY oFFice iDfff RECORD
Source F1-Farelogix - 1 2016-03-14 11:47:25 AUTOMATION MIAR BYGFJT
active onty T Filter by agent

2 2016-03-14 13:43:02 AUTOMATION MIAR ZKFROT
Queues 3 2016-04-15 14:20:19 AUTOMATION | MIAR 4U3LST
NUMBER & NAME COUNT
0 o GENERAL = 4 2016-05-10 10:30:26 AUTOMATION MIAR 4J3KST
c & CONFIRMATION . = 5 2016-05-19 11:28'50 AUTOMATION  MIAR 4KZKST
5 & | NON-AIR SEGMENT NOTIFICATION 1 = 6 2016-05-25 135326 AUTOMATION MIAR 0515FU
= & | SCHEDULECHANGE = = 7 2016-08-16 15:02:31 AUTOMATION  MIAR
9 & TICKETING TIME LIMIT (TTL) ADVISORY 52 - £ AV TR A REE RLIEIRE | (RS
12 4 EXPIRED TINE LIMIT AND SSR CANCELLATION 54 @@ ° 2018-02-15 14.18:59 AUTOMATION | MIAR
14 & NEW MARRIED CONDITION 1 = 10 2018-02-21 14:15:26 AUTOMATION MIAR
- & REQUESTING APIS/SECURE FLIGHT DATA c = 11 2018-02-21 14:15:29 AUTOMATION MIAR
a0 ' REQUESTING EMD ISSUANGE . = 12 2018-02-21 14:15:34 AUTOMATION MIAR
. o CATCHALL - = 13 2018-02-21 14:16:05 AUTOMATION MIAR
e ‘ 2 (»)(m 1-10 of 14 items WG ﬂ P 1-130f 13 items

Search and book the new flight according to chapter 3.2.
Pin the flight to be replaced for deletion and select the new flight from shopping cart.
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Click <Book> to execute the flight exchange.

Record Locator: ROHNAU T B &
Traveler
# TYFE TITLE FIRST NAME MIDOLE NAME
b 1 4 ADT MR FRANK
Itinerary
Booked - Air
y O
y O Mon 01Mar21  FRA-VIE  psq22
o ; 09:50 - 11:15
» » Wed 03Mar21  VIE-FRA  o0s1421
07:10-08:40
Thu 04Mar21 VIE-FRA 05124
07:35-09:05
Auto-Exchange
Transactions
< Tickets
REFERENCE SOURCE STATUS TRAMSACTION DATE
2575749601402 il W oS TICKETED 05JAN21 14:38

LUFTHANSA GROUP

= oE AL =
LAST NAME DATE OF BIRTH Frz
SINATRA 02MOV1976
Class o Status Cnx @ Fare
w E‘ 1h25m 321 HK 0s 1
W & 1h30m 319 HK 085 1
Class 7 Status Cnx 2 Fare
w E‘ 1h30m 319 0s
TRAVELERS SEGMENTS
FRAMKMR SINATRA (ADT) 05122 FRAVIE D1MAR

05121 VIE-FRA 03MAR

Then, select all booked flights and click <Create Fare> to store a fare in the PNR.

Record Locator: ROHN4U T B & ;M E AL =
Traveler
# TYFE TITLE FIRST NAME MIDDLE NAME LAST MAME DATE OF BIRTH Fre
1 @ ADT MR FRAMK SINATRA 02MNOV1976 n
Itinerary
Booked - Air
3 Class - Status Cnx @ Fare
, Mon 01Mar21  FRA-VIE  o0s122  w &  1h25m 321 HK 0S
; 09:50 - 11:15
3 Thu O4Mar21  VIE-FRA  0s121  w & 1h30m 320 HK 08
7 07:10 - 08:40
| Create a new Fare for selected Flights |
Transactions
¢ Tickets
@ Fare notfound for ticketed flight(s)
* MR FRANK SINATRA (ADT)
REFERENCE SOURCE  STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2575749601402 B @& os TICKETED  0SJANZ114:38 FRANKMR SINATRA (ADT) 05122 FRA-VIE 01MAR
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Select the original ticket via <Use Ticket Data> and copy the ticket data in the new fare using the option
<Drag Me>. Fare basis code, fare and tax information remain unchanged unless a new routing with via point
has been applied.
Insert the correct stopover indicator (“O” for stopover, “X" for transfer) and correct NVB and NVA data if
needed.
The endorsement box must start with “SKCHG” or “INVOL" followed by the affected flight number and
date (according to the Lufthansa Group airlines Flight irregularities policy for Business Partners).
It is important that the format of the endorsement box and fare calculation line follows as per policy:
- Endorsement box format: [SKCHG or INVOL] [flight number] [date] - [Original Endorsement box content]
- Endorsement box example: SKCHG 0S121 03MAR21 - FARE RESTRICTION MAY APPLY
The original endorsement box should stay as it is.

Insert the indicator “S-“ or “I-“ (according to the Lufthansa Group airlines Flight irregularities policy for
Business Partners) on the beginning of the fare calculation line and do not change the original fare
calculation that follows the indicator.

- Fare calculation line format:  S-[Original Fare calculation line]

- Fare calculation line example: S-FRA OS VIE107.84 OS FRA107.84 NUC215.68END ROE(0.825230

Please do not add more content to the endorsement box or fare calculation line and avoid double spaces.
In case of more passenger types in the PNR, prepare the fare for each passenger type - the procedure is
the same.

|
P Type [ADT ~] IUseT\ckel Data | 2575749601402 vl Last Date/Time to ticket:

icket Data Flight Information

NO  STP  DEP ARR AL FLTNO oL DATE TIME sT FARE BASIS DESIGNATOR NVE A BAG
1 o] FRA VIE 0s 122 w AMAR21 09:50 HK WEUCLST2 01MAR 01MAR 1PC
2 o] VIE FRA 0s 121 w 3MAR21 07:10 HK WEUCLST2 03MAR 03MAR 1PC

STP DEF  ARR AL FLTNG  ©L DATE TIME ST FARE BASIS DESIGNATOR Ve VA BAG
0 FRA VIE ©OS 122 W  1MAR21 0950 HK [weucLsT2 | [ | 0MaR2021 | B 01MAR2021 | [EH

VIE FRA OS 121 W  AMAR21 0740 HK |weucLsT2 | I | I B4MAR2021 E D4MARZ021 E—I

FARE DETAILS COMMISSION AND INFORMATION

Base Fare Commission [Amount M 0.00|

Equivalent Fare 1 ] Reason

Taxes EUR 140.97 Tour Code

Tax Details = ISKCHG 03121 UBMN?E‘I IPPL\(
Designator Amount Mature Collection Point Airport Currency Airport Amount Paid {(PD) Endorsements

Olar_| [ ssel[ar | O

e | [ 12.00] [aT | 0

Ozy | [ 1877/ [aT | O

Ope | [ 9.9s/[oE | O

Oloy | [ 12.88/[pE | O

Ora | [ 26.93/[bE | O

Olve | [ 2600/ | O

Olve | [ 2600 | a

Taxes Paid 0.00

Taxes to be TG

Collected
Add Row Delete Row

Total EUR 318.97

FARE CALCULATION LINE
E{A 08 VIE107.84 OS FRA107.84 NUC215.68END ROE0.825230 |

Click <Submit> and confirm the stored fare with <Continue>.
In the reservation screen, open the ticket to be exchanged by clicking on the ticket number and then click
on <Exchange/Reissue>.

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS
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NDC Partner Program LUFTHANSA GROUP

Then select Traveler and Fare Group to be exchanged and click on <Submit>.

Ticket Exchange
Select a Traveler
TYFE TITLE FIRST MAME MIDDLE MAME LAST NAME DATE OF BIRTH
@® ADT MR FRANK SINATRA 02MNov1976

Select a Fare Group

@ EUR 318.97
Class o Status Cnx 2
Mon 01Mar21  FRA-VIE  os122 W 1h25m 321 HK 0S
7 09:50 - 11:15
Thu 04Mar21 VIE-FRA  os121 W 1h30m 320 HK 0S
7 07:10-08:40

Submit © Cancel

If the information is correct, neither an additional collection (A/C) nor a refund should apply. If it does,

check the steps on the previous page again. Click on <Continue>.
Tax Assessment

Currency Code: EUR

Designator Old Ticket Mew Fare Mew Ticket Refund Refundable
AT g.44 g.44 PD g.44
ap 12.00 12.00 PD 12.00
Al 1877 1877 PD 1877
DE 995 995 PD 9.95
oY 12.88 12.88 PD 12.88
RA 26.93 26.93 FD 26.93
h{e3 52.00 52.00 PD 52.00
140.97 140.97 PD 40.9 0.00

o 308

@ Close

On the last page, Set the penalty to “0”, check if the new fare information is correct and click <Submit>
and <Continue>.

Ticket Exchange
Manual
Ticket Information
Ticket MName Ticket# Coupons Currency FOPICardHolder Date PHR Tour Code |ATA
Qld MR FRAMK SINATRA (ADT) 2575749601402 1,2 EUR CASH 05Jan21  ROHM4L 00951753
New MR FRANK SINATRA (ADT) EUR 06Jan21 ROHM4U v 00951753
Calculation of Exchange New Fare Information
Equivalent Fare Mew 178.00 Reason for Issuance
Equivalent Fare Original Ticket - 178.00 REISSUE v
Equivalent Fare Difference 0.00 Endorsements
Add Collect Taxes [ 0.00 SKCHG 05121 03MAR21 FARE RESTRICTION MAY APPLY
Residual Taxes fg 0.00 Fare Calculation Line
S-FRA OS5 VIE107.84 0S5 FRA107.84 NUC215.66END ROED.825230
Penalty 0.00 —
Commission E
Even Exchange EUR 0.00 Mo Commission due 0.00

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS
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LUFTHANSA GROUP

Ticket Exchange

Ticket Information

The new ticket is issued and will be show

Manual

Cancel Continue

nin the next window.

Ticket Name Ticket # Coupons Currency FOPICardHolder Date PNR Tour Code |ATA
Old MR FRANK SIMATRA (ADT) 2575749601402 1,2 EUR CASH 05Jan21 ROHMN4U 00951753
New MR FRAMK SIMATRA (ADT) EUR 06Jan21 ROHN4U v 00951753

Calculation of Exchange New Fare Information
Equivalent Fare New 178.00 Reason for Issuance
Equivalent Fare Original Ticket - 178.00 REISSUE v
Equivalent Fare Difference 0.00 Endorsements
Add Collect Taxes [g 0.00 SKCHG 03121 03MAR21 FARE RESTRICTION MAY APPLY
Residual Taxes [
Confirmation Required bl FRA107.84 NUC215.68END ROED.825230
Penalty
Do you really want to EXCHANGE this ticket?
Even Exchange 0.00

The exchanged and the newly issued ticket will be shown in the transaction section of the reservation

screen.
Transactions
¢ Tickets
REFERENCE SOURCE  STATUS
2575749601402 B & os EXCHAMNGED
2575749601464 ﬂ W 0s TICKETED

Austrian 7~ brussels .e¢

AIRLINES o @ »

TRANSACTIONM DATE TRAVELERS

05JAN21 1438 FRAMKMR SINATRA (ADT)

06JAN21 10032 FRANKMR SINATRA (ADT)

SEGMENTS
05122 FRA-VIE 01MAR.
05121 VIE-FRA 03MAR.

05122 FRA-VIE 01MAR.
05121 VIE-FRA 04MAR.

Eurowings 2 & Lufthansa AJSWISS




NDC Partner Program LUFTHANSA GROUP

4.7.2.3 Manual exchange in accordance with Travel Waiver Policies (TWPs)

First, display the booking on the reservation screen by searching the PNR or ticket number in advanced
search. If the flights have been deleted from the PNR, the itinerary will be empty.

Use Add Air to add the new flight segments with new fare according to the applicable goodwill policy to

the shopping cart.
4[]

Record Locator: POHZHW T B & =B A &L =
Traveler
# TYFE TITLE FIRST NAME MIDDLE MAME LAST MAME DATE OF BIRTH FF#
» 1 & ADT JONA SMITH (¢ ]
Itinerary
Booked - Air
v [ Class & Status Cnx 2 Fare
v [ 4 Mon20Feb23 BER-FRA w173 K & thiomazn HK Y 1 LH 1
<) 06:30a-07:40a
v [ —, Mon20Feb23 FRA-SKG (H1288 K & 2h20m 32N HK 1 LH A
<) 10:30a-01:50p
» O (o Wed0iMar23 SKG-FRA 1h12e0 K & 2n4om32n vk Y 2 LH 1
<) 02:35p-04:15p
v [ < Wed01Mar23 FRA-BER (n194 K & 1h10m 321 HK 2 LH 1

(%) 05:45p-06:55p

Transactions

¢ Tickets
REFERENCE SCURCE  STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2205749755710 B & LH TICKETED 23JUN2Z2 1841 JOMNA SMITH (ADT) LH173 BER-FRA 20FEB

LH1288 FRA-3KG 20FEB
LH1288 SKG-FRA 01MAR
LH194 FRA-BER D1TMAR

The new flight segments will appear in the itinerary below Shopping Cart - Air.

In case that the itinerary was empty before adding the new flights, you can skip the following step by
selecting the new flights and directly clicking <Book> without pinning the old flights.

Pin the original flight using ~ (highlighted in yellow) and activate the check box for the flight in the
shopping cart. Click <Book> to exchange the flights.

Before exchanging the flights, make sure that there is a fare stored. Otherwise quote the new booking with
selecting the new flights and clicking <Price>.
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Record Locator: PoHzew @ 2B & T — . S 18
Traveler
= TYFE TITLE FIRST MAME MIDDLE NAME LAST MAME DWTE OF BIRTH FEE
v 1 4 ADT JoMA SMITH 8|
Itinerary
Booked - Air
b D Class ¥ Status Cnx Fare
’ #»1 o Mon20Feb23 BER-FRA 1H473 K & 1h10m32N HK ¥ 1 LH 1
=/ 06:30a-07:40a
v » Mon 20Feb23  FRA-SKG 1H4288 K 4 2h20m32N HK 1 LH 1
10:20a - 01:50p
v #1 o Wed01Mar23 SKG-FRA 1H1289 K 4 2h40m32N HK Y 2 LH 1
) 02:35p- 04:15p
v » Wed 01Mar23 FRA-BER |y 1ss K & 1h10m321 HK 2 LH 1
05:15p - 06:25p
Shopping Cart - Air
b Class =  Status Cnx 4 Fare
b |\,| P Wed 08Mar23 BER-FRA |ya7s L o 321 K LH 2
) o7.45a-08:55a )
; ~  Wed08Mar23 FRA-SKG |y4288 L o 3N IH 2
S ) 10:30a - 01:50p
" o~ Mon20Mar23  3SKG-FRA |yiqzss L o 32N Y LH 2
) 02:35p- 04:15p
" Mon 20Mar232  FRA-BER  |H 438 L 4 324 LIH 2
06:45p - O7-55p
o reen
8 Delete
Transactions
& Tickets
© Travelers)not Tideted @ o o found for ticketed flightis)
* JONA SMITH (ADT) « JONA SMITH (ADT)
REFERENCE SOURCE STATUS TRANSACTION DATE TRAELERS SEGMENTS
2205749755710 B o H TICKETED  23JUN22 18:41 JOMA SMITH (ADT) LH173 BER-FRA 20FEB
LH1288 FRA-SKG 20FEB
LH1289 SKG-FRA 01MAR
LH194 FRA-BER D1MAR
. o
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For editing the endorsement box, hover the mouse over the fare number in the itinerary box and click on the
pencil.

Itinerary
Booked - Air
¥ I:‘ Class ¥  Status Cnx ¢
v [ £ Wed08Mar23  BER-FRA 14175 L & 1h10m HE Y 1
%) 07.45a-08:55a Fare: 1
Source: LH
v O Wed 08Mar23  FRA-SKG  n1zss L 4 2h20m HK 1 Ref: TVCEMM
—/ 10:30a-01:50p 182.09 (EUR)
v s Mon20Mar23  SKG-FRA 141283 L 4  2haom HK Y 2 5
O] UE) 0z:35p-04:15p o
v [ Fon Mon 20Mar23  FRA-BER |y 1ag L & 1h10m HK 2
%) 06:45p - 07:55p
D Delete

Add the respective entry (here: TWPxxxx) to Endorsements, keep the original endorsement entries and click
<Submit>.

Stored Fare

OFFICEID AEXP AGENTID ORIGIN DESTINATION BERBER \ALIDATING CARRIER LH
Type |ADT fd Last Date/Time to ticket: 2022-06-24 06:51 PM
STP DEP  ARR AL FUTNO CL DATE TIME sT FARE BASIS DESIGNATOR NVE NuA BAZ
(4] BER FRA LH 175 L BMARZ3 07:45 AM HK LMLG[UB ] | QEBMARZOZ: DBMARZD2: |0Pc
'x_| FRA S5HG LH 1238 L BMARZ3 10:30 AM HK LO3LGTUS | DEMARZDZ: OEMARZOZ: ,ﬁ
EI SKG FRA LH 1283 L 20MARZ23 02:35 PM HK LO3LGTUS 20MARZ02: | [ 20MARZD2: @
K] FRA BER LW 138 L  20mARe: 06:45PM  HK  |LO3LGTUS | [ 20MaR202: | [ 20MARZ0Z [orC
FARE DETALS COMMISSION AND INFORMATION
Base Fare EUR 51.00 ‘Commission | 0.00|
Equivalent Fare [ [ Reason
Taxes EUR 131.09 Tour Code -
- TWPooo: /f FARE RESTRICTION MAY APPLY l
Tax Details v,
Total EUR 182.09 Endorsements

FARE CALCULATION LINE
BER LH X/FRA LH SKG28.88 LH X/FRA LH BER2S.88 NUCE2.TEEND ROED 248465

RECENVED FROM

| submit SRR

Back in the reservation screen, click on the ticket number in the transactions section to open the ticket
image.

Transactions
& Tickets

B Travelers) not Ticketed

@ Fare not found for ticketed flight(s)
= JONA SMITH {ADT)

= JONA SMITH (ADT)

FOURCE FTATUS TRANSACTION DATE TRAELERS SEGMENTS

2205749755710 | RN TICKETED | 23JUN22 18:41 JOMA SMITH (ADT) LH173 BER-FRA 20FEB

LH1288 FRA-SKG 20FEB
LH12859 SKG-FRA 01MAR
LH124 FRA-BER 01MAR
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Then click <Exchange/Reissue> in the bottom of the window.

Electronic Ticket

E Print  Status : TICKETED

Ticket Image Agent Coupon

ET RECORD SMITH / JONA [ADT)

Ticket Image Details for Document

AGY: 08482021 ovD: BER / BER FF NO.:

I55UED: 23IUNZ2 TKT: 2205749755710 AGT: DAMIAN

PMR: POHEHW / F1 IATA: 08492021 FCI: 4

TWVCEMM / LH FCPI: B
150 AT TC: VAL CHR: LH
VOID BY: 23JUNZZ 11:59P
Coupons
CF 5TP AL FLT CL DATE BRD OFF TIME 5T FARE BASIS NWVE M BAG
1 o LH 173 K 20FEB BER FRA 08:30a oK KO3LGTUS 20FEB 20FEB aPC
2 X LH 1288 K 20FEB FRA SKG 10:208 Ok KOILGTUS 20FEB 20FEB OrC
3 O LH 1289 K 01MAR SKG FRA 02:35p Ok KO3LGETUS 01MAR 01MAR oPC
4 H LH 194 K 01MAR FRA BER 05:45p Ok KO3LGETUS 01MAR 01MAR oPC
Fare Details & Details

FARE: EUR 47.00 Form of payment: EUR 162.09 CASH

TAX: EUR 5.00 Y@ || Endorsements: FARE RESTRICTION MAY APPLY

TAX: EUR 5.00 Y || Fare Calculation: BER LH X/FRA LH SKG24.77 LH X/FRA LH BER24.77 NUC49 54END

TAX: EUR 5.00 R+ ROED.948485

TAX: EUR 5.00 R+

TAX EUR 0.88 DE

TAX: EUR 1277 oY

TAX: EUR 2237 A

TAX: EUR 0.50 RD

TAX: EUR 20.889 RD

TAX: EUR 12.00 GR

TAX: EUR 3.00 WP

TAX: EUR 3.00 W

TAX: EUR 0.70 i

TOTAL: EUR 182.09

Data Protection Notice
hitp: fwww. istatravel center comiprivacy

Exchange/Reissue EClose

Select the applicable traveler and fare group. Then click <Submit>.
Ticket Exchange

Select a Traveler
TYRE TIMLE FIRST MAME MICCLE NAME LAST NAME

ADT JONA SMITH

Select a Fare Group

.JF{‘1EZ.EIB
Class ¥ Status Cnx

£~ Wed08Mar23  BER-FRA  yars L 1h10m321 HK ¥ 1 LH
<) 07:45a-08:585a

o Wed08Mar23 FRA-SKG |n1288 L 2h20m32M HK 1 LH
) 10:30a - 01:50p

£ Mon20Mar23 SKG-FRA  |j4288 L 2h40m33M HK Y 2 LH
<) 02:35p-04:15p

/_:{_\ Mon 20Mar23 FRA-BER |H 198 L 1h10m321 HK 2 LH

\=/ 06:45p-07:55p
m OCancel

Austrian 7~ brussels roe Eurowings',’ & Lufthansa
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NDC Partner Program LUFTHANSA GROUP

In the next window, assess the taxes according to the applied goodwill policy and fare rules respectively,
and select if refundable or not. Then click <Continue>.

Tax Assessment

Currency Code: EUR

Designator Old Tidket New Fare Mew Ticket Refund Refundable
Y (BER) 20.00 38.00 PD 20.00
Q@ (BER) 16.00
DE 588 9.88 FPD 9.88
o 1277 1277 PD 12.77
RA 2237 2237 FPD 2237
RD 31.39 31.39 PD 31.39
GR 12.00 12.00 FPD 12.00
WP 3.00 3.00 FPD 3.00
W 3.00 2.00 PD 2.00
ZL 0.70 0.7 FPD 0.7

115.09 131.09 PO 115.09 0.00

AIC +16.00
Total 131.09

Ocrose

If no penalty applies according to the goodwill policy, enter 0.00 - otherwise enter the applicable penalty
amount. If an amount has been entered, the system will issue an EMD to collect the fee.

Any refund amount will be fulfilled through an EMD; activate the respective check box to issue the EMD
during the exchange process.

In case there is an additional collection, select the payment method for its fulfillment.

Ticket Exchange

Manual
Ticket Information
Ticket Mame Ticket # Coupons Cumency FOP/CardHolder Date PNR Tour Code IATA
Old JOMNA SMITH {(ADT) 2205749755710 1.2.3. 4 EUR CASH 23Jun22  POHZHW 08492021
New JONA SMITH {ADT) EUR 23Jun2Z  POHZHW L 06492021
Calculation of Exchange New Fare Information
Equivalent Fare Mew 51.00 Reason for Issuance
Equivalent Fare Original Ticket - A7.00 REISSUE *

Eguivalent Fare Difference 4.00 Endorsements
Add Collect Taxes B 16.00 TWPXCIL ) FARE RESTRICTION MAY APPLY
0.00 are Calculation Line

Residual Taxes
BER LH X/FRA LH SKG28.88 LH X/FRA LH BER28.88 NUCE3.TBEND
Fenalty 0.00 ROED 948485

Add Collect EUR 2000 | Commission &

No Commission due 0.00

Other
~ |cASH -~

Total - 20,00

Exchange wiAdd Collect
20.00 (EUR} [F-]
JONA SMITH

m B cancel ﬂ
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The new ticket image with the changed endorsement box will pop up in the next window.
Electronic Ticket

& Print  Status : TICKETED

Ticket Image Agent Coupon

Ticket Image Details for Document

ET RECORD SMITH / JONA (ADT)
AGY: 08492021 LaTins BER / BER FF NO.:
155UED: 23JunN22 TKT: 2205749755711 AGT: DAMIAMN
PHR: POHZHW / F1 IATA: 08432021 FCl: 4
TVCEMM / LH FCPI: G
180 AT TC: VAL CHR: LH
VOoID BY: 23JUNZ2 11:59P ESAC: 220VIT18PTMM ORIG I55UE: 2205749755710 VIE 23JUN22 08452021
EXCH FOR: 2205749755710
Coupons
CP STP AL FLT CL DATE BRD OFF TIME ST FARE BASIS NVB NVA BAG C5
1 o LH 175 L 08MAR BER FRA 07:458 Ok LO3LGTUS 0BMAR OEMAR oPC o
2 X LH 1288 L DEMAR FRA SKG 10:208 OK LOZLGTUS DEMAR 0EMAR OpC o]
2 o LH 1288 L 20MAR SKG FRA 02:35p OK LOZLGTUS 20MAR 20MAR OpC o]
4 X LH 198 L 20MAR FRA BER 08:45p Ok LO3LGTUS 20MAR 20MAR oPC o
Fare Details & Details
FARE: EUR 51.00 Form of payment: ADC EUR 20.00 CASH CASH
TAX: EUR FD 20.00 R
TAX: EUR 16.00 R
TAX: EUR FD 5.86 DE : ! 6.88 MUCE2. TEEND
TAX: EUR PO 1277 o ROED. 948485
TAX: EUR PO 2237 RA
TAX: EUR PO 31.39 RD
TAX: EUR PD 12.00 GR
TAX: EUR PD 3.00 WP
TAX: EUR PD 3.00 W
TAX: EUR PD 0.70 ZL
TOTAL: EUR 20.00A

Data Protection Notice
hitp:waww. iatatravelcenter comdprivacy

In the Transactions section, the status of the original ticket has changed to “Exchanged” while the new
ticket will show as “Ticketed”. Any issued EMD will show up below the ticket in the Transactions section.

Transactions

¢ Tickets
sEFERENCE SOURCE  STATUS TRANSACTION DATE TRAVELERE SECMENTS
2205749755710 B & LH EXCHANGED ZAJUMNZZ 18:41 JOMNA SMITH (ADT) LH173 BER-FRA Z0FEB

LH1288 FRA-SKG 20FEB
LH1289 SKG-FRA 01MAR
LH194 FRA-BER 01MAR

2205749755711 B & TICKETED 23JUN22 19:04 JONA SMITH {ADT) LH175 BER-FRA 0EMAR
LH1288 FRA-SKG 08MAR
LH1289 SKG-FRA 20MAR
LH198 FRA-BER 20MAR

4.7.2.4 Manual Exchange of old valid tickets in a new reservation

If the original booking where ticket was issued cannot be modified anymore (e.g. the whole booking was
cancelled and the “add air” button is not present anymore), the ticket can be exchanged in a new
reservation.

Retrieve the original booking. If “add air” button . is missing, copy the ticket number and all passenger
details and create a new PNR for the passenger with the requested flights. Make sure that the new PNR is
booked on the same PCC where ticket was issued and that the first flight added into the new PNR
corresponds with the validating carrier (e.g. if OS ticket was issued, the first booked segment has to be OS).

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS
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ALL
LR ! Record Locator: ROHN4AU T B & = E A=
TRAVELER 1
Traveler
FE CHIDNE J # TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF&
EMAIL 1 > |1 ' ADT MR FRANK SINATRA 02NOV1976 u
PAYMENT 0
1 Itinerary
ADDRESS 0 ;
\ No ltinerary

ITINERARY

Transactions
TRANSACTION 2 ¢ Tickets
APIS 0

© Fare notfound for ticketed flight(s)

CLID 0 * MR FRANK SINATRA (ADT)
SSR o REFERENCE SOURCE  STATUS TRANSACTION DATE TRAVELERS SEGMENTS

2575749601402 B & os EXCHANGED  05JAN21 14:38 FRANKMR SINATRA (ADT) 08122 FRA-VIE 01MAR
ost 0 05121 VIE-FRA 03MAR
REMARK 0 2575749601464 B ®& os TICKETED 06JAN21 10:33 FRANKNR SINATRA (ADT) 05122 FRA-VIE 01TMAR

08121 VIE-FRA 04MAR

HISTORY
ON QUEUES

Record Locator

Q

=» Advanced Search

Store a fare in the new reservation, update it if necessary and then click on “advanced search”.

ne

ALL
ALERTS 3 - —
Record locator: RAJU3U m W &= moE AL =
TRAVELER 1
Traveler
ML 3 d # TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FFa
EMAIL 1 po 1 ADT MR FRAMNK SINATRA 02MOV197E u
PAYMENT 1]
ks ADDRESS 0 Itinerary
- Booked - Air
ITINERARY y O Class & Sfatus Cnx 2 Fare
Wed 17Feb21 FRA-VIE
TRANSACTION 0 y O 7’ 09:50 - 11:15 05122 W ‘._:‘ 1h25m 319  HK 0s 1
AR o » O > Thu25Feb21  VIE-FRA  o0s121 v & 1h30m 319 HK os| 1
07:10 - 08:40
cLD 0
sl 1]
Transactions
EILEE - ¢, Noitems to display
HISTORY
ON QUEUES

Record Locator

| =» Advanced Search | @
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In advanced search, select <Search for Ticket/Document>, insert the ticket number you need to exchange

and press <Search>.

Search and Claim Functions

LUFTHANSA GROUP

Search for Reservation | FLX Advanced Search [EEENRIENCHNLIIGEL @ Claim Reservation | Flight Stats
— Basic Ticket/D Search
TicketDocument Number Document Type p—
2575749601464 TICKET b4
— Advanced Ticket/D Search
Carrier Enter Traveler or Frequent Flyer # First Name Last Name
v ENTER TRAVELER v
Document Type Document Status Coupon Status Priced Auto/Manual
TICKET v TICKETEDVISSUED A UNUSED v BOTH v
Issuance Dates Actual Travel Dates
FROM 10 FROM 10 search - Yol

The electronic ticket will open and you can proceed with manual reissue as described in chapter 4.7.2.1.

Electronic Ticket b

‘B Print  Status - Ticketed

Ticket Image Agent Coupon

ETRECORD SINATRA/FRANK (ADT)

Ticket Image Details for Document

AGY: 00951753 0ID: FRA/FRA FF NO.:

ISSUED: 06JANZ21 TKT: 2575749601464 AGT: JTROJANOVA

PNR: ROHN4U /F1 IATA: ulg FCL: 4

08ZSKO /08 FCPI: D

150: DE TC: VAL CXR: 08

VOID BY: 06JAN21 2359 ESAC: 257DMM3MDJAEY ORIG ISSUE: 2575749601402 FRA D5JANZ21 00951753

EXCH FOR: 2575749601402

Coupons
cP sTP AL FLT CcL DATE BRD OFF TIME ST FARE BASIS NVB VA BAG Ccs
1 o] o1} 122 W 01MAR FRA VIE 09:50 oK WEUCLST2 01MAR 01MAR 1PC o]
2 o] o1} 121 W 04MAR VIE FRA 0710 oK WEUCLST2 04MAR 04MAR 1PC o]
Fare Details B Details

FARE: EUR 178.00 Form of payment: NO ADC EUR 0.00 CASH

TAX: EUR PD .44 AT Exch Doc 2575749601402

TAX: EUR PD 12.00 QD | Endarsements: SKCHG 05121 03MAR21 FARE RESTRICTION MAY APPLY

TAX: EUR PD 1877 ZY || Fare Calculation 5-FRA OS VIE107.84 OS FRA107.84 NUC215.68END ROED.825230

TAX: EUR PD 9.95 DE

TAX: EUR PD 12.88 ay

TAX: EUR PD 2693 RA

TAX: EUR PD 52.00 Ya

TOTAL: EUR NOADC

Data Protection Notice
http:ifwww.iatatravelcenter. comiprivacy
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LUFTHANSA GROUP

When the exchange is done, the new ticket number will appear in the new reservation.

ALL

ALERTS 3
TRAVELER 1
TELEPHONE o
EMAIL 1
PAYMENT o
ADDRESS o
ITINERARY

TRANSACTION 1

APIS o
CLID o
S5R 5
03l o
REMARK o
HISTORY

ON QUEUES

Record Locator

Q

= Advanced Search

Record Locator: RaJUzu T W &

Traveler

# TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF#
[ & ADT MR FRANK SINATRA 02NOV1978 n
Itinerary
Booked - Air

y O Class 7 Status Cnx @ Fare

y O > Wed 17Feb21  FRA-VIE  o0s122  w & 1h2sm 319 HK os 1

09:50 -11:15
0s 1

| 7—Thu25Feb21 VIE-FRA  o0s121 v & 1h30m 319 HK

07:10 - 08:40
e e o | e e e R

Transactions

@ Tickets
REFERENCE SOURCE | STATUS TRANSACTION DATE TRAVELERS
2575749605035 0 @ os TICKETED 29JANZ2109:58 FRANKMR SINATRA (ADT)

E
Austrian 7~ brussels :¢¢ Eurowings/’ & Lufthansa
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4.7.3 EMD Reassociation after Ticket Exchange

Please note that EMD reassociation is only possible if the new ticket has the same routing as the
exchanged ticket.

Proceed in the reservation screen after the ticket (that included a service fulfilled with EMD-A) was
exchanged according to chapter 4.7.1. Click on the respective EMD number in the transaction section to
open the EMD-A.

Record Locator: 2zess0 @ B & moE AN =
Traveler
z TYFE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE CF BIRTH FFR
b1 @ ADT ERIKA MUSTERMAN 23FEB1978 n
M

Itinerary
Booked - Air

v [ Class % Status Crx ./ Fare

« O Sun 180Dec22 ZRH-MIA | xea Q@ & 10h  TIW HK LA 1

01:00p - 05:35p 35m

ERIKA MUSTERMANN [ADT)
Seat not assigned

Service Desoription Status Price Type Mumber Cpn
Food and Included
Beverages
Hand Baggages Included
« O Thu29Dec22  MIA-ZRH  |xes Q & ShOSmTPW HK Lxa 1
07:35p - 10:40a
ERIKA MUSTERMANN [ADT)
Seat not assigned
Service Desoription  Status Prics Type Mumber Cpn
Food and Included
Beverages
Hand Baggages Included
Booked - Miscellaneous Services
ERIKA MUSTERMANN {ADT)
Service Description  Status Price (EUR) Type Number Cpn
RESERVATIONS HI 228.00 EMD-S 7241815034945 1
CHAMNGE FEE
) ey ey ey e
@ Delete
Transactions
& Tickets
REFERENCE SOURCE | STATUS TRANSACTION DATE TRAVELERS SEGMENTS
7245749755708 B & xa EXCHAMGED  223JUN2Z 1812 ERIKA MUSTERMAMN (ADT) LxB4 ZRH-MIA 200EC
L85 MIA-ZRH 30DEC
7245749755709 B & Lxa TICKETED 23JUN22 18:16 ERIKA MUSTERMAMN (ADT) LxB4 ZRH-MIA 18DEC
LXB85 MIA-ZRH Z8DEC
Services
REFERENCE SOURCE | TYPE TRANSACTION DATE | CPN | DESCRFTION STATUS | CURRENCY TOTML = TRAVELERS SEGMENTS
7241315034944 | LXA EMD-A  23JUMZZ 18:14 1 1ST BAG ISSUED EUR 147.28 ERIKA IZ_EE‘MIA
UPTOSILBZ3KG MUSTERMANN ZODEC
B82LI1158CM {ADT)
2  1STBAG ISSUED LHEs
MIA-ZRH
UPTOSILB2IKG 30DEC
B2LI1158CM
7241815034945 LxA EMD-S 23JUNZ2Z2 18:18 1 RESERVATIONS  ISSUED EUR 22800 ERIKA ALL
CHANGE FEE MUSTERMANN

{ADT)

Austrian 7~ brussels ree Eurowings & Lufthansa £JSWISS
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After the ticket exchange, the EMD has been disassociated from the original ticket number. This is shown
as status (D) in the Ticket/Cpn Reference column.
Close this window and go back to the reservation screen.

EMD
& Print  Ststus : Issued

EMD-A Image Details for Document

|ssued For: ERIKA MUSTERMANN {ADT) Frequent Flyer Number:

Document Numben Type: 7241815024544 | Type-A Issued in Reference to Ticet'Document:

Issued By {Agency/Agent): 08422021 alidating Camier: LK - Swiss
Issued onfin: 23JUNZZ /I VIE Confirmaticn Reference(s): 2768550/ F1
Reascn for lssuance: C - BAGGAGE TVBLGZ / XA
Endorsements: Remaris:

Tour Code: INT: |

Cpn  Status CMI  Flight # Date Depart Aurival Service Code Ticket/'Cpn Reference

1 o L 64 20Dec ZRH MIA 15T BAG UPTOE0LBZ2KG 62LI1158CM ocC 7245749755708 CPN 1 (D)
2 o] LX 85 30Dec LA ZRH 15T BAG UFTOS0LB23KG 62L1158CM 0cC 7245749755708 CPN 2 (D)
Charges

Base Value of all Services: EUR 14728

Total Charges: EUR 14728 CASH FCl: ]

Fee Calculstion: ZRH L MIAT2.840( ZRHT3.64EUR147. 2BEND

Then, add the services, for which the EMD-A should be reassociated, to the new flight segments according
to chapter 5. After receiving the confirmed status by the airline, the services will show as HD.

Itinerary
Booked - Air
v [ Class #  Status Cnx ¢ Fare
« M Sun 18Dec22 ZRH-MIA  xea a & 10h  FTW HK (I

01:00p - 05:35p 2Em

ERIKA MUSTERMANN {ADT)
Seat not assigned

Service Desoription  Status Price (EUR} Type Number Cpn
@ 15T BAG HD 72.84
UPTOEILBZIKG
G2LIN5BCM
F (SIR-1pEs] II'IE!IJI]H]
Beverages
Hand Baggages Included
« Od Thu23DecZ2  MIA-ZRH  1xss @ g ShOSmTIW HK Lxa 1
07:35p - 10:40a

ERIKA MUSTERMANN {ADT)
Seat not assigned

Service Desoription Status Price (EUR) Type Mumber Cpn
@ 15T BAG HD 7284

UPTOS0LE22KG

S2LI158CM

Food and Included

Beverages

Hand Baggage Included

Booked - Miscellaneous Services
ERIKA MUSTERMANN {ADT)

Service Desoription Status Price (EUR) Type Number Cpn

m RESERVATIONS HI 226.00 EMD-5 7241815034245 1
CHANGE FEE

) ) e e e e B

0 Delete

Austrian 7 brusAégng ree Eurowings & Lufthansa £JSWISS .
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Click again on the reference number of the EMD-A from the original ticket.

Services
REFERENCE SOURCE | TYPE TRANSACTION DATE | CPN | DESCRIPTION ETATUS M SEGMEN
7241815034944 | LXA EMD-A Z3JUNZZ 18:14 1 18T BAG ISSUED zLéﬁ‘imm
UPTOS0LB23KG MUSTERMANN 5o e
B2LI168CM (ADT)
2  1STBAG ISSUED KBS
MIA-ZRH
UPTOS0LB23IKG e
B2LI1158CM
7241815034945 | LXA EMD-S  23JUN2218:18 1 RESERVATIONS | ISSUED EUR 226.00 ERIKA ALL
CHANGE FEE MUSTERMANN
(ADT)

By adding the services to the new flight segments and receiving the confirmation from the airline (HD), the
EMD-A from the exchanged ticket will be reassociated to the new ticket. Hence, the Ticket/Cpn Reference
column will now show the new ticket number and status (A) for being associated to this ticket number.

Be aware that the system does not update to the new flight dates and that the services will not receive an
Hl status in the reservation screen.

EMD
B Print  Status : Issued

EMD-A Image Details for Document

|ssued For: ERIKA MUSTERMANN [(ADT) Frequent Flyer Number:

Document Mumben Type: T241815024244 | Type-A Issued in Reference to Tigket/Document:

Issued By [Agency/Agent): 08492021/ Walidating Camier: L - Swiss
Issued on/in: 23JUNZZ [ VIE Confirmation Reference(s): 2F7855U 1 F1
Reasen for Issuance: C - BAGGAGE TWELGZ J LA
Endorsements: Remarks:

Tour Code: INT: |

Cpn  Status CMI Flight # Date Depart Amrival Service Code Ticeet'Cpn Reference

1 o L 64 20Dec ZRH MLA 15T BAG UFTOB0LB23KG 62LIT5ECM 0cc 7245749755709 CPN 1 {A)
2 o] LX 85 30Dec 1A ZRH 15T BAG UPTOS0LB23KG 82LI158CM 0CC 7245748755708 CPN 2 {A)
Charges

Base Value of all Services: EUR 147 28

Total Charges: EUR 147.28 CASH FCI: 0

Fee Calculstion: ZRH X MIAT 38401 ZRH7T3.84EUR147 ZEEND

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS
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4.8 Print and E-Mail

Display the booking in the reservation screen.

4.8.1 Print

Use the printicon to print the itinerary.

Record Locator: 4R5HRT T B & e & =

You can include/exclude detailed ticket and pricing information in the itinerary; use the check box to select.

Click <Print> to start the printing process.

Biice Summary
IE clude Price Summary (option not available when Tickets are selected)

Ticket| Pricing Detail

[0 source TICKET NUMBER STATUS TRAVELERS SEGMENTS

@ LH 2202120001553 TICKETED MR JAMES SMITH LH 1214 FRA GVA 14NOV
4.8.2 E-mail

Use the ™ icon (top right) to e-mail the itinerary.
You can define a default sender e-mail address at office level in the agency profile management, please
read chapter 9.3. Otherwise you can also change the sender e-mail address by clicking the field.

You can include/exclude detailed ticket and pricing information in the itinerary; use the check box to select.
If an e-mail address was entered into the booking, it will be transferred to the e-mail form automatically.
Choose the sender’s e-mail address from the drop-down menu.

Add your comments to the text box on the right (free-flow text).

Confirmation

Email Address(es) Comments

From: | no-reply@farelogix.com | v |

From Display Name: [User |

To: |JM@JM.com | v |
Cc: | | v |
Bce: | | v |

Hsice Summary
@ clude Price Summary (option not available when Tickets are selected)

TicketGo Pricing Detail

D SOURCE TICKET NUMBER STATUS TRAVELERS SEGMENTS

@ LH 2202120001553 TICKETED MR JAMES SMITH LH 1214 FRA GVA 14NOV

Confirm with <Send>.

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS
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5 Ancillary Services

In order to allow the system to offer the applicable services and calculate the correct fees, please store the
fare prior to request services, such as seats or baggage, according to chapter 3.1.3 or 3.4.3.

5.1 Advanced seat reservation (ASR)

5.1.1 ASR booking process

After creating the booking, you can book a specific seat using the seat icon o on the reservation screen or
clicking the <Seats> button after selecting the respective flight segments.

Itinerary

Booked - Air

v Class & Status Cnx .~ Fare
—~, Sat20Aug22 FRA-BRU LH 1008 K. Oh55m 32N HK H 1

' @ 07:40a - 08:35a "

b Tue 30Aug22 BRU-FRA LH1005 K &/ 1hoom 32A HK LH 1
@ 08:15a - 09:15a

Once you have the seat map, use the mouse-over function to display the seat characteristics and price
options.

Seats

FRA-BRU LH 1006 '\

‘ ESJ oceupied [ selected [T Restricted [} preferred W standard Il Extra Legroom A Exit

32N (Airbus A320neo) - K class
8 9 10 1 12 14 15 16 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32

A A
800 ¥ EoEE EEEEE O OEEDTD
: OO0 N EgEDIDEEEET 0 INE® 00
o IDD 5 HOEE HEEEEE_I_\_@EE 10
Efljf

c CTCTET) 0 8 8 T
& CICTET) I 88 5T O 1
~ T ) ) T T O

@E = IA

8 9 10 11 12 14 15 16 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32

TRAVELER SEAT STATUS INFO SEAT OPTION

L] FRANK SINATRA

m Cancel

Select the passenger for whom you want to reserve a seat and mark the selected seats (highlighted) and
<Submit>.

Austrian 7~ brussels :;: Eurowmgs & Lufthansa £JSWISS
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Seats
FRA-BRU LH 1006 \‘-
‘ ES occupied ) selected (1] Restricted [ Preferred M) standard ] Extra Legroom A Exit
32N (Airbus A320neo) - K class
8 9 10 11 12 14 15 16 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32
A A R —
- 500 B EOEE e R0 -
c 500 § EOEECEEEENS0OEENo0D -
o (55 50 ) I 6 6 6 5 5 T O D D T o
- D00 § EDEOEEEEEESOOEEED00 -
s OO0 B NONOEEEESE0 IEEE000 -
«0800 0 EOEDEEEEEETSOOEED00 -
8 9 10 11 12 14 15 16 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32
TRAVELER SEAT STATUS INFO SEAT OPTION
B FRANKSINATRA 22F Window seat +EUR 12.00

m Cancel

Back in the reservation screen, the seat icon has changed to L4 (person on a seat). To display the seat
number, use the seat icon or the arrow icon to open the seat details.

Itinerary
Booked - Air
y O Class > Status Cnx @ Fare
D 0 Sat20Aug22 FRA-BRU LH4100s Oh56m 32N HK LH 1
07:40a - 08:35a
FRiNK SINATRA (ADT)
[ Seat: 22F , Status: Confirmed
Service Description Status Price (EUR)  Type Number Cpn
@  SEAT HN 12.00
RESERVATION 22F
MILEAGE ACCRUAL Included

» O 6‘5 Tue 30Aug22 BRU-FRA H100s K & 1h0Om 324 HK LH 1

08:15a - 09:15a

In case the seat is subject to charge, it is mandatory to issue an EMD according to the deadline mentioned
in the SSR, otherwise the seat reservation will be cancelled.

See chapter 5.3 for a description of how to issue an EMD.
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5.1.2 Status of ASR Elements

The status of the requested ASR Elements will be shown as HN.
The status of the confirmed ASR Elements will be shown as HD.
EMDs can only be issued for confirmed ASRs.

[+] Special Service Requests(SSR)
TRAVELERS

AIRLINE STATUS REQUEST

osi 2
BERT BAUER
LH HN | ASVC A/OBS/SEAT/SEAT RESERVATION
REMARK 0 . (GRP)
LH GRPF 1 VDECLSP1/GR FRA LH LHR ALL
HISTORY LH GRPF 2 VDECLSP1/GR LHR LH FRA ALL

The confirmation of ASR Elements can take a few minutes.

[+] Special Service Requests(SSR)

AIRLINE STATUS  REQUEST TRAVELERS
LH ASVC AIDBS/SEAT/SEATRESERVATION/A EEF?J) BAUER
LH [} GRPF 1VDECLSP1/GR FRA LH LHR ALL

SEGMENTS

LH904 FRA-LHR
18JUN

ALL

ALL

SEGMENTS

LH904 FRA-LHR
18JUN

ALL

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS
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5.2 Optional services

5.2.1 Add optional services

Optional services - if offered for the respective flight - can be added after the booking was created or after
ticketing. Select the flight segments for which you want to add the desired services and click <Services>.

Record Locator: Pyvwku T B & D — T, G —
Traveler
# TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF#
1 @’ ADT FRANK SINATRA 02NOV1976 n
Itinerary
Booked - Air
b Class > Status Cnx _~ Fare
» < Sat11Feb23  MUC-BKK LH772 K & 10n25m359 HK LH 1

<) 10:45p - 03:10p

» < Wed 22Feb23  BKK-MUC LH773 K & 11h20m3s9  HK H 1
<) 12:05a - 05:25a

Transactions

¢ Tickets
REFEREMNCE SOURCE STATUS TRAMSACTION DATE TRAVELERS SEGMENTS
2205749755684 B =& H TICKETED D4MAY22 16:49 FRANK SINATRA (ADT) LH772 MUC-BKK 11FEB

LH773 BKK-MUC 22FEB

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS

AIRLINES o @ » -



NDC Partner Program LUFTHANSA GROUP

Add the desired optional services from the list by clicking on the button with the traveler name and service
price, it will then be marked blue. Click Continue to proceed.

Services

Optional Services priced in EUR

Options for flight LH 772 from MUC - BKK
A

SINATRAJF
EUR 300.00

OXYGEN

UNACCOMPANIED MINOR SINATRAF

EUR 150.00

CASH UPGRADE
« ALa Carte dining meal has to be refunded if Upgrade to Business is
selected. If not refundable, contact LHG Sernvice Center to issue refund
» UPGRADE TO CABIN: PREMIUM ECONOMY

. SINATRAF
2 EUR290.00

CASH UPGRADE
« ALa Carte dining meal has to be refunded if Upgrade to Business is
selected. If not refundable, contact LHG Sernvice Center to issue refund
« UPGRADE TO CABIN: BUSINESS

. SINATRAF
2 EUR790.00

BUSINESS LOUNGE ACCESS RAE

SINA
EUR 39.00

LH - FlyNet Chat

LH - FlyNet Mail and Surf SINATRAF

EUR 17.00

LH - FlyNet Mail and Surf Plus SINATRAF

EUR 29.00

ADDITIONAL BAGGAGE

SINATRAF
» Prepaid Baggage

EUR 200.00

© Cancel #

The service is requested as an SSR element. The charge will be collected during the issuing process through
an EMD, that will then be displayed in the “Transaction panel”. Please follow chapter 5.3.

5.2.1.1 Baggage (FBAG, SBAG, MBAG)

For additionally added baggage, an SSR will be created upon selecting the service for the desired
passenger. Open payment needs to be collected by issuing an EMD - A as the fulfilment document. See

chapter 5.3.

- First Bag / FBAG (only available with Light Fare)
- Second Bag / SBAG (for flights to and from North and Central America)
- Additional Baggage / MBAG (worldwide, depending on availability)

Please do not add FBAG, SBAG or MBAG as SSR, but instead via Services as described in chapter 5.2.1.
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5.2.1.2 Business lounge access

For business lounge access with Lufthansa, an SSR will be created upon selecting the service for the
desired passenger. Open payment needs to be collected by issuing an EMD - A as the fulfilment document.
See chapter 5.3.

If business lounge access has been added for a SWISS flight, the following window will open with a link to

buy the desired lounge access:
Services

Optional Services requiring additional action
Departure Flight Segment Senice

05Jul LX 1266 ZRH-CPH LOUNGE ACCESS Open Link

5.2.1.3 In-Flight Wi-Fi

For FlyNet (LH/0OS) and SWISS Connect, the following window will open with a link to buy the desired Wi-

Fi service:
Services

Optional Services requiring additional action
Depariure Flight Segment Service

05Apr LH 400 FRA-JFK LH - FlyNet Chat

5.2.1.4 Fixprice / Cash Upgrade

FixPrice Upgrade or Cash Upgrade is offered as a post ticketing service that allows upgrading to an upper
cabin class with a fixed price. Upgrade is depending on availability of booking classes in the target
compartment.

Upgrade Process
Choose the flight segments for the upgrade and click <Services> (see chapter 5.2.1)

Austrian 7~ brussels :¢¢ Eurowings',’ & Lufthansa £JSWISS
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Select the desired upgrade option for the selected flight segments.

Services

Optiocnal Services priced in EUR

Options for flight LX 38 from ZRH - SFO

UNACCOMPANIED MINOR DOE/
EUR: 150.00

CASH UPGRADE
* ENJOY THE AIRPORT AND ONBOARD BENEFITS AS WELL AS
* THE MILEAGE ACCRUAL OF OUR PREMIUM CABINS.
* TICKET CONDITIONS AND FREE BAGGAGE
= ALLOWANCE REMAIN AS PER THE ORIGINALLY BOOKED
= FARE.
* UPGRADE TO CABIN: PREMIUM ECONOMY

CASH UPGRADE
s ENJOY THE AIRFORT AND OCNBOARD BENMEFITS AS WELL AS
s THE MILEAGE ACCRUAL OF CUR FREMIUM CABINS.
s TICKET CONDITICNS AND FREE BAGGAGE
» ALLOWANCE REMAIN AS PER THE CRIGINALLY BOOKED
= FARE.
» UPGRADE TO CABIN: BUSINESS

i DOEN
EUR £20.00

Swiss Connect - 20 MB

Swiss Connect - 50MB

DOE!N
EUR 18.88

Swiss Connect - 120MB DOEN
EUR 38.29

LOUNGE ACCESS DOEL
EUR 48.11

ADDITIONAL BAGGAGE DOEN
= Prepaid Baggege EUR 225 84

SECOND BAG

= Prepaid Baggege

Company Mumber Expiras Security Approval  First Name Last Mame
 [Amercan Expr f q

Add Address

Associate ltems by dragging - 230.00

CASH UPGRADE
220.00 (EUR} 2
JANE DOE

Add Credit Card Add Other

Service Endorsements - Show

Qcaneet 'u.

Select the preferred method of payment in the bottom of the services window and click <Continue>.
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This will create the SSR UPGD and issue an EMD-A as fulfillment document.
Both will be displayed in the updated reservation screen in the itinerary and transaction sections.

Traveler
# TYPE TIMLE FIRST NAME MIDOLE MAME LAST NAME DWTE OF BIRTH FFE
v 1 4 ADT JANE DOE 20ALMG1880 D
ltinerary
Booked - Air
v [ Class "+ Status Cnx ¢ Fare
l 4 '|:| Thu 10Nov22  ZRH-SFO 1y ag N & 12h TTW HK LA 1
01:10p - 04:10p 00m
JANE DOE (ADT)
Seat not assigned
Service Desoiption  Status Price (EUR) Type Mumber Cpn
@ CASHUPGRADE HD 280.00 EMD-A 7241815034843 1
Food and Included
Beverages
v [ ﬂ Tue 22Mov22  SFO-ZRH 1y as M & 10h  TTW HK L 1
08:00p - 02:55p EBm
D Delete

Transactions

& Tickets
REFERENCE SOURCE STATUS TRANSACTION DWTE TRAVELERS SEGMENTS
7245749755688 B ok Lxa TICKETED 18MAYZ2 1711 JANE DOE (ADT) L¥38 ZRH-SFC 10MOW
38 SFO-ZRH 22N0W
ervices
REFERENCE SOURCE | TYPE TRANSACTION DHTE | CPN | DESCRIPTION STATUS | CURRENCY | TOTAL | TRAVELERS SEGMENTS
7241815034943 LXA EMD-A 23JUN22 15:44 1 CASH ISSUED EUR 280.00 JAME DOE LX38 ZRH-SFO

UFPGRADE {ADT) e

5.2.1.5 Unaccompanied minor (UMNR)
Before adding UMNR as a service, review the operating airlines’ rules for this service and follow the given
instructions accordinly.

First add the child as PTC CNN and the date of birth as prerequesites for a successful UMNR service
request.

Travelers
Type Title First Name Middle Last Name Date Of Birth Gender
Name
T CNN » ERIKA MUSTERMANN 31412012 Fem... »
-———

—
€ Add Infant ) Add FFN
© Add New

Submit € Cancel
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Then, search for flights as in chapters 3.1.3 or 3.1.4, but select the unaccompanied minor service in the
pricing of optional services window and continue the booking process.

Fare for selected Flights

Optional Services priced in EUR
Options for flight LH 902 from FRA - LHR
OXYGEN

MUSTERMANN/E
EUR 150.00

UNACCOMPANIED MINOR

ADDITIONAL BAGGAGE
MUSTERMANMNE
EUR 65.00

15T BAG UPTO50LB23KG 62L1158CM
+ EXCESS PIECE SPECIAL CHARGE UPTOS0LB23KG 62LI1158CM

MUSTERMANN/E

EUR 25.00

Options for flight LH 903 from LHR - FRA
OXYGEN

MUSTERMANN/E
EUR 150.00

UNACCOMPANIED MINOR

ADDITIONAL BAGGAGE
MUSTERMANNE
EUR 65.00

15T BAG UPTOS50LB23KG 62L1158CM
+ EXCESS PECE SPECIAL CHARGE UPTOS0LB23KG 82L1158CM

MUSTERMANN/E

Continue © Cancel
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In the following pricing overview window, a CNN fare has been priced and the unaccompanied minor
service is selected in the included optional services and shown in summary of all charges.

Fare for selected Flights

B Fare Information
Additional Fare Details (Fare Calculation / Endorsement)
Itinerary Details

Bag Fees

Passenger Type Curren

Base Fare per Passenger

LH 802: FRA-LHR Clags: Light (W) Cabin: Economy EUR 2962
LH 903: LHR-FRA Class: Light (W) Cabin: Economy EUR 2562
Total Base Fare per Passenger EUR 60,00
Taxes and Fees
Y@ QILH CARRER IMPOSED MISC FEE EUR 26.00
Y@ QlLH CARRER IMPOSED MISC FEE EUR 26.00
DE AIRPORT SECURITY CHARGE EUR 9.95
0% AIR TRANSPORT TAX EUR 1277
RA PASSENGER SERVICE CHARGE INTERNATIONAL DEPARTURE EUR 33.23
UB PASSENGER SERVICE CHARGE DEPARTURES EUR 26.07
Total Taxes and Fees EUR 134.02
Total Airfare per Passenger - (Validated on LH) EUR 194.02
Grand Total EUR - (CNN x 1) 194.02

Services priced in EUR

Options for flight LH 802 from FRA - LHR

UNACCOMPANIED MINOR

MILEAGE ACCRUAL MUSTERMANN/E
Included

Options for flight LH 903 from LHR - FRA

UNACCOMPANIED MINOR =
EUR

MILEAGE ACCRUAL MUSTERMANN/E

Included

SUMMARY OF ALL CHARGES MUSTERMANN/E

Selected Options per traveler 170.00
Basic Airfare per traveler (see above) 194.02
Grand Total per traveler 38402

Add to Shopping Cart Cancel
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Once the selection has been put in the shopping cart, the respective information is shown when clicking the
arror next to the flight segment. The emerging box below the respective flight segment shows information
about the added services, in this case the UNMR service.

Record Locator: Hot et [§ A B
(+] Traveler
#  TYFE TITLE FIRST NAME MIDDLE NAME DATE OF BIRTH FF#
] CMM ERIKA MUSTERMANM 20AUG2013 n
Itinerary
Shopping Cart - Air
yo | Class S Staus Cnx @ Fare
l . IO ~,  Fri03Jun22 FRA-LHR yap2 WS 32N LHE 1
j <) 09:00a-09:40a
ERIKA MUSTERMANH {CHN)
Seat not assigned
Service Description Status Price (EUR)  Type Number Ccpn
ﬁ UNACCOMPAMIED 85.00
MINOR
MILEAGE ACCRUAL Included
« O <~ Mon20Jun22 LHR-FRA 1yo03 WS 32N LHG 1
(< 10:30a-01:08p
ERIKA MUSTERMANH (CNHN)
Seat not assigned
Senvice Description Status Price (EUR)  Type Mumber Cpn
ﬁ UMACCOMPAMIED 85.00
mMINOR
MILEAGE ACCRUAL Included
© Delete

Transactions
Mo items to display.

Once the flight segments including the UMNR service are booked and a Farelogix record locator has been
created, the UMNR will be initially shown as pending (HN) until manually confirmed by the airline. lit may
take a while until this service receives a confirmed (HD) status after the booking was created.

After confirmation, the outstanding payment needs to be collected by issuing an EMD - A as fulfilment

document. See chapter 5.3.

5.2.1.6 Oxygen

The optional service Oxygen will be issued as pending (HN) until manually confirmed by the airline. Thus, it
may take a while until this service receives a confirmed (HD) status after issuance.

Austrian 7~ brussels

AIRLINES o @ »

Eurowings 2 & Lufthansa AJSWISS



NDC Partner Program LUFTHANSA GROUP

5.2.2

Chargeable services can be deleted before the EMD is issued.
Therefore click the arrow next to the flight segment to show the added service information.
Then click on the trash bin icon and confirm the pop-up warning to delete the service.

Delete a chargeable service before document issuance

Record Locator: OME7TKLU T [

[

- EoE A L =
Alerts
[] REASCN CREATION DATE SOQURCE DESCRIPTICN
L ssr 20MAY2213:26 | LH New OTHS Code: WISSING SSR CTCM MOBILE OR SSR CTCE EMAIL OR SSR CTCR NON-
change SSR CONSENT FOR LH
U ssr 20MAY2213:26 LH New OTHS Code: PLS ADVTKT NBR BY 24AUG22/23597 OR LH OPTG/MKTG FLTS WILL BE CANX/
change S5R APPLIC FARE RULE APPLIES IF IT DEMANDS EARLIER TKTG
Acknowledge
Traveler
# TYPE TITLE FIRST NAME MIDDLE HAME LAST NAME DATE OF BIRTH FF#
y 1 4 ADT ERIKA MUSTERMANN 23FEB1976 0O
Itinerary
Booked - Air
DI: Class & Status Cnx @ Fare
« O ) Sat 03Sep22  DTW-FRA  (Haa3 E & 8n05m 343 HK LH 1
%) 03:40p-05:45a
ERIKA MUSTERMANN (ADT)
Seat not assigned
Senvice Description Status Price (EUR)  Type Number Cpn
WELCOME LOUNGE ~ HD 49.00
ACCESS
Food and Beverages Included
a O < Sat 10Sep22 FRA-DTW 1H442 E & 9h10m 343 HK LH 1
<) 10:40a-01:50p
ERIKA MUSTERMAHNN (ADT)
Seat not assigned
Service Description Status Price (EUR)  Type Number Cpn
BUSINESS LOUNGE HD 25.00
ACCESS
Food and Beverages Included

For voiding an EMD on day of issuance, see chapter a5.3.2.
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5.3 EMD-A

5.3.1 Issue an EMD-A

For the following ancillary services, it is necessary to issue an EMD-A via SPRK:
- OXYGEN
- UNACCOMPANIED MINOR
- SEAT RESERVATION for chargeable seats
- FBAG / FIRST BAG
- SBAG/SECOND BAG
- MBAG / MULTIPLE BAGS
- BLG / BUSINESS LOUNGE ACCESS
- UPGD / FIXPRICE UPGRADE

Add the desired services to the booking and wait until their status changes to confirmed (HD). Click the
Farelogix record locator to update the booking. Once confirmed, click <lssue Documents>.

Record Locator: OMs7KU T B & ;B AL =
Traveler
= TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF#
o1 & ADT ERIKA MUSTERMANN 23FEB1976 n
Itinerary
Booked - Air
» O Class F  Status Cnx .~ Fare
. O ~, Sat03Sep22 DTW-FRA LHa43 £ o/ s8nosm 343 HK H 1

<) 03:40p - 05:45a

ERIKA MUSTERMANN (ADT)
Seat not assigned

Service Description Status Price (EUR)  Type Mumber Cpn
T WELCOMELOUNGE HD 49.00
ACCESS
Food and Beverages Included
v O ~, Sat10Sep22 FRA-DTW LHa42 E & 9n10m 343 HK H 1

L~
) 10:40a - 01:50p

o —

Transactions

¢ Tickets
REFERENCE SOURCE  STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2205749755690 B = H TICKETED 20MAY22 1527 ERIKA MUSTERMANN (ADT) LH443 DTW-FRA 03SEP

LH442 FRA-DTW 10SEFP

Select the travelers and click <Next>.
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Issue Documents

1 - Travelers 2 - Fare Groups/Services 3 - Optional Selections

TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH TICKETED FARE

ERIKA MUSTERMANN 23FEB1976 LH443 DTW-FRA 03SEP

LH442 FRA-DTW 10SEP

Select the services to be charged/ticketed.

2 - Fare Groups/Services 3 - Optional Selections

Select Fare Group(s)
[l Check All Fare Groups

CloTw/iDTW - ADT 204228 (EUR) VCheck Flight related Service(s)
4 Class » Status Cnx & Fare
P —, Sat03Sep22 DTW-FRA [Ha443 E  8h05m 343 HK H 1
03:40p - 05:45a
MUSTERMANN (ADT)
Service Description Status Price (EUR)  Type Number Cpn
WELCOME LOUNGE ~ HD 49.00
ACCESS
» 7 Sat10Sep22  FRA-DTW n442 E 9 10m 343 HK H 1
) 10:40a- 01:50p

o-- (D

Choose a form of payment for the EMD and process the payment.

2 - Fare Groups/Services 3 - Optional Selections

Forms of Payment - Hide

Cther

< [cASH |

Associate Iltems by dragging - 49.00

WELCOME LOUNGE ACCE

49.00 (EUR)
ERIKA MUSTERMANN

Add Credit Card Add Other

Service Endorsements - Show

@Bk

The EMD has been issued. You can see all issued documents in the Transactions panel:
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Transactions

¢ Tickets I
REFERENCE SOURCE  STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2205749755690 B & H TICKETED  20MAY22 15:27 ERIKA MUSTERMANN (ADT) LH443 DTW-FRA 035EP
LH442 FRA-DTW 10SEP
Servi
REFEREMNCE S0OURCE TYPE TRANSACTION DATE CPN DESCRIPTION STATUS CURRENCY TOTAL TRAVELERS SEGMENTS  VOUCHER
2201815034931 LH EMD-A  20MAY22 16:48 1 WELCOME ISSUED EUR 49.00 ERIKA LH443 @
DTW-FRA
LOUNGE MUSTERMANN  ooorc
ACCESS (ADT)
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5.3.2 Void EMD within the same day

An EMD-A can be voided either together with the ticket (see chapter 4.3) or on its own within the same
day. For the latter, click on the EMD reference in the Transaction panel.

Transactions

¢, Tickets
REFERENCE SOURCE STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2205749755690 B & H TICKETED  20MAY22 15.27 ERIKA MUSTERMANN (ADT) [ H443 DTW-FRA 03SEP
LH442 FRA-DTW 10SEP
Services
REFERENCE SOURCE  TYPE TRANSACTION DATE  CPN  DESCRIPTION STATUS  CURREMCY TOTAL TRAVELERS SEGMENTS  VOUCHER
2201815034931 LH EMD-A  20MAY22 16:48 1 WELCOME ISSUED EUR 49.00 ERIKA LH443 @
DTW-FRA
LOUNGE MUSTERMANN 03SEP
ACCESS (ADT)
2201815034932 jLH EMD-A  20MAY22 16:53 1 SEAT ISSUED EUR 4500 ERIKA LH443
DTW-FRA
RESERVATION MUSTERMANN 03SEP
14K (ADT)
a8
Click on <Void> and confirm the pop-up.
EMD
B Print  Status - Issued
EMD-A Image Details for Document
Issued For: ERIKA MUSTERMANN (ADT) Frequent Flyer Number:
Document Number/Type: 2201815034932 / Type-A Issued in Reference to Ticket/Document:
Issued By (Agency/Agent): 06492021 / SPRKAGENT Validating Carrier: LH - Deutsche Lufthansa AG
Issued onfin: 20MAY22 | VIE Confirmation Reference(s): OME7KU / F1
Reason for Issuance: A - AIR TRANSFORTATION O8TIU3/LH
Endorsements: Remarks:
Tour Code: INT:
Cpn  Status CMI  Flight # Date Depart Arrival Service Code Ticket/Cpn Reference Base Taxes Cpn Value
1 o] LH 443 03Sep DTW FRA SEAT RESERVATION 14K 0B5 2205749755690 CPN 1 (A) 45.00 0.00 EUR 45.00
Charges
Base Value of all Services: EUR 45.00
Total Charges: EUR 45.00 CASH FCL ]

Vnilldnl m © Close
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6  Transaction History

AL Using the history button on the reservation screen will open a detailed list of all the actions
TRAVELER . thathave occurred and have resulted in changes to the PNR.

TELEPHONE 1

. ; One of the most powerful features is that the PNR elements can be grouped by dragging
the header up into the space at the top of the list.

PAYMENT 1

AODRESS ’ For example, click the Category header above to see the effect of dragging it up to the top

ITINERARY

panel. See the Glossary of Terms for a listing of the PNR History Categories.

| TRANSACTION ]

| APIS o
cuD o
SSR 3
0S5l 0
— . It is sometimes easier to use the Filter to isolate an item in PNR History. To do this, click

the Filter icon to the right of the header, then click the Down Arrow on the Filter box, and

then Select an Item from the menu.

History OBAEJX

Drag a column headgr and drop it here fo group by that column

DATE TIME (¥) ACTIONED BY (¥) CATEGORY (¥) TEXT @
2018-07-30 13:27 D5661655/ACAS AlR AD LH 2435 01SEP FCOFRA 551 0700A 0900A [LHG*
2018-07-30 13:27 D5661655/ACAS AlR AS LH 2438 01SEP FCOFRA HK1 0700A 0900A [LH*PRJIKQ

Action Codes:

FLX HISTORY CODE SCRIPTION
AS / ASA Add Segment
AD Add (catch all) Doc FQTV Commission Seat
AF Add FOP
AR Add Remark
AT Add Ticketing
AOS Add OslI
ASR Add SSR
XSA Delete Segment
XS Delete (catch all) Doc Seat
XF Delete FOP
XFF Delete Frequent Flyer
XR Delete Remarks
X0S Delete OSI
XSR Delete SSR
XT Delete Ticketing
CT Exchange Ticket
CN Change Name
AN Add Name
Sid Split PNR
IT Claim PNR
XASC Delete Notification
AASC Add Notification
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7 Office Queues

7.1 Office queue numbers

Click on <Office Queues> in the toolbar on the left of the screen to get an overview of all queues.
Please note that the “Active Only” Filter will only return PNRs with active segments and is activated by
default. Please deselect to also see PNRs on queues that do not contain active segments.

ALL

ALERTS 2
TRAVELER 1
TELEPHONE 0
EMAIL 1
PAYRMENT a Count Summary

ADDRESS 0 Office 1D | AEXP Sl |
Source |F1 - Farelogix

ITINERARY il |
Active Only U Fitter by agent

TRANSACTION 2

APIS 0 Queues

NUMBER & NAME COUNT
CLID 0

0 & GENERAL 27 =
S5R =)

[ ™
. . 1 4 CONFIRMATION 11 ]
| ™

REMARK 0 i 3’ MOMN-AIR SEGMENT MOTIFICATION 3 | |
R 9 *2,3’ TICKETING TIME LIMIT (TTL) ADVISORY 23 =

12 X EXPIRED TIME LIMIT AND SSR CAMCELLATION 4 =
ON QUEUES

a9 -v;f REQUESTING EMD ISSUANCE 3 =
Record Locator 4100 #’ CATCH-ALL 13 =

(o}
| - n LI 1-7 of 7 items
—» Advanced Search
Office Queues
Number: Queue Number
Broom ¥ : When the Clean (Broom) icon is clicked, all PNRs will be removed from the Queue.
WARNING: This action cannot be undone, so proceed with caution.

Name: Name of Queue
Count: Number of bookings in the Queue
Folder & : Use the folder link to open a list (right side) of all PNRs placed in the selected Queue.

Farelogix has reserved Queue numbers 0-100 as predefined Queues. Their respective explanations can be
found in the SPRK Reference Guide (see chapter 1.3) > The SPRK Reservation Screen > Retrieve PNRs >
Queues Areas

Queues from 101 and above are available for agents to use for any purpose. Please contact LHG Direct
Connect Service Support to rename a desired queue above 101.

Please note:
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In contrast to other queuing processes that travel agencies know from other distribution systems, Farelogix
receives additional information about PNR modifications that are not directly related to agency transactions
such as, e.g., PNR handling at the airport, PNR modification through LH.com, etc.

In most cases, these actions are reflected in Queue 100 (Catch-All).

7.2  Working with Queues

When the folder is clicked, all bookings that are in the previously selected queue category are now listed in
the right part of the display. To edit a booking, click on the Filekey.

Count Summary ACA3: Queue 7
Office ID [ACAS5 [ @ POSITION /AATE TIME CATEGORY PLACEDSY  OFFICEID ff RECORD
Source  [F1 -Farelogix v 1 2018-07-30 15:21:26 USER ACAS 090TUW
W] Active Only
“ o > ) (v 1-10f 1items

Queues

NUMBER 4 NAME COUNT

0 &  BENERAL 1 ]

7 4 SCHEDULECHANGE 1 B

2 & TICKETING 1 -

)@ o > (0w 1-30f 3 ftems

The booking is displayed on the reservation screen with the “Queue toolbar” on top.

Queuel(iofs) @ © T ©

Queue 1 (1 of 4): You are currently in Queue 1, booking 1 out of 4

Left Arrow: Go to previous item in the Queue

Right Arrow: Go to next item in the Queue

Bin: Remove current PNR from Queue

X: Exit the Queue and work with the current PNR outside Queue mode

ALL

ALERTS 2 foeeoeors © © @ O]

TRAVELER 1

Record Locator: OBAEJX T & D — T G '

TELEPHONE 1

EMAIL 1 Alerts

REASON CREATIOM DATE S0OURCE DESCRIPTION
PAYMENT 1 "

Previous BBML Code: SMITH JAMES

ADDRESS 0 [] sSRchange 30JUL18 13:29 LH soR BN L4243 FCO-FRA 2018-09-01

ITINERARY
New BBML Code: SMITH JAMES
TRANSACTION 0 [0 ssRchange  30JUL1E 1329 LH 3SR NO  LH243 FCO-FRA 2018-09-01

NEED SSR INFT FOR PASSENGER TYPE
APIS 0

Check and confirm the hints/changes in the “Alerts panel”, activate the check box(es) and
<Acknowledge>. To delete the PNR from the Queue, use T in the Queue panel.

The next PNR is displayed to work on. To Exit the Queue mode, use Q.
If a PNR is located in different queues, the PNR has to be removed from every queue separately.
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7.3 Add PNR to queue

Open the desired booking in the reservation screen - see chapter 3.2.2.
To place the opened booking in a queue, you have the following options:

[ 1
—  Click on the folder icon ™ next to the Farelogix Filekey.

— Activate <On Queues> in the toolbar on the left edge of the screen and click on the plus symbol

in the on-queue display (displays the queues on which this booking is already placed on).

ALL
CALETS Z Record Locator: 4R5HRT T Wl & = E X A=
TRAVELER 1
Traveler
TELEPHONE 0 # TYPE | TITLE | FIRST NAME MIDDLE MAME | LAST NAME DATE OF BIRTH REMARK ~ MAME REFERENCE FF#
T - » 1 4 ADT FRAMK SINATRA 02NOV1976 (4]
PAYMENT 0
Itinerary
ADDRESS 0 Booked - Air
cl Status Crx F.
ITIHERARY | ass » atus Cnx 2 are
y O 7 Wed 01Jan20 FRA-VIE o0s122 W & 1h25m 321 HK 0s 1
TRANSACTION 2 09:50a-11:15a
APIS 0 y O 7 Sat04Jan20  VIE-FRA  o0s121  w & 1h30m 321 HK 0s 1
07:10a - 08:40a
CLID (1]
SSR 3
oSt ° = = (¢ Tickets
REMARK 0 Tickets
REFERENCE SOURCE STATUS TRANSACTION DATE TRAVELERS SEGMENTS
e 2575747139129 B & os EXCHANGED 19JUN19 12:43 FRANK SINATRA (ADT) 05122 FRAVIE 01JAN
05127 VIE-FRA D3JAN
2575747139130 B & os TICKETED 19JUN19 13:27 FRANK SINATRA (ADT) 05122 FRA-VIE D1JAN
ON QUEUES 05121 VIE-FRA D4JAN
[+] On Queues
Record Locator PLACED BY PLACED BY
Q NUMBER NAME OFFICE ID DATE TIME CATEGORY AGENT ID OFFICE ID
- — I GENERAL AEXP 19JUN19 01:10 PM AUTOMATION  MIAR
= Advanced Search | TICKETING TIME LIMIT (TTL) ADVISORY AEXP 19JUN19 12:42 P AUTOMATION  MIAR
100 CATCH-ALL AEXP 19JUN19 12:59 PM AUTOMATION  MIAR
The following window opens: Add to Queue *
Queue Category Office ID
Queue: Enter the queue number in 200 ACAS v
which the booking is to be Date Time Source
placed. v F1-Farelogix v
Category: Enter the subcategory of m © Close
the queue.
Office ID: Enter the destination office ID. The own office ID is always given and can be overwritten, if

the transfer is to be made to another PCC.
Date: Date input possible, plays the filekey at a certain date in the queue.

Source: No entry required - F1-Farelogix remains.
Confirm your entries by clicking the <Submit> button and you will receive a confirmation message:
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@ Reservation placed in queue 1 for ACAS

After selecting a queue in this display, you can also remove the booking from the selected queue using the

trash canicon

Important: It is only possible to queue bookings between Farelogix PCCs.

7.4 Bulk Queue Move

To move a bigger batch of PNRs, up to 100 at a time, from one queue to another, follow these steps:

1. Gointo the Office Queue Folder and click the ‘Arrow Icon’ to move PNRs.

Count Summary
Office ID [AEXP ] m
Source [F1 - Farelogix v

Active Only L Fiter by agent

Queues

NUMBER . NAME COUNT

0 ¥ GENERAL 10 | I
9 & TICKETING TIME LIMIT (TTL) ADVISORY 10 - -
12 & EXPIRED TIME LIMIT AND SSR CANCELLATION 2 - -
100 & CATCH-ALL 1 - -

4 || o N 1 -4 of 4 tems

2. Determine the new queue and Office ID, PNRs should be placed on.

Count Summary Bulk Queue Move
Office ID [AEXP ~]
Source |F1 ~Farelogix v| From Queue From Office ID
. - 0 AEXP
Active Only U Filter by agent
To Queue To Office ID
104 AE7C ~

o T

3. Confirm by clicking ‘submit’.

7.5 Change of Ownership Queue

FLX supports Queues that can be used to transfer ownership of a PNR from one PCC to another. This
means that a PNR created under the first Office ID, called the Originating PCC, can be placed in a
dedicated queue (4 or 5) and retrieved by an Agent logged in under a second Office ID, known as the
Target PCC.
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Regardless of the reason for transferring a PNR between Office IDs, there is a basic procedure that should
be followed to effect the transfer. This is achieved by placing the PNR in a dedicated Change of Ownership
queue so that the second agent can retrieve it

Please refer to and follow the procedure of the SPRK Reference Guide (see chapter 1.2) > The SPRK
Reservation Screen > Retrieve PNRs > Queues Areas > Change of Ownership
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8  Group Bookings in SPRK

The content for NDC Groups can be found in the “Book-a-Group User Manual”.
Therefor please log into Book-a-Group and click on the <Help & Contact> Button.”

BOOkaGI'OUp LUFTHANSA GROUP |

1 LHG Test Agency To. ¥

Austrian 7~ (< Lufthansa LYSwWiIss

Help & Contact v
A~

_ My LHG Groups Service Team
m ®§ MyGroups | AllGroups | gg@ New reque.. Email: FRAGPTTEAM@DLH.DE

Phone number: +49 69 2554361

My NDC Service Team

Email: LHGDCSUPPORT.GER@DLH.DE
Welcome to your BookaGroup )

Phone number: +49 69 20001825
Warking Hours: 08:00 - 20:00

ST TGO TEAU o
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9 Profile management

9.1 Traveler Profile

9.1.1 Create

Click the n icon to open the database.
To create a profile, choose from the “traveler” drop-down menu and click <New Profile>.

Create/Edit ~

— Search/Edit Profile New Profile
Profile Name Profile Type Profile Name
1
Office ID Account Number Customer 1D Profile Type
I I
Filters any request to anly return profiles assigned to this Travel Arranger ID

Choose one of the folders (here PNR Elements) to add booking information.

- . . ~ ~ . hY
Information I PMR Elements Contracts '\ Preferences '\ DocumentTracking  Templates °

® Traveler

Frequent Flyer Numbers
®= APIS PicturelD

H APIS Visa

®= APIS AddressAdvice

# Telephone

H Email

Special Service Requests
H Address

edit Cards
thex Form ofPayment)

= Traveler
TYPE

Mo records to display.
| + | Add new record

\

Click | *Ito add a new record

Open/Close the subfolders with “+" and “-".

Enter the required information and choose the mode (always - all data will be transferred into a booking,
optional - only selected data will be transferred into a booking, never - no data will be transferred into a
booking, read only)

e - Last Name: Winter Widdie Name Remark [

ant
First Name Thomas Tite: w1 Mode, Always v

(%

.i.._/

Save  Refuse/ignore

Continue the same way for all PNR elements.
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9.1.2 Modify

Click the n icon to open the database.

The screen is split into two parts. The left side is to display and modify of existing profiles; the right side is
to create a new profile.

To modify a profile, enter the profile name in the box and select the profile type from the drop-down menu,

then <Search>.

— Search/Edit Profile

Profile Name
[Winter]

x]

Profile Type

[Traveler

J)

Office ID

Account Number

Customer ID

Filters any request to anly return profiles assigned to this Travel Arranger ID

The search result is displayed. In case there is more than one traveler with the same profile name, a similar
name list is displayed. Click <open> to select.

Open one of the folders (here PNR Elements) that you would like to modify.

- A ~ ~ ~ Y
Information PMR Elements ', Contracts '\ Preferences ' DocumentTracking ' Templates °

® Traveler

H Frequent Flyer Numbers

= Traveler

TYPE LAST NAME

/ £ ADT
Open/Close the subfolders with “+" and “-". \

Click #" to modify

WINTER

Add/Qverride the displayed information.

G Traveler

TYPE LAST NAME FIRST NAME MIDDLE NAME TITLE REMARK MODE
s ADT WINTER THOMAS MR Always
Type At ™ Last Name WINTER Middle Name: M ] Remark | |
First Name: THOMAS Title: Mode:
X
1 Il

Save  Refuse/ignore changes
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9.1.3 Delete
Click the n icon to open the database.

The screen is split into two parts. The left side enables displaying and modifying existing profiles, while the
right side exists to create a new profile.

Enter the profile name and select the profile type from the drop-down menu, then <Search>.

— New Profile
[ Enter full name or any partial string|

Profile Name Profile Type Profile Name
L1
Office ID Account Number Customer ID Profile Type
— —
Filters any request to only return profiles assigned to this Travel Arranger ID

EX —

If there is only one traveler stored under the entered name, the appropriate profile will open. Otherwise, a
similar name list is displayed. Close the profile (if it's open) to get back to the results list.

Profile ProfileData

Office ID : ACAS Profile Name : Winter Profile Index : 44613 Expand All B Collapse All

Y "1 "1 1 7 ™,
Information % PMRElements '\ Contracts \ Preferences ' DocumentTracking ' Templates

Personal Data
Documents

Priority Lines

Notes

Follow Up ltems
Self Service Devices

m Reload All Cancel

— Search/Edit Profile [~ New Profile

Profile Name Profile Type Profile Name

L1

Offce ID Account Number Customer ID Profie Type

] ]

Filters any reguest to only return profiles assigned to this Travel Arranger ID

m New Profile
Results A
PROFILE INDEX PROFILE NAME ASSOCIATED PROFILE NAME OFFICE ID
44613 Winter ACAS Open Associations

Click <Delete> to cancel the profile.

See chapter 2.2 on how to create a booking with a traveler profile
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9.2 Company Profile

9.2.1 Create

Click the n icon to open the database.
Enter the desired profile name in the “New Profile” box, choose “Company” from the drop-down menu and
click <New Profile>.

— New Profile

r Search/Edit Profile
Profile Name Profile Type Profile Name
Office ID Account Number Customer ID Profile Type
I R
Filters any request to only return profiles assigned to this Travel Arranger ID
m New Profile

Choose from the folders (here PNR Elements) to add PNR information.

™ ™
Information I PMNR Elements Contracts ' Preferences 1\ &

# Telephone

H Email

Special Service Requests
H Address NUMBER
# Credit Cards

Other Form of Payment

H Telephone

Mo records to display.

Other Service Information | + | Add new record
Open/Close the subfolders with “+" and “-". Click [ *+!to add a new record

Enter the required information and choose the mode (always - all data will be transferred into a boaoking,
optional - only selected data will be transferred into a booking, never - no data will be transferred into a
booking, read only)

Number/S®® +40 - 123456789 | Extension] Name|
1D Number: |

Type: Remari | | Mode:

Optional
Never

|i| |£

Save  Refuse/ignore

9.2.2 Modify

Click the n icon to open the database.
Enter the profile name and select the profile type “Company” from the drop-down menu, then <Search>.
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— New Profile

—l Enter full name or any partial string ‘

Profile Name Profile Type

Shipping Company| X Company ¥
T

Filters any request to only return profiles assigned to this Travel Arranger ID

DLiST all associated Traveler

Customer ID

1

Profile Name

|

Profile Type

New Profile

The search result is displayed. If there is more than one company with the same name, a similar name list is

displayed. Click <open> to select.

Choose the folder (here PNR Elements) that you would like to modify.

PMR Elements Contracts

Information

# Telephone
# Email
Special Service Requests

Open/Close the subfolders with “+" and “-".

Add/Override the information displayed.

MUMBER
& 49123456789
o new record

Click #" to modify

E Telephone
NUMBER TYPE EXTENSION REMARK D NUMBER NAME MODE
ra 40123456789 Home Always X
Number.| ~ 49123456789 | Extension: ] Name[ |
ID Number: |
Type: Remark | | Moce:[Always ]

<Submit> to save changes.

9.2.3 Delete

Click the n icon to open the database.

hdlEd)

vix —

Save  Refuse/ignore changes

Enter the profile name and select the profile type from the drop-down menu, then <Search>.

Search/Edit Profile

— New Profile

Profile Name Profile Type
Shipping Company
Office ID Account Number

Filters any request fo only return profiles assigned to this Travel Arranger ID

1

[ClList all associated Traveler

Customer ID

1

Profile Name

|

Profile Type

New Profile

The search result is displayed. If there is more than one company with the same name, a similar name list is

displayed.
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— Search/Edit Profile — New Profile
Profile Name Profile Type Profile Name
[Shipping Company % [lList all associated Traveler I:l
Office ID Account Number Customer ID Profile Type
— — —
Filters any request to only return profiles assigned to this Travel Arranger ID
e— | search ——"
Results A
PROFILE INDEX PROFILE NAME OFFICE ID
2546 Shipping Company ACAS Cpen Delete

Click <Delete> to delete the profile.

9.2.4 Assign a traveler to a company profile

Click the n icon to open the database.
Enter the profile name and select the profile type from the drop-down menu, then <Search>.

— Search/Edit Profile — New Profile
Profile Name Profile Type Profile Name
v 7
gy T Customer ID Froflle Type
— —
Filters any request to only return profiles assigned to this Travel Arranger ID
m New Profile

If there is only one traveler stored with the same name, the profile will open. Otherwise, a similar name list is
displayed. Close the profile (if it's open) to get back to the similar name list.

Profile ProfileData ]
Office ID : ACAS Profile Mame : Winter Profile Index : 44613 Expand All B Collapse All

Ay V 1 . 1 \‘ ,
Information '\ PNRElements '\ Contracts ' Preferences \ DocumentTracking \ Templates |

Personal Data

Follow Up ltems
Self Service Devices

m Reload All Cancel

Results

PROFILE INDEX PROFILE NAME ASSOCIATED PROFILE NAME OFFICE ID

44813 Winter ACAE Open Delete

Click <Associations> and afterwards <Add new Association>.

\L+ | Ada New Association | |

Choose the company you want to associate it with from the drop-down list.
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Profile Association

LUFTHANSA GROUP

Association Data
PROFILE NAME DEPARTMENT COST CENTER EMPLOYEEID POSITION
Profile Name: | [ Cost Center: | |
Position:

Index |
Department: elD: | |

2531 Baumhaus GmbH

hd]t.d

Mo records to displz 2552 ]

2546 pping Company

Cancel

Save or Ignore your changes.

Close the pop-up windows to exit.

.
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9.3 Agency Profile/Agency Administration
Note that this chapter is relevant for the “Agency Admin” user role only.

Click the n icon to open the database.
Select “Agency” from the drop-down menu and <Search>.

Create/Edit ~
— Search/Edit Profile — New Profile
Profile Name Profile Type Profile Name
I
Office 1D Customer ID Profile Type
Filters any request to only return profiles assigned to this Travel Arranger ID
Search
New Profile

The agency profile is displayed.

Create/Edit Ad
Results 1A
NAME ACTIVE CITY STATE COUNTRY IATA NUMBER DEPARTMENT
» OS Austrian Airlines VIE AT 06492021
B Offices
NAME D ACTIVE CLOSEST CITY CURRENCY CODE
| OS Austrian Airlines AEXP = VIE EUR
[ Phones '\ Adresses | Emails | Avsvalidation '\ 1aTA '\ BSp
EMAIL TYPE COMMENT
No records to display.
|+ | Add new record % Refresh
NAME AGENT ID ACTIVE PASSWORD LOGK DUTY GODE AGENT ROLE ACCOUNT EMAIL
» #  Marina Mustermann MMustermann & SU Agent mm@reisebuero.tv x

Clicking to the left of the Agency Name on office level, a window will expand and there is an option to
define default e-mail addresses which will be applied as sender addresses in chapter 4.8.2.

9.3.1 Create user
Display the agency profile described in chapter 9.3.

Every time an agency admin adds a new user, Farelogix will send the new user an e-mail with their
temporary login credentials (with admin copy).

B Agents
NAME AGENT ID ACTIVE PASSWORD LOCK DUTY CODE AGENT ROLE ACCOUNT EMAIL
3 ' Marina Mustermann MMustermann v su Agent mm@reisebuero.tv x
E—

l + | Add new record ' |'%| Refresh

Click \*J Add new record and enter the following user information.

Name: First and last name of the agent

Agent ID: This will be the ID used to log into SPRK

Email: The email address of the Agent; used for e-mail with login credentials. Without a valid e-
mail address, the user cannot use the "Forgot Password" function

Agent Role: Select the appropriate role from the dropdown list.

Confirm with 'i'.
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9.3.2 Defined user Roles:

. Retrieve Retrieve . Create Create Retrieve
ROLES Book Ticket ownPNRs all PNRs Void Refund Exchange users profiles profiles
Agency-Admin V] o V] o V] /] ] V] L]
Ticketing-Agent 0 o 0 o o 0 O 0 0 O
Agent o ] V] o o o Q [ %) o o
Sub-Agent o o o Q o o Q Q o Q
9.3.3 Modify user
. o P .
Open the user details # for modification.
NAME AGENT ID ACTIVE PASSWORD LOCK DUTY CODE AGENT ROLE ACCOUNT EMAIL
)D Marina Mustermann MMustermann v su Agent mm@reisebuero.ty x
y & Marina Mustermann MMustermann < suU Agent mmi@reisebuero.tv x
_ Warina T Active: )
Name: S Agent Role:
Duty Coge peen T R
Agent ID: |MMustermann . = Account I:l
Email -
You can only modify/override the white boxes. Save the new user [¥| or cancel [*| your changes.
9.3.4 Delete user
Click * to delete the user.
NAME AGENT ID ACTIVE PASSWORD LOCK DUTY CODE AGENT ROLE ACCOUNT EMAIL
» #  Marina Mustermann MMustermann v su Agent mm@reisebuero.tv
9.3.5 Reset user password
Display the agency profile described in chapter 9.3.
. o P .
Open the user details # for modification.
E Agents
NAME AGENT ID ACTIVE PASSWORD LOCK DUTY CODE AGENT ROLE ACCOUNT EMAIL
» Marina Mustermann MMustermann v sU Agent mm@reisebuero.tv *
_ Warina Wi Active: )
Name: P Agent Role: .
i I — reee =]
Agent ID: [MMustermann = Account I:l
Emai
] o3|
-

Click “Reset” to display a new password. The new password is sent to the user’'s e-mail address.
Save the new user Y.,

9.3.6 2-Factor Reset

In regards to two-factor authorization in SPRK, the agency administrator will have the ability to do the
following within the agency administration:
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— If auser has lost the device they were using for two factor authentication, the SPRK agency
administrator will be able to reset the two factor authentication for the user's new device.

— If auser needs to be locked or unlocked due to too many two factor authentication attempts, the
SPRK agency administrator will be able to perform these tasks without resetting the two-factor

authentication.
— If auseris deactivated after 90 days, the agency administrator will be able to reactivate the user.

Then, once the user is reactivated, they will not have to reset their two-factor authentication. Their
existing two factor authentication will continue to work.

When a user deletes the authentication tool by accident or needs to change to another tool (e.g. on the
mobile phone or on another desktop computer) the 2-Factor Authentication can be reset, so the user can

set it up from the beginning.

1) Inorder to do so, the agency admin of that user needs to reset the 2-Factor Authentication in the
Profile Management of the SPRK tool as shown below

> # Tom TicketingAgent seto i su Ticketing Agent tomas sedlacek@swiss.com x
: - : : s Rt
MName: Tom TicketingAgent Password Lock. [ ] Agent Role: | Ticketing Agent v Password: Reset
Duty Code: .
Agent ID Ernail Account [ ] Two Factor Authentication:  *====-fl Reset
mail .
hdjtd

2) Click on 2-Factor Authentication reset and confirm:

> 4 Tom TicketingAgent selo v suU Tickefing Agent tomas.sedlacek@swiss.com X
@ Confirmation Required x

Are you sure that you want to reset Two Factor

Active: ]
Name'  [Tom TicketingAgent Agent Role Password masesss Ragat
Password Lock: [] Authentication?
Duly Code:
Agent ID: il Account [ ] TwoFacior Authentication:  ~******** Reset
mai 1
=L =

3) When the 2-Factor Authentication reset is done, the reset button will disappear and you will have
to re-enroll your device with an authentication too as described under chapter 1.1.3.

> # Tom TicketingAgent sefo v sU Ticketing Agent tomas.sedlacek@swiss.com x
Name: Tom TicketingAgent Password Lock. [ ] Agent Role: |Ticketing Agent v Password: Reset
Duty Code:
Agent ID: Account [ ] Two Factor Authentication:

Emai 1

&
[x
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10 Reports

10.1 MirFLX

This provides an interface between ticketing actions performed in SPRK and an agency’s back-office
accounting system.

Agency back-office functions involve a range of accounting and invoicing activities facilitated by Farelogix
MIR (Machinable Interface Record) transactions. These transactions allow users to request and acquire
ticketing data from the servers. To work with this data, the records must first be downloaded. To facilitate
this action, two buttons are available - one to download the data and another to specify the number of
records to download:

I l | .
Download §save All Confirm | Properties ¥

<Download> initiates the Ticket download of data from the MirFLX database. EMD downloads are not
supported at this time. See the Properties link below to see options for setting the download options.

If Files per Download has been set, the Download button will change to indicate the number of records to
be downloaded. There are two options in the download process:

Current: All the tickets (issued by a specified PCC) that are not flagged as having been previously
downloaded are shown.

Archive: Shows files that have previously been downloaded.

<Confirm> will move the downloaded files from the Current to the Archive section of the module.

Downloacll Save All Jonfirm | Properties *

Current - Tuesday. February 5, 2019 - 09:29:03 I A
FILE NAME DOCUMENT NUMBER TRANSACTION TYPE DATE TIME LOCATOR SAVE
PEKXYU-5746614132-TKTT 5746614132 TETT 2019-02-01 07:48:50 PEKXYU Save
PEKXYU-5746614133-TKTT 5746614133 TKIT 2019-02-01 07:48:50 PEKXYU
PHWIXYU-5747138874-TKTT 5747138874 TKTT 2019-02-01 08:03:22 PHWIXYU Save
PHWXYU-5747138675-TKTT 5747138875 TKTT 2019-02-01 08:03:22 PHWIXYU Save
PHWXYU-5747138874-CANX 5747138874 CANX 2019-02-01 08:18:56 PHWXYU Save
PHWXYU-5747138875-CANX 5747138875 CANX 2019-02-01 08:19:44 PHWXYU Save
PEKXYU-5746614132-CANX 5746614132 CANX 2019-02-01 08:20:15 PEKXYU Save
PEKXYU-5746614133-CANX 5746614133 CANX 20139-02-01 08:21:29 PEKXYU Save
PZRUUU-5T47138876-TKTT 5747138876 TKTT 2019-02-04 07:24:02 PZRUUU Save
PZRUUU-5747138876-CANX 5747138876 CANX 2019-02-04 09:56:07 PZRUUU Save
M |4 .. 8910 1112 13 14 15[16/17 ) || p| Pagesize:[1p ~ 161 items in 17 pages
Archive v

Click <Save All> to save a .zip file with all .xml files, which must be unzipped to expose the individual .xml
files.

An individual .xml file can be saved by clicking <Save> on the right of the information bar.
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<Properties> will display the number of files on the server and also allow the specification of the number of
files per download.

Download  Save All Conﬁrm

Current - Tuesday, February 5,2' Files on server.. A
Files per Download...

FILE NAME TRANSACTION TYPE DATE TIME LOCATOR SAVE

PEKXYU-5T46614132-TKTT TKTT 2019-02-01 07-48:50 PEKXYU Save

PEKXYL-ATARRA4133-TKTT TKTT 2019-02-01 07-48-A0 PFKXYL] Save
Files on Server: The Mir-FLX Server Info screen will display, telling you how many tickets are on

the SPRK Server ready to be downloaded. Click OK to continue.

[=] MirFLX Server Info e

161 tickets available.

OK

Files per Download: Allows the selection of the number of files that will be returned when the
Download button is clicked. If this selection is omitted, ALL files will be
downloaded, so it is important to set the number to avoid downloading too many
records at one time.

_E Download (]

O All ®Next 100 o

oK Cancel

Important Note:
The MirFLX SPRK tool is not capable of handling high-volume downloads. Performing the Cancel function

on a large volume download may result in application time out. The MirFLX standalone tool can be used to
accommodate report processing, but is not supported by Lufthansa Group Airlines.
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10.2 Counter Sales Report (CSR)

The Counter Sales Report (CSR) allows access to all the transactions that an agency has generated during a
specific date range. The report is real-time and will provide up-to-the-minute data, providing a timestamp in
the Time field based on the local time of the PCC that issued the documents.

Enter the desired date range and the respective agent ID for the report. Data must exist for this Agent ID
for the current PCC in order to return results.

Leave the field Agent ID empty to receive transactions from all agents under this PCC.

CSR date range cannot exceed 31 days.

MIrFL Counter Sales

Start Date End Date AgentID

6/24/2019 6/24/2019 AGENT

Submitting the report request will retrieve as many pages of data as are available within the selected date
range. When the report loads, there are several options available in terms of how the data is managed and
displayed:

A row of controls aids in viewing, navigating and downloading data. If you hover the mouse over the
respective icon, an icon description will appear.

« » ¢ D & B Y Q Q Q

The fields that make up the report do not fit in the SPRK display. As a result, the table must be scrolled
right to see them all. The report fields are explained in the SPRK Reference Guide (see chapter 1.3):

SPRK Reference Guide > The SPRK Reservation Screen > SPRK Actions > Reports > Counter Sales Report
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11 Settings
11.1 User Preferences

Clicking on the Settings Icon E will open the user preferences frame in which the language and time
format can be chosen. There is also the option to change the password and add or update the e-mail for the
logged in user. If no email address is stored here, the user will not be able to use the ‘forgot password'
function.

Additionally, there is a new Sort by setting with a drop-down list, which allows to set the favorite Sort by
parameter: Price, Duration, Departure time (Ascending), Departure time (Descending) or Arrival Time.

Please note the following:

A maximum of one sorting parameter can be selected at a time, which after Save will be the new Default.
When Price is set as the favorite Sort by Parameter and an Air Availability is requested, system will default
to Duration (as Price is not a valid parameter for Air Availability).

Choose Display Language

E kNIl PFE o IIEEEm™ e e L

Current - English (United States)
urrent Dabe Formal - 63002023
Choose Time Format

) 12 Howr Time with AMPM
24 Hour Time

Currenl - 12 Hour Time with AM/PM (03235 AM)

Sort by

Iy Detaun

Current - Defauit
User Password | Email

Curreni Passwor
sTent Password srssnsanee

sndirm Password

11.2 PCC Bridging

PCC Bridging is a mechanism that enables agents to work with PNRs and documents tied to an Office ID
(PCC) that is different from the one under which they are logged in.
— The PCC that the agent initially logs into is called the Home PCC; the PCC with which the Home
PCC has established a bridging relationship is known as the Bridged PCC.
— By default, when an agent performs actions on a PNR or document owned by another PCC, the
agent's identity remains tied to his or her Home PCC, and all the transactions done for bridged
PCCs are tracked and recorded as such.
— To perform certain transactions from Home PCC (for the PNRs, tickets owned by bridged PCCs)
agent would need to emulate to that PCC.
o This emulation is only allowed when PCCs are bridged otherwise the transactions will be
rejected.
— Inthe context of bridging (and emulation), it is important to keep in mind that the tasks that can be
performed by a given agent will always be the same as the ones that the agent has the rights to
perform in his or her Home PCC.
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o Ifan Agent, for example, does not have the rights needed to void tickets owned by her
Home PCC, then that Agent will not be able to void tickets owned by any other office.

Bridging settings will allow users to view and define bridging relationships. All users will be able to view
bridging relationships, but only the Agency Admin role will be able to define new bridging relationships
Establishing a bridging relationship will grant the bridged PCC the ability to emulate the user’s own PCC.

If bridging is in place, all transactions and document reporting will be logged with the bridged PCC. The
receiving PCC can display any PNR that belongs to the sending PCC. However, any change to a PNR can
only be done in the PCC that owns the PNR.

11.2.1 Display/Add/Delete Bridging

Please note that the add and delete function is for User Role “Agency Admin” only.

For displaying existing bridging, click <Bridging> in the settings section.

The display shows all agencies that have access to emulation on this PCC and a read-only section that will
display the list of PCCs that have granted access to the user’s own PCC. This is reflected in the drop-down
list that appears on the Reservation screen and in Advanced Search.

Entering a valid PCC to this box and using <Add> will grant access to the specified PCC to the PCC under
which the Administrator is logged in.

User Preferences Bridging

Gave Access To Received Access From
PCC OFFICE IATA CITY  COUNTRY CREATION DATE PCC OFFICE ATA oIy COUNTRY CREATION DATE
[ MIDOCO GMBH 05711344 DuUs DE 04APR17 00:46 ADJ1 MIDOCO GMBH 05711344 DUs DE 26APR1T 10:21

o

gve Access To Received Access From
PCC OFFICE IATA cImy COUNTRY CREATION DATE PCC OFFICE IATA CITY COUNTRY CREATION DATE
ADJ1 MIDOCO GMBH 05711244 DUs DE 04APR1T 00:46 ADN MIDOCO GMBH 05711244 DUs DE 26APR17 10:21

To delete an existing Bridging use .

11.2.2 Emulation

The Agent must log in using the “primary” PCC (here AEXP) credentials. With an active Bridging (received
access), a drop-down menu will allow emulation of another “secondary” PCC (here AE7D). When in
emulation mode, an icon will appear to the left of the Select PCC dropdown list.

Welcome SPRK USER Logout
064952021 : AEXP - OS5 Austrian Airlines (Home) ™~

06492021 : ABXP - OS5 Austrian Airlines (Home)

o 10779020 : AE7D - OS Austrian Airlines
l 10779020 : AE7C - OS Austrian Airlines

— |

When emulating a PCC (A£/D), booking, cancelling, pricing and ticketing functions are given to the
emulating PCC (A£XA). All transactions will then be processed in the emulating PCC (AEXP).
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