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Get Started in Viewpoint™

Before you begin booking in the Apollo® system, you first need to
understand the Apollo® platform in the context of the Galileo Desktop®™.

Using Galileo Desktop®™ you have access to both Viewpoint™ and
Focalpoint® (through ‘terminal windows’). In addition to discussing the
features of Galileo Desktop®", this module explains how to sign on and off,
access Apollo Front Page News*™, online help and how to manipulate the
appearance of the Viewpoint™ itinerary window.

Module Objectives

Upon completion of this module, you will be able to:

Differentiate between Apollo®, Focalpoint®, Viewpoint™ and Galileo
Desktop*™.

Launch Viewpoint™,

Sign on to Apollo” using Viewpoint™.

Navigate Front Page News™™.

Identify and describe the Viewpoint™ itinerary window components.
Access Viewpoint™ Help.

Enter native (cryptic) Apollo” commands using terminal windows.
Explain and use agent assembly arcas (AAAsS).

Sign off of Apollo” without exiting Viewpoint™,

Sign on to Apollo” when Viewpoint™ is already running.

Sign off of Apollo® and exit Viewpoint™.

Customize the Itinerary window.

Change Viewpoint™ to a minimum or maximum view.
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Get Started in Viewpoint™

Apollo®, Focalpoint®, Viewpoint™ and GalileoDesktop®"

Apollo” is the name of the Computerized Reservations System (CRS) on
which you will be making travel reservations.

Focalpoint® is an application that integrates Windows®—based technology
with the Apollo® CRS on your computer.

Viewpoint™ is an application that uses the intuitive graphics of a
Windows“-based interface to make booking through the Apollo® system
easy. With Viewpoint™, you don’t need to remember command
codes/cryptic formats. The graphics on the screen will help you through
what you need to do.

GalileoDesktop™ is the name of the application that integrates both
Viewpoint™ and Focalpoint®.

You will use GalileoDesktop®™ on your PC to make reservations in the
Apollo® CRS using the Viewpoint™ application.

Launch Galileo Desktop®"
You will use GalileoDesktop®™ to sign on to the Apollo® system.

Note: Your agency set-up may automatically open the GalileoDesktop™™
application when you boot your PC.

To start GalileoDesktop®™ , use the following steps.
1. From your desktop, double-click on the GalileoDesktop*™ icon.

@

Galilen Deskkop
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Get Started in Viewpoint™

The GalileoDesktop®™ Logon window appears.
Note: Depending upon your options settings, this screen may not

appear.

GALILEO

GALILEODESKTOP

point®

point= and F

Incar

Type your user m.wipnmmn.l—
Leawwe: blank For agency defaudts
Linquage [ErehiUs) =

D Swe these settings aned do ret show this dalog sgen
Coreed |

St Fakien Dssking |

Click the Start Galileo Desktop button.

The Sign On dialog appears.
PSETED
© . #% .= . ®  ® @ _ ® _®w _ F © @& ¥~
Tewrinals Customes Sop Ar Faves Cor Hotel Map Firish IssumDocs E-Mal Web Cruise
To g on please anber the riloimalon below.
Spent Sgrron. '—
Pasiwird Ii
_Comel|
=
[Fraacy Ro1C00Z [0 [ hw
start| (] ke - o, | 5] etz et St | 2]y abwt <M., | &) Shostery.com .. | 280 Snagn |[@ ewpoink 1. |8 =olid % =@ D E @ 030
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Sign on to Apollo® using Viewpoint™

You sign on to the Apollo® system using an agent sign-on and password.
Your agency manager or secondary authorizer assigns your agent sign-on.

Passwords are six to ten characters in length and must be changed every 90
days. Apollo® prompts you when you need to assign yourself a new
password.

To sign on to the Apollo® system using Viewpoint™, use the following

steps:

1. Type your agent sign-on in the Agent Sign-on text box, and press Tab.

Note: Your agent sign-on appears in capital letters Do not include the
“SON/” portion of the format that is part of your Focalpoint sign-on.

2. Type your password in the Password text box, then click OK, or Enter.

Note: Asterisks appear instead of your password.

Sign On

To sign on pleaze enter the information below:
Agent Sign-on: I

Pazzword:

oK I Canicel |

After your agent sign-on and password are verified, the Front Page
News™™ appears.

* ‘Wiewpoint - [PNR - No Names] o] x]
1 Ele Edit & Faes Car Hotel Queues Map Wiew Tools Window Help =T
S A S = 2 S I A S = =R~
ELEELCH M Front Page News
& sl s
ol
BES Back Forward Home Print
E @ SIGN-ON COMPLETE/ABCDE/AG/15JAN — APOLLO
LTi (C)1971-2001 GALILEQ INTERMATICNAL. ALL RIGHTS RESERVED
LE ** EFFECTIVE 16 JAW 01 APROX ZOOOMT =**
ELECTRCNIC TICKET REFUMD/EXCHAMGE AUTHORIZATION
El. J (ETREA) FOR DETAILS SEE S*TLQ/NEWS-EXCHRFDZ
L_ AF ANMOUNCES A WINTER SALE FARE PROMOTION FROM 12 USA
—_— GATEWAYS TO OVER 50 EURCPEAM CITIES. SEE FARE DISPLAY -
Elmt
[ ERITISH ATIRWAYS HAWE ADDED NEW DESTINATIONS TO OUR
WORLD OFFERS. LAST SALE DATE IS JAM 17.SEE S*BAB/NEWS
AC THE ¥0O CHAIN I3 CHANGING RESERVATION PROVIDERS ON JAN 16
. IF PROELEMZ BENG ARISE PLEASE CONTACT ¥OUR GDS HELPDESKE.
R LAST SIGN-CNMN AT 2141 OM 15JAN0O1 FROM FS1714 QCS08
[owr
o 7 T
Owner Pseudo: GH1 |
=
Dane GH1  [OnLine tfa ~
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Navigate Front Page News*"

Front Page News™ automatically appears after you sign onto the Apollo®
system. It can include new Apollo® information, vendor promotions, or
important industry or government news. Front Page News®" usually directs
you to where you can find more information about the news item.

You can display more information on a particular news item when the item
appears in blue text.

To navigate through Front Page News®", use the following steps.

1.

Click the text displayed in blue.

Note: Your pointer will change and the blue text will become underlined
as shown in the example below:

Front Page News
- o 6 =
Back Forward Home Pririt

SIGN-ON COMPLETE/ABCDE/AG/15JAN - APOLLO
(C]1971-2001 GALILEOQ INTERMNATICNAL. ALL RIGHTS RESERVED

*v EFFECTIVE 16 JAN 01 APROX ZODOMT =+ Point
ELECTRONIC TICKET REFUND/EXCHANGE AUTHORIZATION ointer over
[ETREL) FOR DETAILS SEE S*TLQINEHS—EXCHRN‘th text (blue on

your screen)

AF ANNOUNCES A WINTER SALE FARE PROMOTICN FROM 12 TSA

GATEWAYS TO OVER S50 EUROPEAN CITIES. SEE FARE DISPLAY

ERITISH AIRWAYS HAVE ADDED NEW DESTINATICNS ToO OUR
WORLD OFFERZ. LAST ZALE DATE I3 JAN 17.3EE S*EALB/NEWS

THE YO CHAIN IS CHANGING RESERVATICN PROVIDERS ON JAN 16
IF PROBLENS EBEING ARISE PLEASE CONTACT YOUR GDE HELPDESK.
LAST SIGN-CN AT 1829 ON 15JANO1 FROM SO6D7TD QCB0S

The text in the Front Page News*™ dialog box changes.

Front Page News I

-« » 0 =5

Back Forward Home Prirt

#%# EFFECTIVE 16 JAN 01 APROX ZOOONT **

ELECTRONIC TICKET REFUND/EXCHANGE
AUTHORIZATION (ETREA
AND
NEW ENHANCED TICKET EXCHANGE SCREEN

IN ACCORDANCE WITH INTEREMNATIONAL AIR TRANSPORT ASSOCIATION
(IATA) AND AIR TRANSPORT ASSOCIATICON OF AMERICA (ATA
INDUSTRY RESOLUTIONS THE AIRLINES REPORTING COOFPERATICN
[ARC) HAS IMPLEMENTED THE ELECTRONIC TICKET REFUND/EXCHANGE
AUTHORIZATION (ETREA] NOTICE ToO FACILITATE THE REFUNDING
AND EXCHANGING OF ELECTRONIC TICKETS. WHEN PERFORMNING A

H

Cloze
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Get Started in Viewpoint™

You can click the Back, Forward, and Home buttons to navigate through
the pages you’ve already displayed. Click the Print button to print the
current page.

To close the Front Page News™ dialog box, click Close or Enter.
The Front Page News*™ dialog box closes. If Viewpoint™ Hints are

turned on, the Viewpoint Hint dialog box displays What’s New in the
GalileoDesktop™™.

Tl Eile Edt Ar Fares Car Hotel Queuss Map View Tools Window Help -] |
a4 ©  ®% 0% @ @  mm 9 . w ¥ a B/ T
Terminals  Customer Shop Ar Fares Car Hotel Hap Finish IssueDocs  E-Mal Wb Cruise
E@ Record Locator: new record
Viewpoint Hint [ <]
@ Names @
Phones What's New in the Galileo Desktop j
E-mail Newly Available Special Characters Set
. Mow you can use the TCR/IP pratocel to enter, store, mave and transmit the actual
Itinerary characters that are typically part of Internet o-mail addresses.
@ The Standard Keyboard Windows® mapping mode allows you the ability to input characters
web Bookings the way they are displayed an the keybaard, This option is only available in the Galilea
_ Desktop.
% Stored Fares Focalpoint®/ Viewpoint™ Keyboard Modes available through TCP/IP
There are two keyboard modes available, Standard Windows Keyboard Mode, and
Lo Document Nurr spallo@/Gallo@ Keyboard Mode.
g Automated MC « The Standard Keyboard Windows® Modes: This mode will function as a normal
PC keyboard, with the sxception of the % sign which is not available for use.
—_— Focalpaint® 4.0 will always launch in this default mode unless you select a different
. ) option and save the configuration.
E@ Ticketing Arr s The apollo®/Galileo® Keyboard Mode: This mode will return you to the
L Ticketing Arrangemer Apollo®/Galileo® Keyboard mapped keyboard, This mads will nat support any
L EX00eue Mindsrs INDU of the e kevhosrd charscters. A nusstion mark (2) will be displaysd in placs T
- I™ Do not display this hint again Close
ke = Document/In
_E3 pocument;invoice Remarks
ElForm of Payment
LMo Form of Payment selected
Addresses r
Ready [ | I T
@ start| | O] tnbox - Micros... | 1] modz Get Star... | 99 Documentd - ... | @2 Internet E... ~| 080 snagtt ||@ viewpoint -[.. [8 205 2% =@ DU 10:31 am

Note: To prevent the What’s New in GalileoDesktop®™ topic from
appearing each time you launch Viewpoint™, click the Do not display
this hint again checkbox in the lower left corner of the dialog box
(Keyboard: Press Alt+D).

To close the Viewpoint Hint dialog box, click Close.
Keyboard: Press Alt+C
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The Viewpoint Hint dialog box closes and the Viewpoint™ itinerary
window appears.

& viewproind - [PNR - Mo Rames ] [-15)
TlEke Cdt Ar Fees Cor bgtel Quesss Mo Yew [ook Window Heb =18] x|
X S . # . % @ & = . $ . % E @ g e
Teemnks  Customer Sheo a Fares Cor Hotel tap Frish ] Web Cruse
ATh =
D;{I};‘ Frecord Locator: new record

{} Mames
J_| Phones
EIE-mail
m Itinerary

% wets Bookings
53
‘2 Stored Fares
Document MNumbers
Fli\_'-“;,‘:' Ticketing Arrangement
L Ticketing Arangament:
L ueum Mindars

B Document,/Trvoice Remark
Ly pocument/inwece Remarks

El Form of Payment =
Lo For of Parvrraint sl ot
L= Addresses

_',I Remarks and Service Information

Forady i

You are now live in Viewpoint™ and ready to work.

Note: If you do not use Viewpoint™ for 120 minutes, Apollo®
automatically signs you out and you lose any unfinished transactions.

Viewpoint™ Itinerary Window

The Viewpoint™ itinerary window is the window from which you will do
most of your work. As you perform the various tasks to create a travel
record, or PNR (Passenger Name Record), information is added to this
window.

The itinerary window has several parts.

Title Bar—displays the customer’s name if you’ve retrieved a PNR or
entered a name. Displays ‘No Names’ when working with a new record.

Menu Bar—contains the commands for booking travel information.

Toolbar—buttons that enable easy access to the same functions as those

on the menu.

— For example, clicking the down-arrow on the Air toolbar button will
display the same commands as pressing Alt+A (to access the Air
menu).

— When you click the toolbar button itself, the most frequently used
dialog request is displayed. For example, if you click the Air button,
Air Availability appears.
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Get Started in Viewpoint™

Customer/Itinerary Information—displays air, car, hotel, and ticketing

information.

Status Bar—displays helpful prompts, pseudo city code, system status,

and when a message is waiting.

Menu
Title Bar Hotel Queues Map View Tools window Help =181 ]
B0 0B 0® = 9 v _F =2 & £
shap Al Fares car Hotel Map Finish Issuelacs E-Mail Web Cruisg
Toolbar EI@ Record Locator: new record B
Q Names
Phones
= E-mail
I(E_UStomer/ =] Itinerary
Inerary @
Information LU

CS'} Stored Fares

= Document Numbers

=] @ Ticketing Arrangement

L Ticketing Arrangement:
L C3ueue Minders

[=E= 2| Document /Invoice Remark
L3 Document fInvaice Remarks

E Form of Payment
LMo Form of Payment selected

Addresses

Remarks and Service Information

Status Bar =

Access Help

Online Help is your resource for Viewpoint™ content and procedures. It is

available whenever you need it.

There are two ways to access Viewpoint™ Help. The method you use
depends on whether you need context-sensitive (specific) help or general
help. Once you have accessed Help, you can navigate to any part of the Help
system regardless of which method you used to display it.

Help appears in a separate window. It has several parts:

e Toolbar—buttons that control the display and printing of the topic in the

Viewpoint Help dialog box.

¢ Command Tabs—used to determine the method of accessing help
information: table of contents, index search, or word/phrase search.

e Topic Access Area—area that lists the Help topics that you can display.
Double-click to open a specific book or to display a topic.
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e Help Topic area—Area in which the Help information is displayed.
Click on blue, underlined text to change the Help topic displayed.

Toolbar T |
= o & O

> Hide Back Home Frint  Options
LContents Ilﬂde* | §earch| -
Command > — Tips to Get You Started
L‘Q] Wiewpaint Help -
Tabs - (2] Wwihat's New Viewpoint 3.2
?] what's New in Vievwpoint 4.0 Vigwpoint™ incarporates a number of features
- 0 Previous Release Enhancements that have been designed to make Viewpoint
[=E EQ] Introduction bo Yiswpaint easy and efficient to use.
- [2] Welcame to Viewpoint
@ rerticr What do you want to do?
@ The Toolbar Explalnad
B- Q;'l Tips to GetYou | Display Hints and F1 Help
B j Acess F1 Heln Ll use the Mouse with Shorteut Menus
. ] Usze the Mouse with Shortz J Use Drop-Down Combo Boxes
TOpIC E Use Drop-Down Combo Bo: Il use the calendar
Access > E Display Front Page Mews J
Area E |Jse the Add Button Use the Add Buttan
% Insert & New Segment Ll Insert a Mew Segment
- | 2] Auta-Tab .
.. [2] Plan the Itinerary Ll plan the ttinerary
E Select Flights to Sell — J Use Auto Tab
E Redizplay a'window .
I q
E Lise the: City Finler Ll select Flights to Sell
E Save the ltinerary o Redisplay a Windaw
% Cancel the ltinerary I Use the City Finder
Cancel a Segment
- Q Custorizing Yiewpoint || Save the Itinerary
- 2 ’\Edral(a.tmg a P‘APIJF;.."Bnnkm.g File - U cancel the Itinerar
=, akin an dir Recamnztinn
‘I i _'l—l Ll cancel a Seqrnent ZI
e Help Topic
Context-sensitive Help Area

Display context-sensitive Help when you are working with a specific dialog
box, window, or field and need immediate help.

Context-sensitive Help is specific to the activity you are performing, for
example, booking a car. If you want more information about one of the
dialog boxes or windows, the help that you will want to see should be
specific to the dialog box you are looking at.

To display context-sensitive help, use the following steps.

1. Press the F1 key.
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Get Started in Viewpoint™

Practice

How-to Help

The Viewpoint Help dialog box appears displaying the topic specific to

the window or dialog box currently displayed. In the example below,
you were looking at the Car Availability Basic Fields tab. F1 displayed
the matching topic.

=4 YIEWPOINC - [FNE - MO Mames |

©

Customer

a

Terminals

.o®|

Shop

> SO
Bir Hide Back Home Frint  Options

1 Ele Edt Ar Fares Car Hotel Queuss Map E? ¥iewpoint Help !E[E

Car Availability

Biasic Fields | Ve

" City Locations

~Date
Pickup Date: |4/1/2005 = | Friday Ti
Fieturn Date:  |4/2/2005 =] Saturday  Tj
— Rental Company
Wendor 1: I vl
Wendaor 2: I vl
Wendaor 3: I vl
— Rental Location
Lty or Airport: I
& Ajrport

" Via Reference Point I
 Location |0 I = MorCartd

Bate Type: ID - Daily vl

Car Size: |

Enter date or press Alt+Down Arrow to select date Fron

[El Form of Payment

LMo Form of Payment selected

Contents | Index I Searchl

]--@ Previous Release Enhancements
]--@ Intraduction to Viewpaint

]--@ Creating a PNR/Booking File
]--@ Making an Air Reservation

]--@ Making a Car Reservation

]--@ Making a Hotel Reservation
]--@ ‘whorking with baps

+- i@ Working with Fares

]--@ Creating Travel Documents
]--@ Uszing Custom Check

- Using Client File Plus/PRO-files, and Tr
]--@ Uszing Data Store

- Using Queues

[ER IR I = e W e B e e W= = e T e I

1 | i

-

Car Availability - Basic
Fields tab

Full support for the new Inside

Availability® features from the
CarMaster™ systermn are now
available in Viewpoint,

Overview

The Car Availability dialog box allows
you to set the search criteria the
CarMaster systermn will use when
searching for cars. The various
options are used so that the search
returns only those car vendors, car
types and locations that most
precisely match your client’s
requirements, There are tabs to this
dialog box: Basic Fields; Yendor
Specific; One Way; More Car Types
and Rate Categories,

Basic Fields Tab

The Basic Fields tab allows you to
work with the basic information that
the systermn needs to make an
availability search, Many of the fields
are primed by the system which uses
the preceding itinerary segment for
default information {e.g. the city or
airport is usually the airport of
B T e PP T S

|

PR

2. To close the Viewpoint Help dialog box, click the close button ().
Keyboard: Press Alt+F4

Sign on to Viewpoint™ and display the itinerary window. Display context-
sensitive help. What Help topic appears?

How-to Help is also available within Viewpoint™., How-to Help focuses on
how to perform specific tasks. It is not context-sensitive, however, if you

display context-sensitive help, or display help from the Help menu, you can
use the Table of Contents to find How-to help.

To access How-to help in Viewpoint™, use the following steps.

1. From any window, press F1.

Viewpoint™ Study Guide, July 2005
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Context-sensitive Help for that window appears.

ewpoint Help M=l 3 Il
A sig

Hide Back Home Frint  Options

-
LContents | Index I §earch| W

53 Viermart Fe Welcome to Viewpoint

----- [7] Wwhat's Mew Viewpoint 3.2

""" @ what's New in Viewpoint 4.0 Viewpoint™ is an easy-to-use reservation product created to
[]--@ Previous Release Enhancements assist you in all elements of booking air, hotel, and car

=1L Introduction to Vi int rentals, fou can alsa manage all the supporting activity, such
= m T . D |ewp0|n as PNR/Booking File maintenance and storing fares.

ik
(7] Overview Wiewpaint provides user-friendly screens and dialag boxes to
@ The Toolbar Explained guide and help you through all the tasks involved in making
@ Tins lo Get ¥ pSt ed and servicing reservations,
ips to Get You Starte:

@ Customizing Viewpoint Vi int i hel

-4 Creating a PNR/Booking File ebaflall s (el ULkl )
-4 Making an Air Reservation . . L . .
[]__0 Waking a Car Bessrvation The online help for YWiewpoint is a compiled Microsoft HTML

5 9 A Help system. It provides information about using features
=@ Maklr?gal-.loteIF!eservatlon available in Wiewpoint as well as step-by-step help to quide
[]--@ Wwhorking with b aps you through the application's basic functionality, The help
[]--0 ‘wiorking with Fares application is divided into the following three areas:
[]--@ Creating Travel Documents |
[]--@ Uszing Custom Check, * Toolbar allows you to navigate back and forth in help
-8 Using Client File Plus/PRO-files, and Tr as well as print topics and return to the online help
-4 Using Data Store home page.
[]..0 Using Queues s Left-hand tabs allow you to easily switch from the

2. On the left side is the Table of Contents.

Lontents Ilﬂdsx I ﬁearchl

@ Viewpoint Help

- [Z] Wwhat's New Viewpaint 3.2

- [2] Wwhat's New in Viewnoint 4.0
@ Previous Releass Enhancements
tion to Viewpaint

21 Int

erview

The Toolbar Explained

% Tips to Get You Started
Customizing Viewpoint

0 Creating 8 PMR/Boaking File

@ Making an Air Reservation

@ Making 5 Car Reservation

@ Making a Hotel Reservation

Q Working with Maps

0 Wworking with Fares

Creating Travel Documents

@ Using Custom Check.

0 Using Client File Plus/PRO-files, and Tr

0 Using D1ata Store

0 Using Queues

3. Click (+) to expand the subject you are looking for, for example, Making
a Car Reservation.

=1-A[]) Making a Car Reservation

b aking a Car Reservation
?] Car Reszervation Owerview
@ Huow b [Carz)
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Get Started in Viewpoint™

4. Now click (+) to expand the topic How to (Cars) and select the help file
page entitled How to (Cars).

Contents | Index I §earch| ;I

Q’j iewpoint Help How to (Cars)

----- [7] Wwhat's Mew Yiewpaint 2.2

----- [7] What's New in Wiewpoint 4.0
- Previous Release Enhancements
2-{[]) Introduction to Yiewpoint

----- Welcome to Viewpoint

----- @ Overview 4 Use the Car Index
----- [7] The Toolbar Explained
- Tips to Get You Started
[]--g Cusztomizing Viewpoint L Use Car Rates and Rules
[]--@ Creating a PMR /Booking File Heook the Car Rental
- Making an At Fieservation
E-A[] Making a Car Reservation

----- [7] Making a Car Reservation
tion Overview

What do you want to do?

Ll search for available Cars

|| Display Car Details

2] How to [Cars)
@ Search for Available Cars
-8 Use the Car Index
-8 Display Car Details
-4 Use Car Rates and Rules
-4 Book the Car Rental

With the How to (Cars) topic displayed, you can click the link that
matches the help you need.

5. Once you find the topic you are looking for, display it to view the Steps.

Contents | Index I §earch| ;I

0 Viewpoint He Update the Low to High Car Availability
iewpoint Help 1E5

----- [7) Wwhat's Mew Viewpoint 3.2 Search

----- @ ‘wihat's Mew in Viewpaint 4.0
[]--@ Previous Release Enhancement

Once you have run an initial car availability search you

=) Inroduction to Viewpoint can update the search criteria from the Car Availability
..... @ ‘welcome to Yiewpoint dialog box. This allows you to add or delete qualifiers to
_____ [2] Dverview refine the search for the car rental matching your
. lient” i ts,
----- @ The Toolbar Explained SR L
[H- Tips to Get ou Started
[]__g Elfstomizing Viewpaint » To update the available cars list:
- Creating a PNR /B ooking File R .
[]__g Maki y B R t.g 1. From the Car Availability results window, open
g Q:I Mak!ng anc "F! eservat.lon the Search menu and click Update Search.
=] aking a Car Reservation
..... i i The Car Availability dialog box appears. This
Making a Car Reservation dial |
_____ @ Car Reservation Dvervisw shows the search criteria you entered previously,
I'_—'lm How to [Cars] . o
@ Haw ta (Cars] 2. Make the necessary changes in the Basic Fields

. tab.

([ Search forAvalIabIz.e Car 3. From the other tabs you can modify, add or
[7) Search for Available delete qualifiers as required.

[7] Search for Carz - Lot 4. Click Search.

@ Make a Car Rental The Car Availability results window redisplays
[2] Update the Low to F the cars itemns according to the new search
[7] Search for Mon-dipc criteria.

[7] Use Dptional Car Se

@ Modify a Car Qualifie Mote: The search menu also lists previous availability
@ Delete a Car Qualifie displays, which redisplay upon selection from the list,

The color of the How-to topic header is different from other topics.
Practice

Display context sensitive help for the Viewpoint™ itinerary window. Now,
find How-to Help for a topic about requesting air availability for multiple
carriers. What How-to Help topic did you find?
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Display General Help

If you aren’t working in a specific part of Viewpoint™, or if you are not sure
how to begin a task, access general Help.
To display generic help, use the following steps.

1. On the Help menu, click Contents.
Keyboard: Press Alt+H, C

Help

About Yievspoink g

The Viewpoint Help dialog box appears.

T File Edit Air Fares Car Hotel Queues Map Yiew Tools window Help
é Yiewpoint Help =] B3 I
Terminals L= ﬁ gf @v

Hide Back Horne Print  Options
=B

iy Contents Ilndex | §aarch|
— Welcome to Viewpoint
m Yigwpoint Help

@ What's New Viewpaoint 3.2
- [3] Wwhat's New in Viewpoint 4.0 Viewpoint™ is an easy-to-use reservation product created to
(- @ Previous Releass Enhancements assist you in all elements of booking air, hotel, and car
2[00 Introduction to Viewnaint rentals. You can also manage all the supparting activity, such
E EQI ;'irl as PNR/Booking File maintenance and storing fares.
G

Overview Viewpoint provides user-friendly screens and dialog boxes to
@ The Taolhar Explained guide and help you through all the tasks involved in making

. and servicing reservations,
+ @ Tips to Get You Staited s
@ Custamizing *iewpaint . . .
i1 @ Creating a PNR/Baoking File plewpalntonlineihalp
H| 0 Making an Air Reservation . . o ’ .
]-Q Making a Car Reservation The onling help for ¥iewpeint is a compiled Micrasoft HTML
N Help systern. It provides information about using features
J'Q Maklr?g aHote\ Reservation available in Viewpoint as well as step-by-step help to guide
]-0 Whorking with Maps you through the application's basic functionality, The help
]-Q ‘whorking with Fares application is divided into the following three areas:
- @ Creating Travel Documerts |
]-0 Using Custam Check + Toolbar allows you to navigate back and forth in help
].Q Using Client File Plus/PRO-fles, and Tr as well as print topics and return to the online help
- Using Data Store home page. . .
] 0 Ising Dueues Left-hand tabs allow vou to easily switch from the
table of contents to the index and word search tabs
with a click of the mouse.
Right-hand pane is where the topics content
appears as you use the help systemn,

s

NN =R

] ] ] ] [ [ [ ]

< | %

2. Search for help in one of the following ways:

—  Click the Index tab.
You can search the Index for the topic you are looking for. Type a
few letters or a word into the keyword field to help you find the topic
you are looking for more quickly.

—  Click the Search tab.
Type a few words into the keyword field, and click the List Topics
button.

— Look at the Table of Contents.
Open the contents for the topic you are interested in learning about.

3. To close the Viewpoint Help dialog box, click the close button ().
Keyboard: Press Alt+F4
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Practice

Apollo® Formats

Display general help. Then answer the following questions.

1. Use the Viewpoint Help Content tab and look up the glossary definition
for ‘AAA’. What does it stand for?

2. Use the Viewpoint Help Search tab and search for ‘AAT’. What does it
stand for?

Viewpoint™ in the GalileoDesktop®™ offers you the ability to perform nearly
every task that you may have been performing in Apollo®, or another CRS
system using cryptic formats. Although Viewpoint™ offers intuitive
graphics, there are some tasks that will require the user of cryptic formats.

In GalileoDesktop®" you have the ability to access Apollo® through
Focalpoint® using the Host Terminals button on the Viewpoint™ itinerary
window.

%) Yiewpoint - [PNR - No Names]

"] File Edit Air Fares Car Hote

é%%,@é

Terminals

Hostk Terminals I{Fn:ncalpn:nint]l’i
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If you have been a Focalpoint® user, the appearance of the Host Terminals

window is an enhanced version of the Focalpoint® window you may
currently be using.

(&4 Viewpoint - Window1

Fle Edit Session ‘Window Options Companions Help

EBEEH s 2= vaRRIDBILEFHFF| 2L

PAGE 1 OF &
-.2HD-
. .>MB-
-.>HELP INDEX-PRICING-

RES....._...>HELP $DHISTORICAL -
NFORMATION. . .>HELP SELECTIVE ACCESS-GLOBAL -

1]
CS.
X..
Al

D78-
L .. >MB-
DEX-HELP -
[0_MOVE TO THE
5 THE ENTER KEY ok

THIS M I}
SUBJECT YOU WISH TO

Ready

|Rid4cooz | [ [ hom[ [

tBstart| | ] Inbox - Microsaft 0., | 1) mod Get Started ... | & Neova Day Therap... | (@ Viewpoint - Wind... [0 Snaglt Capture Prs... | EETE R = R O

Enter Cryptic Apollo® Formats

Use cryptic Apollo® formats for those functions that are not available in
Viewpoint™.

To access the terminal entry window, complete the following steps:

1.

From the Viewpoint Itinerary Window, click the Terminals button.
Keyboard: Press Alt+W, T

The Host Terminals (Focalpoint) window opens.

Type the native (cryptic) Apollo® format and press Enter.

The result from your format is displayed.

To return to Viewpoint™, click the Return to Itinerary button.
Keyboard: Press Ctrl+G

{2} Yiewpoint - Window1
File Edit Session ‘Window

@B E &

Retdrn to Itinerary

16
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Agent Assembly Areas

You can work in five Agent Assembly Areas (AAA's) . The areas are
identified as A, B, C, D, and E. All five work areas can be active with PNRs
if necessary. However, only one PNR can be active in any single work area.
After signing on to Viewpoint™, you will work in Area A until you change
to another area.

I
(

Area A Area B Area C iy Area D e Area E

Jones i Garcia L Brown

Before you sign out of Viewpoint™, all AAA's must be free of incomplete
PNRs (records not yet saved).

Change Agent Assembly Area (AAA)

Change the Agent Assembly Area when you want to work with more than
one PNR simultaneously.

To change the Agent Assembly Area, use the following steps.

L.

From the Tools menu, click Change Work Area.
Keyboard: Press Alt+T, W

Select from the dropdown list, A, B, C, D, E.

[
Tools  MWindow  Help

Hearder Segments...
Options. .. v
Execute Custom Check Rules. ..

Run Scripbwriter Plus Script, .,

Relay 4
Viewwpoint Cuskomn Toolbar Editar. .,

Sign ...
Sign OFF. ..
Emulate. ..
Change Password. ..

Change 'Work Area
Change Area and Duky. .. k
Retrieve Message

Im 2 ™ 1| e

Note: This is the only way to change work areas in Viewpoint™,
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A dialog box similar to the one below confirming the Agent Assembly
Area change appears:

Galileo Yiewpoint | x| I

L.
\!}) £-0UT B-IN RC-0K - APOLLD

3. Click OK to confirm the switch.
Keyboard: Press Enter

Sign Off of Apollo® without Exiting Viewpoint™

Just as with other CRSs, when you leave your desk for an extended period of
time, you should sign off of the system. Signing off of the system prevents
others using your ID to book reservations.

If you are leaving your desk dut plan on returning to it later in the day you
will want to sign off without closing Viewpoint™. This will enable you to
quickly sign back on when you return to your desk.

To sign off of the system without closing Viewpoint™, you use the Tools
menu.

| Tools Window  Help
Reorder Segments, .,
Qpkions. ..
Execute Custom Check Rules. ..
Run Scripbwriter Plus Script...
Relay 4
Wiewpoint Custom Toolbar Editor. ..

Sign S

Ermulate. .. % i

Change Passward..,

Change Work Area 3
Change Area and Duty,..

Retrigve Message

To sign off of the Apollo® system without exiting Viewpoint™, use the
following steps.

1. From the Tools menu, click Sign Off.
Keyboard: Press Alt+T, G.
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The Galileo Viewpoint dialog box appears.

Galileo Yiewpoint

\l) SIGN-0FF COMPLETE/O4APR. - APOLLD

2. Click OK or press Enter.

You are signed off of the Apollo® system. The following Viewpoint™
message appears.

& Viewpoint - [PHR - %o Nemes]

Tlpe B & Fams Cx Holdl Queess Ma Yew Tods Wik ek T
a o, # . 0% .8 & = . ® . % _  E ® B I
Termnsls  Customer ship A Fares car Hotel Map Firsh + L-mad wieh Lrigst

‘V You are not signed on to the host.

Tt may be possihle that you dismizssed the sign on screen before achually slgning on to the hosk

Please try the following:

» Batresh the display. This will causs the slgn on scresn to appesar a5 necessary,
« Signon using the "Sign On® option in the "Tools" meru gbove,
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Sign onto Apollo® when Viewpoint™ is Running

When you sign off of the Apollo® system without closing Viewpoint™, you
can quickly sign back on without having to re-launch Viewpoint™.

To sign on to Apollo” when Viewpoint™ is running, you use the Tools
menu.

& ¥iewpoint - [PNR - No Names]

VYou are notsigned ontotheh rel: »

It may be possible that you dismissed the si - sianoff... rg

Run Seriptwriter Plus Script...

Miewpoint Custom Toulbar Editor...

Emulate.

gning on to the host,

Tl Fle Edt A Fares Car Hotel Queues Map View |Tooks iindow Help 151 ]
Rearder Segments, ., = —_
i ] =0
4 © @ . ox o . e . w . F .\ T
Terminals Customer Shop Air Execuite Custom Check Rules... Map Finish I[55uBDocs E-Mail Web Crulss_l

Change Password..

Please try the following;

change Work Area »
Change Area and Duty...
Retrieve Message

« Refrech the display. This will cause the sign on screen to appear as necessary.

« Sign on using the "Sign On" option in the "Tools" menu abave.

To sign on to the Apollo” system when Viewpoint™ is already running, use
the following steps.

1.

From the Tools menu, click Sign On.
Keyboard: Press Alt+T, 1.

The sign-on dialog box appears.

| @ viewpont - [t o mames) P
el : FrE
2 S #0080 | @ ® | 4 = @ L
Tewminals Cusbermer Shop A Faros Car Hatel May; Firish E-Mad ‘Wit Cruise.

VYuu are not signed on to the host.

Pleass try the fallowing:

» Refresh the display, This will cause the sigr
» Sign on using the "Sign On"

It may be possible that you dismissed the sign on screen before achually signing on to the host.

option i the " TR
ek Sigreon. l
Pasiwid

Coue

Type your agent sine in the Agent Sign-on text box, and then press Tab.

Note: Your agency manager or secondary authorizer assigns your agent

sine.

Type your password in the Password text box, then press Enter or click

OK.
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Sign Off and Exit Viewpoint™

When you are ready to leave for the day or no longer want to use the
Apollo® system for the day, you will want to sign off of Apollo® and exit
Viewpoint™.

To sign off of the system and exit Viewpoint™, you use the File menu or
Customer button drop-down menu.

g\'iewpuint - [PNR - No Names]

] File Edit &r Fares Car Hotel Queuss Map Yiew Tools ‘Window Help

New.., CTRL+M q Q
7 Create/Edit Customer Information 2 A - . @ - . o
| Create/Edit Remarks » it ares ar

Create/Edit Special Services. ..
Create/Edit Ticketing Arrangement. ..
Create/Edit Form of Payment..,

Retrieve The PMNR...
Sawve PMR...

et PRO-File, .,

Apply Custom Check, .,

Cance| Segmentis)
Cancel [hnerary:
Ignore

Ignaore and Redisplay

Send To 3
Print... CTRL+P

Prink Preview, ..

Print Customer Ikinerary...

Prink Setup...

Exit  Al+F4

= icketing Arrangement

To exit Viewpoint™, use the following steps.

1. From the File menu, click Exit and Sign Off.
Keyboard: Press Alt+F, O.

The Galileo Viewpoint dialog box appears.

Galileo Yiewpoink

-
\1]) SIGM-OFF COMPLETEfD4APR. - APCLLO

2. Click OK or press Enter.

Viewpoint™ closes and you are returned to your desktop or other
application that is still running.
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Customize the Itinerary Window

You can customize various parts of Viewpoint™ to suit the way you work,
including the order that PNR information appears in the itinerary window.

To customize Viewpoint™, you use the Viewpoint Options dialog box. You
access the Viewpoint Options dialog box from the Tools menu.

|Ioo|s Window Help

Reorder Segments. ..

Run Scripbwriter Plus Script...
Relay.
Wigwpoint Cuskom Toolbar Edikor. ..

Execute Custom Check Rules.%.

4

Sign On.

Sign OFf. ..

Emulate. ..

Change Password. ..
Change Work Area
Change Area and Duty, ..
Retrieve Message

Each tab on the dialog box allows you to customize a part of Viewpoint™,
This section focuses only on the PNR tab.

Yiewpoint Options I
Ticketing Modifiers Favorites I Ticketing I Lacation Finder I ‘wieb I Scripts I General I
FNR Hatels I PR 0-file | Hirts | Air | Maps I Custom Reference Points | Fare Quote
Field Display Order and Preferences Show
Exclude |
| @ Names Expand itermn's first level QV
by default Move Up |
Phones Expand iterm's first level
by default W Move Down |
Email Addresses Expand iterm's first level o .
-E by clefautt Q/ —&pply to Highlighted Field
Itinerary Expand item's first level 7 " Not Expanded
by cefautt T | ¢ Eupand 13t Level
¢ Stored Fares Do not expand item by " Expand &ll Levels
defautt o
— Document Numbers Do niot exprand ftem b
=S defautt & b i —PNR Retriieve Default—
Ticketing Arrangement  Expand item's first level 7 & ByLasthame
@ by defautt LI " By Record Locator
W TravelScreen ¥ Cloze all windows with new PNF ™ Refrieve from all Branches Default
oK I Cancel

Using the PNR tab, you can change the order of how PNRs information
appears in the Viewpoint™ [tinerary window. You can change the

following:

e PNR fields that display.
e Order of PNR fields display.

e Default levels at which fields display (expanded or collapsed).

e Use of TravelScreen™.

22
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e Close all open windows with a new PNR.
Viewpoint™ defaults to a specific order and certain level of PNR detail.
The following screen shows that by default, the first three fields on the

itinerary window are Names, Phones, e-mail and Itinerary. Also, notice that
Phones is expanded, enabling you to see the different phone numbers.

@ viewpoint - [PNR - DAVIDSON] [_ 5] x]

T Ele Edit Ar Fares Car Hotel Queuss Msp Yiew Iooks Window Help ] |
a4 © & o= B & @ 9 % L = 5 f

Terminals  Customer Shap Air Fares Car Hotel Map Firish IssusDocs  E-Mail Web Cruise

E@ Record Locatar: WCFK94

B T Names
DAVIDSCN, DAVID

& Phones

Type City |[Phone
Travel Agent |(CHI)(347 518-9999 TRAINING AND DEVELOPMENT-
Residence  |(CHI}|B47 555 1111

E-mail
Itinerary
1 UA - United Flight Mumber: 755 Booking Code: T # Seats: 1 e
Date:  Saturday, April 30, 2005
From:  ORD - O'Hare Intl Arpt, Chicago IL - U.S.
% To: SEA - Seattle Tacoma Intl Arpt, Seattle WA - U.S.

Departs: 8:10 AM Arrives: 10:26 AM
Status:  HK - Confirmed Sell Type: L - Last seat
#vailable for electronic ticketing

2 UA - United Fiight Number: 736 Booking Code: W # Seats: 1
Date:  Wednesday, May 04, 2005
é& From:  SEA - Seattle Tacoma Intl Arpt, Seattle WA - U.S.
Tar ORD - O'Hare Intl Arpt, Chicago IL - U.S.
Departs: 10:55 AM Arrives: 4:42 PM
Status: HK - Confirmed Sell Type: L - Last seat
Avalable for electronic ticketing

@ web Bookings

@) Stored Fares Jid|
Ready [B7m [ [T [ om |

You can change the order of the PNR fields and level of detail displayed. In
the example below, the Phones field is collapsed, the e-mail field is no longer
visible, and you can see the Ticketing Arrangement field. This view is just
another way of looking at the PNR fields.

(@) Viewgoint - [PA8L - DAVIDSOR] I E

TIEe ER g Fae Ow Wisl Qe M e Dok Wede Hep =l8]
a Lo AT, SR S T S ) vl o Ba o St
Termwndls  Customtr e ar Fares Car el Mo Firishy lineloes Eal web st

[EK343) necord Locator: WEFKSH

B T Names
[ pavipson, Davip

Bl Phones

E1[5] 1tinerary

1 UA - Unitee Fight Murber; 755 Booking Code: T # Seats: 1
Date:  Saturcay, April 30, 2005
A Fiom:  ORD - OHare Intl Arpt, Chicago 1L - U.5.
Ta: SEA - Seatthe Tacoma Intl Arpt, Seatthe WA - 115,
Doguets: H210 AM b 1006 A
Stabs: 1B - Confinmed 56 Tros: L - Laot seal
Avalable for slactronic icketing

A - United Fight Mumbier: 736 Booking Coda: W # Saate: 1
Cuti Wednescay, ay D4, 2005
!Q Frome SEA - Seatthe Tacoma Intl Arpt, Seattle WA - US,
ago IL - WS,

442 PM
L - Last seat

Avalable for ghoctron bdoeting

(17wt Bookings

I;I@ Ticketing Arrangement
L. Tacketirg Arrangement: Tf
LN e Micors

[@'% stored Fares

[Pty ™M N
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To change the itinerary options, go to Tools/Options and the PNR tab.

Yiewpoint Options I
Ticketing Modifiers Favarites | Ticketing | Lacation Finder | wieh | Scripts | General |
FHR | Hotels I PRO-file I Hints I Air I Maps I Custom Reference Paoints I Fare Quote

hiow

PRO-hle Azsociations Exclude |
| @ HNames Expand itern's first level Qf
by clefault Move Up |
Phones Do not expand item by
st v =R
Itinerar, Expand item's first level
¥ prdefaun Y4 —&pply to Highlighted Field
Ticketing Arrangement Expand tem's first level v " Mot Expanded
@ by default T | ¥ Ewpand st Level
Stored Fares Do not expand item by " Expand All Levels
defautt W
-~ Document Numbers Do nat expand item b
== defautt & u v —PNR Retriieve Default—
Email Addresses Do not expand item by o & ByLasthame
default ;I " By Becord Locator
v TravelScreen v Close all windows with new etrieve from all Branches Drefault
IV TravelS IV Close all wind ith new PNR I Retrieve from all Branches Defaul

ok I Cancel |

Select an item from this list

The PNR tab displays the fields in the order in which they will display on the
itinerary window. A text description indicates the level at which a field
displays. A checkmark indicates the fields selected to display on the
itinerary window.

In the previous example, all fields are selected for display and will be
expanded to the item’s first level by default.

Use the options on the right side of the display window to change a field’s
itinerary display characteristics.

The Apply to Highlighted Field area applies file expansion.

Apply to Highlighted Field
i~ Mot Expanded

{* Expand 1st Level

" Expand &ll Levels

You can set the PNR Retrieve Default to show retrieve By Last Name or By
Record Locator. The option below is set to retrieve By Last Name.

FPMHR Retrieve Default
& By Last Mame
" By Becord Locator
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There are three checkboxes at the bottom.

1.

When active, TravelScreen™ preferences are applied instantly to air, car
and hotel availability displays, editing the displays to the client's
requirements.

When checked, the second closes all windows when a new PNR 1is
created.

W TravelScreen ¥ Close all windows with new PMA [~ Retieve from all Branches Default

When checked, the third option sets your PNR retrieve function to
Retrieve from all Branches by default. This sets the default for the
Retrieve PNR dialog (shown below). When you display this dialog, Last
Name is pre-selected.

Retrieve PNR
Hame / Record Locator |Flight I SEIEcliveAccEssI
% Last Mame: || First M ame [optional):
T Date (Optional): I ﬂ

™ Retiieve from all branches Branch Pseudo: I

I” Retrieve from Galileo

Cancel

Enter passenget’s last name

To change the way Viewpoint™ displays a PNR, use the following steps.

1.

From the Tools menu, select Options.
Keyboard: Press Alt+T, O

The PNR tab of the Viewpoint Options dialog box appears.

Click to highlight the field that you want to change.
Keyboard: Use the Up and Down arrow keys to highlight the field.

Do one or more of the following:
— To remove a field from the itinerary window, click Exclude.
Keyboard: Press Alt+E
— To redisplay a field that was removed from the itinerary window,
click Include.
Keyboard: Press Alt+]
— To change the position of the field, click Move Up or Move Down.
Keyboard: Press Alt+U or Alt+D.
— To change the level at which the field displays, click one of the
buttons:
e Not expanded—to display the field fully collapsed.
Keyboard: Press Alt+N
e Expand to 1st Level—to display the first level.
Keyboard: Press Alt+1
e Expand to All Levels—to display the field fully expanded.
Keyboard: Press Alt+X
— To apply TravelScreen preferences, select the TravelScreen check
box.
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— To close all windows with a new PNR, select the Close all windows
with a new PNR check box.

— To retrieve from all branches, select Retrieve From All Branches.

4. Click OK to apply your changes.
Keyboard: Press Enter.

The itinerary window refreshes with your changes in effect. The changes
remain in effect until you change them.

Practice

Make the following display changes to your itinerary window.
1. Display Phones after the Itinerary.
2. Do not show Profile Associations.

3. By default, do not expand Ticketing Arrangement.

Change to a Minimum or Maximum View

By default, Viewpoint™ displays the maximum amount of information on all
of the windows you work with, including the itinerary window, air
availability window, and hotel availability window.

Below is an example of a trip with several segments appearing in maximum
view on the Itinerary window.

A Viewpoint - [P - DANIELS0N] =l
—fhe [ M Faes Cw tobel Queses Map Ve ook Wndom bl alEl =]
A o g o o@mglowm e R E = . B -
Termanss  Customer Shap N Fares. Lo Hatel Hep Finssh el web st
T i
EX{) focord ocator: NSPOM
B T Names
[ paniELson, DanNiR
I-:,]_| Phones
=3
Bl Ttinerary
L 1 - Linited At Nuoer: 341 Gocking Code: ¥ # Saats: 1
Cute:  Saturday, Dciober 79,
B Fiome RO - OHare Bt A, myawu us,
To: DN - Denver intl Arpt, Derwer C0 - 115,
Depwts: 6:35 AM suntems:
Status: HE - Confiemed Sel Type: L - Lask snat
fvalabie for elactionic tomtng
2 W - Linitexd Pl Hurbes: 075 Deockirsg Code: ¥ # Sealy: 1
.'N'.- Mumuday, October 31, 200
aﬁ From: DEN - Derver Il Arpt,
Yu u[l’\ Dullie'lnmlnlnlll'\!ul DulthJ\ u.s,
l{': IlG [\mllmﬂ] AYVD& I. Lc\ln‘nl
ralabie for electioni Uketng
] - Unitesd Fight Nurriber: 9613 ook Code ¥ # Soats: 1
Cute: Friday, Novendber 04, 2005
B ot SER - Seatthe Racomna Intl Arpt, Seatthe Wa - U5,
Tor MO - San Frantsco il Ant, Sl Frateiien £ 19,
pts: 00 AN o
Ghote: 19k Confiered 601 Type: L » Lot $mat
Hvadabie for chetiorc okt
W - Linitedd g Numbar: 1506 Bocking Cocl: ¥ ¢ Soats: 1
[ Samwdve. Nowensher 1 =
Fsacty i TG

You can change the view to a minimum view. For example, if you are
working with an itinerary that contains a number of air and hotel segments,
you might want to change the view to the minimum so that you can see more
segments at once.
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Change to a Minimum View

To change to a minimum view, select Minimum from the View menu
available on nearly every dialog, as shown below (Keyboard: Press Atl+V,
N)...

Yiew Tools  Window

v Maximurm g

gl Seaments

v Toolbar
Cuskom Toolbar
v Stabus Bar
Zuskorm Yiewpoink
Web Browser

...and the itinerary window changes to a minimum display.

[ @vewport tpeownnson __________________________________ FGE&%

Tk Gk & fam o g Qe M Sen Dok Wrndw beb alo) =]
2 . # . N, B . .o % % . F S - | ‘o
Tormenl Customer Shep Lad Fares Cx Hotel Mg Frish E-Mal Web s

I-PZ:—EL{% Record Locater: NASPOM

B T Names
Bl naneLsoN, DaNEL
B Phones
B ttinerary
. . i 5‘ UAZA1YL0/ 209/ 20055 At ORDOENG =35 AMETH AMHEIL E
Itinerary fields -
N 5{ LAEFSYL0) 31/ 2005 onDENSEAS W0 M0 AMHKLL E
are reduced to
H F UASOIYL1/4/ 2005 SCASTOG00 AMD00 AMMKLL [ = |
one or two lines. =
4 % LA 1506 1 1/6/ 200050 SFOPHOG4S AMOIZIT AMBKLL F
$ 5‘ UALA00YL L 8/ 2005 Tued HXDEN 7 05 AME:AE AMHEKLL £
8 b‘ LAGTHOY 11/ 10/ 2005 ThuDENSTLE S AMLLAS AMHKIL ©
z Eq UADDL0Y11/ 13/ 20055unSTLORD 705 AMD:LE AMHKLL £

:fl'ii weh Roakings.

E@ Ticketing Arrangesmant

|3

1 T —— )

i 1018 e

To change back to a maximum view, select Maximum from the View menu
(Keyboard: Press Alt+V, X).

Your selection, minimum or maximum, applies to all Viewpoint™ windows.
It remains in effect until the next time you change it.
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Summary

In this module, you have learned how to:

e Differentiate between Apollo®, Focalpoint®, Viewpoint™ and Galileo
Desktop*™.

e Launch Viewpoint™,

e Sign on to Apollo® using Viewpoint™,

e Navigate Front Page News™™.

e Identify and describe the Viewpoint™ itinerary window components.
e Access Viewpoint™ Help.

e Enter native (cryptic) Apollo® commands using terminal windows.
e Explain and use agent assembly areas (AAAs).

e Sign off of Apollo® without exiting Viewpoint™.

e Sign on to Apollo® when Viewpoint™ is already running.

e Sign off of Apollo® and exit Viewpoint™.

e Customize the Itinerary window.

¢ Change Viewpoint™ to a minimum or maximum view.
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Sell Air from Schedules in Viewpoint™
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Sell Air from Schedules in Viewpoint™

The Apollo® system provides you with availability to all participant airlines.
This module describes Apollo” airline participation levels and covers the
traditional process to build a PNR, i.e. sell flights, enter passenger
information, price itinerary, store the fare, and save the PNR.

We will discuss another way to build a PNR by shopping for fares first and
then selling flights in the Sell Air from Fares in Viewpoint module.

Module Objectives

Upon completion of this module, you will be able to:
o Identify airline participation levels in the Apollo® system.
e Describe Apollo availability assumptions.

e Build a PNR in Apollo using the traditional steps:

1. Display air availability.

2. Sell flights.

3. Build a PNR with required fields.
4. Price the PNR at Best Buy.

5. Store the fare in the PNR.

6. Save the PNR.

Airline Participation Levels

Before you begin selling air in Viewpoint, you need to know that airlines
offer their flights and services through the Apollo® system at three different
levels. An airline’s participation level determines your real-time access to
flight inventory, booking capabilities and special services such as
wheelchairs.

The following table lists these levels and their description.

Participation Level | Description

Full Airline offers current availability and booking capability.

Booking Airline does not offer current availability, but does offer
booking capability.

Schedule Airline does not offer current availability and does not

offer booking capability.
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Sell Air from Schedules in Viewpoint™

Inside Link®
Galileo International offers Inside Link®™ to full participation airlines. Inside
Link® connects Apollo® directly to the airline’s reservation system.

The following table lists Inside Link features, their availability symbols, and

description.

Feature Symbol | Description

Inside Availability™ %‘ Airline shows its actual inventory in Apollo®
availability. When you request availability,
Apollo” sends a message to airline requesting
current inventory status on flights that will
appear. When you sell a seat, you reduce
airline’s actual inventory.

Last Seat - Airline reduces its actual inventory when you

Availability™ book it through Apollo®. When you sell a seat

on a flight, Apollo” sends request to airline
for confirmation. Airline guarantees booking.

Display Option Link @ Ability to view data in airline’s reservation
system. Data includes availability, schedules,
seat maps, fare information.

Guaranteed Sell N/A Airline guarantees a booking made through
Display Option Link, even though booking
does not reduce actual inventory.

Positive N/A Airline returns its record locator to Apollo®

Acknowledgement system once their system establishes PNR.
Record locator then attaches itself to Apollo®
PNR.

Note: Inside Availability® and Last Seat
Availability™ participants provide Positive
Acknowledgment.

Apollo® Availability Assumptions

You can check flight availability for your customer in Apollo” using basic
air availability. You first need to know the assumptions the Apollo® system
makes about the flights that display on the screen.

To sell a flight, you must know which airlines have service between the cities
of travel, what flights they offer, and whether those flights have space
available. In addition, you may need details about the flights, such as the
type of aircraft flown and in-flight meal service.
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Sell Air from Schedules in Viewpoint™

Air Availability

General Availability

Many different flights and combinations of flights can appear in air
availability. When you request air availability, flights appear based on the
following defaults:

e Nonstop flights appear first, followed by direct and connecting flights
(based on the shortest time it takes to get from origin to destination).

e Applicable flights of all participant airlines appear.

Because you have a customer who is driven by flight schedules, your first
step is to check flight availability. Viewpoint™ allows you to display basic,
carrier specific, and link option availability for participating carriers. You
can add itinerary segments to the Itinerary Planner as you collect information
from your customer. All availability request modifiers are available via a
tabbed dialog box. You can use air availability to sell flights and to get more
detailed information about the flights.

General availability provides a list of airline flight schedules and availability
based on the Apollo® availability assumptions.

To display general availability, use the following steps.

1. Click the Air toolbar button.
Keyboard: Press: Alt+A

The Air Availability Request dialog box appears.

Air Availability Request I
Ailines ——————————
Date |¥

Dieparture City | = 1 I jv
. I,—_,j o’ o
Aival City | =
: 3
Time [&00AM  |by Departwe 7 | [ =
)l zirparts " Include {° Exclude
Flight Type: I"b‘" Types ﬂ & Include Orly

Itinerany Flanner

— Conhecting Cities

: I—_l % ltinerary

@ Jnclude ¢ Exclude

Check availability for all lags of your itinerary by adding each segment
—First Availabiity ———— and then pressing Search.

Booking Code I IEIass 'l
Munber of Fazsengers IG

v Aute-Tab

Add | I adify | Delste I Search I Cancel

Specify the departure date for the display
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Sell Air from Schedules in Viewpoint™

2. Today’s departure date automatically appears. You can change the date
by typing over the old date.

You can enter dates in several formats including MM/DD/YY and
DDMMM. For example, October 6, 2005 can be entered 10/06/05,
060CT, or 60CT.

You can also click the down arrow in the Date field to access the
calendar. To select a new date, click the date, and then click the OK
button.

Press Tab to move to the next blank box, Departure City.

3. Enter the Departure City and Arrival City. Type either a code or name
for an airport or city.

Note: The Find City or Airport dialog box appears when you enter a
name instead of a code in the Departure City field. You can use it to get
airport codes.

You can spell out the city or use the city code when the Auto-Tab feature
is not checked. If you have the Auto-Tab feature checked, you can use
three letter city codes only.

Click the checkbox to the right of the Departure City or Arrival City to
indicate the request is to include multi-airport locations, those associated
by IATA standards.

Keyboard: Tab to the checkbox and press the Spacebar.

4. Enter the Time (departure or arrival).

The default Time is set to 8:00AM. You can overtype the default by
entering 24HR or AM/PM entries. For example, to enter 5:00 PM you
could type 5P, 5PM, 1700, or 17:00.

5. Select by Departure or by Arrival by clicking the down arrow and
clicking your choice.
Keyboard: Tab to this text box and use the Up and Down arrow keys to
highlight your choice.

This identifies which time the flight search should be based on, departure
or arrival. The default is by Departure.

6. To specify airlines to Include, Exclude, or Include Only, tab to the
Airlines 1 text box.

Enter up to three airlines in the 1, 2, and 3 Airline text boxes. Then,
indicate whether the airlines you entered should be included in the search
or excluded from the search by clicking Include or Exclude. The default
is Include Only.

Keyboard: Press Alt+N or Alt+X.

7. Click the drop down arrow in the Flight Type field to select the flight
type, such as non-stop.

8. Select Connecting Cities to Include or Exclude.
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Sell Air from Schedules in Viewpoint™

9. Select First Availability to search for a flight in markets that are sold out
of specific classes of service.

10. Click the Add button to add the first segment to the Itinerary Planner.
Keyboard: Press Alt+A

After a segment is added, the Departure City and Arrival City
automatically reverse. If travel is to cities beyond, you can easily over-
type the Arrival City information.

Most PNRs include multiple air segments. Viewpoint™ allows you to
check availability for several segments with one search request. You
must add each itinerary segment to check availability for all segments of
your itinerary. Again, when finished typing the segment details, click
Add.

Here is a sample of a completed Air Availability dialog box for a round
trip Montreal CA to Mexico City MX.

Air Availability Request I
 Aillines

Departure City I j E 1
Ayriveal City I j - 2 I vI
Tirne IB:EID AWM by Departure j E

* Al airports " Include ' Exclude
ﬂ ' Include Only

Flight Type IAII Types

Itinerary Plarner

— Connecting Cities

% ltinerary

1] =

2 I j [Date; Wednesday, June 01, 2005 Time: 8:00 AM
From: Montreal, PQ - CA [Dorval Intl] YUL

3 =l | | To: Mexico City - MX [uarez Int) MEX

= lnclude € Exclude Date: Wednesday, June 08, 2005  Time: 8:00 AM

From: Mexico City - MX [Juarez Int]] MEX

— First Availability To: Montreal. PQ - CA [Dorval Intl) YUL

Booking Code I IEIass 'l
Humber of Eazsengers H

¥ &uto-Tab

Add | Iodify | [elete | Search I Cancel

Specify the departure date For the display

11. Click the Search button to view availability.
Keyboard: Press Alt+S
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Sell Air from Schedules in Viewpoint™

The air availability for all segments appears. Up to 16 availability
options display for each segment requested.

B viewpoint - [Rir Availability {1=/1/200%, YUL-MEX) (6,/0/2005, MEX-YULY]
—|Fin Seoech Sel Iformation Fares Stet View  Window  Hel | & =
] 2 = ¥, e Y ol iF
THnerary iy t f Mo Weh ChrWindon
) Dt Wednesday. June 01, 2005 Tine: 0:00 AM bvsisbity Gererel |2
= Fiom: Montieal, PO - CA [Dosval Int) YL Ter Mesieo City - M Puater Intl] MEX I
W B UL WEX BOSAM 125 PM 0 W8 ¢ - ¢ C703T9RAMISRHENAEEVE
Wi L4
AT G706 VUL MEX GOSAM 123SPM 0 N3+ o+ ¢ JCHYIDIHIVEOILO
AL 122YUL Y2 GM0AM  TSOAM 0 20+ ¢ - JICOYIMIDIHIVIQILING
K& 11545 313 GAFA TAPS
Mt 3EEG VWE MEM SI0AM T245PM 0 %7 ST CADAYVEAHAMAHAGAVA WS
AT 1Z3VUL YWE GIDAM TS0AM 0 W ¢ ¢ - JICOTIMIDIHIVIQILING
K8 11349 R3 13 G3E TAPS
AL SEEOVZ MEX SUUAM  T245FM U 7t MCIYIBIHIVIUILII
r SAM 10 AM
(U8
AMOSZI4 VUL ATL FISAM  10:21AM 0 77 ¢+t JHADYODOMDSOKDGONDLD
THEE
AMTOSUES ATL MEN 1151AM 214FM U 7Sttt JUADDUYDEUMOSU KD GDND
LUTUED
M OBDSE ATL  MEX 1151AM 214PM 078+ ¢+ MANDOYDAOMASDEDGOND
LU T0ED
AL A0 VUL YNZ GODAM  T20AM 0 N3 ¢ ¢ - ACAYIMIDIHIVOQOLOND
K30U9.40 A9 16 GOED Ta PO
W 3836 VYT MEX BO00AM  1245PM 0 767+ ¢ ¢ CADAYABAMAHAQIVAWL
Nw* 36| YUL DTW GO0AM  B00AM 0 AR c ot PAFIYIBIMINIOIVILETY
W 1B DTW MEX S174M  1245PM 0 W3 ¢ ¢ ¢ PIFITAREMIHSAAVELETE
&
2y Dt Wondnmeday, June U8, 20085 e 800 AM Aovsdalubly sl
1 o M it < M s Bl MEY T Mardamal BT C8 Waeeal Tl Y1 =l
# Humber of Stops ' Equipment 9 Incide Avalobty = Last Seat/insids Lk 4 Disply Dpfinn
e ady : 1o

You can scroll up and down through the availability window to view

more options. To move up and down the availability display, use the
scroll bars at the side of the display (Keyboard: use the Up and Down
arrow keys).

The Viewpoint™ Air Availability display lists the flight information in
rows and columns. You can sort the flights by clicking any of the
column headers. For example, click the Air column header to sort the
flights by the two-digit carrier code.

If more flights are available that aren’t in the display, the More button on
the toolbar will be available. Click it to display the additional flights.
Keyboard: Press Alt+C, G

Note: Inside Link participant level appears with an asterisk (*) under the
appropriate columns that are identified by symbols on the bottom of the
window.

12. To close the Air Availability display, click the Close Window button.
Keyboard: Press Alt+F, C

Practice

Access the Air Availability Request dialog box. Complete the general air
availability request for the following scenario:

Your customer would like to travel from Toronto (YYZ) to San Francisco
(SFO) four months from today. He would like flights departing around 1:00
p.m. His return to Toronto will be five days after his arrival in San
Francisco. He would like to leave San Francisco around 5:00 p.m. on Air
Canada.
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Sell Air from Schedules in Viewpoint™

Find City or Airport

Once you have accessed the Air Availability dialog box, you can use the
Find City or Airport feature to locate airport codes. This reduces the need to
remember airport codes for infrequently used destinations

The Find City or Airport dialog box appears when you:

e Enter a name for a location instead of a code in the Departure City field,
e.g., Honolulu instead of HNL.

e Complete the Air Availability dialog box and no check mark appears in
the Auto-Tab box.

You can also view attractions and suburban cities in addition to airports,
other travel ports, and IATA cities. There is a Find field to type in a
location name. This becomes a "nearest city" tool for air requests. For
example, you can identify "Mayo Clinic" as an air destination. The City
Finder will show the three Mayo Clinics. You then select a specific clinic
and the nearest airport appears.

Once the Find City or Airport dialog box appears, you can enter additional
locations in the Find field to request alternate searches.
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Sell Air from Schedules in Viewpoint™

Here is an example of a response showing the three Mayo Clinic locations
with nearest airports.

Find City or Airport x
| Location " Distance ” Direction || Code |
- Eﬂ Maya Clinic, A2 - Urited States *PHx =
[+ Travel Ports:
~ [ﬂ Maya Clinic, FL - United States T
= Travel Ports:
A Jackzonvile Int drpt 21 i Morth west filivs
k= Gainesvile Regional B3 Mi wiest GHY
A Gylncodet Port B8 Mi MNorth Bk
ke [aytona Beach Flegional &mpt 77 Mi South DAR
A Craig Municipal Arpt B8 Mi East CRG
e Jacksorille Mas 14 Mi West MIP
s S5t Augustine Arpt 21 Mi South UST
2= Cecil Field Has 22 Mi West NZC
e Mckinnon Arpt B1 Mi Morth S5l
e Taplar Field Arpt 88 Mi Wwest acr
e fane County Arpt 88 Mi Morth west ATS
~ Eﬂ Maya Clinic, MM - United States *RS5T .
= Travel Ports:
ke Rochester Municipal 7 i South RST
A g Crasse Municipal E1 Mi East LSE
A Minneapolis 5t Paul Int B9 Mi Morth west MSF
A tazon City Municipal 73 Mi whest MW
k= Claite Municipal &irport 75 Mi Morth East EAl hd
Find: Imayo clinic 0K I Cancel

Display flight details

When you want more information regarding the flight, such as type of
equipment, number of stops, level of participation, you can display details
about the flight(s) from availability.

To display flight details, use the following steps.

1. Click a segment to select it. The segment is highlighted.
Keyboard: use the Up and Down arrow keys to highlight the first
segment.

To highlight additional segments, hold the Ctrl key down as you click
subsequent segments.

Keyboard: Press and hold the Ctrl key down. While holding the Ctrl

key down, use the Up and Down arrow keys and press the Spacebar to
highlight additional segments.
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Sell Air from Schedules in Viewpoint™

The following screen shows an example of one segment (in this case a
connection) selected.

TPk Sawch Sel Information Pares Siet Wiew Window Helb

@ vewpuint - [Air Availabibity (61 /2003, LGA-PHX) (6,15 2005, PHX-LGAY]

=8| x|

Date Wednosday. June U1,

From New Yok, NY

1150 AM

A

AA 127 ORD PHX BZSAM  1000AM LTS
AA TS LGA STL

o

EED STL PHX 2Z5FM 344PM o rE

(6] 2] ] ®, & L] a Al
Ttrarary sel cosisbo Detals Farss Mere web
| aa Fiom [To  [Depats [seves DES Coes ard =]

GIVISINLLITIGIUIES
¢ RIAIDIZIWIVIKIBIMIHG

303 LeA ORD &30AM T485M 0 M8z - - -

TZO0FM 142 PH 0 oWE3 c ot ot

UST 3T LGA Bl 2EEPM &15PM 0 OHB * YIBIMIAIHIVELEWISATE
iy
HP 05 OW1 PHX 4SSPM G4OPM L] © FAYTHTWADTOTLAKCVEME 50
UAT 00 LGA Bl 255FM &15PM D ODHB  t t YADAMEEAUKHAD4VAWASE
TAKALAGE
WP 06 BWl PO ASSPM GAOPM ("] * FAYTHTWAB7 O7LAKEVEME 50
€O 3 LGt FHX G4OAM 103SAM 1 7E - ASUIZSYSHIKINIBI OGS
US 031959 WS 195315
wa 55 UG DEN T10AM 115PM 0o = * FIYSRIMIEIUSHIOIVIWT
SCICK -GCAT n
F3 B DEM PHE 215PM 300PM o 3 * RYAS0 YIEIBIMIHI
OYVESINILATAGALUSES
Dare: Wednosday. June 00, 2005 Tee: 000 AM Avalabity Genseal
) frver Phumrse 87 - 1% 15 bt dral Sart) P Too Moam Yok MY 1EG 0 n ramactinl |28 =
o Humbes ot toon —~ Erndomers b —r ot : =

Avalablly Genedl 2

BIMANS

GAVISINILITIGIUIES

FTATYTBTHT ETMT LIV G7

W7 S7H1 01 00

* FTATYTBTHIETMTLIVIG?

W7 ST HI 01 00

FTATWT BT ETHI MTWIVT LY

G N7 57 67 00 @0

* FAYTHTWABTOTLAKIVEME S0 =

[Feeacy

liB18 [ | [ hm

2. Click the Details button.

The Availability Details window appears with details for the first
segment of the connection.

@ veewpoint - [Avadabiity Details <ARIIZI, LGA Lo DRD =]
Pl Informaton View Window Help

B g Lu |

=8| x|

e AN - American Ailines

Salrre AN Amarican Anbnes Flght. 1531

Froe OWave Inal Aspt (Chicaga)
To Sky Hanbor Intl Aspt (Phossni

From LGA - La Guardia
To DRD - D'Hare Int Arpt

Sow Infbght Services lor moal indeimation

Humber of stopr: 0

Epagrrmt MBI - MeDuornedl Douglas MID -
Joumey Tme: 6:31

s v pribimnswc Bl ler G99 pumvecomil

Bechirg Codes ared Arvadoble Seals

L = st Dt
© = Wit Chsnd
= On Reguest

Am Avatatin

F7 A7 ¥7 B7 H7 K7 M7 L7 V3 GO w0 50 NO Q0 00

Tere: 10:00 AM
Tive: 12226 PM

Dl Wiednesday, June 01, 2000
Date Wiedneaday, June 01, 2005

Partcgnd Level Secured Sell
Link: Avalabiity Supponied: yes
Inzade fuealabily Option: yas

Fnady

| o

Notice carriers and cities are decoded, and if present, additional classes
of service appear. Also, link participation levels are further explained.

3. To close the window, click the Close Window button.
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Practice
Access the Air Availability Request dialog box for general availability.

Use the following scenario to complete the general availability display:

1. Six months from today, your customer would like to fly one-way, non-
stop from Mexico City to Orlando. She would like flights departing after
10:00 a.m.

2. Display the flight details for the departure closest to 10:00 a.m.

Carrier Specific/Link Option Availability

Carrier Specific/Link Option Display allows you to view schedule
information directly in the airline’s reservation system. Currently there are
very few airlines that participate at this level and the majority service
international destinations.

When a carrier participates as Display Option Link (indicated by asterisk (*)
under Blue Diamond column on General Availability screen) you must use
Carrier Specific/Link Option Availability to see the most accurate
availability information. Unlike the general availability request, you can add
only one segment to a carrier specific/link option itinerary.

To request carrier specific/link option availability, use the following steps.

1. Click the down arrow on the Air toolbar button.
Keyboard: Press: Alt+A

The Air menu appears.

A ailabilicy 3
Direct Sel,.,

Fare and Schedule Display. ..
ARME

Flight Frequency Display. ..

Flight Information. ..

Inflight Serwvices 3
Add Yendor Locator, ..

[pdate &l Schedule Changes

Seaks 3
foifa, ..
Zancel and Rebook via r

2. Click Availability on the Air menu.
Keyboard: Press: A

3. Click Carrier Specific/Link Option Display...
Keyboard: Press: C
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The Carrier Specific Air Availability Request dialog box appears.

Carrier Specific Air Availability Request

Date |3£29£2DDE vl Itinerary Planner
Departure City I vl % ltinerary
Aurival City I vl

Time [B00&M | [by Depaiue |

Airline: I j' Check carier specific availability for all legs of your itinerary by adding
Cameling iy ﬁ each gegment and then pressing Search.
Flight Type |2 Types |
Booking Code | (First Avalabilty)

v Aute-Tab

Add | I mdify | Delete | Search I Cancel

List of current segnients For this request

Note: Carrier specific availability is limited to one leg at a time.
4. Enter the departure date.

Note: Today’s departure date automatically appears. You can change
the date by typing over the old date, or using the calendar. To access the
calendar, click the down arrow and select a new date, click the date, then
click the OK button.

5. Type the mandatory segment details in each box: departure city, arrival
city, time, and airline. Type either a code or name for an airport, city or
airline. Tab to the next blank box. Continue to type the information in
the blank boxes. Both codes and names are acceptable entries for airlines
and cities.

a. When multiple airports serve a city, or if you are not sure of a correct
code or name, click the arrow to the right of the box to open the Find
City or Airport dialog box.

b. Enter the location in the Find field.

c. Click the arrows to open the options available for the location.

d. Click the OK button.

6. Specify flight type and/or connecting cities.
7. Click the Add button to add the segment to the Itinerary Planner.

Note: After a segment is added, the Departure and Arrival City do not
automatically reverse and the Add button is disabled.

8. Click the Search button to view availability.
Keyboard: Press Alt+S

The air availability for the requested airline appears.
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Sell Flights

You are at the next step in the sell process based on schedules. After
determining which flights are best for your customer, you are ready to sell
the flights.

There are several ways to sell air segments through Viewpoint™,

e Sell from General Availability or from carrier specific/link option
availability.
e Direct sell.

Sell from Availability

You can sell flights directly from General Availability or a carrier
specific/link option availability display. Remember that you can add only
one segment to a carrier specific/link option itinerary.

To reference sell flights, use the following steps.

Caution: Since you are booking in the live system, all segments must be
canceled during training or your agency is subject to unwanted charges.

1. Take one of the following actions.
a. To sell one flight segment, click to highlight the segment.
Keyboard: Use the Up and Down arrow keys to highlight the
segment.
b. To sell multiple flight segments, such as round trip:
—  Click the line for the first segment.
—  Press the CTRL button (on the side of your keyboard) and hold it
down.
—  Click the line for each additional segment.
Keyboard: Use the Up and Down arrow keys to highlight the
first segment. Press and hold the Ctrl key down. Use the Up and
Down arrow keys to highlight the next segment and press the
Spacebar.

2. When all desired segments are highlighted, click the Sell button from the
toolbar.
Keyboard: Press Alt+S, F
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The Air Sell dialog appears.
> ||

“rou must select the booking code for each Hight to be sold.
Awailability Codes: L ='Waitlist Open  C ='Waitlizt Closed F =0On Request A = Available

Flights ta Sel Selected Booking Code  Available Codes
{Flight: Air Canada 9706 D ednesday. June 01, 2005 B 3
:Depart: Dorval Intl {Montreal] Arive: Juarez Intl (Mexico City] ; }CI i
Flight: Mexicana 0880 [ate: Wednesday, June 08, 2005 L o
Depart: Juarez Intl (Mexico City] Amive: Dorval Intl [Montreal) a5
v oo
T 9
Murnber of seats:l'I 3: Request Code: NN - REQUESTED j Booking Code: I"f'

Sell I Cancel

Specify the booking code

3. To change the number of seats, click the up or down arrows in the
Number of seats field.
Keyboard: Press Alt+N and then type a number.

4. To change the Request Code, click the down arrow to display a list and
click your choice.
Keyboard: Press Alt+E and then use the Up and Down arrow keys to
scroll through the list.

5. Type Y (coach) in the Booking Code field.
Keyboard: Press Alt+B, then type the booking code.

If booking class is: Then:
Same for all segments Select specific code. This code is applied
Note: All segments are to all segments.

automatically highlighted.

Different for each segment Click first segment, then click specific
code. Repeat this procedure for each
segment.

Note: After clicking first segment,
highlight is removed from all other
segments.

6. To sell the segment(s), click the Sell button.
Keyboard: Press Alt+S
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The sell response appears in the Vendor Summary window.

[£] B

[£] 2

Feady

AC - Air Conada

Date. Wednesday. Jure U1, 200%
PQ - CA [Dorval Intl] YUL
- W uarne Intl) MEX

Status: 85 - Sald

From: Montreal,
Tu. Memu ity

Meaanges

jor Summeary]

light Number: 9706 Booking Code: Y B Seats: 01
Depats. BUSAM  Asves. 1239 PM

Sell Type- Last Seat

OPERATED Bv MEMICANA DE AVIALION

MX - Mexcana

Meatage:

Date. Wednesday. June U 200%
From: Mexico City - M [Juarez Int)
Tu. Montreal. FU - CA [Dorval Inll] YUL
Status: 85 - Sald

Thght Number: 0000 Dooking Code: ¥ B Seats: 01
Departs. 205 FM  Asves. B.05 FH
MEX

Soll Type- Last Seat  Flectonic Ticketing Indicator: Yes

UPERATED B MEMICANA *

OFFER CARMOTEL  »CAL

sHOA

e

return to the itinerary window.
Keyboard: Press Alt+W, 1

Click the Itinerary button to close the Vendor Summary window and

The sold segments now appear in the Itinerary window.

"I File Edt Ar Fares Car Hotel Queues Map Yiew Tooks ‘indow Help = 18] |
=
a2 © . & . x 8 & @ @9 ® . F = g B
Terminals  Customer Shop Air Fares Car Hatel Hap Finish Issusbocs  E-Mail Web Cruise
E@ Record Locator: new record
B T Names
BROWN, TOM
E@ Ticketing Arrangement
L Ticketing Arrangement:
L E39ueue Minders
Ttinerary
L AC - Air Canada Flight Hurrber: 9706 Bocking Code: ¥ # Seats: 1
Date: Wednesday, June 01, 2005
From: YUL - Dorval Intl, Montreal PQ - Canada
éﬁ' To: MEX - Juarez Intl, Mexico City Mexico
Departs:  8:05 AM Arrives: :
Status: SS - Sold Sell Type: L - Last seat
Cperated By:MEXICANA DE AVIACION
z MX - Mexicana  Flight Numher: 880 Booking Code: ¥ # Seats: 1
Date:  Wednesday, June 08, 2005
&& From:  MEX - Juarez Intl, Mexico City Mexico
To: YUL - Dorval Intl, Montreal PQ - Canada
Departs: 2:05 PM_Arrives: 8:05 PM
Status: SS - Sold Sell Type: L - Last seat
Awalable for electranic ticketing
@ web Bookings
& Stored Fares
E-mail
[ie18 | IS I ) e |

Ready
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Practice
Access the Air Availability Request dialog box for general availability.

Display general availability for your customer who wants to fly round-trip
from Vancouver to Edmonton 4 months from today with return flights to
Vancouver 7 days after her arrival in Edmonton.

1. From the one general availability display, sell one Y class seat on the
earliest departure from:
a. Vancouver to Edmonton, and
b. Edmonton to Vancouver.

Note: You will use these segments in the next practice.

Direct Sell

Direct sell a flight when you know the airline and flight number your
customer wants. The direct sell dialog box allows you to request flights, as
well as book passive or open segments.

Add a passive segment to an Apollo® PNR when you have booked the flight
directly with the airline.

Add an open segment when your customer is not sure when to travel.

To direct sell a flight, use the following steps.

1. Click the Air button down arrow and select Direct Sell from menu.
Keyboard: Press Alt+A, D

The Air Direct Sell dialog box appears.
wowectsel _______________________H|
Airlire: I j

Flight; I [~ Open Cancel
Booking Code: I

Date: |3/29/2005 =]
From: I j Tirne: I Times must bath be
valid if prezent.
Tar I j Time:l
Request Code: INN j

MHumber of Passengers: I1 _|: Add endar Lozatar |

Enter carrier code.
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2. Complete the Air Direct Sell dialog box using the guidelines in the

following table.
In this field: Type:
Airline Airline code or name.
Flight Flight number. Note: If selling an open-air segment for

ticketing, click open.

Booking code Desired booking code.

Date Default is today’s departure date. Type over date or use
calendar to change date.

From Code or name for a departure airport or city. If multiple
airports serve a city, select one from city finder list.

Time Departure time or leave blank. If left blank, time is filled in
automatically.

To Code or name for an arrival airport or city. If a city is
served by multiple airports, select one from city finder list.

Time Arrival time or leave blank. If left blank, time is filled in
automatically.

Request Code Default is requested (NN). Click Down arrow to view a list
of action codes.

Number of Default is 1. If more than one passenger, type over 1 or
Passengers click Down arrow to select number from a list.

3. You are now ready to complete the sell. Click the Sell button.
Keyboard: Press Alt+S

The sell response appears in the Vendor Summary window.

{8 viewpaint - [ell, *todily, Lanced - vendor Summary]

T Fim Bl Wew Window Heb =8

el

18] i Sell Resulls

UA lnied  Flight Humhes 241 Booking Codec ¥ 8 Seata: 01
Date: Wednesday, June 01, 2005 Depaits: 6:35AM  Amives: :07 AM
From Chicago. IL - US [UHare Inll Apt] URD

Eljst To- D N - UG [Denver Intl Ampt] DER

. [
totus: 55 - Sobd Electronic Ticketing Indicator: Yes

Mesage:
DEPARTS NRAD TERMIMAL 1

rieady

Note: An alert message appears when the air sell is unsuccessful.
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Passenger Name Record

Mandatory Fields

You are now at step 3, building the Passenger Name Record. A Passenger
Name Record or PNR contains a record of passenger reservations and
associated information. A PNR has an itinerary for one or more passengers
and specific types of information maintained in passenger data fields. The
passenger data fields fall into two categories:

e Mandatory PNR fields.
e Optional PNR fields.

Apollo® does not let you save the PNR unless it includes all mandatory
information.

The following table lists the five mandatory fields and their description.

Field Description

Name Name of each customer for whom reservation is made. Can enter
up to nine names in a PNR.

Phone Customer phone number. Include more than one phone number.
Ticketing Date to issue travel documents (such as air or train tickets).
Received Name of person who requested reservation, e.g., name of

customer, secretary, or another agent.

Itinerary Actual reservations. Can contain air, car, hotel, cruise, tour, or
rail reservations; or any combination of these.

Add Customer Information

When you don’t have a profile created for a customer that you can move
information from to start the PNR, you can add the PNR fields individually.

This section describes how to complete a PNR by adding the following
fields:

e Name

e Phone

e Address (Optional)
e Ticketing

e Received

e Form of payment

Note: For detailed information on profiles see this module: Add Agency,
Company, and Traveler Information.

18
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You use the Customer Information dialog box to enter this information. You
can access the tabs in any order.

Here is an example of the Customer Information dialog box with the tabs.

Customer Information E I

Mame |Frequent FI_I,JerI F'honel Addressesl Ticketingl Farm of F'aymentl E-Mailsl

Lazt Mame [required): ||

Firzt Mame [required) I
and Title [optional):
Marne Field Remarks I
[optionall:

[ Infant

ddl | Madiy | Delee |

I armes:

Tupe | Lazt Mame | Firzt Mame | Hame Remarks - Optional |

ak I Cancel |

Note: Before you can enter Frequent Flyer information, you must first enter a
name and save it to the Itinerary.
To add PNR customer information, use the following steps.

1. Click the Customer toolbar button.
Keyboard: Press Alt+F

Note: If you have already started to build a PNR and you press the
Customer button, the New PNR warning screen appears.

T~ |

Pregsz Create PMNR to ignore the curent PMR and begin editing a new PHNR

Pregsz Edit Exizting PMB to make changes to the curent PHNA

Presz Cancel o exit thiz dialog without making any changes.

Create Mew PMR... Edit Exizting PMR... Cancel

Ignore PMR and create a new one.
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The Customer Information dialog box appears.

Customer Information E I

Mame |Flequent FI_l,lerI F'hcunel .&ddlessesl Ticketingl Form of F'a_l,JmentI E-Mailsl

Lazt Mame [required): ||

First Mame [required) I
and Title [optional]:

Mame Field Fie.marks I I Infant
[optional]:
sdd | Mediy | Delete |
Mames:
Tupe | Lazt Mame | Firzt Hame | Mame Remarks - Dptional |

Ok, I Cancel |

2. To add the Name field:

a. Type the last name of the first passenger (required).

b. Type the first name and passenger’s title (e.g., Mr., Ms., etc.)

c. Add any name field remarks (e.g., child age 10 years) (optional).

d. If the customer is under two years old, click the Infant check box.
Keyboard: Press Alt+]

e. Click Add. The name details transfer to the lower box.
Keyboard: Press Alt+A

f. If there are additional passengers on this PNR, repeat steps a. through
d.

Note: You must enter at least one name in the PNR Name field. Each
PNR can hold up to nine names. For most corporate customers, you
should book one customer per PNR. There are times however, when
customers who are traveling together want to be booked in the same
PNR.

3. Click the Phone tab.
Keyboard: Tab to the Name tab, then press the Right arrow key twice.
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The Phone tab appears with your agency phone number displayed.

Note: You should always enter the agency phone number first, because

Apollo® automatically sends the first three Phone fields to all carriers in
the itinerary. There may be times when an airline will want to call you

regarding your customer’s flight.

To add the agency phone field as is, just Click Add.
If you want to append your name at the end of the phone number

Tab 3 times to the Phone number and hit the End key on your keyboard,
type your name, and then click Add.

Customer Information I

Mame | Frequent Flyer  Phone |.&ddresses| Ticketingl Farm of F'a_l,lmentl E-Mailsl

" Fresform: I
City Code: Type: Phohe Murmber:
@ Standard |CHI - CHICAGD x| [TRAVEL AGENT | [a47 515-4000 TRAINING
Add A mdify | [elete |
Phores:
City Code | Type | Murber / Meszage |

0K I Cancel |

4. To add another Phone field:
a. Type the 3-character City Code for the customer contact (e.g.,
Chicago — CHI) or click the down arrow to select a code from the
Find City or Airport dialog box.
b. Type the first letter of the contact type or select a type from the drop-
down list.

The following table lists the contact types and their description.

Contact type Description

Travel agency Identifies phone contact as a travel agency.
Considered airline’s primary contact.

Business Business phone for advising schedule or fare
changes.

Residence Residence phone for advising schedule or fare
changes.
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5.

Contact type Description

Accommodation | Hotel phone for you or airline to advise any changes
in flight schedule.

No contact No phone number available.

Fax Fax phone for sending an itinerary or other form of

information.

Email address

Email address for sending an itinerary or other form
of information.

Mobile

Mobile phone for advising schedule or fare changes.

Cell

Cell phone for advising schedule or fare changes.

c. Type the phone number.

d. Click Add.

Keyboard: Press Alt+A

The phone details transfer to the lower box and now you are ready to
add another phone number.

Click the Addresses tab to add the customer or delivery addresses. This

is an optional field.

Keyboard: Tab to the Name tab, then press the Right arrow key twice.

The Addresses tab appears.

Customer Information

Mame

Street Address

City, State or Pravince
Optional Field

Optional Field

Optional Figld

Addrezzes

Marme I Fraquent Flyerl Phone Addresses |Ticketing| Farm of F'ayrnentl E-Mailsl

" Customer &ddress Field

& Delivery Field

Add

Fid mdify |

[Elete |

The Delivery field requires that you must enter data in the first subfield

Change Sub Field |

Addrezz <nonex

Delivery: <none:

ak. I Cancel

22
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Apollo® reads the address for your customer from the Address field or
the Delivery field, for purposes of billing, delivery, or both. Apollo®
generally references the Address field for billing and the Delivery field
for delivery.

Y ou might only include one of these fields in a PNR, but may choose to
use both under the following circumstances:

e The billing address is different than the delivery address.
e Additional delivery instructions exist, such as leave with front desk.

6. To add an address field:
a. Type the customer’s address and delivery address information,
tabbing from field to field.
b. Click Add to transfer the address details to the lower box.

7. Click the Ticketing tab.
The Ticketing tab appears.

Customer Information E I

Name | Frequent Flyer | Phone | Addresses  Ticketing | Form of Payment | E-Mails |

€ Tal : Amnange Ticketing Date

© Taw : Amnange Follow-up Date

© TL  : Time Limit

T : Pazzenger Already Ticketed
£ Other / Manual

& None

|' Ticketing Message

[u]4 I Cancel

The Ticketing field identifies one of the following:

e Date to issue ticket.
e Acknowledgment that ticket 4as been issued.

Unlike Name and Phone fields, where the PNR will accept multiple
names and phone numbers, the Ticketing field is a single-item field. You
can enter only one Ticketing field in a PNR.
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8. Use the guidelines in the following table to add the ticket information.
Depending on the ticketing type you select, the Ticketing tab will display
additional required and optional fields.

Ticket Type Required Information Optional
Information

TAU Date Remarks, Branch
office code

TAW Date, Time, and/or Account Remarks, Branch
office code

TL Time, Date, or Pick-up at airport | Remarks, Airport,

30 minutes prior to departure Airline

T N/A N/A

Other/Manual | T/ (automatically filled in) Freeform text after T/

None N/A N/A

9. Click the form-of-payment type from the list on the left side, e.g. Credit
Card, Check/Cheque, Cash, Other, or None.

The Form Of Payment tab appears.

Customer Information I

Mame I Frequent FI_l,lerI F'hnnel .ﬁddlessesl Ticketing Form of Papment |E-Mai|s|

€ Credit Card: — Hint
. Specify Ma Farm of
Handor I j FPayment or delete
current Form of
Card Mumber: | Payment.
f @rath: ‘rear

Expiratian: I— I—

[ Extended|Papment

" Check/Cheque

" Cash
Use @ or [ to separate items.

" Other |3 Freefom j I

f+ Mone

ak. I Cancel |

10. Select the Form of Payment.

Note: If you select Credit Card type, complete the Vendor, Card
Number, and Expiration fields.

11. Click OK.
The fields that you completed appear in the Itinerary window.
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Price Itinerary

After building the PNR, you are at the next step, pricing the itinerary to quote
the total fare to your customer.

Note: You can also price the itinerary without building the entire PNR.
However, Apollo requires the Name field to store the fare.

Apollo® Pricing Assumptions

Apollo®™ makes several assumptions when you price an itinerary. These
assumptions are defaults used by Apollo”. When you price an itinerary
Apollo:

Price at Best Buy

You price an itinerary at Best Buy to ensure your customer gets the lowest

Quotes the fares for all passengers.

Assumes all passengers are adults.

Prices all air segments except waitlist, ARNK, and auxiliary segments.

Prices all segments at the lowest fare for the class of service booked.

Considers flights with layovers of /ess than four hours domestic or 24
hours international as connections.

Considers flights with layovers of four hours or more or 24 hours or
more international as stopovers.

fare for the flight he/she wants. Apollo displays the lowest available fare for
the itinerary booked.

To price an itinerary at Best Buy, use the following steps.

1.

Click the Fares toolbar button down arrow and select Fare Quote.
Keyboard: Press Alt+R, F
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The Fare Quote dialog box appears with three tabs: Name, Flights, and

Other.
Fare Quote
Mames | Flights | Other | Selected Options
Mame | Passenger Cods | Ticket Code [ FrivateF ares

Brawn, Tom

¥ Al Names
™ Use Pic Only

Pasezenger Description: I j

Ticket |dentification Code: I
Hint

If & name [this tab] ar a segment (Flights' tab) has a checkmark to the left of it, then that name or
segment will be included in the fare quate when the OF, button is pressed. ~Fare Quats Type

. ” ; " Duote as Booked
If you wizh to add name or segment madifiers to specific names or segments, then you must first
zalect the items to which the modifiers should be applied. A selected item will be highlighted against @ BestBuy
the backaround of the selection bax. ¢ Best Buy Regardless

i~ Best Buy Compare
" Best Buy Quote

Cancel

Multiple items may be selected by pressing the contral key down at the same time as using the
mousze ta click on the desired names / segments.

Quote the best fare considering all available booking codes

2. On the Name tab, Best Buy is already selected as the default. Click OK.

3. Take one of the following actions.
a. If the assumptions on the Names tab are correct, go to Step 4.
b. If you need to override the assumptions on the Names tab, use the
guidelines in the following table.

To price: Do this:

Specific passengers Click All Names to remove checks from all
passengers, then click specific name you want to
price.

Specific passenger Click Passenger Description down arrow and

description select desired description.

Ticket code Tab to Ticket Code box and type ticket code.

The Selected Options text box displays the options you have selected.
The list builds up as you add entry lines. Whenever you change a fare
option, the entry line in this list is updated automatically.

You can work directly with the entry lines by highlighting them in the
list. To remove or reset an entry to its default value, press Delete.
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4. To identify flights to be included in the quote, the fare and booking codes

to be used, flight
Flight tab.

modifiers, and to integrate PrivateFares™, click the

Keyboard: Tab to the Flights tab and press the Right arrow key.

The Flights tab appears.

Fare Quote

Mames Flights |Dthe| I

Selected Options

v &l Confirmed Flights:

Flight g Date | Route Status | Time | Options Applied | FrivateF ares
¥ WUM YULMEX 551 8054M -12:35PM  PrivateFares
%l YooBIUM MERYUL 551 206PM - 205 PM  PrivateFares

¥ Use PrivateFares

[~ PrivateFares Only
fraie Cade: I [~ Met Fares Only
Booking Code: I Pzeudo: [1B1B vl
[Cabit: INo Preference ' Account: lﬁ —Fare Quate Type
[~ Cornection Contract: lﬁ " Quote as Booked
[~ Stop Ower i« BestBuy

Break Fare
’7 ™ Break

[~ Don't Break Imust break fare -

" Best Buy Regardless
= Best Buy Compare
" Best Buy Quote

For all segments, break means:

oK Cancel

Flight list - checked items will be included in quote, highlight: item(s) to add segment modifiers

5. Take one of the following actions:

a. If the assumpt
b. If you need to

ions on the Flights tab are correct, go to Step 6.
override the assumptions on the Flights tab, use the

guidelines in the following table to complete the fields.

In this field: Do this:

All Confirmed Click to remove check mark from all flights,

Flights then check specific flight you want to price.

Fare Code Enter a fare basis code for selected flight. This
narrows quote to one fare.

Booking Code Enter booking code to override actual booking

class of itinerary and quote a fare assuming
itinerary is booked in class specified.

Note: You can use this qualifier only if you
have specified a carrier.
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In this field: Do this:

Cabin Enter cabin type to fare quote only those fares
applicable to specified cabin.
Note: You can use this qualifier only if you
have specified a carrier.

Connection Check to force a connection with next flight in
itinerary.

Stop Over Check to force a stop over with next flight in
itinerary.

Break Fare Check to indicate when fare must/must not be

broken and when fare must only break at
destination city of segment.

Use PrivateFares

Check to use PrivateFares™ for fare quote.

PrivateFares Only

Check to use PrivateFares™ exclusively for fare
quote.

Pseudo If required change the Pseudo City for which the
PrivateFares™ apply. Possible if you have
Selective Access™ or a joint agency agreement.

Account Enter or select Account Code of private fare.

Contract Enter or select Contract Code to identify

contractual fare agreement you have with
account above.

To add additional qualifiers applicable for the fare (e.g. currency, penalty
percentage, taxes, or commissions), click the Other tab.
Keyboard: Tab to the Other tab and press the Right arrow key.

The Other tab appears.

Namesl Flights Other I

Fare Quote E

Selected Options

r~ Tax Infarmation

PrivateF ares

™ Erempt Al #

| Tax Code | Applies to a Country

™ Exempt Specific

Add sy
Delete <¢

I™ Applies to s County

Code; I j

r— Penalty Information

™ Mo Maximum Stay
™ Mo Advance Purchass

- Camrigsion:

™ Nao Minimum Stay Penalty Tolerance ITEIIJ ::I % I & mount

oz

™ Price as if Booked Today

Ticket City: 'I

r Currency |nformation  Ticket Typs
Alternative Currency: I j I™ E-Ticket Driy
I” QuoteinUSD [ Quotein Euro Curency I™ Paper Ticket Only — Fare Quate Type
™ Quate in CAD [~ Quatein Local/Mational Currency " Quote a5 Booked
% Best Buy
.  Best Buy Regardless
Sell City: VI Plating Carrier: vl @ Gty B

Ticketing Date: vl " Best Buy Quate

0K Cancsl

The entire PIR is kax exempt
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If the assumptions on the Other tab are correct, go to Step 7.

If you need to override the assumptions of the Other tab, use the
guidelines in the following table to complete the fields.

In this field:

Click to:

Alternative Currency

Select from a list fares filed in this currency,
without affecting currency of quote.

Quote in USD

Quote fare in US dollars.

Quote in CAD

Quote fare in Canadian dollars.

Quote in Euro Currency

Quote fare in euro currency.

Quote in Local/National
Currency

Quote fare in local currency.

No Minimum Stay

Exclude fares with minimum stay restrictions.

No Maximum Stay

Exclude fares with maximum stay restrictions.

No Advance Purchase

Exclude fares with advance purchase
requirements.

Price as if Booked Today

Price Fare Quote as if booked today.

Exempt All Taxes

Display base fare. By default passengers are not
exempt from ticketing taxes.

Exempt the Following
Specific Taxes

Work with basic tax exemption information
needed to make a fare quote. Tax information
applies to whole itinerary. Some passengers
(such as government officials and diplomats)
may be exempt from country and airport taxes.

Note: You may use these qualifiers only as
whole itinerary qualifiers.

Code Select from a list countries for which passenger
has airport tax exemption.

Applies to Country Indicate if passenger is also exempt from
country taxes (for country identified).

Add>> Add specified country tax code to list opposite.
Added tax codes also appear in Overall Itinerary
Options list below.

Delete<< Delete a selected tax code from list.

Penalty Tolerance

Enter a percentage to exclude fares with a
cancellation penalty higher than percentage.
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In this field: Click to:

Sell City and Ticket City | Indicate if ticket is to be sold or issued in a
country other than that of the agency location.
Must include city of sale and city of ticket issue
in fare quote request. If sale and ticketing is to
take place in same country, identify Sell City. If
sale is to take place in one country, and ticketing
in another, enter codes in both Sell City and
Ticket City fields.

Plating Carrier Include plating carrier so that any passenger
facility charge may be calculated.

Ticketing Date Enter a date to display fares which may be
sold/ticketed at a future date. System default
assumes that you are issuing ticket today. If you
are not, you may include a future ticketing date
as fares may change during next IATA Rate of
Exchange (ROE) period.

Commission Enter commission amount or percentage that
should apply to quote.

Click OK to get the fare quote.
Keyboard: Press Enter.

The Fare Quote results appear.

& viewpoint - [Fare Quote] mE
T Fle Fares Sl View Window Help NETET
- & - i 2] G - B AE
Ttinerary Rules  MisageRodting  Curency Sell RebookFare  StoreFare Web CloseWindow
Tetak  841.71 USD List of Selected Quaifiers
Type:  BestBuy Privaier s

Names: Brawn, Tom

Existing Flights:
AT G706 LIUN YULMEX 8:05 AM - 12:35 PM < Inteqrate PrivateFares: 1818/
M 880 8JUN MEXYUL 205 PM - 805 PM <~ Integrate PrivateFares: 1818/

E1%% Total Quote Details

Quote Date: 12 May 2005
Last Date to Furchase Ticket with a Booking Date of Today: 13 May 2005
[} Total Fare: 841.71 USD
Base Fare: 958.00 CAD
Equivalent Fare: 773.00 USD
Taxes: 68.71 USD
51 Rebook: booking code change required
t AL 9705 TJUN YULMEK £:05 AM - 12:35 PM <~ rebook fram ¥ 1oV
b B30 BJUN MEXYUL 205 Ph - 805 P <~ rebook from ¥ to H
Fare guaranteed at icket issuance
[ Most Restiictive Rules (10)
Mirimum Stay: Return no earlier than 3 das after departure
Masimum Stay: Return no later than 45 days after departure
Fiesarvations: Book al least 7 days before departure
Ticketing: Ticket no later than 24 hours alter reservations and at least 7 days before departure
Penalties: A fee of 100.00 USD is assessed for itinerary changes. and a fee of 100.00 USD is assessed for refunds
Day/Time Applcation: See Rule Detail or Summary
Seasonal Appication: See Rule Detail or Summary
Stopovers: See Rule Detail or Summary
End to End Combinations: See Rule Detail or Summary
Ticket Endorsements: See Rule Detail or Summary
Messages
- Fare Basis Codes [by segment; (o view rules use Fare Components below)
[ Adult
t From: YUL Te: MEX Fare Basis: VLXRAP7
From: MEX To: YUL Fare Basis: HLXRAP7

B T Passenger and Fare Details

Resdr |iB18 | o e e e

Each fare quote result provides additional information regarding the total
fare quote and information specific to the passenger. Click the plus or
minus symbols in the display to expand or collapse the information.

30

Viewpoint™ Study Guide, July 2005



Sell Air from Schedules in Viewpoint™

Store the Fare

The Total Quote Details gives you the total fare for all passengers and all

segments in the itinerary. To view the fare quote for each passenger,
click the plus symbol to expand the Passenger and Fare Details.

Click the Rebook Fare toolbar button.

The Best Buy fare quote appears with a Rebook Successful message box.

& Yiewpoint - [Fare Quote]

T File Fares Sell Wiew Window Help

=181 %]
=18] x|

b - & - % (e - = AE

Itinerary Rules Mileagerauting CUITEnCy el RebookFare StoreFare Web Clasetindow
Total  B41.71 USD List of Selected Qualiiers
Type: Best Buy PrivateFaes
Names: Browin, Tom
Existing Flights;

AC 9705 TJUN YULMEX 8:05 AM - 12:35 PM <~ Intearate PrivateFares: 1B18/

M= 880 BIUN MEXYUL 2:05 PM - 8:05 PM < Integrate PrivateFares: 1B1B/

B8 Total Quote Details

Quote Date: 12 May 2005
Last D afe to Purchase Ticket with 2 Booking Date of Today: 13 Mayp 2005
[=}- Total Fare: 841.71 USD
Eﬁase Fare: 958.00 CAD
Equivalent Fare: 773.00 USD
Taes 68.71 USD
[} Rebook: booking code change required o
t AL 3708 1JUN YULMEX 8:05 AM - 12:35 PM ¢~ rebook from Y to V¥ 4.) Rebook Successful
b2 80 BIUN MEXUL 205 PM - 805 FM <- rebook from ¥ to H
Fare guaranteed at licket issuance
- Most Restiictive Rules (10)
Minimum Stay: Return no earlier than 3 days after departure
Matimum Stay: Return no later than 45 days after departure
Fieservations: Baok at least 7 days before departure
Tickeling: Ticket no later than 24 hours after reservations and at least 7 days before departure

Fenallies: A fee of 100.00 USD is assessed for ilinerary changes, and a fee of 100.00 USD is assessed for refunds
Day/Time Applicalion: See Rule Detail or Summary
Seasonal Applcation: See Rule Detail or Summary
Stopovers: See Rule Detail or Summary
End ta End Combinalions: See Rule Detail or Summary
Ticke! Endorsements: See Rule Detail or Summary
Messages
[} Fare Basis Codes (by seament: to view rues use Fare Companents belon]
[l Adult:
t Fiom YUL To: MEX Fare Basis: VLXRAP7
Fiom MEX To: YUL Fare Basis. HLXRAPT

33 @ Passenger and Fare Details

Ready [1B18

9. Click OK.
10. Click the Itinerary button to return to the Itinerary.

The next step is to store the fare quoted to the customer for the booked

itinerary. Viewpoint™ makes it easy for you to store a fare into a PNR. By

storing the fare quote, you create an Automatic Ticketing Fare Quote
(ATFQ) field in the PNR. It prepares the PNR for ticketing and keeps the

pricing information readily accessible.

In order to store the fare, you must enter a customer name in the PNR.

After displaying a fare quote, you can store the fare from the:

Fare Quote window.

Itinerary window.
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After you have stored the fare, you can view it the Stored Fares section on
the Itinerary window as you see below.

@ viewpoint - [PNR - BROWN] [_ =]

T\ File Edt Ar Fares Car Hotel Queues Map Miew Took Mindow Help == =]
=

g © . B 0% 08B & @ 9 % _ F (SR = LE
Terminals  Customer shop Ar Fares Car Hatel Map Finish IssuEDocs E-Hail web Cruise

0 € Names = |

BROWN, TOM

2] @ Ticketing Arrangement

L Ticketing Artangement:
L Cqueus Mindsrs

t AC - Air Canada Flight Number: 9706 Booking Code: ¥ # Seats: 1

Date: wednesday, June 01, 2005

% From: YUL - Dorval Intl, Montreal PO - Canada
To: MEX - Juarez Intl, Mexico City Mexico
Departs: B:05 AM  Arives: B
Status: 55 - Sold Sell Type: L - Last seat

Operated By:MEXICANA DE AYIACION

2 MX - Mexicana  Flight Number: 880 Booking Code: H # Seats: 1
Date:  Wednesday, June 08, 2005
é& From:  MEX - Juarez Intl, Mexico City Mexico L

Tor YUL - Dorval Intl, Montreal PQ - Canada
Departs: 2:05 PM  Arrives 205 PM

Status: S5 - Sold Sell Type: L - Last seat
Avalable for electronic ticketing

@ web Bookings

=] % Stored Fares

1 Fare Type: OK Grand Total: 841.71
Taotal: USD 841.71 Quoted: 5/12/2005
% Fare Status: Unticketed
Base Fare: CAD 958.00 Total Taxes: USD 68.71
Either Paper or Electronic Tickets are acceptable
H Modfiers

F1 Fomail =l
Ready 1B1B [ (] T T 0 [

Store Fare from Fare Quote

After you have entered a customer name and sold at least one air segment,
you can store the fare from the Fare Quote window.

After displaying the fare quote, to store the fare in the PNR use the following
steps.

1. Click the Store Fare toolbar button and select Store Now.
Keyboard: Press Alt+F, S

Viewpoint™ displays a message box confirming that the fare was stored
successfully.

Galileo Yiewpoint E I

@ Fare waz Stored Successiully.

Note: If you have not yet added the Name field to the PNR before
storing the fare, you receive the following message UNABLE TO FIND
SPECIFIED NAME.

2. Click OK to close the confirmation dialog box and return to the Fare
Quote window.
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Note: Sometimes certain data must be present, such as a validating
carrier, before you can store a fare. When this occurs, a prompt appears
requesting the required information. Type the required information and
click OK.

3. Click either Close Window or Itinerary to close the Fare Quote window
and return to the Itinerary window. The Fare Quote appends to the
Stored Fare section on the itinerary window.

Store Fare from Itinerary Window

You can also store the fare from the Itinerary window after displaying a fare
quote.
Use the following steps to store a fare quote in the PNR.

1. Click the Fare toolbar button and select Add Stored Fare from the menu.
Keyboard: Press Alt+R, O

The Add Stored Fare dialog box appears with the Best Buy fare.
nddstoredree &

g Cuoted fares that apply to the currently booked itinerary are lizted here.
Select one and press OF. ko share it

iest Buy -341.71 LUSD

E [uoted fares that cannot be stored are listed here, along with an
explanation, These can be viewed by zelecting one and pressing the
Dizplay bButtamn.

k. I Cancel Diizplay Ticket Modifiers

Storeable Fares - Select a Fare to Store

2. Click OK.
Keyboard: Press Enter.

Note: Be sure you have a Name field in the PNR.
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A message box appears advising you that the fare was stored
successfully.

X

g [uoted fares that apply to the curently booked itineran are lizted here.
Select one and press OF. o stare it

Buw-841.71 USD

Galileo Yiewpoint |

g (uoted L] ": Fare of 841.71 USD successfully stored.

explana d 0 the

Diizplay

k., Cancel Diizplay Ticket Modifiers

Submit changes and conkinue

3. Click OK.
Keyboard: Press Enter.

The Itinerary appears with the stored fare.

& viewpoint - [N - BROWN]
Tl Fie B Ak Farms Cor Hotel Quoumrs Mop View Tooks Window  Help =1=1 =
a0 .8 . & & & ¢ w P L e
Tenminsk Curlommer e L Fares Car Hotsl M Firish Tsgus E-Mal ‘Wab Cruise
ET €5 Names =
B cromwn, ToM
[ 1@ Ticketing Arrangement
L Tichosting Aerargement s
L E0guem Mirders
=
[ ][_] Ttinerary
1 AL - Alr Canarda Fight Nurbes: U700 Bocking Code: ¥ 8 Snats: 1
Dater: Wednesday, June U1, 2005
’Eﬁ From: YUL - Dorval Intl, Montreal PQ - Canada
Tex MEX - Tsaree Intl, Mexico City Mesico
Laparts: BAOS AM Armves: 1235 PM
Status; 55 - Sold Sel Typs: L - Last seat
Operated Dy:MEXICANA DE AVIACION
M - Mexicana  Fight fumber: D00 Dookng Code: M # Seats: 1
Cute: Wednesday, Jure 08, 2005
gﬁ From:  MEX - Juarez Intl, Mexico City Mexico |
Tov YUL - Dorval Intl, Montreal PQ - Can
Doparts: 2:05 PM Anbes; ,
Statir: 88 - Sold Sed Typar: L = Last seal
Aalable for electronc tcketng
B web Bookings
[13% Stored Fares
1 Fare Type: DK Grand Totak 041.71
Tod: USD BA1T1 Cuobied: 5/12/2005
% Fare Status: Unticketed
Dase Fare: CAD 950.00 Total Taxes: USD 60.71
Enther Paper or Bectronc Tickets sre acceptable
B modfiers
I r-mall hd
A o —_—
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Practice

1. Sell a round-trip itinerary for your client, Sandy Solomon, from Boston
to Tampa, departing 4 months from today and returning 10 days after the
departure from Boston. Sell 1 “Y”’ class seat on the desired flight.

2. After selling the segments, display the itinerary, then price at the Best
Buy and rebook the segments at the least expensive available airfare.

3. The Fare Quote dialog box appears. The customer now has several
questions regarding the fare rules. Display a fare rules summary for the
first segment.

4. Store the fare and return to the Itinerary.
5. Expand the stored fare so that you can view the stored fare summary.

6. Ignore the transaction. Caution: You must ignore the transaction or
your agency is subject to unwanted charges.

Save the PNR

The final step is to save the PNR. You save the PNR when it is new or if you
have made changes to an existing PNR.

There are two ways to finish working on a PNR:
e Save it (End transact).

e Ignoreit.

When you save a PNR, you’re telling Apollo® to save the new or changed
data you’ve entered in the PNR. Apollo® performs a series of checks to make
sure the required information has been entered and it is in the proper order.
When a new PNR is saved, it is filed in the central database of the Apollo®
system. At that point, the PNR is assigned a unique identification code
called a record locator. The assigned record locator never changes, no matter
how often the PNR is modified.

To save the PNR, use the following steps.

1. Click Finish from the toolbar and select Save PNR.
Keyboard: Press Alt+F, V
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Ignore a Transaction

The Save PNR dialog appears.
S~

Ticketing Arangement;

Change Ticketing...

— Stared Fare:

ety Al | Werify Select.. Fetain Al Retain Select...

 Huele

% Do Mot Route Press 'Manage Favoarite' to create Favarite groupings.

" Route ta Favorite: IMy queue j Favaorites... | ianage Favorite Bueues.. |

 Routeto: Peeudo I j [Hueue tt:l j Lateqon: I j' Date Fange: I j Hust: IAF'U"D j

Received: V¥ Re-retrigve this PNR after it has been saved

Save I Cancel |

Enker received figld

If you want to change the ticketing arrangements, click the Change
Ticketing button.
Keyboard: Press Alt+H

If you do not want the PNR redisplayed after it has been saved, click the
‘Re-retrieve this PNR after it has been saved’ check box.
Keyboard: Press Alt+T and then press the Spacebar.

If you want to verify or retain the fare, complete the Stored Fares section.

If you want the PNR to be placed onto a Queue, complete the Queues
section.

In the Received field, type the name of the person making the request.
To save the PNR, click Save.
The PNR is saved in the central database of the Apollo” system.

You can disregard an action or series of actions that you performed on a PNR
by ignoring the transaction. When you ignore a PNR, you are telling
Apollo® to “ignore” rather than save the information you just entered in
either a new or existing PNR. This is an important practice to remember if
you’ve sold the wrong flights or your customer changes their mind about the
flights you just sold. All information you entered will be lost.

You ignore transactions from the itinerary window. To ignore what you have
just sold, use the following steps.

1.

Click either the Customer or Finish button on the toolbar.
Keyboard: Press Alt+F

Do one of the following:

— To ignore changes and the PNR, click Ignore.
Keyboard: Press |

— To ignore changes and redisplay the previous version of the PNR,
click Ignore and Redisplay.
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Keyboard: Press D

Since you are ignoring a newly created PNR, Apollo® responds with
the following dialog box.

Ignore PNR E I

Thiz iz a new PMR. Once it has been ignared all of its
data will be permanently lost.

|gnore thiz PHA?

Tes | Mo I

Do nat igrore this PR

3. Click Yes to confirm ignore.
Keyboard: Press Alt+Y

Practice

Ignore the PNR with the Vancouver to Edmonton itinerary.
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Summary

In this module you have learned how to:
o Identify airline participation levels in the Apollo® system.
e Describe Apollo availability assumptions.

e Build a PNR in Apollo using the traditional steps:
1. Display air availability.

2. Sell flights.

3. Build a PNR with required fields.
4. Price the PNR at Best Buy.

5. Store the fare in the PNR.

6. Save the PNR.
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Today’s customers expect you to offer them the best fares and still meet their
schedule demands. For many travel counselors this may mean shifting a
traditional practice and shopping for fares before accessing flight schedules.

Viewpoint™ provides you with several tools to efficiently shop for fares.
These tools are based on Apollo® tariff display for participating airlines that
fly between a city pair. Using these tools, you can also view fare rules.

This module covers how to use the following tools to shop for the best fare
for your customer:

e Galileo Optimal Shopping

e Low Fare Shopping Tool

e Calendar Shopping Tool

e Tariff Display

Module Objectives
After compl_eting this module, you will be able to find the best fare for your
customer using:
o Galileo Optimal Shopping.
e Low Fare Shopping Tool.
e Calendar Shopping Tool.
o Tariff Display.
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Viewpoint™ Fare Shopping Tool Comparison

Because Viewpoint™ includes multiple fare shopping tools, it’s important
that you understand the suggested criteria for when to use each tool.

Tool

Application

Itineraries
Handled

Includes
PrivateFares

Fares Returned

Galileo Optimal Shopping

North America
only

One-way, round-
trip, open-jaw,
circle trip

Yes, including
ATPCO filed
Airline Private
Fares and Agency
Private Fares

Average of 12 with
max of 27 pricing
options with average
of 250 different
itineraries

Low Fare Shopping Tool North America One-way, round- | Yes Up to 10 itinerary
and International | trip, open-jaw, options
circle trip
Calendar Shopping Tool North America One-way and Yes Multiple fares and
only round-trip flight availability
Tariff Display North America One-way and Yes All fares between city
and International | round-trip pair

Galileo Optimal Shopping

When to Use

Let’s begin with Galileo® Optimal Shopping, the newest shopping tool in the

suite of Viewpoint™ fare shopping products. This tool:

e Integrates ATPCO-filed public and Agency Private fares with flight

schedules.

e Finds up to an average of 12 with max of 27 pricing options and can
return up to 250 different itineraries.

Although Optimal Shopping returns a large quantity of options, it allows you
to customize your fare search with pricing and availability modifiers to
narrow the search and more quickly match your customers’ needs. In
addition, it quotes one-way, round-trip, open-jaw, and circle-trip itineraries
with up to eight planned origins/destinations.

Because Optimal Shopping does not accommodate international itineraries,
you should use this tool only with North American itineraries. In addition,
because of the large number of fares Optimal Shopping returns, it is
especially helpful in servicing customers who frequently shop the Internet for

fares.

Note: Your agency must subscribe to Optimal Shopping.
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Search for Fares

To use Galileo Optimal Shopping to search for fares, use the following steps.

1.

Click the Shop toolbar button. (Galileo Optimal Shopping tool is the
default).
Keyboard: Press Alt+R, G

The Optimal Shopping Tool dialog box appears.

Note: Because we are shopping for fares prior to booking an itinerary,
the dialog box does not include an air itinerary. In the Price Itinerary in
Viewpoint™ module you will learn how to use Optimal Shopping to
shop for comparison fares and flights when you have an air itinerary
booked.

Galileo Optimal Shopping Tool ﬂ

Segment 5 pecific Information

— Aiflines —Misc. Fare Information

5/, 5

05| A * - Al sirports Search Logic Sell City
Dieparture City I 'I = ! I jv IUnIimited Search j ﬂ I j
ety [ =] o |° [ i\ —— Pricing Solutions  Ticket City
Time W lm g - 70 _:| lﬁ

Earliest Time [12:01 &M Latest Time |11 53FPM | Include Only { Exclude

Flight Type: IAII Types | ﬂ i~ Connecting Cities ™ Quate Regardless of Availabilty
Cabin INn Preference 'I 1 I vl I™ | Bocked Routing Dnly
2 I l ini IﬁA
"7 ™ Mo Minimum Stay Penalty Talerance (100 =
V¥ Awuto-Tab E I 'l ™ Mo Marimum Stay ™ MoAdvance Purchase
@ Include  © Exclude
~Private Fares ————— Currency Information ltinerary Planner
Pseudo |‘|B1E -I [~ Quatein USD
% Itineral
Aecount I vl ™ Quate in CAD 2
i Passenger Infarmation
Narne | Passenger Code |
Unknaven ADT - Adult

Mumber of Passengers: H ™ Use PTC Only
Description IADT - Adult j

Add i crdifyy | [elete | Search Cancel

Specify the departure date For the display

Segment Specific Information Area

Complete the dialog box using the guidelines in the following tables.

In this field: Enter:

Travel Date (mandatory) | Date of travel, if not filled in by default. Use a
past date to access historical fares.

Departure City Departure city or airport code.

(mandatory) Note: If you are familiar with three-letter airport
codes, check the Auto Tab box and Viewpoint will
automatically tab to the next box after you type the
correct code. Otherwise, leave the box unchecked
and you can search for the airport code by typing
the first few letters of the city name and using the

down arrow to access the City/Airport code finder.
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In this field:

Enter:

Arrival City (mandatory)

Arrival city or airport code. You can spell out the
city or use the city code when the Auto-Tab feature
is checked.

All airports Check mark next to Departure and/or Arrival City
to search for all airports associated with city.
Time Departure or arrival time. Set adjacent field to by

Departure or by Arrival as appropriate.

Earliest Time/Latest
Time

Different times to narrow or increase search
window. Searches for flights two hours prior to
departure/arrival time and up to midnight of
departure day.

Note: Changing these defaults will help you
narrow the search by schedule and allow you to
better service customers who have time
requirements.

Flight Type Type of flight for segment, such as direct flights or
non-stop flights only. Default is to search for all
types of flights.

Cabin Cabin type for segment. When you use this

qualifier, Viewpoint quotes only those fares
applicable in specified cabin.

Airlines Area

In this field:

Enter:

Airlines 1, 2, 3

Up to 3 airlines to include or exclude from search
request. If you know carrier code, you can enter it.
You can also use drop down list to select a carrier.

Include/Exclude

Check mark to either include or exclude airline
from search.

Connecting Cities Area

In this field:

Enter:

Connecting Cities 1, 2, 3

Up to 3 connection cities to include or exclude in
Shop request. If you know city/airport code, you
can enter it. You can also use drop down list to
use City/Airport finder.

Include/Exclude

Check mark to either include or exclude city from
Shop request.

Viewpoint™ Study Guide, October 2007




Sell Air From Fares in Viewpoint™

Misc. Fares Information Area

In this field: Enter:
Sell City Selling city when outside country of origin.
Ticket City Ticketing city when outside country of origin.

Quote Regardless of
Availability

Check mark to view all fares regardless of
availability.

Booked Routing Only

Check mark to view all fares for booked routing
only.

Penalty Tolerance

Percentage to indicate amount of penalty passenger
will tolerate for a fare, e.g. 100% is non-
refundable.

No Minimum Stay

Check mark to exclude fares with minimum stay
restrictions.

No Maximum Stay

Check mark to exclude fares with maximum stay
restrictions.

Note: Select both the No Minimum Stay and No
Maximum Stay check boxes to obtain fares with
no minimum/no maximum stay.

No Advance Purchase

Check mark to exclude fares with advance
purchase requirements.
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PrivateFares Area

In this field:

Enter:

Pseudo

Pseudo city for which PrivateFares™ apply. This is

possible if you have Selective Access™ or a joint
agency agreement.

Account

A code that may be attached to an airline or agency
private fare. An agent is required to enter the account
code to display, shop for, or price at the private fare.

Currency Information Area

In this field:

Enter:

Quote in USD

Check mark to see fares quoted in USD.

Quote in CAD

Check mark to see fares quoted in CAD

Passenger Information Area
Note: By default, Viewpoint™ displays adult fares.

In this field:

Enter:

Name

Passenger name. When passenger names exist within
itinerary, they appear here.

Number of
Passengers

Number of passengers. If you have not yet started a
PNR, you can select number of passengers.
Otherwise, number of passengers defaults to number
in PNR.

Use PTC Only

Check mark to see fare for only selected passenger
type code.

Description

Use drop-down list to select a passenger type. When
several passengers exist, highlight passenger name in
Name area and select applicable passenger type.

3. Add segments to the itinerary planner:

a. Click Add to place the segment in the Itinerary Planner.
Keyboard: Press Alt+A

b. Repeat steps 1-3 to add other segments.
Note: If you need to cancel, modify, or delete information or a
segment click the following button:
— Cancel to cancel a request.
— Delete to delete a flight segment in the Itinerary Planner.
— Modify to modify a flight segment in the Itinerary Planner.

4. Click Search to search for fares.

Keyboard: Press Alt+S
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Galileo Optimal Shopping results appear.

@ viewpoint - [Galileo Optimal Shopping Tool] 13l x|
I File shop Sel View Window Help =1
»s &, 22 - | % c =) £
Ttinerary Awailability Avail Details Fare Details Rules Currency Sell Rebookiare: Web Closewwindaw
[Prices [#™Tair [Fight [From [Ta  [Depats [Arives  [@] = [Class [BasisCode [% [ ]
'400-90 uso fDate Tuesday, May 10, 2005 Time: 8:00 AM Avvailability: General
[+- 41090 USD i From: Chicago. IL - US (0'Hare Intl Arpt] DRD To: Newark. NJ - US (Newark Intl Arpt) EWR i

US* 7014 ORD E S 1104 a0 318 H HE7TEND

= Date: Friday. May 13, 2005 Time: 5:00 PM Aveailability: General
From: Hewark. NJ - US [Newaik Intl Arpt] EWR To: Chicago. IL - US [0*Hare Intl Arpt) ORD
Us* 70 R ORD 440PM EI14PM 0 320 H HE71GND
US* 7009 EwR ORD 550PM  7:32PM 0 733 H HETIOND

534 90 LISD
539,90 USD
53390 UISD

W dditional taxes, surcharges, or fees
may apply.

® Mumber of Stops —** Equipment

[Ready 1E1E AN T

The results show multiple fare options for each request, including both
published and negotiated fares (Airline Private Fares), and it identifies
the available flight or flights which can be used to qualify for the fare.
When you select a fare option Viewpoint shows you the applicable
flights for that fare.

From Galileo Optimal Shopping you can work with the returned fares
(e.g., convert fares into an alternative currency) and sell a selected fare or
fares using identified booking codes.

Note: To update or view a new shop quote, select Update Quote or New
Quote from the Shop menu. You can also right click a flight and select
the type of update you want from the drop-down list.

View Information

To view information in the Optimal Shopping response, use the following
steps.

1. Inthe left-hand pane, click a fare to highlight it.
Keyboard: Use the Up and Down arrow keys to select a fare.

The flight availability details in the right pane change. The details relate
to the fare highlighted in the left pane. The booking code that appears
with each flight availability is the booking code that applies to the
selected fare.
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2. To view more details use the buttons on the toolbar.

The following table lists the toolbar button options.

Use this button:

To:

&

A ailabiliby

View air availability for selected fare.

€

Aeail Details

View availability details for selected fare/flight,
including booking codes, available seats, frequency, sell
agreements, and meal summaries. Can also use

Q Inflight

Services

——— 1 putton from availability details display to
view inflight services.

B2

Fare Details

View fare details, including total quote details and
passenger fare information, for selected fare.

Ee

Rules

View detailed or rule summary, which includes the most
restrictive rules that apply to fare selected in fare list.

$%

Currency

Convert selected fare to and from Neutral Units of
Currency (NUCs).

b
Sell

Sell selected flight(s).

Sell Flights and Store Fare

To sell flights and store the fare, use the following steps.

1. Select one or more flights in the display and then click the Sell button.
Keyboard: Press Alt+E

Note: You can select multiple flights from Galileo Optimal Shopping by
pressing the Ctrl key and clicking the required flights.
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The Air Sell request dialog box appears.

airsell x|

“r'ou muzst zelect the booking code for each flight to be sold.
Awvallabiity Codes: L =Waitlist Dpen  C =“Waitlist Closed R = 0On Request A = Available
Flights to Sell Selected Booking Code  Awailable Codes
Flight: US Airways 7014 Date: Tuesday, May 10, 2005 il =
Depart: D*Hare Intl Arpt [Chicago] Anive: Mewark Intl Arpt [Newark]
Flight: US Airwayps 7005 Date: Friday, May 13, 2005
Depart: Newark Intl Arpt [Mewark] Arive: O'Hare Intl Arpt [Chicago)
MNumber of seatsrl1 3: Request Code: |NN -REQUESTED j Baooking Code: IH
Sell I Cancel |
Select Flights here, then change their selected booking code

The booking code defaults to the booking code needed to qualify for the
fare shown in the shopping tool.

Enter the number of seats you want to sell for each flight (defaults to the
number of seats in the original request).
Keyboard: Tab to the Number of seats.

Click Sell.
Keyboard: Press Alt+S

The Air Sell Results Vendor Summary display opens showing sold
flights. Depending upon your settings, you may have to click (+) to view
flight information.

Click the Itinerary button to return to the Itinerary.

Select Add Stored Fare from the Viewpoint™ Fares menu.
Keyboard: Press Alt+R, O

10
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The Add Stored Fare dialog box appears with the quoted fare, allowing
you to either display the fare information or store the fare.

5

g Bunted fares that apply to the curently booked itinerary are lizted here.
Select one and press OK to store it.

Galileo Dptimal Shopping Tool - 400,90 USD

g Bunted fares that cannot be stored are listed here, along with an
explanation. These can be wiewed by selecting one and prezsing the
Display button.

] I Cancel | Dizplay Ticket Modifiers

Storeable Fares - Select a Fare to Store

6. Click OK to store the fare.
Keyboard: Tab to OK and press Return.

7. Take one of the following actions:
a. If the passenger name(s) has been added to the PNR, go to step 8.
b. If the passenger names have not been added to the PNR, you receive

the following alert message.

Galileo Yiewpoink X]

p | Mames must be added to the PHR before the Fare can be stored,
\_-/ Quoked Mames: 1
MNames in PME: O
Wiould wou like to add these now?

Yes Mo

c. Click Yes and the Customer Information dialog box appears.
d. Add the Names, then Click OK. The Add Stored Fare screen
reappears with confirmation of the fare amount stored.

8. Click OK.
Keyboard: Tab to OK and press Return

The fare confirmation prompt disappears and the stored fare appears in
the itinerary.
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Practice

Use Viewpoint™ Optimal Shopping to perform the following tasks.

1. Your customer Mr. Ralph Otero and his wife want to fly from Boston to
Orlando on Monday, 06 June and return on Sunday, 12 June. They don’t
want any of the flights to depart before 8:00 AM, would prefer non-stop
flights, and want to ensure the fare is the cheapest possible. Customize
the flight times, flight type, and search logic to reflect the Otero’s
preferences before searching for itinerary options for the Otero trip. Note
the flight options and fares returned.

2. Now let’s change the search criteria and search for itinerary options
again. Select New Quote from the Viewpoint Shop menu and accept the
default settings for the flight times and flight types. Make sure the Search
Logic is set to Cheapest Fare. Note the flight options and fares returned
when the search criteria is expanded.

Low Fare Shopping Tool
Let’s continue exploring the Viewpoint™ shopping tools and examine the
Low Fare Shopping tool. This tool:

e Integrates ATPCO-filed public and private fares and also agency private
fares with flight schedules.

e Also quotes one-way, round-trip, open jaw, and circle trip itineraries
with up to eight planned origins/destinations.

e Finds up to 10 itinerary options for each request.

e Accommodates both North American and international itineraries.

When to Use

Because the Low Fare Shopping Tool accommodates both domestic and
international itineraries, you can use this tool to easily service customers with
international destination needs.

The Low Fare Shopping tool allows you to tailor the search screen with
availability and pricing modifiers, so it’s a great tool to use when your
customer is equally concerned about both price and schedule.
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Search for Fares

To use Low Fare Shopping Tool to search for fares, use the following steps.

1. Click the Shop toolbar menu and select Low Fare Shopping Tool.
Keyboard: Press Alt+R, H

The Basic tab appears.

Note: Because we are shopping for fares prior to booking an itinerary the
dialog box does not include an air itinerary. In the Sell Air from
Schedules in Viewpoint™ module you will learn how to use Low Fare
Shopping to shop for comparison fares and flights when you have an air
itinerary booked.

Basic | Other |
— Segment Specific Information — r Basic Fare Infarmation——
- Ailines ———————————
Mainun Fare
[DE[=R(4 /152005 | - Allaiports |1 I [+
v |se PrivateF ares
Departure City - = 2 I :I' X
3 Iﬁ [ FrivateFares Only Sell City
Arival City 'l o F‘saudol'lE'IE j I d
" Include © Exclude
Time |3:00AM | by Departure 'I @ Include Only Acoaunt lﬁ Ticket City
Earliest Time |[B:00AM  Latest Time [11:59 P — i itie: -
. I I Connecting Ci Cortract I j
Flight Type IAI\ Types j 1 I j Flating Carrier
Cabin (Mo Preference 'I 2 I - I -
] I - o
™ Electronic Ticket Only
¥ &uto-Tab * Include © Exclude | Paper Ticket Only
Itinerary Planner Selected Options
R Use PrivateF ares
B linerary Pssuder 1B1B
MNumber of Passengers: 1
Time: 8:00 AM by Departure
Mo Eailier Thar: 6:00 AM
Mo Later Than: 11:59 PM
Add | Fiodify | Delete: | Search I Cancel |
Specify the departure date for the display

2. Complete the Basic dialog box using the guidelines in the following
tables.

Segment Specific Information Area

In this field: Enter:

Travel Date (mandatory) | Date of travel, if not filled in by default. Use a
past date to access historical fares.

Departure City Departure city or airport code.

(mandatory) Note: If you are familiar with three-letter airport
codes, check the Auto Tab box and Viewpoint will
automatically tab to the next box after you type the
correct code. Otherwise, leave the box unchecked
and you can search for the airport code by typing
the first few letters of the city name and using the
down arrow to access the City/Airport code finder.
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In this field:

Enter:

Arrival City (mandatory)

Avrrival city or airport code. You can spell out the
city or use the city code when the Auto-Tab feature
is checked.

All airports Check mark next to Departure and/or Arrival City
to search for all airports associated with city.
Time Departure or arrival time. Set adjacent field to by

Departure or by Arrival as appropriate.

Earliest Time/Latest
Time

Different times to narrow or increase search
window. Searches for flights two hours prior to
departure/arrival time and up to midnight of
departure day.

Note: Changing these defaults will help you
narrow the search by schedule and allow you to
better service customers who have time
requirements.

Flight Type Type of flight for segment, such as direct flights or
non-stop flights only. Default is to search for all
types of flights.

Cabin Cabin type for segment. When you use this

qualifier, Viewpoint will quote only those fares
applicable in specified cabin.

Airlines Area

In this field:

Enter:

Airlines 1, 2, 3

Up to three airlines to include or exclude from
search request. If you know carrier code, you can
enter it. You can also use the drop down list to
select a carrier.

Include/Exclude

Check mark to either include or exclude from
airline search.

Connecting Cities Area

In this field:

Enter:

Connecting Cities 1, 2, 3

Up to three connection cities to include or exclude
in Shop request. If you know city/airport code,
you can enter it. You can also use the drop down
list to use the City/Airport finder.

Include/Exclude

Check mark to either include or exclude city from
Shop request.

14
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PrivateFares Area

In this field:

Enter:

Use
PrivateFares

Checkmark to include PrivateFares in your request.

Note: This check box is only available if PrivateFares™ is
enabled at your agency. PrivateFares™ in Low Fare
Shopping Tool applies to the entire itinerary and supports
both agency and airline private fares.

PrivateFares
Only

Checkmark to submit request for only PrivateFares™. If
you select Use PrivateFares and PrivateFares Only is
unchecked, response includes private or published fares.

Pseudo

Pseudo city for which PrivateFares™ apply. This is

possible if you have Selective Access™ or a joint
agency agreement.

Account

Account code  for agency private fare. Account code
identifies who PrivateFares™ agreement is with (e.g. a
company).

Contract

Contract code you have with the account above. Not
applicable for airline private fares and optional for agency
private fares. When you enter contract code, it is saved and
appears in drop-down list.

Any private fare that appears in the Low Fare Shopping Tool response
window appears with the # symbol to the left of the fare.

Basic Fare Information Area

In this field:

Enter:

Maximum Fare

Maximum fare the customer is willing to pay. Use
Maximum Fare to quickly locate fares for cost conscious
customer. Qualifier narrows search for fares with a cap
of whatever value you enter.

Amount entered applies to entire itinerary and includes
all passengers in request. Enter a numeric value (whole
numbers). Result returns fares at or below value
entered. For example, if you are including three
passengers in your request, enter 300.00 when you do
not want to spend more than 100.00 per passenger.

Note: If a fare cannot be found, an alert message
appears with lowest available fare.

Sell City

Selling city when outside country of origin. Sell City
identifies airport city where sale takes place and
determines currency payment.

Ticket City

Ticketing city when outside country of origin.

Plating Carrier

Plating carrier so that any Passenger Facility Charges
will be included in calculation.

Electronic Tkt or
Paper Tkt Only

Checkmark to indicate which ticket type applies.
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3.

Here is an example of the Basic tab completed for a Halifax to Orlando
round trip with a maximum fare of $600. The mandatory fields (dates

and departure/arrival cities) were completed and the optional maximum

fare was populated.

]
Basic | Other |
~ Segment 5 pecific Information ~ aiings r— Basic Fare Information
Masimum Fare
Date A *- Al airports | 1 I 'I 1]
Besmlbra - 2 Iﬁ v e PrivateFares
Pk L1 3 = I PrivateFares Only Sell City
aival Ciy | =~ I | Pseudo[TBTE <] | =l
) " Include ¢ Exclude
Time: |5:00 &M W @ Include Orily Ac:nunll—Ll Ticket City
Earliest Time |6:00AM  Latest Time [11:59PM itie: -
I I Connecting Ci Contract I j
oz IA" Types j 1 I j Plating Carrier
Cabin INo Preference 'I 2 I 'I -
3 I 'I .
I Electronic Ticket Only
™ Auo-Tab & Include " Exclude ™ Paper Ticket Only

Itinerary Planner

Selected Options

% ltinerary

Date: Wednesday. August 03, 2005 Time: 8:00 AM
From: Halifax. M5 - CA [Halifax Intl]) YHZ
To: Orlando, FL - US [Orando Int Arpt) MCO

Date: Tuesday. August 09, 2005 Time: 8:00 AM
From: Orlando. FL - US (Orando Intl Arpt) MCO
To: Halifax, N5 - CA [Halifax Intl] YHZ

Maximum Fare: 600
Use PrivateF ares

Pseudo: 1B1B
Murmber of Passengers: 1
Time: 8:00 AM by Departure
No Earlier Tharn: 6:00 AM
NoLater Thar: 11:59 PM

Add fadify

Delete

Search

Cancel

Specify the departure date For the display

Click the Other tab.

Keyboard: Tab to the Basic tab and press the Right arrow key.

The Other tab appears for the same trip.

Low Fare Shopping Tool ﬂ
Basic  Other |
i Passenger Information i~ Tax Infarmation
Name | Passenger Cade [ ™ Exempt Al # | TaxCode [ AppliestoaCounty |
[ Exempt Spacific
Add > I
Delete <4 I
Number of Passengers: 1 3: I= Applies to & Couny
Description | j Cods: I j
— Penalty Infarmation r— Currency Information
[~ Mo Minimum Stay Penalty Tolerance IW 0 _Ij Alermate Curremcyl j
[~ No Masimum Stay I™ QuoteinUSD ™ Quote in Euro Curency
[~ Mo a&dvance Purchase I Quate in CAD [~ Quate in LocalNational Curency
Itinerary Planner Selected Options
% R Maximum Fars: 600
ltinerary Use PrivateF ares
Date: Wednesday. August 03. 2005 Time: 8:00 AM N PSEbUdO:f ;31 E 1
Fromi: Halifax, NS - CA (Halifax Intl) YHZ e L
Tu Drlando, FL - US [Drlando Intl Arpt) MCO Time: 8:00 AM by Departure
Mo Earlier Than 6:00 AM
Date: Tuesday. August 09, 2005  Time: 8:00 AM Mo Later Than: 11:59 PM
From: Orlando, FL - U5 [Orlando Intl Arpt] MCO
To: Halifax, NS - CA [Halifax Intl] YHZ
Add fadify Delete Search Cancel
ame list - checked items will be included in quote, highlight itemis) to add passenger modifiers
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The Other tab allows you to include qualifiers such as number of
passengers, passenger descriptions, tax and penalty information, and
currency modifiers.

4. Complete the other dialog box using the guidelines in the following
tables.

Passenger Information Area
Note: By default, Viewpoint™ displays adult fares.

In this field: Enter:

Name Passenger name. When passenger names exist within
itinerary, they appear here.

Number of Number of passengers. This text box appears only when

Passengers the Name field of a PNR does not exist. If you have not

yet started a PNR, you can select number of passengers.
Otherwise, number of passengers defaults to number in
PNR.

Description Use drop-down list to select a passenger type. When
several passengers exist, highlight passenger name in
Name area and select applicable passenger type.

Tax Information Area

In this field: Enter:

Exempt All Checkmark to select Exempt All. When you select this
check box, no other tax-exempt information is required,
and other text boxes and buttons in this section are
disabled.

Exempt Specific | Checkmark to select Exempt Specific. When you select
this check box, you can identify specific tax codes for
exclusion in the quotes using the following steps.

1. Enter code.

2.When you select Applies to a Country, you alert Apollo
whether tax code is an individual code or applies to a
country.

3.Click Add >> or Delete << to add tax codes or delete
them from tax planner section of request window.
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Penalty Information Area

In this field:

Enter:

No Minimum Stay

Check mark to exclude fares with minimum stay
restrictions.

No Maximum Stay

Check mark to exclude fares with maximum stay
restrictions.

Note: Select both the No Minimum Stay and No
Maximum Stay check boxes to obtain fares with no
minimum/no maximum stay.

No Advance
Purchase

Check mark to exclude fares with advance purchase
requirements.

Penalty Tolerance

Percentage to indicate amount of penalty passenger
will tolerate for a fare, e.g. 100% is non-refundable.

Currency Information Area

In this field:

Enter/Select:

Alternate Currency

Select an Alternate Currency from the drop down box.
Use to search for fares filed by a carrier in a different
currency. The response only returns fares when they
are filed in the desired currency.

Quote in USD

Checkmark to see fares quoted in USD.

Quote in CAD

Checkmark to see fares quoted in CAD.

Quote in Euro

Checkmark to see fares quoted in Euro. Applies to

Currency countries that are currently using EUR.

Quote in Checkmark to see fares quoted in Local/National
Local/National currency. Applies to countries whose fares are filed in
Currency local/national currency for sale in that country.

5. Click Search.

Keyboard: Press Alt+S.

18
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The following screen shows the response to the Halifax/Orlando request.

@I Yiewpoint - [Low Fare Shopping Tool] ;IEI&I
"1 Fle shop Sell view Window Help =18 x|
M &, = S e AE
Itinerary Aveailability Avail Details Fare Details Rules Currency Sell Web Closewindow
List of Selected Qualifiers: | Maximum Fare: 600 2
[Fares T [air [Fight[From [Ta  [Departs [Awives | @] = [Class [BasisCade [2 | |
43450 LD EDale: ‘Wednesday. August 03, 2005 Time: 8:00 AM Aeveailabilty, General
53083 Ush i From: Halifax, NS - CA [Halifax Intl] YHZ To: Oilando, FL - US [Dilando Intl Arpt]) MCO

- 549.04 USD
- 55304 USD

WLRT4TH
MCO d M0
CO+ 2430 YHZ EWR 310PM  430PM o ERJ
CO 1732 EWR MCO B20PM 317 PM o 75y

VLR14TH
W WLRT4TH
¥ VLRT4TH B0
co 873 YHZ EwWR 3204M  10:28AM 0 735 W WLRT4TH
¥

co 432 EwR MCD 1205PM 3:35PM o 7ay VLRT4TH B0

= Date: Tuesday, August 09, 2005 Time: 8:00 AM Bevailabiity. General
From: Orando. FL - US (Orando Intl Arpt] MCO To: Halifax, NS - CA [Halifax Intl) YHZ

co ] A P 1) 114TH 40

CO b M
CO 1433 MCO EWR 1230PM 3:10PM VLRT4TH 50

co 872 EwR YHZ S30PM 834 PM 1} VLR14TH
co 193 MCO EWR E30AM 307 AM 0 YLRT4TN a0
CO= 3206 EwWR YHZ 11:454M 2:40PM i} WLR14TH

W& dditional taxes, surcharges, or
fees may apply.

#® Mumber of Stops =" Equipment

Ready [1B16 [ ms g

Multiple fare options appear, including both published and negotiated
fares, and it identifies available flight(s) that qualify for the fare. The
first flights for each city pair header appear highlighted for a quick sell.

Note: To select a different flight, click it. To select additional flights,
hold down the Ctrl key and click the desired flights.

From the display you can work with the returned fares or sell a selected
fare using identified booking codes.

Note: To update or view a new shop quote, select Update Quote or New
Quote from the Shop menu. You can also right click a flight and select
the type of update you want from the drop down list.
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View Information
To view information in the Low Fare Shopping response, use the following
steps.

1. Inthe left-hand pane, click a fare to highlight it.
Keyboard: Use the Up and Down arrow keys to select a fare.

The flight availability details in the right pane change. The details relate
to the fare highlighted in the left pane. The booking code shown with
each flight availability is the booking code that applies to the selected
fare.

2. To view more details use the buttons on the toolbar.

The following table lists the toolbar button options.

Use this button: To:

By View air availability for selected fare.
By ailability:
@, View air availability details for selected fare/flight,
_ _ including booking codes, available seats, frequency, sell
Avail Details agreements, and meal summaries. Can also select
ﬂ Inklight
=emvices | button from availability details display to

view inflight services.

@ View fare details, including total quote details and
passenger fare information, for selected fare.
Fare Details
View detailed or rule summary, which includes the most
= restrictive rules that apply to fare selected in fare list.
Rules
¥ Convert selected fare to and from Neutral Units of
$d Currency (NUCs).
CuUrrency
— Sell selected flight(s).
i ght(s)
Sell
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Sell Flights and Store Fare

To sell flights and store the fare, use the following steps.

1. Select one or more flights in the display and then click the Sell button.
Keyboard: Press Alt+E

Note: You can select multiple flights by pressing the Ctrl key and
clicking the required flights.

The Air Sell request dialog box appears.
airsell x|

Y'ou must gelect the booking code for each flight to be sold.
Availability Codes: L =Waitlist Open  C ="waitlizt Closed R = On Reguest A = Available

Flights to Sell Selected Booking Code  Available Codes
| Continental 2505 Wednesday, August 03, 2005 gl v
alifax Intl [Halifax] = Mewark Intl Arpt [Newark]
ght: Continental 1592 Date: Wednesday, August 03, 2005
Depart: Newark Intl Arpt [Mewark] Arive: Orlando Intl Arpt [Orlando]

ght: Continental 0076 Date: Tuesday. August 09, 2005
Depart: Orlando Intl Arpt [Orlando] Arrive: Mewark Intl Arpt [Newark]

ght: Continental 2854 Date: Tuesday, August 09, 2005
Depart: Hewark Intl Arpt [Hewark) Arive: Halifax Intl [Halifax)

Mumber of seats:l1 3: Request Code: INN -REQUESTED ﬂ Baoking Cade: IV

Sell I Cancel I

Select flights here, then change their selected booking code

The booking code defaults to the booking code needed to qualify for the
fare shown in the shopping tool.

2. Enter the number of seats you want to sell for each flight (defaults to the
number of seats in the original request).
Keyboard: Tab to the Number of seats.

3. Click Sell.
Keyboard: Press Alt+S

The Air Sell Results Vendor Summary display opens showing sold
flights. Depending upon your settings, you may have to click (+) to view
flight information.

5. Click the Itinerary button to return to the Itinerary.

6. Select Add Stored Fare from the Viewpoint™ Fares menu.
Keyboard: Press Alt+R, O
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The Add Stored Fare dialog box appears with the quoted fare, allowing
you to either display the fare information or store the fare.

xi

g [uoted fares that apply to the curently booked itineran are lizted here.
Select one and press OF. o stare it

Low Fare Shopping Tool - 43450 USD

g [uoted fares that cannaot be stored are listed here, along with an
explanation. Thesze can be viewed by zelecting one and pressing the
Diizplay buttan.

k., I Cancel Diizplay Ticket Modifiers

Storeable Fares - Select a Fare to Store

7. Click OK to store the fare.
Keyboard: Tab to OK and press Return.

8. Take one of the following actions:
a. If the passenger name(s) has been added to the PNR, go to step 9.
b. If the passenger names have not been added to the PNR, you receive
the following alert message.

Galileo Yiewpoink X]

| Mames must be added ko the PMNR before the Fare can be stored,
\_-/ Quoked Mames: 1
MNames in PME: O
Wiould wou like to add these now?

Yes Mo

Click Yes and the Customer Information dialog box appears.

c. Add the Names, then Click OK.
The Add Stored Fare screen reappears with confirmation of the fare
amount stored.

d. Click OK.
Keyboard: Tab to OK and press Return
The fare confirmation prompt disappears and the stored fare appears
in the itinerary.

22
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Practice

1. Use Low Fare Shopping to look for fares for the following itinerary:
a. Sandy Solomon

London Heathrow (LHR) to Mexico City (MEX)

Departure date 5 months from now

No Maximum stay

No Minimum stay

Maximum fare 500.00

g. Quote in Euro dollars

Use the defaults for remaining information

- ® o 0 o

2. Use Low Fare Shopping to look for fares for the following itinerary:
a. Jeri Gamis
b. Denver (DEN) to Montreal CA (YUL)
c. Departure date 5 months from now
d. Flight must arrive by 11:00 in the morning
Use the defaults for remaining information.

Calendar Shopping Tool

Next, let’s explore the Calendar Shopping Tool. This tool:

e Integrates ATPCO-filed public and private fares and also agency private
fares with flight schedules.

e Finds multiple itinerary options for each request.

However, the Calendar Shopping Tool response is different from both the
Optimal Shopping and Low Fare Shopping tools as it incorporates fares in
low-to-high order with a calendar against which fares are validated. A fare is
valid for a specific date on the calendar if it appears in bold. For example, if
the highlighted fare is only valid for Tuesday or Wednesday travel, those
days appear in bold.

In addition, the Calendar Shopping tool quotes one-way and round-trip
itineraries.
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When to Use

Search for Fares

Because Calendar Shop let’s you validate fares against dates, it’s ideal to use
when servicing customers who are more interested in the lowest fares versus
traveling on specific dates.

Also, remember that Calendar Shop does not handle international itineraries.
You should only use it for travel in North America.

Finally, because very low fares sell out quite quickly, Calendar Shop is most
useful when your customer is requesting flights with some lead time, versus
trying to get a fare for a last minute trip.

To use Calendar Shopping Tool to search for fares, use the following steps.

1. Click the Shop toolbar button and select Calendar Shop Tool.
Keyboard: Press Alt+R, L

The Calendar Shop Request dialog box appears.

zl
Dieparture City: IDHD - D'Hare Intl Arpt j & FRound Trip Search I
Agrival City: ILAX - Loz Angeles Intl vl " OneWay Cancel |
Travel Date: |gFpes << Options |
Mumber of Pazzengers: H
— LCategories/Pazzenger Descriptions
M aimum Fare:l I j I j I j
Airlines I j I j I j
1: =
2 I J — Restriction:  Taxe
I j ™ Mo Minimurn Stay ' Include
3:I j [~ Mo Masimumn Stay " Exclude
[ Mo advance Purchase
Penalty Talerance: I _,::' b4 - Currency
™ Use PrivateFares ' Local Currency
™ PrivateFares Only [~ Met Fares Only © NUC Value
Pseudo Cities—— [~ Account Codes
1 |1B1B j 1 I j Fare Basiz: I
2 =2 = BookingCode: [
ooking Code:
3 =2 =
Ticketing D ate: I VI
Contract Code: I 'l
[ AuteTab
Specify the departure date For the display

Note: To hide the additional options area, click the << Options button.
The basic dialog box appears.
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x
Departure City: [ORD - OHare Intl et > | | & Boynd Trip Search |
Arrival Ciby: IL,&_‘x,' - Loz Angeles Intl j " One'way Cancel |

Travel Date: IE:"I 42005 vI
Mumber of Pazzengers: H

* ddditional options have been selected. Press the "Optionz" button to wisw them, **

Display(Hide additional options

2. Enter the Departure and Arrival cities.

3. Select Round Trip or One Way. The default is Round Trip.
Keyboard: Press Alt+R or Alt+0O.

4. Enter the Number of Passengers. The default is one.
Keyboard: Press Alt+P, and then use the Up and Down arrow keys to
select another number.

5. Enter a Travel Date. You can type the Travel Date or click the Travel
Date arrow to display a calendar from which you can select a date.
Keyboard: Press Alt+D, and then enter the travel date.

6. Enter the Maximum Fare your client is willing to pay.
Keyboard: Press Alt+X, and then enter the maximum fare.

7. Torequest PrivateFares™, click Use PrivateFares. This option is
automatically selected if you are authorized for airline PrivateFares™.
Select it if you want to use for agency PrivateFares™.

Keyboard: Press Alt+V

8. To request only PrivateFares™, click PrivateFares Only.
Keyboard: Tab to the PrivateFares Only check box and press the
Spacebar.

9. To change the pseudo city for which the PrivateFares™ apply, type a
pseudo city or select one from the list. This is possible only if you have
Selective Access™ or a joint agency agreement. You can have up to
three pseudo cities.

Keyboard: Tab to the first Pseudo Cities text box and type one or use the
Up and Down arrow keys to select one, if a list is available.

10. Type or select an account code for an agency private fare. The account
code identifies who the PrivateFares™ agreement is with (e.g. a
company). You can enter up to three different account codes.
Keyboard: Tab to the account field and type an account code.

11. Type or select the contract code. The contract code identifies the
contractual fare agreement you have with the account above.
Keyboard: Tab to the Contract Code text box and enter the code.

12. Click Search.
Keyboard: Press Alt+S
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Validate Fares and Dates

The Calendar Shop tool response window appears. The following screen
shows the response for a Chicago (ORD) to Los Angeles (LAX) request.

8 viewpoint - [Calendar Shopping Tool - ORD-LAX, b/1/2005] 1Ol x|
) File Calendar Fares  Awalabilty  Sell  Wiew Window  Help —|&] x|
Q- & @ A B AE
Itinerary Rules MareFares Sell Details [fare Web Close\Window

Step 1 - Select a Fare —
ORD-LAK, B/1/2005 Dates |Ava||ah||\tp| Flules |

Currency of fares: USD per Person Step 2 - Select Departure Date [} J 2005 [ |
Plus applicable surchargesfees/taxes IR GHIGHIES - S un

Press the button below to see if
availability exists.

I $158.00. RoundTrip RN Eae R B B

5 6 ¥ 8 9 10N

Last T+l: 04IUL

12 13 14 165 16 17 18

[} $202.00, Round Trip Step 3 - Check Availability 122 gg 318 gg gg 214 225
NK, TENR, 2H Day Adv Prch Date: 6/1/2008 Availability 3 485 B 7 8 3
Min Stay: 02 o

$218.00. RoundTrip Step 4 - Select Retun Date
| AA,SET4DIN, 14 Day Adv Pich
Min Stay: 01 Sun Mon Tue Wed Thu Fri Sat
UA, SET441N, 14 Day Adv Prch EEEEEREEERERED
Lm0 13 g 130 ? 152 153 174
_35 'SVEH;‘IZN'HDWMV Freh Step 5/- Check Availability 1% 16 17 18 19 20 21
i Stay:
CO, TR1412M, 14 Day Adv Prch ’V Azl Sg §3 g? 215 22E 237 %48
[ Min Stay: 01
US, SET410N3, 14 Dap Adv Prich
[ Min Stay: 01

US . TET410N3, 14 Day Adv Prch

= Last Tul 125EF

in Stay: 01

| MW K14RNR, 14 Day Adv Frch

in Stay: 01

DL. U14M1HBY. 14 Day Adv Prch ;I

Ready [is18 I I

To validate fares and dates, use the following steps.

1.

Select a fare by clicking the carrier and fare basis code listed below a
fare value.
Keyboard: Use the Up and Down arrow keys to highlight a fare.

Do one of the following to select/validate the departure date:

a. If the date you entered does display in bold, click Availability to
search for flights for the selected date.

b. If the date you entered does not display in bold, click on any
boldfaced date on the calendar to change the travel date to a valid
travel date for the fare you selected. Then click the Availability
button to search for available flights for the selected date.

If there is an available flight either Viewpoint displays availability
for the flight (one-way itinerary) or the return flight calendar
becomes available (round-trip itinerary).

If there is no available flight, Viewpoint™ displays a dialog box
informing you that no available flights could be found.
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The following screen shows an example of flight availability for the

outbound portion of a selected fare.

& viewpoint - [Calendar Shopping Tool - ORD-LAX, 6/1/2005] - ol x|
T\ File Calendar Fares Availabiity Sell View Window Help & LI
m- | ® @, % & AF
Itinerary Rules [Marefares Sell Details More web Closehtindom

Step 1 - Select a Fare

ORD-LAx, B/1/2005

Currency of fares: USD per Person
Fluz applicable suichaiges/fees/tazes

Dates  Awailability IHuIes I

| i IFI\ghI |Fn:|m ITD |Depalls IAmves | .l = I‘Z I

Date: Wednesday. June 01, 2005 Time: 12:01 AM

$158.00. RoundTrip

HP WAT4NMw

First Twl: 21APR, Last Tk 0dJUL
$202.00, RoundTrip
NK_TENR, 2H Day Adv Prch
in Stay: 02

[=};: From: D*Hare Intl Arpt [Chicago)
To: Los Angeles Intl [Los Angeles]

Ua 101 ORD LAx  GOOAM  &09AM 0 320 90

U& 107 ORD L&A=  S00AM 11174M 0 320 M

LA 129 ORD LAX  @O00PM  10:24PM 0 762 40

Ua B35 ORD LA<  935PM 11:43PM 0 313 70
To see inbound availability. validate a date on the D ates tab

| v

Sell Flights and Store Fare

-} $218.00. RoundTrip
| AA. SETADTH. 14 Day Adv Prch
bin Stay: 01

| AS,VETHZN, 14 Dap Adv Prch
Min Stay: 01
| CO.TR141ZN, 14 Dap Adv Prch
bin Stay: 01

US.SET410N3, 14 Day Adv Prch
[ Min Stay: 01
US . TE1410M3, 14 Day Ady Prch
I Last Twl 125EP
Min Stay: 01
| NW, E14RNR, 14 Day Adv Prch
bin Stay: 01

DL. U14MIMBY. 14 Day Adv Prch Jhd
[Ready

1B1E

JES [ S [ R [ [

If this trip is a:

a. Round-trip itinerary, select a Return date by clicking a boldfaced
date on the return (second) calendar. Then click the Availability
button to search for available return flights.

b. One-way itinerary, continue to step 4.

You can use the toolbar to display rules summaries or detailed rules text,
display flight information, or sell segments.

To sell flights and store the fare, use the following steps.

1.

Select one or more flights in the Availability display and then click the
Sell button.
Keyboard: Press Alt+S, F

Note: Once you’ve selected flights, but prior to selling, you can right
click your mouse and select Quick Quote. This practice allows you to
provide the most accurate fare total to your customer, since fares
included in the Calendar Shopping tool only include USD total taxes.
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The following Quick Quote response screen includes the lowest available
fare, which includes not only the USD total taxes but also other taxes and
surcharges.

Galileo Yiewpoint |

'f 238.40 USD is the lowest available Fare For one adult passenger on these flights.
.

35.61 USD total taxes are included in the above Fare.

Tax breakdown:
AY 5,00 Us 15.21 #F 9.00 ZP 6,40

The Fare Construction For this Fare is:
CHI UA Lax 101, 405E1441M L CHI 101,395E1 441N USDE0Z, 7IEMD

Mate: Amounts in the abave construction are in the currency of the country of ktravel commencement, unless MUC is
specified in the conskruction

The Air Sell request dialog box appears.

arsell x|

“r'ou must select the booking code for each flight to be sold,
Availability Codes: L =Waitlist Open  C ='Waitlist Clozed B =0OnRequest A = Available

Awailable Codes
5 39

Flights to Sell Selected Booking Code

ght: United 0100 Date: Tuesday, June 07, 2005
Depart: Los Angeles Intl [Los Angeles]) Amive: O*Hare Intl Arpt [Chicago)

MNurnber of seats:l'I 3: Request Code: [NM - REQUESTED j Booking Code: IS

Sell I Cancel |

Select Flights here, then change their selected booking code

The booking code defaults to the booking code needed to qualify for the
fare showing in the shopping tool.

Enter the number of seats you want to sell for each flight (defaults to the
number of seats in the original request).
Keyboard: Tab to the Number of seats.

Click Sell.
Keyboard: Press Alt+S

The Air Sell Results Vendor Summary display opens showing sold
flights. Depending upon your settings, you may have to click (+) to view
flight information.

Click the Itinerary button to return to the Itinerary.

Select Fare Quote from the Viewpoint™ Fares menu.
Keyboard: Press Alt+R, F
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The Fare Quote dialog box appears.

x|
Ry I thhlsl Wiy I Selected Options
Mame | Passenger Code | Ticket Code \ FrivateF ares
Mumber of passengers: lq ™ Use Pic Only
Passenger Description: I j

Ticket |dertification Code: I
Hint

It a name [this tab) or a segment (Flights' tab) has a checkmark to the left of it, then that name or
segment will be included in the fare quote when the DK button is pressed, - Fare Quote Type

] i o . " Quote as Booked
It you wish to add name or segment madifiers to specific names or segments, then pou must first
select the items to which the modifiers should be applied. & selected item will be highlighted against % BestBuy

the backaround of the selection box, i Best Buy Regardiess

Multiple iterms may be selected by pressing the control key down at the same time ag uging the

" Best Buy Ci
mouse to click on the desited names / segments est Bup Lompare

" Best Buy Quote

Cancel |

Mame list - checked items will be included in quote, highlight itemis) to add passenger modifiers

6. Select Quote as Booked and then click OK.
Keyboard: Press Alt+Q, then tab to OK and press Return.

The Fare Quote results appear.

7. Click the Store Fare toolbar and select Store.
Keyboard: Press Alt+R, S, S

8. Take one of the following actions:
a. If the passenger name(s) has been added to the PNR, go to step 5.

b. If the passenger names have not been added to the PNR, you receive
the following alert message.

Galileo Yiewpoinkt |

& | Mames must be added ko the PMNR before the Fare can be stared,
\__#() Quoked Mames: 1
Marnes in PMR: O
w'ould you like to add these now?

Yes Mo

Click Yes and the Customer Information dialog box appears.
c. Add the Names, then Click OK. A prompt appears advising you the
fare was stored successfully.

9. Click OK on the fare confirmation prompt to return to the Itinerary.
Keyboard: Tab to OK and press Return.
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Practice

Tariff Display

When to Use

Search for Fares

1. Use Calendar Shopping Tool to search for flights for the following
itinerary:
Four months from now departure
From Toronto (YYZ) to Atlanta (ATL).
Round trip
300 maximum fare
1 person

2. Select and validate availability for the first carrier listed below the third
fare amount.

3. Select and validate availability for a return date a week or more later.

Finally, let’s examine Tariff Display, which lists fares filed by participating
airlines between a given city pair. The default tariff display shows both
normal and excursion adult fares for participating airlines. You can also
request validated or historical fares.

Search qualifiers allow you to tailor the tariff request and override the
defaults. You can request a tariff display for either round-trip fares or one-
way fares.

Because Tariff Display allows you to view fares without access to
availability, the tool is best used when you only want information about the
fares or airlines for a specific market. It may be especially useful if a
customer wants an estimate of the typical fares for a city pair. You can
request a tariff display for both North American and International
destinations.

To request a tariff display, use the following steps.

1. Click the Fares toolbar button down arrow and select Tariff Display.
Keyboard: Press Alt+R, T
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The Tariff Display Request dialog box appears.

x
Departure City: ICDG - Charles De Gaull 'I
Arrival City: IFED - Fiumicino Arpt -] Cancel

Use a past date << Options

Travel Date: | for historical fares

Categories/Passenger Descriptions r— Restriction:
[ Validated - Retum Date: ¥ I =l I | I = ™ No Minimurm Stay
I No Maximum Stay
fAliee I j I d I j ™ Mo Advance Purchase
i = Penally Tolsiance: | = %
g:l j IV OneWay ™ Half Round Trip Fares
z v Round Tiip I Circle Trip Fares = Teres
I J I™ Joint Fares ™ Round The World Fares * Includs
Currenc:  Exclude
v Use PrivateFares o i
Show fares filed in: 52
™ PrivateFares Only [~ Met Fares Orily o ares Heein I J ey
Pseudn Cities Account Codes Display faresin: % Local ¢ MUCYalue ¢ Euro & Low ta High
1fee = 1] | : " HightoLow
3 Global Indicator:
3 I j 3 I j - ~Length
Fare Type I J % Shart Display
Contract Code: I vl Fare Basls.l EBooking Code: I " Long Display
Ticketing Date'l > I~ Auta-Tab

Specify the departure date for the display

2. Type the information in the appropriate boxes:

a. Departure City and Arrival City (required). Type the city code or
click the down arrow to select the city from the Find City/Airport
dialog box.

b. Travel Date (optional). Overtype the existing date or click the down
arrow to select a date from the calendar.

c. Enter other options such as Airlines, PrivateFares, or Restrictions.

Note: To hide the additional options area, click the << Options button.

The Tariff Display Request dialog box appears.

Tariff Display Request I

Departure City: I j Search

Aarriveal City: I j Cancel

Travel D ate: I vl Use a past date Options 3>
: for historical fares

= Additional options have been selected. Press the "Ophions" button ko view them, **

[l

City where leq starks

3. Click Search to display the fares list.
Keyboard: Press Alt+S
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Display Fare Rules

The Tariff Display appears.

@ viewpoint - [Tariff Display - COG-T00, b/24/2005] =18 x|
T Fie Fares Avalsbily Sell Sort View Window Help =8l
= 8- &- @ - -‘"- L3 M- i @ AR
Rinesary Fes. HiayeRiadin Delas Cormersion  PlaceOf SaleFares i Hoir Web ChoseWindor
TANLS LA5T UPDATED ZAMAY 5 00AM
FARRUM DEFART 24UN
MPH 824 FH
PUELIC FARES
USD CURRENCY FARES EX4I5T
T it |ha | Fae EUR)
1 L TG00 BT RSWISSFR VM E
2 Az 107.00 AT NWIPFR N0l 50400 il EH O PAAROM
3 AF 10700 RT HWEEND N 011 S0 R EH D PARROM
12 100 AT MABFRZ K3 SUAE R OEH FARRUM
S AF 10800 AT NAP30 (LT T ] PARFIOM
E L 14300 RT WEWISSFR W | VAM R OEH FARENM
T eA 16500 RT MEUNBAD N 1 -~ R OEH FARROM
& LH 17000 RT VABASES ¥ OM SU/IM ROEH FARROM
9 17100 AT VWENDO4 ¥ 01 -/02 A EH O PAAROM
0 L 18500 RT MSWISSFR N | VAM R OEH FARENM
n a2 18600 RT TWIFFR T o sua R OEH D FARROM
12 AF 16600 AT EWKEND  E 01 SU/00 M EH O PAAROM
12 8z 18700 RT TABFRS T2 sune R OEH FARENM
M AF 1800 AT EAPDN E 21 5UN4 R OEH FARRUM
15 0K 19000 AT QSPIMFR @ | /M ] PARFIOM
16 KL 19400 AT TAFFR T v nOEH PARFIOM
17 BA 500 AT VELNRAD W | -/ R OEH FARENM
% L 00 RT VSWISSFR V1 -12M R OEH FARRUM
19 KL 24500 AT LAPFA LoV ] PARFIOM
m BA 6500 RT REUNEAD R | -/ R OEH FARENM
M OO0 RT TSMILESS T - VM R OEH FARROM
22 Ok HE00 AT LSPIMAR L | Vi ] PARFIOM
2 HO0 AT LSWISSFA L | vAM noOEH PARFIOM
24 08 2000 AT QFYOSIF 0 | SUAM R OEH FARENM
& 000 RT DABASEE O 1 SUWIM R OEH FARROM
% a2 20600 AT VWIFFA Vool 5U/0 M EH O PAAROM
T AF E00 RT WWEEND W 011 S0 R EH D PARROM
= a2 600 RT VABFRS v SUAM R OEH FARRUM
= AF 2700 AT WAPI4 W SUM ] PARFIOM
0 KL N700 AT KSHFR K1 v nOEH FARFIOM
WA 00 AT QUICKES 0 VM R OEH FARENM
MK MM RT  TPFMFR 1 = VM H FH FAHRNM ﬂ
Ready T el ol e e e

The top message area includes the date and local time of the last fare
update, the original request, and default type of fares that appear. The
currency appears in the local currency of the country where the tariff

display originates. Since our example originates in Paris, the currency is

the EUR.

From a tariff display, you can view detailed or summary rule information.

To view fare rules from a tariff display, use the following steps.

1. Click the fare.
Keyboard: Use the Up and Down arrow keys to highlight the fare.

2. Click the Rules toolbar button and select either Detailed or Summary.
Keyboard: Press Alt+R, R, D or Alt+R, R, S
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The Air Fare Rules View window appears. The following screen shows
detailed fare rule information for the Mexico City to Tokyo round trip.

B viewpoint - [Air | are Rules View -- MU-T00, /172005 , M)
"] Fin View Wi

Help

Eepwcrds
0 APPLICATION AND OTHER CONDITIONS
. DAY/TIME

SEASONALITY £ R
ADVANCE HES/TILKE TING Gy
. MINIMUM STAY
MAXIMUM 5147 =

~Er e

0. APPLICATION AND OTHER CONIDITIONS
FLULE - 018/5670
UNLESS OTHERVASE SPECFED

ADVANCE URSION FARES FROM ATES!
MEXICO TO AREA 3
APPUCATION
ARFA
THESE FARFES APPLY
FROM THE UMITED STA TESMICRICD TO ARLA 7,
CLATS OF SERVICL
THLSE FARL'S APPLY FOR COONCRY OLATS SERVICE,
TYFLS OF TRANSFORTATION
THIS FUULE GOVERNS RCUNC- TRIP FARES
FARES GOVERNED BY THS RULE CAN BE USED TO CREATE
RCUND: TRPARCLE-TRPSINGLE OPEN JAWDOUBLE CPEN-JAW
JOURNEY'S.
CAPACITY LIMTATIONS,
THE CARRFR SHALL LIMIT THE NUMEER OF PASSENCERS CARRED
Ol ANY ORF FLIGHT AT FARES GOVERNED BY THE RULE AND SLICH
FASES WILL NOT NECESSARL Y BE AVALARLE OB ALL FLIGHTS
THE HUWBCR OF SEATS WaCH THE CARRIDR SHALL MAKE
AVALADLL Of A GRVEN FLIGHT WALL B DETERMBLD DY THE
CARMILES DEST JUDGRENT

L EFFLICBULL
UL 3% - PASTENGLI LAPLNSLS LN RouTL
2. DAY/TIME

FOR MOWEEK FARES
PERMITTED MON THRCLIGH THUI ON FACH TRANSPACFIC SFCTOR
3 HEASONALITY

FOR SHOULDER SEASON FARES
FOR TRAYEL CMAFTER 01APR 03

FERMITTED 01 SEP THROUGH 280

THROUGH D4JAN OR Li

T — = - o

Practice

1. Request a tariff display from San Francisco (SFO) to Washington, Dulles
(IAD) three months from today on United Airlines and American
Airlines.

2. Display a fare rules summary for the least expensive United Airlines
airfare.

Display Mileage or Routing

From a tariff display, you can also view routing and mileage information for
a fare.
To view routing or mileage information, use the following steps.

1. Click the fare.
Keyboard: Use the Up and Down arrow keys to highlight the fare.

2. Click Mileage Routing toolbar button and select Mileage or Routing.
Keyboard: Press Alt+R, M or Alt+R, O
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The selected fare expands and the mileage or routing information
appears. The following screen shows routing information for a
Mexicana fare from Mexico City to Tokyo.

{8 viewpoint - [ Tardf Display - MLX-170, by'1/2005]

—_|Fin Faens Aualohlty Sel St View Window  Help —|=] =
= 5
& m- @- B - i ¢ . & & 1]
[rerary Prdes Hicagefiouting Cetals Conversion  Mlaced#SakeRares Ar i Web ChoseWindon
FARES LAST IPDATED 15AFR 12 17FM
MEXTYO DEFART QLIUN
P BATE Pk
PUBLIC FARES
THER FARES 5T D0 MORE SFECAIC FD
T =l JFaequznl FareBasis | Cloes [AP [Vokdy [ Scasons Jur]el [or]cees |
1 b 000 AT MICWFM: M | (&M 13MAR 281N R P4 D MESTYD =]
L. m A P i L /am Maps Jalum W PR MEXTYT
3 FOW AT VESARME Y O DBAM (AR ZRIUN M PA D MEXIYD
1 uA F AT HAM Hoo1 UWAM ZMAR SZIUN R PA D MEXIYD
500 w000 AT BKMAPMX @ 0 ObfaM  QIAPR -2BIUN N PA O MEXTYD -
602 107900 AT VIXM Vol M OSMAY JRIUN M P4 D MEXTYO
7 KE 107300 AT GISHAKE 0 | D33 13dAR 24N W P4 D MESTYT
I B M B0 AT MEWVFMZ M | (M ] D

Mouting
REA-TY0 VED-0LITROS MY

TAXES/FEES NOT INCLUDED

ADULT FATEE
X FARE  FAME € AF RIS SEASONS...... BE GI DT
USk  BASIS M
& MO0 1080, 00R MEMVFIDE M | 3/4H 1SMARM-ZEJUNM B PR D
EPECIFIED DOUTE: 0288

BEN {20/ T AR LA Uk B/ P/ TCH TY0
EA 20 TR LA (A /B TYO
BE UL/ HH PDC) LA (UL BH P/ TEH TYD

10 A8 TR BT VEWAPME ¥ ooUa AN DAPR ZBIUN M PA D MEXTYD

1 Us 100000 AT HEWLM H | 0)aM  223MAR -20JUN A PA D MEXTYD

12 Co 106000 AT BRWAPMK D 0N ObSeM  DIAPR -2BIUN A PA D MEXTYO

13 02 700 AT VWM Vo1 M DRMAY DRIUN M PA D METYD

14 KF 117400 RT GEWAFKE o | 0334 18MAR 241N M PA D WESTYD

16 MM AT BHAFIL E1 IEM OUUN A6 A PA D MENTVT

16 NH MELMW AT MHFNH M | UMM UUUN -AAUG M PA D HEXIYVU

17 BA 115300 AT OLNNLAC 0 1 08124 153G -30UN R AT MEXTYO

10 Us 126000 AT MU M 07 M A PA D MEXTYD

19 JL 120000 AT BHWVFIL K I 03aM  DUIUN -31AUG A PA D MHEXTYD

M NH 122000 RT MHWAFNH M | 03/aM OIUN 31AUG M PA D MESTYD

1 m A P [ MAPE 241N R PA ETHT »
R — -~ - —— ~ R = 3 = =—

Convert Currency

From a tariff display, you can convert the fare into a different currency.
To convert a fare into a different currency, use the following steps.

1. Click the fare on the Tariff Display.
Keyboard: Use the Up and Down arrow keys to highlight the fare.

2. Click the Conversion toolbar button.
Keyboard: Press Alt+R, C

The Currency — Bank Selling Rate dialog box appears.

Currency - Bank Selling Rate E3 I

Currency

1050.00 USD IJF“T’ -Japanese en j

Corvert I Cancel

Shows the resulks of the currency conversion
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3. Type the three-letter currency code or click the down arrow and select a
currency from the list.
Keyboard: Type the three-letter code or press the Up and Down arrow
keys to scroll through the list.

4. Click the Convert button.
Keyboard: Press Alt+C

The fare is converted. The following screen shows the currency
conversion of the fare to Japanese Yen for the Mexicana fare from
Mexico City to Tokyo.

=2kl

- a =12 x)
] o - & B- &} $ . * Fol Al
liemrary Fudes. laeRounmg Detals Corverson  FlaceOlSaeFmes # Hars et Chossordon
TAFLS LAST UPDATED 1500T 1Z17°M
MEXTYD DEPART TN
HPM G416 PA
FUBLIC FARES
OTHER FARES EXSTO0 MORE SPECIACFD
T Sla [Fwewsn) | FanBom | i [aP [Vakdly [Seawons [ N =S|
1 M SO0 AT MICVEM M 1 OifeM  1SMAR JRILUN R PA D MEXTY 2
ERCTY SN0 AT VISEPNE Vo0 e MAPR JRILN M PA D MEXTY
4u %000 AT KU [ e - Bk Sefing Rate
500 w000 AT BARGC B 0H 06 Canerey
602 WM AT VISEM v | I
7 K VPRI AT GRGFE 0 | g oamousn iPr-Jspanese ven =
(=]
== Houting
HEX-TYD WED-OLJEMOS IC [RATES LAST UPDATED 154FR 17.15FM
TRNEZ/PEEE BOT INCLUDED E0U JP 1530
ADULT FARES [BANK. SELLING FATE 1USD EQUALS 10889 JPY
o FART TARR ¢ owon
usp  Easts
8 MK 1080.00R MEWVFHX N [
FPRCIFIIE BOUTE: 085
PGPS LA (A 0206/ TG TYO Cancel
(A IR LA (UA/NH B TED TV
T 1 BT ERWVFL ¥ for B .
0 Ak 100000 AT VOWEPM V08 057BT  DIAPR AN M Ph O MDA
n us MEM AT HEWAM H 1 Oad  IMAR ZEIUN A PA D MEXTYD
12 €0 100000 AT BRWAPME 00X 06/ DIAPR-ZRILUN R PA D MEXTYO
1302 117900 AT VWM VoL /M DBMEY DBIN M P4 D MEXTYD
" EE N AT GEWNTEE '] I 02 1EMAR 24UN M PA D MEXTY
158 1000 AT BHAFIL K 1 03 DUUN -JIAUG R PA D MEXTYO
16 MM NEM AT MHAFNH M 1 Oxed AN NAUG M PAa D MEXTTD
17 RA 15300 AT OLNNLAC [*] 1 05 150G SUUN R AT MEXTYO
n U 126000 AT MUGEM M 07 057 R P4 D MEXTYD
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5. Click Cancel.
Keyboard: Tab to Cancel and press Enter.
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Practice

1. Request a tariff display from Chicago (ORD) to Manila (MNL) three
months from today.

2. Select the third fare listed, and display the mileage or routing.

3. Convert the fare into Philippine Pesos.
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Summary
In this module, you learned how to find the best fare for your customer
using:
o Galileo Optimal Shopping.
e Low Fare Shopping Tool.
e Calendar Shopping Tool.
o Tariff Display.
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Module Objectives

Galileo 360° Fares provides quick and accurate pricing for a maximum of 16
air segments and eight fare break points for North American and
international itineraries. The Apollo” system updates fares three times a day,
ensuring accurate fare quotes.

Viewpoint provides you with several options to shop for a lower fare for a
booked itinerary. The module, Build a PNR in Viewpoint™, showed you
how to store a fare without ticketing modifiers. In this module you will learn
how to store a fare with ticketing modifiers.

Upon completion of this module you will be able to:
e Shop for a lower fare for a booked itinerary.

e Store a fare with ticketing modifiers.

Shop for a Lower Fare for a Booked Itinerary

After you sell the flights, you can price an itinerary as booked or you can use
Viewpoint pricing options. These tools let you obtain different types of
pricing based on your customer’s current itinerary. After selling flights, you
can shop for a lower fare using the following pricing tools:

¢ @alileo Optimal Shopping
e Low Fare Shopping Tool
e Best Buy options.

Galileo Optimal Shopping

Galileo™ Optimal Shopping prices booked North American itineraries,
including the United States, Canada, Puerto Rico and the US Virgin Islands,
allowing you to customize fare/flight searches based on your customer's
travel needs and priorities. Galileo Optimal Shopping integrates flight
schedules with ATPCO-filed public and Agency Private fares, to find up to
150 itinerary options for each request. It quotes one-way, round-trip, open-
jaw, and circle-trip itineraries with up to eight booked segments.

Note: Your agency must subscribe to Optimal Shopping.
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Search for lower fares

To use Galileo Optimal Shopping to search for lower fares, use the following
steps.

1.

Sell the air segments, use Best Buy or Quote as Booked to obtain a fare
quote and add the Name field to the PNR.

Note: If you used Best Buy rebook the flights.

Click the Shop toolbar button. (Galileo Optimal Shopping tool is the

default).

Keyboard: Press Alt+R, G

The Optimal Shopping Tool dialog box appears.

Segment Specific Information

Galileo Optimal Shopping Tool

Departure City

Time

Arivval Cityl 'I - 2

Earligst Time

12014M | Latest Time [11:59 P

& Include Only ¢ Exclude

x|
~ aifines ———————| [~ Misc. Fare Information
i - * - Al airparts Search Logic Sell City
B e ! I jv IUnIlmlted Search j ﬂ I j
j‘ Mumber of Pricing Solutions ~ Ticket City
S00AM | [by Depatue 7] 3 = 7 = =

Pseudo  [1B1E -
Account -

[~ Quotein USD
™ Quate in CAD

Flight Type: IAII Types j ﬂ ~ Connecting Cities [~ Quote Regardless of Availabilty
Cabin [Mo Preference | = 1 I - ™ Booked Routing Orily
5 = - =
I I Mo Minimurn Stay Penalty Tolerance |1DD _I:
[~ AuoTab 3 I i ™ Mo Maximum Stay I Mo Advance Purchass
@ Include  © Exclude
r~ Private Fares —————— Currency Informatior

Itinerary Planner

i Passenger Information

Marne

| Passenger Code |

Samson, Sam

¥ Al Passengers

ADT - Adulk

[~ Use PTC Only

Diesciiption IADT - ddult

=

% Itinerary

Date: Wednesday, June 01, 2005 Time: 8:35 AM
From: Atlanta. GA - US [Hartsfield Intl Arpt]) ATL
To: Denver. CO - US [Denver Intl Arpt] DEN

Date: Wednesday, June 08, 2005 Time: 10:10 AM
From: Denver, CO - US [Denver Intl Arpt] DEM
To: Atlanta, GA - US [Hartshield Intl Arpt] ATL

Add 4 imdify | Delete | Search | Cancel |

Specify the departure date For the display

Note: PNR air segments appear in the Itinerary Planner within the
request window. You can modify these segments by highlighting a
segment and changing the date or city pair information in the applicable
fields. Additionally, you may delete the segments by highlighting one or
more segments and selecting Delete.
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3. You can change any of the search parameters by using the guidelines in
the following tables. However, if your customer’s travel dates and cities
are already defined do not alter those fields. Also, if your customer
specifically wants direct or non-stop flights you will want to change the
Flight Type to reflect that request.

Segment Specific Information Area

In this field:

Enter:

Travel Date
(mandatory)

Date of travel on booked itinerary.

Departure City
(mandatory)

Departure city or airport code on booked itinerary.

Note: If you are familiar with three-letter airport codes,
check the Auto Tab box and Viewpoint will
automatically tab to the next box after you type the
correct code. Otherwise, leave the box unchecked and
you can search for the airport code by typing the first
few letters of the city name and using the down arrow
to access the City/Airport code finder.

Arrival City
(mandatory)

Arrival city or airport code on booked itinerary. You
can spell out the city or use the city code when the
Auto-Tab feature is checked.

All airports

Check mark next to Departure and/or Arrival City to
search for all airports associated with city.

Time

Departure or arrival time. Set adjacent field to by
Departure or by Arrival as appropriate.

Time

Earliest Time/Latest

Different times to narrow or increase search window.
Searches for flights two hours prior to departure/arrival
time and up to midnight of departure day.

Note: Changing these defaults will help you narrow the
search by schedule.

Flight Type

Type of flight for segment, such as direct flights or
non-stop flights only. Default is to search for all types
of flights.

Cabin

Cabin type for segment. When you use this qualifier,
Viewpoint will quote only those fares applicable in
specified cabin.

Airlines Area

In this field:

Enter:

Airlines 1,2, 3

Up to three airlines to include or exclude from search
request. If you know carrier code, you can enter it.
You can also use drop down list to select a carrier.

Include/Exclude

Check mark to either include or exclude airline from
search.
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Connecting Cities Area

In this field:

Enter:

Connecting Cities 1,
2,3

Up to three connection cities to include or exclude in
Shop request. If you know city/airport code, you can
enter it. You can also use drop down list to use
City/Airport finder.

Include/Exclude

Check mark to either include or exclude city from
Shop request.

Misc. Fares Information Area

In this field:

Enter:

Search Logic

Criteria for selecting fares and itineraries from
cheapest to luxury. Use this criteria to narrow your
fare search.

Note: The following Viewpoint™ screen explains this
criteria in more detail.

the trip will Eake.,

convenient direct routes,

departure time,

Galileo Yiewpoint x|

il) Cheapest Fare - returns itinerary options starting with the lowest Fares, regardless of haw mamy stops o how long

Fastest Route - returns itinerary options with the Fastest routes, regardless of cast.
Leisure Fare - returns itinerary options for travelers who want a low price but will pay a higher Fare for more

Business Fare - returns itinerary options for travelers who are more Flexible on price and less Flexible on artival and

Unlimited Search - returns itinerary options that meet traveler needs for Fast direct routes, avoiding long layovers,
cattier changes, transfers, and stopovers,

Sell City

Selling city when outside country of origin.

Number of Pricing
Solutions

Number of itineraries returned from 10 to 150.

Ticket City Ticketing city when outside country of origin.

Quote Regardless of | Check mark to view all fares regardless of availability.
Availability

Booked Routing Check mark to view all fares for booked routing only.
Only

Penalty Tolerance

Percentage to indicate amount of penalty passenger
will tolerate for a fare, e.g. 100% is non-refundable.

No Minimum Stay

Check mark to exclude fares with minimum stay
restrictions.

No Maximum Stay

Check mark to exclude fares with maximum stay
restrictions.

No Advance
Purchase

Check mark to exclude fares with advance purchase
requirements.
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PrivateFares Area

In this field:

Enter:

Pseudo

Pseudo city for which PrivateFares™ apply. This is

possible if you have Selective Access™  or a joint
agency agreement.

Account

Account code  for agency private fare. Account
code identifies who PrivateFares™ agreement is with,
e.g. a company.

Currency Information Area

In this field:

Enter:

Quote in USD

Check mark to see fares quoted in USD.

Quote in CAD

Check mark to see fares quoted in CAD.

Passenger Information Area

Note: By default, Viewpoint™ displays adult fares.

In this field:

Enter:

Name

When passenger names exist within itinerary, they
appear here.

Number of
Passengers

If you have not yet started a PNR, you can select
number of passengers. Otherwise, number of
passengers defaults to number in PNR.

Use PTC Only

Check mark to see fare for only selected passenger
type code.

Description

Passenger type from drop-down list. When several
passengers exist, highlight passenger name in Name
area, and then select applicable passenger type.

4. Click Search to search for fares.

Keyboard: Press Alt+S
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Best Buy Fare
Quote

View information

1 L3 i o
— pjERAUbBme B Date: Wednesday, June 01, 2005 Time: 0:35 AM fovslubidity. Genesl
260 USD Fiom: Atlanta, GA - US [Hastsfield Intl Apt) ATL Ter Denves, € - US (Denver Inil Arpt] DEH
& 290,00 USD
B 0540 USD T
[ Zhesprios ) Dtz Wedrsday. Jure (. 2005 T 10:10 AM [ —
Fien Deeiven. €O - US (saver Il Arpi) DEN Tec Anlonta. GA - US (Hersfiold el Arpt) ATL
: D) D 38 D 1 4NC
[ 347 a0ush
s B340 USD
B 35580 USD
i 36 AUSD
s 600 USD
i 37 BNUSD
B T2O0USD
B HIBUSD
[ WEAUSD
- WEI0USD
[ WEAUSD
= WTO0USD |
36160 USD
[ 82 AUSD
- 360 USD
i BEIDUSD
s H2ADUSD
B S0 USD
[ 3BIBNUSD
# Nrause
m_avionuien
Addbional taves, suschaeges, of fee:
nay sl

Galileo Optimal Shopping tool results appear.

@ viewpoint - [Galileo Uptimal shopping Tooll =18 =)

“IFie Swxp Sel Yew Widow Help SRS
E M L8 & B - 37 L] c o Al
iersry | Avalbily | AvelDetsls | FaeDetsls | Ruks Currerey Sl Reluutfs Web | ClasaWinon

® Nusben of Shops <" Equinerd.

The results show multiple fare options that you can compare against the
existing fare quote. The options returned in Optimal Shopping include
both published and negotiated fares (Airline Private Fares), and identify
the available flight or flights which can be used to qualify for the fare.
When you select a fare option Viewpoint shows you the applicable
flights for that fare.

From Galileo Optimal Shopping you can work with the returned fares
(e.g., convert fares into an alternative currency) and sell a selected fare or
fares using identified booking codes.

Note: To update or view a new shop quote, select Update Quote or New
Quote from the Shop menu. You can also right click a flight and select
the type of update you want from the drop-down list.

To view information in the Optimal Shopping response, use the following
steps.

1.

In the left-hand pane, click a fare to highlight it.
Keyboard: Use the Up and Down arrow keys to select a fare.

The flight availability details in the right pane change. The details relate
to the fare highlighted in the left pane. The booking code that appears
with each flight availability is the booking code that applies to the
selected fare.
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2. To view more details use the buttons on the toolbar.

The following table lists the toolbar button options.

Use this button:

To:

»

B ailability:

View air availability for selected fare.

€

fevail Details

View availability details for selected fare/flight,
including booking codes, available seats, frequency, sell
agreements, and meal summaries. Can also use

ﬂ Inklight

Services

button from availability details display to
view inflight services.

>

Fare Details

View fare details, including total quote details and
passenger fare information, for selected fare.

E

Fules

View detailed or rule summary, which includes the most
restrictive rules that apply to fare selected in fare list.

$%

CUrrency

Convert selected fare to and from Neutral Units of
Currency (NUCs).

&
Sell

Sell selected flight(s).

Rebook flights and store fare

To rebook flights and store the fare, use the following steps.

1. Select one or more flights in the display and then click the Sell button.
Keyboard: Press Tab on the highlighted fare, use the Up and Down
arrow keys to select a flight(s), then press Alt+E, S.

Note: You can select multiple flights from Galileo Optimal Shopping by
pressing the Ctrl key and clicking the required flights.
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The Air Sell request dialog box appears.

piesell ]
You must select the booking code for each flight to be sald.
Awailability Codes: L ='waitlist Open  C ="#aitlist Cloged R =0n Request A = Available

Flights to Sell

Selected Booking Code  Awailable Codes

Flight: Frontier 0851 Date: Wednesday, June 01, 2005
Depart: Hartsfield Intl Arpt [Atlanta) Anive: Denver Intl Arpt [Denver]

Flight: Frontier 0426 Date: Wednesday. June 08, 2005
Depart: Denver Intl Arpt [Denver] Amve: Hartshield Intl Arpt [Atlanta)

Mumber of seats:|1 3 Request Code: |NM - REQUESTED j Booking Code: ID

Sell I Cancel |

Select flights here, then change their selected booking code

The booking code defaults to the booking code needed to qualify for the
fare shown in the shopping tool.

2. Enter the number of seats you want to sell for each flight (defaults to the
number of seats in the original request).

3. Click Sell.
Keyboard: Alt+S

The Cancel Flight Segments dialog box appears.
i

The zegmentz highlighted belaw will now be canceled. Press OF to
continue or press Cloze to keep the itinerary az it iz

MFE 0851 L TJUM  ATLDEM 551 B:304M-745 4M
Ffp F30426 D 8JUM  DEMATL 5571 B:50PM-11:45FM
: ] 1JuM  ATLDEM S51 8:35 AM-3:54 AM

& 2IUM DEMATL S51 10:10 AM-3:08 PM

ok I Cloze

Submit changes and conkinue

Existing itinerary flights appear highlighted. Recently sold flights are
tagged as New.

5. Click OK to cancel the highlighted flights.
Keyboard: Press Return

6. Click the Itinerary button to return to the Itinerary.
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7. Select Add Stored Fare from the Viewpoint™ Fares menu.
Keyboard: Press Alt+R, O
The Add Stored Fare dialog box appears with the quoted fare, allowing
you to either display the fare information or store the fare. Notice the
original quoted fare in the second window, which cannot be stored,
because the flights were cancelled.

i

g [uoted fares that apply to the currently booked itinerary are lizted here.
Select one and press OF. o share it

allea Ophmal Shopping T ool - 308,40 5D

E [Huoted fares that cannot be stored are listed here, along with an
explanation. These can be viewed by selecting one and preszing the

Dizplay buttan.
Best Buy -521.40J5D [Required flights not =ald)

k. I Cancel Digplay Ticket Modifiers

Stareable Fares - Select a Fare to Store

8. Click OK to store the fare.
Keyboard: Tab to OK and press Return.

The fare confirmation appears.

Galileo Yiewpoint x|

L] "_n.‘ Fare of 308,40 USD successfully skored.
[

10. Click OK.
Keyboard: Tab to OK and press Return

11. The fare confirmation prompt disappears and the stored fare appears in
the itinerary.
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Practice

Your customer, Sam Davis, wants to fly round trip from Chicago (ORD) to
Newark (EWR).

1. Use General Availability to search for flights, then sell the air segments
inY class.

2. Obtain a fare quote using Best Buy, rebook the flights and add the Name
field to the PNR.

3. Use Optimal Shop to search for a lower fare. Sam wants non-stop
flights, so be sure to include this request in the Flight Type.

4. Once you’ve located a lower fare rebook the flights and store the lower
fare.

5. Ignore the PNR.

Low Fare Shopping Tool

Low Fare Shopping tool integrates ATPCO-filed public and private fares and
also agency filed private fares with flight schedules. This tool also quotes
one-way, round-trip, open-jaw, and circle-trip itineraries with up to eight
planned origins/destinations.

You can view up to 10 itinerary options for each request and Low Fare
Shopping tool accommodates both North American and international
itineraries.

Search for lower fares

To use Low Fare Shopping Tool with a booked itinerary, use the following
steps.

1. Sell the air segments, use Best Buy or Quote as Booked to obtain a fare
quote and add the Name field to the PNR.
Note: If you used Best Buy rebook the flights.

2. Click the down arrow next to the Shop toolbar button and select Low
Fare Shopping Tool.
Keyboard: Press Alt+R, H
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The Low Fare Shopping Tool dialog box appears. The Itinerary Planner
area reflects the existing Toronto (YYZ) to Paris (CDG) segments.
Note: You can click these segments to view departure and arrival

details.
x
Basic | Other |
— Segment Specific Information o ———— — Basic Fare Information——
5 o al ] Mawimur Fare
ate |E * - Al airports I 'I I
: . P v sz PrivateFares
Departure City I 'I ] I jv . .
3 = " PrivateFares Orly Sell City
Aivel City | -l - I | Pseud[1B78 7| | =l
- " Include ¢ Exclude
Time IS.UU AM | by Departure 'I @ |ncluds Orly J lﬁ Ticket City
Eailiest Time |6:004M  Latest Time |11.59 PM  — Connecting Cities hd
) Contract i
Flight Type |40l Types j 1 I j Plating Carrier
Cahin INo Freference 'I 2 I 'I I 'I
] I vI
[~ Electronic Ticket Only
[~ AutoTab  Include (" Exclude [~ Paper Ticket Only
Itinerary Planner Selected Options
% R Use PrivateF ares
Hinerary Pseudo: 1B1B

[rate: Thursday, September 01, 2005  Time: 7:20 PM N.umber SilRessenoci )l

. Time: 8:00 AM by Departure
From: Toronto. OM - CA [Lester B Pearson Intl) YYZ T
Te: Paris - FR (Charles De Gaulle Intl Arpt) CDG Mo Eatlier Than: 6:00 AM

Mo Later Than: 11:59 PM
Date: Wednesday, September 07, 2005  Time: 1:15 PM
From: Paris - FR [Charles De Gaulle Intl Arpt) CDG
To: Toronto, ON - CA (Lester B Pearson Intl) YYZ

Add [ odify | [elete | Search | Cancel |

Specify the departure date For the display

3. You can change any of the search parameters by using the guidelines in
the following tables. However, if your customer’s travel dates and cities
are already defined do not alter those fields. Also, if your customer
specifically wants direct or non-stop flights you will want to change the
Flight Type to reflect that request.

Segment Specific Information Area

In this field: Enter:

Travel Date Date of travel, if not filled in by default.

(mandatory)

Departure City Departure city or airport code.

(mandatory) Note: If you are familiar with three-letter airport codes,

check the Auto Tab box and Viewpoint will
automatically tab to the next box after you type the
correct code. Otherwise, leave the box unchecked and
you can search for the airport code by typing the first few
letters of the city name and using the down arrow to
access the City/Airport code finder.

Arrival City Arrival city or airport code. You can spell out the city or
(mandatory) use the city code when the Auto-Tab feature is checked.
All airports Check mark next to Departure and/or Arrival City to

search for all airports associated with city.

Time Departure or arrival time. Set adjacent field to by
Departure or by Arrival as appropriate.
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In this field:

Enter:

Time

Earliest Time/Latest

Different times to narrow or increase search
window. Searches for flights two hours prior to
departure/arrival time and up to midnight of
departure day.

Note: Changing these defaults will help you
narrow the search by schedule.

Flight Type

Type of flight for segment, such as direct flights or
non-stop flights only. Default is to search for all
types of flights.

Cabin

Cabin type for segment. When you use this
qualifier, Viewpoint will quote only those fares
applicable in specified cabin.

Airlines Area

In this field:

Enter:

Airlines 1,2, 3

Up to three airlines to include or exclude from
search request. If you know carrier code, you can
enter it. You can also use drop down list to select a
carrier.

Include/Exclude

Check mark to either include or exclude from
airline search.

Connecting Cities Area

In this field:

Enter:

Connecting Cities 1, 2, 3

Up to three connection cities to include or exclude
in Shop request. If you know city/airport code,
you can enter it. You can also use drop down list
to use the City/Airport finder.

Include Only

Include/Exclude or

Check mark to either include or exclude or include
only from Shop request.

PrivateFares Area

In this field:

Enter:

Use
PrivateFares

Checkmark to include PrivateFares in your request.

Note: This check box is only available if PrivateFares™ is
enabled at your agency. PrivateFares™ in Low Fare
Shopping Tool applies to entire itinerary. Supports ability
to obtain both agency and airline private fares.

PrivateFares
Only

Check mark to submit request for only PrivateFares™. If
you select Use PrivateFares and PrivateFares Only is
unchecked, response includes private or published fares.

Pseudo

Pseudo city for which PrivateFares™ apply. This is
possible if you have Selective Access™ or a joint agency
agreement.
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In this field: Enter:

Account Account code for agency private fare. Account code
identifies who PrivateFares™ agreement is with (e.g. a
company).

Contract Contract code you have with account above. Not applicable

for airline private fares and optional for agency private
fares. When you enter contract code, it is saved and
appears in drop-down list.

Any private fare that appears in the Low Fare Shopping Tool response
window appears with the # symbol to the left of the fare.

Basic Fare Information Area

In this field:

Enter:

Maximum Fare

Maximum fare customer is willing to pay. Use Maximum
Fare to quickly locate fares for cost conscious customer.
Qualifier narrows search for fares with a cap of whatever
value you enter.

Amount entered applies to entire itinerary and includes all
passengers in request. Enter a numeric value (whole
numbers). Result returns fares at or below value entered.
For example, if you are including three passengers in your
request, enter 300.00 when you do not want to spend more
than 100.00 per passenger.

Note: If a fare cannot be found, an alert message appears
with lowest available fare.

Sell City Selling city when outside country of origin. Sell City
identifies airport city where sale takes place and
determines currency payment.

Ticket City Ticketing city when outside country of origin.

Plating Carrier

Plating carrier so that any Passenger Facility Charges will
be included in calculation.

Electronic Ticket
Only

Check mark to only consider fares applicable to electronic
ticketing.

Paper Ticket
Only

Check mark to only consider fares applicable for paper

ticketing.

Viewpoint™ Study Guide, July 2005
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Here is an example of the Basic tab completed for the Toronto to Paris
round trip with a maximum fare of $1200. The mandatory fields (dates
and departure/arrival cities) were completed and the optional maximum
fare was populated.

Low Fare Shopping Tool

Basic | Other |

— Segment Specific Information

l

i~ Basic Fare Information——
Il imum Fare
1200

i Airlines

[ate |5.v'23/2005 x| *-Alaipots | 1

b G - 2 W Uze PrivateFares
eparture Cit I B ]' .
P ¥ 3 lﬁ I PrivateFares Only Sell City
. -
uival Ciy | | i Pseuda[1B1E =] [ =
] © Include ) Excludz
Time |8.DUAM Ihy Departure | = @ Include Only Accnuntl_ -I Ticket City

Eatiest Time: [B:00AM | Latest Time [11:59 Pt
Flight Type: IA\I Types j

1
Cabin INn Preference 'I 2

[~ Auto-Tab

i Connecting Citi j
I j Plating Carrier

'I -~
[~ Electionic Ticket Only
[~ Paper Ticket Orly

Contract I

* Include ¢ Exclude

Selected Options
Mawimum Fare: 1200
Use PrivateF ares

Pseudo: 1B1B

Itinerary Planner

% Itinerany

Date: Thursday. September 01, 2005  Time: 7:20 PM
From: Toronto, ON - CA [Lester B Pearson Intl) Y2
To: Paris - FR [Charles De Gaulle Intl Arpt] CDG

Date: Wednesday, September 07, 2005  Time: 1:15 PM
From: Paris - FR [Charles De Gaulle Intl Arpt] CDG
To: Toronto, ON - CA [Lester B Pearson Intl) YYZ

Mumber of Fassengers: 1

Time: 8:00 AM by Departure
Mo Earlier Thar: 6:00 AM

Mo Later Thar: 11:59 PM

Add [ dify

Delete

Search Cancel

Maximurn kotal Fare that custamer is wiling to pay

Click the Other tab.

Keyboard: Tab to the Basic tab and press the Right arrow key.

The Other tab appears for the same trip.

Low Fare Shopping Tool x|
Basic  Other |
i~ Passenger Information i~ Tax Information
Name | Passenger Code I I™ Exempt Al # | TanCode [ AppliestoaCounty |
™ Exempt Specific
£adoy I
Delete ¢ I
¥ All Passengers I™ Epplies to a County
Description I j Cords. I j
- Penalty Information —Currency Infarmation
[~ Mo Minimum Stay Penalty Tolerance |100 _I? Altemate Eulrencyl j
[~ Mo Mazimum Stay I™ Quate inUSD ™ Quote in Eura Curency
[T Mo Advance Purchase I Quate in CAD ™ Quote in Local/Mational Curency
Itinerary Planner Selected Options
R Maximum Fare: 1200
§ ltinerary Use PrivateFares
Date: Thursday, September 01, 2005 Time: 7:20 PM NPS:““} ;313 -
From: Toronto, ON - CA [Lester B Pearson Intl] YYZ Tum :'7][! :s';eggelr)s.
Ta: Paris - FR [Charles De Gaulle Intl Arpt] CDG Ime: B y Departure
Wi Earlier Than: 6:00 AM
Date: Wednesday, September 07_ 2005 Time: 1:15 PM Mo Later Than: 11-59 PM
From: Parig - FR [Charles De Gaulle Intl Arpt] CDG
To: Toronto, ON - CA [Lester B Pearson Intl] YYZ
Add | I adify I [Delete, I Search | Cancel |
Mame list - checked items will be included in quote, highlight item(s) to add passenger modifiers

The Other tab allows you to include qualifiers such as number of
passengers, passenger descriptions, tax and penalty information, and
currency modifiers.
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Complete the other dialog box using the guidelines in the following

tables.

Passenger Information Area

Note: By default, Viewpoint™ displays adult fares.

In this field: Enter:

Name Passenger name. When passenger names exist within
itinerary, they appear here.

Number of Number of passengers. This text box appears only

Passengers when PNR Name field does not exist. If you have not
yet started a PNR, you can select number of
passengers. Otherwise, number of passengers defaults
to number in PNR.

Description Use drop-down list to select a passenger type. When

several passengers exist, highlight passenger name in
Name area and select applicable passenger type.

Tax Information Are

a

In this field:

Enter:

Exempt All Check mark to select Exempt All. When you select
this check box, no other tax-exempt information is
required, and other text boxes and buttons in this
section are disabled.

Exempt Specific Check mark to select Exempt Specific. When you

select this check box, you can identify specific tax

codes for exclusion in quotes.

Use the following steps.

1. Enter code.

2. When you select Applies to a Country, you alert
Apollo whether tax code is an individual code or
applies to a country.

3. Click Add >> or Delete << to add tax codes or

delete them from tax planner section of request
window.

Penalty Information Area

In this field:

Enter:

No Minimum Stay

Check mark to exclude fares with minimum stay
restrictions.

No Maximum Stay

Check mark to exclude fares with maximum stay
restrictions.

Note: Select both the No Minimum Stay and No
Maximum Stay check boxes to obtain fares with no
minimum/no maximum stay.

Viewpoint™ Study Guide, July 2005
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In this field:

Enter:

No Advance
Purchase

Check mark to exclude fares with advance purchase
requirements.

Penalty Tolerance

Percentage to indicate amount of penalty passenger
will tolerate for a fare, e.g. 100% is non-refundable
and 0 is no penalty.

Currency Information Area

In this field:

Enter/Select:

Alternate Currency

Alternate Currency from drop down list. Use to search
for fares filed by a carrier in a different currency.
Response only returns fares when they are filed in
desired currency.

Quote in USD

Check mark to see fares quoted in USD.

Quote in CAD

Check mark to see fares quoted in CAD.

Quote in Euro
Currency

Check mark to see fares quoted in Euro. Applies to
countries that are currently using EUR.

Quote in
Local/National
Currency

Check mark to see fares quoted in Local/National
currency. Applies to countries whose fares are filed in
local/national currency for sale in that country.

6. Click Search.

Keyboard: Press Alt+S.

The following screen shows the response to the Toronto/Paris request.

@) Viewapoint - [Low Fare Shopping Tool] ETES
Tl Fie Sop Sl Vew Widow Help =12 =
[ & [ 2 | W-| s« | @ [ B | A
Ineray | Avalddty | AvelDetaks | ForeDetsk | Rues Currency sl web | Clsawindm
List of Seleched Qualliers: | Maarmum Fae 1200 =
Faee LA Fiom [To  [Depats [Awives | @] + [Claas [BanisCode [% |

# D967 S0
# 14589050
& NTEH U0

Seplember 01, 2005 Tine: 7:20 PH
CA [Loster B Pearson Intl) YYZ To Paiis - FR (Chades Do Gaulle Intl Aupt) COG
G TOOPM 1010AMs 1 3W L LIS

Avslsblly. Genatd

- dovalobily, Geresnl

5 P
6 To: Toronto, OH - CA [Lester B Pearsen Intl) ¥YZ
3 M METS

Fuitonal L, sachanges, o
Bead may sopk.

® Nussher o Slop ™ Equapement
Rty [TIT]
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View information

Multiple fare options appear, including both published and negotiated
fares, and it identifies available flight(s) that qualify for the fare. The
first flights for each city pair header appear highlighted for a quick sell.
Unlike Optimal Shopping, the display does not compare against the
existing fare quote.

Note: To select a different flight, click it. To select additional flights,
hold down the Ctrl key and click the desired flights.

From the display you can work with the returned fares or sell a selected
fare using identified booking codes.

Note: To update or view a new shop quote, select Update Quote or New
Quote from the Shop menu. You can also right click a flight and select
the type of update you want from the drop down list.

To view information in the Low Fare Shopping response, use the following
steps.

1.

In the left-hand pane, click a fare to highlight it.
Keyboard: Use the Up and Down arrow keys to select a fare.

The flight availability details in the right pane change. The details relate
to the fare highlighted in the left pane. The booking code shown with
each flight availability is the booking code that applies to the selected
fare.
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2. To view more details use the buttons on the toolbar.

The following table lists the toolbar button options.

Use this button:

To:

B View air availability for selected fare.
A ailability
@, View air availability details for selected fare/flight,
; ; including booking codes, available seats, frequency, sell
Al Details .
agreements, and meal summaries. Can also select

ﬂ InFlight

Services

button to view inflight services from a
flight/availability details display.

= View fare details, including total quote details and
passenger fare information, for selected fare.
Fare Details
View detailed or rule summary, which includes the most
I restrictive rules that apply to fare selected in fare list.
Rules
$Y2 Convert selected fare to and from Neutral Units of
Currency (NUCs).
Currency
k2 Sell selected flight(s).
Sel

Viewpoint™ Study Guide, July 2005
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Rebook flights and store fare

To rebook flights and store the fare, use the following steps.

1. Select one or more flights in the display and then click the Sell button.
Keyboard: Press Alt+E

Note: You can select multiple flights by pressing the Ctrl key and
clicking the required flights.
The Air Sell request dialog box appears.

CET—— x|

“Y'ou must select the booking code for each flight to be sold.
Availability Codes: L ='Waitlist Open  C ='W aitlist Closed R = 0n Reguest A = Available

Flights to Sell Selected Booking Code  Available Codes
Flight: Air Transat 0410 Date: Thursday, September 01, 2005
Depart: Lester B Pearzon Intl [Toronto] Arive: Charles De Gaulle Intl Arpt [Parig)

Flight: Air Tranzat 0211 Date: Wednesday, September 07, 2005
Depart: Charles De Gaulle Intl Arpt [Panis] Amve: Lester B Pearson Intl [Toronto]

Mumber of zeats: I1 3: Request Code: [MM - REQUESTED j Booking Code: IM

Sel I Cancel |

Select flights here, then change their selected booking code

The booking code defaults to the booking code needed to qualify for the
fare shown in the shopping tool.

2. Enter the number of seats you want to sell for each flight (defaults to the
number of seats in the original request).
Keyboard: Tab to the Number of seats.

3. Click Sell.
Keyboard: Press Alt+S

The Cancel Flight Segments dialog box appears.
X

The segmentz highlighted below will now be cancelled. Prezs OK to
continue or press Close to keep the itinerary as it iz,

3y TS 0410 L 1SEP Y2 CDG 551 700 PM-10:10 AM
%TS 0211 M 7S5EP CDGYYZ 551 11:55AM-355 PM

] I Cloze

Submit changes and continue
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Existing itinerary flights appear highlighted. Recently sold flights are
tagged as New.

4. Click OK to cancel the highlighted flights.
5. Click the Itinerary button to return to the Itinerary.

6. Select Add Stored Fare from the Viewpoint™ Fares menu.
Keyboard: Press Alt+R, O

The Add Stored Fare dialog box appears with the quoted fare, allowing
you to either display the fare information or store the fare. Notice the
original quoted fare in the second window, which cannot be stored,
because the flights were cancelled.

X

g [luoted fares that apply to the currently booked tinerany are listed here.
Select one and press OF to store it.

Low Fare Shopping Tool - 856,97 LISD

E [uoted fares that cannot be stored are listed here, along with an
explanation. These can be viewed by selecting one and pressing the
Dizplay buttan.

Best Buy - 1241.97 USD [Required flights not gald)

Ok I Cancel Drizplay Ticket Modifiers

Storeable Fares - Select a Fare to Stare

6. Click OK to store the fare.
Keyboard: Tab to OK and press Return.

The fare confirmation appears.

Galileo Yiewpaoint x|

1 E Fare of 856,97 IUSD successfully stared,
L

7. Click OK.
Keyboard: Tab to OK and press Return.

8. The fare confirmation prompt disappears and the stored fare appears in
the itinerary.
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You customer, Sandy Solomon, wants to fly from London Heathrow (LHR)
to Madrid (MAD) with a departure date 5 months from now.

1.

Practice
2.
3.
4.
5.
Best Buy Options

Use General Availability to search for flights, then sell the air segments
inY class.

Obtain a fare quote using Best Buy, rebook the flights and add the Name
field to the PNR.

Use Low Fare Shopping Tool to look for flights with:
a. No maximum stay

b. No minimum stay

c. Maximum fare 500.00

d. Quote in Euros

Once you’ve located a lower fare rebook the flights and store the lower
fare.

Ignore the PNR.

Although you’ve learned how to obtain fare quotes using Quote as Booked
and Best Buy in the Selling Flights from Schedules module, you will now
learn to use the additional Best Buy options to search for lower fares.

The following table lists the Best Buy pricing options and when to use them.

Select: When you want:

Best Buy Lowest price for booked itinerary.

Best Buy Regardless | Lowest price for booked itinerary even if class of service

is not available.

Best Buy Compare Lowest price for booked itinerary and comparison to price
as booked.
Best Buy Quote™ Lowest price for booked itinerary and up to six alternate

itineraries with lower fares.
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Best Buy

Rebook
information

" — &8 1476 RIUN MIA0RD 8:38 A - 10:52 &M <-- rebook from 'Y to @

Best Buy Regardless

As you’ve probably noticed through your experience with the Best Buy
pricing option, it prices the booked itinerary at the lowest available fare, and
indicates what class of service the segments must be booked in to obtain the
Best Buy fare. Remember that this pricing function is only looking for fare
alternatives on the flights you have booked.

Apollo® validates all fare rules and responds with the lowest fare available
for the booked flights. The Total Fare Details includes an alert message
indicating a lower fare is available by rebooking the existing flights in a
different class of service.

The following screen shows an example of a Best Buy fare quote.

@ viewpoint - [Fare Quote] 12|
T File Fares 5ol Wiew ‘Window Help =18 x|
A G a- H 0
Itinerary Rules MileageRouting  Currency sell RebookFare StoreFare Web Closstindow
Tolal:  574.56 USD List of Selected Qualfiers:
Type:  BestBuy PrivaleF ares

Mames: Brown, Tom
Esisting Flights:

AC 4556 TIUN YWEORD 2:45 Ph - 457 PM < Integrate PrivateFares: 1818/ a
U 242 1JUN ORDMIA 5:45 PM - 3:43 PM <~ Integrate PrivateFares: 1818/

& &; Total Quote Details =

Quote Date: 18 April 2005
J:E Last Diate to Puichase Ticket with 3 Booking Date of Today: 18 April 2005
] Total Fare: 574.56 USD
Base Fare: 553.44 CAD
E Equivalent Fare: 448.78 USD
Tates: 125.78 USD
[=F Reebook: booking code change required
| AC 4556 1JUN YWEORD 245 PM - 4:57 PM <~ rebook from ¥ to L
{— U 342 TJUN ORDMIA 545 P - 5:43 PM <~ rebook from Y to W

L LA 5431 GUUN DRDYWE 1200 PM - 217 PM <~ rebaok fram ¥ 1o W
— Fare guaranteed at ticket issuance:
[ Most Restictive Rules (1)
— Ticket Issuance: Electronic Tickets Only
| Reservations: Book at least 14 daps before departure
[ Ticketing: Ticket no later than 1 day after reservations and at least 14 days before departure
— Penalties: Ticket is non-refundable, and a fee of 22.00 USD is assessed for itinerary changes
{— Retum Travel: Return travel must be started by 17 June 2005
[ Seles Frestictions: The latest tickeling date is 18 April 2005
— Day/Time Application: See Rule Detail or Summary
— Fiight Applization: See Rule Detail or Summary
{— Endto End Combinations: See Rule Detail or Summary
— Prohibited Travel Dates: See Rule Detail or Summary
L Ticket Endorsements: See Rule Detail or Summary
[} Messages
[=}- Fare Basis Codes [by seament; to view rles uss Fare Components below] 1y
[ Adult:
From YWG To ORD Fare Basis: L14XSFN
E From: DRD To: MIA Fare Basis: W7HX [

e MIA T DM Co D i A1AACATH

Ready 1518 N O I

Best Buy Regardless prices the booked itinerary at the lowest fare regardless
of whether or not that fare is available.

Apollo® validates all fare rules and responds with the lowest fare for the
booked flights whether or not the class of service is available. The Total
Quote Details includes an alert message indicating a lower fare is available
by rebooking the existing flights in a different class of service.
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Best Buy Compare

The following screen shows an example of a Best Buy Regardless fare quote.

T Flle Fares 5ol View Window Help =12 x|
- ¢ 8% (2 G a- H AF
Ttinerary Rules  MisageRouting  Currency Sell RebookFare  StorcFare Web CloseWindow
Total.  S6B.56USD List of Selected Qualifiers:
Typs:  Best Bup Regardiess FrivaleF ares

Hames: Brown, Tom

Exssting Flights:
LA 974 1JUN MEXORD 311 PH - 7:15 PM ¢~ Integrate PrivateFares: 1B1B/
24,8331 BJUN ORDMEX 1:50 PH - 610 PM < Integrate: PrivateF ares: 1818/

B &, Total Quote Details

Quote Date: 18 April 2005
Last Date to Purchase Ticket with a Booking Date of Today: 21 April 2005
Total Fare: 568.56 USD

r: Base Fare: 463.00 USD
Taxes: 105.56 USD
—}- Rebook: bocking code change requied
t UA 574 1JUN MEXORD 3:11 P - 7:15 P < rebook fom ¥ to T
448331 BJUN ORDMEX 1:50 PM - 610 PM < rebook o to K

I— Fare guarantesd at licket issusnce

[~ Most Restrictive: Rules (8]

Reservations: Book at least 7 days before departure

Ticketing: Ticket no later than 3 days after reservations and at least 7 days before departure

Penalies: Ticket is non-refundable

Stopovers: See Rule Detail o Summary

Permitted Combinations: See Rule Detail or Summary

Endto End Combinations: See Rule Detail or Summary

Ticket Endorsements: See Rule Detail or Summary

Miscellaneous Fare Tags: See Rule Detail or Summary

[+ Messages

[Z1- Fare Basis Codes (by segment; to view fules use Fare Components below)

Adult:
t From MEX To: DRD Fare Basis TOWNR
From ORD To: MEX Fare Basiz KNRO

B T Passenger and Fare Details

Ready 1818 | I I O )

Note: If you try to rebook from a Best Buy Regardless fare quote, a prompt
similar to the following appears advising you that the Best Buy Regardless of
Availability is for informational purposes only.

Galileo Viewpoint E3

& Best Buy Regardless of Syailability is for informational purpose anly.

Fleaze requote using another fare quote type.

Best Buy Compare works the same way as Best Buy. It prices at the lowest
fare available based on the booked itinerary, and then it compares the best
buy compare price to the standard fare quote. The difference is shown on the
response as a saving.

Apollo® validates all fare rules and responds with the lowest fare available
for the booked flights. The Total Fare Details includes an alert message
indicating a lower fare is available by rebooking the existing flights in a
different class of service. It also gives the fare for the booked class of service.
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The following screen shows an example of a Best Buy Compare fare quote.

@ Viewpoint - [Fare Quote] (5]
"I File Fares 5l View ‘Window Help -] x|
- & - % 1] G - e el
Ttinerary Rues  MieageRouting  Currency Sell RebookFare  StoreFare: Weh ClossiWindow
Tetat 68680 USD List of Selected Quaifiers

Type:  Best Buy Compare PrivaleFares
Names: Brown, Tom
Esisting Flghts

CO 3466 1JUM vYZIAH 615 AM - 8:45 AM < Integrate PrivateFares 1B18/ ﬁ
CO 1724 TJUN IAHMEX S15.8M - 11:31 AM <~ Intearate PrivateFares: 1818/

1 Total Quote Details =

Duote Date: 18 April 2005
Last Date ta Purchase Ticket with a Booking Date of Taday: 19 April 2005
Total Fare: 686.80 USD
Base Fare: 734.00 CAD
EEquwa\em Fare: 595.00 USD
Tares: 91.80 USD
Comparison to cunient booking codes
Lowst fare a5 booked: 1345.80 USD
Eanest avalable fare: 686.80 USD
Providing a savings of. §59.00 USD
I~ Rebook: bocking cade change required
|- CO 3488 1JUN YYZI4H 6:15 AM - 8:45 AM <~ rebook fiom ¥ to O
{— £0 1724 1JUN 1AHMEX 515 AM - 11:31 &b <~ reback hom Y to |
— CO 1725 BJUN MEXIAH 12:20 P - 240 P <~ rsbock fiom ¥ to |
L 00 2738 BIUN 1AHYYZ 3:45 PM - B:02 PM <~ rebock from ¥ to O
[— Fare guaranteed at ticket issuance
[} Most Restrictive Rules (10)
|- Reservations: Book at least 14 days before departure
[ Ticketing: Ticket no later than 1 dap after reservations and at least 14 daps before departure
{— Penaliies: Ticket is non-refundable. and a fee of 100.00 USD is assessed for itinerary changes
[ Start Travel: Travel can start as soon as 14 April 2005
{— Retun Travel: Retumn travel must be completed by 17 June 2005
{— Day/Time Applicatior: See Rule Detail or Summary
{— Stopovers: See Rule Detail or Summary —
{— Endto End Combinations: See Rule Detail or Summary
[ Prohibited Travel Dates: See Rule Detail or Summary
L Ticket Endarsements: See Rule Detail or Summary
[t~ Messages
B ’E:IE Basis Codes (b segment; ko view rules use Fare Components below) I

= |i6te | I S o |

Best Buy Quote™

Best Buy Quote™ prices the current itinerary at the lowest available fare. It
then quotes up to six alfernate itineraries with lower fares, even if they exist
on other airlines, and can include non-stop, direct or connecting flights.

You can view details of each alternate option by clicking the option directly
in the Options text box.

Best Buy Quote™ Parameters

The following parameters apply to Best Buy Quote™.

e You can request Best Buy Quote™ on itineraries with up to 8 segments.
¢ You can request up to 4 passenger types.

e Unless specified otherwise,

e Best Buy Quote™ searches for alternate flight schedules up to 4 hours
before and after the departure time of the original flight for each
origin/destination in the booked itinerary. The search does not go
beyond midnight.

e Preference is given to coach class while searching for alternate
itineraries.

¢ Information for each flight is checked against availability.

If you selected Best Buy Quote as the Fare Quote Type, an additional tab
appears on the Fare Quote dialog box: Routing and Availability Options.
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To consider specific airlines, maximum flight time changes, or cabin class in
the search for alternate fares, click this tab.
Keyboard: Tab to the Availability Options tab and press the Right arrow

key.

The Routing and Availability Options tab appears.

— Bilines

— Max Flight Time Changes

Departure: INo Preference ‘l

Arival:

Fare Quote B I

Mames | Flightsl Other  Awailability and Routing Options |

Selected Options

FrivateF ares

Change Departure D ate
Depart (0 Days

INo Preference ‘I

& Earlier © Later

& |nclude Only  © Exclude

I Specify Max Joumey Time —
Mot tare Than (0 Huours

Cabin Class: IND Preference ‘l

1 Booked Routing Only

— Connection Types Allowed

INo Preference @

— Conzider Alternate Airparts
& Ho " Vas

Exclude Connection Cities / Sirports

r— Fare Quote Type

" Quote as Booked

" Best Buy

" Best Buy Regardess
" Best Buy Compare
{+ Best Buy Quate

oK Cancel

Specify an airline to incdude or exclude from the availabilicy search

To complete this tab, use the guidelines in the following table.

In this field:

Do this:

Airlines

Select up to three airlines to include or exclude from
request.

Include Only /Exclude

Click desired option. Airlines selected will be included
or excluded from request.

Cabin Class

Change cabin class preference.

Maximum Flight Time
Changes

Determine maximum for flight changes at arrival and
departure. Choose no preference, use existing time
changes requirements, or up to 24 hours.

Change Departure Date

Request a different departure date other than one
booked. Specify number of days to vary from booked
date. Specify if departure day entered is to be earlier or
later than booked departure day.

Specify Max Journey
Time

Click to enable maximum journey time restrictions.
Specify maximum allowed journey time.
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In this field:

Do this:

Booked Routing Only

Click to accept and use routing of current booking.

Connection Types
Allowed

Select type of connection to be used for quote.

Excluded Connection
Cities/Airports

If desired, specify up to three airports to be excluded
from quote.

Consider Alternate
Airports

Click Yes to specify that alternate airports are to be used

for the quote.

Note: Alternative fare options are listed in the Options text box in the upper
left of the window. Select one of the alternative fares before clicking the

Rebook Fare button.

The following screen shows an example of a Best Buy Quote™ fare quote.

@ viewpoint - [Fare Quote] ME R
T Flle Fares 5ol Wiew indow Help _|®] x|
- & sy 2] G a- H AR
Ttinetary Rules MileageRouting  Currency Sell RebookFare StorsFare web Closetfindow
DOptions: [T d ltinerany 352.40 USD List of Selected Qualifiers:
List of Option 2 - Lowest Fare Altemative 292,33 5D FrvateFae:
Option 3 30080 USD
: Dption 4 312.39USD
alternative —» Dption 5 238050 x|
options Type: Best Buy Quate
Mames: Brown, Tom
Esisting Flights:
LA 305 1JUN LAXDEN B:00 AM - 11:18 AM <~ Integrate PrivateFares: 1818/
F3 403 BJUN DENLAX 840 AM - 10,00 AM < Integrate PiivateFares: 1B18/
Required Flights:
Flight [ Class [ Date [ Route [ Time
UA 906 1Jun LEXDEN GOOAM - 1116 AM
F3402 3 8Jun DENLAX E:40AM - 10.00 &M
B3 Total Quote Details =
’ tuote Date: 8 April 2005
Last Date to Purchase Ticket with a Booking Date of Todzy: 9 April 2005
[=}- Total Fare: 352.40 USD
t Base Fare: 308.84 USD
Tanes: 43.56 USD
Fare guaranteed at ticket issuance
[1- Most Restrictive Rules (5)
Reservalions: Book at least 21 days before departure
Ticketing: Ticket no later than 24 hours after reservations and at least 21 days before departure
Penalies: Ticket is non-refundable. and a fee of 100.00 USD is assessed for itinerary changes
Endto End Combinations: See Rule Detail or Summary
Ticket Endorsements: See Rule Detail or Summary
Messages
[ Fare Basis Codes [by segment; to view ules us Fare Components below)
- Adult:
t From: LAX To: DEN Fare Basis: VAZ1QN
From DEM To: LAX Fare Basis: E2INR |
[ ‘@ Passenger and Fare Details =l

lREady

T2 I o o |
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Rebook flights and store fare

After displaying the fare quote with multiple pricing options, use the
following steps to rebook flights and store the fare.

1.
2.

Practice

Enter the passenger name in the Customer Information dialog box.

Select the pricing option you want by clicking it.

Click the Rebook Fare toolbar button to sell new flights/fares and cancel

the existing itinerary.
Click the Fares toolbar button and select Add Stored Fare.
Click Store Fare toolbar button to save and store the new fare.

A prompt appears advising you that the fare was stored successfully.

Galileo Yiewpoint E

@ Fare waz Stored Successfully.

Click OK.
The Fare Quote screen reappears.

Click Itinerary to return to the PNR.

Your customer, Cynthia Dawes, wants to fly round trip from Miami to
Mexico City.

1.

Sell the air segments in Y class and obtain a fare quote using Best Buy
Quote.

Rebook the flights in the lowest available fare.
Add the customer name and store the fare.

Ignore the PNR.
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Store a Fare with Ticketing Modifiers

You can store the fare with ticketing modifiers so the appropriate ticketing
information appears on issued documents.

To store a fare with ticketing modifiers, use the following steps.

1. Click the Store Fare toolbar button and select Add Ticket Modifiers.
The Ticketing Modifiers dialog box appears with several tabs. Here you
can choose ticketing modifiers to determine how to issue a document.

Ticketing Modifiers
Selected Options

Ticket | MISL. | Segment Related Modifiers |
Favorites | |nvoicestinerary | Farm Of Payment | Back Office
I™ Credit Card | = Date [ [
I Cheque/Check [FCK] For ather forms of papment, go to FOP tab

I~ Issuance -

" Altenate ticket overiide [/l issue 2 Clectione Ticket (E1)
Wil izzue az Paper Ticket (PT]

I™ Plating Carier [C) =

™ Commission () g »‘;mnunl

™ Ticket Designator [GTD]
I~ Endorsement Box [EE]

™ Inkibit %/aitlist Segments (SLNONE)

Cancel

Specify a credit card as Form of payment.

The Favorites tab includes the most commonly used ticketing modifiers.
Commonly used modifiers from the other tabs are organized on this one
tab so you can quickly store fares. In addition to these modifiers, you
can customize the Favorites tab to add your most commonly used
ticketing modifiers, based on your business needs.
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The following ticketing modifier options appear on the Favorites tab:

Click this option: | To specify:

Credit Card Credit card as form of payment. Select credit card
vendor from drop down list, enter credit card number
and expiration date (month and two-digit year) into
text boxes.

Cheque/Check Cheque/check as form of payment.

(FCK)

Issuance Override of issuance of all documents to linked
devices. Select from drop down list.

Alternate ticket Override of either Electronic or Paper ticket default.

override Select from drop down list.

Plating Plating/validating carrier to validate fare. Select from

Carrier (C) drop down list.

Commission (Z)

Commission as percentage or amount. Enter value or
amount and click option to indicate if amount is a
percentage or an amount.

Ticket Designator
(GTD)

Ticket designator information on ticket. Enter
ticketing designator into box.

Endorsement Box
(EB)

Freeform endorsements/restrictions text in boxes.

2. To store the fare for issuance of itineraries and invoices only, with or
without specific segments, click the Invoice/Itinerary tab.
Keyboard: Tab to the Invoice/Itinerary tab and press the Right arrow
key.

The Invoice/Itinerary tab appears.

Ticketing Modifiers

Ticket |
Farvorites

MISC.
Invaicedtineran

I Segment Felated Modifiers | Selected Options

I Form OF Pagment | Back Dffice

I Issuance |

I Invaice with no dallar amaunts (GIN)

I Inkibit Invoice Mumber [GID)

™ Separate Invoices for sach passenger (G15)

™ Inhibit Fare [GIF)
™ Pocket ltinesary Dvenide [GP)

Number of [tineraries I ¥ -

C Print &l Auxiiary segments [SXALL) € Inkibit Ausiiary segrments (SXNONE)

™ Inhibit Wailist Segments (SLNONE]
I Inhibit ltinerary Fremarks (SRNONE]

H

Cancel

Select item ta override linkage
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The following table describes the Invoice/Itinerary tab options.

Click this option:

To:

Issuance

Override the issuance of all documents to linked
devices. Select from drop down list.

Invoice with no dollar
amounts (GIN)

Suppress all invoice amounts.

Inhibit Invoice
Number (GID)

Issue an itinerary/invoice without decrementing
invoice numbers.

Separate Invoices for

Issue a separate itinerary/invoice for each

each passenger (GIS) passenger.

Inhibit Fare (GIF) Issue an itinerary invoice for dues and paids only.

Pocket Itinerary Issue a pocket itinerary by overriding ADP options

Override (GP) table. Enter number of pocket itineraries customer
wants. Select where you want pocket itinerary to
print: HOST (H) or STP (S).

Print all Auxiliary Select either Print Auxiliary segments (SXALL) or

segments Inhibit Auxiliary segments (SXNONE).
If you select Print Auxiliary segments, only
auxiliary segments will appear on invoice/itinerary.
If you select Inhibit Auxiliary Segments, auxiliary
segments on invoice/itinerary are suppressed.

Inhibit Waitlist Exclude waitlisted segments.

Segments (SLNONE)

Inhibit Itinerary Exclude itinerary remarks.

Remarks (SRNONE)

Viewpoint™ Study Guide, July 2005

31




Price Itinerary in Viewpoint™

3. To store the form-of-payment type, click the Form Of Payment tab.
Keyboard: Tab to the Form Of Payment tab and press the Right arrow
key.

The Form Of Payment tab appears.

Ticketing Modifiers [ x|

Ticket | MISC | Segment Fielated Modfiers |  Selected Options
Favarites | Irwaice/ltinerary Form OF Papment | Back Office

™ Credit Card
I | Mo spstem credit card [FEC]

Wendor I j

Humber I

Expiration Date Maonth Year

Approval Code
I™ | Extended FOP

Customer Reference number I

I oK
Card D (CID) ]
™ Cheque/Check (FCK) #
I~ Cash[FS]
I Other | j |
Cancel

Specify a credit card as Form of payment.

The following table lists the Form Of Payment tab options.

Click this option: | To specify:

Credit Card Credit card as form of payment. Enter detail information
in following fields:

e Non system credit card (FCC): Select to enter a
credit card number with no expiration date.

e Vendor: Use drop down arrow to select credit card
vendor.

e Number: Enter credit card number.

e Expiration Date: Enter expiration date (month and
two-digit year).

e Approval Code: Enter credit card vendor approval
code.

e Extended FOP: Select if customer wants extended
payment option.

e Customer Reference Number: Enter customer
reference number supplied by credit card company
or corporation.

e OK: Some credit cards require you to append OK
to end of credit card number. If OK is required, OK
checkbox becomes available. You must check this
box before you can send credit card number for
approval.

e Card ID (CID): Enter credit card ID.
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Click this option: | To specify:

Cheque/Check Cheque/check as form of payment.

(FCK)
Cash (FS) Cash as form of payment.
Other Another form of payment. Use drop down list to select

other form of payment.

Use text box to enter information that may be required
for form of payment selected.

4. To request itinerary or accounting document, click the Back Office tab.
Keyboard: Tab to the Back Office tab and press the Right arrow key.

The Back Office tab appears.

Ticketing Modifiers [ %]
Ticket | MISC. | Segment Related Modifiers | Selected Options
Favorites | Irvoice/|tinerary I Form OFf Payment Back Office
™ Issuance I =l

[~ Accounting Interface Record [DED]

Cancel

Select item ko override linkage

The Back Office tab allows you to specify how to issue the ticket, as well
as where and how to send the interface.

The following table describes the Back Office tab options.

Click this option: | To:

Issuance Override the issuance of all documents to linked
devices. Select from drop down list.

Accounting Generate an accountable ticketing interface record.
Interface Record
(DBD)

5. To store the more commonly used ticket modifiers, endorsements and
ticket designators, click the Ticket tab.
Keyboard: Tab to the Ticket tab and press the Right arrow key.
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The Ticket tab appears.
Favorites | Irwoice/ltingrary I Form Of Payment I Back Office | Selected Options
Ticket I MISC. I Segment Related Madifiers

™ lssuance | =l
[~ &ltemate ticket averride Will issue 3 Electranic Ticket [ET]

“Wwill izzue 3z Paper Ticket [PT]
[ Plating Carrier [C] I j
[ Commission [£) li 1 Ampunt

=

[ Endorsement Box (EB] |

|

|
[~ Ticket Designator [GTD] l—
I~ Tour Code (IT) —
[ Inclusive Tour (GT)
[~ Bulk Ticket [GB] [~ Morrefundable [GEN]
[~ Tax Exempt (GTE)

Cancel

Select item to override linkage

The Ticket tab allows you to add information that will appear on the
ticket. This includes carrier override, commission, alternate ticket,
issuance override, endorsement box, ticket designator, tour code,
inclusive tour, bulk tickets, free ticket and tax exempt. The following

table describes the

Ticket tab options.

Click this option: | To specify:

Issuance Override the issuance of all documents to linked
devices. Select from drop down list.

Alternate Ticket Override of Electronic or Paper ticket. Select Will

Override issue as Electronic Ticket (DLD) or Will issue as Paper
ticket (PT)

Plating Plating/validating carrier to validate fare. Select from

Carrier (C) drop down list.

Commission (Z)

Commission as a percentage or an amount. Enter
commission value or amount into box. Click either
Amount or % to identify type of commission.

Endorsement Box
(EB)

Any endorsements/restrictions applicable to ticket.
Enter freeform endorsements or restrictions text in
fields.

Ticket Designator
(GTD)

Ticket designator information on ticket. Enter text in
field.

Tour Code (IT)

Tour code on ticket. Enter text in field.

Inclusive Tour
(GT)

Inclusive tour ticket.

Bulk Ticket (GB) Bulk inclusive tour ticket.

Tax Exempt (GTE) | Ticket as tax exempt.

Nonrefundable Non refundable bulk inclusive tour ticket.
(GBN)
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6. To store additional

baggage allowance,

ticket modifiers (e.g. NVB/NVA dates, net remit,
etc.), click the MISC tab.

Keyboard: Tab to the MISC tab and press the Right arrow key.

The MISC tab appears.

Favarites

Invoice/ltinerary

| | Selected Options

Back Office

Form Of Payment

Ticket MISC. Segment Related Modifiers

[~ Faxfz-mail of invoice/itinerary [GFX)

[~ Mon negotiable charge form [GCF]

I~ Met Remittance (NR$] |

I Mot Valid Before (NVE) [

I Mot Vald After NVA) [

[~ Display Currency | j

™ Baggage Allowance [GEG] l_ lﬁ

[~ Post Audit Coupen [G4] = [ =

[ Passenger Receipt [GRC] PFiinter Addiess l—

[~ Passenger receipt overide for opposits language (GRO]

[ Print freeform information - OPTAT only (GFF] I—

™ Record Locator Overide [GRL) Record Locator | CRS |
Cancel

(GF®) - Fax or e-mail the itinerary/finvoice

alang with ticket issuance.

The MISC tab makes it possible to provide additional miscellaneous
information for ticketing. The following table describes the MISC tab

options.

Click this option:

To:

Fax/email of
invoice/itinerary
(GFX)

Fax or e-mail the itinerary/invoice when ticket is issued.
An additional fill-in format dialog box will appear when
you click OK.

Note: You must be linked to an itinerary printer or you
will not see fill-in format dialog box.

Non negotiable
charge from
(GCF)

Issue a non negotiable charge form.

Net Remittance
(NRS)

Indicate that usage is dependent upon local BSP net
remittance scheme. Enter net remit amount into text
box.

Not Valid Before
(NVB)

Show not valid before date that applies to document.
Enter Not Valid Before date as DDMMM into box
provided.

Note: Segment selection is not currently available for
NVB, NVA options.

Not Valid After
(NVA)

Show not valid after date that applies to document.
Enter Not Valid After date as DDMMM.

Note: Segment selection is not currently available for
NVB, NVA options.

Display Currency

Print fare in currency selected if local currency is
different from above. Select from drop down list.
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7.

Practice

Click this option: | To:
Baggage Indicate baggage allowance. Indicate if baggage
Allowance (GBG) | allowance is by weight or by number of pieces.
Note: Segment selection is not currently available for
GBG option.
Post Audit Issue post audit coupons, overriding ADP options table.
Coupon (GA) Enter number of audit coupons in box.

Passenger Receipt
(GRC)

Issue a passenger receipt for an electronic ticket. Enter
printer address for GRC in box.

Passenger receipt
override for
opposite language
(GRO)

Issue a passenger receipt in opposite language for
electronic tickets.

Print freeform
information -
OPTAT only
(GFP)

Print freeform text onto Form Of Payment box on ticket.
Enter freeform text in box.

Record Locator

Specify vendor record locator. If you make this

Override (GRL) selection, you must specify vendor record locator and
computer reservation code.
Record: Locator: Enter Record Locator for GRL.
CRS: Enter Computer Reservation Code for GRL.
Click OK.

Keyboard: Press Enter.

Your customer, Kim Yu, wants to fly round trip from Chicago to Montreal.

1.
2.
3.

Sell the air segments in Y class and obtain a fare quote using Best Buy.

Rebook the flights in the lowest available fare.

Add the customer name and store the fare with the following ticketing

modifiers:

a. Check as form of payment.
b. A tour code (IT) of 1234566789.

Ignore the PNR.
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Summary

In this module you learned how to:
e Shop for a lower fare for a booked itinerary.

e Store a fare with ticketing modifiers.
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Customers change their travel plans often. Viewpoint™ makes it easy to
change PNRs to accommodate customer needs.

Module Objectives

Upon completion of this module you will be able to:
e Retrieve a PNR.

e Change the Name, Frequent Flyer, Phone, Address, Ticketing, and Form
of Payment information.

e Add and reorder air segments.
e Add ARNK segments.
e Modify air segments.

e Cancel specific segments or an entire itinerary.

Retrieve PNRs

After you save a PNR, you can retrieve it to view it or make changes.

You can retrieve a PNR using its record locator or by the first traveler’s last
name. If you choose to retrieve the PNR by last name, you can optionally
enter additional information such as the departure date or flight number to
narrow your search in the event there is more than one PNR with the same
last name.

You will use the Retrieve PNR dialog box to retrieve a PNR.

Retrieve PNR x|

Mame / Record Locatar | Flight I Selective Accessl

% Last Mame: I Firzt Mame [optional]: I
" Record Locatar: .

[~ Date [Optional): I "I

™ Retiieve from all branches Branch Pseudo: I

™ Retrieve from Galileo

Ok, I Caticel

Enter passenger's last name
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This dialog box has three tabs:

e Name/Record Locator—used to retrieve a PNR by last name or record
locator.

e Flight—used to retrieve a PNR by airline, flight, date, and last name.
e Selective Access—used to retrieve a PNR from another pseudo with

Selective Access™,

The next section documents the most common methods of retrieving a PNR:
by last name or by record locator.

Retrieve by Name

To retrieve a PNR by name, use the following steps:

1. Click the Customer toolbar button and select Retrieve PNR.
Keyboard: Press: Alt+F, H

The Retrieve PNR dialog box appears.

=
Mame / Record Locatar | Flight I Selective Accessl
¢ | ast Mame: I First Mame [optional]: I
" Record Locatar: .
[~ Date [Optional): I "I
™ Retiieve from all branches Branch Pseudo: I

™ Retrieve from Galileo

Ok, I Caticel

Enter passenger's last name

2. Type the last name of the first traveler in the Last Name text box.

Note: If you are not sure how to spell the customer’s last name, or are
only sure of the first few letters of the name, use a partial spelling plus a
wildcard (*) to display the PNR (e.g., “For*”).

Optionally, you can complete the First Name text box to improve the
search in the event there is more than one PNR with the same last name.

You can also use the Date checkbox to enter the date of departure. Use
the drop down calendar to view the current month.

Retrieve from all branches: If you have Selective Access™™ agreements,
click this checkbox to retrieve from all branch offices associated to your
pseudo city.
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4.

Branch Pseudo: Enter the pseudo city of a specific branch office
associated to your pseudo city. If you have Selective Access™ you can
enter an alternative pseudo city.

Click OK.
Keyboard: Press Enter.

If only one PNR matches the traveler name you entered, the PNR is
retrieved from the Apollo®™ system and appears on the itinerary window.

If you are retrieving a PNR by name, and more than one PNR matches
what you entered, the Similar Names List dialog box appears.

Similar Names Liskt

Mare than one PN was found using the criteria that you specified. Please choose the PMR
that pou want from the list below.

X

Sirnilar Mames List:

Rec Loc Cancelled

Customer Mame™ | Date

MOECLZ |
MWRBKK. X

... Bul
... 170ct
DALBERG/AMA... 170ct 1

o]

To select a PNR from the Similar Names List, double-click it.
Keyboard: Use the Up and Down arrow keys to highlight the PNR, and
then press Enter.

Cancel

Retrieve by Record Locator

Retrieving a PNR by record locator is the most direct way of retrieving a
PNR because a PNR’s record locator is unique within the Apollo” system.

To retrieve a PNR by record locator, use the following steps:

L.

Click the Customer button and select Retrieve PNR.
Keyboard: Press: Alt+F, H

The Retrieve PNR dialog box appears.

Click the Record Locator radio button.
Keyboard: Press Alt+R
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The Retrieve PNR dialog box changes, displaying only the Record
Locator text box.

Retrieve PNR x|

Mame / Record Locatar | Flight I Selective Accessl

= Last Name:

' Record Locator: Il

[" Retiigve from Galileo

Ok, I Caticel

Specify record locator

3. Type the record locator, and then click OK.
Keyboard: Press Enter.

The PNR is retrieved from the Apollo® system and appears on the
itinerary window.

Change PNR Fields

If a PNR contains the wrong information, such as a misspelled name or
incorrect phone number, you can easily correct it. You can easily change or
delete PNR data.
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Change Customer Information

Changing customer information is similar to adding it. You use the same

dialog box as you do when you add customer information.

Customer Information

Hame I Frequent Flyer  Phone |Addresses| Ticketingl Farm of F'aymentl E-Mailsl

X

 Freefom; I

City Code: Type: Phone Mumber:

% Standard; I jl j I

Phanes:

Add bdodify | Delete |

City Code | Type | Humber / Message

ORD Travel Agent 312 555-1000/GREEM TREE TRAVEL-
PCT Fesidence E09 453-2766

ak. I Cancel |

You can directly display the Customer Information tab that contains the
information to be changed by selecting it from the menu. For example, to

change a phone number you would select Phone from the Create/Edit

Customer Information menu.

I
T Fle Edit Ar Fares Car Hotel Queues Map View Tools 'Window Help =] ]|
a8 © & %= 8 & @& 9 _ % £ = B -
Terminals  Customer hop Hir Fares Car Hatel Map Finish IssusDocs  E-Mal Web Cruise
E@ o Warme... Il
Frequent Flyer...
Create/Edit Special 5 Phore.
O e s
Create/Edit Ticketing Arrangement. .. T
E Create(Edit Form of Payment. . (R Pt
Relrigve The PHRL... E-HMails...
AE  savepur..
Get PRO-File... |
Apply Custam Check. .. EEN TREE TRAVEL-
= Cancel Seqent(s)
Cancel Ttinerary
Ignare
Ignore and Redisplay
Send To »
P Flight Murnber: 1581 Booking Code: H # Seats: 1
rink...  CTRL+P 8. 2005
I Prink Preview... k Intl Arpt, Newark NI - U.S.
Prink Customer Ttinerary. . e Tacoma Intl Arpt, Seattle WA - U.S.
Print Setup... Artives: 0:53 AM
d Sell Type: L - Last seat
Exit  Alt+F4 ticketing
~ Exit and Sign Off
2 CO - Continental Flight Nurnber: 1680 Booking Code: H # Seats: 1
Date:  Monday, July 11, 2005
From:  SEA - Seattle Tacoma Intl Arpt, Seattle WA - U.S.
&& To: EWR - Newark Intl Arpt, Newark NJ - 1.5,
Departs: 10:50 AM Arrives: 7:00 PM
Status:  HK - Confirmed Sell Type: L - Last seat
available for electranic ticketing
@ web Bookings
% Stored Fares

Ready 1616

Viewpoint™ Study Guide, July 2005



Work with PNRs in Viewpoint™

You can also directly access a Customer Information tab using the shortcut
menu. To display a shortcut menu, move the pointer over the information
that you want to change and right-click. Below is another example of
accessing the Phone tab.

{8 viewpoint - [P - DALUERG] =121 x|

—|Fie Eft Ar Faes Cor Hotel Quewss Map View Took Wisdow Hel ST
g © % 8 &8 @ % % . ¢ @ _®W £
Termngls  Customer Shop A Fares Car Hotel Map Firsh 1ssuelocs E-tad Wb Lrugse

[ (:EI Record Locaton ENHNGM

2 (} MNamnes
DWALBERG, CYNTHLA

B0 Phones
|Type Ly Phone
|Travel Agent|{ORL) (312 54 100U/GREEN TREE TRAVEL-

[Residence|(PCT) 00eem s
jBmness|(EWR) wsm
I Email
FIL] Tinerary ||

1 LU - Continental Fhght Numbsr: 1581 Bocking Cods: H # Seats: 1
Date:  friday, July 00, 2005
% Frome FWR - Newark Intl Arplt, Newark N1 - 1S,
Tae SEA - Seattle Tacoma Intl Arpt, Seattle WA - LS.
Departs: 000 AM Arrives: 10:53 aM
Statie: HK - Confirmed Sofl Typae: L = Last seat
fivallable for elactronic bketng

CO - Continental Fight Number: 1600 Booking Code: H # Seats: L
Cute:  Morsday, July 11, 2005
% Froec SEA - Seattle Tacoma Intl Arpt, Seattle wa - U.S.
Toe EWR - Newark Intl Arpt, Newark NI - U5,
Dopurts: 10:50 AM Arriar: 700 PH
Status: HE - Confirmed Sell Type: L - Last seat
Avallsble for electronic ticketing

& 5 web Bookings

- =1
o e ——————T

To change customer information, use the following steps.

1. Click the Customer toolbar button and select Create/Edit Customer
Information.
Keyboard: Press: Alt+F, C

2. Select the appropriate menu option.
Keyboard: Use the Up and Down arrow keys to highlight the option and
press Enter.

The Customer Information dialog box appears.

3. Make one or more of the following changes:
a. To add a name, frequent flyer information, phone, or address:
— Type the information in the appropriate text boxes.
— Click Add.
Keyboard: Press Alt+A
b. To modify a name, phone, or address:
—  Click the line of information (in lower half of dialog box) to be
changed.
Keyboard: Use the Up and Down arrow keys.
— Change the information in one or more of the text boxes.
—  Click Modify.
Keyboard: Press Alt+M
¢. To modify the ticketing or form of payment, simply make the
appropriate change.

4. Click OK.
Keyboard: Press Enter.

Viewpoint™ Study Guide, July 2005 7



Work with PNRs in Viewpoint™

Practice

Create a new PNR for your client, Ms. Christine Barrozzo, who lives and
works in your city. Add her name and work telephone number, 555-1717.
Add your agency telephone number as well.

1. Display Chris’ name on the itinerary window.
2. Add Chris’ home telephone, 581-8282.

3. Change Chris’ work telephone to 555-2179.
4. Ignore the PNR.

Add and Reorder Air Segments

Insert a New Segment

To keep an itinerary in city and date sequential order, you may need to add or
resequence air segments in the itinerary or add an ARNK segment.

A customer may add a side trip to an existing itinerary, or fly into one city
and then continue the journey from a different city.
To add an air segment, use following steps.

1. On the itinerary window, click the segment that the new segment is to
follow.
Keyboard: Use the Up and Down arrow keys to highlight the segment.

Note: If you need to insert a segment before the first booked segment,
select the first booked segment, add the new segment, and then reorder
the segments.

2. Book the air segment.
The new air segment appears after the selected segment.

Note: To insert a segment before the 1st segment, right-click the
Itinerary header, and add the new segment.

Make sure you verify the ATFQ field after inserting a new segment.
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Add ARNK Segments

Practice

When a customer decides to fly into one city and then continue the journey
by flying out of another city, the journey between those two cities that is not
flown is called the surface portion or ARNK (arrival not known.)

An ARNK segment is a placeholder in the itinerary. In an itinerary where a
traveler is flying into one city and out of another, the cities are not
considered sequential. An ARNK is needed to account for the surface
portion of the trip.

To add an ARNK segment to your itinerary, use the following steps.

1. Display the itinerary.

2. Highlight the segment before the ARNK by clicking it.
Keyboard: Use the Up and Down arrow keys to highlight the segment

3. Click the Air button, and select ARNK.
Keyboard: Press Alt+A, K

An Arrival Not Known automatically appears in the appropriate place in
the itinerary.

@ ¥iewpoint - [PNR - DRTEZ]

T Fle Edi Ar Faes Car Hotel Queues Map View Tools Window Help

=18] x|
[T |

T = K

IssueDocs E-Mail web

a ©® . & (0 x 8 &5 _ @& 2 | %

Terminals  Customer Shap A Fares Car Hotel Map Firish

=
o
s

Cruise

E@ Record Locatar: new record

S| @ Names
ORTEZ, ARTURO MR

=] Phones
[Type iy Phone ‘
[Travel Agent|(ORD)|312 555-1000/GREEN TREE TRAVEL-|

E-mail

= iﬁ Itinerary

1 UA - United Flight Number: 672 Bocking Code: ¥ # Seats: 1
Date:  Sunday, June 19, 2005
From:  ORD - D'Hare Intl Arpt, Chicago IL - US.
é& Tai LGA - La Guardia, New York NY - U.5.
Departs: 8:00 AM Arrives: 11:03 AM
Status: S5 - Sold Sell Type: L - Last seat
Available for electronic ticketing

e - Arrival Not Known

3 UA - United Fiight Number: 895 Booking Code: ¥ # Seats: 1
Date:  Friday, June 24, 2005
% From:  PHL - Philadelphia Intl Arpt, Philadelphia PA - U.S.
To: ORD - O'Hare Intl Arpt, Chicago 1L - U.S.
Departs: 7:55 AM Arives: A
Status:  SS - Sold Sell Type:
Avaiable for electronic ticketing

L - Last seat

@ web Bookings

=3 Tl I B )

Use the following scenario to add an ARNK segment to an itinerary.

1. Six months from today, your customer wants to fly from Washington
Dulles to Los Angeles on United Airlines. He plans to return to
Washington Dulles from San Francisco 10 days later. Your customer
commented that he prefers non-stop flights in the afternoon.
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Reorder Segments

2. Search for availability.

3. From a single availability display, sell ‘Y’ class seats for both segments
of his itinerary.
a. from Washington Dulles to Los Angeles, and
b. from San Francisco to Washington Dulles

4. After you have successfully sold the air segments, display the itinerary.
5. Insert an ARNK segment after your Los Angeles arrival segment.

6. Once completed, ignore the transaction in Viewpoint™.

You can change the order of segments in an itinerary. This is useful for
itineraries where the segments are not in sequential order.

You use the Reorder Segments dialog to change the order of the segments.
You can move any segment up or down using the buttons on the dialog.

Reorder Segments

2 AC - Air Canada Flight Mumber; 346 Booking Code: ¥ # Seats: 2
Date: 19 June - Sunday
From: YUL - Dorval Intl, Montreal PO - Canada
% Tao: IAD - Washington Dulles Intl, Washington DC - U_5.
Departs: 6:19 AM  Arrives: 8:02 AM tave P
Statuz: 55 - Sold Sell Type: L - Last seat
Awailable for electronic ticketing

|

21 June - Tuesday
IAD - Washington Dulles Intl. Washington DC - U_5.
. JFK - John F Kennedy Intl, Mew York NY - U.5.
28 AM

Maove Down

Date: 24 June - Fnday

Frarm: IAD - Washington Dulles Intl, Washington DC - U_5.
% To YUL - Dorval Intl, Montreal PQ - Canada

Nenartz: 8-35 AM Amives TN-15 AW ll

(]8 Cancel

Move selected segment down

As you reorder segments within the Reorder Segments dialog, the segment’s
original sequence number is retained. The sequence numbers are changed
after you OK the changes. In the example above, the first segment on the
itinerary was moved after the second segment.

To reorder itinerary segments, use the following steps.

1. On the itinerary window, right-click any air segment.
Keyboard: Use the Up and Down arrow keys to highlight a segment.

The segment is highlighted.

10
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2. Select Reorder Segments from the menu.
Keyboard: Press Alt+T, R

The Reorder Segments dialog box appears.

3. Click the segment you want to move.
Keyboard: Use the Up and Down arrow keys to highlight the segment.

The segment is highlighted.

3. Click Move Up or Move Down to change the placement of the
highlighted segment.
Keyboard: Tab to Move Up or Move Down and press Enter.
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The segment is moved up or down.

Note: You can click and drag the segment within the Reorder Segments
dialog box instead of using the Move Up and Move Down.

4. Click OK.
Keyboard: Tab to OK and press Enter.
The segments are reordered on the itinerary window.
Note: Make sure you verify the ATFQ field after reordering segments.
Practice
1. Book any round trip from San Francisco to Calgary, AB, Canada for six
months from now. Insert a one-way segment on United from Los
Angeles to San Francisco after the first segment (San Francisco-
Calgary) 5 months from now.
2. Reorder the segments so that the Los Angeles to San Francisco segment
displays first.
Modify an Air Segment
Once you have booked an air segment, you can modify the status, time, class,
or date. Modify an air segment after you have booked the itinerary and your
customer needs to make changes or if a schedule change necessitates a status
or time change.
To modify a booked air segment, use the following steps.
1. Highlight the segment to be modified by clicking it.
Keyboard: Use the Up and Down arrow keys to highlight the segment
2. Click the right mouse button. Then click Modify on the menu.
Keyboard: Press Alt+A, M
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The Modify Air Segments dialog appears with the first air segment
highlighted.

Modify Air Segments x|

S izting flight ar flights to modify
: Flight: Air Canada 0743 Y From: New York To:
: Date: Thursday. August 25, 2005 Leaves: 9:00 AM Statuz 55 - Sold
Flight: Air Canada 0742 Y From: Montreal To: Mew York

Date: Wednesday. August 31, 2005 Leavez 9:00 AM Statuz 55 - Sold

Montreal

[~ Change Segment Status: I j

[~ Change Segment Time:

Departure Time:IS;EIEI Ak Arrival Tirne:|‘||3;2? Ak
™ Change Booking Code: I
[~ Change Date: 57252008 =l ok, | Cancel

Select Flight{s) to madify

3. If modifying other than the first segment, click the segment you are
modifying to highlight it.
Keyboard: Use the Up and Down arrow keys to highlight the segment

4. In the lower section of the dialog display, click the type of change, then
type the associated information in the blank box.
Keyboard: Press Alt+’access key’ where ‘access key’ is the underlined
character of the change.
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The following screen shows the departure date of the return flight
changing from August 25 to August 26.

Modify Air Segments |

Select Existing flight or flights to modify

ight: Air Canada 0743 From: Me
Thurzday. August 25, 2005 Le

:Modifications permitted for zelected segments only

Flight: Air Canada 0742 Y From: Montreal To Hew York
Date: Wednesday, August 31, 2005 Leaves: 3:00 AM Statuz 55 - Sold

[" Change Segment Status; | j

[" Change Segment Time;

Departure Time:IEI:IJEI Aibd Auriveal Time:l‘l 027 Abd
[~ Change Booking Code: I

¥ Change Date:

ak. I Cancel

Enter new departure date For selecked Flightis)

To complete the modification, click the OK button.
Keyboard: Press Enter

The Air Results window appears with the flight details and any messages
the air vendor sends. Any subsequent Air Sell Results refer to the
remaining air segments. To view the details, click the plus (+) sign to
expand the information.

Practice
Access the General Air Availability Request dialog box in Viewpoint™, Use
the following scenario to modify a sold air segment:
1. Your customer wants to fly one-way from Philadelphia to Denver on US
Airways, departing three months from today. Add the flight to the
Itinerary Planner.
2. Search for availability.
3. Sell one Y’ class seat on the earliest departure from Philadelphia to
Denver.
4. Display the itinerary.
5. The customer now decides to fly first class (F). Modify the segment that
was just booked to reflect ‘F’ class.
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Cancel Segments

You may need to cancel all or part of an itinerary when a customer’s plans
change or if a better flight becomes available.

You can select one or more segments to cancel, or cancel all segments.

Cancel Selected Segments

Cancel selected segments when your customer no longer needs part of the
itinerary.

To cancel specific segments, use the following steps.

1. On the itinerary window, click the segment to be canceled. To select
more than one segment, hold the Ctrl key down after selecting the first
segment and click another segment.

Keyboard: Use the Up and Down arrow keys to highlight a segment. To
select more than one consecutive segment, hold the Shift key down, then
use the Up or Down arrow key to highlight additional segments.

The segment or segments are highlighted.

Click the Customer button on the toolbar and select Cancel Segment(s).
Keyboard: Press Alt+F, E

2. The selected segment or segments are cancelled and the Sell, Modify,
Cancel — Vendor Summary dialog appears confirming the cancellation.

Note: You can also:

— Right-click the segment on the itinerary window and select Cancel
Segment(s) from the shortcut menu.

— Press the Delete key once segments to be cancelled have been
highlighted.

Practice

Book any round trip from Dallas to Puerto Vallarta six months from now. .
Cancel only the second segment, Puerto Vallarta to Dallas.
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Cancel all Segments
Cancel all segments when your customer cancels the trip.

To cancel all segments, use the following steps.

1. Click the Customer button on the toolbar and select Cancel Itinerary.
Keyboard: Press Alt+F, L

The Galileo Viewpoint confirmation dialog box appears.

Galileo Yiewpoint |
?)

\_.(l Are you sure you wank to cancel ALL segments?

Yes Mo |

2. Click Yes.
Keyboard: Press Alt+Y

All segments are cancelled and the Sell, Modify, Cancel — Vendor
Summary dialog appears confirming the cancellation.

Cancel and Rebook
Using Viewpoint™ you can easily cancel and rebook an air segment. Cancel
and rebook one segment at time. Cancel and rebook a segment when your
customer requests a change.

To cancel and rebook an air segment, use the following steps.

1. On the itinerary window, right-click the segment to be canceled and
rebooked.
Keyboard: Use the Up and Down arrow keys to highlight a segment.

The segment is highlighted.
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2. Click the Air toolbar button and select Cancel and Rebook via, and then

select one of its options, e.g., General Availability, etc.
Keyboard: Press Alt+A, R (G, C, D, or F)

Edit Associated Remarks. ..

Cancel Seqment{s) Delete
Cancel Tkinerary
Cancel and Rebook via General Availability
Reorder Seqgments. .. Carrier Specific Awvailability. ..
pdate all Schedule Changes Direct Sell...
) ) Fare and Schedule Display. ..
Cuick Seat Assignment...
Seak Map...

The corresponding dialog box appears.

3. Complete the requested dialog and sell the new air segment.

Summary

The new air segment replaces the existing segment.

In this module you learned how to:

Retrieve a PNR

Change the Name, Frequent Flyer, Phone, Address, Ticketing, and Form
of Payment information.

Add and reorder air segments.
Waitlist air segments for the host airline (United) and other airlines.

Cancel specific air segments or an entire itinerary.
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Notes
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