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Introduction

1.1. Copyright Information

Copyright protection exists in this publication and all rights are reserved.This publication
or any part thereof may not be reproduced, transmitted, conveyed, communicated or
used in any form or by any means, whether in whole or in part, without the prior written
permission of Travelsoft.

1.2. The User Prompt Guide

This prompt guide aids the user in the following:

How to access the application from the Galileo Desktop application.
How to successfully utilise the application for the travel consultant.
Provides various screen shots to assist in the application usage.

How to personalise the application to your user details.

1.3. Technical Support & Call Logging

For any technical issues or support, please log a support call on the Travelsoft Support
website:

https://www.travelsoft.co.za/support
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2. The Document Producer Application

This section provides a description of how to access the Document Producer application.
It also identifies the menu options shown in the application and provides a basic step by
step breakdown of functionality for each menu option.

2.1. Accessing the Document Producer Application

The application is an integrated Galileo Desktop add-on which is accessed as follows:
3 Open the Galileo Desktop application.
Retrieve the required PNR.

3 From the Galileo Desktop terminals screen:
Click on the program Access Icon on the Viewpoint toolbar, as shown below:

= Galileo Deskiop - Window 1

File Edit Session ‘Window Options  Companions  Help

&

Access lcon

3 The Document Producer screen will then display.

* Galileo Desktop - Document Producer Plus Ver 6.00.124 - Helpdesk www. travelsoft.co.zafsupport
File Edit Window Help

8
.EE S Y= By O TS

Ll Document Producer Plus Ver 6.00.124 - Helpdesk www.travelsoft.co.za/support

Document Producer Plus

R

Itinerary

~ MENU

-
T Fassengers

Pl - WHISTOMN/

“ Include Multiple PNRs

® Fights v
¥ sa527 v 20406 INE 0600 DUR 0710 HK Agency Preferved Aidine
¥ sa528 v 21AUG DUR 0630 JNE 0740 HK Agency Preferred Aidine
|9=| Accommodation i~

¥ 55 NORTH BEACH DUR 20-21AUG RES MO SUS865221
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3. SMS Functionality

This section provides a description of how to utilise each of the menu options available
in the application.

3.1. SMS Menu Option

This menu option is used to generate travel text messages to the travellers mobile
phone. The SMS has two sub functions being:

1. Itinerary Tab - Used to generate messages with PNR Itinerary data.
2. General Messages Tab - Used to generate a typed message.
. tinerary General Mezsages

3.1.1. Itinerary Tab

The process on how to use the Itinerary tab is as follows:

3 Insert the Travellers® mobile number in the CELL NO field.
To copy the message to a second person, insert the Copy persons name and mobile
number in the CC Field.
To send messages to an international mobile number insert the number in the
international mobile number format: +449445551234

»
W Fassenaers

W pi - WHISTOM/DAVIDME CELL MG [D222505166 STORE TRAVELLER
[ oo - |aMN SMITH CELL Mo (0792251234

J To store the travellers mobile number into the system, click on the STORE TRAVELLER
button. The Name filed in Galileo must have a Title, Firstname and Surname for the store
traveller to work: WHISTON/DAVIDMR
Search Traveller:

J To search for a stored travellers number, type the first 3 characters of the surname into
the SEARCH TRAVELLER box.

3 The system will list all the stored travellers:

SEARCH TRAWELLER |WHI
WHISTOM 28TA DAVID MR =>> 021501553232 (——
SEARCH TRAVELLER| WHISTON DALUCI MISS => 0720737446
WHISTOM DAVID MR == 0828505166
WHISTOM DEAN MR => 0760742467
WHISTON MICKEY MISS => 0727534195
WHISTOM MTH DAVID MR == 0722283789

3 Select the correct traveller from the list. The message will then be sent to this travellers
mobile number.

3 EMERGENCY CONTACT NUMBERS:
will include your office after hours or emergency number in the SMS message.
Select None if youdont want to add the information.
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EMERGEMCY COMTACT MUMBERS | +27 22 850 5166 ¥ |

PNR Segments:

J All the segments in the PNR will be shown in the associated in sections according to the
segment typeas shown below.

3 A Plus sign on the right of the screen indicates that there is more information relating
to the segment. Click on the Plus sign to show the additional details.

J Flights

? Flights v
¥ 54527 Economy 20AUG Departs Johanneshurg D600 Arrives Durban 0710 Confirmed
W 54522 Economy 21AUG Departs Durban 0630 Arrives Johannesburg 0740 Confirmed
¥ 1a Vendor Locator YOWUIE
¥ P1 Mileage Membership BASO01 358 SAZ40652
Free Text
I SEMC PRE-TRIP [ sEMD PoET-TRIP 3MS FLIGHT DETAILS
¥ sas27 Economy 20AUG Departs Johannesburg 0600 Artives Durban 0710 Confirmed =]
SEAT MEAL OTHER
PL [T NONE I~ none Mol arl e me
w Electronic Ticket LOAD E-TICKETS 7
¥ WHISTOM/DAVIDMR SA Ref Mo VOWUIE Ticket Mo 0833501488214 ¥ APPEND IATA MO B
SAS527 Economy 20 Aug Departs Johannesburg 0600 Arrives Durban 0710 Confirmed
SA528 Economy 21 Aug Departs Durban 0630 Arrives Johannesburg 0740 Confirmed
I SEMD PRE-TRIP " senn posT-TRIP SMS ETICKET DETAILS
|e= Accommodation v
= Southern Sun North Beach Durban 20-21AUG Single ZAR1800.00 Res Mo SU3869221 Tel Mo 031-3327361
SM3 HOTEL DETAILS
() vehide v
" Avis Group C KING SHAKA INTERNATIONAL KING SHAKA INT APT DURBAN 20AG 0300 Res Mo 41066167ZA2 PEXP Tel 27 32 4367800
$M3 VEHICLE DETAILS
= Other i
I 20403 Awis Point To Point/cf-ZaS4645553
§ME OTHER DETAILE
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Message Button Functionality:

3 Each item that is checked under a section will be included in the SMS message
generated.

3 The buttons under each section on the right hand side of the screen will generate
messages for that specific section only:

SMS FLIGHT DETAILS

- Send all selected Flights Details.

SMS ETICKET DETAILS
- Send E-Tikcket Details for each selected Ticket

| SM5 HOTEL DETAILS ‘

- Send Hotel Details for each selected Hotel Segment.

| SMS WEHICLE DETAILS |
- Send Vehicle Details for each selected Car Segment.

SMS OTHER DETAILS

- Send Details for each selected Other Segment.

3 The buttons at the bottom of the screen function as follows:

SMS COMPLETE PHE DETAILS

- Send all checked sections on the screen.
- This is the same as clicking each of the above buttons individually.

SEMD OHE SMSE FOR ALL PHE DETAILS

- Send all the checked sections as one SMS Message.

3 After the SMS message has been sent you will receive the following message:

Message from webpage

L E Successfully Sent Flight Message
[

Send Pre-Trip & Post Trip Message Functionality:

3 A Pre-Trip and Post-Trip message can also be scheduled, by checking the following
buttons on the screen when sending a message:

[ SEMD PRE-TRIP [ SEMD POST-TRIP

J A Pre-Trip message will be sent an hour before the first flight segement departure time.

3 A Post-Trip message will be sent at the arrival time of the last flight segment in the
itinerary. (Time Differences are taken into account on these messages)
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3 These messages can also be sent on there own without sending a Flight or E-Ticket SMS.

3 Un-Tick all the boxes in the section, and then tick the SEND PRE-TRIP and/or SEND
POST-TRIP boxes.

2 Flights

[ sasz7 Economy 20AUG Departs Johannesburg 0600 Arrives Durban 0710 Confirmed
I saszs Econarny 21AUG Departs Durban 0620 Arrives Johannesburg 0740 Confirmad
[ 14 wendar Lacatar vOWLIE

[ p1 Mileage Membership BASOO1 358 SA340892

Free Tent

¥ SEND PRE-TRIP ;SEND POST-TRIP

3 Then select the SMS FLIGHT DETAILS button to schedule these messages:

SMES FLIGHT DETAILS

J After the message has been scheduled you will receive the following message:

Message from webpage

L E Successfully Sent Flight Message
[

3.1.2. General Message Tab

The General Message tab is used to send typed SMS message, the process on how to
use the General Message tab is as follows:

3 The top section is a search facility used to search for a stored Traveller that you want to
send a message to.

J You are able to search by account or traveller surname:

General Messages

BULE SEMD [

SEARCH TRANMELLER/ACCOUNT ACCOUNT ™ supnameE © Loal ALL

SEARCH CRITERIA |

ACCOUNT | Mane |

TRAVELLER | Mane |

3 Once the traveller is selected, type your message in the Message Details filed, and then
click SEND MESSAGE.

J For a General Message you can also add the mobile number and traveller name
manually, if you don’t want to use the serach facility.
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Insert the mobile number in the CELL NUMBER field.
Insert the travellers name in the NAME field.

3 Type your message in the Message Details filed, and then click SEND MESSAGE.

Traveller Details

CELL MUMEBER |08285D5166

MAME [MR JoMES

Message Details

Dear Mr Jones, Your visa is ready for collection.

MESSAGE (Meszage sent as typed)

SEMD MESSAGE

J After the SMS message has been sent you will receive the following message:

Message from webpage @

1 E successfully Sent Flight Meassage
L

3.1.3. SMS Delivery Reports

The system will send you a delivery report to your email for every message generate.
The email address that is used is the email address stored in the Configuration tab.

J A sample of the email delivery report is below:
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B SMS Status Report: +27828505166 (WHISTON/DAVIDMR) - Message (HTML)
! File Edit iiai:u Insert  Format Tools. Actions ﬂe_lp

: gReply | gReply toal | i Forward | = g | LA | ¥ S5 103 X | & - # - A |4 '.@JE
Friomm: Marketel [no-replv@marketel.co.za] Sent:  Sun 2012/06)24 20:50
To; davidi@travelsoft.co.za

2
Subject;  5MS Stakus Report; +27528505166 (WHISTOMN/DAYIDMR)

This is an automated response please do not reply.

The message you sent to +27828505166 WHISTOMN/DAYIDME was successfully delivered by
the netwaork to the subscriber,

SMS Message: Flight Details: SAL27 Economy 20AUG Departs Johannesburg Term B 0600
Arrives Durban 0710 Confirmed, Ticket 0839901488214, Flight Details: SAE28 Economy 21ALG
Departs Durban 0630 Arrives Johannesburg Term B 0740 Confirmed, Ticket 0839901488214 -
14 REF ¥OWUIB, Loyalty Mo BASDD1358 SA340692, David, Travelsoft Technology, Emergency
Contact Details; +27 82 850 5166

This message brought to you by Travelsoft powered by Marketel SMS Gateway.

3.1.4. SMS Replies

If a person replies to the received SMS Message, an email will be send back to you
which will include the reply text that the person replied with.

3.2. SMS User Not Valid Message

The new version of the SMS in Document Producer Plus is activated by Galileo GTID
(Galileo Terminal ID). Each users GTID needs to be activated in order to use the SMS
function in the system

J If the following “User Not Valid For SMS Usage” message is received when accessing the
SMS function, it means that your GTID is not Activated.

L] User Mok valid
. For SMS Usage

J If you receive a "User Not Valid for SMS Usage" message when accessing the SMS
function. It means that you Galileo GTID is not active for this function.
Please send us your Galileo Pseudo Code and Galileo GTID so we can activate it.
You can obtain your Galileo GTID by doing the following entry in Galileo:

>+] and enter

The response will be:
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The Terminal Identifier is EX1Z1E
3 Once you have your GTID, open our support website:

https://www.travelsoft.co.za/support

3 Select "Submit a ticket”

3 Complete the screen as shown below, and submit the Ticket:

Submit a ticket

Travelsoft Support site = Travelsoft Helpdeszsk = Submit a2 ticket

s

Plzase use the form below to submit a ticket, Required fields are marked with *

Marng: * |x1'mn Srnith |

E-rnail: * |ann@curporatetraveller.cu.za |

Category: * |DncumentF‘deucerPIus Sms V|

Priority: *

Agency Mame: * |C|:|rp0rate Travelelr Blackheath |

Pseudo Code: ™* |3M1U |

Subject: * |SMS Gtid Activation |

Message: * |please activate wy Galileo GTID EX1Z1E for 3M3 Usage|

Submit ticket

3 As soon as we receive the Ticket, your GTID will be activated for SMS Usage, and you
will receive an email confirmation that it is done.

3.3. Consultant Configuration Menu Option

This option is used to update or modify user details which are inserted onto the
documents generated. The process on how to set your user details is as follows:

Select the Configuration option on the menu bar.

J On the following screen update your personal details:
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Document Producer Plus

~ MENU

Consultant Configuration

COMSULTANT NAME
COMEULTAMT SURMAME
COMEULTAMT DESIGHATION
PHOMNE MUMBER

Fa: MUMBER

COMEULTAMT EMAIL ADCRESS
COMSULTANT USER ID(Initials)

PSEUDO CODE

- . . - . - -
et Configuration | L% Low Cost Carriers 3 Yatahle Taxes o3 Default Templste

|Da-.lid

||.-\.|hist0n

|Traue| Consultant

[+27 11 815 0392

[+27 11 615 D392

|da-.lid@tra-.-e|soft.co.za

bw

|zusa

3 Select the ADD/UPDATE button to save the new details.

ADD/UPDATE ‘

J You will need to close the application before the new details take effect.

J Only modify the information fields shown above as the rest of the fields are system
settings which may effect the operation of the application if modified.
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4. How to add booking segments not booked in Galileo

This section provides examples of Galileo entries of how to add segments not booked in
Galileo into your booking file.

4.1. Passive Segments

It is imporatant to structure your passive segment entries as close to proper GDS
segmenst as possible. Passive segments added using the following entries will be
identified by the system:

3 Air Segments
> 0T6123Y11AUGINBCPTAK1/17001810
T6 1 TIME
JE MANGO

3 Car Segments

>0CARZIBK1INB10JUL-12JUL GROUP A/ARR-0900/DT-1000/SI-AVIS POINT TO POINT
VCHR 999999/RT-ZAR500.00/CF-ZA1234567890

3 Hotel Segments
>0HTLZZBK1INBINO3JUN-OUT04JUNA1D/W-CITY LODGE PINELANDS *PINELANDS*021
339 0962/RT-ZAR900.00/CF-CONFIRM NO/NM-PAX NAME

3 Text Entries
>RT.T/16MAY*FREE TEXT/DT-ZAR550.00/SI-FREE FORMAT/CF-ABC123456
The text entries can be used to insert any information onto the itinerary, such as tours,
transfers and even hotel or car segments not reserved through the GDS.

3 TUR Segments

0TURZZBK1INB28SEP-FREE FORMAT TEXT/G-FREE FORMAT/SI-FREE FORMAT/RT-
ZAR550.00/CF-ABC123456
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