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1. 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.

& & e 6 6

How to access the application for Galileo Group booking files.

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

3 For more details on logging support calls see Section 5 at the end of the document.

1.4. Product Documentation

Product Documentation can be found online at:

https://www.travelsoft.co.za/documentation.htm
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2. The Document Producer Plus Plus Application

This section provides a description of how to access the Document Producer Plus
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 Plus Application

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

From the Galileo Desktop terminals screen:

& & & 6

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 Plus screen will then display.

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

B
BE S B Y= BT E

Ll Document Producer Plus Ver 6.00.124 - Helpdesk www.travelsoft.co.zal/support EE|E|

Document Producer Plus TT'IVQI“;'.'Ft

ol
Itinerary

~ MENU

-
W FPassengers

P1 - WHISTON

“ Include Multiple PNRs

 Fights n
¥ 5a527 v 20406 JNB 0600 DUR 0710 HK Agency Preferved Aitline
¥ sasza v 21AUG DUR DE30 JMB 0740 HE Agency Preferved Aidine
|e=s tccommadation v

¥V 55 NORTH BEACH DUR 20-21AUG RES MO SU3269221
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2.2. The Menu Options

Click on the blue menu button in the top left corner to expand the application menu.
To close the application menu, click on the blue menu button.

Document Producer Plu

=
=
L
=

k

L 5et current PR

LA =ms
LA configuration

The table below identifies and provides a basic description of each menu option.

Menu Option

Functionality Brief

L 5et Current PHR

This option will refresh the system data with the current
PNR details in Galileo.

L Itimnerary

The most frequently used menu option.

This option opens by default when the application starts.
This section provides for the creation of itineraries with the
option to include electronic ticket receipts at the end of the
itinerary.

LAE-Tkt Receipt

This section provides for the creation of electronic ticket
receipts with the options to include extra electronic ticket
receipts as well as an itinerary after the electronic ticket
receipts.

L canfirmation

This section provides for the creation of a booking
confirmation, including the filed fare details with the option
to add service fee amounts per individual field fare.

LA Ticket Cover

This section provides for the creation of a ticket cover.
A basic flight itinerary is produced on a word document.

L dviza Itinerary

This section provides for the creation of a visa itinerary
which is normally required by consulates when applying for
a passenger’s visa.

LAFF quate

This section provides for two functions. One provides for the
creation of a flight quotation from an existing booking and
the other provides for a flight quotation comparison against
the existing filed fare in the booking.

LA create Quote

This section provides for the creation of a flight quotation
and reservation for an itinerary routing inserted by the user.

Ldsms This section provides for the creation of SMS messages,
both itinerary data and manual typed messages.
Hroocs This section provides for the retrieval of Confirmations &

Quotations documents stored by the system.

L canfiguration

This section provides for the administration of the users
personalised information details inserted on documentation
creation and system default settings and templates.

© Copyright Travelsoft Technology 2012
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3. Menu Options In Detail

&

S

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

3.1. Itinerary Menu Option

This menu option is the default option displayed when the application is opened.
The process on how to create an itinerary is as follows:

Select the traveller or travellers you want to add to the itinerary.

Itinerary

.
M Passengers

Pl - WHISTON/DAVIDME

(Optional) Merging Multiple PNRs into one Itinerary:

To merge other PNRs data into the itinerary, select the Include Multiple PNRs icon:

m Include Multiple PNRs

This will display the additional PNRs screen:

PMR MUMBER |#¥Y7TE3
ADD PHE DELETE PMHR

Insert the PNR of the additional PNR you want to add to the itinerary, and click ADD PNR.
To delete an added PNR, highlight the PNR in the list box and click DELETE PNR.
Itinerary Segments:

All Galileo segments in the PNR will be idenitified and seleted by default.
Untick the itinerary segments that you don’t want to include on the itinerary.

4+ fights -

M BaEZO1 ¥ D1MOW JMB 0700 DUR D210 HE

M BaEz14 ¥ 11MOW DUR 1400 JMB 1510 HE
Iﬂ Accommuodation ~d
W 55 SUMCOAST HTL TWR DUR 04-0SMOY RES MO SU1205592 FULL ACCOUNT WOUCHER T3239901

H wehicle ~d

W IM COMR DUR PICKUP D1MOW 0810 DROP OFF 03MOW 1700 RES NO 17789599 YOUCHER TO0001234
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Note: RT entries will also be identified as itinerary segments, so you will need to
untick any keep stay RT entries which may be present in the booking file.

Ticket Totals:

3 Ticket totals will also be selected by default. If you do not want to show the ticket totals
on the document, untick the details as follows:

E Ticket Totals

Document Notes and Print Options:

:’ Docurnent Motes And Print Options

W INCLUDE GEMERAL RI EMTRIES

USE EMERGENCY MO FOR | Business Travel ﬂ

[ PRIMT SEPERATE ITIMERARIES/ETICKETS FOR EACH SELECTED PASSEMGER

[ COMPARE AMD PRINT OMLY PARIES) WHICH MATCH ON MERGED PMR'S

J INCLUDE GENRAL RI ENTRIES:
will add the PNR RI. entry remarks to the document.

3 USE EMERGENCY NO FOR:
will include your office after hours or emergency number on the document.
Select None if youdont want to add the information.

3 PRINT SEPERATE ITINERARIES/ETICKETS FOR EACH SELECTED PASSENGER:
will generate separate documents for each traveller name selected.

J COMPARE AND PRINT ONLY PAX(ES) WHICH MATCH ON MERGED PNR'S:
when merging multiple PNRs into one itinerary, this option will only add travellers that
exist on all the merged PNRs.

Itinerary Notes:

J The system includes generic travel related information and agency terms and conditions
which can be added to the document on selelction.

J To access the Itinerary Notes click the ADD ITINERARY NOTES button:

ADD ITIMERARY MOTES

3 This will open the system Notes screen where you can select any notes that you want
added to the document. The notes screen is sectioned according to various document
types that can be generated by the system. You can select any notes form any section to
be included on you document that you are creating.

3 Select the required notes that you want added to your document:

© Copyright Travelsoft Technology 2012 pg. 6
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: Itinerary Motes

rd DOMESTIC_ITIMERARY _MWOTES

[ INTERMATIOMNAL _ITINERARY_MOTES

’_ WMISA_IMFORMATICMN
» TRAVEL_IMSURAMCE_IMFORMATIOCMN
» FOREIGH_EXCHAMNGE_IMFORMATICN

rd SGEMCY_ADDITIOMAL _HOTES

3 Then select the BACK TO ITINERARY button to return to the Itinerary screen:

B&CE TO ITIMERARY

Itinerary Type:
The Itinerary offers 3 output formats which can be selected.

J Select the type of itinerary format required as follows:

J Select the CREATE ITINERARY button to generate the itinerary.

CREATE ITIMERARY

3 This will open the Document Printing Info screen.

/A Document Printing Info -- Webpage Dialog [

Document Producer Plus TT"HV'Elﬂt_}-ft

FRIMT HEADIMG FOR |Defau|t Agency Header _v |

PRINT TO [ 15 word -

EMAIL ADDRESE ME Cutlank

Intarnet Explorer
MS Word &nd Sutlook

oK

3 PRINT HEADING FOR:
this will default to your set default template in the configuration.

3 PRINT TO:
you can render the document to any of the options listed:
MS Word - Output the document into Microsoft Word.
MS Outlook - Output the document into an Outlook email.

Microsoft Outlook Required

Internet Explorer - Output the document to an Internet Explorer browser screen

3 EMAIL ADDRESS:

© Copyright Travelsoft Technology 2012
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This is only used on the MS Outlook option and will use this email address eneterd as the
recipients email address in the MS Outlook message.

3 Click OK to continue.
3 The system will check for E-Tickets in the PNR and display the E-Ticket Receipt Screen.
E-Ticket Receipt Screen:

J If no E-Tickets are found the following screen will be displayed, Click OK to continue.

Travels%ift .

Add E-Ticket Betails To Ihnerary

Message from webpage E]

! } M E-Tickets Found!
.

ﬂ Add E-Tickets

™ INCLUDE FARE DTLS v IMCLUDE NWEB/MVA

CREATE ITIMERARY DOCUMEMNT

vty Galileo <

J If E-Tickets are found the following screen will be displayed:

2 E-Ticket Receipt - Webpage Dialog

Document Producer Plus

Travels®ift

Add E-Ticket Details To Itinerary

RTZR3W - MOISS - 0239901488214 - P1 - WHISTON/DAVIDMR

“Add E-Tichats
W McLUDE FareDTLS W INCLUDE MW B &

CREATE ITIMNERARY DO CUMENT

3 To include the E-Ticket with the itinerary, select the E-Ticket/s shown, so that they are
highlighted blue.

3 INCLUDE FARE DTLS:
this is selected by default, and will add the fare details to the E-Ticket Receipt.

3 INCLUDE NVB/NVA
this is selected by default, and will add the Not Valid Before / After details to the E-Ticket
Receipt.
(Optional) Adding Additional E-Tickets to the Itinerary:

3 To add any additional E-Ticket Receipts to the itinerary, select the Add E-Tickets icon:

“ Add E-Tickets

© Copyright Travelsoft Technology 2012 pg. 8
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3 This will display the additional E-Tickets screen:

TET HUM 0221234567290

ADD E-TICKET DELETE E-TICEET

3 Insert the Ticket Number of the additional E-Ticket you want to add to the itinerary.
You can add multiple additional E-Tickets, and they do not have to be included in the
current PNR.

J Click ADD E-TICKET, which will add the E-Ticket number to the list box on the right.

3 To delete an E-Ticket, highlight the E-Ticket in the list box and click DELETE E-TICKET.

3 Select the CREATE ITINERARY DOCUMENT button to generate the itinerary.

CREATE ITIMERARY DOCUMERNT

3 The system will now create the document to the output selected in the Document
Printing Info screen, and once completed the following screen will be displayed:

Message from webpage

1 Successfully Created Itinerary Document
L3

3.2. e-Ticket Receipt Menu Option

The process on how to create electronic ticket receipts is as follows:
J Select the E-Ticket Receipt option on the menu bar.
J The system will retrieve all active generated electronic tickets in the booking file.

3 Select the electronic tickets you want to generate electronic ticket receipts for as follows:

.
W Fassengers

m Add E-Tickets

[~ PRINT SEP Docs ¥ INCLUDE FARE DTLS

Multiple passengers / ticket numbers can be selected.
The system will generate separate electronic ticket receipts for each passenger.

The PRINT SEP DOCS option when ticked will generate separate electronic ticket receipts
when multiple ticket numbers is selected for the same passenger.

The INCLUDE FARE DETAILS option will include or exclude the fare details from the
generated electronic ticket receipt.

© Copyright Travelsoft Technology 2012 pg. 9
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& (Optional) To include additional electronic ticket receipts, select the Add E-Tickets icon:

m Add E-Tickets

3 This will expand the screen to display the following:

TET MUM P1 - LOUW/AIANME - |

ADD E-TICKET DELETE E-TICKET

J Enter the additional electronic ticket number that you want to include on the electronic
ticket receipt. (A maximum of 6 electronic tickets can be added)

Select the passenger to which the additional electronic ticket receipt must be added to.
J Select the ADD E-Ticket button to add the electronic ticket number
Itinerary Segments:

To exclude an itinerary and only generate electronic ticket receipts untick all the itinerary
segments.

3 To include an itinerary after the electronic ticket receipts leave the itinerary segments
ticked that you want to include on the itinerary as follows:

4+ fights -

M BaEZO1 ¥ D1MOW JMB 0700 DUR D210 HE

M BaEz14 ¥ 11MOW DUR 1400 JMB 1510 HE
Iﬂ Accommuodation ~d

W 55 SUMCOAST HTL TWR DUR 04-0SMOY RES MO SU1205592 FULL ACCOUNT WOUCHER T3239901
H wehicle ~d

W IM COMR DUR PICKUP D1MOW 0810 DROP OFF 03MOW 1700 RES NO 17789599 YOUCHER TO0001234

Note: RT entries will also be identified as itinerary segments, so you will need to
untick any keep stay RT entries which may be present in the booking file.

J Select the CREATE ETICKET RECEIPT button to generate the electronic ticket receipts.

The electronic ticket receipts will be created in a word document which you can edit
before saving or emailing.

3.3. Confirmation Menu Option

The process on how to create a booking confirmation is as follows:
J Select the Confirmation option on the menu bar.

J Select the traveller or travellers you want to add to the confirmation.

© Copyright Travelsoft Technology 2012 pg. 10
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W Passengers

J (Optional) To include information from multiple booking files , select the Include Multiple
PNRs icon:

m Include Multiple PMRs

3 This will expand the screen to display the following:

m Include Multiple PNR=
[ ORDER FLIGHT OUTRUT BY FILED FARE

PMR MUMBER [ Flights [ Fares [ g5 [ cars [ Hotels [ other
ADD PHR DELETE PHR

J Add the PNR number and tick the relevant details from that booking file you want to
incorporate into the confirmation.

3 Select the ADD PNR button.
(This process can be repeated to incorporate multiple PNRs.)

By default the application will generate all the flight segments as booked first followed by
the stored filed fares on the confirmation document. If you wish to associate the flights
to the related filed fare in that order on the confirmation document simply tick the
ORDER FLIGHT OUTPUT BY FILED FARE option.

Itinerary Segments:

J Untick the itinerary segments that you don’t want to include on the itinerary as follows:

4+ fights v

M BaEZO1 ¥ D1MOW JMB 0700 DUR D210 HE

M BaEz14 ¥ 11MOW DUR 1400 JMB 1510 HE
Iﬂ Accommuodation ~d
W 55 SUMCOAST HTL TWR DUR 04-0SMOY RES MO SU1205592 FULL ACCOUNT WOUCHER T3239901

H wehicle ~d

W IM COMR DUR PICKUP D1MOW 0810 DROP OFF 03MOW 1700 RES NO 17789599 YOUCHER TO0001234

Note: RT entries will also be identified as itinerary segments, so you will need to
untick any stay alive RT entries which may be present in the booking file.

Filed Fares:

© Copyright Travelsoft Technology 2012 pg. 11
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J Untick the filed fares that you don’t want to include on the confirmation as follows:
H Filed Fares v

¥ FILED FARE 1 BAG211 BAS214/ZAR1161T T40B 3174 104Y

3 (Optional Service Fees)

To add your service fees to the filed fare click on the i icon to expand the filed fares
section as follows:

H Filed Fares v
v FILED FARE 1 BAE211 BASZ14/2AR1161T 740B 3174 104W E
SERYICE FEES

ADULT (0,00 (Exc WaT)

3 Add the required service fee amount excluding VAT applicable to the filed fare.
The application will add the VAT to the service fee amount for domestic bookings.
Note: The service fee added will show on the document as a service fee.

Service fee amounts can be added per individual field fare and passenger type.
(Added service fee amounts will not be applied to any filed fares incorporated into the
confirmation through the Include Multiple PNRs function)

3 (Optional Fare Mark Up)

This option is only available if activated for your office in the system configuration.
To mark up the filed fare click on the i+ icon to expand the filed fares section as follows:

H Filed Fares v
v FILED FARE 1 BAEZ01 BASZ14/ZARZS9TT 2000 2174 220V E
SERYICE FEES

ADULT 0,00 (Exc WaT)
MARKUP

PERCEMTAGE ™ amount ¢ waLue |0.00

3 You have the option to mark up the Base Fare by either a percentage value or a specified
amount. If no fare mark up is required you can leave the value as 0.00
Note: The fare mark up amount will be added to base fare on the document.

Select the required Mark up option required:

PERCEMTAGE ™ amounT © walue|o.o0

Depending on the mark up option selected, enter the fare mark up percentage or fare

mark up value in the VALUE box. The application will add the VAT to the Fare Mark Up
for domestic bookings.

A Fare Mark Up can be added per individual field fare and passenger type.

© Copyright Travelsoft Technology 2012 pg. 12
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(Added mark up values will not be applied to any filed fares incorporated into the
confirmation through the Include Multiple PNRs function)

Confirmation Notes:

3 Tick the document notes that you want to include on the confirmation as follows:

=¥ Document Notes

-

W RESTRICTIONS

[ IMTERMATIOMAL_TRAVEL_MOTES
[V MEAL_SEAT_FOOTER
¥ accomMoDaTIoON_FOOTER

[ VEHICLE_FOOTER

EEEEEEH

[¥ OTHER_FoOOTER

J (Optional) To exclude the actual booking class of the flight segments on the confirmation
tick the following option:

[ EXCLUDE BOOKIMG CLASS

J Select the CREATE CONFIRMATION button to generate the confirmation.
The confirmation will be created in a word document which you can edit before saving or
emailing.

3.4. Ticket Cover Menu Option

The basic functionality of this option is to add the flight details onto a word document.
The process on how to create a ticket cover is as follows:

Select the Ticket Cover option on the menu bar.

J Select the traveller you want to add to the ticket cover.
(Only one traveller may be selected for this option)

J Untick the itinerary segments that you don’t want to include on the ticket cover as
follows:

.
W Fassenoers

2+ Fights v

W Basz11 O 17TSER JME 1125 DUR 1235 HK
W Basz14 O 185EP DUR 1300 JMB 1410 HK

CREATE TICKET COVER

3 Select the CREATE TICKET COVER button to generate the ticket cover.

© Copyright Travelsoft Technology 2012 pg. 13
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The ticket cover will be created in a word document which you can edit before saving or

emailing.

3.5. Visa Itinerary Menu Option

The process on how to create a visa itinerary is as follows:
3 Select the Visa Itinerary option on the menu bar.

J Select the traveller you want to add to the visa itinerary.
(Only one traveller may be selected for this option)

J Untick the itinerary segments that you don’t want to include on the visa itinerary as
follows:

-
W Fassengers

*  Fights

W BAEZ11 O 17SEP IME 1125 DUR 1235 HE

W BAGZ14 O 185EP DUR 1300 JMB 1410 HE

CREATE WISA APPLICATION

3 Select the CREATE VISA ITINERARY button to generate the visa itinerary.

The ticket cover will be created in a word document which you can edit before saving or

emailing.

3.6. Filed Fare Quotation Menu Option

The active Galileo booking file must have a filed fare in order to use this option.
The process on how to create a filed fare quotation is as follows:

3 Select the filed fare quotation option on the menu bar.

3 Select the traveller or travellers you want to add to the quotation.

»
W Fassengers

Filed Fares:

J Tick the filed fares that you want to include on the quotation as follows:

© Copyright Travelsoft Technology 2012
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H Filed Fares

¥ FILED FARE 1

J (Optional) To add your service fees to the filed fare click on the i icon to expand the
filed fares section as follows:

H Filed Fares

¥ FILED FARE 1 =

W p1

PLATIMG CARRIER - BA

BAEZ01 ¥ D1MOY JNE DUR 0700 0210 HE
BASZ14 Y 11MOW DUR JNE 1400 1510 HE
SERYICE FEES

ADULT |0.00 [Exc WAT)

MARKUP

PERCENTAGE ™ amounwt © waLuE |0.00

3 Add the required service fee amount excluding VAT applicable to the quote routing.
The application will add the VAT to the service fee amount for domestic bookings.
Service fee amounts can be added per individual field fare and passenger type.

Note: The service fee added will show on the document as a service fee.

3 Add the required fare mark up percentage or amount applicable to the quote routing.

The application will add the VAT to the service fee amount for domestic bookings.

Service fee amounts can be added per individual field fare and passenger type.
Note: The fare mark up amount will be added to base fare on the document.

3.6.1. Filed Fare Quotation Options

There are two options available which are:
Option 1: Generating a quotation directly from your filed fares.

Option 2: Do a pricing comparison against your flight routing in your filed fares
based on availability.

1. Creating a quotation directly from your filed fares.
3 Select the ADD NOTES AND CREATE QUOTE DOCUMENT button.

The following screen will be displayed:

ADD QUOTATION NOTES

[~ EXCLUDE TICKETIMG DEADLINE | EXCLUDE BOOKING CLASS
CREATE QUOTE DOCUMENT

© Copyright Travelsoft Technology 2012 pg. 15
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Add your quotation notes if required.
Select your document options if required,

3 Select the CREATE QUOTE DOCUMENT button to generate the quotation.

The quotation will be created in a word document which you can edit before saving or
emailing.

2. Do a pricing comparison against your flight routing in your filed fares based
on availability.

Search Parameters and Function Options:

SEARCH DIRECT FLIGHTS OMLY [ SEARCHFULLFARES |
PRIVATE FARE ACCOQUNT CODE

IMCLUDE QUOTATION SUMMARY r

ADD MOTES AMD CREATE QUOTE DOCUMEMT FARE QUOTE SUPER BEST BLY

SEARCH DIRECT FLIGHTS ONLY will only search for available direct flights.

By default the system will always search for the cheapest available options.

SEARCH FULL FARES will only search for non restrictive fares such as full economy, full
business or full first class fares based on your filed fare cabin classes.

To incorporate corporate or private fares in the search you can add the PRIVATE FARE
ACCOUNT CODE.

INCLUDE QUOTATION SUMMARY will include a pricing summary on the quotation
document.

3 Select the FARE QUOTE SUPER BEST BUY button.
The system will search Galileo simultaneously for fares and availability.

3 The following results screen will be displayed:

Filed Fare 1 PNR Stored Fare : ZAR1161.00 _FRules | Negotiated Fare __ Fare Breakdown

Airline Departs Arrives Date Flight Departs ArrivesCabin Class
B - British Ainvays | JHB - O R Tambao International Arpt | [DUR - Durban International ATHOZ007 | |BAGZ11 11:25 12:35 | Economy |0 - Economy
BA - British Ainvays | |[DUR - Durban International JMB - O R Tambo Intermnational Arpt | 180972007 | BAGZ14 1300 14:10 | Economy |0 - Economy 2

Filed Fare 1 Best Buy Option : ZAR 868.00 FRules Fare Breakdown

Airline Departs Arrives Date Flight Departs Arrives Cabin Class
CE - Matiomwide Air JHB - O R Tambo Intermational Arpt | |DUR - Durban Internation al 170972007 || CE43Z 16:20 17:30 Economy | @
CE - Mationwide Air DUR - Durban International JNB - 0O R Tambo International Arpt || 1209/2007 | |CED01 06:25 0735 Economy | |U -

Filed Fare 1 Best Buy Option : ZAR 937.00  Rules Fare Breakdown |

Airline Departs Arrives Date Flight Departs Arrives Cabin  Class
CE - Natiorwide Air JHE - O R Tambo International Arpt | |DUR - Durban Internatienal 170972007 |CE416 11:45 12:55d Economy | /%
CE - Hationwide Air DUR - Durban International JHB -0 R Tambo International Arpt || 1809/2007 | |CE4O1 06:25 07:35 Economy | U I

Filed Fare 1 Best Buy Option : ZAR 994,00  Rules Fare Breakdown

Airline Departs Arrives Date Flight Departs Arrives Cabin Class
CE - Mationwide Air JNB - O R Tambo International Arpt || DUR - Durban International ATMO92007 | |CES22 16:20 17:30 Economy |0
CE - Natiorwide Air DUR - Durban Intermational JHB - O R Tambo International Arpt | |12/00/2007 |CE435 18:20 19:30 d Economy | [V B
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The Filed Fare PNR Stored Fare is the flights and fare that you currently have booked.
The Filed Fare Best Buy Option is available alternate flight and fares.

3 To view the Fare Breakdown select the Fare Breakdown button as described in the create
your own quote menu option.

J To view the Fare Rules select the Rules button as described in the create your own quote
menu option.

J Select the options that you require.

Best Buy Option : ZAR 6628.00  Rules Fare Breakdown |

Airline Departs Arrives Date Flight Departs Arrives Cabin Class
SA - South African Ainvays JHB - O R Tambo International Arpt | |LHR - Heathrow 0402007 | SAZ34 20:10 O&: 25 d Econamy | |L
SA - South African Ainuays LHR - Heathrow JHB - O R Tambo International Arpt || 3001002007 | SAZ35 15:00 0705 d Economy | L i~

The Filed Fare PNR Stored Fare will always be ticked by default.

& Add your quotation notes and select one of the function options required as described in
the create your own quote menu option.

ADD QUOTATION MOTES

+ QUOTE OMLY O BoOK - SAME WORK AREA © BOOK - DIFFEREMT AREAS | START FROM ACTIVE AREA

[ EXCLUDE TICKETIMG DEADLIME | EXCLUDE BOOKING CLASS

CREATE QUOTE DOCUMENT

3 Select the CREATE QUOTE DOCUMENT button to generate the quotation.
The quotation will be created in a word document which you can edit before saving or
emailing.

3.7. Create My Own Quote Menu Option

This option allows you to search for flights and fares simultaneously enabling you to
create a flight quotation and flight booking from scratch. This option does not require an
active Galileo booking file, only the travellers names must be entered into Galileo before
using this option. The travellers names must include surname, first name and title.

The reason for the traveller names to be present in Galileo is that the application uses
the Galileo name field identify the traveller type when searching for fares, as well as
uses the names in the generated quotation document. For 1 Time bookings a first name
is required.

Children and infants will be identified by the passenger type code in the name remarks
field, as follows:

Child N.SMITH\JACK MSTR*P-C09
Infant N.I\SMITH\JANE MISS*09FEBO7 P-INF
The process on how to create your own quotation is as follows:

J Enter the traveller names for the quote into Galileo.
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Ll Window 1

I‘I . 1TRAVELSOFT/DEMOMR
>

3 Select the create your own quote option on the menu bar.
3 Select the traveller or travellers you want to add to the quotation.

J To select multiple names press & hold the ctrl button the keyboard and then select each
name with your mouse.

Create Own Quote

.
W Fassenoers

Mo Passenger MName Tvpe Age | Descripkion

TRAYELSOFT/DEMOMR Adult

J Use the following input screen to build and add your itinerary segments:

t Create My Own Quote

FROM INE (e.0. JME)

STaRT DATE 15-06-2011 || DD-MM-vvyy

TIME 0500 v |  APPLY L HOUR TIME WINDOW [
TO CPT [e.g. LM

CLASS Ecanomy =l

ADD FLIGHT SEGMEMT

The system will automatically search flight times for the entire day unless you tick the
“"APPLY 1 HOUR TIME WINDOW?" option. This will then apply a 1 hour departure time
window each way from the time stipulated.

The calendar component can be used to select the start date, which is shown below,
or you may manually enter the start date in the following format DD-MM-YYYY

Example: 15 June 2011 must be entered as 15-06-2011
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? Create My Cwn Quote
3 June, 2011 b
oot Today roon
FROM JHB (2.9, JNB) wk |Mon Tue Wed Thu Fri Sat Sun
START DATE 15-06-2011 |Fg| DD-MM-¥y vy 2z 1 2 3 4 &5
23 & 7 g 9 10 11 1z
TIME 02:00 »|  APPLY 1 HOUR TIME WINDOW [ | 54| 13 B8 15 17 18 10
To cPT fe.q. LOM) 25| 20 21 22 23 24 25 26
Err—— -
Select date
ADD FLIGHT SEGMENT

3 Select the ADD FLIGHT SEGMENT button to add the required flight sector to the routing
table.

From
IME

Date
20110615

Tirne To Class
CPT ¥

Seats
14 0C 01

Once a sector has been added the routing in the input screen will automatically be
reversed.

Repeat the above process if additional flight sectors are required.

3 Below is an example of the routing table with return flights JNB CPT CPT:
[ e EL T SEGMERT
Fraom Drake Time To Class Seats
JNE 20110615 0500 CPT i 14 O 0I
CPT 20110616 0500 INE i 14 O 0I
J To Edit or delete a flight segment from the routin table the process is as follows:
3 EDIT - Flight Segments Details:
FROM bME g ane)
START DATE [15-08-2011 (g DD-MM-vry
TIME 0200 - | APPLY 1 HOUR TIME WIMDOW [
T CRT (&g, LOM]
CLASS Economy =1
ADD FLIGHT SEGMEMT UPDATE FLIGHT SEGMEMT DELETE FLIGHT SEGMEMT
From Date Time To Class Seats
20110615 0800 14 0C 01
CPT 20110616 0500 JMNE ¥ 14 0C 0L

- Click on the flight segment to be edited in the routing table so that it is highlighted.
- Modify the segment details using the input screen.
- Click the UPDATE FLIGHT SEGMENT button to modify the details in the routing table.

3 DELETE - Flight Segments Details:
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FROM IHE (2.9, JME)
START DATE [15-06-2011 || Co-MM-vyvy
TIME 0300 v |  APPLY 1 HOUR TIME WINDow [
T CPT (&g, LOM)

CLASS Economy =1

ADD FLIGHT SEGMEMT UPDATE FLIGHT SEGMEMT DELETE FLIGHT SEGMEMT
From [BE1{] Time To Class Seats
20110615 0s00 14 0C OI
CPT z2011061G 0300 JHE ¥ 14 0C 0L

- Click on the flight segment to be deleted in the routing table so that it is highlighted.
- Click the DELETE FLIGHT SEGMENT button to remove the details in the routing table.

J Additional Quote Options/Parameters:

: additional Quote Options/Pararmeters

SEARCH DIRECT FLIGHTS oMLY | SEARCH FULL FaREs [
quoTEINUsD [

QUOTE SEGMEMT FARES I

SEARCH FOR SPECIFIED AIRLIMESS

PRIVATE FARE ACCOUNT CODE

SEARCH DOWGRADABLE CLASSES I (WHEM MO AVAILABILILTY FOUND ON SPECIFIED CABIM CLASSES)

INCLUDE QUOTATION SUMMARY r
ADULT SERVICE FEE 0.00 (Eve VAT
MARKUR PERCEMTAGE [ amMouUMT ™ waLuE |0.00

SET FARE QUOTE SUPER BEST BUY

SEARCH FOR SPECIFIED AIRLINE/S

- To search for specific carriers, enter the carrier code if each field.
- A maximum of 2 carriers can be inserted.

- If the fields are left blank the system will search across all airlines.

SEARCH DIRECT FLIGHTS ONLY
- If selected the system will only search for direct flights on each of the routing legs.

SEARCH FULL FARES

- By default the system will always search for the cheapest available options.

- If this option is selected the system will only search non restrictive fares such as full
economy, full business or full first class fares based on your filed fare cabin classes.

PRIVATE FARE ACCOUNT CODE
- Add the private fare account code, if you want the system to include these fare options
in the search.

QUOTE IN USD
- This option is only used for markets where multiple fare currencies are utilised within
the Galileo system.

QUOTE SEGMENT FARES
- This option is used for domestic routings if one way fare pricing is required.
- The search result will the show one way fares for each leg in the routing table.

SEARCH DOWNGRADABLE CLASSES
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- This option will return lower cabin class options in the result if the desired First or
Business classes selected in the input screen are not available.

INCLUDE QUOTATION SUMMARY
- This option will include a pricing option summary at the top of the quotation document.

SERVICE FEE

- Add the required service fee amount excluding VAT applicable to the quote routing.
- The application will add the VAT to the service fee amount for domestic bookings.

- Service fee amounts can be added per individual field fare and passenger type.

- Note: The service fee added will show on the document as a service fee.

MARKUPS

- Add the required fare mark up percentage or amount applicable to the quote routing.
- The application will add the VAT to the service fee amount for domestic bookings.

- Note: The fare mark up amount will be added to base fare on the document.

Note: Any Fee or markup added will be applied to all the fare options returned
and will be included in the total cost displayed on the screen.

J Select the GET FARE QUOTE SUPER BEST BUY button to start the search.
3 Low Cost Carrier Logins Screen

- This screen will be displayed if the system identifies that Kulula or 1 Time operate on
the routing to be quoted.

& Low Cost Carrier Logins -- Webpage Dialog

Document Producer Plus

Low Cost Carrier User Logins

CARRIERS 1 Time Airlines - SEARCH TERT

Descripkion
1 Time Travel Dyvnamics Login

1Time Syskem Login

JETSETTER GUID -

F AOE TSI CORETETIET ]

Airline Code Selected User Login Profile GUID
T6 1Time System Login
FIMISH CLOSE WIMD W

- Select the low cost carrier for which you want to displayed stored logins.
- If many logins are stored you can search for the login required by entering the login
desciption in the SEARCH TEXT field.
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I I

- Select the required login from the list.
- Click on the ADD LOGIN CODE TO LIST button to add the login to the login table.

- Repeat the above process to add other low cost carrier logins.

Click FINISH start the search.

If no low cost carrier are required in your search, do not add any logins, just click FINISH

The system will now shop for options based on availability and fares.

The available flights and fares options returned will be displayed from lowest to highest,

as shown below:

Best Buy Option : ZAR 1778.00

Airline Departs
MM - Kuolula air JNB - All Adrports (INB £ HLA)
WM - Kulula air CPT - Cape Town Intemational

Best Buy Option : ZAR 1796.00
Airline Departs

B - British Ainvays JNB- O R Tambo Intemational Arpt

BA - British Ainways CPT- Cape Town International

Best Buy Option : ZAR 1808.00

Airline

S - South African Ainvays

SA - South African Ainvaws

Airline Departs
W - Kulula air JNB - Al Airports (JNB 7 HLA)
WN - Kulula air CPT - Cape Town Intemational

Best Buy Option : ZAR 1840.00

Departs

JMB-OR Tambo Intemational Arpt

CPT - Cape Town International

Best Buy Option : ZAR 1858.00

Airline Departs
MN - Kulula air JNB - All Ajrports (JNB S HLA)Y
MM - Kulula air CPT - Cape Town International

Arrives

CPT - Cape Town International

HLA - Lanseria International Arpt

Arrives

CPT - Cape Town International

JNB - O R Tambo International Arpt

Arrives

CPT- Cape Town International

JNE - Al Airports (JNB £ HLA)

Arrives

CPT- Cape Town Intarnational

JHB - O R Tambo International Ampt

Arrives

CPT- Cape Town Intarnational

JNE - Al Aitports (JNB £ HLA)

Date

15ME2011

AGA06/2011

Date

15ME2011

AGA06/2011

Date

TAMEG2011

AGA06/2011

Date

1SME2011

AGA06/2011

Date

1SME2011

AGA06/2011

Rules Fare Breakdown

Flight Departs Arrives Class Cabin
[MN4GS  17:10 13:15 ¥ HLACPT =] Economy
MN424  12:15  14:10 Y Economy
Rules Fare Breakdown
Flight Departs Arrives Class Cabin
[Brg44l 08:05 03:15 0 «| Economy
[BRG400 06:15  08:15 0 ~| Economy
Rules Fare Breakdown
Flight Departs Arrives Class Cabin
[MN453  14:55 17:00 ¥ HLACFT -] Ecanomy
[MNLO4  14:35 16:35 ¥ CPTINB - | Economy
Rules Fare Breakdown
Flight Departs Arrives Class Cabin
[sa303 0&:00 08:10 G | Economy
[3a314  03:00 10:00 L =] Econamy
Rules Fare Breakdown
Flight Departs Arrives Class Cabin
[MN4ES  17:10 13:15 ¥ HLACFT - | Economy
[MNLO4  14:35 16:35 ¥ CPTINB - | Economy

-

-

-

-

-

3 To view the Fare Breakdown for a specific option, select the Fare Breakdown button.

- A pop up window will be displayed showing the fare details as well as any fee or

markup added:

/2 Fare Breakdown -- Webpage Dialog

Document Producer Plus T’*‘V‘["_ﬁﬁ
FHE Adult - PT Code; ADT *¥*
BEASE FARE AMOUNT ZART40,00
YaT oM FARE ZAR104.00
AIRPORT TAK ZAR95Z.00
SERWICE FEE ZARO00
WAT ON SERWICE FEE ZARD,OD
MARE LIP WALLE ZARD.OD
MARK LIP WAT ZARD,OD
LAST TICKET DATE 20110412
ToTAL ZAR1796.00

Ga]”ea -

J To view the Fare Rules for a specific option, select the Rules button.

- Note:

- The system cannot display the Fare Rules for selected Private Fares, as well as Kulula.
- The Fare Rules option will be displayed.
- Click OK (Detailed Rules) or Cancel (Summary Rules)
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- It is recommended that Detailed Rules are always used.

D You YWant Dekailed Rules?
o If Yes Click OK
Else Cancel,

’ Ok _H Cancel ]

Please Wait... Fetching

Message from webpage E

J Tick the required rule paragraphs that you want added to the quotation for that option,
and select the ADD SELECTED RULES TO QUOTE.
- Rules will need to be added for each fare option that you select.

le | Flight Rules -- Webpage Dialog

[ 16, PEMALTIES

[ 12 TICKET EMDORSEMENT

" 19. CHILDREM DISCOUNTS

[ 20, TOUR COMDUCTOR DISCOUNTS

[ 21, AGENT DISCOUNTS

COMSTRUCTION THEM IT HEED MOT BE CHARGED. --- ADWVERTISIMNG IS RESTRICTED TO SOUTH
AFRICA TICKET WALIDITY IS & MONTHS

FOR © FARES CAMCELLATIONS AMY TIME TICKET IS MOM-REFUMDABLE, MOTE - MCOS MOT
PERMITTED FOR FURTHER TREAMSPORTATION, --- UPGRADE - PERMITTED TO THE MEXT HIGHER
FARE. THE ORIGIMNAL MNOM-REFUMDABLE AMOUNT REMAINS MOM REFUNDABLE SUBJECT TO THE
CAMCELLATION FEE AMD THE APPLICABLE WAT. --- MO SHOWS WILL BE TREATED AS
CAMCELLATION, CHAMGES AMY TIME CHAMGES PERMITTED FOR REVALIDATION, MOTE -
SUBJECT T2 SAME CLASS AVAILABILITY/IF MOT AVAILABLE MUST UPGRADE TO MEXT HIGHEST
AVAILABLE FARE, --- RERCQUTIMNG MNOT PERMITTED, --- STAMNDEY MOT PERMITTED.

FROM/TO JMB FOR & FARES THE ORIGIMAL AND THE REISSUED TICKET MUST BE AMNOTATED -
MOMEMD O ALID BAMMMN OMLY - IN THE ENDORSEMENT BOH,

FOR © FARES ACCOMPANIED CHILD 2-11 - NO DISCOUNT OR - UMACCOMPANIED CHILD
UMHDER 12 - MO DISCOUNT OR - IMFANT UNDER 2 WITH & SEAT - MO DISCOUNT OR - 15T
IMFAMT UMDER 2 WITHOUT & SEAT - CHARGE 10 PERCEMT OF THE FARE. TICKETING CODE -
B&ASE FARE CODE PLUS IM, MOTE - THE FARE CHARGED SHALL BE DETERMIMED BY THE AGE OF
THE CHILD OF IMFAMT AT THE DATE ©F DEFPARTURE.

UMHLESS OTHERWISE SPECIFIED MOTE - MO DISCOUNT.

UMLESS OTHERWISE SPECIFIED MOTE - AGEMTS DISCOUNT HOT PERMITTED.

CLOSE THIS WIMDO W ADD SELECTED RULES TO QUOTE

3 Select OK to the Rules Added message.

Message from webpage EJ
! "_o. Rules Added

This will return you to the flight options page.

Where a flight options are in a drop down box it means that there are multiple flight

options available for that fare.
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Flight Departs Arrives Class

[MME241 DE:0E  0S:1E ¥ JMBCFT = |
R L L LR
¥ IMECFT
¥ HLACFT
: ¥ IMECFT
MMESDS  10:40  L12:50 ¥ JWBCFT
¥
¥
i

INBCPT
INBCPT
JNECFT

J To include an option on your quote, simply tick the option/s required on the screen.

Best Buy Option : ZAR 1548.00 Rules | Fare Breakdown
Airline Departs Arrives Date Flight Departs Arrives Class Cabin
MM - Kulula air JNE - Al Airports (INE f HLA) CFT- Cape Town International 15/06/2011 [MNE441 DB:05  0B:ls ¥ INBCFT = | Econamy

MM - Kulula ait CPT- Cape Town International UNB - All Airports (JNB £ HLA) 18m6/2011  |[[MN4E0 06:00  0O7:55 ¥ CPTHLA = Econamy :

J Repeat the above steps until you have selected all the flight options your require for your
quotation. (You will need to add the rules for each option selected)

3 To add general quotation notes select the ADD QUOTATION NOTES button, which will
display the following screen:

= Document Notes r

¥ GEMERAL MOTES

[ DOMESTIC_TRAWEL MOTES

[ INTERMATIOMAL TRAVEL _MOTES

[ HOLDIMG_FLIGHT_RESERWATIOMS

[ MOT_HOLDIMG_FLIGHT _RESERWATIOMS
BACK TO FQSEE RESULTS

3 Tick the notes required to be added to the quotation.

Select the BACK TO FQSBB RESULTS button which will take you back to the flight options
page.

J To add Timatic Visa or Health Information to the quotation document, select the reuired
button and complete the screen with the destination requirements.

ADD MISA IMFO ADD HEALTH IMFO

J Quotation Generation Options

o QUOTE OMLY " poOK - SAME WORK AREA | BOCK - DIFFEREMT AREAS | START FROM ACTIVE ARES

[ EXCLUDE TICKETING DEADLIME | EXCLUDE BOOKIMG CLASS | EXCLUDE FLIGHT Mo [ INCLUDE FLIGHT IMFO

CREATE AIR QUOTE DOCUMEMT CREATE COMBIMED QUOTE DO CUMEMT

QUOTE ONLY:
- Will only generate a quotation document.

BOOK - SAME WORK AREA: (See Book Option details below)
- Will generate a quotation document as well as book all the selected flight options in the
active Galileo work area.
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BOOK - DIFFERENT AREAS: (See Book Option details below)

- Will generate a quotation document as well as book the first 4 selected flight options in
next available Galileo work areas (areas B, C, D, E)

- If you select the Start from active area, the first 5 selected flight options will be booked
in the next available Galileo work areas starting from the current active work area
(areas A, B, C, D, E)

Important Hint

- If you are booking multiple options, it is suggested that you use the
(BOOK - DIFFERENT AREAS) option especially when the same flight is being booked in
different classes. This will avoid the airline cancelling one of the flight segments for
being duplicates.

START FROM ACTIVE AREA:

- Tells the system to start booking the selected flight options in your active or current
Galileo work area before moving to the next work area.

(Optional) To exclude the ticketing deadline for each flight option on the quotation, tick
the following option:

| EXCLUDE TICKETIMG DEADLINE

(Optional) To exclude the actual booking class of the flight segments on the quotation
tick the following option:

B EXCLUDE B2 OKIMG CLASS
(Optional) To exclude the flight number on the quotation tick the following option:
[ EXZLUDE FLIGHT M

(Optional) To include the flight information such as terminals, flying time on the
quotation tick the following option:

[ IMCLUDE FLIGHT IMFC
J Select the CREATE AIR QUOTE DOCUMENT button to generate the quotation.

The quotation will be created in a word document which you can edit before saving or
emailing.

3.7.1. Book Option Details

This section provides a description of how the Book Option functions.

J If either the (Book - Same Work Area) or (Book - Different Areas) option is selected
when generating the Quote Document, the system will generate the quotation document
into Microsoft Word and at the same time in book the selected flight options in Galileo.

3 Once the Quotation document has been completed you will receive the following
message box:
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-

Microsoft Internet Explorer,

Successfully Created Quote Document,

! Selected Flight Cptions Booked In Work Areas Specified.
Display All Work Areas And Complete PMR.
J Select OK

3 The following Booking Results page will be displayed:

CURREMT

CURREMT

CURREMT

CURREMT

: Booking Results

ARESA BOOKED SEGMEMT

VE0E02 M 1 OCT 2007 IMB 2100 LHR 0855

VME0e0l M 20 QCT 2007 LHR 1755 JMEB 0700

SANZ234 L1 OCT 2007 IMB 2010 LHR 0625

SAN235 L 30 OCT 2007 LHR 1800 4B 0705

STATUS

HE

HS

HS

HS

IMFO

DEPARTS JMB TERMIMAL A - ARRIVES LHR TERMIMAL 3
#4% £ T DEPARTS JMB IMTERMATIOMAL - ARRIVES LHR
TERMIMAL 3 *##

FHEE ATTN ALL *% PLSE TAKE DESTIMATION TEL CTC
MUMEBERS **¥

DEPARTS LHR TERMIMAL 3 - ARRIVES JNE TERMIMAL &
*FLT DERPARTS LHR TERMIMAL 3 - ARRIVES JMB
IMTERMATIOMAL®
FHE ATTH ALL *% PLEE TAKE DESTIMATION TEL CTC
MUMBERS *%#

ADD ADVAMCE PASSEMGER INFORMATION S5RS
DOCADOCO/DOCS

PERSOMAL DATA WHICH IS PROVIDED TO US IN
COMMECTION

WITH ¥OUR TRAVEL MAY BE PASSED TO GOVERMMEMT
AUTHORITIES

FOR BORDER COMTROL AMD AVWIATION SECURITY
PURPOSES

DEPARTS JMB TERMIMAL & - ARRIVES LHR TERMIMAL 1
*ETKT RECEIPT REQUIRED FOR ETKT PAXY

DEPARTS LHR TERMIMAL 1 - ARRIVES JMB TERMIMAL &
*ETKT RECEIPT REQUIRED FOR ETKT PAX®
ADD ADWAMCE PASSEMGER INFORMATICON S5RS
DoCADOCO/DOCS
PERSOMAL DATA WHICH IS PROVIDED TO US IN
COMMECTION
WITH ¥OUR TRAVEL MAY BE PASSED TO GOVERMMEMNT
AUTHORITIES
FOR BORDER COMTROL AMD AVWIATION SECURITY
PURPOSES

IMPORTANT NOTE:

It is very important that you verify on the Booking Results page that all the
selected flight segments have been successfully been booked in Galileo and
show an HS status in the STATUS column.

The AREA BOOKED column on the Booking Results page identifies in which Galileo work
area the selected flight segments have been booked.

The SEGMENT column on the Booking Results page shows the flight segments booked.

The INFO column on the Booking Results page shows the flight segments booking
information, which is normally displayed in Galileo when booking a flight manually.

3 Once you have verified the booking results, return you to the Galileo terminal screens.

J Enter the display record entry in Galileo >*R to display the booked flights, as shown

below:
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L Window 1

1.1TRAVELSOFT/DEMOMR
1. SA 303 6 15JUN JNBCPT HS1 0600 0810 O E LE

2. SA 334 6 16JUN CPTJNB HS1 1255 1455 D ETH
NOTE -DPxDOCUMENT NUMBER : RO3U53DK31 16 11APR 2146Z

1

3 Again verify that the flights displayed in Galileo match the successfully booked flights
displayed on the Booking Results page, as well as on the quotation document.

3 All you need to do now is add your clientfile if required, fare quote the applicable
segments and end your booking file.

3.7.2. Flight Booking System Information

3 When the book option is selected the system will book the selected flights as follows:
Galileo Carriers (Carriers Available in the Galileo GDS System):
- The system will book these carriers in Galileo.

Kulula.com

- The system will search availability / fares directly with Kulula.
- Flight bookings will made in Galileo as per the normal Kulula functionality on Galileo.

1 Time Airlines

- The system will search availability / fares directly with 1 Time.

- Flight bookings will be made directly in the 1 Time system and return the 1 Time reference
locator on the booking results page.

- The bookings will be placed on hold pending payment.

- Payment can be done via the booking results page or on the 1 Time website.

- These bookings can be accessed on the 1 Time website as per normal by the reference
locator.

3.8. 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 Messages

3.8.1. 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
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number in the CC Field.
To send messages to an international mobile number insert the number in the

international mobile number format: +449445551234

»
W Fassengers

[v P1 - WHISTOR/DAVIDME CELL M (0228505166 STORE TRAVELLER
[T cc - |ANN SMITH CELL M [D7922512324
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:
SE&RCH TREAWELLER |WHI
WHISTOM 8TA DAVID MR == 0215015532 ——
SEARCH TREAVELLER| WHISTON DALUCI MISS => 0720797446
WHISTON DAVID MR == 0828505166
WHISTOM DEAN MR == 0760742467
WHISTOM MICKEY MISS == 0727534195
WHISTOM MTH DAVID MR == 07222285739
3 Select the correct traveller from the list. The message will then be sent to this travellers
mobile number.
& 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.
EMERGEMGCY COMTACT MUMBERS | +27 52 850 5166 - |
PNR Segments:
3 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.
3 Flights
? Flights w
W 5A527 Economy 20AUG Departs Johannesburg 0600 Arvives Durban 0710 Condirmed
W 54522 Economy 21AUG Departs Durban 0630 Arrives Johannesburg 0740 Confirmed
¥ 14 Vendar Lacator ¥OWLIE
W p1 Mileage Membership BASO01358 SAZ40692
Free Text
I 2END PRE-TRIP ™ sEND POST-TRIP SMS FLIGHT DETAILS
3 Flights (Segment Expanded)
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¥ sasz27 Economy 20AUG Departs Johannesburg 0600 Arrives Durban 0710 Confirmed =]
SEAT MEAL OTHER
PL 7 NONE I~ MomE Vot atl e e
3 E-Tickets
E Electronic Ticket LoAD E-TICKETS v
¥ WHISTON/DAVIDMR SA Ref Mo YOWLUJE Ticket Mo 0839901488214 ¥ APPEND IATA NO B

SA527 Economy 20 Aug Departs Johannesburg 0600 Arrives Durban 0710 Confirmed

SAS28 Economy 21 Aug Departs Durban 0630 Arrives Johannesburg 0740 Confirmed

[~ SEND PRE-TRIP [” sEMD POST-TRIP SMS ETICKET DETAILS

3 Accomodation

|e= Accommadation

" ‘Southav‘n fun Morth EBeach Durban 20-21A0G Single ZARL1E00.00 Res Mo SU3ZE3221 Tel Mo 031-2327361

SMS HOTEL DETAILS

3 Vehicle

H Vehicle v

Avis Group O KING SHAKA INTERMATIONAL KING SHAKA INT AFT DUREAN 204G 0200 Res Mo 4l0GELEFZAZ PEXF Tel 27 32 4367800

v

SMS5 WEHICLE DETAILS

3 Other

-  Other v
= = o
rd 20009 Avis Foant To Point/cf-Zab4e45553

SMS OTHER DETAILS

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

| 5MS 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.
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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.

J 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.

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)

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 W 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:
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Message from webpage @

L E Successfully Sent Flight Message
[

3.8.2. 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:

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

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

General Messages

BLLE SEMD B

SEARCH TRAVELLER/ACCOUNT AcCoUNT ™ surMameE 7 LOAD ALL

SEARCH CRITERIA |

ACCOUNT | Mane |

TRAVELLER |Mane =

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

3 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.
Insert the mobile number in the CELL NUMBER field.
Insert the travellers name in the NAME field.

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

Traveller Details

CELL MUMEBER |08285D5166

MAME MR JoNES

Message Details

Dear Mr Jones, Your wiza is ready for collection.

MESSAGE (Message sent as typed)

SEMD MESSAGE

3 After the SMS message has been sent you will receive the following message:
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Message from webpage @

1 E successfully Sent Flight Meassage
L

3.8.3. 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:

B SMS Status Report: + 27828505166 (WHISTON/DAYIDMR) - Message (HTML)

:opile Edit Eieii'q Insert  Format Tools  Actions ﬂe_lp

i gReply | Replytodll | (Forward | o | D[ ¥ | [5G X | & - F - A4 | '.@JE
Friomm: Marketel [no-replv@marketel co.za] Sent:  Sun 2012/06)24 20:50
T davidi@travelsoft.co.za
8

Subject;  SM5 Skatus Report: +27828505166 (WHISTOMN/DAYIDMR)

This is an automated response please do not reply,

The message you sent to +27828505166 WHISTON/DAVIDMR was successfully delivered by
the netwark to the subscriber,

SMS Message: Flight Details: SASE27 Economy 204UG Departs Johannesburg Term B 0600 f
Arrives Durban 0710 Confirmed, Ticket 0839901488214, Flight Details: SAS28 Economy 21AUG
Departs Durban 0630 Arrives Johannesburg Term B 0740 Confirmed, Ticket 0839901488214 -

14 REF ¥OWILIB, Loyalty Mo BASD01358 SA340692, David, Travelsoft Technology, Emergency
Contact Details: +27 82 350 5166

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

3.8.4. 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.

3.9. 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:

J Select the Configuration option on the menu bar.

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

% Configuration :\ Loy Cost Carriers :1 Watable Taxes .‘1 Default Template

2

g

»

Consultant Configuration

COMSULTANT NAME |Dal.'id
COMSULTAMNT SURMAME |Whist0n
COMSULTAMNT DESIGHATION |Traue| Consultant
PHOME MUMBER |+2T 11 6150393
Fas HUMBER |+2? 11 1502932
COMSULTAMT EMAIL ADDRESS |da-.lid@tra-.-e|soft.co.za
COMSULTANT USER ID(Initislz) ow
PSEUDOD CODE |3L|59

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.

3.10.Setting Your Default Template

This only applies to agencies where multiple templates are used.
This option is used to set your office specific template that is used by default when
generating documents. The process on how to create a ticket cover is as follows:

On the Configuration screen, click on Default Template on the header bar:

Document Producer Plus

"\ Configuration .?i Lowe Cost Carriers :1 Watable Taxes :1 Defautt Template

-~ MENU

Select your Office Template from the list:

Default Termplate

TEMPLATE MAME Mone =

Corporate Traveller Airport
Licorparate Traveller Blac
Corporate Traveller Cambridge Park
Corporate Traveller Canal Walk

. - Corporate Traveller Castlehill
Powered by Gal‘“‘eo - Caorporate Traveller Century Square

e Caorporate Traveller Cresta

Carporate Traveller Fairlands
Corporate Traveller Heathway
Corporate Traveller Highweld Park
Corporate Traveller MICE
Corporate Traveller Marine Parade
Caorporate Traveller Horthcliff
Caorporate Traveller Pendoring
Caorporate Traveller Retail Park
Corporate Traveller Ushaka
Corporate Traveller Woodlands
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J Click the SAVE button to store your template selection:

SAVE

© Copyright Travelsoft Technology 2012 pg. 34



Travelsagft

Technalegy

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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5. 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

5.1. Logging a Support Call

3 Access the support site on the above url.
J Click on Submit a ticket.

Travelsoft Helpdesk

Travelsoft Support site > Travelsoft Helpdezk

Submit a ticket = | view existing ticket
@ Submit a new issue to a department ;' @ 4"' Wiew tickets you submitted in the past

Go to Administration Panel

Fowerad by Help desk software HESK

3 Complete the required fields and Click Submit.

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

Mame: *| |

E-mail: * | |

Category: * |Selec1Product V|

Pricrity: *

Agency Name: * | |

Pseudo Code: * | |

Subject: * | |
Message: *

Submit icket
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5.2. SMS User Not Valid Message (Subscribed Users Only)

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

3 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.

3 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:
>+J] and enter
The response will be:

The Terminal Identifier is EX1Z1E

J Once you have your GTID, open our support website
https://www.travelsoft.co.za/support

Select “Submit a ticket”

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

Submit a ticket

Travelsoft Support site > Travelsoft Helpdesk = Submit a ticket

Plezase use the form below to subrit a ticket. Required fields are marked with *

MHame: * |ﬁ1'mn Smith |

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

Category: * |DncumentF’roducerPlus S5 V|

Priority: *

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

Pseudo Code: ™ |3M1U |

Subject: * |SMS Gtid Activation |
Message: * |please activate wy Galileo GTID EX1Z1E for SMS Usage

Submit ticket

J 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.
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