


AGENT 360

A onestop travel agent portal for our travel agents to work with Singapore Airlines.

Knowledge Servicing

Providing a centralized information Streamline service requests for mo
and support portal to empower trave efficient servicing and tracking

agents NDC Bookings

Book flights, service bookings, adq
ancillaries and gain access to
exclusive SIA NDC content




CURRENT FEATURES

Travel agents will have access to the following features on AGENT 360
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.... LOCALIZED CONTENT

SINGAPORE - ENGLISH

360 b} \S\ AGENT RESOURCES SERVICE REQUEST SIA NDC
A > w7

OPERATIONAL UPDATES

29 0ct 2021

Covid-19: SIA transit flights through
< Singapore

VIEW DETAILS

The refreshed HighFlyer POLICY AND PROCEDURE
business travel programme

1Ot 2021

Discover a world of seamless business travel rewards with SIA Launches Seasonal Flights To
discounted fares, HighFlyer points and priority services. < Seattle And Vancouver

FIND OUT MORE VIEW DETAILS

POLICY DOCUMENTS

COVID-19 INFO CENTRE

Singapore Alrlines Adds More Vaccinated SIA Group Launches Voluntary Carbon Oftering you greater flexibllity to help you
Travel Lane Flights Oftset Programme For All Customers plan your future travel

Operational Updates

Policy Updates

Fare Sheets & Policy Documents

Marketing Content

SQ Product & Services

SIA NDC Agent Support Pack

SIA Group Network

Local Contact Details



Comprehensive access management system
Caters tacomplex travel agency set(jpom local retailers to

global consolidators)

A D M | N A C C E S S . 3 Travel AgerRolegMaster, Admin, User)

Multi-L ! ¢! -Couninydzt G A
Flexibility toselfmanage access rights AGENT 360 features




.... SERVICE REQUEST FORMS

Submit a new request

WAIVER REQUEST

For each request, you should only submit one form for cne Passenger Name Record (PNR) or record locator.

Waive fees for name correction Waive fees for itinerary changes

Update us with the comect name and request for a Request for a walver code to relssue the ticket Fee Wa.lver fOI’ N ame CorreCtlon
walver code to relssue the ticket without additional without additional fees.

fees.

Waive fees for ticket refunds Fee Waiver for Reissuance

Request for a walver code to refund a ticket without
penalties. Depending on the ticket, Singapore
Alrlines may process the refund for you.

Fee Waiver for Ticket Refunds

For each request, you should only submit one form for cne Passenger Name Record (PNR) or record locator.

Extend Ticketing Time Limit

Extend ticket time limit Appeal for waitlist confirmation (DAPO)
Not allowed for the following booking classes or Subject to avallability. Not allowed for the following
Reservation Booking Designators (REDy K, V, N, Q, booking classes or Reservation Booking

R.D. Designators (RBD): K, V, N, Q. Waitlist Confirmation (DAPO)

DISPUTE REQUEST Agency Deblt MemO (ADM)

Dispute Agency Debit Memo {ADM)

Ralse a dispute against an ADM sent by Singapore
Alrlines within X days of recelpt.

General Form

Can't find the request form that you need? Use this form to ralse request types that are not found above.

Click here to view the AGENT 260 Credits Redemption Table.

*SRF will be covered in detail in a separate training d



.... TABLE OF CONTENTS

In this deck, you will learn: Booking Flights & Issuing Tickets

Travel Agent Roles

Form of Payments (FOPSs)

Travel Agent Registration 3DS?2 Verification

IATA/TIDS Agents

Ancillaries (Seats/Baggage/Special Service Requests)

Creating/Deleting Teams

Manual Reprice

Adding/Deleting Admins/Users to Teams Refund/Voiding of Tickets

Switching Team and Role

Reshop
Adding Additional IATA numbers

Viewing of eTicket

Assigning IATA to Team Name Truncation

Unlocking Account

CrossChannel Servicing

AGENT 360 Overview

Viewing of Orders & Reports

Viewing of Flight Schedule Changes

Summary
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“.’. TRAVEL AGENT ROLES

ABC International Tours
IATA 12345678, 98765432

Master Master A
Key decision maker e.g. Supplier Manage
Team 1 Team 2
IATA 12345678, 98765432 IATA 98765432

Admin

Team Leader

User H

User E User |

User

Individual Travel Consultant User J

User K




“.‘. TRAVEL AGENT ROLES Only 1 Master User can register per agency!

ABC International Tours
IATA 12345678, 98765432

Key decision maker. e.g. Supplier Manage Master A

Createddelete Admins & Users within the agency.
Deci hich Team has Pr A righ

ecidesvhich Team has Product Access rights Team 1 Team 2
Viewss 3Sy0eQa RFEaGlF yR GNYvyal IATA 12345678, 98765432 IATA 98765432

Addsadditional IATA numbers fagencies

ag M w0 DnE

Shared accounts are NOT recommenaegou will not have
visibility to the transactions made by the respective users.
. OTP willbe sentforevery logire (1 KS dza SNIRQA

»

7. Master and Admins (within the same team) can retrieve and
I OdA2y 2y dzaSNRQ o0221Ay3a |

How to change a Master?

1. Agent to contact their Singapore Airlines representative




NEW!

*. TRAVEL AGENT ROLES

ABC International Tours
IATA 12345678, 98765432

2 |IATA numberxx678 and xx432

! !

Team 1 Team 2
IATA 12345678, 98765432 IATA 98765432

Each Team can hawaultiple IATA numbers

IATA numbersan be repeatedetween teams

One user can havwaultiple IATA numbersagged
to their account

User H

User |

Master submit one IATA code upon registration,

and adds additional codes later User J

Each team can have unlimited number of Admin User K

& Users




%.0. TRAVEL AGENT ROLES

Create Agency n 0 0
Add additional IATA n o] 0
Create Team n 6 0
Add Admin n o] o]
Add User n n o)
Switch Admin Role n o] o]
Switch User Role n 0 0
Switch Admin Team n o] 0
Switch User Team n 6 o]
Assign Code to Team n 0 0
DeleteTeam n 0 0
Delete Admin n o] 0
Delete User n n o]



e
e
— l '
P S Sl Sk PP OO ST A
- v
S
——————
e r—
. RN
R e e b D —
S -

o~

T REGISTRATION

enas zaaa sl
AR ad s aas
TPETTERRE Y
.f‘r‘r""y? "‘i' !
A




%. TRAVEL AGENT REGISTRATION W

How do travel agents register for an AGENT 360 account?

Register for account on Verify email address by Singapore Airlines Agents receive welcome
AGENT 360 clicking email link within approves registration email
72 hours
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IATA AGENT REGISTRATION
AGENT _ . ‘\ UNITED STATES- ENGLISH
360 EIE.‘T;EEE% \ b AGENT RESOURCES PRODUCTS & SERVICES SERVICE REQUEST 5SIA NDC REGISTER

YOUR ORGANISATION

Register for account on AGENT 360

Register for an account

To enrol as a member, you should be authorised to act as your agency’s primary contact person.

Tell us about your organisation Tell us about your organisation

Primary IATA | ARC [ TIDS code Primary IATA / ARC / TIDS code

32
Mot accredited with IATA £ ARC 7 TIDS

Mot accredited with IATA f ARC / TIDS

Company legal name

Company legal name

TRAVEL PTE LTD

Country
Singapore State

How are your tickets issued?
City We Issue our own tickets

We use a consolidator or ticket centre

Which of these best describes the nature of your business?
Check all that apply

Corporate Travel Management Consolidator
Online Travel Agent{OTA) Retall Lelsure Agency
Information is autgpopulated based on WholesalefTour Operator Other

the IATA code submitted

MNEXT: ADMINISTRATOR




TIDS AGENT REGISTRATION
AGENT _ . UNITED STATES- ENGLISH
360 EIT‘-.‘TI;.KlﬁlﬁEé AGENT RESOURCES PRODUCTS & SERVICES SERVICE REQUEST 5SIA NDC REGISTER

YOUR ORGANISATION

Register for account on AGENT 360

Register for an account

Tell us about your crganisation To enrol as a member, you should be authorised to act as your agency’s primary contact person.
Primary IATA / ARC / TIDS code

Tell us about your organisation
Mot acoradited with LATA [ ARC / TIDS

Company' Moal N Primary IATA / ARC / TIDS code
TIDS Agency

Mot accredited with IATA £ ARC 7 TIDS
Singapore State
Company legal name
Singapore

Haw are your tickets issued?

We ssue our own tickeks

Wiz use a consolidator or ticket centre

- How are your tickets issued?
Your consolidator/ticket centre 1

AT | AR » 4 We Issue our own tickets
332 We use a consolidator or ticket centre

mpany legal name Coundr

Coundry Which of these best describes the nature of your business?
{PRIVATE] LTD Singapore

Check all that apply
B Remove this code
Corporate Travel Management Consolidator

Online Travel Agent{OTA) Retall Lelsure Agency

~ Information is autegpopulated based on
the IATA code submitted

Company legal name Country MNEXT: ADMINISTRATOR

' Remove this code

Wholesale/Tour Cperator Cther




TERMS AND CONDITIONS

PLEASE READ THE FOLLOWING TERMS AND CONDITIONS CAREFULLY.

.... IATA/TIDS AGENT REGISTRATION

The AGENT 360 Terms and Conditions shall consist of the following:
Section A: AGENT 360 website Terms of Use

Section B: SIA Passenger Sales Agency Terms and Cenditions, which applies to the Company and includes:

Master to acknowledge T&Cs by clicking the link

Schedule 2: Data Protection Terms.

SECTION A: AGENT 360 TERMS OF USE

THIS AGENT 360 TERMS OF USE GOVERNS YOUR USE OF THIS WEB SITE
Terms and Conditions

Definitions

nowiedge that | have read and agree to the AGENT 360 Terms and Conditions and the Singapore Alrlines Privacy Pollcy, Words and expressions in this AGENT 360 Terms of Use shall have the following meanings, unless the context reguires otherwise:
access and use of this website and my activitles as a travel agent for Singapore Alrlines.

'AGENT 360" shall refer to the Singapore Airlines AGENT 350 website.
'Applicant’ shall refer to the applicant corporate entity which meets the registration criteria stated hereunder.
. —r n 'Singapore Airlines’ shall refer to Singapore Airlines Limited.

'TA! shall refer to & Travel Agent which application for an AGENT 360 account has been granted.

SECTION B: SIA PASSENGER SALES TERMS AND CONDITIONS

Singapore Airlines Limited ("SIA”) is pleased to welcome you and, following our agreement of the Key Terms, appoint you (the “Company”)

AG E N T 360 T&CS i n CI u d e th e Passe n g e r as SIA's passenger sales agent in the country / market(s) listed in the Key Terms of the Agreement, and engage the Company to provide the

Services (as defined in the SIA Passenger Sales Agency Terms and Conditions) on the terms and conditions set out in the Agreement.

SIA and the Company are collectively referred to as the "Parties” and are each, a "Party”.
The following documents shall form the SIA Passenger Sales Agency Agreement ("Agreement™):
S t' AG E N T 3 60 b 't t f 1. the Key Terms to be agreed in writing and signed by the Parties;
ec Ion k We S I e e rm S O u Se 2. the SIA Passenger Sales Agency Terms and Conditions {as amended from time to time), which include

i. Non-IATA accredited Agent Terms that may apply to the Company (Schedule 1), and
ii. the Data Protection Terms (Schedule 2)

Section B, SIA Passenger Sales Agency Agreement

In case of any inconsistency, discrepancy or omission between the documents or provisions forming part of the Agreement, such
inconsistency, discrepancy or omission shall be resolved and determined by reference to the documents in the order as above.

Where applicable and to the extent permitted by law:

(a) the Agreement shall supplement the existing contractual arrangements, as amended, updated and supplemented from time to
time, between the Company and SIA, namely the terms and conditions of the International Air Transport Associations ("IATA") Passenger
Sales Agency Agreement and Passenger Sales Agency Rules, and all IATA resolutions incorporated by them (collectively, the "IATA
Documents®); and

(B} in the event of any inconsistency, discrepancy or omission between the Agreement and the IATA Documents, the Agreement
(including all its Schedules) shall prevail over the IATA Documents.




.... IATA/TIDS AGENT REGISTRATION

Your email has been verified!

The local Singapore Alrlines sales ofMce will review your
appiication within the next 2 working days. You will roceve an

Agents verify their email address

email upon confirmation

360 e Y,

Dear NURUDDIN SELAMAT,

Thank you for registering with AGENT 360. To verify your email address, please click on the link below.

AGENT 380 Email Verfication More aboutthe AGENT60 Verification Email

Once you have verified your email address, your account will be subjected to approval from your local Singapore
Alrlines sales office.

A Theverificationlink is validfor 24 hours
AAgent must click into this verification link to
completeregistration

Please note that the verification link will expire in 24 hours.

@ 2019 Singapore Airlines. All Rights Reserved. Singapore Co. Reg. No. 197200078R. This is a computer-generated message. Please
do not reply to this email.




“.’. IATA AGENT REGISTRATION

Agent receives welcome email

AGENT
SINGAPORE >
AIRLINES

Dear AGENT THREESIXTY,

Your AGENT 360 account has been approved. Click on the link below to login to AGENT 360.

Login

We look forward to welcoming you to AGENT 360.

@ 2019 Singapore Airlines. All Rights Reserved. Singapore Co. Reg. No. 197200078R. This is a computer-generated message. Please
do not reply to this email.

Sign In
Email addr
Password

Remember me Forgot Password?

By continuing to use the website, you will be agreeing to our
Privacy Policy, Terms and Conditions and Cookies Policy.
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.... CREATING A NEW TEAM

360 ez ),

AGENT RESOURCES PRODUCTS & SERVICES SIA NDC

rBOOK A FLIGHT @

Welcome to AGENT 360! =

< The SIA KrisConnect
Programme

Gain access to SIA's widest range of fare products and

improve customer experience on your platforms.

FIND OUT MORE

Nuruddin Selamat

nuruddin.selamat@singaporeair.com.sg

OPERATIONAL UPDATES My Account

Manage Agency

28 Feb 2020

PPS Connect service undergoes
< maintenance

VIEW DETAILS

T N

v

=

>

POLICY UPDATES

01 Jun 2019

GDS Cost Management & Best
{ Practices Update on PNR

v

VIEW DETAILS

FARE SHEETS

AIRLINE NEWS

POLICY DOCUMENTS

Select Manage Agency



.... CREATING A NEW TEAM

Manage agency

BS AGENCY DETAILS Teams Select New Team @ New team
25 TEAMS Here's where you can find all your teams, and manage their product access convenienthy. w
AGENT 360 Super Team 3 MEMBERS About Teams & Product Access

- Ateam is a group of users who
work together. By organising
SWP Training Team 1MEMBERS users into teams, you can
manage product access easily.
- When you add a new user to
the team, they'll automatically
Test Creation 21 MEMBERS get the same product access
as the team.
- Any changes that you make to
ateam’s product access will
affect the access of all

members of that team.



.... CREATING A NEW TEAM

Create Team Name Assign Code to Team Add Admins to Team

- - : [ 1) 2 ) (3
o B 3 CREATE TEAM DL

ASSIGN CODE ADD MEMEBERS CREATE TEAM ASSIGN CODE ADD MEMBERS
CREATE TEAM ASSIGN CODE ADD MEMEBERS

Assign codes Add team members

Name your team Select at least one IATA, ARC, TIDS, or Agent 360 code to be used by

Add existing users to your team by entering their name, or invite new
the team. The codes must be affiliated to your agency.

users by entering their email addresses.
A team is a group of users who work together. By organising your
users into teams, you can assign codes and grant product access
easily.

1. Select primary code
1. Add admins

ash_admin@test.com N

Team name . . Use this address: ash_admm@test.cw
AGENT 360 TEAN‘ N 2. Select additional codes (optional)

A
Enter code or company name
NEXT: ASSIGN CODES

Enter code or company name

323

NEXT: ADD MEMEERS



.. CREATING A NEW TEAM

Adding Users (Optional)

1. Add adrmins Manage agency
ash_admin@test.com X
— B AGENCY DETAILS Teams @ New team
SER- I S L 22 TEAMS Here's where you can find all your teams, and manage their product access convenienthy.

There io limit to the number
of users that can be added to a
team, but they can be added at - Ateamis a group of users who
a max of 20 users at a time work together. By organising

AGENT 360 Super Team 3 MEMBERS About Teams & Product Access

SWP Training Team 1 MEMBERS users into teams, you can
manage product access easily.
2. Add users (optional) - When you add a new user to
the team, they'll automatically
Test Creation 21 MEMBERS get the same product access
as the team.

- Any changes that you make to
. ateam's product access will
Admins can add users to teams AGENT 360 TEAM  1MEMBERS ‘ affect the access of all

members of that team.

using the same method.



.... CREATING A NEW TEAM

Edit Team Name?

Do you want to edit this team's name? If yes, please enter a new
team name.

‘ SOUTH EAST ASIA| ’

Masters can edit the Team
Names they have set for their

travel agents.



CREATING A NEW TEAM

AGENT :
360 SINGAPORE > AGENT RESOURCES PRODUCTS & SERVICES SIA NDC XBOOK A ELIGHT @

Manage agency

&= AGENCY DETAILS Teams @ New team
2: TEAMS Here's where you can find all your teams, and manage their product access conveniently.
POWER RANGERS 4 MEMBERS About Teams & Product Access

- Ateam is a group of users who
work together. By organising
AVENGERS 4 MEMBERS users into teams, you can
manage product access easily.
- When you add a new user to
the team, they'll automatically

MaSterS can Verlfy the admln JUSTICE LEAGUE 4 MEMBERS get the same product access
and users of the team created | et

. . y changes that you make to
by C“Ck'ng on team name. a team'’s product access will

affect the access of all
members of that team.

Support Feedback Legal
Get answers with FAQs or contact us Submit your feedback to us Read about our Privacy Policies and
Terms & Conditions




{iliillﬁlihllb CREATING A NEW

AGENT

TEAM

360 5||1(I3;_?I3ﬁrgg ! AGENT RESOURCES PRODUCTS & SERVICES SIA NDC

Manage agency

B AGENCY DETAILS

22 TEAMS

1. The Master will be able
to track the status of
their invitation.

2. The invitation email
expires after 24 hours. If
@2dzNJ 0S| YQa
expires, please click on
resend invite to re
trigger verification
email.

< Back

JUSTICE LEAGUE 4 MEMEER

TEAM MEMBERS ASSIGNED CODES

AYOAGI

Search by name

Member Actions

charles_davidson@testholiday.com.sg

adam_berkeley@testholiday.com.sg

Cancel invite

erica_foong@testholiday.com.sg Resend invite

geraldine_heng@testholiday.com.sg

YBOOK A FLIGHT @

© Add users




CREATING A NEW TEAM

AGEN
360 5'1?5*{7?25. 2

Dear Agent ,

An account has been created for you on AGENT 360. To complete your registration,
please click on the link below.

Complete your registration

Please note that this link will expire in 24 hours.

& 2018 Singapore Airlines. All Rights Reserved. Singapore Co. Reg. Mo, 187200078R. This is a computer-generated
maszage. Fleass do not reply to this email.

Py

- _
& STAR ALLIAMCE MEMBER w *

Admins & Users will
receive an email
notification link sent by
Masters to complete
their registration.

The invited email will be auto
populated, and it will not be
editable. Admins and users to
proceed with registration.

360

TIMGAPORE %

AIRLINES

@ : ;

YOUR PROFILI

Complete your registration

Are you a resident of the Eurapean Union or Switzerland?

ThiS Infarmation Relps us comply with the EL Goendral Data Protection Reguilation (GDFR)

Yins Na

adam_berkeleyutesthollday.com.sg

FIFe! naeme 1 I

Adam Borkoloy

Dhor gt

Supervisor IATANATAN Varmcation number [pticnal)
Country a1l Offcw p

Singapaore (+65) Asoa code ga888888

HEXT: REVIEW



.... CREATING A NEW TEAM
(1] 2]

YOUR PROFILE REVIEW

< Back

Choose a password to secure your account

Login ID
Work emall addreds
adam_berkeleyirtesthollday.com.sg
Create a password

Paiaved

Passwordi!

Terms and conditions

ACCOUNT PASSWORD

Admins and users are
required to create their
own passwords during
registration.

D By submitting my Information, | acknowledge and accepl the terms of Singapore Alrlines’ Privacy Policy and

erms and conditions of the registered cusiomer sCcount

360 “MAGNEE

Registration successful

You have successfully registered your account, please procead to login

Account has been created
and Agents can now login
to AGENT 360!

Feedback Lagal
FACH [ Sulk t your feadback i f 1 It Privacy Pt i
1 one
nNaABGar "&u "'} -
I P SILK ih ainunes \f*‘
5. All Rights Reserved. Singapore Co. Reg. Mo, 197200078R Privacy Paolicy Cookies Policy Terms and Conditions



CREATING A NEW TEAM

AGENT
360 SINGAPORE 2 AGENT RESOURCES PRODUCTS & SERVICES SIA NDC

YBOOK A FLIGHT @

Manage agency

B AGENCY DETAILS < Back

a4 TEAMS
JUSTICE LEAGUE ¢ memEER

TEAM MEMBERS ASSIGNED CODES

Search by name © Add users

Member Actions

charles_davidson@testholiday.com.sg

Adam Berkeley m

adam_berkeleyatestholiday.com.sg

erica_foong@testholiday.com.sg

Masters can now verify
geraldine_heng@testholiday.com.sg U K S é U I U dZé. 2 -'F
e accounts.



*. GRANTING BOOKING PORTAL ACCESS

SINGAPORE \ .
360 UAIRLINES 3) AGENT RESOURCES PRODUCTS & SERVICES SIA NDC XYBOOK A ELIGHT @

Manage agency

& AGENCY DETAILS Teams Expand all/ Collapse all ° New team
25 TEAMS Here’s where you can find all your teams, and manage their product access convenienthy.
Corporate 2 MEMBERS About Teams & Product Access

Team access: N/A - Ateam is a group of users who

The Master will be responsible for :":;fs‘i:fj‘t’:;?;:jz‘;"“9
. . Booking Portal '
gl’antlng BOOkIﬂg POI’ta| access tO the ’ AN manage preduct access easily.

relevant Teams. \ &/ - When you add a new user to

the team, they'll automatically

get the same product access

Please note that by default, product as the team.
I' O O S é é_ A é l\ﬁiﬁaﬂ haVEZO |O(:] y- 2 y~ S éM$ 1 MEMBERS - Anych:angesthatyou makleto

a team’s product access will
Team access: N/A P

in to AGENT 360 and configure the team affect the access of all
product access settings. members of that team.

Leisure 1 MEMBERS

Team access: N/A

Support Feedback Legal
Get answers with FAQs or contact us Submit your feedback to us Read about our Privacy Policies and
Terms & Conditions



.... DELETING A TEAM

Delete SOUTH EAST ASIA?

The members In this team will not have access to AGENT 360
untll they are added to another team.

Once a team is deleted, the Admins &

Users will still have accounts on AGENT

360, but they are unable to access the site
or any functions until the Master adds
them to a team.




*.Q. DELETING A TEAM

360 Elntli:.l-::';llgf_ \\\_ AGENT RESOURCES PRODUCTS & SERVICES SIA NDC
[al =] g

P

BOOK A FLIGHT @

Back

1] 2 3 4

CREATE TEAM ASSMSN CODE ADD MEMEERS

Add team members

Add existing users to your team by entering thelr name, or Invite new
users by entering thelr emall addresses.

To view the users who have been displaced, #ddadmins
Masters can choose to create a new team
or add users to an existing team.

HAZEL WOOD
hazel_woodatest.com

ULSA DEMELC
ulsa_demelodrtest.com
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ADDING ADMINS/USERS TO TEAMS

AGENT
SINGAPORE AGENT RESOURCES PRODUCTS & SERVICES SIA NDC :
360 arLnes 7 XBOOK A FLIGHT @

Manage agency

B AGENCY DETAILS < Back

&: TEAMS
JUSTICE LEAGUE ¢ MEMEER

TEAM MEMBERS ASSIGNED CODEsS

Search by name © Add users

Member Actions

erica_foong@testholiday.com.sg

Adam Berkeley m

adam_berkeley@testholiday.com.sg

geraldine_heng@testholiday.com.sg

Charles Davidson
charles_davidson@testholiday.com.sg



... ADDING ADMINS/USERS TO TEAMS
@ This team currently has 1 admins, You can choose to add up to 4 new

360 SINGAPORS \\\ AGENT RESOURCES PRODUCTS & SERVICES SIA NDC NBOOK A FUGHT @ admins, or none at all.

AIRLINES

1. Add administrator(s)

Add members to JUSTICE LEAGUE

Add users to your team by inviting new and / or existing users. Assign
a total of up 10 five users as admins

o This team currently has 1 admins. You can choose 10 add up to 4 new

admins, of none at all

1. Add administrator(s)

2. Add user(s) (Optional)

adam_boerkeleyotostholiday con eady exists
anderson_bengitostholiday, com.sg X w
adam_berkeleyttestholiday.comag X Eind nama or omler amell a0esi

An error message will be prompted if the
I RYAYyQa SYIFIAf | RRNFaa It NBFRe SEAAGA
either in this, or another team

mmw



*. ADDING ADMINS/USERS TO TEAMS

AGENT 2
360 SIE?F?S%EE ) AGENT RESOURCES PRODUCTS & SERVICES S5IA NDC IBOOK A FLIGHT @

Manage agency

B AGENCY DETAILS < Back

&: TEAMS
JUSTICE LEAGUE 5 MEMBER

TEAM MEMBERS ASSIGNED CODES

Search by name © Add users

Member Actions

erica_foong@testholiday.com.sg

The invitation will remain pending until
\\7 the user registers the account (within 24
Adam Berkeley N v hOUI’S)

adam_berkeleyatestholiday.com.sg

anderson_beng@testholiday.com.sg

Charles Davidson Once Admin/User has completed their
charles_davidson@testholiday.com.s e . . .

e account registration, the status will be
updated accordingly

geraldine_heng@testholiday.com.sg



ADDING ADMINS/USERS TO TEAMS

AGENT :
360 SINGAPORE > AGENT RESOURCES PRODUCTS & SERVICES SIA NDC XBOOK A ELIGHT @

Manage agency

B AGENCY DETAILS Teams © Newteam
2: TEAMS Here’s where you can find all your teams, and manage their product access conveniently.
POWER RANGERS 4 MEMBERS About Teams & Product Access

- Ateam is a group of users who
work together. By organising
AVENGERS 4 MEMBERS users into teams, you can
manage product access easily.
- When you add a new user to
The total number of users is now the team, they ll automatically

JUSTICE LEAGUE 5 MEMBERS get the same product access

updated in the team. To verify the o
addition, click on theeam name - Any changes that you make to

a team’s product access will
affect the access of all

members of that team.

Support Feedback Legal
Get answers with FAQs or contact us Submit your feedback to us Read about our Privacy Policies and
Terms & Conditions



*. DELETING ADMINS/USERS FROM TEAM

AGENT 2
360 SIFA(I];_?S%?EE > AGENT RESOURCES PRODUCTS & SERVICES SIA NDC FBOOK A FLIGHT @

Manage agency

B AGENCY DETAILS < Back

2% TEAMS
JUSTICE LEAGUE & MEMBE

m

TEAM MEMBERS ASSIGNED CODES

Search by name © Add users

Member Actions

Charles Davidson m

charles_davidson@testholiday.com.sg

To delete member, locate Admin/User

f:jr'j:j:‘;j::mesthc“damm_sg N\ whom you wish to delete from a team
) and click directly on the name to enter
erica_foong@testholiday.com.sg prOflle

Adam Berkeley
adam_berkeley@atestholiday.com.sg

Geraldine Heng
geraldine_heng@testholiday.com.sg



DELETING ADMINS/USERS FROM TEAM

AG .’I]'—
SINGAPORE AGENT RESOURCES PRODUCTS & SERVICES SIA NDC :
360 arLnes > XBOOK A FLIGHT @

Manage Agency
& AGENCY DETAILS < Back
2: TEAMS
Carrie Dakota consultant
carrie_dakota@testholiday.com.sg
Singapore (+65) 88888888
IATAM:
Assigned to team
JUSTICE LEAGUE  Delete
Roles
Admin ® User
Support Feedback Legal
Get answers with FAQs or contact us Submit your feedback to us Read about our Privacy Policies and
Terms & Conditions
SINGAPORE 5 N & E - “)...
SINGAPORE AIRLINES GROUF  scoot SIKATR AIRLINES A STAR ALLIANCE MEMBER W
SILKAIRY —_ a~

ux

© 2019 Singapore Airlines. All Rights Reserved. Singapore Co. Reg. No. 197200078R Privacy Policy Cookies Policy Terms and Conditions



.... DELETING ADMINS/USERS FROM TEAM

You cannot delete an Admin from
a team if there is only one Admin

in the team Remove Carrie Dakota from team?

Once removed, Carrie Dakota will not be able to access the site

OnCe removed frOm a team, the until they are added to another team.
user will have their account

CANCEL REMOVE
revoked and will need to re - _
register for an account
Any transactions made will be

serviceable by the other Admins
in the team
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.... SWITCHING ROLE

< Back < Back

SWP Training Team 2 MEMBEER SWP Training Team 2 MEMBER

TEAM MEMBERS ASSIGNED CODES TEAM MEMBERS ASSIGNED CODES

Search by name
y © Add users Search by name © Add users
Member Actions
Member Actions
Ash Test m
ash_admin@test.com Test Again Ash
ash_user@test.com .

Test Again Ash

ash_user@test.com Ach Test TN
ash_admin@test.com
Switch team

Change role to admin



.... SWITCHING TEAM

< Back

AGENT 360 Super Team 2 MEMBER

TEAM MEMBERS ASSIGNED CODES

Switch Team for Test Again Ash?

Search by name © Add users
Do you want to switch team for Test Again Ash? If yes, please
select a team.
Select Team Name
Member Actions

Test Again Ash

ash_user@test.com .

CANCEL SWITCH

Ash Gmail

ashrina.hoondal@gmail.com
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*. ADDING ADDITIONAL IATA NUMBERS

AGENT }
360 SINGAPORE ) AGENT RESOURCES PRODUCTS & SERVICES SIA NDC XBOOK A ELIGHT @

Manage Agency

E= AGENCY DETAILS Your affiliated codes @ Register another code

2: TEAMS

APPROVED PENDING / REJECTED Search code

Master can register another code,

. . Code type Code v Company legal name Country
which will allows them to add new IATA
to their agency. IATA 32307332 EURO-ASIA HOLIDAYS PTE LTD Singapore
Master to repeat the registration
process in order to add additional new Showing tort
IATAS to their agency.
Support Feedback Legal
Get answers with FAQs or contact us Submit your feedback to us Read about our Privacy Policies and

Terms & Conditions
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ASSIGNING

AGENT
360 =mz 9,

Manage agency

B AGENCY DETAILS

22 TEAMS

After selecting a which team you wish to
assign, select Assigned Codes and click
onto Assign Codes.

Support

Get answers with FAQs or contact us

SINGAFORE AIRLINES GROUP

g SILKATRN,

© 2019 Singapore Airlines. All Rights Reserved. Singapore Co. Reg. No. 197200078R

IATA TO TEAM

AGENT RESOURCES PRODUCTS & SERVICES

< Back

JUSTICE LEAGUE & MEMBER

TEAM MEMBERS ASSIGNED CODES

S5IA NDC

BOOK A FLIGHT @

Type Code ~  Actions © Assign code
323 ; ) ) )
IATA I You cannot unassign your primary code. Make another code primary first.
PRIMARY
Feedback Legal

SINGAPORE 5
AIRLINES

Submit your feedback to us

Read about our Privacy Policies and
Terms & Conditions

ol o
A STAR ALLIANCE MEMBER »
P

Privacy Policy Cookies Policy Terms and Conditions




‘. ASSIGNING IATA TO TEAM

AGENT :
360 SINGAPORE > AGENT RESOURCES PRODUCTS & SERVICES SIA NDC XBOOK A ELIGHT @

Assign additional codes

Select additional IATA, ARC, TIDS, or Agent 360 codes to be used by
the team. The codes must be affiliated to your agency.

Enter code or company name

Type in a registered IATA code (that has
been approved by the station) and click m

Assign. W

Support Feedback Legal
Get answers with FAQs or contact us Submit your feedback to us Read about our Privacy Policies and
Terms & Conditions
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.... UNLOCKING

ACCOUNTS

Sign In

geraldin_heng@testholiday.com.sg

Password

For security reasons, your account is locked. Please try again in

24 hours.
|| Remember me Forgot Password?

Do not have an account? Register now

By continuing to use the website, you will be agreeing to our
Privacy Policy, Terms and Conditions and Cookies Policy.

Locked accounts are caused by
90 days inactivityor multiple
incorrect password attempts




*. UNLOCKING ACCOUNTS

AGENT 2
360 SIF‘!‘(IEF?S%?EE \) AGENT RESOURCES PRODUCTS & SERVICES SIA NDC IBOOK A FLIGHT @

Manage agency

B AGENCY DETAILS < Back

22 TEAMS
JUSTICE LEAGUE 5 MEMBER

TEAM MEMBERS ASSIGNED CODES

1. For locked Master User
accou ntS, k|nd|y Search by name © Add users
approach your local SQ
staff for assistance.
Member Actions
2' Admln accounts can Only erica_foong@testholiday.com.sg
be unlocked byMaster. witation pending
3. User accounts can be Geraldine Heng _
geraldine_heng@testholiday.com.sg
unlocked by
Master/Admin (from Charles Davidson
same te am) charles_davidson@testholiday.com.sg

Adam Berkeley [ERIIR)

adam_berkeley@testholiday.com.sg

Anderson Beng m

anderson_beng@testholiday.com.sg



*. ACESSING BOOKING PORTAL

AIRLINES

360 SINGAPORE \>> AGENT RESOURCES PRODUCTS & SERVICES SIA NDC

Welcome to AGENT 360! *

OPERATIONAL UPDATES

17 Nov 2020
How do Travel Agents access the booking portal?  scheduied maintenance on
< singaporeaircom

VIEW DETAILS

A Agents log into AGENT 360 > Book a Flight

A No additional login is necessary as we have \
enabled single sigon ‘

23 Sep 2020

Terms and Conditions of SIA Covid-19
< Travel Waiver Policy

DOWNLOAD HERE VIEW DETAILS

FARE SHEETS POLICY DOCUMENTS COVID-19 INFO CENTRE

We use cookies.

Cookies allow us to optimise and personalise your
experience. Find out more

By continuing to use the website, you will be agreeing
to our Priv ms an tions and Cookies

Dolicy
Policy

CONTINUE




%.Q. BOOKING PORTAL DASHBOARD

SINGAPORE »
~_AmIRLINES M7
A Dashboard Welcome!
Ashrina Hoondal
Q  Shopping <

Summary
B Order Management ¢

Flights booked in November x PNRs on Hold

7

2 Number of tickets issued in that month

o e— Total sales from issued tickets in that month Access Controls:
2683.4 (hot including Imported PNRs)

fostsale amount: 230110 Master > Data shown is from entire agency
Admin > Data shown is from entire team
User > Data shown is from individual user

Megiinguitinin30s | PNRS that have TTL Expiring within 3 days
ORDER ID AIRLIME PNR PAY NAME TICKETING TIME LIMIT STATUS
s 24 TEST TEST 1
S TEST TEST 1
S GHAL. TEST TEST 1
Recent Schedule Changes SChedUIe Changes
ORDER ID AIRLINE PNR MESSAGE

37000213245 STQQER pleass contact your local station for more details

£ contact your local station for rr
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%. BOOKING FLIGHT

AGENT 360 operates ordaferred paymentflow

Book & Hold PNR Make Payment & Issue Ticket

Order Details: AIRLINE PNR: RTN6ZX ~
ORDER ITEM PASSENGER NAME SERVICE NAME TRANSACTION ID TRANSACTION STATUS PRICE (SGD)
1 MR FADULI RAMLI Flight ticket 436.80

Payment History:

# PAYMENT TYPE AMOUNT TRANSACTION COMMENTS CREATED

N/A N/A N/A N/A N/A




% 0 BOOKING FLIGHT AGENT 360 is a separate system from Groups 360.
. . We will not be handling any group bookings.

Book a Flight

Corporate Booking

Types of ltineraries: Cabin Preference:
Access Code Corporg One_Way’ Roundrrlp, Open Ja.W ChOOSG Cabln PreferEnce
Fare Types: Mixed Cabin Search is also supported
e A © Marlfet Fare, Private Fare, Corporate Fare 5 00
Carrlers ll-@e My Search Flexible +/-(3 days)
SQ / Ml / Codeshare / Interline
Passenger Criteria o
Adult (12 years and above) 5 C"__:’-' Pax Types 5
Fits up to 9pax in 1 PNR. ADT, CHD, INF
Special PTCs
Pres Special PTCs:
N SEA, STU, B15, ITX, INN, ITF ITS, LBR, LNN, LIF, JCB, JNN, JNS, JNF, VFR
Select IATA Code F)
IATA IATA Codes:

If your agency has more than 1 IATA code,
they can select which code to use here

Shopping Criteria

I

w J 0 Shopping Criteria:
Agents will be able to add inRromo Codeluring flight

@ We are operating a reduced network due to Covid-19. View the latest flight schedules and updates on regulatory-approved itineraries here. Due to regulatory reguirements, there may be changes to your tr; SearCh .

Q, View Schedules
Search



.... BOOKING FLIGHT

[

Price Time Duration Stops

30 3426

SIN = D 1 hrs D mins
01-04-2021 (10:15)

Man-stop

View Details

SELECT FARES

(7" CANCELLATION

775 NO SHOW

":\J CHANGE

:’}’ UPGRADE

":\J MILES

g:j BAGGAGE

E‘“ ADVAMNCE SEAT SELECTION

SQs5118
SIN 2 @ 1 hrs 0mins
01-04-2021 (12:45)

Maon-stop
View Details
SQ 118

SIN 2 D 1 hrs 0 mins
01-04-2021 [18:45)

| N PR —

2" Singapore to Kuala Lumpur

S KUL
01-04-2021 (11:15)

ECONOMY QM - K
SGD 400
SGD 400
SGD 200

Mot Allowed
50
30 Kg

Chargezble

SGD 114.30

a KUL

Choose Fare Type:

Select the necessary
departureandarrival

options of your choice.

ECONOMY S5TANDARD - W

SGD 270

Allowed

0 Kg

Complimentary (Standard Seats)

SGD 249,30

Agent will be shown the lowest fare of the lowest RBD

available in that fare family

S KUL
01-04-2021 (19:45)

ECONOMY

From
SGD 114.80

ECONOMY

From
SGD 114.80

ECONOMY

From
SGD 11480

ECONOMY FLEXI - E

SGD 130

Complimentary

Allowsd

100

m

5 Kg

Complimentary (Forward Zone and Standard Seats)

SGD 356.80

Modify Search



.... BOOKING FLIGHT

2 Singapore to Beijing

30 802
SIN 22 @ 6 hrs 10 mins % PEK ECONOMY PREMIUM ECONOMY
01-04-2021 (08:30) 01-04-2021 (14:40) From From

Mon-stop SGD 436.80

SGD 1090.80

View Details

SELECT FARES FPREMIUM ECONOMY STAMDARD - P FREMIUM ECONOMY FLEXI - T

<z CANCELLATION SGD 270

Select Flight:

G2 No skow oo If available, you will see the selected cabin + 1 upsell
:‘}’ CHANGE SGD 70 S

:‘}’ UPGRADE Allowed Allowed

7 mies 100 125

;5;‘-]' BAGGAGE 35Kg 35 Kg

!!;L ADVAMNCE SEAT SELECTION Complimentary | Except for Extra Legroom Seats) Complimentary [ Except for Extra Legroom Seats)

SGD 109080 SGD 1352.80

S0 800
SIN 2 © 6 hrs 3 mins % PEK ECONOMY
01-04-2021 (01:10) 01-04-2021 (07:15) From

Mon-stop SGD 60780
View Details

50 806
SIN 2 @ & hrs 10 mins % PEK ECONONMY PREMIUM ECONOMY
01-04-2021 (16:50) 01-04-2021 (23:00) From From

Men-stop SGD 60780 SGD 109080
View Details




.... BOOKING FLIGHT

Flight Price 3 Passenger Details

50112 - Singapore to Kuala

Mon-stop =

SIN 10:15 KUL 11:05 ‘i\ Singapore Airlines » 50112
SINGAPORE 0 frs 50 mins KUALA 732

31 Dec 2021 ( Friday) 31 Dec 2021 ( Friday) Ecanamy Flaxi

View Fare Rules View Baggage Allowance

Fare Breakdown

Pricing Info View Flight Information: s
" Base Price w View selected flight and fare information 200
» Total Tax 52.30
+ Total & Final Price 3823

PACSFRCER 1 - ADINT




.... BOOKING FLIGHT

S e o ]
Check this box if pax only has a last na

Personal information

I do not have a first/given name in my passport
Title * First / Given name (as in passport) Last / Family name (as in passport) *

M Friendly

Drate of birth =

01/06/2000

Document information

Passport number = w Passport expiry date * Passport issuance date * MNationality *

Eg&asas8s 01/06/2032 01/06/2022 Singapaore

Passport place of issue *

Singapore Document Information:
These are optional fields. If an agent keys in any 1 of the fields, they must
complete all fields. Otherwise, they can leave all fields blank and proceed.

Frequent flyer details (optional)
Programme w Membership number

Singapore Airlines - KnsFlyer 5882838588

FFP Details:
Agents must key in FFP information to gain access to perks related to
tier, as well as to allow KF miles / HF Points to be earned.

Note:

KF numbemust matchFNAME/LNAME/DOB to allow for accruals




.... BOOKING FLIGHT

Contact details

Primary contact *

M Agent Frendly Contact Details:
mwmwwm~§ﬁ LG A& YFIYyRFIG2NE (G2 KIFI@S G (ShtaGasdyIsSnNOaidwIINNa REABEHERRKA

R information. Passenger email address is a mandatory field.—  Please note that the passenger whose email is
provided will receive the both the-Ecket and

fee snether comact number schedule changef/flight disruption information.
Passenger email address * This email address is used to notify passengers in the event of flight or schedule changes.

Sarah@est.com l 3SyGQa SYFAf | RRNBaay
et e dd This is needed to complete a booking as this allows

Sarah@test.com : the agent toreceive both the Hicket and schedule

w change/flight disruption information

Free-Text/Remarks

hi

Proceed to Book & Hold PNR:
This will hold the PNR for the booking.

Back W Book and Hold ticket



.... ISSUING TICKETS

1 2 3

BSP CASH BSP CAREYUATP DIRECT CREDIT CARL

4 5

ARC CASH

ARC CARD
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.... BSP CASH

Are you sure you want to issue the document?
Ticket price : 376.40 (SGD)

Total price : 376.40 (SGD)

Make payment

Payment option *

7 BSF Cash

BSP Card

SelectBSP CAS

EasyPay




Once ticket is issued, agents will &8P
reflected under Payment History (Payment Type

Payment History:

# AMOUNT TRANSACTION COMMENTS CREATED

! 5 114.20 (3GD0) Flight Booking-GXWTQ) 17-11-2020 16:13

==




.... BSP CARD

Are you sure you want to issue the document?
Ticket price : 376.40 (SGD)

Total price 376.40 (SGD)

Free-Text/Remarks

Make payment

Payment option *

SelectBSP CARD o5 o

MName on card * Card number *

Agents will be prompted to key in

Expiration month * Expiration year *
the relevant card information once
selected.




BSP CARD

Are you sure you want to issue the document?
Ticket price : 376.40 (5GD)

Total price : 376.40 (5GD)

Free-Text/Remarks

Make payment

Payment option *

EasyPay

SelecttasyPay —
Name on card Card number *

Expiration month * Expiration year *

Agents will be prompted to key in

the relevant card information once
selected.




Once ticket is issued, agents will &8P CARD
reflected under Payment History (Payment Typ

Payment History:
# W PAYMENT TYPE AMOUNT TRANSACTION COMMENTS CREATED

1 B5P Card 114.80 (SGD) Flight Booking-6MIEBC 16-11-2020 14:24

==




.... THINGS TO TAKE NOTE

When using BSP CC as a form of payment, please note the following details:

1. Available card types: American Express, Diners, Master, Visa &CdsTiihg Soon!)

2. Agents may only use one form of payment per PNR (e.g. BSP Cash or BSP Credit C&dsypeddADirect Credit Card).

3. Agents may use multiple card types or numbers in a single PNR if BSP CC is selected as a form of payment (e.g. tssitlles/st¢Reshoghe

booking with Amex and add ancillaries with a Master).



.... DIRECT CREDIT CARD

Are you sure you want to issue the document?
Ticket price ; 8,127,000 (VND)

Total price : 8,127,000 (VND)

Free Text/Remarks

Make payment

Payment option *

Name on card *

Direct Credit Caravill appear as a FOP for
non BSRaccredited agents (i.e. TIDS) | apstion mean - Expeation year

RSN SESS SeEE weEs

Pt e
YOUR NAME HIENE wefus
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.... 3DS VERIFICATION

MasterCard M UOB »+=- A In line with regulatory requirements and to ensure a mo
o aded secusty, an SMS One s Paseword (OTP) i requlied 0 compiels s Wansactio secure payment process for customers, sellers and the

Fiease enter the SMS.OTP ahich has Deen sent 15 your mobie phone 000000

airline, Singapore Airlines mandate 3@6tentication for
Merchent  SINGAPORE ARL all BSP Card and Direct Credit Card transactions
cmnwno: A Since Oct 2022, AGENT 360 has transited from 3DS to
SecureCode™ SMS.OTP 000> payment authentication
R~ A Benefits of 3DS2 over 3DS
Concel | SNIIFAY Ft26a | NBE aFNRC

successfully pass 3DS2 without having to enter O
If 3DS2 session is closed prematurely (e.g. agent
closes 3DS2 OTP tab) agent can still retry paymen

o JOUCKXXX 18 not your mobde phone nomber please complete the JFA
ReolsyatonUcdate Fomm (svalstie on !he UOS webste) ana mad € 10 us




.... BSP CARD

Are you sure you want to issue the document?
Ticket price: 376.40 (SGD)

Total price : 376.40 (SGD)

Make payment

ayment option * MOTO Ty

MOTO

SelectBSP CARLC

Name on card * Card numt  pAail Order

Telephone Order

Expiration month *




(MAIL ORDER TELEPHONE ORDER)

Are you sure you want to issue the document?

Free-Text/Remarks

Payment option *

Telephone Order

Expiration month *

For BSP Card transactioN)TO (Mail Order / Telephone Order)
flagis checked by default as we assume cergbresent scenario
by default
A cardno-present: when pax isot physically present to
provide carddetails and complete 3DS2 authentication
When MOTO is selected transaction is not subjected to
authentication
MOTO Type
A Mail Order Pax provides agent with payment detailsriajl
A Telephone OrdePax provides agent with payment details
by telephone
MOTO indicator is only applicable for agents transacting via BSP
Card andNOT APPLICABGEDIrect CC transactions

Please note that agents are liable for any chargebacks (if any)
when MOTOisselected & o5{H | dziKSydaA Ol {
If pax is present to provide OTP, agents should uncheck MOTO flag
to proceed with 3DS2 authentication




ANCILLARIES
(SEATS /| BAGGAGE /| SPECIAL SERVICE REQUEZS



Booking Details:

Order ID: Q55350211128

Imported PNR: No

Booking Date: 02 November 2021
Agent Email Address: ABC@GMAIL.COM

Passenger Details: £ Refresh & Email eTicket %

#PAX NAME TYPE DATE OF BIRTH FREQUENT FLYER DOCUMENT ID SERVICES ACTIONS

1 MR TEST Adult 29-11-2003 - 4+ =]

Ancillaries:

1. Cannot be held (so payment & EMDs must be issued
immediately)

2. Are nontransferrable, norexchangeable and nen
refundable




.... ADDING SEATS

SeatMap Information

Singapore, Singapore (51N} - Kuala Lumpur, Malaysia (KUL)

Flight - 738

Passenger

o MR MURUDDIN SELAMAT selected seat: F7

@ Seat selection may be limited or unavailable, to meet regulatory requirements. If you are unable to select a seat, please be assured that you will be aszigned one 48 hours
before departure. You will be able to view your assigned seats after you check in.

LEGEND
. Anzilzble Seats Selected seatls) Mot availzble
Y

- Baszinat Closat F Stair Cass w Storage Space

Table Lavatory (=] Gall=y m Luggage Storage

Ml 0328 - 722

Hover over the seat map to
view seat characteristics




ADDING SEATS

Select Payment option to
complete adding of seat.

rable. Please note that seats cannot be changed
on representative or email sq_assistance @singaporeair.com.sg

Price: 5GD 10.80

Are you sure you want to issue the document?

Payment option *




Once payment goes through, agent w
seeEMDreflected under Order Details

Order Details:

PASSEMGER MAME SERVICE NAME
MR NU SELANMAT Fliggh ticket
MR NURUDDIN SELAMAT Seat: TF

MR MURUDDIN SELAMAT Ancillary: B BAGG,

Payment History:

TRAMNSACTION ID
i}
6184561266315

618455 22

TRANSACTION STATUS

Airling PMR: 6XWTQ) ~

PRICE [SED)

114,80




Booking Details:

Order ID: Q55350211128

Imported PNR: No

Booking Date: 02 November 2021
Agent Email Address: ABC@GMAIL.COM

Passenger Details: & Refresh & Email eTicket

#PAX NAME TYPE DATE OF BIRTH FREQUENT FLYER DOCUMENT ID SERVICES ACTIONS

1 MR TEST Adult 29-11-2003 - o=

Ancillaries:

1. Cannot be held (so payment & EMDs must be issued
immediately)

2. Are nontransferrable, norexchangeable and nen

refundable




.... ADDING BAGGAGE

Select Segment n

LHR - SIN

Once baggage has been
added, the button will be
Greyedout

Select a sector you wish to
add baggage.




.... ADDING BAGGAGE

Paid Ancillaries

Passenger: MR NURUDDIN SELAMAT

Once selected, thprice will be updated.

SINCARORE OMNE KILOGRAM BAGGAG

weight (up to 100kg)




ADDING BAGGAGE

Select Payment option to
complete adding of baggage

rable. Please note that seats cannot be changed
on representative or email sq_assistance @singaporeair.com.sg

Price: 5GD 10.80

Are you sure you want to issue the document?

Payment option *




Once payment goes through, agent w
seeEMDreflected under Order Details

Order Details:

PASSEMGER MAME SERVICE NAME
MR NU SELANMAT Fliggh ticket
MR NURUDDIN SELAMAT Seat: TF

MR MURUDDIN SELAMAT Ancillary: B BAGG,

Payment History:

TRAMNSACTION ID
i}
6184561266315

618455 22

TRANSACTION STATUS

Airling PMR: 6XWTQ) ~

PRICE [SED)

114,80




Booking Details:

Order ID: Q55350211128

Imported PNR: No

Booking Date: 02 November 2021
Agent Email Address: ABC@GMAIL.COM

Passenger Details: £ Refresh & Email eTicket

#PAX NAME TYPE DATE OF BIRTH FREQUENT FLYER DOCUMENT ID SERVICES ACTIONS

1 MR TEST Adult 29-11-2003 - o=

Special Service Requests:
Agents can also indicate special service
requests (SSR) under ancillaries




*. ADDING SPECIAL SERVICE REQUESTS

ACTIONS

o= Joe

Select Segment

SIN - DXB

DXB - SIN

Agents can now select which segment to add the SSR to on the ancillaries page

If agents want to add SSRs for multiple segments, they will need to select the other
segments and repeat adding the SSR



.... ADDING SPECIAL SERVICE REQUESTS

Free Services

Passenger: MR TEST TEST

BLIND PASSENGER INFORMATION

Special Service Requests:
Select the relevant SSR and enter more details into the field if
DEAF PASSENGER INFORMATION reqUIred 7 A A
A BLNDx(2 NBIjdzSad
la (0KS& | N’ OA
DEAFG 2 NBIljdzSad
la (KS@
WCHRu 2 NXBIjdzSai
MEET AND ASSIST REQUEST t I a S y 3 S NJ IAé !
| MAASc (U 2 NXBIj dzS a
| E’ e tFaaSy3asSNI | y
SEMN;G 2 LINE @A R




VIEWING OF FARE RULES AFTER

.... ISSUANCE

Previously, fare rules were only available at the point of
booking @

Booking Details:

Crder ID: §Q

Imported PNR: No
Booking Date: 21 October 2022

Fare rules can now be retrieved even after the booking has
been issued on the order detapsge.

Agent Email Address:

Endorsement Text: CHNG FEE APPLY /REFUND FEE APPLY /NO SHOW FEE APPLY (Comlng Soorﬁare rules for Imported bOOklngS

Passenger Details: [ © Fare Breakdown | <. Fare Rules || =¥ Refresh || & Email eTicket H L, Seats |

HPAX NAME TYPE DATE OF BIRTH FREQUENT FLYER DOCUMENT ID SERVICE ACTIONS

1 MR TEST TEST Adult 12-12-1990 - Em
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‘.Q. MANUAL REPRICE OF TST

—_— SII"IGAF’QRE Order ID / Airline PNR
I AIRLII‘IES _

M Dashboard

MR TEST TEST Adult 12-12-1990
Q Shopping <
B Order Management ¢
Contact Details:
»  Orders
» = PASSENGER PHONE EMAIL
MR TEST TEST (MOBILE/CTCM) 93-9610041 (CTCE) HARDACCEPT@SQTESTEMAILSG
# Accounting ¢
Itinerary Details: Manual Reprlce ~
Agents have the option to manually reprice TST before
FROM LEAVES TO v - A
AaadzZ yOS o
Singapore, Singapore (SIN) 24 May 2022 17:30 Bangkok, Thailand (BKK) . . . .
) ) This can be done anytime after the booking is booked
e YR KStR @
Agents can first confirm the manual reprice before the
oerDetai YySg LINAOAY3I Aa OZ2YYAUUSR o
Once pricing is committed there is no rollback to the
Ticket price: 376.40 (SGD) A y' A L,] Al f LINJ o S [0

T5T Repriced Amount : 376.40 (5GD)
After 4 days, the TST will still be automatically repriced

Total price ; 376.40 (5GD)

TRANSACTION COMMENTS CREATED

N/A N/A

ﬁ Manual Reprice
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.... REFUND OF TICKETS

Refund Details:

ORIGINAL TICKET AMOUNT PENALTY NET VALUE

01 : 41,50




.... REFUND OF TICKETS

AIRLINE DATE OF TICKETING TIME FAYMENT
ORDER ID PNR AGENCY FPAX NAME BOOKED BY BOOKING LIMIT TYPE AMOUNT STATUS
i ] - - 3
s5Q ME 08-08-2022 BSP SGD1,263.30 F——
TEST/TEST

Once a booking has beé&tefunded agents will be not be
able to click the order ID to view order details. Refund Details

Agents can view the following refund details postund Y Penalty Amount:270.00 SGD
A Ticket number

A Ticket status: RF
A Settlement Authorisation Code 6 { ! / 0 618 RF 89130 SGD
A Amount refunded

TICKET NUMBER TICKET STATUS AMOUNT

Refunds can also be performed in the case wdahow.
Please note that reissuance is not supported in the case of a
no-show.



.... VOIDING OF TICKETS

Are you sure you want to void the booking?

Voiding done within the BSP Day, there will be no penalty f
Void can only be done for the first issuance.
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.... THINGS TO TAKE NOTE

When usingReshop please note the following details:
1. RefundReshogs subject to penalty fee waiver (if any).
2. No ability to key in waiver codes.

3. Please take note of the following considerationsR&shop

A If all segmentsinflown:

- Reshopoth segments or on a specific segment (Change date/itinerary), agents will need to select both segments
again.
A If initial segment(s) is flown by pax:

- Agentsis only allowed taeshopfor unflownsegments only.
A 1If no-show on initial segment(s):
- Refund /Reshopbuttons will be hidden
- Agent/Passenger will need to call in to inform the airline that he/she wishes to modify the booking as all subsequent

servicing to be done offline manually.



.... CHANGE OF BOOKINGS

Your Previous Booking

Trip 1D:

DESTINATION DEPARTURE DATE -
PNR Mo: 5

Kuala Lumpur, Malaysia
SELAMAT ADT
ADT

Kuala Lumpur, Mal

Select the sector that you wish amen




.... CHANGE OF BOOKINGS

From To Depart Date

Kuala Lumpur, Malaysia (KUL) KuL e Singapore, Singapore (SIN) SIN 15/04/2021 w

Select theDateor Classr Both and Search.

Shopping Criteria v

Cabin Preference

Economy il

Ecanomy
Premium Economy

First pproved itineraries hers. Due to regulatory reguirements, there may be changes to your transit journey in Singapore. Click here to find out maore.

Q View Schedules




’.’. CHANGE OF BOOKINGS
Sort Price Time Duration Stops
2 Kuala Lumpur to Singapore
S0 5425
KoL > 01 hrs 0 e o sy | Selectthe necessary
15-04-2021 (12:00) 15-04-2021 (13:00) departure andarrival BUSINESS
Meon-stop . .
View Detals options of your choice.
SELECT FARES BUSIMESS LITE - BUSIMNESS STANDARD - U BUSIMESS FLEXI - J
r\.— MILES 125 125 150
f‘«— UPGRADE Mot Allowad Allowed Allowed
,’ CANCELLATION Mot Allowed SGD 340 G0 2T
,’ NO SHOW SGD 400 SGD 400 SGD 40
r\— CHAMNGE SGD 340 GD 20 Complimentar,
E' ADVANCE SEAT SELECTION Complimentary Complimentary Complimentary
X
5035319
KUL 2 0 1 hrs 0 mins % SIN
15-04-2021 (07:35) 15-04-2021 (08:35) BUSINESS
MNen-stop
View Details Choose Fare Type:
Agent will be shown the lowest fare of the lowest RBD
s available in that fare family
KUL 2 @ 1 hrs 0 mins - o

15-04-2021 (08:55) 15-04-2021 (09:55) BUSINESS

Blemmomdm e



CHANGE OF BOOKINGS

© Seat selection may be limited or unavailable, to meet regulatory requirements. If you are unable to select a seat, please be assured that you will be assigned one 48 hours before departure. You will be able to view your assigned seats after you check in.

© vou are responsible for ensuring that your passengers meet the entry requirements for their destination at their time of travel.
Sort Price Time Duration Stops Modify Search

© Previous Booking Summary
Singapore, Singapore (SIN) - Singapore, Singapore (SIN) Economy Lite SGD 318.80

© Booking Summary

KUL - SIN
FBCODE: D165GR
View Details
12:00 (15 Apr 2021) Fare Family :Business Lite
Kuala Lumpur, Malaysia (KUL) RED Code: D
mm SO 5425 Operated by SILKAIR Terminal: M
Time: 1 hrs Aircraft:

Agent can review Flight Details/Fare Breakdown in the
@ LT Flight Price page.

Singapore, Singapore (SIN)

Fare Breakdown @
are Breakdown Total Fare: SGD 1382.20

e



CHANGE OF BOOKINGS

Fare Breakdown

REPRICE DETAILS

ax Wise Breakdow
Pax Wise Breakdown -

Base Amount G0B.00 SGD

Total Tax 16620 36D

Tax BreakDown

=3 B E ]

&l

e

MNew fare 13 ) (3GD)
Penalty 0.00 (SGD)

Total difference 1063.40 (SGD)

270

o.40

Here you can see the fare breakdown and the fare difference if an




.... CHANGE OF BOOKINGS

Select Form of Payment to complégeshop

Make payment

Payment option *

BSP Cash




.... CHANGE OF BOOKINGS

PASSENGER PHOME EMAIL
MR MURUDDIN SELAMAT {MOBILE/CTCM) 65-35888388 {CTCE) HARDACCEPT@SOTESTEMAILSG
[CTCE) AGEMT.EMAILATEST.COM
Itinerary Details: A
FROM LEAVES TO ARRIVES OFERATED BY CLASS RED CODE
Singapore, Singapore (3IM) 01 Apr 2021 1845 Kuala Lumpur, Malayszia (KUL) 01 Apr 2021 1945 20 Busingss Lite D
50118
Kuals Lumpur, Malaysis (KIUL) 15 Apr 2021 12:00 Singapore, Singapore [SIM]) 15 Apr 2021 13200 [t Busineszs Lite D
5Q5425
Once payment is confirmed, new Transaction ID (Ticket #)
will be issued. Payment History will also sHeeissue
Order Details: Airline PNR: 57ZTS54 ~
‘ORDER ITEM PASSEMGER NAME SERVICE NAME TRAMNSACTION ID TRAMNSACTION STATUS PRICE (5GD)

MR ADAM KEET Flight tickst 6132433020498, 6182433020562 [ confirm | 531.70

2 MR MURLIDDIN SELAMAT Flight ticket 6122433020407 6132433020561 W [ confirm | 531.70

Payment History:

# PAYMENT TYPE AMOUNT TRANSACTION COMMENTS CREATED

BEP 31880 (5G0) Flight Booking-57ZT54 18-11-2020 1049

2 BEP 1052.40 (3GD) Reissue ADC W 18-11-2020 1101



*.n. RESHOP AND HOLD

New Offer Details

Flight
SIN BKK SQ706
07:10 08:35
WEDMNESDAY WEDMES DAY n Duration
31 AUG 2022 31 AUG 2022 2 hrs 25 mins
PENALTY

TOTAL DIFFERENCE

Back

Revalidation (no ADC)

Payment History:

# PAYMENT TYPE

BSP

AMOUNT

528.30 (SGD

(2ials

0 Sy
2l

Agents can noweshopticketed bookings without paying

immediately.

tt SFaS y20SRasiop yRaS2SEQEAPYRI ¢3ISa GKS
0221Ay3 adlddeda G2 ahy | 2f R¢

Reshopwill be committed and there is no reverting to the 56D 0.00

orginal iinerary @

SREATED

/| tA01 a/ 2y FANNY wSAaadzse (2., O2y FAN

Agents have until departure date to confirm revalidation.



“.‘. RESHOP AND HOLD

Reissuance

Order Details:

ORDER ITEM PASSENGER NAME

1 MR AGEMT FRIENDLY

Payment History:

PAYMENT TYPE

BSP

Airline PMNR: SHJIAHD ~

SERVICE NAME TRAMSACTION ID TRANSACTION STATUS PRICE (5GD)
Flight ticket 52530
AMOUNT TRANSACTION COMMENTS CREATED
528.30 {SGO) Flight Booking-SHIAHD 28-06-2022 14:37

I F34SNJ 8RSshoplOUR yIF2 faRE> | ySg ¢¢[ oAttt 0S5 5V SINI U ¢
Issue ticket by
A Once TTL expires inventory is lost and agent will need to make a new booking

A (Coming soor)isplay new TTL on order details

TST will still only be valid up to 4 days
A (Coming soomuto and manual reprice TST for orders thatrestiopon hold

I A0l G/ 2y FANY wSAaadzSe G2 YI1S LIeayYSyd FT2NJ NB



.... SPLITTING OF PNR

Split PNR Passenger Information

Agents will be able t&plit PNRor bookingsAFTER ISSUANEt have
more than 1pax.

Agents can continue to service their bookings as separate PNRs after t
PNR has been split.

Select the passengers accordingly of which you would want split a PNR
Selected names will be in the booking with the same original PNR. This
will be recorded as the Parent order ID.




.... SPLITTING OF PNR

Child Crder I: $Q2023D2011185
Order ID: 5Q2022D2011185
Booking Date: 18 November 2020

#PAK MNAME TYPE DATE OF EIRTH FREQUENT FLYER DOCUMENT IDv SERVICES ACTIONS

T Adult 22-11-1985 -

MR ADAM K

Contact Details:

PASSENGER FPHONE EMAIL

[(MOBILE/CTCM) 65-28283888

¢CKS tIFNBydQa (AO|OHdgnalwh & f I WBILDWkIG IDIf | @ Ay 3 A G Qa

Itinerary Details: v

COrder Details: Airline PNR: B7ZTS4 ~

W

Payment History:

# FPAYMENT TYPE AMOUNT TRAMSACTION COMMENTS CREATED
BLP 31880 (36D Flight Booking-57ZT4 18-11-2020 10:40
z BEP 1063.40 (5G0) Reizzus ADC 18-11-2020 11:01

(5GD) divide booking - refund-57ZT54 18-11-2020 1112
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