


AGENT 360

A one-stop travel agent portal for our travel agents to work with Singapore Airlines.

Knowledge Servicing

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

agents NDC Bookings

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




CURRENT FEATURES

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

......




= -
PESNBRRE PRI bt P eeaatassate et —
—
-~
B e L T N S
. ]

- o

RiEiesiaionssaisaiid
S 4
Y PrYT LYY,

P TTETeRTTL
;':“;3 ‘er"\’

Y
FYPYTIY
U T,




.... 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

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 to complex travel agency setup (from local retailers to

global consolidators)

A D M | N A C C E S S . 3 Travel Agent Roles (Master, Admin, User)

Multi-IATA, Multi-Country

Flexibility to self-manage access rights to AGENT 360 features




.... SERVICE REQUEST FORMS

Submit a new request

WAIVER REQUEST

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

‘Waive fees for itinerary changes Waive fees for ticket refunds . .

. . . . o Fee Waiver for Name Correction
Request for a waiver code to reissue the ticket Reqguest for a waiver code to refund a ticket without
without additional fees. penalties. Depending on the ticket, Singapore

Airlines may process the refund for you.
Fee Waiver for Reissuance
SERVICE REQUEST

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

Fee Waiver for Ticket Refunds

Extend ticket time limit Appeal for waitlist confirmation (DAPO)
Mot allowed for the following booking classes or Appeal for a waitlist confirmation subject to
Reservation Booking Designators (RBD): K, V. N, Q. availability.

R, D.

Extend Ticketing Time Limit

Name correction

Fill out this form to request for a waiver code that Waitlist Confirmation (DAPO)

will allow you to correct a passenger's name and
reissue the ticket through your GDS without fare
difference. A service fee of USD 50 will be charged.

General Form

GEMERAL FORM
General Form

Use this form to submit a service request form not
found below (e.g. name cerrection query).

Click here to view the AGENT 360 Credits Redemption Table.

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



.... TABLE OF CONTENTS

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

Travel Agent Roles

Form of Payments (FOPs)

Travel Agent Registration

3DS2 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

Cross-Channel 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 Manager
Team 1 Team 2
IATA 12345678, 98765432 IATA 98765432

Admin

Team Leader

User E User |

User H

User

Individual Travel Consultant User )

User K




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

ABC International Tours
IATA 12345678, 98765432

Master

Key decision maker. e.qg. Supplier Manager Master A

Creates/delete Admins & Users within the agency.

Decides which Team has Product Access rights
Team 1 Team 2

Views agency’s data and transactions IATA 12345678, 98765432 IATA 98765432

Adds additional IATA numbers for agencies

vos W e

. Shared accounts are NOT recommended as you will not have

visibility to the transactions made by the respective users.

S

OTP will be sent for every login to the user’s email address
7. Master and Admins (within the same team) can retrieve and

action on users’ bookings and SRFs

How to change a Master?

1. Agent to contact their Singapore Airlines representative




*. TRAVEL AGENT ROLES

ABC International Tours
IATA 12345678, 98765432

2 IATA numbers: xx678 and xx432

! !

Team 1 Team 2
IATA 12345678, 98765432 IATA 98765432

Each Team can have multiple IATA numbers

IATA numbers can be repeated between teams

One user can have multiple IATA numbers tagged
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 Admins User K

& Users




%.Q. TRAVEL AGENT ROLES

Create Agency v X X

Add additional IATA / ARC / TIDS Code v X X

Create Team v X X

Delete Team v X X

Add Admin / User v v X
Add user

Switch Admin / User Role v X X

Switch Admin / User Team / X X

Assign IATA / ARC / TIDS Code to Team Vv X X

Unlock Admin / User v v X

Accounts will be locked after 3 incorrect password attempts Unlock admin & user Unlock user

Reactivate Admin / User V4 X X

Accounts that have not been accessed in 90 days are deactivated

Remove Admin / User from Team v v X

Admins / Users who are removed from a Team become floating users Remove user

who can be re-assigned to another Team

Delete Admin / User v v X

Delete admin & user Delete user
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% ‘n. TRAVEL AGENT REGISTRATION

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 i UNITED STATES- ENGLISH
. . T 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 Consolidater
Online Travel Agent{OTA) Retall Lelsure Agency

Information is auto-populated based on WholesaleTour Operator Other

the IATA code submitted

MNEXT: ADMINISTRATOR




. . TIDS AGENT REGISTRATION
AGENT _ \ UNITED STATES- ENGLISH -/
. . 360 e ’i? AGENT RESOURCES PRODUCTS & SERVICES SERVICE REQUEST SIA NDC b

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

We Issue our own tickets

332 We use a consolidator or ticket centre

mpary legal narms Coundr

1 Country 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 auto-populated based on
the IATA code submitted

Company legal name Country MNEXT: ADMINISTRATOR

' Remove this code

Wholesale/Tour Cperator Cther




.... IATA/TIDS AGENT REGISTRATION

Master to acknowledge T&Cs by clicking the link

Terms and conditions

| acknowledge that | have read and agree to the AGENT 360 Terms and Conditions and the Singapore Airlines Privacy Policy,

which shall govern access and use of this website and my activities as a travel agent for Singapore Airlines.
| represent and warrant that | am duly authorised to enter into the AGENT 360 Terms and Conditions (including the AGENT
360 Terms of Use and the Singapore Airlines Passenger Sales Agency Agreement) for and on behalf of the Company.

|protected by reCAPTCHA ™

Friwecy - Tama.

AGENT 360 T&Cs include the Passenger

Section A— AGENT 360 website terms of use

Section B — SIA Passenger Sales Agency Agreement

TERMS AND CONDITIONS

PLEASE READ THE FOLLOWING TERMS AND CONDITIONS CAREFULLY.

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:

Schedule 1: Non-lIATA Accredited Agents; and
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
Definitions
Words and expressions in this AGENT 360 Terms of Use shall have the following meanings, unless the context reguires otherwise:
'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.
'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”)
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™):
1. the Key Terms to be agreed in writing and signed by the Parties;
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)

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 cmai upon contrmaton

360 S ATRARES '\5

Dear em Is,

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

AGENT 360 Email Verification More about the AGENT 360 Verification Email

Once you have verified your email address, your account will be subjected to approval

from your local Singapore Airlines sales office. * The verification link is valid for 72 hours
e Agent must click into this verification link to
complete registration

Please note that the verification link will expire in 72 hours.

& 2018 Singapore Airines. All Rights Reserved. Singapore Co. Reg. Mo, 187200072R. This is a computer-generated
message. Please do not reply to this email.




’.’. IATA AGENT REGISTRATION

Agent receives welcome email

360 S ATRLINES »

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 address
Password

[CJ 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.
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.... CREATING A NEW TEAM

360 SINGAPORE \\ AGENT RESOURCES SERVICE REQUEST SIA NDC »BOOK A FLIGHT
AIRUNES 27 4

o
Welcome to AGENT 360! View All > Agent X
agent360&test.com
32301242 (Singapore) (P)
SRR HICHELEEE Y OPERATIONAL UPDATES
My Account
06 Dec 2022

Manage Agency

Test

Select Manage Agency

VIEW DETAILS

e o

POLICY AND PROCEDURE

16 Jan 2023

The refreshed HighFlyer
business travel programme

Enjoy a welcome offer of your cholce and travel rewards Slngapore Alrlines Introduces

worth over $$1,300. T&Cs apply. Continuous Pricing

FIND OUT MORE VIEW DETAILS

POLICY DOCUMENTS COVID-19 INFO CENTRE




.... CREATING A NEW TEAM

Manage agency
B AGEMCY DETAILS Teams Expand all f Collapse all e New team
2i TEAMS Here's where you can find all your teams, and manage their product access conveniently.

@ AGEMNT 260 CREDITE

AGENT360 Superb Team v2 3 MEMBERS About Teams & Product Access Select New Team

Team access: Booking Portal - Ateam is a group of users who

work together. By organising
users into teams, you can
. manage product access easily.
SWP Training Team 3 MEMBERS gep V.
- When you add a new user to
Team access: Ltse of Virtual Credits, Booking Portal the team, they’ll automatically
get the same product access
as the team.
) - Any changes that you make to
Test Creation 23 MEMBERS yenang v
a team’s product access will
Team access: Booking Portal
m affect the access of all
members of that team.
- Users can be removed from
UAT 1Point & MEMEERS teams and moved to floating
users where they can be re-
Team access: Booking Portal .
assigned to ancther team or

deleted.

tost 198 MEMBERS

Team access: Booking Portal



.... 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 admins

ash_admin@test.com X

ash_adming@test.com [ ]

There is no limit to the number
of users that can be added to a
team, but they can be added at
a max of 20 users at a time.

2. Add users (optional)

ash_user@test.com X

Admins can add users to teams
using the same method.

Manage agency

B8 AGENCY DETAILS

25 TEAMS

@ AGEMT 260 CREDITS

Teams Expand all/ Collapse all

Here's where you can find all your teams, and manage their product access conveniently.

AGENT360 Superb Team v2 3 MEMBERS

Team access: Booking Portal

SWP Training Team 3 MEMBERS

Team access: Use of Virual Credits, Booking Ponal

Test Creation 23 MEMBERS

Team access: Booking Portal

UAT 1Point & MEMBERS

Team access: Booking Portal

tost 198 MEMBERS

Team access: Booking Portal

@ Mew team

About Teams & Product Access

A team is a group of users who
work together. By organising
users into teams, you can
manage product access easily.
When you add a new user to
the team, they'll automatically
get the same product access
as the team.

Any changes that you make to
a team’s product access will
affect the access of all
members of that team.

Users can be removed from
teams and moved to floating
users where they can be re-
assigned to ancther team or
deleted.



.... CREATING A NEW TEAM

Edit Team Name?

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

Test Cr:-atiorl ‘

Masters can edit the Team
Names they have set for their
travel agents.




.. CREATING A NEW TEAM

Manage agency
BN AGENCY DETAILS Teams Expand all/ Collapse all e New team
25 TEAMS Here's where you can find all your teams, and manage their product access conveniently.

(£) AGENT 360 CREDITS
AGENT360 Supert Toam v2 3 MEMBERS About Teams & Product Access

Team access: Booking Portal - Ateam is a group of users who

work together. By organising
users into teams, you can
manage product access easily.
SWP Training Team 3 MEMBERS ger ¥
- When you add a new user to
Team access: Use of Virtual Credits, Booking Portal the team then,r'll autcrnatically

get the same product access

as the team.
Test Creation 23 MEMBERS - Any changes that you make to
H H a team’s product access will
M a Ste rs can ve rlfy the a d min Team access: Booking Portal

affect the access of all

and users of the team created e bore of fhat feam.
by cIicking on team name. - Users can be removed from

UAT 1Paint & MEMEERS teams and moved to floating
users where they can be re-
Team access: Booking Portal .
assigned to ancther team or

deleted.

test 198 MEMBERS

Team access: Booking Portal



*. CREATING A NEW TEAM

AGENT \ it
SINGAPORE AGENT RESOURCES SERVICE REQUEST {2
360 AIRLINES }) (rBO0K A FLIGHT ) @

Manage agency

8 AGENCY DETAILS ¢ Back

2L TEAMS

Test Creation 23 MEMBEF
@ AGENT 360 CREDITS

2& Edit team Name i Delete team
. Search by name © Add users
1. The Master will be able
to track the status of
thelr |nV|tat|on. Member Product Access Actions
) ) ) ) \1.51.3 azh.com Baoking Portal
2. Theinvitation email
expires after 72 hours. If o e
T Booking Portal Resend invite

your team’s invitation
expires, please click on
resend invite to re-
trigger verification _—

email. m Baoking Portal

ash_adminatest.com

Remove from teamyy

ashibaash.com _
Booking Portal

ashaashashash.com

m Booking Portal



CREATING A NEW TEAM

360 S RLIES ﬁ);

@ : ;

YOUR PROFILE REVIEW A UNT P
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

Complete your registration

Are you a resident of the BEuropean Union or Switzerland?
FPlease note that this link will expire in 72 hours.

This information helps us comply with the EU General Data Protection Regulation (GDPR).

Yes ® No

& 20189 Singapore Airines. All Rights Reserved. Singapore Co. Reg. Mo. 197200078R. This is a computer-generated
message. FPlease do not reply to thiz email. Work email address

ash3@ash.com

-

[ v -
-~ First name Last name
Ash Three
Designation
i i travel
Admins & Users will ravel agent

The invited email will be auto-

pOpUIatedl and It WI” nOt be Country code Office phone number
editable. Admins and users to Singapore (+65) frea code 88888
proceed with registration.

receive an email
notification link sent by
Masters to complete
their registration.

NEXT: REVIEW




.... CREATING A NEW TEAM

BE'D B ines \}

< Back

Choose a password to secure your account

Registration successful

You have successfully registered your account, please procead to login
Login ID

Work email address
ash3@ash.com

Create a password

Password

Passwordt! Account has been created
Your password must meet the following cri:er& Admlns and users are and Agents can now |0g|n

: Contains an uppercase character (A-Z) required to Create their tO AG ENT 360!
Contains a lowercase character (a-z)

© Conineamamoer 03 own passwords during
e Contains a special character M E"()) registration-

° Contains 8 to 16 alphanumeric characters

Support Feedback Lagal
Gt answers with FAQS or contact us Submit your feadback (o us Read about cwr Privacy Policies and

Terms and conditions Terms & Conditlons

@ | acknowledge that | have read and agree to the AGENT 2&0 Terms and Cenditions and the Singapere Aifdines Privacy Policy,

which shall govern access and use of this website and my activities as a travel agent for Singapore Airlines.

| -
SINGAPORE AIRLINES GROUFP ey m qlll?num: \}}'.- & WH A, A BAE b LA ."
A~
ey e

2018 Singapore Alrlines, All Rights Reserved, Singapore Co. Reg. No. 197200078R Privacy Pal



CREATING A NEW TEAM

AIRLINES

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 the status of their team’s
- accounts.



GRANTING BOOKING PORTAL ACCESS

A\ T
SINGAPORE A
360 AIRLINES 2 AGENT RESOURCES SERVICE REQUEST »>BOOK A FLIGHT @

Manage agency
BN AGENCY DETAILS Teams Expand all / Collapse all © New team
&2 TEAMS Here's where you can find all your teams, and manage their product access conveniently.

(® AGENT 360 CREDITS
AGENT260 Superb Teamv2 3 MEMBERS About Teams & Product Access

: ing Portal .
Jeam access: Booking Fortal - Ateam is a group of users who

work together. By organising
./ Booking Portal AGENT 260 Credits users into teams, you can
manage product access easily.
- When you add a new user to

The Master will be responsible for the team, they l automatically

get the same product access

granting Booking Portal access to the At
r8|eva nt Tea mS SWP Training Team 3 MEMBERS

Any changes that you make to

Team access: Use of Virtual Credits, Booking Portal a team’s product access will
affect the access of all
members of that team.

Please note that by default, product e — - Users can be removed fom

. “ ” Test Creation 23 MEMBERS teams and moved to floating
access is set to “none”. Master have to log PR v g B continee
in to AGENT 360 and configure the team i e

deleted.
product access settings. UAT tPoint & MEMBERS

Team access: Booking Portal

tost 198 MEMBERS

Team access: Booking Portal

Team unlimited 36 MEMBERS

Team access: Use of Virtual Credits, Booking Portal



.... DELETING A TEAM

Delete SOUTH EAST ASIA?

The members In this team will not have access to AGENT 360

Once a team is deleted. the Admins & untll they are added to another team.
?

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.




DELETING A TEAM

360 Elntli:.l-::';llgf_ \\\_ AGENT RESOURCES PRODUCTS & SERVICES SIA NDC
A 5 7

BOOK A FLIGHT @

Back
o 2] © 4
CREATE TEAM ASSMGN CODE ADD MEMEERS PRODUCT A =
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, 1. Add admins

Masters can choose to create a new team
or add users to an existing team.

Enter email address

HAZEL WOOD
hazel_woodatest.com

ULSA DEMELC
ulsa_demelodrtest.com
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ADDING ADMINS/USERS TO TEAMS

AGENT 2
360 SIF’L(I]F_?LF:%?TE*E > AGENT RESOURCES PRODUCTS & SERVICES SIA NDC FBOOK A FLIGHT @

Manage agency

B AGENCY DETAILS < Back

&: TEAMS
JUSTICE LEAGUE 4 ME

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
admin’s email address already exists
either in this, or another team

mmw



*. ADDING ADMINS/USERS TO TEAMS

AGENT 2
360 SINGAPORE ) AGENT RESOURCES PRODUCTS & SERVICES
AIRLINES

SIA NDC

TBOOK A FLIGHT @

Manage agency

B AGENCY DETAILS < Back

&: TEAMS
JUSTICE LEAGUE 5 MEMBER

TEAM MEMBERS ASSIGNED CODES

Search by name

Member

erica_foong@testholiday.com.sg

Adam Berkeley

adam_berkeleyatestholiday.com.sg

anderson_beng@testholiday.com.sg

Charles Davidson
charles_davidson@testholiday.com.sg

geraldine_heng@testholiday.com.sg

Actions

© Add users

The invitation will remain pending until
the user registers the account (within 72
hours).

Once Admin/User has completed their
account registration, the status will be
updated accordingly



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 t th duct

updated in the team. To verify the  MEMEEES 9%t e seme ploductaceess

addition, click on the team 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

&% TEAMS
JUSTICE LEAGUE & MEMBER

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
whom you wish to delete from a team
and click directly on the name to enter

Carrie Dakota
carrie_dakota@testholiday.com.sg

erica_foong@testholiday.com.sg pr0f||e-

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
revoked and will need to re-

register for an account

Any transactions made will be
serviceable by the other Admins
in the team




- -
P e i oo o ArrErreesreonennn’s —
RS —
2
B e L T N S
B ..

L -

WITCHING TE ;" P |

g——
‘ ]
‘ |
T
| ~_¥,,~,y$'v"-'~'y Yy

¥ A OES
';"
v,

vy,

LA AR

TIrRYY
Fery




.... 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




“.Q. AGENCY’'S MASTER

AGENT
360 SINCAPORE \’\ﬂ AGENT RESOURCES SERVICE REQUEST SIA NDC

7

AIRLINES

——

Manage team Admin/User will also be able to know who their Master is
‘ ’
B mY TEAM avengers 3 MEMEER Under My Team

Master Name Master Email

Sarah Soon sarah@test.com

Primary code Other codes assigned to team

3232041 - 02366416 - 32301555 - 32306632
User Product access right Last activity
em admin
[ ADMIN | Booking Portal, Use of Virtual Credits 07 Dec 2023

emadmin.com

em prev master

Bocking Portal, Use of Virtual Credits 30 Aug 2023
em@master.com

umizoomi admin
m Booking Portal, Use of Virtual Credits 07 Dec 2023
sin2@aadmin.com

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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*. 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,

which will allows them to add new IATA
to their agency. IATA 32307532 EURO-ASIA HOLIDAYS PTE LTD Singapore

Code type Code v Company legal name Country

Master to repeat the registration
process in order to add additional new
IATAs to their agency.

Showing 1 of 1

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 IATA TO TEAM

AG r I‘] T
SINGAPORE AGENT RESOURCES PRODUCTS & SERVICES SIA NDC :
360 arunes 7 XBOOK A FLIGHT @

Manage agency

B AGEMCY DETAILS < Back

22 TEAMS
JUSTICE LEAGUE & MEMBER

TEAM MEMBERS ASSIGNED CODES

After selecting a which team you wish to Type Code ~ Actions © Assign code
assign, select Assigned Codes and click
OntO ASSign COd es. 1ATA 3:2-?‘,1,«_:'»' You cannot unassign your primary code. Make another code primary first.

Support Feedback Legal

Get answers with FAQs or contact us Submit your feedback to us Read about our Privacy Policies and

Terms & Conditions

SINGAPORE

- . . -
SINGAPORE AIRLINES GROUF  scoot e 4?&\ AIRLINES % A STAR ALLIANCE MEMBER tl.':l

©) 2019 Singapore Airlines. All Rights Reserved. Singapore Co. Reg. No. 197200078R Privacy Policy Cockies 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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.... REACTIVATE ACCOUNTS

Sign In

em@testcom

Password

Your account is currently suspended due to prolonged inactivity.
Piease contact your Master to reactivate your account.

[CJ 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.

Deactivated accounts are
caused by 90 days inactivity.




REACTIVATE ACCOUNTS

AGENT
SINGAPORE i
360 AIRLINES » AGENT RESOURCES SERVICE REQUEST »BOOK A FLIGHT e

Manage agency

B8 AGENCY DETAILS < Back

a4 TEAMS

avengers 4 MEME
(® AGENT 360 CREDITS

22 Edit team Name ' Delete team
TEAM MEMBERS  ASSIGNED CODES
1' For deaCtlvated Search by name © Add users
Admin/User accounts,
kindly approach your local
Member Product Access Actions

SQ staff for assistance.

emi keens 3 .
Booking Portal, AGENT 360 Credits

ematest.com
2. Admin/User accounts can
also be reactivated by e: Emasr":rc;m Booking Portal, AGENT 360 Credits
Master. w
em admin
[ ADMIN | Booking Portal, AGENT 360 Credits

em@admin.com

umizoomi aamin
Booking Portal, AGENT 360 Credits
sin2@admin.com

Sunnart Feadharck 1 anal
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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
multiple incorrect password
attempts.




*. UNLOCKING ACCOUNTS

AGENT § .
360 SINGAPORE \5\ AGENT RESOURCES SERVICE REQUEST (~ »BOOK A FLIGHT @

AIRLINES

Manage agency

Ml AGENCY DETAILS © Back

2: TEAMS

avengers 4 MEMEER
@ AGENT 360 CREDITS

22 Edit team Name i' Delete team
1. For locked Master User
accounts, kindly Search by name © Add users
approach your local SQ
Staff for aSSIStance' Member Product Access Actions
2. Admin accounts can only Eﬂm o Booking Portal, AGENT 360 Credits
sin2@admin.com
be unlocked by Master.
emi keens Switch team
emértestcom Booking Portal, AGENT 360 Credits

Change role to user

3. User accounts can be
unIOCked by em prev master
Master/Admin (from emamastercom
same team).

Unleck
Booking Portal, AGENT 360 Credits Remave from team

Send T&C

em admin
Booking Portal, AGENT 360 Credits
emaadmin.com

Sunnart Faardharl 1 amal
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.... RESETTING PASSWORD

Agents can request for multiple password
reset emails.

To reset password, they can click on
‘Forgot Password’.

Sign In

Email address
Password

Forgot Password?

[} Remember me

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.

Forgot Password?

Enter your emall address and we'll send you a password resat
emall.

Emall address

agent360atest con|

An email has been sent to
your login email address.

In the email, please dick the ink to reset your password.
Please note the ink will expire in ¥ minutes.




.. RESETTING PASSWORD

Reset the password for your account

Login ID

Work emall address
agent360atest.com

Create a new password

Your password must meet the following criteria:
a Contalns an uppercase characios (&-Z)

. Contalrns a lowercase character ja-z)

. Contalns a number {019)

. Contains a spedal charactor (a8 &'

a Comtains 12 to %6 alphanumeric chamcters

RESET PASSWORD

Password reset email will be sent to agents by
agent_360@singaporeair.com.sg
Agents should add to safe sender’s list / whitelist this email.

After a successful password reset, agents can only make
another password reset 24h later.

360 s ),

Dear Agent X,

You have recently requested to reset your password for AGENT 360 account. Click the
link below to reset it.

Feset password

& 2018 Singapore Airlines. All Rights Reserved. Singapore Co. Reg. Mo, 18720007ER. This is 2 computer-generated
message. Please do not reply to this email.

& STAR ALLIAMNCE MEMBER "'-“.k F
o

Password reset failed!

You have already attempted to change your password within
24h. You will only be able to reset your password every 24h,

CONTINUE
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INFORMATION PORTAL

AGENT
INGAPOR
360 SINGARORE 2 AGENT RESOURCES SERVICE REQUEST SIA NDC YTOOK A ELIGHT e

FARE SHEETS POLICY DOCUMENTS SIA GROUP NETWORK NEWS AND UPDATES Quick Links
PRODUCTS & SEW GROUPS 360 RESOURC% SQ Direct

Operational Updates - Expiry Date
< Logic Test
VIEW DETAILS

Agents will be able to view Fare Sheets and
Policy Documents from Agent Resources. >
.NDC

BOOKINg Via AGENT 360

AGENT 360 has released a cross-channel servicing
feature to the NDC Booking Portal.

16 Jan 2023

Singapore Airlines introduces
Continuous Pricing
FIND OUT MORE VIEW DETAILS

POLICY DOCUMENTS COVID-19 INFO CENTRE

AIRLINE NEWS




INFORMATION PORTAL

GENT e
SINGAPORE
360 IGAPORE 2 AGENT RESOURCES SERVICE REQUEST SIA NDC (>rmoo A FuiGHT ) @

Home / Agent Resources f Fare Sheets

FARE SHEETS

TACTICAL SEASONAL INTERLINE OTHERS Stations will be able to upload Fare Sheets
and Agents can view from here.

SQ Business, Premium Economy & Economy Class FIT Promotion

SF016 - SQ Business, Premium Economy and  Tickets Saleflssue:on/after 22 Feb 23 to on/before 16 Mar Download PDF
Economy Class FIT Promotion: 2,

2023410 50 Business, Premium Economy & Tickets Sale/lssueon/after 22 Feb 23 to on/before 16 Mar Download PDF
Economy Class NDC HT Promotion 23

2023-12 SQ Business, Premium Economy & Tickets Sale/lssue:on/after 22 Feb 23 to on/before 16 Mar Download PDF
Econoemy Class EDI FIT Prometion 23

VIEW ALL FARESHEETS

The listed fare sheets are for reference only. For actual fares and conditions, please refer to the GDS / AGENT 360.

Support Feedback Legal
Get answers with FAQs or contact us Submit your feedback to us Read about our Privacy policies and

- o boa:




*. INFORMATION PORTAL

AIRLINES

AGENT
360 SINGAPORE })} AGENT RESOURCES SERVICE REQUEST SIA NDC

Home / Agent Resources / Policies

POLICIES

POLICIES

SERVICE REQUEST FORMS - BEST PRACTICES

These are the best practices... Updated 15 July 2022

Just for testing purposes... Updated 22 September 2022

AGENT 360 BRIEFING SLIDES & FAQs

AGENT360 Presentation for NDC week Updated 26 Jan 23
KrisConnect updates for NDC Week - Jan23 Updated 26 Jan 23
NDC Week Amadeus Updated 26 Jan 23

VIEW ALL POLICIES

AGENT 360 SYSTEM ENHANCEMENTS / UPDATES

SS005 - Complimentary 2-Hour Inflight Wi-Fi Promotion Updated 17 September 2021

S$S004 - Complimentary 3-Hour Inflight Wi-Fi Promotion Updated 02 August 2021

rBOOK A FLIGHT @

Stations will be able to upload Policies and
Agents can view from here.

Download PDF

Download PDF

Download PDF
Download PDF

Download PDF

Download PDF

Download PDF
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ACESSING BOOKING PORTAL

360 SINGAPORE \>3 AGENT RESOURCES PRODUCTS & SERVICES SIA NDC
AIRLINES 77

Welcome to AGENT 360! *

OPERATIONAL UPDATES

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

VIEW DETAILS

* Agentsloginto AGENT 360 > Book a Flight

* No additional login is necessary as we have \
enabled single sign-on

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

will be agreeing
ons and Cookie

CONTINUE




%.0. BOOKING PORTAL DASHBOARD

SINGAPORE »
AIRLINES

A Dashboard

Q. Shopping

& Order Management

@ Accounting

Welcome!
Agent X

Summary

Flights Bookings For MAY

5 Number of tickets issued in

that month

Total sales in May

4127.20 Total sales from issued tickets in that
. month (not including Imported PNRs)

Last Sale Amount SGD 824.40

TTL Expiring withinin 30ays . PNRS that have TTL Expiring within 3 days

ORDER ID AIRLINE PNR PAX NAME

SQ16967D23510S8 6D0GX4 MR TEST/TEST

PNRs affected by Schedule Changes

Recent Schedule Changes

ORDER ID AIRLINE PNR CATEGORY
SQ16902D2355S 52GQAVX No Reason Given (Addition, Modification Or Deletion Of A SSR Or A Seat)
SQ16815D0234285 GBPUVCK

No Reason Given (Addition. Modification Or Deletion Of A SSR Or A Seat)

Access Controls:
Master > Data shown is from entire agency

Admin > Data shown is from entire team
User > Data shown is from individual user

Show All Bookings

TICKETING TIME LIMIT STATUS
11-05-2023 (05:10) Hold
MESSAGE

Order Effected Please Contact Your Local Station For More Details

Order Effected Please Contact Your Local Station For More Details
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%.0. BOOKING FLIGHT

SINGAPORE
AIRLINES

A Dashboard

Welcome!

Q. shopping A

Click Shopping > Flights

W= Flights
NS "0

& Crder Management 3

Flights Bookings For MAY PNRs on Hold

5 1

@ Accounting >

Total sales in May

4127.20

Last Sale Amount SGD 824.40

TTL Expiring within in 3 Days

ORDER ID AIRLINE PNR PAX NAME TICKETING TIME LIMIT STATUS

S5Q16987D235108 6D0OGX4 MR TEST/TEST 11-05-2023 (05:10) Hold




' B KIN FLIGHT - SEARCH CRITERIA
*.n. o0 G G S il © AGENT 360 is a separate system from Groups 360.

Book a Flight

O Corporate Booking

Cabin Preference:
Choose Cabin Preference
Mixed Cabin Search is supported at Shopping

Access Code Corporate ID

Access Code: Unlock special fares

From Corporate ID: Tag booking as corp booking * Cabin Preference
Types of Itineraries: One-Way, Round-Trip, Open Jaw Economy v e o
Fare Types: Market Fare, Private Fare, Corporate Fare
Carriers: SQ / Codeshare / Interline
Passenger Criteria N
Adult (12 years and above) Children (2-11 years at time of travel) Infants (0-23 months at time of travel)
1 ~
Pax Types:
Fits up to 9 pax in 1 PNR - ADT, CHD, INF
Special PTCs
— Special PTCs:
SEA, STU, B15, OFW, IIT, INN, ITF, ITS, LBR, LNN, LIF, JCB, JNN, JNS, JNF, VER, NTL, MIL, INE, INS
Select

FFP Details:
Agents must key in FFP information to gain access to perks related to FFP tier, as well as to allow
KF miles / HF Points to be earned.
None Note:
KF number must match FNAME/LNAME/DOB to allow for accruals

Frequent flyer details - ADT 1 (optional)

Programme



*.0. BOOKING FLIGHT - SEARCH CRITERIA

Select IATA Code

ATA IATA Codes:
32304646 v If your agency has more than 1 IATA code,
they can select which code to use here

Shopping Criteria

Currency Promo Code

--Select-- N

Currency
If your country is eligible to transact in multiple
currencies, currency can be selected here

Agents can add in a Promo Code during flight search.
A banner will appear when applied successfully.

72 Promo code 'PROMO1234 "' has been applied.

All passengers in this booking will enjoy the promotional fare



BOOKING FLIGHT - INFANT WITH SEAT

Passenger Criteria N

Adult (12 years and above) Children {2-11 years at time of travel) Infants (0-23 months at time of travel)

1 v 0 v 0

Special PTCs o

PTCs Pax Count

INS -Infant with a seat v 1 - °

* To book an infant with seat, agent should select INS PTC (1 adult per infant / infant with seat)
* Seat selection will be available for infant if INS PTC is selected

SeatMap Information n

sngapore, Singapore (SIN ondon, United Kmgdom {LHR




When searching for an itinerary, you can
make your search flexible and view the
lowest fare for up to +/- 7 days

* One-way: +/- 7 days

* 2 bounds: +/- 3 days

* 3 bounds or more: No flexible search
supported

BOOKING FLIGHT - FLEXIBLE SEARCH

Book a Flight

O Corporate Booking

Access Code Corporate 1D
From To Depart Date Cabin Preference
Singapore, Singapore (SIN) SIN e Bangkok, Thailand (BKK) BKK 311032024 Economy ~ e e
Make My Search Flexible +/- { 7 days)
Book a Flight
O Corporate Booking
Access Code Corporate ID
From To Depart Date Cabin Preference
Singapore, Singapore (SIN) SIN e Bangkok, Thailand (BKK) BKK 311032024 Economy ~ o o
From To Depart Date Cabin Preference
Bangkolk, Thailand (BKK) BKK e Singapore, Singapore (SIN) SIN 13/04/2024 Economy v

Make My Search Flexible +/- ( 3 days)

Book a Flight

|

O Corporate Booking

Access Code Corporate 1D
From To Depart Date Cabin Preference
Singapore. Singapore (SIN) SIN e Bangkok, Thailand (BKK) BKK 31/03/2024 Economy v e e
From To Depart Date Cabin Preference
Bangkok, Thailand (BKK) BKK e Singapore, Singapore (SIN) SIN 13/04/2024 Economy ~
From To Depart Date Cabin Preference

Singapore. Singapore (SIN) SIN e Sydney, Australia (SYD) SYD 2710412024 Economy



« Select alternative date(s)

SIN to BKK
Each fare shown here s the lowest availabie for the date, and for the entire joumey, selected fare type, and one sdult only.
r =1 ‘ [ Selected Offer

SGOD 274.20

SGOD 274.20

SGD 274.20

6ne-way: +/- 7 days flexible search

SGD 274.20

SGD 274.20

* E.g. SIN-BKK
* Lowest fare has a yellow marker
appended

SGD 284.20

SGD 274.20

* Select desired departure date and
click next to proceed

SGD 277.20

SGD 277.20

/

SGD 277.20

SGD 277.20

SGD 287.20

SGD 287.20

SGD 277.20




.... BOOKING FLIGHT - FLEXIBLE SEARCH

Two bounds: +/- 3 days flexible search

* E.g. SIN-BKK, LON-SIN

* Lowest fare has a yellow marker appended

* Select desired combination of departure dates and click next to proceed

« Select alternative date(s)

SIN to BKK = g days
BKK to SIN <
Each fare shown here is the lowest available for the date, and for the entire journey. selected fare type, and one adult only.
+ 3 days
Lowest Fare Selected Offer | o
Dep. date searched i
Return Return Return Return Return Reiumn Return
1 V0472024 (Wed) 11/04/2024 (Thu) 12042024 (Fri) 1300472024 [ Sat) 14/04/2024 (Sun) 15/04/2024 {Man) 16/04/2024 (Tue)
- 3 days
Depart SGD 37010 SGED 44410 SG0 44410 SGO 44410 SGD 45410 SG0 45210 SGD 370.10
A 230032024 (Thu) = : ) ’ : ) e
Depart G0 280.10 SGD 454.10 EG0454.10 S0 45410 SG0 464.10 EG0 40810 26D 280.10
Z2HI032024 (Fri) ’ ’ ) ’ ’ ’ - ’
Ezz SGD 271.10 SGD345.10 S5GD 34510 SGO 34510 SGD 355.10 SGD 380.10 0 271.10
30/03/2024 (Sat) : : o : : o o
e DED. date
SGD 271.10 SGD345.10 S5GD 34510 SGO 34510 SGD 355.10 SGD 380.10 SG0 271.10
3110312024 (Sun) s s rched
Depart SG0D 27410 SGD 348.10 EG0 34810 S0 24810 260 358.10 =G0 30310 26D 274.10
01/04/2024 (Mon)
Depart SG0D 27410 SGD 348.10 EG0 34810 S0 24810 260 358.10 =G0 30310 26D 274.10
02/04/2024 (Tue) ’ ’ o ’ ’ - - o
Depart -
SGD 274.10 SGD348.10 S5GD 348.10 SGO 34810 SGD 358.10 SGD 393.10 SG0 274.10

03/04/2024 (Wed)

+ 3 days



.... BOOKING FLIGHT - FLIGHT RESULTS

Flight offers of the selected cabin class and the next cabin class will be displayed (depending on Each flight offer has an indicator
availability) to differentiate NDC, Corporate,
Fare Types: Agent will be shown the lowest fare of the lowest RBD available in that fare family Public fares

ECONOMY STANDARD -W

2 Singapore to Bangkok

Allowed
SQ 706
SIN 2= © 2 hrs 25 mins % BKK EC:)MOMY 75%
rom
31-03-2024 (07:10 31-03-2024 (08:35
(07:10) Non-stop (06:39) SGD 27420 30 KILOGRAM
View Details

C ne / 1 Se
ECONOMY VALUE - N - N165GO ECONOMY STANDARD - W - W145GO ECONOMY FLEXI - E - E125G0 Complimentary (Standard Seats)

SELECT FARES

(“,53 UPGRADE Not Allowed Allowed Allowed
SGD 1,168.20
@S MILES 50% 75% 100%

_@I BAGGAGE 25 KILOGRAM 30 KILOGRAM 30 KILOGRAM
}-Ba ADVANCE SEAT SELECTION Chargeable Complimentary (Standard Seats) Complimentary (Forward Zone and Standard Seats) ECONOMY STANDARD -Y
. ECONOMY - W
'i,?;j“ FARE BASIS CODE N165G0O W145G0 E125G0 - -
75%
sQ720
30 KILOGRAM
SIN 2 © 2 s 20 mins % BKK ECONOMY
31-03-2024 (18:30) 31.03-2024 (20:00) s GE“Z’;‘; 20
Non-stop Complimentary (Standard Seats)
View Details

SGD 2,788.60



‘.Q. BOOKING FLIGHT - SUMMARY

1 Flight Details 2 Flight Price

SIN - BKK

View Details

07:10 (31 Mar 2024) Singapore, Singapore (SIN)

S0 706 Operated by SQ

Time: 2 hrs 25 mins

08:35 (31 Mar 2024)Bangkok, Thailand (BKK)

&—®

Fare Breakdown @ Fare Rules @

o W

View Fare Breakdown by pax type

3 Passenger details

© Booking Summary

Fare Breakdown
SINBKK FBCODE: E125G0 RBD: E
FARE DETAILS
Fare
Taxes & fees

Tax breakdown

Total per passenger
Mumber of passengers
Total for all passengers

Grand Tota

4 Ancillaries (optional)

ADT

SGD 450.00
SGD 64.20
L7 10.80
OP 2.00

5G 4340
71.40

G4 0.60

5GD 514.20

3GD 514.20

CHD

5GD 3338.00
SGD 64.20
L7 10.80
OP 200

3G 43.40
7140

Ga 0.60

SGD 40220

3GD 402.20

INF

5GD 45.00

SGD 2.00

ET 1.40
G2 0.60

SGD 47.00

SGD 47.00

5GD 963.40

5 Create order

)3.40



.... BOOKING FLIGHT - SUMMARY

Fare Rules Information

Singapore, Singapore (SIN) - Bangkok, Thailand (BKK)

1 Flight Details 2 Flight Price

F
FARE CONDITION Economy Flexi
ﬂ’ BAGGAGE PAX1 PAX2 : 30 Kilogram, PAX3 : 10 Kilogram
AWARD_ACCRUAL a0
} SINGAPORE AIRLINES OPERATED FLIGHTS KrisFlyer: 100% of actual flown distance. Pariner frequent flyer programmes: Acerual
View Details levels may differ on Singapore Airlines operated flights. For ticket(s) partially paid for using KrisFlyer miles, the miles earned are
A C S RO ACCRUAL FULL proportionate to the amount paid using cradit’debit card. These miles can only be credited fo KrsFlyer membership accounts. FLIGHTS
$ armREA o OPERATED BY OTHER AIRLINES KrisFlyer mileage accrual levels on flights operated by KrisFlyer partner aiflines may differ.
Codeshare flights operated by non-KrisFlyer pariner airlines are not accruable to KrisFlyer. For details, visit
. . hitp:/hvwe sing aporeair comien_UK/sg/ppsclub-krisflysr/eam-milesfeam-when-you-fly/
07:10 (31 Mar 2024) Singapore, Singapore (SIN)
f’é‘a AWARD_UPGRADE Allowed
.}\\ SQ 706 Operated by SQ @E AWARD UPGRADE FULL KrisFlyer UpgladéAwal:‘jis on Slngapure Airlines: Allowed. SlarAIIlanc.e Upgrade Awa_n?s on Singapore Airlines: Allowed on Y, B booking
P - - classes only on flights without Premium Econemy Class. Codeshare flights are not eligible for upgrades.
Time: 2 hrs 25 ming ) . . . . i o i
= DISCLAIMER FULL If payment was made with a mix of cash and KrisFlyer miles, you will only earn miles on the part of the fare that was paid with a credit 7
% i debit card. Full fare rules and KrisFlyer terms and conditions apply.
08:35 [31 Mar 2024}Bangk0k, Thailand (BKK:I A MIXEDFARETYPE EULL Cancellation and no-show fees will follow the more restrictive fare type. If you change mare than one flight in the same transaction, only
o VILA /A
9 - the higher change fee will be applied.
a Fares are valid only if all flight coupons / sectors in the ticket are used in sequence. If you start your jouney at any stopover or stepping
r_'é' TRAVELITINERARY SEQUENCE_FULL place, Singapore Airlines will recompute the fares based on actual flight sequence flown and you will need to pay the fare difference, if
any.
Fare Breakdown @ Fare Rules @ 3 40
DESCRIPTION RESTRICTION APPLIED .
Revalidation before departure is allowed? Allowed with restrictions
m Reissue before departure allowed? Allowed with restrictions Next
Revalidation before departure when no show is allowed? Allowed with restrictions
v

View Fare Rules
Fare rules will also be available on the order details page



.... BOOKING FLIGHT - PAX DETAILS

PASSENGER 1 - ADULT

|:| I do not have a first/given name in my passport

Personal information

Title* First / Given name (as in passport)* Last / Family name (as in passport) * w

Date of birth* Last Name Only:
Check this box if pax only has a single name,
last name will be auto-populated as FNU

DOB: Mandatory to validate fare / PTC selected

Name Truncation for Long Names:

* No character limit to enter name but names that exceed 59 characters are truncated by the
system after order creation.

* This includes number of characters in pax first name + last name + date of birth.

* System name truncation does not affect check-in




.... BOOKING FLIGHT - PAX DETAILS

Document information

Passport number Passport expiry date Passport issuance date Nationality

Passport place of issue Document Information:
These are optional fields. If agent populates any fields, all fields must be
completed. Otherwise, they can leave all fields blank and proceed.

PASSENGER 2 - INFANT

Personal information | do not have a first/given name in my passport
Title* First / Given name (as in passport)* Last/ Family name (as in passport) *
Date of birth: esociated Adult Associated Infant to Adult: If there is more than 1 ADT in

the booking, select which adult to associate to INF

Ny



*.0. BOOKING FLIGHT - PAX DETAILS

Contact details

Primary contact *

Mr Test ADT .
Primary Contact

Primary contact number * Mandatory to have at least one passenger’s contact information.
Mobile w Singapore (+65) gagaoass

Add another contact number

Passenger email address

Passenger and Agent Email Addresses

Per@iestcom Mandatory fields.
Agent email address * E-Tickets and schedule change/flight disruption notifications are sent to
both emails

agent@test.com

Free-Text/Remarks

zgentnendly deck Free Text / Remarks
Remarks entered here are appended to the eTicket under
the endorsement box

m Book and Hold ticket Proceed to Add-Ons

Proceed to Add-Ons:
To add ancillaries before ticketing
(Optional)

Book & Hold PNR:
This will create an unticketed PNR on hold



BOOKING FLIGHT -
(SEAT)

1 Singapore to Bangkok

Select the ancillary for each segment

Ancillaries

Singapore, Singapore (SIN) - Bangkok, Thailand (BKK)

ANCILLARIES

Flight - 787
Passenger
o Mr Test ADT -
selected seat: C42 (0 SGD)
e Ms Test CHD -
selected seat: B42 (0 SGD)
LEGEND
. Available Seals . Selected seat(s X Mot available
. e Close r Stair Casze
= Bulk Head
1 able ilé Lavator [is:] Galley

SQ 706 + 73T

You can now add ancillaries during the booking flow before creating
the PNR. This is an optional step.

For each segment, select ancillary for each pax before moving on to
the next segment

Seats

* Click seat map to select seat for each pax

* Paid seats will be held for 72h from time of ancillary addition
* Free seats are confirmed once added

- Storage Space

(L1} Luggage Storage



BOOKING FLIGHT - ANCILLARIES
(XBAG)

1 Singapore to Bangkok

Select the ancillary for each segment
For each segment, select ancillary for each pax before moving on to

Ancillaries
the next segment
=
Select Passenger XBAG
Mr Test ADT * Select XBAG for each pax

T TT——_—_——_—_—__— *  XBAG will be held for 72h from time of ancillary addition

OME KILOGRAM BAGGAGE | SGD 53.20 ) [>]

ONE KILOGRAM BAGGAGE

Selected option will appear here o

»

To remove XBAG, click on the red 0 0KG




BOOKING FLIGHT - ANCILLARIES
(MEAL)

1 Singapore to Bangkok

Select the ancillary for each segment

Ancillari . .
netfiaries For each segment, select ancillary for each pax before moving on to

Select Passenger

Meals
Mr Test ADT -
* Select meal for each pax
Singapore, Singapore (SIN) - Bangkok, Thailand (BKK) . Meals are confirmed once added
SEAFOOD MEAL Q
MEALS
Selected option will appear here [SEAFOOD MEAL v

4

VEGETARIAN INDIAN MEAL

To remove meal, click on the red 0
BABY MEAL

BLAND MEAL
m DIABETIC MEAL m
FRUIT PLATTER
GLUTEN INTOLERENT MEAL
HINDU MON-VEGETARIAN MEAL

KOSHER MEAL



BOOKING FLIGHT - ANCILLARIES

*.0. (SPECIAL SERVICE REQUEST)

1 Singapore to Bangkok

Select the ancillary for each segment

Ancillaries For each segment, select ancillary for each pax before moving on to
el L Special Services Request (SSR)
Wir Test ADT * Select SSR for each pax - BLND, DEAF, MAAS, WCHR
Singapore, Singapore (SIN) - Bangkok, Thailand (BKK) * SSRs are confirmed once added
MEET AND ASSIST REQUEST [x]

SPECIAL SERVICES

. v Selected option will appear here MEET AND ASSIST REQUEST x X | v

H BLIND PASSENG JFORMATION
To remove SSR, click on the red (%) SHIND PASSENGER INFORMATION
DEAF PASSENGER INFORMATION

WHEELCHAIR TO AIRCRAFT DOCOR REQUEST
Boaoking Instructions

MEET AND ASSIST REQUEST



BOOKING FLIGHT - CREATE ORDER

Summary of selected flight, ancillaries, fare breakdown
will be displayed before you can select book and hold

1 Flight Details 2 Flight Price 3 Passenger details 4 Ancillaries {optional)

SQ710 -Singapore to Bangkok

Non-stop *

SIN 12:50 BKK 14:20 Singapore Airlines = SQ710
SINGAPORE : BANGKOK &7

31 Mar 2024 { Sunday) 2 hrs 30 mins 31 Mar 2024 {Sunday) Economy

View Fare Rules View Baggage Allowance

Fare Breakdown

Pricing Info SGD
* Base Price 833.00
* Total Tax 130.40
+ ¥bag total 106.40
+ Seafood meal 0.00
* Meet and assist request 0.00
* Seat Total 0.00

1,069.80

* Total & Final Price

m Book and Hold ticket
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ADD ANCILLARIES TO UNTICKETED
. . BOOKING

A Dashboard

Q, shopping > Passenger Details: © Fare Breakdown ” < Fare Rules H D Order History H > Refresh H Bshare Booking “ & send Itinerary

L, Seats

& Order Management #PAX NAME TYPE DATE OF BIRTH FREQUENT FLYER DOCUMENT ID SERVICES AGTIONS
» Orders 1 MR TEST TEST Adult 12-12-1992 - o= ow
» Reporis
@ Accounting > W
& Setup Configuration > Contact Details:
PASSENGER PHONE s
MR TEST TEST (MOBILE/CTC)

Seat, XBAG, meals, and special service requests (SSR) can be added to unticketed
bookings at the order details page

Itinerary Details: ~
FROM LEAVES * Ancillary buttons are available on order details page for unticketed bookings
singapore, Singapore (SIN) 22 Dec 2023 1710 * Ancillaries are added for each segment and each pax
sar14 * View more details on adding ancillaries at order details page here
Order Details: Airline PNR: 57BSPC ~
ORDER ITEM PASSENGER NANE SERVICE NAWE TRANSACTION ID TRANSACTION STATUS RICE
i MR TEST TEST Fight Tcket 57320 (56D)

V3.17.0
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’.’. MANUAL REPRICE OF FARE

SINGAPORE
AIRLINES

A Dashboard
(CTCE) TEST@TEST.COM

Q, Shopping > .
Manual Reprice:

* After 4 days, the fare is automatically repriced

@ Order Management

» Orders e Agents have the option to manually reprice a booking on hold ~
> Reports * Unticketed bookings ﬂ
@ Accounting , * Ticketed bookings that have been reshopped with deferred - Total price: 363.20 (5G0)
payment N
& Setup Configuration > Ticke? price: 36320 |5GD)

Manual Reprice with Access Code Access Code 06353 ﬁ m
3

* If an access code was input at flight search, it will be displayed

here Repriced Ticket Amount: 8320 (5GD0) e
* Access codes cannot be removed once applied — Reprice Date/Time: 07-03-2024 11:20
* If no access code was input at flight search, agents can click Edit
to reprice booking with access code
* Access codes will also be apply if booking is reshopped
* Agents can first check the repriced amount before confirming the
new pricing TRANSACTION COMMENTS CREATED
* Once confirmed there is no rollback to the initial price NIA N/A
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SINGAPORE
AIRLINES

CHANGE OF UNTICKETED BOOKING

# Dashboard

Q, Shopping Itinerary Details:

W= Flights FROM

singapore, Singapore (SIN)

@ Order Management >

@ Accounting > AL

& Setup Configuration > Kuala Lumpur, Malaysia (KUL)
SQ5605

Order Details:

ORDER ITEM

LEAVES

15 May 2023 12:45

25 May 2023 16:10

PASSENGER NAME

1 MR TEST TEST

Payment History:

# PAYMENT TYPE

NFA IN/A,

V3iso

TO

Kuala Lumpur, Malaysia (KUL)

Singapore, Singapore (SIN)

SERVICE NAME

Flight Ticket

AMOUNT

N/A

ARRIVES OPERATED BY CLASS RBD CODE STATUS CODE
15 May 2023 13:45 s5Q Economy Standard W HK
25 May 2023 17:30 TH ECONOMY W HK
Airline PNR: BETEBU »
TRANSACTION ID TRANSACTION STATUS PRICE

339.40 (SGD)

Agents can modify the itinerary of the
booking before issuance D



Your Previous Booking

ORIGIN

Singapore, Singapore (SIN})

Kuala Lumpur, Malaysia (KUL)

CHANGE OF UNTICKETED BOOKING

DESTINATION

Kuala Lumpur, Malaysia (KUL)

Singapore, Singapore (SIN)

Trip ID: SQ16807D23427S
PNR No: 64L91A
Passengers:-

DEPARTURE DATE ACTION

- A

15 May 2023 07:10
« MRTESTTESTADT
25 May 2023 08:55

This step indicates the original booking the agent
would like to change.




CHANGE OF UNTICKETED BOOKING

Book a Flight
Access Code Corporate 1D
Modify the itinerary
* Origin
From To Depart Date ° Destination
Singapore, Singapore (SIN) SIN e Kuala Lumpur, Malaysia (KUL) KUL 15/05/2023 e e . Departure Date
From To Depart Date dd | k “ . »
To add a segment, click “+
Kuala Lumpur, Malaysia (KUL) KUL e Singapore, Singapore (SIN) SIN 25/05/2023 e e g !

To delete the segment, click “-”

Passenger Criteria ~

Adult (12 years and above) Children (2-11 years at time of travel) Infants (0-23 months at time of travel)

1 N 0 A 0 v
Special PTCs
PTCs

Select v

Shopping Criteria L

Cabin Preference

Unlike the initial Flight Search, cabin class can only be
Economy v selected for the entire itinerary at Reshop

View Schedules




“.‘. CHANGE OF UNTICKETED BOOKING

Select the flight options of your choice for each segment.
Fare Type: Agent will be shown the lowest available RBD in that fare family

Sort Price Time Duration Stops

2 Singapore to Kuala Lumpur

SQ 104
SIN 2 © 1 hrs 0 mins X KUL BUSINESS
15-05-2023 (07:10) 15-05-2023 (08:10) SGD 987.00
Non-stop
View Details
BUSINESS STANDARD - U BUSINESS FLEXI - J
SELECT FARES
2Q 106
SIN 2 © 1 hrs 0 mins % KUL BUSINESS
15-05-2023 (08:30) 15-05-2023 (09:30) SGD 987.00
Non-stop

View Details



SIN - KUL

View Details

&)

KUL - SIN

View Details

)

Fare Breakdown @

CHANGE OF UNTICKETED BOOKING

07:10 (15 May 2023) Singapore, Singapore {SIN)

50 104 Operated by SINGAPORE AIRLINES

Tirme: 1 hrs

08:10 (15 May 2023)Kuala Lumpur, Malaysia (KUL}

08:55 (25 May 2023) Kuala Lumpur, Malaysia {(KUL)

50 103 Operated by SINGAPORE AIRLINES

Time: 1hrs

09:55 (25 May 2023)Singapore, Singapore (SIN)

Fare Rules @

Terminzl: 2

Aireraft:

Terminal: M

Airgraft:

Farz Famly: Business Standard
RBD Code: U

FBC Code: U135GR

Fara Family: Business Standard
RED Code: U

FBC Code: U135GR

Review the new itinerary and view Fare Breakdown / Fare rules

Total Fare: SGD 987.00



1 Flight Details

New Offer Details

SIN

07:10
MONDAY
15 MAY 2023

KUL

08:55
THURSDAY
25 MAY 2023

PENALTY

TOTAL DIFFERENCE

Free-Text/Remarks

KUL

08:10
MONDAY
15 MAY 2023

SIN

09:55
THURSDAY
25 MAY 2023

CHANGE OF UNTICKETED BOOKING

2 Flight Price

Flight Aircraft
Sa104

@ Duration Stops

1 hrs 0 mins Non-stop

Flight Aircraft
SQ103

@ Duration Stops

1 hrs 0 mins Mon-stop

3 Reshop Details

@ Class/iFare type
Class : Business Standard
Fare Types : U

W Class/Fare type
Class : Business Standard
Fare Types : U

Review any penalties and total fare difference

If agents would like to check the price only, they can stop here.
The reshop is committed once agents select “Continue”

SGD 0.00

SGD 987.00
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.... CANCEL UNTICKETED BOOKING

Are you sure you want to cancel the booking?

Unticketed bookings can be cancelled anytime by clicking the “Cancel” button
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*. ISSUING TICKETS

AGENT 360 operates on a deferred payment flow

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




@ only for US

.... FORM OF PAYMENTS*

Note: Form of payments available may differ across countries

1 2 3

BSP CASH BSP CARD (including UATP) |ATA EASYPAY

4 5 6

ARC CASH ARC CARD DIRECT CREDIT CARD

CREATED

Click Issue to Issue Ticket



.... BSP CASH AND CARD

IATA agents will view the following FOPs: BSP Cash, BSP Card, IATA EasyPay (temporarily disabled for SG)
Different FOPs can be used for different transactions (e.g. Issue with BSP Cash, Reissue with BSP Card)

BSP Cash

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 *

BSP Cash
BSP Card

EasyPay

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 *

BSP Card

Mame on card * Card number *

Expiration month * Expiration year *

Agents are prompted
to key in relevant card
information. CVV is
optional.

Supported card types:
*  Amex

* Diners

* Masters
* Visa

* UATP

Multiple card types
can be used for various
transactions

e.g. Issue ticket with
Visa, Reshop booking
with Amex



EPHONE ORDER)

Are you sure you want to issue the document?

Free-Text/Remarks

Payment option *

Telephone Order

Expiration month *

What is MOTO?
* Only applicable for BSP Card transactions and not Direct CC
transactions
*  MOTO is checked by default as we assume card-no-present scenario
(i.e. pax not physically present to provide card details and complete
3DS2 authentication)
* Transaction is not subjected to 3DS2 authentication
*  MOTO Type
* Mail Order: Pax provides agent with payment details by mail
* Telephone Order: Pax provides agent with payment details by
telephone

What are the implications of enabling MOTO?

* Please note that agents are liable for any chargebacks (if any) when
MOTO is selected as 3DS2 authentication is not triggered

* Itis recommended for agents to uncheck MOTO whenever pax is
present to provide OTP and proceed with 3DS2 authentication




.... IATA EASYPAY

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

Select EasyPay .
Name on card Card number *

Expiration month * Expiration year *

Similar to BSP CC but no MOTO
applicable.

Agents are prompted to key in
relevant card information once
selected.




.... DIRECT CREDIT CARD

Direct Credit Card will appear as a FOP for
non BSP-accredited agents (i.e. TIDS)

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 *

Credit/Debit Card

Name on card * Card number *

Exprration moanth * Bxpeation year *

RSN SESS SeEE weEs

Pt e
YOUR NAME HIENE wefus



.... 3DS2 VERIFICATION

MasterCard M UOB »+=- In line with regulatory requirements and to ensure a more
: secure payment process for customers, sellers and the

airline, Singapore Airlines mandate 3DS2 authentication for

Merchant  SINGABORE ARL all BSP Card, IATA EasyPay, and Direct Credit Card

e S transactions

Date 070201

For a00ed securty. an SMS One-trme Passaced (OTF) s required 10 compiete this transacion
Fiease enter the SMS.OTP ahich has Deen sent 15 your mobie phone 000000

Card Number OO0 000000000
SecureCode™ SMS.OTP. 000 Since Oct 2022, AGENT 360 has transited from 3DS to 3DS2
Proceed payment authentication
Concel Benefits of 3DS2 over 3DS

Certain flows are “frictionless” and agent will
successfully pass 3DS2 without having to enter OTP
If 3DS2 session is closed prematurely (e.g. agent
closes 3DS2 OTP tab) agent can still retry payment

o JOUCKXXX 18 not your mobde phone nomber please complete the JFA
RsoisyatenUscate Foom (avalabie on !he UOS webste) and mad 210 us

Copyremt § 2070 Unted Oversass Bock Lemaac Co Reg No 1834000001 AN Rgnty Raserves
. - v




.... 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

Select BSP CARD

Name on card * Card numt  pAail Order

Telephone Order

Expiration month *




Once ticket is issued, agents will see relevant payment type
(e.g. BSP, BSP Card) reflected under Payment History

Payment History:

AMOUNT TRANSACTION COMMENTS CREATED

11480 (5GD) Flight Booking-GXMWTC) 17-11-2020 16:13

==
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.... THINGS TO TAKE NOTE

When using Reshop, please note the following details:
1. Subject to penalty fee waiver (if any) as NDC currently does not support waiver codes.
2. Please take note of the following Reshop scenarios:
a. Ifall segments unflown:
*  Agents need to select both segments to reshop a specific segment / both segments
b. Ifinitial segment(s) already flown:
e Agents can reshop unflown segments only
c. If no-show on initial segment(s):
* Reshop buttons will be hidden

* Agent can contact SQ_Assistance for offline servicing

Your Previous Booking
Trip ID: 5Q16807D234275

ORIGIN DESTINATION DEPARTURE DATE ACTION PNR No: 64L9IA
) . ) o Passengers:-
Singapore, Singapore (SIN) Kuala Lumpur, Malaysia (KUL) 15 May 2023 07:10 Select
« MRTESTTESTADT
Kuala Lumpur, Malaysia (KUL) Singapore, Singapore (SIN) 25 May 2023 08:55

Select



CHANGE OF BOOKINGS

Your Previous Booking

i s SQ16807D23427
ORIGIN DESTINATION DEPARTURE DATE ACTION Trip ID: SQ16807D23427S

PNR No: 64L91A
Si Si SIN Kuala Lumpur, Malaysia (KUL) 15 May 2023 0710 Passengers:
ingapore, Singapore (SIN) uala Lumpur, Malaysia (KUL) Viay 20 10 Select
. MRTESTTESTADT Select segments to change
Kuala Lumpur, Malaysia (KUL) Singapore, Singapore (SIN) 25 May 2023 08:55 - 5
Access Code Corporate 1D
Modify the itinerary
From To Depart Date hd O r|g| n
Singapore, Singapore (SIN) SIN e Kuala Lumpur, Malaysia (KUL) KUL 15/05/2023 e e o Dest| nat|on
From To Depart Date * Departure Date
Kuala Lumpur, Malaysia (KUL) KUL e Singapore, Singapore (SIN) SIN 25/05/2023 e e
H u,n
To add a segment, click “+
H “u n
" To delete the segment, click “-
Passenger Criteria ~
Adult (12 years and above) Children (2-11 years at time of travel) Infants (0-23 months at time of travel)
1 w i} - 0 W

Special PTCs
PICs

Select -

Shopping Criteria

|

Cabin Preference

Economy v

Unlike the initial Flight Search, cabin class can only be
selected for the entire itinerary at Reshop

View Schedules Search



.... CHANGE OF BOOKINGS

Select the flight options of your choice.
Fare Type: Agent will be shown the lowest RBD available in that fare family

e

S0l Price Time Duration

50 5425

KUL 2
15-04-2021 (12:00)

View Details
SELECT FARES
f‘«— MILES
f‘r UPGRADE
(7 CANCELLATION
(75 NO SHOW
-’\r CHANGE

’.‘ﬁ ADVAMNCE SEAT SELECTION

503319

KUL 2
15-04-2021 (07:35)

View Details

@ 1 hrs 0 mins
Mon-stop
BUSIMESS LITE -
25
Mot Allowed
Mot Allowed
SGD 400
SGD 340
Complimentary
Select
© 1 hrs 0 mins
Mon-stop

2* Kuala Lumpur to Singapore

% SIN
15-04-2021 (13:00)

BUSINESS STAMDARD - U

Allowed
SGD 340
SGD 400

SGD 200

% SIN
15-04-2021 (08:35)

BUSIMESS FLEXI - 1
150
Allowed
SGD 270

SGD 400

BUSINESS

Modify Search



*. CHANGE OF BOOKINGS

1 Flight Details 2 Flight Price 3 Reshop Details

€ Previous Booking Summary

Singapore, Singapore (SIN) - Singapore, Singapore (SIN) Economy Standard SGD 32350

& Booking Summary

SIN - KUL

View Details

07:10 {15 May 2023) Singapore, Singapore (SIN)

50 104 Operated by SINGAPORE AIRLINES Terminal: 2

Time: 1hrs

08:10 {15 May 2023)Kuala Lumpur, Malaysia (KUL)

&—®

KUL - SIN

View Details

08&:55 (25 May 2023) Kuala Lumpur, Malaysia (KUL)

®

50 103 Operated by SINGAPORE AIRLINES Terminal: M

Time: 1hrs

e 09:55 {25 May 2023)Singapore, Singapore (SIN)

Review the new itinerary and view Fare Breakdown / Fare rules

Fare Breakdown @ Fare Rules @ X = Total Fare: SGD 960.20

[ Mext |



RESHOP WITH DEFERRED OR

*.n. IMMEDIATE PAYMENT

New Offer Details

Flight Aircraft W Class/Fare type
Class : Economy Flexi
SIN BKK sQ706 .
07:10 08:35
WEDMESDAY WEDMESDAY ﬂ Duration Stops
31 AUG 2022 31 AUG 2022 2 hrs 25 mins Non-stop
PEMALTY SGD
N Review any penalties and total fare difference. 560
At this point, the reshop is not committed yet.

Back

Reshop with Deferred Payment

For ticketed bookings, agents can choose to reshop and hold for deferred payment.
Clicking “Reshop and Hold” will commit the reshop and there is no option to revert to the
original itinerary even though payment has not been made.

Reshop with Immediate Payment
To reshop and confirm payment immediately, click “Continue”.



Order Details:

ORDER ITEM

1

Payment History:

RRED PAYMENT:

When must payment be completed?
For revalidation on hold, agent can confirm the reval before the flight

For reissuance on hold, a new TTL is generated — agent must complete payment

for reissuance by TTL or inventory is released and a new booking must be made.

How long will the price be locked in?

TST is valid for up to 4 days before it will automatically reprice. This is reflected
in the price guarantee time limit.

Manual reprice can also be performed.

Click “Confirm Reissue” to make payment for reshop

TRANSACTION STATUS

Reshop On Hold - TKT

Airline PNR: 8TS8Y3 ~

PRICE

184.00 (SGD)

130.00 (SGD)

CREATED

08-03-2023 11:23

Make payment

Payment option *

v ‘

BSP Cash

Select payment type for Reshop



.... CHANGE OF BOOKINGS

PASSENGER

MR MURUDDIM SE

Itinerary Details:

FROM

Singapore, Singapore (3IM)

sane

Kuals Lumpur, Malaysis (KIUL)

S05425

PHONE

{MOBILE/CTCM) 65-358883588

15 Apr 2021 12:00

Kuala Lumpur, Malaysia (KUL)

Singapore, Singapore [SIM])

ARRIVES

01 Apr 2021 19:45

15 Apr 2021 13200

Once payment is confirmed, new Transaction ID (e-ticket number) will

be issued. Payment History will also reflect the reissuance.

Order Details:

'ORDER ITEM PASSEMNGER NAME
MR ADANM KEET

2 MR NURUDDIN SELAMAT

Payment History:

# PAYMENT TYPE
£
z B3P

SERVICE MAME

Flight ticket

Flight ticket

AMOUNT

31880 (5G0)

1052.40 (3GD)

TRANSACTION ID

6182433020498, 6182433020562

132433020497, 6182423020561 w

TRANSACTION COMMENTS

Flight Booking-57ZT54

Reissus ADC w

EMAIL

{CTCE) HARDACCEPT@SOTESTEMAILSG

[CTCE) AGEMT.EMAILATEST.COM

OFERATED BY CLASS
50 Business Lite
b Business Lite
TRAMNSACTION STATUS

CREATED
18-11-2020 1049

18-11-2020 1101

RED CODE

Airline PNR: 57ZTS54 ~

PRICE (SGD)
53170

531.70



MIXED CABIN CLASS RESHOP

* At Reshop, mixed cabin class search is as NDC only supports
* At Shopping, mixed cabin class search is supported
selecting 1 cabin class for the whole itinerary

Book a Flight

O corporate Bocking

From To Depart Date
Access Code Corporate ID
Singapore, Singapore (SIN) SIN e London, United Kingdom (LHR) LHR 23/02/2023
From To Depart Date Cabin Preference From To Depart Date
Singapore, Singapore (SIN)/SIN e London, United Kingdom (LLHR 23/02/2023 Economy ~ Londeon, United Kingdom (LHR) LHR e Singapore, Singapore (SIN) SIN 25/02/2023
From To Depart Date Cabin Preference
London, United Kingdom (ULHR e Singapore, Singapore (SIN)SIN 25/02/2023 Business - Shopping Criteria

Cabin Preference

Economy v

At reshop A360 displays offers for selected cabin class + up to the next cabin class depending on availability
* Select Economy = Economy & Premium Economy offers returned

* Select Premium Economy = Premium Economy & Business offers returned

* Select Business = Business & First Class offers returned

Mixed cabin class reshop is only supported within the above limitations



%.O. MIXED CABIN CLASS RESHOP

At reshop A360 displays offers for selected cabin class + up to the next cabin class depending on availability

* Select Economy = Economy & Premium Economy offers returned
* Select Premium Economy = Premium Economy & Business offers returned
* Select Business = Business & First Class offers returned

Mixed cabin class reshop is only supported within the above limitations

Example 1 Segment 1: SIN-LHR Economy

Segment 2: LHR-SIN Economy

Agent reshop Segment 1 to Premium Economy while maintaining
Segment 2 at Economy
a. Select Economy as reshop cabin class — Available Econ &
Premium Econ offers are returned
b. Select Premium Econ offer for Segment 1 and the same

Economy offer for Segment 2

Example 2 Segment 1: SIN-LHR Economy

Segment 2: LHR-SIN Economy

Agent reshop Segment 1 to Business while maintaining Segment 2 at
Economy
a. Once Business is selected Segment 2 will also be forced to
upsell to Business / First Class

b. Offline servicing is required
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.... ADDING ANCILLARIES

Booking Details:

Order ID- 8Q16807D234278

Imported PNR: Ne

Booking Date: 27 April 2023

Agent Email Address: TEST123@TEST.COM

Endorsement Text: $GD130.00 NONREF - CHNG FEE APPLY /REFUND FEE APPLY /NO SHOW FEE APPLY 32304646

Passenger Details: @ Fare Breakdown H <. Fare Rules || “D Order History H £ Refresh || Eshare Booking H & Email eTicket | L, Seats

#PAX NAME TYPE DATE OF BIRTH FREQUENTFLYER DOCUMENTID SERVICES ACTIONS

1 MR TEST TEST Adult 12-12-1990 - =
SIN-KUL  Ancillary: EXCESS BAGGAGE WEIGHT | TTL 5KG Ancillary: Reshop penalty

Ancillaries

* Seat . .

. XBAG 1. Added on a segment level after ticketing

e Meals 2. Cannot be held (so payment & EMDs must be issued immediately)

. Special Servicing Requests (SSR) 3. Are non-transferrable, non-exchangeable and non-refundable



. ADDING SEATS
o*e

SeatMap Information n

Singapore, Singapore (SN} - Kuala Lumpur, Malaysia (KUL)

Flight - 738
Passenger
o MR NURUDDIN SELAMAT selected seat: F7
Submit
Se I eCt Segme nt tO a d d SeatS @ 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.
LEGEMD
S e I e Ct Seg me nt n . Avzilzblz Sears - Sedected szatls Tt zvailzslz
ol Bassinat L Claz=t | Stair Cazz L' Starage Spacs ¥ Zar
“ ! - " o N - " —
|
: : Hover over the seat map to

view seat characteristics

&
1S

A\

Ly - |

108
a0 8



ADDING SEATS

Select Payment option to complete adding of seat.

1angeable and non-ira rrable. Please note that seats cannot be changed
or email 5q_; « ingapaoreair.com.sg

Price: 5GD 10.80

Are you sure you want to issue the document?

Payment option *




.... ADDING BAGGAGE

Select the desired baggage weight (up to 100kg) / piece
Price will be updated after selection

Select Segment n

Paid Ancillaries

Passenger: MR NURUDDIN SELAMAT
KUL -SIN

rn OME KILOGRAM BAGGAGE

5GD 20.20 SKG
1. Select the segment to add baggage. W | ‘Q\If

2. Once baggage has been added, the
segment will be greyed out




.... ADDING BAGGAGE

rrable. Please note that seats cannot be changed
ingaporeair.com.sg

Price: 5GD 10.80

Are you sure you want to issue the document?

Payment option *

Select Payment option to
complete adding of baggage.




Once payment goes through, agent will
see EMD reflected under Order Details.

Order Details: Airling PMR: 6XWTQ) ~

PASSEMGER MAME SERVICE NAME TRAMNSACTION ID TRANSACTION STATUS PRICE [SGD)

MR NURL SELAN. Fliggh ticket

Anillary:

Payment History:




.... ADDING MEALS

Select segment to add Standard Meals Select standard meal and Submit

Singapore, Singapore (SIN) - Kuala Lumpur, Malaysia (KUL)
Select Segment

Passenger: MR TEST TEST

eals

[ -~ -]

WVEGETARIAN INDIAN MEAL

BABY MEAL

BLAND MEAL

CHILD MEAL

DIABETIC MEAL

FRUIT PLATTER

GLUTEN INTOLERENT MEAL M

\é Coming soon: SQ Meals and In-flight menu




*. ADDING SPECIAL SERVICE REQUESTS

Frese Service
Select segment to add SSR =
senger- MR TEST TEST
Select Segment n L e e
v | o E Tl

=N
Special Service Requests:
Select the relevant SSR and enter more details into the MEET AND ASSIST REQUEST
field if required g et
* BLND —to request the Airline’s assistance to aid the |

Passenger as they are visually impaired setest

* DEAF - to request the Airline’s assistance to aid the
Passenger as they are hearing impaired

* WCHR —to request the Airline’s assistance to aid the
Passenger as they require a wheelchair

* MAAS —to request the Airline’s assistance to meet =
the Passenger and render assistance
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.... VOID / REFUND OF TICKETS

Void

Are you sure you want to void the booking?

Void can be done until 2359 of the same BSP Day
and no penalty fee is charged.
Void can only be done for the first issuance.

Refund

Refund Details

ORIGINAL TICKET AMOUNT PENALTY NET VALUE

SGD 406.80 SGD 135.00 SGD 271.80

After the BSP Day void button is replaced with
Refund.



.... 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 been Refunded, agents will be not be

able to click the order ID to view order details. Refund Details n
Agents can view the following refund details post-refund: Penalty Amount:270.00 SGD
* Ticket number

* Ticket status: RF
» Settlement Authorisation Code (SAC) 618 RF 291 30 SGD
*  Amount refunded

TICKET NUMBER TICKET STATUS AMOUNT

Refunds can also be performed in the case of a no-show.
Please note that reissuance is not supported in the case of a
no-show.
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“.Q. VIEW ORDER DASHBOARD

AIRLINES B

# Dashboard

My Orders
Q, Shopping »
& Order Management Order ID Airline PNR Pax Name Search by date Status
—
¢ Orders
» Reporiz L

# Accounting 3

CI |Ck O n O rd e rs to VieW aked or cancelled flights with ancillaries purchased on AGENT 360, please contact your local SIA office to assist with re-associating the ancillaries to the rebooked flight, or to refund accordingly.

summary of orders

~roooecsiection 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.

ORDERID AIRLINE PNR AGENCY PAX NAME BOOKEDBY DATE OF BOOKING  TICKETING TIMELIMIT ~ PAYMENT TYPE AMOUNT STATUS IMPORTED PNR ~ VIEW

SQ16977023510S CHILD Sarah Soon 10-05-2023 16-06-2023 (23:00) KRV 419.700.00 Mo Details
- Click Order ID to load Order details o _

S0Q169760235108 \RENT Sarah Soon 10-05-2023 16-06-2023 (23:00) KRW 537 ,500.00 Mo Details
S0169750235108 BEHAVA FNMICE CO.LTD MR FARENT/TEST Sarah Soon 10-05-2023 16-06-2023 (23:00) KRW 537 500.00 Mo Details
5016974D23510S BBGAZH FNMICE CO.LTD MSTR CHILDITEST Sarah Soon 10-05-2023 16-06-2023 (23:00) KRV 419.700.00 Mo Details
S016907023558 BHONXV FNMICE CO.LTD MR NICK/KIM Sarah Soon 05-05-2023 - BSP KRW 1,390,800.00 m Mo Details
S016903023558 538W67 FNMICE CO.LTD MR NICK/KIM Sarah Soon 05-05-2023 - BSP KRW 1,673,500.00 m Mo Details
3016891023545 BIRP4F FNMICE CO.LTD MR NICKIKIM Sarah Soon 04-05-2023 - BSP KRV 541,200.00 m Mo Details
S0168100234288 BLBYNZ GOLDEN TRAVEL SERVICES PTE LTD MR NICK/FURY Hi Twio 23-04-2023 18-05-2023 (00:00) SGD 538.20 Mo Details
Q168090234288 BKHRHV AIRELATED TRAVEL PTE LTD MR NICK/FURY Sarah Soon 28-04-2023 - BSP SGD 958 .40 m Mo Details

V380




“.‘. VIEW ORDER DETAILS

Unticketed Booking

Booking Details:

Order ID: SQ16957D235108

Imparted PNR: No

Booking Date: 10 May 2023

O Price Guarantee Time Limit © 14 May 2023 00:00
@ Ticketing Time Limit: 13 May 2023 23:00

Agent Email Address: AGENT@TEST.COM

Price guarantee time limit: Date to issue ticket by before fare is auto-repriced.
This takes into consideration any special sales period.

Ticketing time limit (TTL): Date to issue ticket before inventory expires

Ticketed Booking

Booking Details:

Order ID- SQ16902D23558

Imported PNR: No

Booking Date: 05 May 2023

Agent Email Address: LUKE_TAN@SINGAAPOREAIR.COM.SG
Endorsement Text: NO CHNG FEE /REFUND FEE APPLY /NO SHOW FEE APPLY 32304646 CTCE LUKE..TAN//SINGAAPOREAIR.COM.SG

Endorsement Text: Any remarks entered in the free text / remarks
field during booking creation and issuance



.... ENDORSEMENT BOX

Free-Text/Remarks

hi Details entered in endorsement box appears on eTicket

Booking Details:

Order ID: SQ22381D23531S

Imported PNR: No

Booking Date: 31 May 2023

Agent Email Address: TEST@TEST.COM

Endorsement Text: CHNG FEE APPLY /REFUND FEE APPLY /INO SHOW FEE APPLY 32304646 CTCE TEST/TEST.COM-SARAH TEST

ARD

&

E-Ticket Number Ticketing Management Interlining Display (\}:‘

Void Change Coupon Status Get coupon control Extended E-Ticket Display P
618-2442177273 Refund Set / Remove involuntary indicator Push coupon control E-Ticket History SInGAPORE AIRLINES LIMITED
TEST/TEST MR (ADT) Add Original Issue Document Exchange to FIM Refresh : .

Revalidate Print

Verify Credit Card Summary of E-Ticket Override(s) 5 " " .

Mini Rules Electronic Ticket Receipt: 618 2442177273
Conjunction LoC Comp Loc Type CRS Res.Sys Frequent Flyer Number IATA Office Number Origin/Destination Fare Calc Mode Issue Place Issue Date TEST/TEST MR
- 6TBQ7K - ETKT 1A - 32391811 SINBKK N SIN 011UN23 5Q Booking Reference: 6T8Q7K Date of Issue: 01 Jun 2023
Place of Issue: Singapore Airlines
#  Dep. Location Arr. Location Stop Flight Class Date Time Sector Status Fare Basis Fare Owner Coupon Status NVB NVA Baggage Involuntary Agent 360
1 SIN BKK - 5Q 712 w 20JUN 1600 oK W145GO sQ OPEN 20]UN 20JUN 30K - Singapore
Issue Status: F (First Issue)
Flight Details
Copy to Scratchpad Copy to Seratchpad 4\ ot Number: 618 2442177273
Fare Information Additional Information
Currency Amount Tour Code . SQ 712  Operated by Singapore Airlines Economy Class (W)
Published Fare 60 24800 From: Si (SIN-Changi) Terminal: 2 Depart: Tue, 20 Jun 2023 , 16:00 Status: Confirmed
issi rom: Singapore -Changi erminal: ep: ue, un , 16t atus: Confirme:
Net Fare 6D 348.00 Commission 0.00 (P) gap 9 ) '
Base Fare S6D 348.00 Fare Calculation SIN 5Q BKK261.78NUC261.78END ROE1.329331 To: Bangkok (BKK-Suvarnabhumi Intl) Terminal: Arrive:  Tue, 20 Jun 2023 , 17:25 Stopovers: 0
Banker's Rate: - Original Issue/In Exchange _ Not Valid Before: 20 Jun 2023 Not Valid After: 20 Jun 2023 Baggage Allowance: 30 Kg
Equivalent Fare i N ) CHNG FEE APPLY /REFUND FEE APPLY /NO Payment Details
Taxes SGD 64.20 Endorsement/Restrictions SHOW FEE APPLY 32304646 CTCE
TOTAL 5GD 412.20 TEST//TEST.COM-SARAH TEST Fare: 348.00 SGD Form of Payment 1:  CASH 412.20 SGD
Restrictions CHNG FEE APPLY /REFUND FEE APPLY /NO SHOW
Tax: L7 10.80 SGD FEE APPLY 32304646 CTCE

oP 8.00 SGD TESTITEST.COM-SARAH TEST



.... VIEW ORDER DETAILS

Unticketed Booking

Passenger Details:

#PAX NAME

1 MR TEST ADT

Ticketed Booking

Passenger Details:

#PAX NAME

1 MR TEST ADT

TYPE

Adult

TYPE

Aduit

DATE OF BIRTH

10-12-1920

DATE OF BIRTH

10-12-1950

Fare breakdown and fare rules can be viewed again

© Fare Breakdown “ < Fare Rules “ D Order History H =~ Refresh “ B share Booking “ & Send Itinerary “ L, Seats l

FREQUENT FLYER DOCUMENT ID SERVICES ONS

Send Itinerary: Send itinerary to agent which can be
forwarded to pax

© Fare Breakdown “ < Fare Rules “ D Order History “ & Refresh H Bshare Booking l = Email eTicket “ L, Seats l

FREQUENT FLYER DOCUMENT ID SERVICES NS

os [ o= [o=]

Email eTicket: Resend eTicket to agent



OOKINGS
ARY

Booking Details:

Order ID: SQ50361D2312218

Imported PNR: No

Booking Date: 21 December 2023

@ Price Guarantee Time Limit : 25 December 2023 00:00
@ Ticketing Time Limit: 18 February 2024 23:00

Agent Email Address: AGENT@TEST.COM

Passenger Details: l © Fare Breakdown “ < Fare Rules “ 'S Order History H 7 Refresh “ EShare Booking l‘m
7
e For unticketed bookings, you can email a copy of the itinerary which can Wn ACTIONS
1 then be forwarded to pax ASSIST REQUE _
NDLY DECK Email * g
2 e Agent email entered in booking Sklect... v ‘
* Agent’s A360 registered email S -g!
Mask Fares [ )
’ Option to mask fares regardless of fare type booked ‘w
* Taxes will still be displayed



OOKINGS
ARY

You will receive an email from agent 360@singaporeair.com.sg

AGENT 360 Itinerary - 630EST

€y Reply % Reply All —> Forward [T R

agent_360@singaporeair.com.sg

To ) Agent_360 Thu 21/12/2023 12:30 pm

@ If there are problems with how this message is displayed, click here to view it in a web browser.

tinerary - .p
A SIA Tt MR ADT ADT.pdf -
we ] 36 KB

CAUTION ! External Email. Do not click on links or open files if unsure of sender.

SINGAPORE AIRLINES LIMITED

Dear Sir/Madam,

Attached in this email is the voucher details for your booking.
Please verify that your booking is correct.

For enguiries and changes in travel plans, please contact the nearest SIA office. Details are available at singaporeair.com.
To ensure that your flight departs on-time, please check-in early:
With Baggage: 2.5 hours before departure

No Baggage: 1.5 hours before departure

Note that all SIA flights departing from Singapore will stop acceptance of passengers for check-in at 40 minutes to departure time. To access check-in
closure times for other countries, please click here.

Itinerary attached as .pdf

SINGAPORE AIRLINES LIMITED

ADT | ADT MR
SQ Booking Reference: 630EST

Flight Details

SQ 710 Operated by SQ

Economy Flexi (E)

From : Singapore (SIN-Changi Intl) Terminal: 2 Depart:  Sun, 31 Mar 2024 , 12:50 Status: Confirmed

To: Bangkok (BKK-Suvarnabhumi Intl) Terminal: NIA  Arrive:  Sun, 31 Mar 2024 , 14:20 Stopovers: 0

Payment Details

Fare:

Tax: L7 10.80 S5GD
oP 8.00 SGD
SG 43.40 SGD
E7 1.40 SGD
G8 0.60 SGD

Total:

Fares have been masked in this example


mailto:agent_360@singaporeair.com.sg

TICKETED BOOKINGS
. . - RESEND ETICKET

Booking Details:

Order 1D: 5Q

Imported PNR: No

Booking Date: 28 June 2022

Endorsement Text: NO CHNG FEE /REFUND FEE APPLY /NO SHOW FEE APPLY

#PAX NAME TYPE DATE OF BIRTH FREQUENT FLYER DOCUMENT ID SERVICES WMI’IONS

MR AGENT FRIENDLY Adult 03-06-2003 i =

Once tickets are issued, SQ will send an e-ticket to the agent and pax emails in the
booking. You can resend eTickets on AGENT 360 by clicking “Email eTicket” on Order

Details page. n

Select between the following emails as the recipient email Email *
1. Agent’s registered AGENT 360 email

. . . Select..
2. Agent email entered in booking
In the first eTicket sent out after issuance, only IT fares are masked Send 4 Mask E-Ticket Fares [
In the resent eTicket sent on AGENT 360 you have the option to mask fares regardless ~
of fare type booked W

* Taxes will still be displayed



TICKETED BOOKINGS
- RESEND ETICKET

You will receive an email from agent 360@singaporeair.com.sg

AGENT 360 E-ticket - 630EST
. . Repl %5 Reply All F d
agent_360@singaporeair.com.sg © | © Reply | € Reply 7 Forver e
To Agent_360
@ If there are problems with how this message is displayed, click here to view it in a web browser.

o SIA E-ticket - 618 2445799396, pdf
PDF b
= 38KB

CAUTION ! External Email. Do not click on links or open files if unsure of sender,

Thu 12/21/2023 12:38 PM

SINGAPORE AIRLINES LIMITED

Dear Sir/Madam,

Attached in this email is the Electronic Ticket Receipt for your booking.
Please verify that your booking is correct.

For enquiries and changes in travel plans, please contact the nearest SIA office. Details are available at singaporeair.com.
To ensure that your flight departs on-time, please check-in early:
with Baggage: 2.5 hours before departure

No Baggage: 1.5 hours before departure

Note that all SIA flights departing from Singapore will stop acceptance of passengers for check-in at 40 minutes to departure time. To access check-in
closure times for other countries, please click here.

Check-in online is available from 48 hours to 1.5 hours before departure. To access check-in online feature, please click here.
Print your boarding pass now in the comfort of your own home or office. To learn more, please click here.
Enjoy special privileges and discounts with your boarding pass within 30 days of your travel date.

To know more, please click on this URL:
http://'www.singaporeair.com/boardingpass

E-ticket attached as .pdf

SINGAPORE AIRLINES LIMITED

Electronic Ticket Receipt: 618 2445799396

ADT | ADT MR
50Q Booking Reference: 630EST

Flight Details
Ticket Number: 618 2445799396

Date of lssue: 21 Dec 2023

Flace of Issue: Singapore Airlines
123 GO TRAVEL PTE LTD
Changi, Singapore (SIN-Changi)

5Q 710 Operated by SQ

Economy Flexi (E)

From : Singapore (SIN-Changi Intl) Termina: 2

To: Bangkok (BKK-Suvamabhumi Intl) Terminal:  NIA

Depart:  Sun, 31 Mar 2024 , 12:50 Status: Confirmed

Arrive: Sun, 31 Mar 2024 , 14:20 Swopovers: 0

Payment Details

Baggage Allowance: 30 Kg

Eare: - Form of Payment
Tax: L7 10.80 Sco Restrictions:

oP B.00 SGD

56 43.40 SGD

E7 1.40 SGD

G8 0.60 S5GD
Total: -

Fares have been masked in this example

cash

NO CHNG FEE IREFUND FEE APPLY INO SHOW FEE APPLY
32301242 CTCE AGENT..360//SINGAPOREAIR.COM.SG


mailto:agent_360@singaporeair.com.sg

.... VIEW ORDER DETAILS

Contact Details:

PASSENGER

MS LIM CHERRY LIM

Itinerary Details:

FROM
Singapore, Singapore (SIN)

$Q620

Order Details:

ORDER ITEM

Payment History:

= PAYMENT TYPE

1 BSP

LEAVES

31 Jan 2024 08:25

PASSENGER NAME

MS LIM CHERRY LIM

PHONE

(MOBILE/CTCM) 93-1111111

TO ARRIVES

Osaka, Japan (KIX)

31 Jan 2024 15:40

OPERATED BY

5

Click Transaction ID to view eTicket

SERVICE NAME

Flight Ticket

AMOUNT

1,205.20 (SGD)

TRANSACTION ID

6182445806569

Y

TRANSACTION COMMENTS

Flight Booking-6A5MX8

EMAIL

(CTCE) SARAH@TEST.COM

CLASS RBD CODE STATUS CODE FBC

Economy Flexi E HK E125G0O

Airline PNR: 6A5MX8 ~

TRANSACTION STATUS

PRICE

1,205.20 (SGD)

CREATED

22-12-2023 16:04



%.0. BOOKING TRANSACTION STATUS

Order Details:

ORDER ITEM PASSENGER NAME

1 MS LIM CHERRY LIM

Airline PNR: 6A5MX8 -

SERVICE NAME TRANSACTION ID TRANSACTION STATUS PRICE
Flight Ticket 6182445805569 1,205.20 (SGD)

Transaction Status What it means

Hold
Cancelled
Reshop on hold - UNTKT

Confirm

Void

Refunded

Reshop on hold - TKT

Void/Cancelled

Tickets have not been issued yet
Unticketed booking is cancelled

Unticketed booking with changes made (e.g. change date, itinerary)
Tickets have not been issued yet

Tickets are issued
Ticketed booking voided within same BSP day
Ticketed booking refunded (after 1 BSP day)

Ticketed booking with changes made (e.g. change date, itinerary)
Tickets have not been re-issued yet

Booking has been cancelled outside of AGENT 360
* As AGENT 360 has no visibility on whether it was a cancellation/void/refund,
status displays as void/cancelled



.... SPLIT PNR

Split PNR Passenger Information

NAME
MR MURUDDIM SELAMAT

MR ADAM KEET

Agents can Split PNR for unticketed / ticketed bookings with multiple pax
and continue to service bookings as separate PNRs after splitting.

Select the passenger(s) to split into a separate PNR for. Selected names will
be in the booking with the same original PNR. This is will be recorded as
the Parent order ID.




.... SPLIT PNR — PARENT PNR

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

Passenger Details:

#PAX

Contact Details:

PASSENGER

Itinerary Details:

COrder Details:

Payment History:

£l

MNAME

MR ADAM KEET

FPAYMENT TYPE

BsP

BSP

BSP

Adult

DATE OF BIRTH FREQUENT FLYER DOCUMENT 1D SERVICES ACTIONS

FPHONE EMAIL

[(MOBILE/CTCM) 65-28283888 [CTCE) HA
|CT

Original PNR is the PARENT booking
Associated CHILD booking order ID is also displayed W

Airline PNR: 5TZTS4 +

AMOUNT TRAMSACTION COMMENTS CREATED
31880 (3GD) Flight Booking-57ZT4 18-11-2020 10:40
1063.40 (5G0) Reizzus ADC 18-11-2020 11:01

=

E31.70 (5GD) divide booking - refund-57ZT54 18-11-2020 11:12



.... SPLIT PNR - CHILD PNR

Parent Order ID: 5Q2022D2011185
Order ID: 5Q2023D2011185 w
Booking Date: 18 November 2020
Agent Email Address: AGENT_EMAIL@TEST.COM

Passenger Details:

#PAX NAME TYPE DATE OF BIRTH FREQUENT FLYER DOCUMENT ID SERVICES ACTIONS
MR NURUDDIN SELAMAT Adult 16-10-1992 %
Contact Details:
PASSENGER PHOME EMAIL
MR MURUDDIN SELAMAT [MOBILE/CTCM) 65-35835283 [CTCE) HARDACCEPT@SOTESTEMAIL S5
[CTCE) AGENT.EMAILATEST.COM

Itinerary Details: v
Child’s booking will have a New PNR

Order Details: . . . . Airline PNR: 58APOYV v
Associated PARENT booking Order ID is also displayed

Payment History:

2 PAYMENT TYPE AMOUNT TRANSACTION COMMENTS CREATED
BSP 531.70 (36D} Divide bocking - Mew Order ID -38AROY 13-11-2020 11:12



.... FLIGHT SCHEDULE CHANGES

When there is a schedule change, SQ will

Recent Schedule Changes send a notification to pax and agent
5Q10082D2211285 6JDGGN Flight Cancelled (Booking Cancelled By Situation) Order Effected Please Contact Your Local Station For More Details ema | IS in bOO kl ng,
SQ10082D221128S5 6JDGGN Flight Cancelled (Bocking Cancelled By Situation) Order Effected Please Contact Your Local Station For More Details
SQ10082D2211285 6JDGGN Flight Cancelled (Booking Cancelled By Situation) Order Effected Please Contact Your Local Station For More Details On AG E NT 360' SChed UIe Cha nges are
summarised on AGENT 360 Dashboard
SQ10082D221128S8 6JDGGN Flight Cancelled (Booking Cancelled By Situation) Order Effected Please Contact Your Local Station For More Detalls . .
and affected bookings will show an
indicator.
SQ6538D2259S | 6MPIH5 ~ WTSTRAVEL MR ONE/TEST Alex 09-05-2022  10-05-2022 BSP SGD 5,947.20 No Details
A & TOURS PTE mathew (16:30)
LTD
Itinerary Details: -~
FROM LEAVES 1o ARRIVES OPERATED BY Qrss $20 COOE STATUS
Sergapode, Sndapiie (SIN Ot 2027 1725 T 3pan (SN 0% Now 2027 0000 A 2o Loe 2 m
0630 w
Q638
Flight Status

* In most cases, pax will be reaccommodated to a new flight which will be displayed on AGENT 360 with status "HK"
* Ifflight is cancelled and pax was unable to be reaccommodated to a new flight, original flight status will be displayed on
AGENT 360 with status "UN". Please approach your local Station for offline re-booking.



© WARNING: ORDER HAS BEEN CHANGED BY THE AIRLINE. ACCEPT, CANCEL OR CHOOSE ALTERNATIVES BEFORE FURTHER UPDATES

Itinerary Details:

FROM LEAVES TO ARRIVES OFPERATED BY CLASS RBD CODE STATUS CODE
»)0 Singapore, Singapore (SIN) 20 Apr 2024 18:55 Kuala Lumpur, Malaysia (KUL) 20 Apr 2024 19:55 5Q Economy Standard w K

sQ126

Reshop
Ggents can self re-accommodate flights that have been disrupted instead of seeking m-m
assistance from your local SQ office. w

When an involuntary schedule change occurs, agents have 3 options:
1. Accept change - Itinerary will be updated to new flights

2. Reissue without penalties

3. Refund without penalties

Booking can continue to be serviced after one of these options are selected. J




- -
P e i oo o ArrErreesreonennn’s —
RS —
2
B e L T N S
B ..

e b Y ey

'l
|
|
| A5 % AL
e tiat il
7\-».\'!1‘.';\'**
LRAMR R
¥




BOOKING REPORT

Booking Report

M Dashboard
Q Shopping <

2 Order Management

Booking Report

»  Orders
Search by date 1ATA NUMBER CORPORATE BOOKING
O
2022-01-01 — 2022-03-31 » Select... .
& Accounting <
Pownioad Report m
Filters
° Date BOOKED DATE IMPORTED PNR CORP BOOKING CORP ACCESS CODE CORP ID TICKET DETAILS

* Corporate booking (if Corp ID was entered in booking)

20 January 2022 14:36 MO NO

IATA number 10 January 2022 15119 NO N0

EMD Report I

W SUpPIng <

BY Order Management ~

EMD Report

»  Orders
b  Reports Search by date ORDER REFERENCE
b  Report 2021-09-01 — 20211112 %
# Accounting ¢ Download Report ‘
Filters ' '
° Date L CURRENCY STATUS USER ISSUED DATE PASSENGER NAME
* OrderlID | e _ - _ ) , )
010 SGD Open ashrina.hoondal@singaporeair.com.sg 08 Sep 202 YES

T Y o T - B T L 1



.... TICKET REPORT

# Dashboard

Q Shopping > B Bookings £ EML = Ticket
& Order Management )
Ticket Report
v Orders
Ticket Date Departure Date PNR
» Reporis -
b ErEes 2023-05-01 — 2023-05-10 X Start Date — End Date
» EMD
Status REGION
+  Ticket
Sele [0 CORPORATE BOOKING [ FINANCIAL REPORT
i >
& Setup Configuration k4 F|Ite rs
° Ticket issue date BOOKED PAYMENT  DEPARTURE CORP CORP ACCESS CORP  IMPORTED
STATUS DATE TYPE DATE DOMESTIC/INTERNATIONAL BOOKING  CODE D PNR SERVICING
* Departure date _
Open 06 Apr 2023 BSP Card 02 May 2023 International YES NWM MO Open
° PNR 16:39:00
. IATA number Open 05 May 2023 BSP 08 Jul 2023 Domestic NO YES W
18:54:43
* Corporate booking (if Corp ID was entered in booking)
Open 05 May 2023 ESP 08 Jul 2023 Domestic . . Open
185443 Indicator for imported PNRs

and the type of servicing

é Coming soon:
\ User and Team information in Reports
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.... CROSS-CHANNEL SERVICING

IMPORT PNR

Continue to service NDC bookings made outside of AGENT 360
by importing the PNR using this tool.

After a PNR is imported, you will be able to service or add
ancillaries to the booking.

PMR to be imported *

IATA Mumber *

Please note:
The PNR should have the Segment Details included
The PMR should have Price Quote detsils and Form of Payment included

The PNR should include all relevant details (e.g. Name, DOB, Pax Contact Info)

AGENT 360 allows travel agents who make NDC bookings
outside AGENT 360 to import and service them based on
AGENT 360’s servicing capabilities

Once transacted in AGENT 360, the updates will reflect in
the agent’s original ticketing system only if the platform
allows this capability. This is not managed by A360 and is at

the discretion of the NDC provider



’.’. CROSS-CHANNEL SERVICING

When performing Cross-Channel Servicing, please note the following details:

1. Agents can import any ticketed NDC PNR into AGENT 360 issued and settled (e.g. BSP Cash, BSP Card, IATA EasyPay,
or Direct CC)
2. Once PNR is imported it can be serviced based on AGENT 360’s servicing capabilities
* Refund
 Reissuance / Revalidation
«  Split PNR

e Add ancillaries

Not supported for Cross-Channel Servicing:

* Unticketed bookings

* Void Booking — Bookings can only be voided in the original platform it was created on



CROSS-CHANNEL SERVICING

Import PNR

Continue to service ND( kings made outside of AGENT 360 by importing the PNR

After a PNR is imported, you will be able to service or add ancillaries to the booking. 1. Go to Order Management
2. Select Orders,

Agents will need to enter the following 3.
details PNR to be imported * Pax last name *

Select Import PNR

i N DC P N R Six-character booking reference Enter Pax Last Name
* Last name
* IATA number

IATA Number used in this PNR *

Select...
A360 will validate if these 3 fields match o
ote:
+ The PNR should
m of payment
. should e all relevant pax g. Name, DOB, Pax Contact Info)
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SINGAPORE
AIRLINES

Under Accounting System, agents can link AGENT 360 with their agency
accounting systems to automatically download AGENT 360 transaction
files

A Dashboard

Q, shopping >

W= Offer Management >

How does the sync work?

& Order Management

@ Accounting

* For each transaction that occurs for a PNR (e.g. issue, reissue, pay for

» My Transactions

» Accounting System ancillaries), transaction information is captured and stored into a file

& Participant

Tedious for agencies to download each PNR's transaction file one by

& Setup Configuration

W5 Supplier >

one and feed it into their accounting system

2 Support >

Hence, A360 developed a way for agencies to easily sync transaction

files directly to agency accounting systems whenever a transaction

happens

Transactions

R ﬂ'\ Agency Accounting
System




SYNC WITH AGENCY

.... ACCOUNTING SYSTEM

How to set-up the sync?
Agents will need to download and complete a file set-up to link

AGENT 360 with their accounting system Please reach out to Sarah and Emilie for any interested

€ stations can email agent360_support to help request for a unique agents who want to test the .JAR and .AIR file

Queue Number

*  Specify IATA(s) that the agent would like to sync

e.g. If 2 IATAs are specified, transactions made under both IATAs will be

synced to agency accounting system & Accounting System Interface — Download JAR file

& Accounting System Interface — Download AIR file

@ Download appropriate set-up file based on what programme

agency haS access to |#:| ONE Order Accounting - O X
l Connect

* If agency has access to Java = download .jar file setup

* If agency has access to AdobeAIR = download .air file setup \ Queue Number

Destination Folder

g Input Queue number and destination folder for transaction files
to download into and Connect.
Transaction files will now auto-download into the destination

folder which can be fed into accounting system
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SUBAGENT-CO A
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* AGENT 360 supports a subagent-consolidator delegation flow within the agency
* Consolidator can set-up a team to invite subagent users to register under their Master account

ABC International Tours

IATA 1

Master A

Consolidator

Team 2

Team 1

Consolidator
IATA 1

Subagent
IATA 1

User C > User F
Delegate booking to

consolidator to ticket



THINGS TO NOTE WHEN

.... ONBOARDING SUBAGENTS

* Consolidator should not register subagent’s TIDS code as the PSAA should be accepted on an entity level
* Instead, the consolidator should grant the subagent team access to their IATA and set access controls to limit their booking portal functions
* Subagents can only use 1 consolidator as only 1 email address can be used to register on AGENT 360

Grant access to consolidator IATA Do not register Subagent’s TIDS code

ABC International Tours ABC International Tours

IATA 1 IATA 1, TIDS 2

Master A Master A

Team 1 Team 2 Team 1 Team 2

Subagent Consolidator Subagent Consolidator
IATA 1 IATA 1 IATA 1, TIDS 2 IATA 1

User C User F User C User F
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%.0. SETTING ACCESS CONTROLS

* By default, all users in the agency will get access to all booking portal functionality (e.g. book, issue etc.)
* Master can see all agency transactions
* Admin can see team transactions
* User can see individual transactions only

* Master can set access controls to determine what booking portal functionality to grant a user / admin under
Setup Configuration > Access Controls

* Click Add to create an access control role and decide what functionality the role can do

SINGAPORE > Q
AIRLINES

4 Dashboard
Access control

Q, Shopping >

@ Order Management > Role Name

Reset
@ Accounting > -

& Setup Configuration

» Access Controls

By default, only the Master will see this section



.... SETTING ACCESS CONTROLS

Roles & Permissions

Role name

Step 1: Give the access control role a name

Manage Booking

[ Create and Assign Role [J Book and Hold L] 1ssue L] Cancel

[ Reshop ticketed bookings [J Reshop and hold [J Confirm Reissue for reshop and hold ] Reshop with immediate payment
] Manual Reprice ] Void O Refund O Ancillaries: Seat

] Ancillaries: Bags ] Ancillaries: Meal O SSR [ Resend E-Ticket

C1 Split PNR

Step 2: Agent should select the functions they want the role to have access to and Submit
* Selecting the function will display the relevant button for that functionality and vice versa



SETTING ACCESS CONTROLS-
. . CREATE BOOKING

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

[ Create and Assign Role I Book and Hold I [ 1ssue [J cancel

O Reshop ticketed bookings O Reshop and hold [J Confirm Reissue for reshop and hold [J Reshop with immediate payment

C] Manual Reprice O Void O Refund O Ancillaries: Seat

O Ancillaries: Bags O Ancillaries: Meal O ssr O Resend E-Ticket

_J Split PNR
e Users can book and hold an unticketed booking * Book and Hold ticket button is hidden

* Users can only price fares

Contact details

Primary contact *

Mr Agent Friendly

Primary contact number *

Mobile ~ Singapore (+85) ~ 123456

Add another contact number

Passenger email address * This email address is used to notify passengers in the event of fiight or schedule changes

Sarah@test.com

Agent email address * This email address

Sarah@test.com

Free-Text/Remarks

hi

Back Book and Hold ticket



SETTING ACCESS CONTROLS -

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

[ Create and Assign Role [0 Book and Hold Issue [ cancel

[J Reshop ticketed bookings [J Reshop and hold [J Confirm Reissue for reshop and hold [J Reshop with immediate payment
) Manual Reprice O void O Refund O Ancillaries: Seat

O Ancillaries: Bags O Ancillaries: Meal O ssr O Resend E-Ticket

O Split PNR

If Issue is disabled

* Users can issue an unticketed booking * Issue button is hidden

Order Details: Airline PNR: BWTHE7 ~

ORDER ITEM PASSENGER NAME SERVICE NAME TRANSACTION ID TRANSACTION STATUS PRICE

1 MS JENNIE KIM Flight Ticket m 538.20 (SGD)

# PAYMENT TYPE AMOUNT TRANSACTION COMMENT S CREATED

NIA NIA NIA N/A N/A

1

|
|
|
[
[
[
|
|
|
|
|
|
|
|
|
[
[
[
|
|
|
|
|
|
|
Payment History: }
[
[
[
|
|
|
|
|
|
|
|
|
[
[
[
|
|
|
|
|
|
|
|
|
[



SETTING ACCESS CONTROLS -

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

O Create and Assign Role [C) Book and Hold O 1ssue Cancel

[0 Reshop ticketed bookings [JJ Reshop and hold [J confinm Reissue for reshop and hold [J Reshop with immediate payment
) Manual Reprice C Void O Refund O Ancillaries: Seat

) Ancillaries: Bags CJ Ancillaries: Meal O ssR [J Resend E-Ticket

O Split PNR

* Users can cancel an unticketed booking — this will release the inventory held

Order Details:

ORDER ITEM PASSENGER NAME SERVICE NAME TRANSACTION ID TRANSACTION STATUS

1 MS JENNIE KIM Flight Ticket m

Payment History:
# PAYMENT TYPE AMOUNT TRANSACTION COMMENTS

NIA N/A NIA NIA

Alrling PNR: BWTHE7 ~

PRICE

538.20 (SGD)

CREATED

]

NIA

If Cancel is disabled

Cancel button is hidden



SETTING ACCESS CONTROLS -

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

[ Create and Assign Role [J Book and Hold
Reshop ticketed bookings [J Reshop and hold
) Manual Reprice O void

) Ancillaries: Bags ) Ancillaries: Meal
] Split PNR

* Users can reshop / modify a ticketed booking

Order Details:

ORDER ITEM PASSENGER NAME SERVICE NAME

1 MR TEST TEST Flight Ticket

Payment History:

# PAYMENT TYPE AMOUNT

1 BSP 48,690.00 (JPY)

[ Issue

[J Confirm Reissue for reshop and hold

O Refund

O ssr

TRANSACTION ID

6152442469049

TRANSACTION COMMENTS

Flight Booking-62CMXE

[J cancel
[J Reshop with immediate payment
O Ancillaries: Seat

[ Resend E-Ticket

TRANSACTION STATUS

Airline PNR: 62CMXE ~

PRICE

48,690.00 (JPY)

CREATED

14-07-2023 10:44

1

If Reshop is disabled

Reshop button is hidden
for ticketed bookings



SETTING ACCESS CONTROLS -

.... RESHOP ON HOLD

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

[ Create and Assign Role [J Book and Hold O 1ssue O cancel

[ Reshop ticketed bookings Reshopand hold [J Confirm Reissue for reshop and hold [J Reshop with immediate payment
] Manual Reprice O Void O Refund O Ancillaries: Seat

O Ancillaries: Bags ] Ancillaries: Meal O ssr O Resend E-Ticket

O split PNR

* Users can reshop / modify an unticketed booking

If Reshop On Hold is disabled

* Cannot reshop unticketed

booking
Order Details: Airline PNR: 6ETEBU »
ORDER ITEM PASSENGER NAME SERVICE NAME TRANSACTION ID TRANSACTION STATUS PRICE
1 MR TEST TEST Flight Ticket m 339.40 (3GD)

Payment History:

# PAYMENT TYPE AMOUNT TRANSACTION COMMENTS CREATED

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




SETTING ACCESS CONTROLS -

.... CONFIRM REISSUE FOR RESHOP ON HOLD

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

[ Create and Assign Role ] Book and Hold [ 1ssue [J cancel

[ Reshop ticketed bookings [ Reshop and hold Confirm Reissue for reshop and hold [J Reshop with immediate payment
(] Manual Reprice O Void O Refund O Ancillaries: Seat

O Ancillaries: Bags O Ancillaries: Meal O ssR O Resend E-Ticket

Ol Split PNR

If agent reshops a ticketed booking and select “reshop and hold” for deferred payment, they will need to confirm reissuance by making payment

2 rion prce Order Details: Airing PR 5TSSY3 ~

New Offer Details ORDER ITEM PASSENGER NAME SERVICE NAME TRANSACTION ID TRANSACTION STATUS PRICE

1 MR TEST TEST Flight Ticket Reshop On Hold - TKT 184.00 (SGD)

SIN BKK same
2 MR TEST TEST Ancillary: Reshop Penalty m 130.00 (SGD)
o710 oa3s
'WEDNESDAY WEDNESDAY © Duration Stops.
31 AUG 2022 31 AUG 2022 2 hrs 25 mins Non-stop
ALTY
Payment History:
FOTAL DIFFERENCE
# PAYMENT TYPE AMOUNT TRANSACTION COMMENTS CREATED
- 1 BSP 960.00 (SGD) Flight Booking-5TSSY3 08-05-2023 11:33
Back

If Confirm Reissue for reshop and hold is disabled

* Cannot make payment after agent reshop a ticketed booking with deferred payment



TTING ACCESS CONTROLS -

SETTI
.... RESHOP WITH IMMEDIATE PAYMENT

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

[ Create and Assign Role [ Book and Hold [J 1ssue [J Cancel

[ Reshopticketed bookings [ Reshop and hold [J confirm Reissue for reshop and hold I Reshop with immediate payment I
] Manual Reprice 1 void O Refund O Ancillaries: Seat

O Ancillaries: Bags O] Ancillaries: Meal O SSR O Resend E-Ticket

O split PNR

I Reshop with immediate payment is enabled f Reshop with immediate payment s

Agent can click Confirm to reshop ticketed booking and pay immediately disabled

1 Flight Details 2 Flight Price 3 Reshop Details

New Offer Details

* Cannot reshop with immediate payment

Flight Aircraft @ Class/Fare type
Class : Economy Flexi
50712 Fare Types : E
SIN BKK
16:00 17:25 B
TUESDAY TUESDAY © Duration Stops
22AUG 2023 22AUG 2023 2 hrs 25 mins Non-stop
PENALTY JPY 3,200.00
TOTAL DIFFERENCE JPY 11.300.00

Free-Text/Remarks

Reshop and Hold



SETTING ACCESS CONTROLS -

.... MANUAL REPRICE

Step 2: Agent should select the functions they want the role to have access to

Manage Booking
[ Create and Assign Role [J Book and Hold [ 1ssue [J Cancel

[J Reshop ticketed bookings [J Reshop and hold ) Confirm Reissue for reshop and hold L] Reshop with immediate payment

Manual Reprice O Void [ Refund O Ancillaries: Seat

O Ancillaries: Bags O Ancillaries: Meal O s8R [ Resend E-Ticket
O] Split PNR
Agent can manually reprice bookings on hold which will generate a new TST « Cannot manual reprice
Order Details: Airline PNR: 6KBWVJ ~
'ORDER ITEM PASSENGER NAME SERVICE NAME TRANSACTION ID TRANSACTION STATUS PRICE (5GD)
1 MR TEST TEST Flight ticket [ hod | 376.40

Payment History:

# PAYMENT TYPE AMOUNT TRANSACTION COMMENTS CREATED

N/A M/A N/A N/A N/A

Manual Reprice



SETTING ACCESS CONTROLS -

.... VOID / REFUND

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

O create and Assign Role [ Book and Hold [J I1ssue O cancel
O Reshopticketed bookings [ Reshop and hold [ confirm Reissue for reshop and hold [J Reshop with immediate payment
O Manual Reprice Void Refund O Ancillaries: Seat
O Ancillaries: Bags O Ancillaries: Meal O ssr O Resend E-Ticket
O Split PNR
If Void / Refund is disabled
Order Details: Alrling PNR 546YP8 ~
ORDER ITEM PASSENGER NAME SERVICE NAME TRANSACTION ID TRANSACTION STATUS PRICE . .
* Cannot perform void and refund respectively
1 MR TEST TEST Flight Ticket 6182442514107 412,20 (SGD)

Payment History:

# PAYMENT TYPE AMOUNT TRANSACTION COMMENTS CREATED
1 BSP 412.20 (SGD) Flight Booking-546YP6 20-07-2023 19:53
Void Reshop
Payment History:
# PAYMENT TYPE AMOUNT TRANSACTION COMMENTS CREATED
1 BSP 48,690.00 (JPY) Flight Booking-62CMXE 14-07-2023 10:44

e



SETTING ACCESS CONTROLS -
. . ANCILLARIES

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

O create and Assign Role [ Book and Hold [J 1ssue J cancel
[ Reshop ticketed bookings [ Reshop and hold [J Confirm Reissue for reshop and hold [J Reshop with immediate payment
] Manual Reprice O Void ) Refund Ancillaries: Seat
Ancillaries: Bags Ancillaries: Meal SSR [ Resend E-Ticket
O Split PNR
IfSeat/XBAG / SSR / Meal s enabled
Passenger Details: © Fare Breakdown H <~ Fare Rules “D Order History H £ Refresh H Eshare Booking H &= Email eTicket [ L, Seats
#PAX NAME TYPE DATEOFBIRTH FREQUENTFLYER DOCUMENTID SERVICES ACTIONS

1 MR TEST TEST Adult 12-12-1990 - ) _
SIN-KUL  Ancillary: EXCESS BAGGAGE WEIGHT | TTL 5KG Ancillary: Reshop penalty

Special Service
* Respective buttons will show XBAG Requests (e.g. WCHR) Meals

* Paid ancillaries (Seats, XBAG) cannot be held and need to be paid for immediately

If Seat / XBAG / SSR / Meal is disabled

* Respective buttons are hidden



Step 2: Agent should select the functions they want the role to have access to

Manage Booking

O Create and Assign Role [ Book and Hold O 1ssue O cancel

) Reshop ticketed bookings O Reshop and hold [J Confirm Reissue for reshop and hold [J Reshop with immediate payment
O Manual Reprice O wvoid O Refund O Ancillaries: Seat

O Ancillaries: Bags O Ancillaries: Meal O 8SR Resend E-Ticket

Split PNR

If Split PNR / Resend e-ticket is disabled

* Agent can split unticketed and ticketed PNRs with more than 1 pax

* Respective buttons are hidden

* Agent can resend e-ticket to his own or pax email in the booking

Passenger Details: [ @ Fare Breakdown H <. Fare Rules | = Email eTicket I L, Seats H &£ Refresh ]

HPAX NAME TYPE DATE OF BIRTH FREQUENT FLYER DOCUMENTID SERVICES ACTIONS

1 MR AMY SMITH Adult 12-12-1990 - ow



SUBAGENTS: RECOMMENDED
. . ACCESS CONTROLS

Roles & Permissions

Role name

Subagent

Manage Booking

[ Create and Assign Role Book and Hold
Reshop ticketed bookings Reshop and hold
Manual Reprice J void

1 Ancillaries: Bags Ancillaries: Meal
Split PNR

[ Issue

[J Confirm Reissue for reshop and hold

[ Refund

SSR

For subagents, we recommend setting up a role like this where all functionalities involving payment are

unselected

It is recommended for the Master (consolidator) to create a team for subagents to join as admins/users

Cancel

[l Reshop with immediate payment

O Ancillaries: Seat

Resend E-Ticket



SETTING ACCE

$S CO
. . CREATE AND ASSIG

Step 2: Agent should select the functions they want the role to have access to

Manage Booking

I Create and Assign Role I [J Book and Hold O Issue O cancel
O Reshop ticketed bookings O Reshop and hold [J Confirm Reissue for reshop and hold [J Reshop with immediate payment
O Manual Reprice O void O Refund O Ancillaries: Seat
Tl Ancillaries: Bags O Ancillaries: Meal O ssr [ Resend E-Ticket
O split PNR

SINGAPORE ) Q
AIRLINES

A Dashboard

O

Access control
Q, Shopping >

i Order Management > Role Name
@ Accounting > m

& Setup Configuration

SL.NO ROLE NAME ACTIONS

» Access Controls 1 Role 2 @

r

* Master can delegate some users to help create and assign roles
* Users tagged to this role can access Setup Configuration > Access Controls and help create
/ assign roles within their Team

If Create and Assign Role is
disabled

e Users will not see Setup
Configuration > Access
Controls



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

o~

ACCESS CONTROL ROLE

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




- ¥ TAGGING USERS TO AN ACCESS
. . CONTROL ROLE

Step 1: Click Add to create role

Step 2: Agent to select the functions they want the role to have access to and submit
* Once the role has been created, agent will see a success confirmation

Agent can edit the functions granted to the role after creating the role

SINGAPORE )
AIRLINES J

# Dashboard

Access control

Add
Q  Shopping >
@ Order Management > Role Name
@ Accounting » Agent can still edit the functions
& Setup Configuration granted to the r0|e after Creation
SL.NO ROLE NAME ACTIONS
» Access Controls 1 Subagent v ’
2 Leon @

otal: 2. Page 1 starting on record 1, ending o
Previous - Next Total: 2, Page 1 of 1, starting on record 1, ending on 2

Step 3: Tag / Assign users to the role



TAGGING
C

USERS TO AN ACCESS
ONTROL ROLE

Tag Users to Role

SWP Training Team

[ TestAgain Ash
[ testtes
AGENT360 Superb Team

[1 Sarah Ash
] userb

Please note that only admins/users who have already accessed the booking portal will be displayed here.

If you are unable to find an admin/user, please remind the admin/user to access the booking portal before trying again.

Who can the Master tag?

Only users / admins who have accessed the booking portal before will appear here. As a
best practice, we recommend users/admins to verify they can access the booking portal
access once they are invited to the team

Master will view all users in the agency and can tag anyone in any team to the role
Master will have access to all functions and cannot be assigned a role

Tag Users to Role

SWPF Training Team

Test Again Ash
test tes

Delegate granted access to

create and assign roles

Please note that only admins/users who have already accessed the booking portal will be displayed here

If you are unable to find an admin/user, please remind the admin/user to access the booking portal before trying again

If a user is granted access to create and assign roles, who can they tag?

Can only assign roles to others admins/users in the same team
Users will not be able to change their own assigned role




ACCESS

Subagents can create bookings and share with the consolidator for ticketing

* By default, what bookings an agent can view & service depends on Master / Admin / User role:
* Master: All agency transactions
* Admin: All team transactions
* User: Individual transactions only

* Bookings can be shared within the agency by clicking Share Booking on the order details page

Booking Details:

Order ID: $Q27278D237308

Imported PNR: No

Booking Date: 30 July 2023

@ Price Guarantee Time Limit : 02 August 2023 23:30

© Ticketing Time Limit: 02 August 2023 22:30

Agent Email Address. HARDACCEPT@SQTESTEMAIL.SG

Passenger Details: © Fare Breakdown

l £ Fare Rules l D Order History H & Refresh H BShare Booking l

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

1 MR. TEST TEST Adult 12-12-1992
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.... SHARE BOOKINGS

Booking Details:

Order ID: 3Q27278D237308

Imported PNR: No

Booking Date: 30 July 2023

© Price Guarantee Time Limit : 02 August 2023 23:30

© Ticketing Time Limit- 02 August 2023 22:30

Agent Email Address: HARDACCEPT@SQTESTEMAIL.SG

Passenger Details:

#PAX NAME TYPE

1 MR TEST TEST Adult

By default, agents can view bookings depending on their Master / Admin / User role:
* Master can see all agency transactions
* Admin can see team transactions
* User can see individual transactions only

Bookings can be shared within the agency by clicking Share Booking on the Order
details page

@ Fare Breakdown [ ‘D Order History ” « Refresh ” BShare Booking ]

DATE OF BIRTH FREQUENT FLYER DOCUMENT ID W

12-12-1592

[ < Fare Rules




.... SHARING BOOKINGS

Who can bookings be shared with?
1. Only users who have accessed the booking portal before will appear
here
*  As a best practice, we recommend users/admins verify they can
access the booking portal access once they join the team

2. Bookings can be shared with other users who have access to a common
IATA with the requestor
* Master can share with everyone in the agency
*  We recommend granting the consolidator and subagent teams
access to the booking/ticketing IATA and set up access controls to
limit the subagent’s functions

Select recipients n

Who would you like to share the booking with?

Select the team to share with all users in that team. Please note that
you will enly be able to share with:

- Users who have accessed the booking portal before
- Users who have access to a commaon IATA with you

COnce shared, users will be able to view and service the booking. You
can also uncheck the user to unshare the booking.

Select...

O Team 1

Admin B

ﬁ O UserC
[J Team 2

0 Admin E

[ UserF

ABC International Tours
IATA 1, IATA 2, IATA 3

Master A

Team 1 Team 2

Subagent Consolidator
IATA 1 IATA 1, IATA 3

User C User F

User D

Example 1 — All teams have access to IATA 1

User D creates booking (under IATA 1)
Booking can be shared with everyone in the agency



.... SHARING BOOKINGS

Who can bookings be shared with?

1. Only users who have accessed the booking portal before will appear
here. As a best practice, we recommend users/admins verify they can
access the booking portal access once they join the team

2. Bookings can be shared with other users who have access to a common
IATA with the requestor
* Master can share with everyone in the agency
*  We recommend granting the consolidator and subagent teams
access to the booking/ticketing IATA and set up access controls to
limit the subagent’s functions

Select recipients n

Who would you like to share the booking with?

Select the team to share with all users in that team. Flease note that
you will only be able to share with:

- Users who have accessed the booking portal before
- Users who have access to a common IATA with you

Once shared, users will be able to view and service the booking. You
can also uncheck the user to unshare the booking.

Select...
O TeamA1

Admin B

ﬁ O UsercC

ABC International Tours
IATA 1, IATA 2, IATA 3

Master A

Team 1 Team 2

Subagent Consolidator
IATA 1

User C User F

User D

Example 2 — Teams do not have a common IATA

User D creates booking (under IATA 1)
Booking can be only be shared within Team 1 as Team 2
does not have any common IATAs



’.’. VIEW SHARED BOOKINGS

SINGAPORE > (@]
AIRLINES

* Shared bookings will appear in the recipient’s order management page

4 Dashboard

* You can see which user created the order by referring to “Booked by” ‘ Import PNR ‘
Q, Shopping > * Recipients can view and service the booking with the booking function
capabilities they have access to
i@ Order Management > d Tt Booking Date
i >
@ Accounting AIRLINE BOOKED DATEOF TICKETING PAYMENT IMPORTED
ORDER ID PNR AGENCY PAX NAME BY BOOKING TIME LIMIT TYPE AMOUNT STATUS PNR
& Setup Configuration >
SQ27278D23730S  6KAA7M  World Travel MR UserD  30.07- 02-08- AUD 458.40 No
Design TEST/TEST 2023 2023
(20:00)
SQ27275D23728S  6D3KB7 PT MR AdminB 28 07. 19-08- IDR 4,665,400.00 Reshop No
METANOIA  JAMES/SMITH 2023 2023 On Hold -
TRAVELLO (23:00)
XPRESSINDO
SQ27264D23728S  6BQWDU PT. FLYING MR Admin B 2g.07. - IDR 3,714,400.00 No
VENES TEST/TEST 2023
PERSADA
SQ27261D23728S  6BQ2NC PT. FLYING MR AdminB  28-07- - BSP IDR 3,714,400.00 Void No
VENES TESTS/TEST 2023
PERSADA
SQ27260D23728S  6BOOU4 PT. FLYING MR AdminB  2g07- - BSP IDR 3,714,400.00 No

V 3.15.0 VENES TESTITEST 2023
DEDCAMA



.... SERVICING SHARED BOOKINGS

When servicing, recipients must select an IATA from a drop-down
list of their AGENT 360 registered IATAs:

* Issue

* Reshop

e Add seats

 Add XBAG

* Add special service request
* Add meals

For AGENT 360 bookings, any IATA / TIDS / ARC codes from the
same country can be selected as transactions must be done in
the same currency as the booking currency

For imported bookings, only the booking IATA / TIDS / ARC can
be selected for servicing as AGENT 360 only allows bookings to be
imported and hence serviced by users with access to the
booking/ticketing code

Tot

Tic

Are you sure you want to issue the document?
al price - 458.40 (AUD)

ket price : 458.40 (AUD)

Free-Text/Remarks

Select IATA* Forimported bookings, please select the IATA / TIDS / ARC code that was used to create the booking only

Splect lata Number v

02341323

Regardless of whether agents want to share AGENT 360 or imported booking, we recommend:

Granting the consolidator and subagent teams access to consolidator’s IATA
Set up access controls to limit the subagent’s functions



.... ORDER HISTORY

Booking Details:

Order ID: SQ27279D237308

Imported PNR: Neo

Booking Date: 30 July 2023

Agent Email Address: HARDACCEPT@SQTESTEMAIL.SG

Endorsement Text: SGD200.00 NONREF - CHNG FEE APPLY /REFUND FEE APPLY /NO SHOW FEE APPLY 32304646

Passenger Details: © Fare Breakdown ” <. Fare Rules D) Order History 3 Refresh “ B Share Booking H & Email eTicket “ L, Seats ]

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

1 MR TEST TEST Adult 12-12-1992 -

Order history (o |
HSEREMAIL SERVICE ATA NUMBER * An order history is now visible on the order details page for all bookings
agent360@test.com OrderCreate 32304646 * Email o
* Type of servicing done
ash_admin@test.com AirDoclssus 32304646 * OrderCreate: Booking created
- ordorc —_— * AirDoclssue: Ticket issued
in@test e 1646 e
ash_admin@test.com reernange ? * OrderChange: Reshop / add ancillaries
ash_admin@test.com OrderChange 32304646 *  |ATA number
il




.... SHARE / UNSHARE BOOKINGS

Bookings can be unshared by unselecting the user
Recipients can also help share the booking with other users who meet the following
conditions

* Users who have accessed the booking portal before

* Users who have access to a common IATA with them

Select recipients n

Who would you like to share the booking with?

Se he team to share with all users in that team. Please note that
yo only be able to share with:

- Users who have accessed the booking portal before
- Users who have access to a common IATA with you

Once shared, users will be able to view and service the booking. You
can also uncheck the user to unshare the booking.

O Team1

[J UserC

[0 Team2

[ AdminE

[ UserF




*. SUMMARY

What bookings can All bookings in All bookings in team  Individual bookings Bookings can also be
be viewed / agency only shared within the
serviced? agency across teams
Can set Access Yes Only if Master grants  Only if Master grants

Controls? admin a role that can user a role that can

create/assign roles create/assign roles
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%.D.IN A NUTSHELL

Prime Bookings

Carriers

Fare Types

Payment

L R B el O o

e

One-way

Round-trip

Open-jaw

Multi-city (up to 6 bounds)

SQ
Codeshare Partners
Interline

NDC Fares

Public Fares (e.g. SQTR fares)
Private/Corporate Fares
Promo Fares

FIT (1-9 pax)

ADT, CHD, INF, SEA, STU

PTCs: SEA, STU, B15, OFW, IIT, INN, ITF, ITS, LBR,
LNN, LIF, JCB, JNN, IJNS, JNF, VFR, NTL, MIL, INE, INS

BSP Cash

BSP CC (including UATP)
Direct Credit Card
EasyPay

ARC Cash

ARC CC

Ancillaries

Subagent-
Consolidator Flow

Offline Servicing via

SQ_Assistance

mailbox

i

=alC S ol

Cancel

Void / Refund

Reshop unticketed and ticketed bookings
(single inventory)

Reshop ticketed bookings with deferred /
immediate payment

Manual Reprice

Split unticketed / ticketed PNR
Cross-Channel Servicing (Import PNR)

Chargeable seats

Excess Baggage

Meals (Standard meals)
Special Service Requests

Subagent register under 1 consolidator

Consolidator set-up team for each
subagent

Modify Pax information (e.g. FF number)
Remove ancillary that has been added on
A360 (e.g. selected seat)

Open ticket

This list is non-exhaustive


mailto:sq_assistance@singaporeair.com.sg

ogle

Type of Booking

AGENT
360
Booking

Imported
Booking

SUMMARY OF AGENT 360
SERVICING CAPABILITIES

Manual

Split PNR et

Unticketed Y Y
Y
Ticketed Y Within same
BSP day

Unticketed

Y

- Bookings
N or g must be
Ticketed Y reshoppe voided in
Soeldis original
with deferred
channel

payment

Cancel /
Refund

Y

Cancel

Y
Refund

Reshop
deferred /
immediate

payment

Add Seats Add XBAG

Cannot be imported

Add Meals

pas

Add SSR




*. CONTACT SUPPORT

If Agent have feedback for us for the following:

General feedback or compliments

Agents can reach out to us via the following platform:

Submit via AGENT 360 Feedback form located at the bottom of AGENT 360
website.

AGENT 360 Technical Support

Email: agent360 feedback@singaporeair.com.sg with:

1. Description of issue

2. Email address, IATA number used & PNR (if applicable)
3. Screenshots where applicable

4. Browser version

NDC servicing that cannot be self-serviced via the
AGENT 360 NDC Booking Portal

Email: sq assistance@singaporeair.com.sg or via Station Sales Ops team



mailto:agent360_feedback@singaporeair.com.sg
mailto:sq_assistance@singaporeair.com.sg

THANK YOU!

Please reach out to your local SIA Sales Office
for questions or clarifications.
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