
 Processing Payments   
 

  

 
 

 Page 1 of 4 

Processing Payments 
 
Depending on your market the system may not present every option described in this document.  
 
The Qantas Group Travel website can accept payment in the form of  

• Electronic Funds Transfer (EFT) 

• Electronic Miscellaneous Document (EMD) 

• Credit/Debit Cards (Deposit Only)  
 
The booking must be in the correct stage of its lifecycle before any payments can be processed.  
The traffic light system on the booking will identify this-  
 

 
 

In this example a Deposit has been received (indicated by a green light) but Final Payment has not been 
received (shown by a red light).  
 
 
Making a Payment 
 
To make a payment, retrieve the booking and select ‘Make a Payment’ from the booking drop down menu-  
 

 
 
The page displayed will show an overview of the financials and payments for the booking, outlining all 
payment activity which has occurred so far. The Booking Cost Summary outlines the total amounts 
applicable for the booking and the Booking Payments show what has been paid and any outstanding 
balance.  
 
The user can select which payment option they wish to make payment for; Deposit, Final Payment (once 
balance statement has been sent) or Partial Payment. Some of these options may not be available, 
depending on the status of the booking.  
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Please note that a Final Balance Statement must be sent prior to making Final Payment to ensure the 
correct taxes are collected and permit the user to finalise their booking. 
 
 
Credit or Debit Cards  
 
Credit or debit card is permitted for deposit payments and post ticketing amendments only. 
 
Select ‘Credit or Debit Card’, the Card Type and check the box. Then enter the required card details- 

• Card type  

• Card number  

• Cardholder first name & last name 

• Expiry date 

• Security Number (CVV)  

• Billing information 
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Note- please wait until the credit card transaction has been finalised before closing the browser or moving 
onto another booking. 
 
Where there is a timeout or the browser has been closed before a credit card transaction has been finalised, 
the website will attempt to synchronise the payment. 
 
On retrieving a booking, you may encounter this message- 
 

 
This indicates that the website is resolving differences between the payment portal and the website. 
 
The Qantas Group Travel website validates the provided card information and creates a Qantas EMD.  
The payment portal never stores any credit card information in a persistent format; it is only taken and 
passed directly to the GDS via an SSL secured connection. 
 
Electronic Miscellaneous Document (EMD) 
 
If paying by EMD, simply select the option and enter the EMD number raised in your GDS into the EMD 
Reference box below- 
 

 
The Qantas Group Travel website validates the EMD information and amount, verifying that the EMD is 
unique within the Qantas Group Travel website.  
 
 
Electronic Funds Transfer (EFT) 
 
To pay via Bank Transfer, select ‘Electronic Funds Transfer (EFT)’ as the payment method, and check the 
box to confirm the payment amount and that the money has been deposited by bank transfer. 
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This transaction is then processed by the Qantas Group Sales team, who will acknowledge when the money 
is received. 
It is important to register payment of your bank transfer using this step to ensure the funds are identified and 
allocated to the correct booking within the required deadlines. 


