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Naming & Group Tour Leader

There are two options available to add passenger details including group tour leader information to your
group booking. This can be facilitated either via the Names tab or the Names Spreadsheet.

Names Tab-
This option allows you to enter names progressively as these are collected and save them to the booking
reference.

1. Select the Names tab from the booking level tabs — the below template will appear-
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NaeanTas e

Group Travel Ref: 74016080 / CONFER 10 Adults, 1infont in L PNR

Group Nome : Conferance Group
Agency Ref:  (#)

Created On: 15-May-2023
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Note: ol odditisnl light informetion can only be addd for named possengers.

2. To ensure you are adding names to the correct PNR/s, select the PNR drop down or use the page
numbers at the bottom of the screen to display further pages/PNR’s. The PNR for which you are
adding names is displayed on each line-

You can also change the number of names appearing per page using the page size selection.
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3. Enter the passenger details into the fields as required, noting the below-
e Children should be added as a ‘Child’ regardless of whether a child discount is applicable or not.
Dates of birth are mandatory for children aged 2-11 inclusive.
e Passenger Type ‘Young Adult’ should be used, and dates of birth added for passengers aged
between 12-15 inclusive. GB tax is exempt for departures from the UK for this passenger type in
the economy cabin.

This assists with the correct weight and balance of the aircraft.

Where infants are travelling, you can click on the ‘Infant’ line to drag and drop it under the relevant
adult passenger, where required.
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PNRY Group Leader Type Titls Given Nome(s) Sumama Dats of birth
SUBETY Sally Young 10-0ct-1975

MR o]
- nfan I‘I'.:‘TRI_ Peter Young 04-Jul-2022
i
MR ]
SUBGTY Child hd METR ~ Thomas Young 01-Nov-2018
MSs__ ] — 2
SUBGT79 Young Adult » MISS ~ Georgia Young 05-May-2010
-

Important Note - If a child aged [14] years old or younger is travelling without a parent or legal
guardian, such as travelling as part of a school group, Australian Border Force (ABF) may require
documentation providing consent for the child to travel.

This letter needs to state;
e Child's full name

e Gender

¢ Place and date of birth

e Passport information

e Purpose of the child travelling

e Travel itinerary

o Details of the accompanying adult including full name and passport details

The letter should be signed by the parent/s or legal guardian and witnessed by a public official. The
original letter must be carried by the child and/or accompanying adults and presented on request by
ABF on arrival in, or departure from, Australia

4. To add Advanced Passenger Information (APIS), tick the ‘Edit Advanced Passenger Information
(Optional) box — the below fields will display to add passport details and any redress or known
traveller numbers-

For travel to/from the USA or Canada, this information is mandatory including date of birth. Tickets
will not be able to be issued until this information is added for each passenger and the APIS and
Secure Flight boxes below are green.

Page Size:

O Edinspeciol Service Requests O EdrFroquent Fyer

All service requesTe TeT D PP TCRating. If tickots have boon issued or if your customer has o i not provided in the i please make your request via the Group Sales Team on 13 26 24,
= Spaciol Meal Request. More
= Other spacific raquirsments and special ssrvica requests. Hore

® P ——

. Issued Nationality Residency
Passport Number Passport Expiry Date

Redress. Known Travallar Number Country

5. To add meal or special service requests (including wheelchairs), tick the ‘Edit Special Service
Requests’ box — the below fields will display to enter requests for each passenger as required-
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PNR[ Al PNRs ]
O Edit Advonced Possenger Information [Optional) < E Edit Special Service Raquests > (m
All service requests must be entered prior to ticketing. If tickets have bean issued or if your hos o specific requi not provided in the drop down selection below, please mokea your request via the Group Soles Team on 13 26 24.

« Spaciol Meal Request. Mors
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adult’ and date of birth for each young duit is 10 b entered wh the passanger names far your booking f ensure the correct weight and balance is allacated to an gireraft. For departures from the United Kingdom, the GE 1mx is exempt for this passenger type.
PHRY Group Leader Type Title Given Nomels] Sumame Date of birth
MRS ~ - .
SUBETY Adult ~ Sally Young 10-0ct-1975 &=
Female W
S
Meal | No speciol meal v Special Requesis | Select opfions -

6. To add frequent flyer numbers, tick the ‘Edit Frequent Flyer’ box — the below fields will display to
enter details for each passenger as required.

PNR[ AIlPNRs ~]

(m] Edit Advanced Passanger Information [Dpfional) O Edit Special Sarvice Requests Edit Frequant Fiyer

All sarvice requests must ba enterad prior fo ficksfing. If fickats hove baen issued or if your customer has a specific requirement not provided in tha drop down ssleciion balow, pleass make your reguest via the Group Sales Teom on 13 26 24.
« Spaciol Meal Request. More

« Other specific requirements and special service requests. Hore

Nete: ol cdaitional light informatien can only be added for named passengers.

@ You Must Entar The API Information Bsfore Travel
@ The date of birth for each child nged 2-11 years (inchusive) is mandatory; whether a child fare discount opplies or not. The passenger description 'child and date of birth for each child must be entered when advising the passenger nomes for your booking fo ensure the correct weight ond bolance is allocated fo on sircroft. The passe
ogult’and date of bis young odultis 1obe entared ising the passanger names for your booking 1o ensure the comect waight ond balance is allacated to on airoraft. For departures from the United Kingdom, the GE 1ax is exempt for this passenger type.

PNRY Group Leader Type Title Given Nome(s) ‘Sumame Date of birth APIS Secure Flight

o MRS v N .

5U8G79 Adult v Sally ‘Young 10-0ct-1975 i) [ ] [ |

Female ~
—
Airline | Select airling e Number

7. To select the group tour leader, click on the star next to the name — the below fields will display to
enter the email and phone number to be used in the event of a disrupt-

MRS
5U8G79 Adult W hd Sally Young 10-Oct-1975
Famale hd
email | Email Address Phone Numbar Phone Number

e Group tour leader details are required per PNR, and only 1 passenger per PNR can be allocated
as the group tour leader.

e You can identify the group tour leader, if it has been allocated, for any given PNR by the green
star next to the passenger’s name.

e The group tour leader can be reallocated by clicking the star against any passenger and it will
move to the highlighted passenger.

e If you, as the travel agent, wish to be the point of contact in the event of a disruption, please
enter your agency email and phone number here, ensuring your customer is aware you have
nominated yourself, as the point of contact.

e Should the group not wish to provide the details for a group tour leader, simply do not click on
the star against any passenger. At the point of ticketing, the below pop-up will display asking you
to confirm you do not wish to select a group tour leader, tick the box to continue. This will
register an SSR within the PNR/s that contact information was not provided-

Confirm seated passengers for ticketing on PNR 5USG73
[ Please check the checkbox if you do not wish to select a group leader for this pnr.

8. To save the details, tick the ‘| acknowledge that the information provided is correct’ box and click
‘Submit Passengers’-
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Names can be added progressively as these are collected and saved to the booking reference

Names can be amended in the Names tab prior to ticketing being completed. Once tickets have
been issued, any name changes will need to be actioned using ‘Amend Names’ from the PNR level
drop down menu — refer to Post Ticketing Amendments clue card.

Additional Notes-
e Special Service Requests (including meals) and Frequent Flyer details can be added or
amended after tickets have been issued, up to 24hours prior to the first departure in the booking.
o To add or update these details, use the Names tab and either enter or replace the
details, as required, and click ‘Submit Passengers’.
o A pop-up will display confirming the changes requested, simply click ‘Update’ and the
details will transfer to the GDS.

Update passenger information on the GDS ()

Passenger changes must be written to the GDS
1 Adult 55UMIS Not updated

Important- If the GMA has been sent to the airport/s prior to any special service requests being
added or updated, it will not automatically be resent. Please contact the Group Travel team, who
will assist.

¢ Once ticketing has been completed the APIS and Group Tour Leader fields are locked, and
these details will not be able to be added or edited after this point.

Names Spreadsheet-
For some group types, collating passenger names on a spreadsheet may be easier — or you may wish to
forward to your client to have them complete the template

1. Select the Names tab from the booking level tabs — scroll down and click ‘Download GroupNames
Spreadsheet’.
This will download a spreadsheet you can save locally or send to your customer to complete.
You can also click ‘Email Spreadsheet’ for a link to the template to be emailed to either yourself or
your customer directly.

This spreadsheet must be filled out for each PNR separately, and contains all the fields available
within the names tab.
Instructions can be found on the top of the template.
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2. Once the template has been accurately completed, you then need to upload it into the website.
Click ‘Choose File’ and select the saved template. Once the correct file has been selected, click
‘Upload’ and the template will upload into the Name tab-

Upload Names ‘ Choose File l} h file chosen

These steps will need to be repeated for each PNR within your group booking reference.

Once names have been uploaded, you can update any of the fields as required at any time prior to
ticketing via the names tab.

Download Group Names

Depending on your group size or requirements, you may prefer to review what names have been
added to the group booking reference outside of the website — if required a spreadsheet is
accessible by clicking on ‘Download Group Names’ from the bottom of the names tab-

PNRY_ Group Leader Tyne Titls Given Nomefs] Sumame
“Select-
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N
Infant Famale
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