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Getting your Bearings with AirPRO

AirPRO offers your agency the unique opportunity to earn up front commission on
airline tickets. Accessed through AgentNet, AirPRO lets you book published airfare
online through an easy and fast online booking platform. In this User Guide we will
cover all aspects of the booking platform, from running a search through making
changes and cancelling an airline ticket.

AirPRO Prime’s Key benefits:

Earn up front commission from 57 airlines

Commissions up to 11%

Robust online booking tool easily accessible through AgentNet
All ticketing handled by a third party fulfillment center
Commission is paid twice a month

How Do I Access AirPRO Prime?

You access AirPRO from AgentNet by clicking the “AirPRO” tab on the homepage,
then click “Log In.” You are prompted for a username and password. We emailed
those to you after you successfully completed the registration process for AirPRO.
You can access AirPRO using either Microsoft Explorer version 7 or later or Mozilla
Firefox version 1.5 or later.

Need to register for AirPRO Prime?
Go to http://vcomairpro.com/ and complete the registration form. Once we receive
your registration, we’ll email you a registration packet. You will need to complete the
following steps:

1. Complete the registration paperwork

2. Pay your $199 setup fee

3. Fax your paperwork to Vacation.com for processing
Processing your completed paperwork takes between 3-5 days. We’ll email you upon
completion and send each user their username and password.

Already registered but misplaced your username and password?

Please call us at (800) 843-0733, Monday through Friday 9am-6pm Eastern Time
and we can give you your username and password. Or, from the AirPRO Prime login
screen, click “Forgot Password” to have it emailed to you.




How to use this Guide

We have designed this user guide to help walk you through the booking process in
AirPRO. Be on the lookout for the following helping points as you go:

Blue text directs you to advance to the next step in the process based on your work-
flow. Here’s an example:

If you conducted a “Search by Schedule,” see section 2.1 to continue through your
booking.

That means you should skip ahead to Chapter 2, section 1.

Each chapter starts with a description of the steps in the process that are covered to
help you skip to the appropriate section.

Keep an eye out for these symbols, to highlight key functionality and help you as you
go.

Based on our member’s feedback these are key pointers to help you avoid

i.:.x. Frequently Asked Questions
confusion.

Advanced Functionality
These puzzle pieces highlight more advanced features of the booking plat-
o= form to help you make full use of it.
Pointers

AIrPRO is full of a variety of time saving features, look for the light bulb to
B highlight those features.




1. Getting Started with AirPRO

We think that you will find that AirPRO is a very intuitive air booking solution, but we
also recognize that learning any new platform can be daunting. To help you easily
find your bookings and get you going with AirPRO, we’ve placed a myriad of useful
tools and links right on the homepage.

Use the guide below to learn more about the links on the AirPRO homepage.
1.1 Top Navigation

1.2 Helpful Links

1.3 Right Navigation

1.1 Top Navigation

Home Search for Flights Trawel Resources

Search for Flights (Round Trip)

Leaving Fromi Departing O Arbee Preference:

8221 |5 Anytme W Seiect Aickon # @ seachby lowest Fare O Search by Schedule
Going Tor Raturning Gnt Inchude Mon-Refurdable fares and fares with penaities
beRaa # | Anytme (W8 Ssating Classt | Coach  |[W # of Passengers (Aduls): | 1% Max. Connections: | 118
A Smarch @ Clear Form | Meed more choces? Try an Advanced Search
e "
\{.?' -"ﬁ.‘q
fJ System Alerts |}
Welcome to AIrPRO -- where Vacabion.com members can make a PROFIT | Face rules. whes cicked, e rot dising for
seling air! connecting fight Rineraries. We agologize for this
oAV RnRNOE 300 08 working 10 Rave ths SR
rasohied a5 quickty as possible
L3
] &
Check out our featured airlines: AR NEW ZEALAND Virgin allaniic _
. View an mnarany by choosing
1.2 Helpful Links from tha b ot ?

4 MFonDCAFCO
% Miow-DCA-SFO
3 MFoeAKL-DCA

Helpful Links \
For halp with ArPRO, cick the appropriste fink on the right,

Don't see what you're locking for? Click here
to refrash tha lst.

7 | T

. N . Phone: 1-BBE-505-5E7] - - -
1.3 Right Navigation | oo ce. st o u
g Saturdey: 10wm-Tom ET |
L} I
% Cortset Us rJ

B _
vacation.com N

o s Cips

Figure 1 AirPRO homepage with Top Navigation, Right Navigation and Helpful Links highlighted.
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1.1 Top Navigation

My Trips

From here you can access any airline itineraries that you currently have booked or
held. Held itineraries are automatically cancelled after 24 hours. In AirPRO you name
each itinerary you create, and your assigned name is what appears in the “My Trips”
listing. All of your reservations, including those that were cancelled, appear here.

Trip Templates
AirPRO gives you the ability to save searches or itineraries for easy access. To learn
more, see section 2.2 and 5.5.

Custom Locations

Select this link to create commonly used departure or destination points for easy re-
trieval. These custom locations appear in a pop-up when you click the star next to
“Departing From” and “Going To” fields in the search forms. Creating and managing
custom locations is covered in section 5.7.

Change Password
Click here to change your password at any time.

1.2 Right Navigation
Alerts
System alerts and technical notifications appear here.

My Trip
From this section you can access current itineraries that you have held or booked
and named. NOTE: Itineraries can only be accessed up until the last day of the trip.

Travel Agent Support

The contact information and hours of operation for the AirPRO Support Desk appear
here. Feel free to contact the Support Desk with any questions or concerns you have
about your bookings or airline contracts.

Contact Us form
Click this link to request support from the AirPRO Support Desk via email.

1.3 Helpful links

Air Contracts

Click this link to access up to the minute airline contract information. The airline con-
tracts open in a new window so you will not lose your current work. For more infor-
mation on reading Airline Contracts, see Appendix 1.

User Guide
Click this link to access this User Guide within the application, it launches in a new
window for easy reference.

Training

Click this link to view the AirPRO Prime training page. Here you’ll access all the train-
ing resources, including additional documentation, Virtual and On Demand training
opportunities.




FAQs
Got a question? Try the FAQs. Here we have consolidated all the most commonly

asked questions. The FAQ launches in a new window. To search for your question,
type it into the search box, click “Search” and matching answers appear.




2. Searching in AirPRO

Located on the homepage is an area where you can easily search for a Round Trip
flight, we call this the “Quick Search.” Or, you can select “Advanced Search” to
search for one way or multi-leg tickets. Use the table below to direct you to the ap-
propriate section for your desired search.

Section Type of booking
2.1 Quick Search: To book round trip ticket
2.2 Advanced Search: To book either a one way or multi leg tickets

2.1 Quick Search

The search form that appears on the AirPRO homepage allows you to quickly run a
round trip itinerary search. To learn more about how to enter your search criteria
each field on the search form is explained in detail below. Or, you can simply enter in
the departure and arrival airport and dates and click “Search.” AirPRO will return re-
sults based on price including non-refundable fares with up to one connection for one
adult passenger.

Search for Flights (Round Trip)

Cep

Leaving From:

4 Search & Clear Form | Meed more choices? Try an Advanced Search

Figure 2 Quick Search section of the AirPRO homepage.

2.1.1 Explanation of Search Form Fields

Lesving From: Enter the “Leaving From” and “Going to” cities for your search.
You can enter the 3-letter airport code, or you can enter the
city and AirPRO will reteive matching airports for you and you
can select the desired one from the list that appears.

(]
(%]
EL
i
[a]

Selecting the star retrieves your list of custom locations (points
of interest). You can easily add custom locations, like airport codes that you typically
issue tickets from or destinations you are regularly ticketing. Creating these custom
locations are covered in section 5.7.




If you don’t know the airport codes, just enter the city name and a
5 dropdown of options will appear. Select your desired airport from
- the list.

Departing On: Enter your desired departure and arrival date and time.
sizazatt LA amytime % | You can manually type your entry or you can click on

Returming On: the calendar widget.

oaize2011 | anyime 9 If you are entering the departure/return date using the

calendar widget, a calendar opens to the current date.

You can click the dropdown menu to change the month

r——| P77 [x] or click the year dropdown menu at the top of the cal-

Sun on Tue vied The Fi s | ENDAr to change th<=T year (Your booking window varies
1 depending on supplier).

z 3 4 5 6 7 ]

You can also make your search more specific by entering a
8:00 AM v +-Zhrs.¥ | departure/return time. You have the option of selecting
Morning, Afternoon, Evening or a specific time. When you
select a specific time, a new dropdown appears so you can select the depar-
ture/return time range of +/- 2 to 6 hours.

® search by Lowest Fare O search by Schedule

By default AirPRO has “Search by Lowest Fare” select and returns results in order of
lowest cost bundled itineraries.

You can select to Search by Schedule. AirPRO returns results based on flight time,
first for your outbound flight and then your return flights display, allowing you to se-
lect the best options for your client.

Select the radio button for the option you prefer.

If you want to search by schedule, remember to enter a departure
5 f time for your search.

Airline Preference: You can select your preferred airline. Click the
Select Airline +« | dropdown and select the appropriate airline. If you do
not make a selection AirPRO returns results on all
available published airfares, except Southwest Airlines.

Include Mon-Refundable fares and fares with penalties.
AirPRO defaults to searching for flights that are non-refundable and fares with
penalties, if you would like to omit these from your search results, click the tick box
to deselect this option.




Seating Clss: | Coacl As a default, AirPRO displays Coach as the designated
cating Liass: | Loach class of service. You can also select Business or First

Class from the dropdown.

Looking for an “Upper Class” or “Premium Economy” class ticket with
Virgin America or Air New Zealand?

For Upper Class tickets, search for “Business Class.”

For Premium economy, search for “Coach” and further along in the
booking process, on the Traveler Information page, you will communi-
cate to the Support Desk that tickets should be issued as “Premium
Economy” via the “Special Requests” fields and they will adjust your
reservation and notify you via email of the new pricing.

# of Passengers (Adults): | 1% AirPRO defaults to searching for flights for one passen-
; ger. However, you can book up to eight individuals on

one reservation.

If you reservation includes children, run your initial search for the to-
tal number of passengers in the booking. Further along in the book-
ing, on the Traveler Information page you will communicate to the
Support Desk which passengers are children and the Support Desk
agent will look for reduced fares, entering the child’s information is
covered in section 4.1. If there is a change in pricing you will be con-
tacted via email.

AirPRO defaults to searching for a maximum connection of 1.
You can select between 0-2 connections from the dropdown.
NOTE: if you select zero connections and there are no direct flights available for your
selected city pair, then you will not receive any results.

Max. Connections: | 1/

When you have entered your search criteria, click “Search.” To clear your inputs and
start over, click “Clear Form.”

To continue, go to section 3.




2.2 Advanced Search Options
If you would like to search for a one-way or a multi-leg trip, click “Advanced Search”
on the AirPRO homepage, shown in Figure 3.

Search for Flights (Round Trip)
Leaving From: Departing On: Alrine Preferenca:

09/05/2011 tEJ Anytime ¥ Select Airline v ® search by Lowest Fare Q search by Schedule
Going To: Returning On: Include Non-Refundable fares and fares with penalties.

09/06/2011 _ﬂ Anytime ¥ Seating Class: | Coach ™ # of Passengers (Adults): 1/ Max. Connections: | 1/

. Search $ Clear Form Need more choices? Try af{ Advanced Search
Figure 3 Search modal from the AirPRO homepage, with the "Advanced Search" link highlighted.

The search fields for the Advanced Search are similar to those for a Quick Search
and are explained at length below. To learn about what fields are different for a one
way or a multi-leg search, skip to the appropriate section.

Section Topic
2.2.1 Explanation of search form fields
2.2.2 One Way search
2.2.3 Multi-leg search

AirPRO presents three different ways of searching for your preferred trip. The Ad-
vanced Search page defaults to a Round Trip itinerary, to change the search type,
click the appropriate tab, shown in Figure 4.

Start Your Search
Collapse All | Expand All
Search for Flights

Round Trip One Way Multi-Leg

ravel Information

Figure 4 Section of the Advanced Search page with the available search type tabs highlighted.

Like the Quick Search form, the Advanced Search form has many of the same fields.

2.2.1 Explanation of Search Form Fields
Enter the “Leaving From” and “Going To” cities for your
Leaving From: search. You can enter the 3-letter airport code, or you can
enter the city and AirPRO will reteive matching airports for
you. You will select your desired airport from the list of
Going To: options that appear.

Selecting the star retrieves your list of custom locations

(points of interest). You can easily add custom locations,
like airport codes that you typically issue tickets from or destinations you are regu-
larly ticketing. Creating these custom locations is covered in section 5.7.
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If you don’'t know the airport codes, just enter the city name and a
dropdown of options will appear. Select your desired airport from
the list.

Departing On: Enter your desired departure and arrival date and
08/25/201 1 __:j Anytime | tw_ne. You can manu_ally type your entry or you can
click the calendar widget.

You can also make your search more specific by entering a
g-00AM v +i-2hrs.w | departure time. You have the option of selecting Morning,
Afternoon, Evening or a specific time. When you select a
specific time, a new dropdown appears so you can select the departure time range of
+/- 2 to 6 hours.

December || 2012 (<}l If you are entering the departure/return date using the
Sun Mon Tue Wed Thu Fri Sat calendar widget, a calendar opens to the current date.
1 You can click the dropdown menu to change the month or
z ¢ 5 & 7 % | click the year dropdown menu at the top of the calendar

to change the year (Your booking window varies depending on supplier).

® search by Lowest Fare O search by Schedule

By default AirPRO searches for the lowest cost bundled results.

You can select to Search by Schedule. AirPRO returns results based on flight time,
first for your outbound flight and then for your return flights display, allowing you to
select the best option for your client.

Select the radio button for the option you prefer.

If you want to search by schedule, remember to enter a departure
15 time for your search.

Airline Preference: You can select your preferred airline. Click the
Select Airline + | dropdown and select the appropriate airline. If you do
not make a selection AirPRO returns results on all
available published airfares, except Southwest Airlines.

Include Mon-Refundable fares and fares with penalties.
AirPRO defaults to searching for flights that are non-refundable and fares with
penalties, if you would like to omit these from your search results, click the tick box
to deselect this option.

10



Seating Clss: | Coach As a default, AirPRO displays Coach as the designated
eating Llass: | Loac class of service. You can also select Business or First

Class from the dropdown.

Looking for an “Upper Class” or “Premium Economy” class ticket
with Virgin America or Air New Zealand?

For Upper Class tickets, search for “Business Class.”

For Premium economy, search for “Coach” and further along in the
booking process, on the Traveler Information page, you will com-
municate to the Support Desk that tickets should be issued as “Pre-
mium Economy” via the “Special Requests” fields and they will ad-
just your reservation and notify you via email of the new pricing.

# of Passengers (Adults): | 1/ AirPRO defaults to searching for flights for one passen-
- ger. However, you can book up to eight individuals on

one reservation.

If you reservation includes children, run your initial search for the
total number of passengers in the booking. Further along in the
booking, on the Traveler Information page you will communicate to
the Support Desk which passengers are children and they will look

< for reduced fare the Support Desk agent will look for reduced fares,
entering the child’s information is covered in section 4.1. If there is
a change in pricing you will be contacted via email.

AirPRO defaults to searching for a maximum connection of 1.
You can select between 0-2 connections from the dropdown.
NOTE: If you select zero connections and there are no direct flights available for your
selected city pairs, then you will not receive any options.

Max. Connections: | 1/
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From the Advanced search page you can save any of your searches as
a “Template.” Saving a search as a Template gives you the ability to
easily re-run a search without having to reenter the search criteria. You
can create templates of a general search or further in the booking pro-

% cess you can save a template of a particular itinerary.
=

To save a search as a Termplate Mame:
template, enter the search | Save as Template
criteria, and then title of
your Template and select “Save as Template.” You can access your
saved Templates from the AirPRO homepage in the Top Navigation bar.
To learn more about Templates, review section 5.4.

When you have entered your search criteria, click “Search.” To clear the form and
start over, click “Clear Form.”

2.2.2. One-Way Search

When searching for a one-way airline ticket, you will notice that there is no option to
search by price or schedule. Rather, you can either select or omit the specific
departure time for your client. If you omit the departure time in your search, the
results will solely be based on the lowest available fare. If you choose to include a
departure time your results will be ordered based on the proximity to the requested
departure time.

From the Advanced search page you can save any of your searches as a
“Template.” Saving a search as a Template gives you the ability to easily
re-run a search without having to reenter the search criteria. You can
create templates of a general search or further in the booking process
you can save a template of a particular itinerary.

Template Name:
To save a search as a
= | Save as Template

= template, enter the search
criteria, and then title of
your Template and select “Save as Template.” You can access your saved
Templates from the AirPRO homepage in the Top Navigation bar. To
learn more about Templates, review section 5.4.
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2.2.3 Multi-Leg Search

AirPRO gives you the ability to search for Multi-Leg or open jaw tickets with up to
eight flights. The fields on the search form are very similar to those on the one-way
flight search with two important exceptions, the ability to add and remove legs.

Search for Flights By default, AirPRO loads the

Round Trip | OneWay  Multi-Leg search form with two legs.

Complete the search form for

Leg #1 each leg, just as you would
Leaving From: for any search.

Going To: As you scroll down the page

there is an option to add or
Departing On: remove flights.
08/25/2011 ll Amytime (v . )
Seating Class If_ you click “Add a l_:l!ght
Coach ¥ AirPRO loads an additional

flight search box.

Max. Connections:

1%

Add a Flight
Remaove a Flight

If you click “Remove a Flight”
AirPRO removes the last flight

search box.

Preferences You have the option of select-
@ search by Lowest Fare ‘O Search by Schedule ing a Preferred Airline; please
Airine Preference: note that this will apply to all
Select Airline [ legs of the journey.

ADRIA AIRWAYS
AEGEAN AIRLINES
AER ARANN EXPRESS “

# of Passengers (Adults):
1w

Include Mon-Refundable fares and fares with penalties.

Figure 5 Multi-Leg search modal, with “Add a Flight” and “Remove
a Flight” options highlighted.

From the Advanced search page you can save any of your searches as a
“Template.” Saving a search as a Template gives you the ability to easily
re-run a search without having to reenter the search criteria. You can
create templates of a general search or further in the booking process
you can save a template of a particular itinerary.

{% Template Name:
To save a search as a
A" template, enter the search } Save as Template
criteria, and then title of
your Template and select “Save as Template.” You can access your saved

Templates from the AirPRO homepage in the Top Navigation bar. To
learn more about Templates, review section 5.4.

When you are ready, click “Search.”
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3. Working with your Results

Your search results appear. To help you navigate the page more efficiently, the sec-
tions of the search results page are described below.
1. Modify your search
To change your search criteria for your current search type; i.e. if you ran you
initial search for a one-way, changing your search criteria returns results for a
one-way ticket.
2. Air Results Matrix
A high-level overview of your search results. Click a link to filter your search
results by either the number of stops, airline, or total airfare.
3. Display all Results
If you filter your results by clicking on an option from the Matrix, use this but-
ton to reload all your results.
4. Individual Flight Results
To review your search results in order of lowest-fare first.

Search Results
— g I 1. Modify your Search I

Meudify yowr Sesrch

Hide Air Results Matrix

A o BB e =

DELTA UMNITED Mudtiple CONTINENTAL US AIRWANYS AMERICAN ALASHA
ALRLINES AIRLINES AlRLINES ATRLINEY
HIA H H 4 7.2 S92 52740
non-Step I 2. Air Results Matrix I ¥ e o2
1 Stop £510.80 $E13L.80 £513.80 $530.50 $547.50 254580 $773.10

\_?' Stops WA MiA WA A MA WA .1.)
— |3. Display all Results I

: I-P'tffrrz-: Vendor = . Shatwde of Soft Polcy a. Sutrde of Mard Polcy
(Cor o pcatveds  pmomza "\
$547.20 Hon-Refundable , E-Ticket Available , Non-Stog

EJ UMITED ASRLINES 717
SR Gieatti duly 04 2032 4 Individual Flight Results 77"

Arriva: Juby 04 2012 fLax

EJUMITED ASRLINE § 347
.{Iﬂ; Depart: Juby 10 2012 08458 Showve seats Los Angeles Inbernational Aps LA

Arrves Juby 10 3012 050884 Fare Aules Bostion Logan Irdemational Apt [BOE)

Figure 6 Detail of the air results matrix.
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To learn more about selecting your flights and working with your results read on, or
skip to the appropriate section.

Section Topic
3.1 Reviewing your Results
3.2 Select your Desired Flights

3.1 Reviewing your Results
To learn more about reviewing your air results and learning about how potentially com-
missionable itineraries appear, read on.

3.1.1 Fare Matrix

The Fare Matrix makes it easy for you to select the fare that best matches your
search criteria. Search results are displayed in an easy-to-read matrix (shown above
in Figure 6) that categorizes non-stop, one-stop and two or more stop flights. All
AirPRO categories and fares on the matrix click through to the appropriate flights,
making shopping a breeze.

3.1.2 Individual Results

Available results are individually listed below the Fare Matrix, shown as “4. Individual
Flight Results” in Figure 6. You can either review your results as they appear, or you
can filter the available options by clicking on their airline, price or number of stops.
To reload all fares, click “Display all Results” shown in Figure 6, as item 2.

If you selected to search by schedule, your fare results load each leg separately, and
the pricing that appears on the Fare Matrix and in your results is per leg.

For any of your search results you can access detailed “Fare Rules” and if available
for that flight, live seat maps, highlighted in Figure 7. These links both open in new
windows.

$3 19.40 MNon-Refundable , E-Ticket Available , Hon-Stop

A?A  AMERICAN AIRLIMES 264 ——
Depart: February 10 2012 11:50AM Chowr seats Los Angeles Internationsl Apt [LAX)
&rrive: February 10 2012 08:20PM Fare Rules Boston Logan Internationzl Apt (BOS)
A?A EJ AMERICAN AIRLINES 145
Depart: February 15 2012 05:00PM Show seats Boston Logan International Apt (BOS)
&rrive: February 15 2012 08:20PM Fare Rules Los Angeles International Apt [LAX)

Figure 7 Detail of flight search result with Show Seats and Fare Rules links highlighted.

Legend

. .. :’-J} Indicates bookings on select
Suppliers that offer commission on some of the | . ornas
itineraries on this carrier may pay

routes/fare classes are indicated with a green flag. commission. Refer to the airline
contract for more detail.

Figure 8 Detail of Legend section
of the top right of the search
results page. Click “airline con-
tracts” to open new window with
available airline contracts.
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To validate that an airline ticket is commissionable you need three pieces of infor-
mation:

1) Operating Airline

2) Flight information

3) First letter of the Fare Basis code and class of service

Here’s how to gather that information:

1) Operating Airline
The supplier is listed in your airline results. If you flight it operated by a different
carrier it appears listed in the flight results. You’'ll want to know if your selected
flights are a code share before you look at the contract, see Figure 9 for an example
of how the “Operating Airline” is displayed in your search results.

$ 1,2?5. 10 Non-Refundable , E-Ticket Awvailable , 1 Stop

EJ BRITISH AIRWAYS 1585
Depart: April 20 2012 08:25PM Showi s=ats New York 1 F Kennedy International Apt [JFK])
Arrive: April 21 2012 10:55AM Fare Rules Rome Fiumicine Apt (FOO)

)

Figure 9 Air results with "Operated by" airline highlighted.

Q: If it's a code share, which supplier contract do I check?

A: Check the operating carrier and see if is still commissionable under the
c code share. Using the example in Figure 9, you’'d check the American Air-

lines agreement and see if the flight is still commissionable when it's a

code share with British Airways.

2) Flight Information
You'll need the departure and arrival date along with the city pair for your current
itinerary.

3) First letter of the Fare Basis code and class of service
Most airline contracts specifically state the required fare class and Fare Basis Code in
order for the itinerary to be commissionable. In Figure 7 “Coach (Q)” is the fare
code. Click “Fare Rules” to see the Fare Basis Code, see Figure 10.
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! e S e e et

" AirPRO by Vacation.com - Mozilla Firefox

:: veomairproprime . nutravel. com/showfarerules. jsp? foid =0&segid=F5_000_446745_132189510523328sid=1 T ’ |
S . T T e

1 FARE RULES DETAILS

E Departs: —
Los Angeles International Apt

Arrives:
Boston Logan International Apt

| Departure Date:
Fri Feb 10 00:00:00 CST 2012

Fare Type:
INSTANT PURCHASE USD 138,60 0002 E1I7NOV11 DI4MARLZ FC-FARE

| Fare Basis Code:
:QMEDQYI >

Rule Category:

Rule Description:

S APPLICATION CLASS OF SERVICE THESE FARES APPLY FOR FIRST/BUSINESS/ECONOMY/COACH CLASS SERVICE
LIMITATIONS SEATS ARE LIMITED.

Rule Category:

HEA

Rule Drescription:

3 V FARE BASIS BK FARE TRAVEL-TICKET AP MINMAX RTG 1 QADIOOYL O X 145.00 R14MR 3/1 -/ - 2 PASSENGER TYPE-#
PRICE-YES FROM-LAX TO-BOS CXR-AA TVL-04FEE12 RULE-61Y1 DFR/11 FARE BASIS-QADI0Y1 SPECIAL FARE DIS-F
FARE TYPE-SIP OW-INSTANT PURCHASE USD 138,50 0002 EI7NOVI1 DI4MARLZ FC-QADIOCYL FN-5B SYSTEM DATES

1SNOV11/0945 EXPIRES INFINITY 50,RULE APPLICATION AND OTHER CONDITIONS NOTE - THE FOLLOWING TEXT 134
< il | > g

Figure 10 Fare Rules window with "Fare Basis Code" highlighted.

Now that you have your required information, you’ll want to review the appropriate
contract and validate if your selected flight is commissionable. To access the con-
tracts, click the link for “Airline Contracts” at the top right of the AirPRO Prime search
results page, the contract launch page opens in a new window.

For more information on interpreting the airline contracts, see Appendix 1.

3.1.3 Sorting your Results

As a default, your flight options display according to price — from the lowest to the
most expensive fares. However, if you searched by price, you can also sort your re-
sults by “Preferred Vendor” or “Departure Time,” to change click the appropriate link,
highlighted in Figure 11.

Price Preferred Vendor Departure Time

Non-Re e, E-Ticket Available

:ﬁ : EJ ALASKA AIRLINES 5

Depart: November 16 2011 09:15AM Show seats vashington Ronald Reagan Mational Apt (DCA)
Arrive: November 16 2011 12:03PM Fare Rules Los Angeles International Apt (LAX)

COACH (K) | Flight Duration: 5hr 48min(348) | 73H | Intermediate Stop : 0

ﬁ E EJ ALASKA AIRLINES 6

Depart: November 30 2011 01:05PM Show seats Los Angeles International Apt (LAX)
Arrive: November 30 2011 08:59PM Fare Rules Washington Ronald Reagan Mational Apt (DCA)
COACH (M) | Flight Duration: 4hr 54min(294) | 73H | Intermediate Stop : 0

Figure 11 Search by lowest fare results with the sort by options highlighted.
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If you searched by schedule, your flight options display according to price for that leg
of the flight, based on the specific timeframe you searched for. However, you can
sort your results by “Preferred Vendor,” “Arrival Time” or “Departure Time,” to
change, click the appropriate link, highlighted in Figure 12.

Sort By:  Price Preferred Vendor Departure Time Arrival Time

FRONTIER AIRLINES 505

Depart: November 16 2011 08:30AM Show seats New York La Guardia Apt (LGA)
Arrive: November 16 2011 11:03AM Fare Rules Denver Intl Apt (DEM)
OACH (W) | Flight Duration: 4hr 33min(273) | 320 | Intermedite 5 ¢
FRONTIER AIRLINES 413
FRONTIER
Depart: November 16 2011 12:10PM Show seats Denver Intl Apt (DEM)

Arrive: November 16 2011 01:34PM Fare Rules Los Angeles International Apt (LAX)

Figure 12 Search by schedule fare results with the sort by options highlighted.

3.2 Select your Desired Flights
To select your desired flights, click the “Select” button for your desired itinerary.

If you searched by lowest fare, the “Trip Purchasing & Booking” screen appears. To
continue in your booking process, go to section 4.

3.2.1 Selecting Desired Flights when you Search by Schedule

If you searched by schedule, your flight selection process is slightly different: you
must make a flight selection for each leg of the itinerary. Once you have made your
outbound flight selection, the return flights appear.

As you select your flights, a listing of your current selections appears
at the top of the page, above the results matrix. If you would like to
change your flight selections for any of the flight legs, click the “Edit”
option, see Figure 13.

Air Results - Return Flights

Modify your Search

Selected Options
AMERICAN AIRLINES 145 Depart: Juby 05 2012 05:00PM Arrive: July 05 2012 08:15PM Edit
[BOS) (LAx)

Figure 13 Detail of the "Edit" option that allows you to change a selected leg of a
flight when you search by schedule.

Once you have selected your preferred flights, AirPRO automatically checks for lower
cost alternatives to your selected itinerary. Similar results appear bundled on the air
results matrix, if you would like to review a different option, click the airline, number
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of stops of specific fare to review the flight options. Or, you can scroll down the
page; your current selection appears first, then alternatives appear below.

As you review the different options from the recommended alternatives, your current
selection stays on the page, so you can compare it against the alternatives, see Fig-
ure 14.

Selected Option
$627.40 Non-Refundable , E-Ticket Available Non-Stop

ﬁ s E’?hLﬂASKA AIRLINES 1287
Depart: Juby 05 2012 08:00AM Show seats Boston Logan International Apt (BOS)
Arrive: Juby 05 2012 11:20AM Fare Rules Los Angeles International Apt (LAX)

% EﬂﬁLﬂSKﬁl AIRLINES 1280
Depart: Juby 18 2012 11:50AM Show seats Los Angeles International Apt (LAX)
Arrive: Juby 18 2012 08:15PM Fare Rules Boston Logan International Apt (BOS)

Alternate Options

$547_20 Non-Refundable , E-Ticket Available , Non-Stop

E"tlll-lUf‘llTE[] AIRLINES 743
eNiTaD Depart: July 05 2012 07:00AM Show seats Boston Logan International Apt (BOS)
Arrive: July 05 2012 10:22AM Fare Rules Los Angeles International Apt (LAX)

(I/] E"ttll-lUNlTE[] AIRLINES 347
Depart: July 18 2012 08:45AM Show seats Los Angeles International Apt (LAX)

UWiTED
Arrive: July 18 2012 05:08PM Fare Rules Boston Logan International Apt (BOS)

Figure 14 Detail of the AirPRO alternative itinerary options for search by schedule results.

If you would like to continue with your selected itinerary, you must re-select it. If
you would like to change to an alternative, click the “Select” button for that option.

Once you have made your selection you are taken to the “Trip Purchasing & Booking”
screen, continue to section 4.
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4. Complete your Reservation

After selecting your desired itinerary, you are directed to the “Trip Purchasing &
Booking” page. This section walks you through completing the customer information,
entering special requests and adding service fees.

Section Tab of Trip Purchasing & Booking form
4.1 Trip Purchasing & Booking form

4.2 Completing a held reservation

4.3 Review your completed reservation

4.4 Selecting Seats

4.5 What to expect when your reservation is complete
4.6 The “what ifs...?”

4.1 Trip Purchasing & Booking Form
This section walks you through the 3 tabs

of customer information and payment | Trip Purchasing & Booking
information to complete your reservation.

Follow each of the steps below to complete your booking process.

Gaveler Flight Booking Confirm)

4.1.1 Traveler Tab
Once you have made your selection, | Traveler | | Flight Booking | | Confirm
you are taken to the customer infor-
mation screen; the “Traveler” tab in the
booking process. By default the form | * Denotesarequired field.
shows your information. To purchase a

Traveler Information

Booking Selection

ticket for someone else, select the

“Book Trip for someone else” radio but- ( ® Baok trip for yourself, O Book trip for someone else, )
ton. NOTE: If you do not change this
option, your information appears on the Figure 15 Detail of the Traveler tab, with highlight

form and cannot be changed. on the "Booking Selection"” options, you must select
"Book trip for someone else" if the booking is not for
you.

Required fields are indicated with a red
asterisk.

You must enter an “ltinerary Name,” we suggest you use client name and destination
code or some other consistent identifier. The Itinerary Name is how this itinerary is
saved in AirPRO and having a common format will help you save time in retrieving a
reservation.
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Enter the information for your primary passenger, the passenger who is purchasing
the reservation. In the address fields, enter their credit card billing address.

If you are paying for this reservation on an agency credit card, en-
tered the agency’s billing address as consistent with the billing state-
ment for that credit card.

Be sure to enter the appropriate TSA required information as it appears on their gov-
ernment issued ID they will be traveling with. Complete the information for the pri-
mary traveler first, and then you enter secondary passenger(s) information.

The field for “Service Fee Amount” enables the agency to request the Support Desk
charge a service fee on the ticket. The amount of the Service Fee field is NOT includ-
ed in any total dollar amounts in confirmation pages, system generated emails or E-
Ticket receipts. Service Fees are charged as part of the ticketing process; the fee ap-
pears as a separate line item on the credit card statement as “Travel Agency Fee-
Irving TX.” You can charge up to $500 in service fees per transaction. The service
fee will be paid to you as part of your bi-monthly pay out, less the 3.5% ARC mer-
chant fee or a minimum charge of $0.70. ARC regulations specify the maximum
Travel Agent Service Fee (TASF) amount (including the agency mark-up) may not
exceed a total of $500 per transaction. The amounts are set by ARC and may change
without notice.

In the “Emergency Contact (agency phone)” field, please enter a telephone number
for a point of contact at the agency. We recommend that this phone number be for
the agency owner/manager. The Support Desk will only contact the agency between
9am-8pm Eastern Time, Monday through Friday and 10:30am-6:30pm Eastern Time
on Saturday.

The “Special Requests” fields allow you to request child or infant tickets, vegetarian
meals, handicap assistance, etc. Special Requests are appended to the ticket or act-
ed upon by the Support Desk as part of the ticketing process (this is also where you
would ask for Premium Economy tickets).

Question: How do I indicate children or infants on the booking?
Answer: Complete the passenger information and required TSA fields.
Then, in the comments, enter the details for the fulfillment agent:
e Child name, age
‘ . Infant name, age, and whether lap child or if a seat is
needed

If there is a new fare, the Support Desk agent will contact the agency via
email and via phone.
Question: What about unaccompanied minors?
Answer: Unaccompanied minors are booked as adults (there are no chil-
dren fares for unaccompanied minors), the agent/parents/guardian must
contact the airline to pay the additional fee and provide details (address,
phone number, etc.) and get airline rules for unaccompanied minors.
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When you are ready, click “Continue” to move on to the next tab in the purchasing
process. Or, you can click on the tab to navigate between the three steps of the
booking process.

4.1.2 Flight Booking Tab

Now that your passenger details are complete, AirPRO prompts you to confirm your
flight selection, enter payment information and Frequent Flier numbers for all of your
passengers.

If there has been any pricing adjustment to your itinerary between when you select-
ed the flights and this point in the booking, an alert appears at the top of the screen,
highlighted in Figure 16.

Trip Purchasing & Booking
Follow each of the steps below to complete your booking process.

Traveler Flight Booking Confirm

B )

Flight has been repriced from $547.20 to$547.21 )

If changes to air reservations need to be made, please contact
‘Your Travel Pro at 1-888-505-9671 or send email to vcomprime@nexion.com

UNITED AIRLINES #717, COACH, Non-refundable

Depart: Jul. 05 2012 06:20PM, BOS
Arrive: Jul. 05 2012 09:40PM, LAX

UNITED AIRLINES #347, COACH, Non-refundable

Depart: Jul. 18 2012 08:45AM, LAX
Arrive: Jul. 18 2012 05:08PM, BOS

Amount to be charged to card: $547.21
@ Remove
Disclaimer: This is 2 courtesy hold, Your cred =d until you have requested your airfars to be ticketed, Plezse note that zirfars is

not guaranteed until t has been ticketed, Any changss o 5 after ticketing could incur a fee.:

Figure 16 Top of the Flight Booking tab, with pricing change highlighted in red.

To remove the flight from your booking, click “Remove” and you will be returned to
the AirPRO homepage with your original search criteria. NOTE: If you click “Remove”
you will restart the searching process and delete all passenger information.

To continue, enter the credit card payment information. AirPRO allows you to put an
itinerary on hold; however, you must enter the credit card number that will be used
to purchase the tickets on this screen. Credit card numbers entered cannot be
changed prior to purchase. (Saved trips appear on the homepage under “My Trip” in
the top or right navigation pane.)
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Fields for Frequent Flier numbers appear for each supplier in the booking, if your
passengers have preferred status with that airline, the seat options available will re-
flect that.

Question: How can the pricing change?
< Answer: Pricing is not guaranteed until ticketing occurs. Ticketing occurs
‘ within 24 hours, sooner if tickets are being issued between Monday
through Friday: 9am-8pm ET; Saturday: 10:30am-6:30pm ET Eastern
Time.

When you are ready, click “Continue” to move to the next step in the purchasing
process. Or, you can click on the tab to navigate between these three steps of the
booking process.

4.1.3 Confirm Tab
At the bottom of the page you

. Save as a Template
have the option to save the se- S
lected flight itinerary as a tem- Email Address(es) (Optional):
plate so you can easily re-book Messzge: (Optional):
the selected flights for a differ-
ent set of travel dates. To save
this itinerary, click “Save as a
Template,” and enter a title, see
Figure 15. If you would like this
template to include default “To”
addresses and a de_faUIt emall Figure 17 Bottom of the "Confirm Booking" tab, showing fields
message, enter that information for saving this itinerary as a template.
and click either “Save as Tem-
plate” or “Save as Template and Send Email.” If you select the option to send an
email it will be sent immediately to the addresses you entered along with the default
message.

{Separate multiples addresses with a *,")

O 1nclude price with e-mail

(4 save as Template and Send Email

| Save as Template

Using the “Save as a Template” function is a great way to store your flight select and
then send an email quote to your client. Although it does not store all of their travel-
er information, it can let you send them the information without entering their credit
card information.

If there are any errors, like leaving a
mandatory field blank, an error mes-
sage appears at the top of the page
and you are returned to the appropri-
ate tab to Complete the requwed In- Figure 18 Detail of the error text that appears at the

formation, see Figure 18 for an exam- top of the "Confirm Booking" page if a required field is
ple. not completed.

Pleaze fill out all required fields-Date of Birth is missing
Pleaze fill out all required fields-Gender is missing
Pleasze fill out &ll required fields-Phone is missing
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Your desired itinerary loads on the “My Itinerary” page. To complete your transac-
tion, click “Purchase Ticket,” see Figure 19. Your completed itinerary cannot be edit-
ed prior to ticketing.

My Itinerary From Your Travel Pro
b & & g =
Mame this Print Itinerary  Print Itin Email this Exp o
Itinerary (Mo Prices) Itinerary Ca
Ttinerary Name: MFox-LAX-BOS (PQLFWF)
Prepared for: MELISSA FOX
Date: July 05 2012 - July 1& 2012

Trawvelers requiring changes to your reservation should contact your travel professional. Travel agents requiring assistance with this
reservation should contact the AirPRO Support Desk.

& Flight Information
Reserved - Ticket B August 25 2011 Total Cost of Flights: $547.21
I \4} Purchase Ticket 0 Cancel Air

Figure 19 Top portion of the final booking completion screen. You must select "Purchase Tick-
et" to complete the ticketing process.

Your booking is complete. Continue to section 4.3.

4.2 Taking a Held reservation through to Booking
Once you have put a reservation on hold you can retrieve it within 24 hours and
complete the booking. To do so, click “My Trips,” see Figure 20.

Melissa Fox

m P R Drime rp-_ar"p;ta; Custom Locations Change Password  Logout
Alr Z

Home Search for Flights Travel Resources

Figure 20 Top of AirPRO homepage, with "My Trips" highlighted.

A list of your reservations appears; see Figure 21 for an exam-
ple. Reservations are ordered by most recently completed first.
Select your desired reservation by clicking on the Itinerary
Name.

My Trip
Active Trips
M Fosc-DCA-FCO

i . . . Mfox-DCA-SFO
Trips that appear under “Inactive Trips” included cancelled or | mrecaki-nes

expired itineraries. Inactive Trips

MFow-DCA-SFO

Figure 21 List of current
itineraries that appear
under "My Trips" show-
ing Active and Inactive
Trips.
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Your requested itinerary loads on the Itinerary page, see Figure 22 for an example.
From here, you can either cancel your itinerary or purchase the tickets. Your itiner-
ary will not be ticketed unless you click “Purchase Ticket.” If you do nothing, the itin-

erary automatically cancels after 24 hours.

My Itinerary From Your Travel Pro

& & (=) Eg gl
inerary Email this Export to
} Ttinerary Calendar

Mame this Print Ttinzrary F‘r_'rt I
Ttinerary [Mo Prices)
Itinerary Name: MFox-LAX-BOS (PQLFWF)
Prepared for: MELISSA FO¥
Date: July 05 2012 - July 18 2012

reservation should contact the AiIrPRO Support Desk.

= Flight Information

Travelers requiring changes to your reservation should contact your travel professional. Travel agents requiring assistance with this

=7 ugust 25 2011 Total Cost of Flights: $547.21
Q Purchase Ticket @ Cancel Air

Figure 22 Top portion of the final booking completion screen. You must select "Purchase Tick-

et" to complete the ticketing process.

Once you click “Purchase Ticket” your ticketing request is submitted.

To move forward in your booking, continue to section 4.3.

4.3 Review your Completed Reservation

Once you have selected to purchase your tickets, your itinerary is transmitted to the
Support Desk. Pricing is not guaranteed until tickets have been issued. Ticketing
usually occurs within 5 minutes during normal business hours and you will be
emailed a confirmation. The email address that the Support Desk has is the same
one you use as your username for AirPRO. If you do not receive an email confirma-
tion within 60-90 minutes during business hours, please contact the Support Desk at
(888) 505-9671 Monday through Friday 9am-8pm Eastern Time and Saturday
10:30am-6:30pm Eastern Time. If you would like, you can email a copy of the itin-
erary to any email address, print a copy or export the information to your calendar.

On the right navigation panel, shown in Figure 23, you
have the option of sending a copy of the requested flight
itinerary to any email address. You can also customize the
email message. The email is sent from donotreply@www-
cec.nutravel.com.

You have the option of including the price in the email or
you can omit that information by selecting or deselecting
the tick box under the “Message” field. When ticketing oc-
curs, the email confirmation will go to your email address
and you can forward it to your client.

t4 Email this Itinerary
Email Address(es):
(Separate

multiples addresses with a *,7)
Message: (Optional):

O 1ndude price with e-mail
(4] send Email

Figure 23 Detail of the
“Email this Itinerary” portion
of the Purchase Ticket
screen.
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On the “My Itinerary” page, you will see the “Itinerary S e

A . . +» Trip costs
Checklist” on the top right of the page. This tells you P T
where your booking is in the process; see Figure 24 for an Total cost *: $300.80
example. Blue check marks indicate what steps you have
completed in the process.

Itinerary Checklist
E/ Ticket your flight
Select your seats

Activate FlightMotes

Figure 24 Top right of the
"My Itinerary" page showing
the "Itinerary Checklist.”

4.4 Selecting Seats

If the supplier allows for seat selection at time of booking, click the “Select your
Seat” link, see Figure 25. Seat selection is completed for each passenger and for
each flight.

US AIRWAYS Flight 6343
Reserved - Ticket By August 25 2011 &b Select your seat
E-Ticket Available - Non-Refundable

Departs: Arrives: Operated by: UNITED AIRLIMES
Boston Logan International Apt Los Angeles International Apt Equipment: Boeing 757-200
July 05 2012 06:20PM July 05 2012 09:40PM Stops: 0

.l 3 Seat Number —

Cabin: Economy (M)
Meal: Food for purchase

Figure 25 Detail of itinerary with "Select your seat" link highlighted.
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Select you desired seat by entering your requested seat in the text box or clicking on

the & available seat icon. If your client is eligible for preferred seating based on
their Frequent Flier number, available preferred seats also appear. Your selected seat
appears on the seat map & see Figure 26.

2 Select Your Seat

Back to Itinerary

Date: Airports Flights Time Seat Assignment (s)
6/f06/07 DFW to CMH  AA 1726 Depart: 11:30 AM Arrive: 2:55 FM Mone selected Select Your Seat
CMH to DFW Ad #1495 Depart: 3:35 PM Arrive: 5:10 PM Mone selected Select Your Seat
A B o E F

AA 1726, DFW to CMH, June 06, i i
2007 i 1
STAUFFER, AMEER i i
b b o
s )8 5
10 8§ 8 1w
: 88 =
12 88 =
"l X 3
LB 13 d d 13
8 14 14
&, 15 88
o 88 =
8 v 88 v
+ 88 HBa8 o
N s & N8 8 =
- 20 e (i e e (e 20
m 21 e (e e iy 21

Figure 26 Seat map from AirPRO.

If no seat map is available, you can enter a general seat assignment request; i.e.
Near Window, Near Aisle, etc., see Figure 27.

& Select your seat
Back to Itinerary

Date Airports Flights Time Seat Assignment (s)

7f05/12  BOStolAX US #6343  Depart: 6:20 PM Arrive: 9:40PM  None selected Select your seat

7/18/12 LAXtoBOS US #5342 Depart: 8:45 AM Arrive: 5:08PM  Mone selected Select your seat

Mo seat map is available for this flight
US 6342, LAX to BOS, July 18 2012

No Preference v

[T

Figure 27 If no seat map is available, you can select a preferred seat assignment.

Your booking is now complete!
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4.5 What to expect once your reservation is complete

Within 24 hours you will receive a ticketing confirmation from no-
reply@virtuallythere.com to the email address you use as your AirPRO username and
any email address you entered into the “Email this itinerary” field, see Figure 28 for
a sample of the email.

Upon receipt, confirm the accuracy of the information (i.e.; names, itinerary, and
price) on the ticketed reservation and notify the AirPRO Support Desk immediately of
any errors no later than 12 noon of the next business day. The subject line of the
confirmation email will include the lead passenger’s last name and their itinerary de-
parture date.

o | @~ v @ |= FW: Travel Reservation February 28 for MARQUIS - Message (HTML) o B 3
ﬁ hﬂESSEgE bl e
@ You replied to this message on /24/2011 3:36 PM.
From: Mimi Marquis Sent: Wed 8/24/2011 3:30 PM
To: Melissa Fox
Cc
Subject: FW: Travel Reservation February 28 for MARQUIS
. . . o lix)
Your Travel Arranger is pleased to deliver vour complete travel itinerary through Sabre® Virtually There®. "
Click here to access vour reservation on the web or a mobile device.
Virtually There® allows vou to review or print your reservations, as well as:
+ Register for trip reminders and cancellation/delav notifications
¢ View maps & driving directions
o Review city guides & restaurant recommendations
s Get up-to-date weather and much more!
You mav also access vour reservation on the web or from vour mobile device at www virtuallvthere com. Simply enter vour
last name and the six-character reservation code provided to vou by Your Travel Arranger. As a security measure, vou will
be prompted to enter vour e-mail address or a password that Your Travel Arranger may have provided to you. If you have
anv question about which e-mail address to use, we recommend that vou use the one that received this e-mail.
CLICK HERE to opt out of recelving future e-mails from Virtually There.
If the above link is inactive, please paste this URL into vour browser to access your reservations:
https:/www virtuallvthere com/mew/reservationsChron.html?
host=1 W&pnr=3WGKMDG7309R &name=MARQUIS&language=0& email=2
Please do not reply to this e-mail. Your Travel Consultant has not provided Virtuallv There with an e-mail address to which
replies may be sent. If vou have questions, please contact vour Travel Consultant through other means.
=

Figure 28 Sample of the email confirmation the agent receives.

You can forward this ticketing confirmation to your client. Clicking on the link launch-
es the online version of their itinerary, and takes you to the Virtually There site,
where the user can access information about their destination, add the flights to
their online calendar, access their E-Ticket receipts and view a seat map, see Figure
29 for an example. The Virtually There itinerary does not contain pricing information.
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View ltinerary

BOSTON, MA MIMI MARQUIS LCEIMI Feb 28 - Mar 05
= overview o Air f==1 Others

eTicket Receipt(s)
037 3478 - MARQU/M NEXT STEPS

[Z Tuesday Feb28 e oy N 5 & Printtinerary
- - - T3 SsaveasPDF
UMITED AIRLINES B E-mail tinerary
UA 3427 Departing At Arriving At :[_g Add to Calendar
Operated by 06:05am 07:00am 2
JUNITED EXPRESS/TRANS - il ~ il @ Add to Calendar with Infuzer
ermina ermina =)
STATES AIRLINES s = vie et Ela oni
TERMINAL D Not Available S ewe e Hecel:
| Checkin =
Arine Reservation TCP2XQ  Duration 00hr(s) S5min(s)

Code

Status Confirmed Class Economy %«

|
. Check for latest % 2
Aircraft ERJ-145 JET Gate ‘nformation b{,, L
Stop(s) 0
Smoking Ma Distance (in Miles) 0127
Please verify flight times prior to departure "
Open Interactive Map
Please create or log in to your profile to ™ W TR TR
Login
“i Sawe your trip * Receive flight notifications . Update your social network 2 | | p
[E] Tuesday Feb28 IAE_ e e e ?9:5_- .
ne
UNITED AIRLINES De.pamng At Arr.wmg At LOOKING FOR THINGS TO DO : . .
UA 0260 08:25am 09:36am Check the Attractions, -
Terminal Terminal Museums, Shopping oplions el
l:l Not Available TERMINAL C Explore Now
PASSENGER NAME Seats Show Seat Map @
MIMI MARQUIS 22A 1 Confirmed
R - L
f:";l:ge Reservation TCP2XQ | Duration 01hr(s) :31min(s) MASSIVECG  OD
Status Confirmed Class Ecanomy
AIRBUS — - L JOIN C
Aircraft INDUSTRIE A320  Gate Cheer for latest . -
infermation [ U
JET
CO
Stop(s) 0
Smoking Ma Distance (in Miles) 0406

Figure 29 View of the “Virtually There" site, showing travel details, and available information
links.

4.5.1 Checking the Status of Ticketing in AirPRO

In AirPRO, if you retrieve the reservation by selecting “My Trips” from the top navi-
gation from the homepage, you will see that the “Flight Information” has been up-
dated to reflect that the ticket has been issued, see Figure 30.
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My Itinerary From Your Travel Pro

Your flight option includes travel on more than one airline. The fare may change substantially when ticketed since
separate tickets may need to be issued. Your travel agency will determine the best fare upon ticketing.

N

Hrerary
Itinerary Name: phl-bos (LCEIMI)
Prepared for: MIMI MARQUIS
Date: February 28 2012 - March 05 2012

Travelers requiring changes to your reservation should contact your travel professional. Travel agents requiring assistance with this

reservation should contact the AirPRO Suppart Desk.

& Flight Information

&) Ticketed - View/Edit Flightlotes Total Cost of Flights: $126.10
keted dit Fligh I f Fligh

UNITED AIRLINES Flight 3427

Ticketed ey .
4 Miew Fare Rules For this Flight
E-Ticket Available - Mon-Refundable =

uNiTED

Vendor | orator: TCEIYO

Figure 30 Confirmation page updates with "Ticketed."

In the unlikely event that you do not receive the confirmation email or you do not
see that your itinerary has been ticketed within 60-90 minutes during regular busi-
ness hours, contact the Support Desk (See Ticket Failure for possible reasons).

Upon receipt, verify the information (i.e.; names, itinerary and price) on the ticketed
reservation and immediately notify the AirPRO Support Desk of any errors before
the customer starts his/her trip.

The Support Desk must be notified no later than 12 noon of the next business day of
any issues.

4.6 The “What ifs”
In the unlikely event that something goes wrong, here are some pointers on how to

deal with most commonly occurring issues.

Whenever you receive an email communication from the AirPRO Sup-
port Desk about a ticketing issue or a special request,
ALWAYS reply to the message so the recipient can see the original sub-
ject line. This helps us keep track of your ticketing errors and ensures
a smoother process to resolution.

If you are concerned, feel free to contact the AirPRO Support Desk Monday through
Friday 9am-8pm Eastern Time and Saturday 10:30am-6:30pm Eastern Time, via
phone: (888) 505-9671 or via email vcomprime@nexion.com.

To review the process and procedures for addressing changes and cancellations, see
section 6.
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4.6.1 Ticketing Failure

After you have submitted the reservation for ticketing (clicked “Purchase Ticket™) and
you do not receive an e-mail ticket confirmation within 60-90 minutes during normal
business hours, your ticket may not have been issued. There are a variety of reasons
that may cause a ticketing failure. These include credit card decline, incorrect credit
card account number, or incorrect billing address.

If your client’s ticket is not issued, a reject notification indicating the reason will be
sent to the e-mail address that you use as your username in AirPRO. In most cases
the reservation will be held pending ticket issuance until the error/reject is resolved.
To resolve, please contact the AirPRO Support Desk during normal business hours
with the applicable resolution (i.e.; new credit card number).

If the reason for the ticketing failure is not rectified within the ticketing time limit set
by the carrier, the reservation will be cancelled.

Keep in mind the airfare originally booked/confirmed is only guaranteed once the
ticket is issued.

4.6.2 Schedule Changes

Occasionally the airlines make schedule changes that may impact your traveler’s
flight itinerary and ticket. In the event AirPRO receives notification from an airline
regarding a schedule change, the AirPRO Support Desk will notify the booking agen-
cy via e-mail with the applicable schedule change information.

If the schedule change is less than 90 minutes, the AirPRO Support Desk will accept
and process the airline schedule change and an e-mail with the updated itinerary will
be sent to the booking agent. If, however, the schedule change is more than 90
minutes the AirPRO Support Desk will advise the agent of the schedule change via
email and require a response from that agent within 1 business day to complete the
schedule change. If the AirPRO Support Desk does not receive a timely response
they may need to accept the schedule change to avoid a debit memo.

Once the schedule change has been accepted and the ticket, if required, has been
reissued, an e-mail will be sent to you. If that e-mail address has changed between
the original booking and the schedule change, please advise the AirPRO Support
Desk. If the airline requires a ticket exchange due to the schedule change, AirPRO
will waive the $25 exchange fee.

4.6.3 Debit Memos

Credit card charge-backs resulting in a debit memo are the full responsibility of the
booking Member Agency. AirPRO will process any debit and credit memos received
and a copy of the memo(s) will be sent to the Member Agency immediately. If reso-
lution is reached within 24 hours of receipt, the charge-back amount, plus any airline
penalty fees, will be debited against the agency’s monthly commission or credit card
on file if there are not enough commissions to cover the amount.
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5. Additional Functionality

Once your reservation is complete, you can utilize some additional features within
AirPRO, including:

Section Topic
5.1 Driving Directions and Weather
5.2 Outlook Calendar Integration

5.3 Flight Notes (alerts)
5.4 Creating a Trip Template
5.5 Creating Customer Locations

To use any of these additional features, you must retrieve your reservation. From the
AirPRO homepage, click “My Trips” from the Top Navigation or select your discreet
trip from the list below “My Tips” on the Right Navigation Panel, see Figure 31.

Melissa Fox

a i P R prime ipTemp\ates Custom Locations Change Password  Logout

Home  Search for Flights

Search for Flights (Round Trip)

Leaving From: Departing On: Airline Preference:
09/05/2011 | 8| Arytime: [+ Select Aiine ~ @ search by Lowest Fare () Search by Schedule
Going To: Returning On: Indude Non-Refundable fares and fares with penalties.
05/06/2011 | 3| Arytimes (32 Seating Class: | Coach (%  # of Passengers (Adults): | 1(%%| Max. Connections: | 1%
9 Search @ ClearForm | Need more choices? Ty an Advanced Search
System Alerts
Welcome to AirPRO -- where Vacation.com members can make a PROFIT Fare rules, when dicked, are not displaying for
selling airl connecting fiight itineraries. We apologize for this
inconverience and are working to have this issue
resolved as quicdy as possible

o &
Check out our featured airlines:  AIR NEW ZEALAND virginallantic

View an itinerary by chaosing from
the below list *
. Air Contracts -
Helpful Links Lo e +» MFox-AKL-DCA
For help with AIrPRO, dick the appropriate link on the right. aring 3 MFox IAD2

FAQs

Dan'tsee what you're looking for? Click here to
refresh the list.

Figure 31 Detail of the AirPRO homepage with "My Trips" links highlighted.
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What's the difference? In the Top Navigation you can access all of your bookings up
until their departure date, including cancelled and expired reservations; in the Right
Navigation you will see only your most recent, active reservations.

Once you retrieve your completed reservation, you can access all the tools detailed
below.

5.1 Driving Directions and Weather

For each of the flights in your itinerary you can access both driving directions and
weather information for the airports, see Figure 32. Upon retrieving your reservation,
click the appropriate link for the desired information.

UNITED AIRLINES Flight 617
(Ill Reserved - Ticket By September 12 2011 & select your seat
eNTT D E-Ticket Available - Refundable .

Vendor Locator: JN4MEQ

Departs: Arrives: Equipment: Airbus Industrie A313

Washington Ronald Reagan MNational Apt Chicago O'Hare International Apt Stops: 0

= B 22 2011 12:45FM = Bgr 22 2011 01:56FM Seat Mumber 23C (COMFIRMED )
23] 23] Cabin: Economy (5)

Figure 32 Detail of one flight in an itinerary with "Driving Direction" and "Weather" links highlighted.

To access Driving Directions, click the located just below each leg of your itiner-
ary. A form appears, enter an address for your starting point and destination then
click the “Get Route” button for detailed driving directions. All airports included in the
itinerary are available from the “Select” dropdown for the starting and destination
point, see Figure 33 for an example.

Get Directions
Starting Location Destination

Airport: Airport:
- Select - [ DFW Dallas/Fort Worth Intl Apt |

Street: Street:
City: City:
Select a State [] or | Select A Province (] Select a State (3] or | Select A Province  [s]
Zip/Postal; ZipPostal;
Country: Country:

[ cet Rout= @ Reset

Figure 33 Detail of Driving Directions screen.
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To access the weather for a selected air-

port, click the “=  located just below
each leg of your itinerary. Upon clicking

. g 79°F
on the weather icon, a new window opens
and the current weather conditions for tostly Cloudy Feels ke
that specific airport appear, see Figure 34 e 2 Lo
for an example. Information provided by Dew Point:  54°F
Humidity: 42%
Weathercom Visibility: 10.0 miles
Fressure: 29.97 inches and
falling
Wind: From the Mortheast
at 7 mph
|
I'EE'__D':!I
Video

Ronald Reagan Washington
National Arpt Forecast @

Updated Aug 28 04:06 pm. ET

FREE Trial: Faster Radar Maps
& No Ads - Learn More

Business Travel Features

Average Departure Delay: 0:00

Average Arrival Delay: 0:00

Flight Status
Check if your flight has been
delayed.

Weather For Your Trip

Build a custom farecast for your trip
Traveling to more than one city? Use
the multi-city trip editor to create an
itinarary vith up to four destinations.

Interstate Forecast

Avoid dangerous driving conditions
along your route.

1-66 | I-95

Tips and Advice
Traveling with Technology
Mare Travel Tips

Figure 34 Sample weather information provided

within AirPRO.

5.2 Outlook Calendar Integration

Outlook integration is available for you and your clients, this section covers both.

5.2.1 Outlook Integration for You

Once you have retrieved the reservation you can add them to your online calendar

by clicking the “Export to Calendar” option at the top of the page,

see Figure 35.

My Itinerary From Your Travel Pro

Your flight option includes travel on more than one airline. The fare may change substantially when ticketed since
separate tickets may need to be issued. Your travel agency will determine the best fare upon ticketing.

&6 (= =2 &4
Name this Print Itinerary  Print Ttinerary Email this
Itinerary {No Prices) Ttinerary

Name: MFox-AKL-DCA (HONNHI)

Itinerary

Figure 35 Detail of "My Itinerary" page with "Export to Calendar"” highlighted.

A dialogue box appears. Select the pre-
ferred “Open with” option and click “OK”.
NOTE: If you have MS Outlook on your
computer, this is usually the default option
in the “Open With” dropdown.

‘fou have chosen to open

7 calendar.ics

which is @ iCalendar File
from: http: /fcts.nutravel.com

What should Firefox do with this file?

() Save to Disk

Your MS Outlook calendar opens and you
can add this meeting request to your cal-
endar by clicking “Save and Close.”

Microsoft Office Outlook {default)

[] Do this automatically for files like this from now an.

[a]

i Ok i [ Cancel ]

After saving the outlook meeting you will
be directed back to the My Itinerary page
of AiIrPRO. Your travel dates, times and
destination now appear in your MS Outlook
Calendar.

invite.

Figure 36 Dialogue box prompting the user to
select which program should open the calendar
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5.2.2 Outlook Integration for your Client

If you chose to forward you clients the ticketing receipt, see Figure 28 for an exam-
ple, they can launch the online version of their itinerary and select the link to “Add to
Calendar,” highlighted in Figure 37.

Home View ltinerary City € BS My Profile  MyTrips

BOSTON, MA MIMI MARQUIS LCEIMI Feb 28 - Mar 05

=| Overview e Air 35 Others

eTicket Receipt(s)
0378877222429 - MARQU/M NEXT STEPS

[Z] Tuesday Feb28 PHL A0 : i B Print lfinerary
: e -

P s s PDF

UNITED AIRLINES

UA 3427 Departing At Arriving At

Operated by 06:05am 07:00am i
IUNITED EXPRESS/TRANS Terminal Terminal Tuzer
ERIES AR TERMINAL D Not Available

PASSENGER NAME Seats Show Seat Map @

Figure 37 Detail of the Virtually There online itinerary with "Add to Calendar" link highlighted.

A dialogue box appears. Select the preferred
“Open with” option and click “OK”. NOTE: If | vonave chosen to open

you have MS Outlook on your computer, this ] calendar.ics

is usually the default option in the “Open o e

With” dropdown; see Figure 38 for an exam- P R

ple.

Microsoft Office Outlook (default) [v]

() Save to Disk

Your MS Outlook calendar opens and you can
add this meeting request to your calendar by
clicking “Save and Close.”

[ Do this automatically for files like this from now on.

I OK l [ Cancel ]

Figure 38 Dialogue box prompting the user to
select which program should open the calendar
invite.

5.3 Flight Notes

Flight Notes is a fully integrated, flight status traveler alert system. The system
pushes real-time updates to the traveler's mobile devices on their flight status, pre-
flight, in-flight, and post-flight. You can also set up Flight Notes to notify you of the
traveler’s status. If the traveler's flight is delayed or the gate has changed, a mes-
sage is sent to their email or cell phone. You can set up flight notes at any point be-
fore the passenger departs for their trip.
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To create a flight notification, click the “View Edit FlightNotes” link at the top of your
AirPRO itinerary page, highlighted in Figure 39.

My Itinerary From Your Travel Pro # Trip costs

Flight costs: $126.10
Your flight option includes travel on more than one aitline. The fare may change substantially when ticketed since Total cost *: $§126.10
separate tickets may need to be issued. Your travel agency will determine the best fare upon ticketing.

=

1 Create a Template
Prepared for: MIMI MARQUIS Template Hame:
Date: February 28 2012 - March 05 2012

[ save as a Corparate Template
Travelers requiring changes to your reservation should contact your travel professional. Travel agents requiring assistance with this - aibbatiadatebig
reseryation should contact the ArPRO Support Desk, j] Save
EJ Email this Itinera
@ Ticketed - View/Edit Flightlotes Total Cost of Flights: $126.10 . Ly
Emall Address(es):

(Separate

multiples addresses with 2 %, 7

UNITED AIRLINES Flight 3427 Message: {Optional):

Ticketed = "
%, View Fare Rules For this flight
uwiTED E-Ticket Available - Non-Refundable

VYendar Locator: TCP2XQ

Figure 39 Detail of "My Itinerary" page, with "View/Edit FlightNotes" highlighted.

Complete the alert information as desired. You have the option of creating these
alerts for all aspects of the flight; gate and baggage information, landed, diverted,
cancelled, etc. You can enter both an email address and phone number if you want
notifications to go to a traveler’'s phone. Once you have made your selection for the

first flight, you can either change or copy the information for the subsequent flights
in in their itinerary see Figure 40.

UNITED AIRLINES Flight #617 on December 22 2011 12:45PM out of Washington Ronald Reagan National

Apt
Recipient Name:
O Baggage Claim Change O Departure Delay
15 min | %
Email: [ Gate Change
¥ Departed O arrival Delay
Passenger Mame: 15 min s
[ Landed
Sms Number: [ piverted
O cancelled
~Select your provider—
O atGate

—Select locale—

Remove] [Add Recipiem]

UNITED AIRLINES Flight #973 on December 22 2011 03:00PM out of Chicago 0'Hare International Apt

Same as First

Figure 40 Detail of the flight notification set-up screen.
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5.4 Creating a Trip Template

Trip Templates let you store flight information to ease your search and sell process.
You can create a “Trip Template” two ways, directly from the search screen or at the
“My Itinerary” page when completing a reservation or accessing an existing reserva-
tion from the home screen. Just name the template and click on Save as Template.

From the “Advanced Search” form you can same your search criteria as a Template,
see Figure 41. When saving a Template you must name it, this way you can tell
which template you are accessing. When you save a search as a template, the next
time you access it, AirPRO automatically conducts the search for you.

Preferences:

® search by Lowest Fare
(O search by Schedule

Seating Class:
Coach [a]

Airline Preference

Max. Connections:
O]

# of Passengers (Adults):
T[]

[#lnclude Non-Refundable Tickets

[ Find a Hotel
[ Renta Car

s Search

Template Mame:

| Sawve as Template

Figure 41 Detail of the Advanced Search screen showing the "Save
as Template" option.

You can also save an itinerary as a Template. When you access a completed itinerary
as a Template, AirPRO stores the flight numbers so that when you retrieve the tem-
plate it prompts you for travel dates then automatically retrieves the fares for that
itinerary. You save an itinerary from the My Itinerary page, see Figure 42. The My
Itinerary page is the one that appears when a flight reservation is complete.
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Just like when you save a search as a Template, AirPRO requires that you name the
itinerary for easy retrieval.

My Itinerary From Your Travel Pro = Trip costs
Flight costs: $2,605.60
L'& @ @ g g Total cost *: $2,605.60
Namethis  Print ltinerary  Print Minerary  Email this Export to

Ttinerary {No Pricas) Itinerary Calendar
Itinerary Name: MFox-AKL-DCA (HONNHI)
Prepared for: MELISSA FOX
Date: December 22 2011 - January 05 2012

= Create a Template

Travelers requiring changes to your reservation should contact your travel professional. Travel agents requiring assistance with this
i 2 b b p = e Template Mame:

reservation should contact the AIrPRO Support Diesk.

. j Save
< Flight Information
&) Ticket Pending - View/Edit FlightNotes Total Cost of Flights: $2,605.60
[ Email this Itinerary
Email Address(es):
UNITED AIRLINES Flight 617 (separate
(Ill Ticket Pending & select your seat multiples addresses witha *,7)

URITED E-Ticket Available - Refundable
Vendor Locator: IN4MBQ

Message: (Optional):

Figure 42 Detail of "My ltinerary" page, with highlight of "Create a Template" field.

5.4.1 Managing Templates
Manage and retrieve your Templates by clicking the “Trip Templates” link located top
right of any page, shown in Figure 43.

Melissa Fo:

a i P R prlme My Trips { Trip Templates) Custom Locations Change Password  Logout

Home Search for Flights

Figure 43 Header of the AirPRO page, with "Trip Templates" highlighted.

From here you can access any of your Templates to retrieve the requested search or
itinerary or you can remove any of your templates, for an example see Figure 44.

Trip Templates

Select a Trip Template Below

Template Name Description Created By

DCA LAX Air Melissa Fox , Select/View £ Remove
DCA-SAN Air Melissa Fox | Select/View X Remove
AUK-DCA Air Melissa Fox | Select/View £ Remove

Figure 44 List of Templates stored.
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When you click to “Select/View” the specifics of that Template load, see Figure 45 for
an example. In the example below, the Template is of an itinerary, to retrieve fares
for this itinerary, enter the travel dates and click “Book this Trip.” AirPRO automati-
cally completed the search and the “Trip Purchasing & Booking” screen loads.

Trip Templates
Select a Trip Template Below

Template Name  Description Created By

DCA LAX Air Melissa Fox | Select/View X Remove
DCA-SAN Air Melissa Fox

DCA LAX Close Box
AUK-DCA Air Melissa Fox Flight Details

ALASKA AIRLINES Flight #5, COACH, Mon-refundable

Departing: DCA at December 23 2011 09; 154M

Arriving: LAY at December 23 2011 11:59AM

ALASKA AIRLIMES Flight #8, COACH, Mon-refundable

Departing: LAY at December 29 2011 12:50PM

Arriving: DCA at December 29 2011 08:57PM

Starting Date 1

™

Starting Date 2:

i

" Book This Trip

Email This Template

Figure 45 Itinerary Template example showing requested flights.

5.5 Custom Locations

AirPRO allows you create and modify custom locations, or favorite places you save as
departure or arrival airports. You can use these custom locations when completing
searches in AirPRO. To access, click “Custom Locations” from the Top Navigation
panel of any page, shown in Figure 46.

Melissa Fox

‘ ~ i r P R prlme My Trips  Trip Templates {Custom Locations ) Change Password  Logout

Home Search for Flights

Figure 46 Header of the AirPRO page, with "Customer Locations™ highlighted.
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To create a new location add the
location name, address and airport
code then click “Add New.” You can | Points of Interest (Corporate)
save multiple locations at once by | Points of Interest (Personal)
clicking “Add New,” entering the
information, then select the “Save
All” button, see Figure 47 for an

Site Administration

Location Name:

Jane Smith’s Home

Address: City: State:
example' 1650 King Street Alexandria Virginia v
Zip/Postal Code:
22314
Country: Airport Code:
United States »  DCA
# Remove

@ add New « Save All

Figure 47 Detail of the "Custom Locations" form.

Once you have saved a Custom Location, you can access it whilst conducting a

search in AirPRO. To do so, click next to the “Leaving From” or “Going To” and
select you desired option from the dropdown, as shown in Figure 48.

Search for Flights (Round Trip)

Leaving From: Departing On: Ajrline Preference:
O EE] Anytime (% Select Aidine - @ search by Lowest Fare ) Search by Schedule
Going To: 2 with penalties,
My Favorites (PDinL; of Interest) x igers (Adults): | 1/%| Max. Connections: | Bjs
l, Search & dearForm | Need more choices? Ty an Advanced Search

Figure 48 Quick Search form, with "Leaving From" star selected showing the available custom locations.

The information from the selected Custom Location appears on the Search form and
you are ready to move forward in your search.

40



6. Making Changes and Cancellations

This section covers how to handle addressing cancellations and changes. If you have
any questions about the details below, feel free to contact the AirPRO Support Desk
at (888) 505-9671 or email vcomprime@nexion.com.

Section Topic

6.1 Ticket Changes/Exchanges
6.2 Ticket Cancellations

6.3 Ticket Voids

6.1 Ticket Changes/Exchanges

Changing a ticket may result in a difference in fare and incur penalties. To make a
change, e-mail the Support Desk at vcomprime@nexion.com at least four (4) hours
prior to travel with the change, on condition that your customer has not checked in
for the flight. If the customer has already checked in, the ticket cannot be changed,
voided or refunded.

Voluntary changes will incur a $25 exchange processing fee. The $25 processing fee
will be waived if an exchange is required due to an airline schedule change or a ma-
jor worldwide disaster/event.

6.2 Ticket Cancellations

For cancellations outside of four (4) hours from flight time, e-mail
vcomprime@nexion.com. For cancellations within (4) hours, e-mail AND call AirPRO
Support Desk (vcomprime@nexion.com and (888) 505-9671). If you do not cancel
before start of travel, ticket value will be lost. An e-mail confirmation of cancellation
must be received by the agent.

If cancellation occurs outside of AirPRO’s normal hours of operation and client’s trav-
el date is during that time period, you must cancel directly with the airline. Make cer-
tain to ask for and write down the airline representative’s agent sign that cancelled
the reservation.

If a refund is applicable, a credit will be applied to the form of payment used on the
original ticket. If a refund is not applicable, it is the agent’s responsibility to keep a
copy of the ticket number and confirm with the airline the validity time for future
use.

A $5 refund processing fee applies to each ticket.
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6.3 Ticket Voids
The traveler’s credit card is charged immediately after the ticket is issued. If for
some reason the ticket needs to be voided, e-mail AirPRO Support Desk immediate-
ly. A ticket may be voided (for a fee) under limited circumstances:
1. Void request is received before 8pm Eastern Time on the same day of ticket
issuance Monday through Friday.
2. Void request is received before 3pm Eastern Time on Monday, if ticket issu-
ance is on Saturday or Sunday.
Only the AirPRO Support Desk can void the ticket and a $5 void processing fee ap-
plies per ticket.

To request a void, send an e-mail to vcomprime@nexion.com and include

1. Booking confirmation number/PNR Locator

2. Passenger name(s) on the ticket(s)

3. Ticket number to be voided
You must receive a void confirmation via e-mail. If you do not, please contact the
AirPRO Support Desk.

NOTE: Whenever you receive an email communication from the AirPRO Support Desk
about a ticketing issue or a special request, ALWAYS reply to the message so the re-
cipient can see the original subject line. This helps us keep track of your ticketing
errors and ensures a smoother process to resolution.
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7. Appendix
Reading Contracts in AirPRO

The contract details in AirPRO are listed by supplier within the booking platform. To
access, click either the “Air Contracts” link from the homepage, under “Helpful Links”
or click “airline contracts” from the search results page, under the “Legend.”

We recommend that you review the airline contracts to gain familiarity with them
prior to using the platform. The details you and your agents need for validating the
availability of commissions are included for you.

If you have a commission question, hold the itinerary first, and then contact the
AirPRO Support Desk. With all the variables in commission based on routing, fare ba-
sis code and the like, it will greatly improve the AirPRO Support Desk’s ability to as-
sist you if they have a specific example you are working from that they can retrieve
and view.

Potentially commissionable itineraries are indicated by green flags in the search re-
sults. To validate if your desired itinerary is commissionable, you will need the fol-
lowing information:

1) Operating Airline

2) Flight information

3) First letter of the Fare Basis code and class of service

From the search results screen you can see all of this information, for example see
Figure 49.

$4! 866.40 Non-Refundable , E-Ticket Available , Hon-Stop

ﬂ |_|TA|_|A 611
/] D=part: March 08 2012 09:25PM Show seats New: York 1 F Kennedy International Apt (JFK)

Arrive: March 09 2012 12:05PM Fare Rules Rome Fiumicino Apt [FCO)
ﬂ EJALITALIA 608
4 Depart: March 16 2012 10:25AM Show seats Rome Fiumicing Apt (FCO)
Arrive: March 16 2012 03:15PM Fars Rules New York 1 F Kennedy International Apt [JFK)

Figure 49 Air results showing all the details that you will need to validate the availability of commission.
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Here’s how to gather that information:

1) Operating Airline
The supplier is listed in your airline results. If you flight it operated by a different
carrier it appears listed in the flight results. You'll want to know if your selected
flights are a code share before you look at the contract, see Figure 50 for an exam-
ple of how the “Operating Airline” is displayed in your search results.

$ 112?5_ 10 Non-Refundable , E-Ticket Awvailable , 1 Stop

EJ BRITISH AIRWAYS 1585
Depart: April 20 2012 08:25PM Show seats Mew Yaork 1 F Kennedy International Apt (IFK)
Arrive: April 21 2012 10:55AM Fare Rules Rome Fiumicing Apt [FOO)

Figure 50 Air results with "Operated by" airline highlighted.

Q: If it's a code share, which supplier contract do I check?

A: Check the operating carrier and see if is still commissionable under the
c code share. Using the example in Figure 9, you’'d check the American Air-

lines agreement and see if the flight is still commissionable when it's a

code share with British Airways.

2) Flight Information
You'll need the departure and arrival date along with the city pair for your current
itinerary.

3) First letter of the Fare Basis code and class of service
Most airline contracts specifically state the required fare class and Fare Basis Code in
order for the itinerary to be commissionable. In Figure 49 “Business (1)” is the fare
code. Click “Fare Rules” to see the Fare Basis Code, see Figure 51. In this example
case the first letter of the Fare Basis code is “l.”
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) AirPRO by Vacation.com - Mozilla Firefox

| ] | http:/fvcomairproprime. nutravel.com,/showfarerules. jsp?foid = 108segid=1
T S L‘-‘T iﬁ_ 7 __"-'r_"-__-_-___'
~

FARE RULES DETAILS

Dreparts:
Mawi York J F Kennedy International Apt

Arrives:
Rome Fiumicino Apt

Departure Date:
Thu Mar 08 00:00:00 CST 2012

Fare Type:
BUSIMESS CLASS UMRESTRICTED USD 4125.00 MPM E155EP11 D-INFIMITY FC-FARE

Fare Basis Codel
HELSUS

Rule Category:

Rule Description:

S FROM THE U.5.A./BR.f MI. APPLICATION AREA THESE FARES APPLY BEETWEEN UNITED STATES AND AREA 2/AREA
SERVICE THESE FARES APPLY FOR BUSINESS CLASS SERVICE. TYPES OF TRANSPORTATION THIS RULE GOVERNS R
FARES. FARES GOVERNED BY THIS RULE CAN BE USED TO CREATE ROUMND-TRIP/CIRCLE-TRIPSINGLE G PEN-JAW K
FARES i3 NOT APPLY RETROACTIVELY, THESE FARES APPLY ONLY WHEN SUCH FARES ARE PURCHASED PRICR TOr
COMMEMCEMENT OF TRAVEL., CAPACITY LIMITATIONS THE CARRIER SHALL LIMIT THE MUMEER OF PASSENGERS C
OME FLIGHT AT FARES GOVERNED BY THIS RULE AND SUHCH FARES WILL NOT NECESSARILY BE AVATLABLE OMN ALL
MUMBER OF SEATS, WHICH THE CARRIER SHALL MAKE AVATLABLE OMN A GIVEN FLIGHT, WILL BE DETERMIMNED BY T
BEST JUDGEMENT. OTHER COMNDITIONS TO COMPLY WITH SECURE FLIGHT PROGRAM AMD TO GUARANTEE TO PAS
SEAMLESS CHECK IN OPERATIONS ANY BOOKING FOR TRAVEL TOYFROM THE USA WILL HAVE TO CONTAIN SECUR
PASSFNGFR MATA - SFPMD. TT TS MAMDATORY T TNSFRT TNTO: THE PNR TR MSH APPROXPRTATE SSRMMHCS FOH 1 ORAS :

Figure 51 Fare Rules window with "Fare Basis Code" highlighted.

Now that you have your required information, you’ll want
to review the appropriate contract and validate if your | Legend
selected flight is commissionable. To access the con- .
tracts, click the link for “Airline Contracts” at the top L;j Indicates h'::_’"""g"'_“"se'“d
right of the AirPRO Prime search results page, the con- | oo o e carmer marpay
tract launch page opens in a new window see Figure 52. contract for more detail,

Figure 52 Detail of the Legend
from the right navigation panel
on the AIrPRO search results

page.

A new window opens with a list of all the air suppliers included in the AirPRO Prime
program. To view the airline contract, select the appropriate supplier from the list.
For all of the contracts listed, the agency’s commission is 50% of what appears in
the contract. The other 50% goes toward covering the fulfilment and ticketing fees.

Note: For any of the contracts there may be several options to choose from. Gener-
ally the title of the link explains what that contract is for. For example, the Alitalia
contract has three options:

¢ Transatlantic Incentive Commission

e Transpacific Incentive Commission
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Select the appropriate option to reflect the itinerary you are working on, in this ex-
ample, Transatlantic Incentive Commission.

To help you navigate the contracts as easily as possible, you will find that they all
have similar formatting. Looking at the page, let’s review some of the details so you
know what to expect.

At the top right of the page, highlighted in Figure 49, you see three valuable pieces
of information:
e Included airlines: This example contract applies to Delta, Air France, Alitalia
and KLM.
e Ticketing period: In the example below, tickets can be issued between July
1, 2010 and September 30, 2011
e Travel period: Passengers must have completed their travel by March 31
2012
o Ticketing locations: This option will either say “All Locations” or list applica-
ble ARCs. In the unlikely event that you are viewing a contract and there is a
list of ARCs, please contact the AirPRO Support desk to validate applicability.

At the top, center of the page, you will see a “Before you use this program” section,
highlighted in Figure 53. This section details exclusions and requirements and should
be reviewed prior to reading the details of any commission specifics.

| Online ” Interline ( ADELTA \

AIRFRANCE ¥

Online Commission

= = as'se
Alitalia "
0] Before you use this program:

Ticketing Period
01JUL10 - 305EP11

= This is a MULTI-CARRIER AGREEMENT. Valid for commission on AF, AZ, DL
& KL itineraries when validated on AF, AZ or DL only.

= TRANS-ATLANTIC DEFINITION FOR THIS AGREEMENT - Scheduled Travel Period
flights crossing the Atlantic Ocean excluding flights to/from Bermuda and All travel must be
the Caribbean. completed by 31MARZ2012

= When ticketing a SkyBonus customer or applying an upgrade, SkyBonus Tickeling Locations
company designator (e.qg., ER®, ES™, US*, CA™, MX™, etc.) or upgrade 2l Locations
designator (e.g., RD®, PU*, SB>, WF™, WM>, WU=, etc.), the designator must )
be placed in tour code box, regardless of plating carrier.

Figure 53 Top of the Delta, Air France, Alitalia, KLM contract showing before you use this program and ticketing
period information.

After reviewing the “Before you use this program” exclusions and rules, if your ticket
could still be commissionable, it’s time to check the fare rules and cabin class. Each
contract indicated on what factors the contract is calculated. In some situations it is
the class of service, in others it is the Fare Basis code. Reviewing the contract details
helps you to determine which is which.
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In this example, the Fare Basis code is used to determine the commission. For this
airline contract, the chart has several options based on their being several carriers in
this agreement. In this example, the first letter of the Fare Basis code is “I” for
Alitalia, (From Figure 51) so the itinerary that we had retrieved is eligible for a 16%
gross commission, see Figure 54. After all fulfillment costs are paid, the agency
would receive 8% net commission on this ticket.

= B JBCclol Vsl -T-Tw YR B]-1IM
PIF JflcloD zlwlc]a Yy |BE[MJU
== = 1.3 LE Dm— P A Yy B] -1M™
Sil= Fletnl it =1 -1 - ¥y B[ MJU
5% | 5% | [ 20% 0 20% ] 20% | 16% ] 16%] 16% [ 16% | 16% ] [20% ] 16% ] 165%] 16%

Figure 54 Detail of the gross commissions chart available organized by Fare Basis code and supplier.

Question: How much commission do | earn?

é Answer: You will receive 50% of the gross commission amount displayed in
the AirPRO Prime contracts. In Figure 54, the gross commission appears as
“Commission Level,” your agency would receive 50% of what appears listed
there.

Farther down the page are additional requirements and conditions, see Figure 55 for
an example. These should also be reviewed to ensure that the ticket is commissiona-
ble. This is also where you can see if one-way tickets are commissionable, what
commission will be paid if a segment of the flight is not commissionable, if you have
a mixed class ticket and the like.

Validation: Air France (057), Delta (00&) or Alitalia (055)
Fare Basis Code: Per fare rules
Tour Code: None required

Ticket Designator:
Endorsement Box:

PNR Requirement: Per fare rules

One-way Travel: Eastbound one-way tickets permitted for commission.

WESTBOUND incentive APPLIES ONLY TO ONE-WAY WESTBOUND
JOURNEYS from the trans-Atlantic region to the U.S./Canada, when the

1 H o il = £ 1 A= b Eles

Figure 55 Detail view of Requirements and Conditions section of airline contract.
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The AirPRO Support Desk will ensure that all required tour codes, ticket designators
and endorsements are appended to the reservation for you. If you have any ques-
tions or concerns about a ticket being commissionable, hold the itinerary first, then
contact the AirPRO Support Desk with the PNR. The AirPRO Support Desk is available
Monday through Friday 9am-8pm Eastern Time and Saturday, 10:30-6:30pm ET
Eastern Time via phone at 1-888-505-9671 or via email at vcomprime@nexion.com.
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