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Date Version Change Chapter Topic

01.08.2021 7.0 8.0 3 Complete new chapter added:
Registration process for contracted and
future IATA agencies

01.08.2021 7.0 8.0 5.3 New sub-chapter added: Change Password

01.08.2021 7.0 8.0 5.4 New sub-chapter added: Password Criterias

01.08.2021 7.0 8.0 9.2 Regesting roundtrip including Passengers
with disabilities (PRM)

01.08.2021 7.0 8.0 Q.2.1 | TC may not be available in every market

01.08.2021 7.0 8.0 9.2.2 New Name Option - not available in BaG
anymore, info deleted

01.08.2021 7.0 8.0 9.5 Series: A maximum of 60 PAX per departure
may be requested

01.08.2021 7.0 8.0 9.6.1 | OAL specifics: Update on CM and general
info added

01.08.2021 7.0 8.0. 10.2 Former sub-chapter “10.2 Modify Name
Option” deleted as not available in BaG
anymore.

Attention: Causing re-numbering of
following sub-chapters in chapter 10.

01.08.2021 7.0 8.0 10.2 Name Changes

01.08.2021 7.0 8.0 10.3 Increase Passengers

01.08.2021 7.0 8.0 10.11 | Irregularity Handling - Nego Space /
Allotment bookings

01.08.2021 7.0 8.0 10.12 | Hotel Bookings - action link not available

01.08.2021 7.0 8.0 14 Glossary: PRM added

01.01.2024 8.0 9.0 all Adaption due to SN Integration

10.11.2024 9.0 10.0 all General update due to EN integration
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1 Introduction

BookaGroup is the central web-based platform to book group travel with Austrian Airlines, Brussels
Airlines, Lufthansa, SWISS and Air Dolomiti. The tool allows travel agencies and tour operators to
request and book groups online, perform modifications and fulfillment of existing bookings. All group
bookings for flights with the Lufthansa Group (LHG) airlines Austrian Airlines (OS), Brussels Airlines
(SN), Lufthansa (LH), SWISS (LX) and Air Dolomiti (EN) are combinable and can be requested and
booked in a few simple steps, resulting in a single, combined LHG group booking. In addition,
conditions and pricing are harmonized, allowing for a fully harmonized LHG group product. Most of
the transactions can be done in BookaGroup; some actions nevertheless must be performed in the
respective GDS:

e Additional booking of feeders

Rebooking

Ticketing
Booking of OAL (other airline segments in combination with a LHG flight)

SSR-elements (e.g. xbag, wheelchair etc.)

Please be informed that Side Trips are not supported by BookaGroup. In such cases,
separate requests must be made.
Requests of Double Open-jaws are only possible if allowed as per fare note.

All changes done in a GDS will be mirrored in BookaGroup as well.

In case your travel agency is not using Amadeus but any other GDS, all additional transactions not
supported by BookaGroup (except ticketing) need to be performed by your LHG Group Service
Team.

PNRs can be claimed via BookaGroup as soon as all names are inserted (the action “Claim
PNR” becomes visible). Please do not claim PNRs via GDS prior to having entered all
names. This may cause synchronization issues between the other GDS and LHGs
Amadeus PNR resulting in incorrect transfer of names, cancellations or ticket numbers.
Transactions done in a GDS might need a certain time to be reflected in BookaGroup.
Therefore, please wait with further transactions until the updates are visible.

2 System Requirements
BookaGroup is optimized for the following internet browsers:
Internet Explorer: IE11 and Edge latest version
Firefox: Latest version and last 2 latest versions
Google Chrome: Latest version and last 2 latest versions
Safari (MacOS only): Latest version and last 2 latest versions
Following screen resolutions are supported by BookaGroup:
1920x1080
1366x768
1024x768

! Avoid display or usability problems by using one of the recommended browsers above.
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3 Registration process for contracted and future IATA agencies

3.1 New travel agency registration process

Travel agency opens the BookaGroup login page in his browser. Continue with the action:
“Register a new agency”.

BookaGroup

2 Reglster a new age

¢ j:ﬁg"'

Please login to access your group
bookings

User ID (Email ID) / User-ID

Password

D Remember me
& Forgot your password?

Proceed with entering all relevant information via the next steps:

November 2024
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Step 1:

BookaGroup
_ Add agency details Create Local Admin Account

Please enter first basic information to register your travel agency

TRAVEL AGENCY REGISTRATION

IATA / ARC Number [\ ]

Office ID/ PCC i GDS/NDC Please select A

Add Office ID/ PCC

Cancel Next step

Step 2:
BookaGroup LuFTHANSA GRoUP
Register travel agency _ Create Local Admin Account

Please enter travel agency details

AGENCY INFORMATION

Office information

Agency name I \ | 1ATA f ARC Number 23223454

Agency Email Address™

Office ID/ PCC 200{LH1234 GDS/NDC AMADEUS

Contact information |i

Address type Street PO, Box Number

Street name and number” Lane”

Building™ Area”

Address line 1° Address line 2°

City Pin/Zipcode™

State/Region”™ Country Please select -
Phone Number +49 [GERMAN_.

General settings

Language for

Please select hd i Time zone Please select hd i
Correspondence

Cancel Previous step Next step
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Step 3:

BookaGroup

Register travel agency

Add agency detsils

Please enter personal information of your local admin

LOCAL ADMIN REGISTRATION

LUFTHANSA GROUP

LUFTHANSA GROUP

n This information can be chenged later in the individual user profile.

Personal information 5

Title

First name

Last name

User ID (Email ID)

Mz i
Cusi
Sunshine

susisunshine@gmail.com

Contact information

Phone Mumber

General settings

Languege for display

Recsive important offer or
booking relsted
notifications via email
Receive information about
product news, special
promationg, etc

Security Check

Please enter the following
text before continuing

= | cant read this

+49 [GERMAN_.~ 1234
ENGLISH

No Yes

No Yes

Middle name®

i Worksign

5e7ES

Time format

j  Youcan contsct me via

o | Emai

Telzphone

B

“Admin user” or “regular user”?

csu

Previous step

The tool allows two different roles: “admin user” and “regular user”.

The regular user can use the full functionality of BookaGroup except functions related to user and
tool administration.
Apart from the regular user rights, the admin user additionally has following rights and liabilities for
his/ her related office and can:

o000 T

Accept the terms and conditions for the travel agency
Create/ delete/ block users in his office
Grant the role “admin user” or “regular user"
Access all IATAs/ Office IDs & PCCs
Initiate changes of IATAs/ Office ID & PCCs with LHG Group Service Team (chapter 3.3)
Grant user access to IATA numbers (chapter 3.4)

It is possible to have more than one admin user, there is no limitation.

v10.0
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Within this initial travel agency registration process, the agent needs to have the role of an admin
user. Therefore the admin user needs to complete his/her personal information and create a 3 letter
work sign code for identification purposes. The User ID field requires a valid email address.

e Finally the agency user needs to select the preferred language and time format.

e When activating the “Email notification” the user will receive important notifications beside the
information given in the tool. This might be useful when not working every day in BookaGroup.

e Finally enter the security/captcha text to continue.
Step 4:

BOOKaGroup LUFTHANSA GROUP

Thank you! Your registration request has been sent and is awaiting verification. We will get back to you shorthy once the due
process is complete.

Soon you will enjoy the full range of features of our group booking tool

Create new requests with ease Manage your requests with comfort  In case of any doubt: Communicate
instantly with Sales

Step 5:

Once the registration request is confirmed by the LHG Groups Service Team, you will receive a
registration link via email. Please follow this link to complete your password settings.

November 2024
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BookaGroup

LUFTHANSA GROUP

You are just one click away from BookaGroup

(R - onct sccepance

‘Your agency registration request has been accepted. Please complete the missing data.

MS. INKEN MAY

Contact information

1ATA 22345676
IATA 23232322

Password settings

[l Please memorize your User ID inken.may
settings.

Th.de for later login in. You can change your user ID in your profile

Enter new password [

Pasgword sscurity low.

Confirm new password [

v10.0
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The password details have to be entered in an acceptable format:

e Passwords have to be 8-30 characters long. Min. 8 characters containing at least one
upper

e Case letter, one lower case letter, one numeric digit and one special character or min 14
characters if no special character used.

e See also chapter 5.4 Password Criterias

Step 6:

e Y _

Please accept the applicable terms & conditions and submit to continue.

MS. SUSY SUNSHINE
SUNSHINE

Terms and Conditions

GERMANY

o Yes,| accept the General Commercial TRC. & English & Deutsch

V' | Yes,laccaptthe Legel and Technical TEC. (X English (0 Dectsch

o | Yes, | have read and understood the privacy statement. Privacy Statement
v ke to receive important offer or bocking related notifications via email,

ke to receive notifications about preduct news specie premations eic

ATAJARC number 23322220

Qffice 1D/ PCC FRAXXI2343

As an authorized representative | sccept the Bocking
Related TAL which replace amy prior terms & conditions on

group bookings =] English Deutseh

SR

e The travel agency’s admin user needs to accept General Commercial Terms & Conditions and the
Legal and Technical Terms & Conditions which relate to the technical use of the tool which you will
find also on e.g. Ih.com homepage.

e Under the Group Terms & Conditions the TA admin will find the agency s Booking Related T&C.

e The admin user has to accept all applicable contracts, terms and conditions on behalf of the travel
agency by checking each check box. It is mandatory for an agency to accept all T&Cs, otherwise the
agency will not be able to use BookaGroup. If there are multiple Office IDs/ PCCs for an agency each
Office ID/ PCC will be assigned with its own contract.

“ In the registration email to the travel agency it is pointed out that the admin user should have

the authority to accept the contracts, terms and conditions on behalf of the travel agency!

November 2024
v10.0 Page 11 of 120



BookaGroup LUFTHANSA GROUP

After pressing the admin user will be guided to the BookaGroup login screen and can log
into the tool for the first time.

3.2 Update Profile of a Travel Agency User

3.2.1 Admin User

After accepting all contracts and the T&C the Travel Agency admin user logs into BookaGroup with
his/her User/Email ID (email address) and his new password for the first time.

BookaGroup

WELCOME 10 BOOKAGROU; |

a»

Group booking ahd handhng madé.qasy

N
 Register a néw =gency & Mix ?",
A ok

@ase login to access your group \ &
bookings .

User ID (Email ID) / User-1D

Password

Remember me

\m =) Forgot your password?

When logging into the BookaGroup tool, the user will be guided to the “Dashboard”, the starting
page in BookaGroup which displays an overview of all functions and services.

Under “My profile” the user can add/amend personal contact details, select a time format and the
language settings (see screenshot on the following pages) and update his/her profile by clicking on
“Save Changes”.

November 2024
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BOOkaGrOUP LUFTHANSAGROLE__| 8 Schmidiiess

- My profile

Austrian 7~ brussels :i: @ Lufthansa £YSWISS €& 4iDg > o™

AIRLINES = @ »
- Change IATA/ARC number

m BE MyGroups | AllGroups | gg@® Newrequest

- Logout

MR. TEST USER AcTIve
Agency details

Office information

AGERCY NS TEST AGENCY DE LHG Sales Offica BRU GG
Agency Email Address sad h.de
IATA 23212243 &

Personal details

Personal Information i

B8 ‘You may update your contact and profile details.

Title AT ¥

Firet nama Test Middia name* Test
Last nafme Usar

User D (Email ID) ta.serde.fuxl @dh.de Warksign SBR
Linar sole Regular User Admin

Contact information

Phone number +4% [GERMAN.. = 11 1

General settings

Language for display ENGLISH - i Time farmat 12h 24h
Language for Recaive impomant offer o Mo Yes i
CHTESDOnCdencE SiIizr Booking ralatad
notifications via ama
e : Receive information about Mo Yes
e EodiE [UTC +01:00) Amstardam, Berin, Bam, R prouct news, spesial = !
promotions, eqc
Cancel
= Actions
Change IATAS ARC assignment Wiew all groups of this user Change password

November 2024
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3.2.2 Regular User

To update a Regular User profile same steps to be followed as mentioned in chapter 3.3.1.

An overview of the different roles “Regular” and “Admin” can be found in chapter 3.1.

3.3 Update the Travel Agency Profile

After updating the user profile, the Travel Agency admin user can cross-check the stored travel
agency data. If necessary he/she can amend/complete wrong or missing data under “Agency
Profile” in the header.

Special attention should be given to the IATA numbers and the assigned Office IDs/PCCs. Please
immediately contact your LHG Group Service Team in case of any errors / misspellings / typos.

If there should be also any other errors that are read only, please get in touch with your LHG Group
Service Team.

BOOkaGrOUp LUFTHANSAGROUR | [ Schmidtea ~

» My profile

Austrian 7~ brussels 3 ) Lufthansa LISWISS &®Ar

= My Groups All Groups . New request
s Y f f 1

November 2024
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m New request

LUFTHANSA GROUP

TEST AGENCY DE

Agency

Office information

IATAZ/ARC number data (23212243)

Contact information

Street name and numbe
Buiding
Frankfurt
Prone Numbe 20 1
Office ID/ PCC
MUEAX2347 FRASBATN
GDS/NDC AMADEUS

NDC Contact Details

Published fare v

Unpublished fare

User (B)

EDUCATIOMNAL FARES

Terms & Conditi...

FRAN2345

AH15P

+ TOUR OPERATOR

Tour operator countries GERMANY
Special request types Return flight outside flight plan Series
Tour cenductors Yes
Series request check MNo
Different name options 55 Days 30 Days
Maximum series
departure ZE
(General settings
Language for ENGLISH - i
Correspondence
Email Notification No Yes
v10.0

Time zone

BRU GG

GERMANY

Add Office ID/ PCC

+ CRUISE

Men-nege half return

(UTC +01:00) Amsterdam, Berlin, Bern, .. * i

Cancel Save changes

November 2024
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3.3.1 Add an additional Office ID/ PCC

a) Travel agency has one IATA only

If the travel agency s admin wants to add an additional office ID/ PCC under the current IATA
number, he/she needs to select the button “Add office ID/PCC” and follow the instructions. To
avoid duplicates the tool automatically checks the new Office ID/ PCC.

If the travel agency wants to cancel an IATA number or an office ID/ PCC the LHG Group
Service Team needs to be contacted.

The user opens the Agency Profile:

BOOkaGI'OUp LUFTHANSAGROLIE | @ Sehmidtklaus
- My profile
Austrian 7~ brussels iii ) Lufthansa  ZJswiss  CeApolzre ]

- Logout

= BB  MyGroups | AllGroups @ g Newrequest

TESTING SN4G actve

Agency User (2) Terms & Conditi...

Office information
Agency name Testing SN4G LHG Sales Office FRA AH/M-GR

Agency Email Address ww@gmail.com TA Mode OMLINE

IATA/ARC number data (00109130) -

Contact information

Street name and number Teststreet Lane

Building Area

Address line 1 Address line 2

City Frankfurt Pin/Zipcode 12345

State/Region Country GERMANY

Phone Number +49 &9 123456

Office ID/ PCC .

November 2024
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The following pop-up needs to be completed:

Register an Additional Office ID/ PCC

IATA/ARC number 23212243
Office ID/ PCC
GDS/NDC AMADEUS -

Cancel Send request

After sending the request, the TA admin user will get a confirmation in the header:

TEST AGENCY DE Acte

Your request for an additional Office ID/ PCC has been sent. Once verified, we will get back to you with the confirmation.

Agency User (D) Terms & Conditi...
Office information

Agency name TEST AGENCY DE LHG Sales Office BRU GG

Agency Email Address sa Ih.de TA Mode QONLINE

The LHG Group Service Team will again need to approve the new Office ID.

After the approval by LHG Group Service Team, the travel agency will receive a confirmation email to
the email box of the travel agency.

Dear Travel Agency Partner,

Your request for the registration of Office ID/ PCC FRAGCC345 has been approved.

You are just one step away from using it for your agencys account.

You can start the activation process by logging in to Book-a-Group and accepting the applicable terms and conditions.

Thank you and regards,
Your Book-a-Group team

The TA admin user needs to follow the instructions to accept the contracts, terms and conditions for
the new Office ID/ PCC.

He/she then finds the new Office ID/ PCC listed in the agency profile.

November 2024
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b) Travel agency has more than one IATA

If the Travel Agency already has several IATA s within its agency and wants to register an additional
Office ID/PCC (e.g. a NON-IATA agency as the travel agency is the fulfiller for the NON-IATA),
following needs to be observed when adding the new Office ID/PCC to the agency s profile:

The Travel Agency admin user opens the Agency profile.

The IATA/ARC number - where the additional NON-IATA agency is to be added - in the Travel
Agency s profile needs to be selected by expanding the row. The user clicks on + in the IATA s row:

TESTAGENCY DE Actve

Agency User (5) Terms & Conditi...

Office information

Agency name TEST AGENCY DE LHG Sales Office BRU GG
Agency Email Address sas ilh.de TA Mode OMLINE
IATA/ARC number data (23212243)

The TA admin user then clicks on “Add Office ID/PCC”

IATA/ARC number data (23212243) =

Contact information

Street name and number Lane

Building Area

Address ling 1 Address line 2

City Frankfurt Pin/Zipcode

State/Region Country GERMANY

Pheone Mumber +49 .. 1 1

Office ID/ PCC ( Add Office ID/ PGC )

November 2024
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A pop-up is opened for the new Office ID/PCC and the user fills out the necessary information
accordingly:

% X
Register an Additional Office ID/ PCC

IATA/ARC number 2312243
Office D/ PCC

GDS/NDC AMADEUS hd

(:anDEI

And clicks on “Send request”.

BOOka G rou p LUFTHANSA GROUP | Shmidteus

Help & Contact v

Austrian 7~ brussels :3: o) Lufthansa 4FSWISS €= AiDclomil

AIRLINES

= = My Groups All Groups l'il'i‘pa Mew request -

TEST AGENCY DE Actve

Your request for an additional Office 1D/ PCC has been sent. Once verified, we will get back to you with the confirmation.

The registration request is sent to LHG Group Service Team who will check and approve the
registration request accordingly. The travel agency will receive a confirmation email (to the email box
of the travel agency).

3.3.2 Add an additional IATA number

If the Travel Agency wishes to add an additional IATA number, the admin user opens the agency s
profile and needs to select the button “Add IATA/ARC button” (see link on next page):

Please observe: IATA number has always to correspond to the registered country of the
n Travel Agency in BookaGroup profile. No cross-border registration allowed.
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LUFTHANSAGROLR | @ SehmidsKius -

- My profile

BookaGroup

|

Austl'ian > brusﬁsﬁlg EE; @ Lufthansa ﬂSWISS {*A\D -+ Agency Profile

-» Logout

My Groups All Groups

iR Newrequest

TEST AGENCY DE [

Agency User () Terms & Conditi...
Office information
Agancy name TEST AGENCY DE LHG Sales Office BRU GG
Agency Email Address B h.de TA Mode OMLINE
IATA/ARC number data (23212243) —
Contact information
Street name and number Lane
Building Aren
Address hine 1 Address line 2
City Frankfurt Pin/Zipcode
State/Region Country GERMANY
Phone Number 49 . 1 1
Office ID/ PCC Add Office 1D/ PCC
NUEAX2347 FRASB4TN FRANZ345 AHISP
GDS/NDC AMADEUS
NDC Contact Details
Fublished fare v
Unpublished fars EDUCATIONAL FARES + | TOUR OPERATOR + CRUISE
Tour operator countries GERMANY
Special request types Return flight outside Flight plan Series MNon-nego half return
Tour conductors Yes
Serles request check No
Differant name options 53 Days ! 30 Days
Max: n:u.'r series 50
departure
Seneral settings
-anguage for R UTE + 01 Armetardarm S N
Comespondence ENGA I Ty Time zone [UTC +01:00) Amsterdam, Berlin, Bem, i
Zmail Notification Mo Yes i

= Actions

Register new sgent Add IATA/ARC number

View all groups

Save changes

On the next screen the Travel Agency admin user enters the new IATA number, the assigned new
Office ID/ PCC and the related GDS.

v10.0
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BOOkaGroup LUFTHANSAGROUP | Q Scheidkies

Help & Contact v

Austrian 7~ brussels 133 < Lufthansa LJSWISS & 4inclomi

My Groups All Groups gy MNew request _

Register IATAJARC number Add IATASARC Number Details

Please enter the following information to register additional IATA/ARC numbers

IATA REGISTRATION
TEST AGENCY DE

LATA £ ARC Murniber

Office IDF PCC i GDEMDC Please selact -

Add Otfice 1D/ PCC

Cancel MNext step

After clicking "Next step” the Travel Agency admin user completes the registration on the following
screen where he/she fills in missing information and then clicks on “Complete registration”:

The Travel Agency s admin user receives a confirmation when he/she completes the registration:

BOOkaGI'OUp LUFTHANSA GROUP | Shmidims v

Help & Contact v

Austrian 7~ brussels 142 @ Lufthansa £YSWISS €*ADolomil

@ BB MyGroups AllGroups  ggl» Newrequest _

TESTAGENCY DE ctive

Your request for an additional IATA/ ARC code has been sent. Once verified, we will gat back to you with the confirmation.

After the new IATA number has been approved by the assigned LHG Group Service Team, the Travel
Agency s email address will receive an email notification:

Dear Travel Agency Partner,

Your request for the registration of IATA/ ARC Code 23558662 has been approved.
You are just one step away from using it for your agencys account.

You can start the activation process by logging in to Book-a-Group and accepting the applicable terms and conditions.

Thank you and regards,
Your Book-a-Group team

Also for the new IATA number, the Travel Agency's admin user needs to accept the contract, terms
& conditions (see chapter 3.1) after signing into the tool and by following the described steps.
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v10.0 Page 21 of 120



BookaGroup LUFTHANSA GROUP

3.4 Register other users of the travel agency

The TA admin user has the possibility to register other users within his office if necessary and grant
access to one or all IATA numbers and also to single or multiple Office ID's/PCC'’s.

He/ she needs to go to the Agency Profile, click on the tab “User” and select “Register new agent”
in the drop-down menu of the user list.

Agency Terms & Conditi...

¥ List filters (O filters, 7 of 7 results) +

‘n'

Register new agent

On the next screen he/she will be asked to complete the profile data of the new user (same process
when completing your own profile).

The Travel Agency s admin user can grant the role of “Regular User” or “Admin”. More details about
the two roles can be found in chapter 3.1.

Under “Assignments” he/she can assign one or multiple IATA numbers and one or multiple Office
ID/PCCs to the new Travel Agent user. This selection determines the IATA number under which the
user will be able to manage his/her group bookings.

All Groups iRD New request

CREATE ANEW USER PROFILE

Travel agent registration

Office information

Agency name TEST AGENCY DE IATA / ARC mumber 23212243

Personal Information

n These settings can be changed later in the individual user profile.

Title Mr. -

First name Middle name®

Last name

User ID (Email ID) i Worksign .
User role Regular User Admin

November 2024
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Contact information

Phone number

Assignment

Assignment to IATA/ARC

number

General settings

Language for display

Receive impertant offer or
bocking related
notifications via email
Receive information about
product news, special
promotions, etc

+49 (GERMAN.. =

Please Select

ENGLISH
No Yes
No Yes

Time format

LUFTHANSA GROUP

12h

24h

Cancel . Complete registration '

~ Backtotop

After completing the registration process, automatically an email notification is sent to the new
Travel Agency s user.

LHG Groups

TA Groups

Administration

i Newrequest

Back to list view

SUNSHINE LHG

Approved

A confirmation email along with the activation link has been sent to the registered email address.

If the link needs to be re-sent to the new user, then this can be done by returning to the Agency
Profile, clicking on the “User” tab and selecting “Send activation link” in the drop-down menu of

the new user.

v10.0
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LUFTHANSA GROUP

(- )

¥ Listfilters ( O filters, 2 of 2 results)

May, Inken inken@gmail.com Admin

Travel, Louisa louisa@gmail.com Regular User

Register new agent

IMR AllIATA/ARC number & Change status
£ Booking related Email
LOuU All IATA/ARC number Notifications.<br/>Change

selection to:
£ Product News, promotions
related Email Naotifications.
Change selection to: op

Export all to excel

Delete

Send activation link

A STAR ALLIANGE MEMBER ¥,

The new Travel Agency s user receives an email where he/she is asked to complete the registration

for BookaGroup.

After clicking on the “Register now” button the user completes his/her contact data, password and

general settings.

Your agency registration request has been accepted. Please complete the missing data.

MS. INKEN MAY

Contact information

IATA 22345676

IATA 23232322

Password settings

I} Please memorize your UserID inken.may

settings.

Enter new password

Confirm new password

v10.0

Ih.de forlater login in. You can change your user ID in your profile

Password security low.

November 2024
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Afterwards the new (regular) Travel Agency s user needs to accept the General Commercial T&C and
the Legal and Technical T&C (not the Booking Related T&C) to work in BookaGroup.

As well the user can select if to receive important offer and booking related email notifications which
is strongly recommended to choose to establish a proper communication.

If user also wants to receive notifications about product news, promotions, etc. it can be selected
here as well.

Please accept the applicable terms & conditions and submit to continue.

MS. INKEN MAY
SUNSHINE TRAVEL AGENCY

Terms and Conditions

GERMANY

Yes, | accept the General Commercial TRC. @ English 2 Deutsch

Yes, | accept the Legal and Technical TEC. English & Deutsch

'Yes, | have read and understood the privacy statement. Privacy Statement
ike to receive important offer or booking related notifications via email.

ike to receive notifications about product news,special promotions etc.

The registration process is the same for all new users. After the first login into BookaGroup with
his/her personal email address and new password the user should always open his/her profile to
cross-check the data and if necessary to complete his/her profile data and settings.
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B°°ka G rou p LUFTHANSA GROI "T - | : §§  SchmictKaus -

Austrian 7~ brussels :¢: () Lufthansa 3 SWISS & firHg Z e

AIRLINES

- Change IATA/ARC number
= | BB | MyGroups | AllGroups | g Newrequest :
- Logout
WELCOME TO YOUR BOOKAGROUP News > Viewslnens
Filters and Alerts My Groups All Groups
O O 0 0 O
Penalty Period Warning Grace Period Schedule Changes
1 O 0
Name Options Ticketing Time Limit Communication Notes

Quick View File Status

2 O 2
Sent Requests MNew Offers Saved Offers
5

Booked Files

Quick Links

Agreed Business Statistics

The status of the new Travel Agency s user has changed from registered to active after completing
the registration.
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us

BOOkaGI'OUp LUFTHANSAGROUP | Schmidt Kl

Help & Contact w

Austrian 7~ brussels ;i (© Lufthansa ZYSWISS €*Ainolomili

AIRLINES ®

MyGroups | AllGroups | g Newrequest

MX. KLAUS SCHMIDT acTve
Agency details

Office information

Agency nams Testing SN4G LHG Sales Office FRA AH/M-GR

Agency Email Address ww{@gmail.com
IATA OO109130 +
IATA 23214520 +

Personal details
Personal Information |

Bl You may update your contact and profile details.

Title . hd

First name Klaus Middle name*

Last name Schmidt

User ID (Email 1D) klaus.schmidt@fake-box.com Worksign KLA
User role Regular User Admin

Contact information

Phone number +43 [GERMAN... = 11 1

General settings

Language for display ENGLISH - i Time format 12h 24h
Language for Receive important offer or No Yes i
cormespondence [EelER booking related
notifications via email
N § . Receive information about Na Yes -
Time zone (UTC +01:00) Amsterdam, Berin, Bern, R.— product news, special 1
promotions, etc
Cancel Save changes
= Actions

Change |ATA/ ARC assignment View all groups of this user Change password
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Some information as the office information or the user role is read only and therefore greyed out as
changes can be performed by Travel Agency Admin user only or even only by LHG Sales Service
Team.

If changes are done on the screen, it needs to be completed by clicking on “Save changes”.

Also the current password can be changed by clicking on the link “Change password” in the Actions
menu:

Change password

Slezzs SNTEr your CUrrent DESEWOrt and s&t a new one.
Current password

Enter current password

MNew password

Enter new password

Confirm new password

Cancsl Change password

After entering the current password and the new password, the Travel Agency s user clicks on
“Change password” and is prompted with a success message:

Welcome to your BookaGroup News » View sl news

Your new password has been set. Please use it for future logins.
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v10.0

General Definitions

A group exists when a minimum of ten passengers, booked in one or multiple
compartments (Economy, Premium Economy, Business and First Class) travel together
and have at least one common main route.

For routings including intercontinental segments, the common main route may be any of
the booked long-haul segments; for Cont (short-haul) travel, it may be any booked
segment irrespective of its length.

Passengers traveling/booked separately by the travel agency from the group are
considered individual bookings and shall not count towards group utilization or Tour
Conductor tickets. Groups will be designated with the ticket designator and passenger
type code (PTC) - “GR" and will be requested altogether in one request.

Transfers of seats from a single PNR into a group PNR resp. from a group PNR into a
single PNR or across different group PNRs are not permitted.

In the event the minimum group size is not met anymore the following conditions will
apply:

e All conditions (e.g. Min Stay and Advance Purchase) of the used published or
unpublished fare must be fulfilled.

e Individual pricing according to the applicable published or unpublished fare at
time of ticketing applies - no group discount applies

e The ticket designator and passenger type code (PTC) - “GR" must not be included
in the issued tickets.

e The newly quoted fare shall however not undercut the latest quoted group fare.

Minimum / maximum stay is defined as per the fare note of the applicable tariff.
Since April 1%, 2019 the booking range for group bookings is limited up to 344 days
before departure for LHG flight.

Corporate Discount (CD) rates are not applicable for group travel.

November 2024
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5 Getting Started
5.1 Log-In

Upon accessing BookaGroup via www.LHG-BookaGroup.com, you will be directed to the log-in
screen, where you can either register as a new agency (see also chapter 3) or log-in with your user
credentials.

BookaGroup

Group bookingafid handllng ”336 ‘QaSY B plcase click here to register in case
v,ﬁResme,“ewasmw’ﬂ e ‘2‘«. : @ Yyou have not used BookaGroup for
e Y R R R BB vour group business in the past.

Please login to access your group
bookings

User ID (Email ID) / User-ID

If you are already registered for
BookaGroup, please enter your user
ID (email) and your password here
and click on Login to proceed.

& Forgot your password?

AR ALLIANCE MEMSEM

eXperts Terms & Conditions A Privacy statement Imprint

After a certain time without any transactions in BookaGroup, your session will expire. When a session
expires, you will be navigated to the login screen and the following message will be displayed:

Your session has expired. Please login again
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You will also get a confirmation when you logged out of the system:

You have been logged out of the application successfully. Please log in again if you want to access the application again.

In case the application is undergoing maintenance, an error message will be displayed:

Flease note: Due fo maintenance access to LGT s currently restnicied, System will we available soon. Thank you for your
pabence.

5.2 Password Reset

In case you need to reset your password, you can click the respective link on the log-in page and
follow the steps required by the system.

3 X
Request a new password

Did you farget your password? Please anter your User ID (Email ID) as stored in your parsonal profile, A new
reset password link will ba automatically generated and sent to this @mail addrass

User ID (Email ID) Fill in your user ID (email) here
|| and a password to request a new
password.

ﬂ Are you a LHG user? You cannot reset your password from here. Flease contact
your responsible help desk.

Cancel Send request

You will receive a confirmation message:

A reset password link has been sent to your registered email address.

Once you open the email and click on the link provided, you will be directed to this window to enter a
new password:

Reset password

You can reset the password for your account. Please fill the information in the form below:

Enter new p d l i

Passward security high.

Confirm new password
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5.3 Change Password

Travel Agents find the “Change password” link in Actions - section of his BaG-profile:

BOOkaGI‘OUp LUFTHANSA Gd'm'dtﬂaus B

Austrian 7~ brussels i3 @ Lufthansa £JSWISS €@ 4o * /o™

AIRLINES o @ @

-» Change IATA/ARC number
®m BE MyGroups @ AllGroups @ g Newrequest |

- Logout

Cancel Save changes
= Actions

Change password

~ Back to top

Clicking “Change password” actions link leads to:

3 X
Change password

Please enter your current passwort and set a new one.

Current password

Enter current password

New password

Enter new password :

— Password security low.

Confirm new password

Cancel Change password

“i” —icon (mouse-over info) =
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Change password

Please enter your current passwort and set s new one.

Current password

Enter current pessword

New password Type your new password in the "New password” field,

then type it again in the "Confirm new password” field.
Enter new password Please note that the new password cannot be one of the
h last 3 passwords. Passwords have to be 8-30 characters

B long and contain at least one upper case letter, one lower
B5S5WOI

Confirm new password case letter and one numeric digit. Special characters may

be included.

5.4 Password Criterias

Password creation criterias (in general for BookaGroup):

Mandatory characters: letters, numbers (min. one each, incl. min. 1 capital letter)
Optional characters: special characters (e.g.: @,.,-, etc.)

Minimum 8 characters (if no special character used: 14)

Maximum 30 characters

In regards to “Change Password” & “Password Reset”: New password cannot be one of
the last 3 password
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6 Navigation

6.1 Cockpit
Upon log-in, you will be directed to the Cockpit, the main landing page of BookaGroup.

BOOkaGI'OUp LUFTHANSA GROUP | A Tl v @

Help & Contact v

Austrian 7 brussels :33 ) Lufthansa ZYSWISS & Airolomi

AIRLINES ®

@ B | MyGroups | AllGroups | gg@ Newrequest

WELCOME TO YOUR BOOKAGROUP ° News ° > View il news
Filters and Alerts My Groups All Groups
O 0 O 0 0
Penalty Period Warning Grace Period Schedule Changes

Mame Options Ticketing Time Limit Communication Notes @
Quick View File Status @

Sent Requests Mew Offers Saved Offers
Booked Files
Quick Links

Agreed Business Statistics @

User profile and agency profile Quick links and news

Cockpit header Quick view of files per status

Overview of files that require action Statistics

Communication Notes
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Clicking on the airline logos at the top of the page will open the airline websites
Austrian.com, brusselsairlines.com, Lufthansa.com and SWISS.com and Airdolomiti.eu in a
new browser window.

6.2 User Profile

Click on your name and select My profile
from the drop-down menu to navigate to
AGROLR | @ Schmidtidsus @

BOOkaGrO your personal profile.

-3 My profile
. - — y / . el i
Austrian 7~ brussels is: ) Lufthansa LJSWISS €®AiDg ™
. -» Change |ATA/ARC number
My Groups | AllGroups | gg@® Newrequest |
-» Logout

My Groups | AllGroups | g New reguest File ID ﬂ -

MrS. |_|IO TeSt ACTIVE
Agency details

Office information

Agency name Sunshine Travel Agency FRA AH/M-G
In the upper part of your
Agency Email Address sunshine@travel.comXXd profile, you Wl” see deta”s of
the agency you are registered
IATA 22345676 with. =

Contact information

Street Name and Number  Test Lane Test

City Frankfurt Zipcode 00000
Country GERMAMNY

Phones number +49 99 0000000

Office IDs

Office ID/ PCC FRA1234367 GDS AMADEUS
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Personal details

Personal Information |
Below, you will find your

personal information such as
contact details; you can edit
these at any time.

Bl You may update your contact and profile details.

Title Mrs. -
First name Lile Middle name™

Last name Test

User ID (Email ID) testuserlilo@opentrash.com Worksign LIT
User role Regular User Admin

Contact information

Phone number +49 (GERMA_.. - 111 111

General settings

Language for display ENGLISH - i Time format 12h 24h
Language for DEUTSCH Recefve important offer or o Yes i
correspondence booking related

notifications via email

Receive information about No Yes i

Time zone (UTC +01:00) Amsterdam, Berlin, Bern, R... product news, special

promotions, etc You can contact me via

«  Email

. + Telephone
Here you can opt in or opt out

to receive booking related
information or marketing

news via email. Cancel Save changes

6.3 Agency Profile

Select Agency Profile here to view more
details about your agency, registered users,
and your terms & conditions.

LUFTHANSAGRoue | @ idt Maus
- My profile

-+ Agency Profile

- Change |ATA/ARC number

m | BE | MyGroups | AlGroups g Newrequest
= Logout
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My Groups | AllGroups | g New reguest File ID _

Sunshine Travel Agency Acive

Open the Terms & Conditions

Agency User (3) Terms & Condit.. tab to see your current contracts.

Office information

Agency name Sunshine Tra LHG Sales Office FRA AH/M-G

Ag Eoo_oa

= TA Mode OMLINE
Click the User tab for a list of all users k

A registered with your agency. Please
see details below.

ONLINE = own access to BaG for Travel Agency
OFFLINE = no own access to BaG (LHG Service Team acts

C OO UTTTTOTTTIaOroTT On behalf of Tra\]e| Agency)

Street name and number Test Lane Test

Building Ares

Address ling 1 Address line 2

City Frankfurt Pin/Zipcode 00000

State/Region Country GERMANY

Phons Mumber +49 99 Q0000000

, On the bottom half of the page, you will

Office ID/ PCC : : Al AddOffics 107 PCC
find details on any Office IDs/PCCs and
IATA/ARC numbers of your agency.

FRA1234567
GDS AMADEUS

Published fare

Unpublished fare TOUR OFERATOR CRUISE
Special request types Series
Tour conductors Yes
Series request check No
Different name options 35 Days . 30 Days
Maximum series 10
departure
General settings
Languags for ENGLISH - i Tima zone (UTC +01:00) Amsterdam, Berlin, Bern,.. v | i
Correspondence
Email Netification No Yes < Email Notificatios can be switched on/off for the

Agency Email Adress
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Office ID/ PCC e e

FRA1234567 L¥m DUSPTI234 DUSJB12345 FRAFF12345

GDs FARELOGD

NDC Cortact Details FAA AH/N-G < The NDC Contact Details displays specific
Direct Connect Information of a certain Sales

Published fare

Unpublished fars TOUR OPERATOR CRUISE
Special request types Segies
Towr conductars Yes
Series request check Yes
§ . i i
Differant name options 495 Dhary= 30 Dharys
Meximum series
deperture =
IATASARC number date (23232322) +

General settings

Language far

DEUTSCH - i Tirme zone [UTC +01:00) Amsberdem, Beslin, Bern . = i
Carrespondence ! ? !

Email Motifization Mo Yes i

Cancel Save changes

The Email Notifcation can be set for the Agency Email address and also individually by
each User for the respective User Email address; please see below “User (x)” - tab, and
please see chapter 6.2 User Profile.

For more detailed information regarding profiles and associated functionalities, please
refer to the chapter 3 Registration Process...

The NDC Contact Details displays specific Direct Connect Information of a certain Sales
Office.
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“User(x)“-Tab

(%) = number of registered Users in TA Agency profile

BOOKaGroup LUFTHANSA GROUP | Schmidullave

Help & Contact v

Austrian 7 brussels :if (@ Lufthansa £YSWISS €@ iDolomil

L
AIRLINES o @ &

#8© New request

TEST AGENCY DE actve

| ( User(s) ) [Temms & Conditic)

¥ List filters (O filters, 5 of 5 results) +

Agentus, Testus testus@trash-mail.com Regular User TAA All IATAJARC number Registered [ v )
Send activation link
Bogeert, An an.bogsert@gmail.com Regular User ABC All IATA/ARC number & Chenge status
€ Booking related Email
Lufthansa, Claudia claudia th@you-spam.com Regular User cw All IATAJARC number Notificstions. <be/>Change
selection to:
€ Product News, promotions
Test, Test agentus.testus@you-spam.com Regular User T All IATA/ARC number related Email Notifications
Change selection to
User, Test ta.user.de.fuxi@dih.de Admin SBR All IATA/ARC number Delete

Opening the item level dropdown for a certain user in User list and clicking one of these dropdown
options, it opens an additional field:

€ Change status € Change status
No < k ted Ema All IATA/ARC number € Booking related Email
' MNotifications

232 € Product News, promotions Yes & Product Mews, promotions
relsted Email Notifications I

View all groups
232 View all groups

Duicte 232
Delete

All IATAJARC number Reaistered v
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All JATAYARC number

Register new agent

£ Change status

Yes

Mo

Booking related Email
Motifications. Change selection
to:

£ Froduct News, promotions
related Email Motifications.
Change selection to:
Export all to excel

Delete

Send activation link

LUFTHANSA GROUP

Register new agent

All JATAYARC number & Change status

£ Booking related Email
Motifications. Change selection

to:
o
Yes £ Product News, prometions
related Email Notifications.
Mo Change selection to:
n
Export all to excel @

Delete

Send activation link

Clicking that additionally opened field (showing “No” or “Yes”) lead accordingly to an update of the
optin / opt out value in respective User profile; see chapter 6.2 User Profile.

6.4 Cockpit Header & Cockpit Tiles

Cockpit Header

Clicking on this icon (or the BookaGroup logo)
will always take you back to the Cockpit.

My Groups All Groups File ID

ML Q]

e New request

Start a new
request here!

Increase or
decrease the
font size.

Here you can see all
requests, offers and
bookings of your
agency.

Here you can find
your requests, offers
and bookings.

All functions located in the Cockpit Header are accessible from anywhere in the
application.

Cockpit Tiles
. Depending on what is chosen - My Groups or All Groups - the counter of the tiles will
| change accordingly. All tiles can be clicked and will lead you to the respective files in the
file list view
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Filters and Alerts

Filters and Alerts My Groups All Groups
O 0 0 0 0
Penalty Period Warning Grace Period Schedule Changes

3 2 O

Name Options Ticketing Time Limit Communication Notes

Filters and Alerts display the number of files that require action:

Penalty Period Warnings for files that are about to enter the Penalty Period
Grace Period: Red-Yellow-Green indicates how soon the Grace Period ends
Schedule Changes: Number of files that have encountered a schedule change
Name options and Ticketing Time Limit that are due soon

Communication Notes shows all file IDs with manually created unread notes

Quick View File Status

Quick View File Status

3 0 O

Sent Requests New Offers Saved Offers

13

Booked Files

Quick View File Status shows the number of files in the respective displayed status:

Sent Request = No offer received yet

New Offer = Offers that were not received instantly

Saved Offers = Offers that are saved will expire if not booked within the offer validity
Booked Files = all files with the status booked
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Quick Links

Quick Links

Agreed Business Statistics

This quick link guides you to your Statistics - an overeview of your current bookings

Statistics

¥ Statistics filter (Current month) +

Groups requested 154 _/\

You can filter the results
for a specific Office ID
and a date range.

Groups booked 30 (19.48%)

File Overview

Clicking on any of the tiles (Fiters and Alerts or Quick View File Status) will take you to the File
Overview prefiltered as per chosen tile.

This page provides a list of groups divided into several categories: All (groups), Request, Offers and
Bookings. You can navigate between the categories by selecting the respective tab and can also
filter the groups within each of these categories.

Sent Requests

In the below example the user clicked on the tile (Sent Requests):
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BookaGroup " WrhaNsacroup | L Somaims

Help & Contact v

Austrian 7~ brussels .5 < Lufthansa £YSWISS €* Airolomiii

AIRLINES = @ =

MyGroups | AllGroups | g Newrequest File ID v m

FILE OVERVIEW

¥ Listfilters (1filters, 2 of 2 results)

If you want to search for a specific

Multi Stop Surfac
AYY28INC Sent 15 Jan 2025 07 Mov 2024 Q
e o “ group request/booking/offer, or adapt <
the listed search results, you can use
AY2VTVS Multi Stop Sent 15 Jan 2025 o7nova024]  the Filter option by clicking here (+). <

FILE OVERVIEW

¥ Listfilters (1filters, 2 of 2 results) =

File 1D Office ID/ PCC Group name

1st departure date from Until

- Show advenced filters

To display additional filter
options, click here.

e

4YY28INC :‘"'" StopSurfac g 15 Jan 2025 07 Nov 2024 ARLE-F1 ADHOC <
4YV2VTVS Muiti Stop Sent 15 Jan 2025 07 Nov 2024 ARLE - F1 ADHOC <
November 2024
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All

¥ List filters (O filters, 50 of 60 results)

LUFTHANSA GROUP

file |n] ) Qfﬁce D/ PCC ) Qmup name
The validating carrier is only
bor available for the ALL and
Available for ALL and BOOKINGS tab.
BOOKINGS tab. Possible
selection:Active or Flown | Ui
¢ = ez
m yntil ) \.Norksign. Validating carrier

Group Flown
Sort the listed results

ascending or descending by
clicking a table header field.

Please select -

- Hide advanced filters

Please select -

Click here to
export all listed
results to Excel.

First departure
date 'y

Click here to view the
Communication attached to
the file (reminders,
notifications and notes (see
Chapter 7).

3YYaovy VALIDATION Offer Expired 12 Oct 2023 03 Oct 24
3YY2ZAWWK VALIDATION ::;:I:rg 13 Oct 2023 04 Oct 2023
3YY25YFA VALIDATION Booked 14 Oct 2023 12 Oct 2023

NUEAX2347 -
ADHOC
@ <
NUEAX2347 -
" ADHOC £

The Group name filter can be done for parts of the Group name. E.g. entering “NYC" in the Group
name Filter, without selection from dropdown, will result in a list of all files containing “NYC" in the
Group name. When opening any File ID from resulting list, you can return to same selection by
choosing “back to list view”. As soon as you have entered 3 letters the filter will diplay all files

including these:

File overview

T List filters (2 filters, 50 of 24023 results)
File ID Office ID Group name
nyc i
Sales Office Country Humphrey NYC " Until
Flesse sslect M USA Gymnastics One
NYC

- Show advanced filters SJINYC/MATERDE!

OTIX NYC ZAG SJJ

NYC FRA

v10.0
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6.4.1 Search

Enter a File ID here and select
it from the list of search
results to open the file.

BookaGroup ey

Austrian 7~ brussels .:: & Lufthansg For more search

AIRLINES =

options, open this
E | F= | MyGroups | AllGroups | gg@® Newrequest drop-down menu.

Delivery 10.1.7 .
BOOkaGrOUp e You can search e. g. for ~ [NSACGROUP | el 4

a specific group or for
Austrian >~ brussels .=: .@ Lufthl all requests associated dirDolomii

AIRLINES ®

Help & Contact v

with a certain PCC.

MyGroups | AllGroups | g Newregacst

File 1D

Group Mame

FILE OVERVIEW PR

IATA/ ARC Code
Office ID/ PCC
All Requests Offers Bookings Special Event Code

6.4.2 Help & Contact

BookaGroup *’ WrTansaGROvP | L Sy

Help & Contact v
VAN

Austrian 7~ brussels ;33 & Lufthansa JSWISS Lo fidolop-

AIRLINES o

My LHG Groups Service Team
Email: fragptteam@d|h.deXX.xx ]

T L) L
= EE MyGroups | AllGroups = g New request Fil phone number: +49 11 123456789

- User Manual

One click to find out whom
and during what time to
contact in case you need
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6.4.3 News

Lufthansa Group updates,
news, and promotions

related to your business will
be published here.

]

TA Groups

News < View all news

Welcome to your BookaGroup

Filters and Alerts 27 Nov202s/sales

Cher partenaire |

Veuillez noter que le code de ville NYC
n'est plus valide, mais que les codes
d'aéroport JFK ou EWR doivent &tra
utilisés & la place.

LHG Groups

643

Schedule Changes

4 38 23

Grace Period

451

Penalty Period Warning
29 Nov 2023/ Sales

Lufthansa Group is happy to announce an
extension of the opening hours for
Lufthansa Group Agency Support for
Group Travel (Group Support) effective 01
December 2023, as follows:

2094

Communication Notes

17 4

Mame Options Ticketing Time Limit

Communication

Communication can be attached to a file. The urgency of the communication is differenciated by
several symbols:
4 Reminder Information where your action is required, e.g. Offer is available,
Ticketing Deadlines, Name options etc.

Information which does not necessarily require immediate action, e.g.
Fulfillment purposes etc.

Personal communication, e. g. between agents within your agency or

to/from your LHG Groups Service Team.

% Notification

Notes

These can be opened:

e via the File Overview and then can be seen within a File ID.

e viathe Communication Notes tab (in an opened File) , where necessary File ID(s) is/are
already selected

My Groups All Groups

Click here to view the
FILE OVERVIEW .
communication attached
to the file
All Requests Offers Bookings

Y List filters (1filters, 14 of 14 results)

First
departure
date

0% Oct

mp©@ New request

NUEAX2347 -

3YY25905 NGVerifyTnC Booked 13 Mar 2024 5093 A ADHOC ‘ 0 0 0 (
17 Nov FRASBA711 -
3YY2309Q TEST SPLIT Booked 13 Feb 2024 2023 " ADHOC 01Dec 2023 02 Dec 2023 ‘ 0 0 o (
AV N N
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¥ List filters (O filters, 17 of 17 results) +
First departure Click on the Icon to view the
date - message

BYY2A0CW ;iwmessa g=/bo g::;';”e ) 25 Apr 2018 21 Mar 2018 r:mzmsw . ADHOC - 1<

21 Mar 2018, 06:38 UTC Your booking request for 8YY2I0CW is

& SYSTEM Aaeney ” confirmed

Click on message to mark it as “read” =»
message is no longer bold, and count has

adapted
\ ADHOC ,’0 =o 1 L4

21 Mar 2018, 06:58 UTC Agen Your booking request for 8YY2I0CW is
SYSTEM e canfirmed

test/message/bo
ok

BYYZI0CW

You can open the file itself by
clicking on the highlighted row.

departure
date Y
test/messa Group 25 Apr 21 Mar FRA1234567
SYY210CW ADHOC 23 Mar 2018 s | 2018
ge/book Cancelled 2018 2018 1A ar Apr 4o = i )\

Once you open a File ID, you will find all notes,
reminders and notifications in the
Communication tab. The bubble shows the
counter of unread items. (Notes are not counted)

__ Communication

n Create nate

Sales This is to test if notes can be forewarded

‘28 Mar 2018, 07:48 UTC
—l testuserlilo@opentrash.com

There are no more results to display

Add note

Assign nofe o Intemel - < You can create Notes for agency-internal
communication or, once a file is booked, to

Sales

200 characd communicate with your LHG Group Service
(Sales) Team.

Internal

- |

November 2024
v10.0 Page 47 of 120



BookaGroup LUFTHANSA GROUP

Email notifications sent by BookaGroup to Travel Agent/Agency

In general only for BookaGroup REMINDER, assigned to Travel Agency (TA), an email will be sent from
BookaGroup to TA.

For all such BookaGroup REMINDER = identified by 'bell' symbol in TAs BookaGroup-communication
tab.

- To the email address of the TA user who created respective file; provided that respective the
profile of respective TA user is set up accordingly: email notification = YES.

Please note:

- If such TA user profile (of TA user who created the file) will be deleted in BookaGroup currently
and for time being NO such emails will be sent for that file.

- If a file was initially created by the LHG Service Team on behalf of TA, such emails will be sent to
the email address of TA agency.

- But: Currently and for time being such emails will NOT be sent in regards to name option/
deadline reminder and NOT for ticketing option/ deadline reminder (*1).

- If a once created BookaGroup file will be reassigned to a/ to another TA, such emails will be sent
to TA agency email address of respective current TA.

- NEVER an email will be sent by BookaGroup to TA for any BookaGroup NOTIFICATION assigned
to TA.
BookaGroup NOTIFICATION= identified by ‘envelope’ symbol in TAs BookaGroup-communication
tab.

Please keep in mind: In your BookaGroup - Cockpit (see chapter 6 ff.) you find tiles
| named “Name Options” and “Ticket Timelimit”. In these tiles Files are listed which are
affected by new Name Option- and/or Ticket Timelimit-reminder.
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8 File Display

8.1 Single PNR View

TEST SPLIT

LUFTHANSA GROUP

Actions =

3YY2309Q Booked

hefore first dN

Adhoc, Mon-Nego, Round-Trip, FRA-LHR, 15

Pax requested - 13 adults
Travel purpose: Leisure, Request dete: Fri, 17 Mow 2023 16:23

1+2: These links will open more

details about the request, the sender

and the booking. Under booking
details, you will also find a pricing
overview.

4: This is the Action
menu. The content
changes depending
on the status of the
file.

@ & Show more details & Shaw Booking Detail

o

PMR status

Conditions Type

Price per person [sxcl. fees

and taxas)

PMR Update Last Info

3: The History tab provides
std a chronology of all actions

performed on this PNR.
121,

Status-3 Time-1711.2023, 22412

PNR: VSFGVE  Booking Relate.. Communication
Total pax 14
Mumber of Mo Mames 14
Ticketed pax o
PMR Claimed NO
Details

—
PAX @ﬁc‘l’lg & Conditions

Flight information

Departure Arrival Flight number
0900 0900 LU5002
FRA LHR
0800 1000 LH4660
LHR FRA

Options (OF)

Special services (SSH)
Remarks (RM, OSI)
Confidential remarks (RC)

Contact information (AP)

1 - 5 = detailed informations will follow below:

v10.0

Communication

5: Details on flights, Passenger/PAX,
Pricing&Conditions, Communication
on PNR level can be found here.

Date

Tue 13 Feb 2024

Wed 21 Feb 2024

PAX Dlirection status

14 COMNFIRMED[HE]

14 COMNFIRMED[HK]
+
+
&+
&+
O

November 2024
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EST SPLIT ID: 3YY2309Q

Request details

Clicking on Show more
details will lead to Request
details for more information
about the request.

Adhoc, Round-Trip , FRA-LHR, 15 pax

Pax requested - 15 adults
Travel purpose: Leisure, Request date: Fri, 17 Nov 2023 16:23h

Directions
»~ Qutbound FRANKFURT (FRA) - LONDON (L HR) ECONOMY Tue, 13 Feb 2024 °
- Inbound LONDON (LHR) - FRANKFURT (FRA) ECONOMY Wed, 21 Feb 2024

TEST SPLIT ID: 3YY2309Q

Agency name TEST AGENCY DE

Clicking on Sender details
will display more details

about the creator of the
- Show agency profile

request-.
IATA number 23212243
Office ID/PCC FRASBA711- 1A
Agency user Mr. Test User

- Show user profile

©)

Under Show booking details, you will find
the initial fare and pricing details of the
group.

Departure Arrival Flight Duration

ECONOMY CLASSIC
0900 0900 ’
ERA LHR LH5002 1h 0 min @

Displayed fare applies per passenger incl. YQYR

Departure Arrival Flight Duration

ECONOMY CLASSIC
0800 1000 .
LHR FRA LH4660 1h 0 min

Displayed fare applies per passenger incl. YQYR
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Pricing

Price overview
Fare per passenger
)-)- 47 EUR
_6 47 EUR

(Displayed fares are guaranteed at time of boaking)

LUFTHANSA GROUP

Fare Basis Code MNumber of passengers
KEUCLSP&/GR x15
KEUCLSPS/GR x13

Please note that displayed prices apply to adults. Prices for children need to be calculated at time of ticketing.

Fare 94 EUR per passengsr

[Excl. YQ/YR and fees and taxes )

Y@ /YR (Excl. DCC) 10.00 EUR per passenger

(Displayed YQ/YR is guaranteed at time of booking.)

DCC 1750 EUR per passenger
Stopover surcharge O EUR per passenger
@ surcharge 0O EUR per passenger
Price 12150 EUR per passenger

{Incl. ¥Q/YR, DCC, SO and Q@ Surcharge .excl. fees and taxes)

x15

x15

x15

x15

Subtotal price
703 EUR

705 EUR

1410 EUR
150.00 EUR

262.50 EUR
QEUR
O EUR

1,822.50 EUR

From the moment an offer is created, all manual and system actions are recorded in the file History.

Y List filters (O filters, 11 of 1 results)

Newest activities are displayed on top!

Refresh of PNR VSFGVE from Amadeus started by System on 03 Dec 2023 01:03:06.158 UTC.

8 named passengers have been set to no name for VSFGVE by System on 17 Nov 2023 15:54:00.387 UTC.

8 named passengers have been set to no name for VSFGVE by te.user.de.fuxi@dlh.de on 17 Nov 2023
15:49:53.377 UTC.

1 named passengers have been set to no name for VSFGVE by ta.userde.fuxi@dlh.de on 17 Nov 2023

03 Dec 2023 PNR Updates
17 Nov 2023 Pax Updates
17 Nov 2023 Pax Updates
17 Now 2023 Pax Updates
17 Nov 2023 Pax Updates

v10.0

15:49:39.290 UTC.

1 named passengers have been canceled for VSFGVE by ta.user.de.fuxl@dlh.de on 17 Mov 2023 15:38:40.960
UTC. 0 of these passengers were ticketed.

In case of an increase, the file history and communication for the increase PNR merge
with the file history and communication of the parent PNR.
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@TEST SPLIT =

3YY2309Q Booked PNR PAX

The Action menu W|” offer yOU Increase Passengers Export to Excel Cancel all No Names
different Options depending on Show Amadeus PNR Cancel PNR Import names
Reduce Mo Mames Export Booking as PDF Download name template

the file status. Copy the request

Split PNR

You can also find these options

PNR PAX at the bottom of the page!
Increase Passengers Export to Excel Cancel all Mo Names

Show Amadeus PNR Cancel PNR Import names

Reduce Mo Names Export Booking as PDF Downlead name template

Copy the request

Split PNR
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8.2 Multiple PNR View

The PNR view is slightly different in case of a multiple PNR file (e. g. resulting from a break-up, large-
scale group, or series; or alternatively after an increase or split of a single PNR):

TEST/TWO Actions

=
B8YY2AD2T Booked
Series, Non-MNego, Round-Trip, FRA-HAM, 15 PAX, Published fare +
PNRs _d_
Totsl pax 120
Mo Mame pax 120
Ticketed pax &0

In a file with multiple PNRs,
+ 1 select a PNR from this list to E (e Exvimzt 5 ) v
get to the PNR level view.

JALYOS FRA - HAM LHOOZ Fri 08 Jun 2018 5 15 10 EUR Confirmed{HK, HK) v
JAMAD FRA-HAMLHO0Z  Thud Jun2018 15 15 10 EUR Confirmed(HK, HK) v
JANSHN FRA-HAMLHO0Z  Fril5.Jun 2018 15 15 10 EUR Confirmed(HK, HK) v
JALSCD FRA-HAMLHO0Z  Thu2iJun208 15 1 10 EUR Confirmed(HK, HK) v
JAMUUY FRA-HAMLHOO2  FriZ2.Jun2018 15 15 10 EUR Confirmed{HK, HK) v
JAMWES FRA-HAMLHO0Z  Thu28.Jun2018 15 15 10 EUR Confirmed(HK, HK) v
JALSFN FRA-HAMLHO02 Fri20 Jun 2018 15 15 10 EUR Confirmed(HK, HK) v

TESTI’TWO _ Choose other PMR of this gri -

JAMI76, FRA-HAM , Thu 07 Jun
8YY24D2T Booked 2018

s

JALYOS, FRA-HAM |, Fri 08 Jun

) ) 2013
Series, Non-MNego, Round-Trip, FRA-HAM, 15 P4 Once you are on the PNR level, JANSHN, FRAHAM | Fri 15 Jun
you can easily navigate to another 2018

PNR by choosing another filekey.
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Amadeus PNR Display

When viewing a PNR, refer to the Action menu at the bottom of the page to find the option to
display the Amadeus PNR:

PNR PAX

Increase Passengers Export to Excel Cancel all Mo Names
Show Amadeus PNR Cancel PNR Import names

Reduce Mo Names ort Booking as PDF Downlead name template

Copy the request . .
This link will open a copy of

Split PNR the Amadeus PNR.

TEST SPLIT I ¢ BackioPNR

The Amadeus PNR display is a useful
feature if your agency uses a GDS
other than Amadeus.

3YY2309Q Booked

Amadeus PNR details

TICKET RECONCILIATION NEEDED

---RLR -—

RP/BRULHO980/BRULHOS80 WS/RC 17NOV23/2207Z VSFGVE
0.14TEST SPLIT NM: O

1LH5002 K13FEB 2 FRALHR HK14 1 0900 0900 *1A/E*

/LH /DE/C//CAB M/OBFG/ /771 f

2 LH4660 K 21FEB 3 LHRFRA HK14 2 0300 1000 *1A/E*

/LH /DE/C/I/CAB M/OBFG/ /771 /

3 MIS 1A HK14 X0 2IMAY*INFO-PNR KEPT ALIVE UNTIL SPECIFIED DA
TE

4 APTEST USER 4911

5 APE TA.USER.DE.FUX1@DLH.DE

6 TK OKIZNOV/QLHLHOO09

7 5SR GRPF YY1 KEUCLSPS/GR FRALH LHR

8 55R GRPF Y 2 KEUCLSPB/GR LHR LH FRA

9 55R OTHS 1A ALL NONAMES WILL BE XXD IF NAMES NOT AVAIL BY
2359/14JANZ24 UTC / LHG 17NOV23 2207

10 S5R OTHS 1A PLS ISSUE TIX UNTIL 2359/11FEB24 UTC / LHG
17NCWV23 2207

T OSIYY CONTRACT CONDITION TYPE STAMDARD

12 SK RESTRICTED

13 SK RESTRICTED

14 5K RESTRICTED v
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8.3 Fileview with inconsistent status

The consistency between flight segments, booked RBD and SSR GRPF and other internal LHG-PNR
elements is checked to ensure that only correct and complete pricing details are displayed in the
BaG pricing container.

Any discrepancies detected will result in:

BaG displays the following error message together with an exclamation mark (“!") in the concerning
PNR: “The price information is incomplete. Please contact your LHG Group Service Team.”
The pricing container shows no values (fare basis code and fare).

In the PNR all RC Fare-Elements are removed.

Inconsistency is triggered in case of:

e OAL - Forinitial requests including OAL, the BookaGroup s pricing container will show an
inconsistent state after PNR creation. The pricing container will become consistent, once the
OAL confirmed their flights.

e Reaccommodation (INVOL rebookings) - In case of a reaccommodation with change in
routing/RBD/carrier until the PNR is aligned by LHG.

e PNR elements are inconsistent - e.g. during voluntary rebooking/rerouting process

Whenever a PNR shows inconsistent state, no increases will be possible. The respective
action button in BookaGroup is not shown. PNR has to be corrected first; then the
increase button will be visible again.

VAL'D Actions =
OYY2LODH  Booked before st departure

Please note: A booking option has been granted up to 17 Mar 2019 00:5%9h, which is limited to the start of the penalty period.

Adhoc, Non-Nego, Round-Trip, MUC-HKG, 12 PAX, (Published fare, TOUR OPERATOR]) +

o The price information is incomplete. Please contact your LHG Group Service Team.

Warning message is displayed
once the inconsistent state is

o detected by the system
PNR: ! LR238DC Booking Relate... = Communication History
Total pax PNR status Mot Confirmed
Exclamation mark (!) indicates
Number of Mo Names PNR Wlth inconsistent state Conditions Type STANDARD
" Price per person (excl. fees
Ticketed pax and taxes]

PNR Claimed NO
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Total pax 12 PMR status Mot Confirmed
Mumber of Mo Names 12 Conditions Type STANDARD
X Price per person (excl. fees
Ticketed pax o and taxes)
PNR Claimed MNC

Price overview

FBC is replaced by -

DUS - HKG LH2017, LH730 @l 15 May 2019

+ HKG - MUC L¥139, X100 ‘Wed 22 May 2019 = K

Please note that displayed prices apply to adults. Prices for children need to be calculated at time of ticketing. YQ/YR will be calculated a.
Please refer to your Terms & Conditions for details.Fees and Taxes must be calculated at time of ticket issuance.

ctual agreement.

Y@ £ YR (Excl. DCC) -

see Fare is also replaced by - ]

Stopover surcharge -
@ surcharge -

Price -

(Incl. ¥Y@/R, DCC, S0 and @ surcharge, excl. fees and taxes)

PNR with inconsistent state:

one the inconsistency of pnris detected by the system, the respective RC elements with pricing
information are deleted from the pnr.

--- RLR ---
RP/QLHLHO111/QLHLHO111 GR/RC 5MAR23/1446Z LLR38DC
0. 12VALID NM: 0
1 LH2017 T 15MAY 3 DUSMUC KK12 1830 1935 *1A/E*
/LH /DE/C/D/CABM/ /1 /77 /
2 LH730T 15MAY 3 MUCHKG HK12 2 2215 1525+1 *1A/E*
/LH /DE/C/I/CAB M/OBFG/ / /17 / /
3 LX 139 K22MAY 3 HKGZRH HK12 1 2345 0610+1 *1A/E*
4 LX1100 K 23MAY 4 ZRHMUC HK12 07150815 *1A/E*
OPERATED BY HELVETIC AIRWAYS
5 LX1016 K 23MAY 4 ZRHDUS HN12 07250845 *1A/E*
6 MIS 1A HK12 XXX 20AUG*INFO-PNR KEPT ALIVE UNTIL SPECIFIED DA
TE
7 AP TESTER 49778877665
8 APE TEST@OPENTRASH.COM
9 TK OKOSMAR/QLHLH0109
10 SSR GRPF LH 1 TNCDE/GR MUC LH HKG
11 SSR GRPF LH 2 KNNDE/GR HKG LX ZRH LX MUC
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12 SSR OTHS YY TNCDE/GR MUC LH HKG
13 SSR OTHS YY KNNDE/GR HKG LX ZRH LX MUC

History:

000/014 XR/RC QLHLH0109-W,F-QLHLH0109-W KELL12163/ FARE TNCDE/GR
/BASIC EUR170 + YQ EUR 180.00 MUC LH HKG/05MAR
000/014 XR/RC QLHLHO0109-W,F-QLHLH0109-W KELL12163/ FARE KNNDE/GR
/SAVER EUR91 + YQ EUR 180.00 HKG LX ZRH LX MUC/05MAR
014 RF- -LH/GRIM CR-FRALHO7GR 00000000 RC 2606GR 05MAR14467

After the inconsistent state is resolved by respective revenue management (e.g. after confirmation of
rebooking), the correct RC elements are inserted in PNR and the pricing container is updated
showing actual and correct fare information.

9 Requesting and Booking

2.1 New Request

L Open the New request page from
BOOkaGrOUP o the Cockpit header or via Quick Links

on the Cockpit.

ALK,Admin
5A GROUP | ALKREZENTest ¥

Help & Contact ¥

Austrian 7~ brussels .

LN ]
[ X
AIRLINES & @ ¢

B == MyGroups @ AllGroups = g New request

CREATE ANEW GROUP REQUEST

If you are authorized for one Office
ID/PCC only, this field will be prefilled. If
you are authorized for multiple Office IDs,

Sender of Request

Office ID/ PCC [QHN ]

a drop-down menu will open where an
QHABG2111 - 1A .
\ Office ID/PCC can be selected for the
QHABG2112 - 1A

request.

Once you have selected your Office ID, the page will expand to display several different request
options.
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LUFTHANSA GROUP

/‘ second tab for Series here.

Adhoc is the default request type. If your agency
is authorized for Series bookings, you will see a

Adhoc Series

The number of children is only used

If your agency is authorized for

Creste NEGOSPACE Negospace requests, you can select

this option here.

for informational purposes. The fare
for children will not be calculated by
the tool, but needs to be calculated

Group details _\/

at time of ticketing.

Group name i
Adults Children (age 2-11)
Total group size 0 passengers [only for informational purposes, included in
"Total group size")
Travel purpose Plzase select - \ i
-
Please select A travel purpose needs to be
- Business selected from the drop-down
Flights :
list.
Cruise trip
One-way Open-jaw

Humanitarian

Leisure

- Outbound Direction

Select the desired type of journey here.

Adhoc travel refers to single requests.

Series refers to at least five departures with the same origin and destination. Each Series
departure must comprise of at least ten passengers, and for each departure the initial
number of passengers must be the same.

Each departure within a series is evaluated and priced independently. Consequently, each
departure may show a different fare family, price level, YQ and FBC. If any flight event
requires a stricter contract, the strictest contract applies to all series’ departures.

For contracting fulfillment, all bookings of a series will be cumulated and evaluated as one
common booking as soon as all flight segments are departed (meaning realization is not
set per single departure, but for the entire series). In case of complete cancellations of
single departures within a series, the fulfillment of the reservation fee will be evaluated
immediately (and not held back until after all departures of the series).

Series can only be requested by authorized travel agents.

Group min 4, max 50 characters; only letters, space and “/" are allowed (OAL expections
Name have to be observed).

Select this in case only one direction is required (request according fare and

One-way applicable fare rules).

Round-trip  This is the default type of journey. Two directions - consider Origin & Destination

(includes feeder flights).

Multi-stop Please use this type of journey if more than two directions are required, e. g.

whenever a stopover is needed. Please refer to Chapter 9.4 for more details.

%2 Return This option is only to be used for %2 Return bookings (only available for authorized

agencies). It must not be used for % Return in combination with OAL; all OAL
flights can directly be requested in BookaGroup. %2 Returns cannot be issued as
One-way tickets.

Open-jaw This option must be selected if arrival airport and departure airport are different,

v10.0

e. g. FRA-LAX/SFO-FRA.
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9.2 Requesting a Round-trip

Similar to online bookings via Austrian.com, brusselsairlines.com, Lufthansa.com, SWISS.com and
Airdolomiti.eu you can fill a request form with your desired itinerary data. You can either select the
fields using your mouse or jump from field to field using the Tab key.

Flights

One-way Round-Trip Multi-Stop Open-jaw

You can select a preferred LHG
= Qutbound Direction carrier both for the outbound
and the inbound direction.

Preferred Carrier Please select -

Departure Arrival

Date =) Compartment ECONOMY -
Preferred flight * Please select - Preferred *

Departure time i

~ Inbound Direction Fields marked with an

asterisk * are optional.

Preferred Carrier Please select -
Departure Arrival
Date -3 Compartment ECONOMY
o Preferred - Inserting a preferred flight or
Preferred flight Please zelect v

Departure time 1 preferred departure time
might be useful for directions

with more than five frequencies
Direct flights only ﬁ To refine your search, you a day, e. g. FRA — MUC.

can select this option.
4 XBAG-see

Additional requirements
chapter 10.6

If your group has special requirements, \

please tick the respective box. For both
options, the correct SR elements (like WCHS
etc, or kind/size of xbag etc.) must be added
in the GDS.

Pessengers with disabilities | j Excess baggage

Depending on your agency’s authorization,
you will be able to request Tour conductors.
The number of Tour conductors is always
included in the total number of passengers!

Fare products selection

v Published fare

Click here when
you are done!

Unpublished fares

CRUISE &R OPERATOR
Depending on your agency’s
authorization, you will be able to Cancel Send request

select from a range of fare products.
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In case “Passengers with disabilities” is selected please contact your LHG group service
team to clarify possible processes needed (e.g. for wheelchair/s and/or other PRM
relevant questions).

The administrator of your agency can define the fare products to be pre-selected in each
new request in the settings in the Agency Profile. Regardless of the default setting, you
will still be able to choose an additional or a different fare product in every new request.

After filling out all required information, click on Send request. In most cases, you will receive an
immediate offer (“on the fly”). Sometimes, however, manual evaluation might be required, or
processing the request takes longer than usual. In those cases of a delayed response, you will
receive a Request ID with which you can retrieve the file later from the File Overview.

v10.0

9.2.1 Tour Conductor

Tour Conductor may not be available in every market.

One Tour Conductor (TC) per 25 paying passengers, a maximum of two per group, is granted.
TC must be adults.

TC are always included in the total number of passengers.

TC are granted on LHG flights only.

TC must travel in the Economy compartment.

TC must be booked in the same RBD (Reservation Booking Designator) as the accompanied

group.

TC are not granted for bookings that contain OAL flights.
TC muct be requested with the initial group request; they cannot be requested
afterwards.

The Fare Basis Code (FBC) is the same as the one of the corresponding group with the
addition of CGOO as Ticket Designator. Please consider max. 8 digits for FBC and max. 6
digits for TD are possible (i.e. VLXRCDEW/GRCGO0Q).

Ticket Issuance with Fare Amount O (or equivalent value in the agents GDS, e.g.
“EXCEMPT"),

all other applicable charges (International Surcharges, Airport Taxes, DCC) to be applied
with amounts applicable to paying group passengers.

November 2024
Page 60 of 120



BookaGroup LUFTHANSA GROUP

Stopover surcharge 0 EUR per passenger ¥ 30 0 EUR
@ surcharge 0 EUR per passenger ¥ 30 0 EUR
Price 308.00 EUR per passenger You will find information on TC 000 EUR
(Incl. YQ/YR, SO and Q Surcharge .Excl. fees and taxes.) here in case TC applies (in

Tourconductor(s) are not considered in the calculation of the subtotalitotal price ”Pricing" container)

Fees and taxes 168.57 EUR per passenger 1 J57.10 EUR
(Displayed fees and taxes are not guaranteed at time of booking. Fees and taxes need to be recalculated at time of ticketing.)

Total Price 476.57 EUR per passenger %30 14,297.10 EUR
(Incl. YQUYR, S0 and Q surcharge and fees and taxes.)

Adhoc, Non-Nego, Round-Trip, FRA-LAX, 35 PAX, Published fare -

Pax requested - 35 adults

Travel purpose: Leisure,Request date: Wed, 20 Jun 2018 09:35h -~-and here (the info hOW many

Tour conductor required (1) TC may apply as per initial
booking).

& Show mors details

i The number of TC as per initial request will also be shown in the Booking Summary PDF.

Departure Arrival Flight Duration
In case a TC cannot be granted, you
will see this notification (in Offer,
1040 1711 LH0454 o i i
1040 A LHo4s4 15h31mn i Saved Offer and Booking Details).

Tour Guides are not applicable for this flight option.

9.2.2 Offer “on-the-fly”

TEST REQUEST VIE This shows how actions =

long your offer is

4YY24DBQ  New Offer el @ 6 6ays 23 hous JEEERNREHIN

Adhoc, Non-Nego, Round-Trip, VIE-FRA, 12 PAX, (Published fare, CRUISE, TOUR OPERATOR)

Pax requested - 12 adults

Travel purpose: Leisure,Request date: Fri, 15 Nov 2024 08:34h C||Ck|ng on thls bar
will open a ‘reccap’

& Show more details container with details

about the request.

The content of the “Actions” menu varies depending on the status of the request. You can either
open the action menu on the top right side of the page, or select the actions at the bottom of the
site. As long as the offer has not been saved or booked, you have the following two options:

= Actions

Start new request Copy the request

November 2024
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E4E
W

Mo
BCH

1406
BCH

Al

LUFTHANSA GROUP

In the Offer Matrix, you will see up to
eight flight options and a maximum of six
fare options.

ECOHCRTY LIGHT ECONDRY CLASEIC ECOHOMY FLEX

oTE
W

A0TE
W

X0
W

1145
BCH

1608
BCH

1740
BCH

The option with the lowest fare and

i anismn o the shortest flight time is pre-
selected.
L an2smin 90
4, UGHT conditions ere applicabls for this flight opfion. Fleass al conditions balow.

i 4n30mn 51 i 4:.?
The “C” indicates that special

Letze P conditions apply for this option; 4224

— g PLM

check the container below the

L1t anzomn 11 selection for details. E:f

& Compare tares

Dispiayed Tare apples per passenger Ind. YOYR

Dnariung

44E

T1TE

1E4E

AE4E

Displayed fare

v10.0

Al Flighd Durasian
ECOHCRTY LIGHT ECONDRY CLASEIC
) 230861 2551
waw  Lmeiz  Antsme 0 AN
B Selected option
184 147.48
WAL FLH
Invalid option; includes no fare
1M information and cannot be selected. ot awadiabin
20400 ] 53483
A mﬂ: AnSSmin 40 H
] 43HES 51765
2 UNE cnasem {1 = s

5 piT passenger ind. YOYR

Select More options to get a new
selection of flight options, e. g. by
selecting a preferred carrier, flight
or departure time. The current list
of flight options will be discarded.

@ ! Compare fares

Click this link to view a
side-by-side comparison
of the displayed fares.
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ECONOMY FLEX

v10.0

8:00 LH0446
LAS T UAO4S
e lelt.e(:] valid option: prlce_lnformatlon is
FRA LAS UA0343 | not visible but can be obtained from LHG EUR .
b e on request. This option cannot be booked T
FRA LAS UAD451 | or saved and must be manually evaluated. EUR n
5:15 0:36am+1 LHO432 - 2.949.00
RATT s Uaoe3e 16h21min 1] EUR g
o, bepe UA4E25 16h43mn i A\ On demand : OAL requires manual handling
LAS UA0451 .
Displayed fare applies per passenger incl. YQ/YR @ Compare fares
More oplions
. Fares that cannot be combined with an active fare selection will be greyed out in the offer
matrix.
In the More options pop-
up, you can select or update
@ the Preferred Carrier.
& X
More options
>~ Direction 1
Preferred Carrier Flease sslect -
Preferred flight EN
Preferred” LA
Departure time - If a new Preferred Carrier
1 Lx ] is selected, the Preferred
>~ Direction 2 . < flight option is disabled.
0s
Preferred Carrier —
SN
Preferrad flight Please select 1]
Preferred” i 1 i
Departure time
- Send for re-evaluation
November 2024

Page 63 of 120



BookaGroup

®

Fare Details

LUFTHANSA GROUP

Clicking on the “Compare
Fares” link under the Offer

Rebooking ;ff 4% *} Matrix will open the Fare
" Against fe Free of ch " Against fe . .
sanstiee ree ofcharge fgeinst fee Details pop-up, which shows
the conditions for each fare
Refund ? - . .
hun ’}on I . ’k.«ngﬁ.msme product included in the offer.
805100 805100 807100
Realization Rate(%)
Level1-80 Level 1- 80 Level1- 80
Level 2 - 100 Level 2-100 Level 2 - 100
Mame Options 30 30 30
(Days)
Option 1- 30 Option1-30 Option 1- 30
&% &% &9
Mame Change “.\__ “.\__ H‘_‘_
[After ticketing) : : '
Against fee Against fee Against fee
o i ™
T&CType STANDARD STANDARD STANDARD
OK
TEST REQUEST VIE AcTONs =
3YY25XP5  New Offer @ 6 coys 23 nours SNBSS
Adhoc, Non-Nego, Round-Trip, VIE-FRA, 12 PAX, (Published fare, CRUISE, TOUR OPERATOR) +

Offer

Arrival

Flight

Departure

0600 0730

VIE FRA 050199

Please upsell booking class:

v10.0

Duration

) =

1h 30 min m

ECONOMY CLASSIC

Please see chapter 9.2.6 “Upsell
Offer”

ECONOMY FLEX ECONOMY CRUISE

F4.00
EUR
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< You can find the Booking-related Terms

Pricing Booking Related T... & Conditions in this tab next to the
Pricing Container.

Fare per passenger Fare Basis Code MNumber of passengers SubllnA

> 49 EUR KEUCLSPS/GR x12 This flag indicates the

Validating Carrier, i. e.
-é 49 EUR KEUCLSPS/GR ®12 the tlcketlng/platlng

(Displayed fares are guaranteed at time of booking) Carrier
Please note that displayed prices apply to adults. Prices for children need to be t time of ticketing. :

Price overview

F 93 E . . 12 176 EUR
e Click on the Fare Basis Code to :
(Excl. YQ/YR and fi dt ) o
- e see the Fare Notes retrieved
Y@ /YR (Excl. DCC) w.o0el from Amadeus. x12 120.00 EUR
(Displayed YQ/YR is guaranteed at time of booking.)
DCC 1750 EUR per passenger x12 210.00 EUR
Stopover surcharge 0O EUR perpassenger ®12 0O EUR
@ surcharge OEUR perpassenger x12 OEUR
Price 125.50 EUR perpassenger You can either save the 06.00 EUR
(Incl. YQ/YR, DCC, SO and Q Surcharge ,excl. fees and taxes) offer or book It rlght
Fees and taxes 97.02 EUR per passenger away. You can save up to 116424 EUR
d fees and taxes are not guaranteed at time of booking. Fees and taxes need to be recalculated at tim two Options!
Total Price 222,52 EUR perpassenger J2,670.24 EUR

(Incl. YQ/YR, DCC, SO and @ surcharge and fees and taxes.) v
Save offer = Book offer

Validating carrier
e The validating carrier (ticketing/plating carrier) defines on which ticketstock the
tickets for a booking must be issued.

e In case of a series file, the validating carrier will be calculated for each
recommendation of each departure.

e Once you save or book an offer, the corresponding validating carrier will be saved
by the system.

e For more information, please refer to Chapter 11.2.
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9.2.3 Offer “delayed response”

In case no offer can be provided “on the fly”, you will receive a request ID:

3 X
Request ID:3YY2E0Q14

Your group request has been sent for evaluation.

We will reply to you as soon as possible. Thank you.

And file status will be “Sent”.

You will find a reminder on the Cockpit overview as soon file status will change from “Sent” to “New
Offer”. You can always retrieve the offer at a later point by navigating to the File Overview via My
Groups/All Groups and opening the Offers tab:

File overview

DA Requessll|  ores  [[Backings i

Y List filters (1filters, 2 of 2 results) -

File ID Office 1D Group name
i
Status IATA JARC number .
Filter search can be
1selected - .
— limited to e.g. New Offer

Offer Validity (days) 1st departure date from Until on Iy

Please select - ] i
Request date from Until Worksign

= i

MNegospace

Please select -

- Hide advanced filters

New FRAAGIIMN -
BYY2ZNYB Stockholm . 12 Sep 2018 20 Jun 2018 1A 0} ADHOC MNon-Nego =o 1 <

M FRAAGIIMN -
BYY2UTAV Mew York ewr 26 Sep 2018 20 Jun 2018 1A [0} ADHOC Non-Nego <
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Once you open a new offer, you will see this warning message:

Confirm to open the
Warning!! offer; afterwards, you
can either save or book.

Once this file is opened, you will have to save or book the offer directly. If you
close the offer without any action, it will no longer be available.

Are you sure you want to open the offer? Click Confirm to proceed.

9.2.4 Saving the Offer

If you do not want to book the offer right away, you can save it, e. g. to discuss and reconfirm prices
with your customer.

Please keep the offer
validity in mind! & X

[~
|

Your st option has been saved

Thank you! Your offer will be saved for maximum 6 days and 23 hours. Please
note that confirmation is subject to availability at the time of booking.

If required, you can choose a 2nd option from the offer. It will be saved under the
same request ID.

You can save up to
two options.

Save 2nd option Show saved offer

It is not possible to save two identical options; they must differ either in at least one

selected flight option or fare family. If you try to save identical offers, a warning message
will appear on your screen.

Your saved offers can be found in the Offers tab in File Overview.

Should you navigate to any other page without saving or booking, the offer will be discarded and
cannot be retrieved any longer.

As long as the offer is not booked, no penalty/reservation/cancellation fees apply. You
can discard the offer free of charge at any time!

The longer an offer is not booked within the offer period, the higher the probability that
the required availability and capacity may not be given anymore.
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Once the offer is saved, the “Actions” items will change and you will have the additional option to
export the offer as PDF:

= Actions

Start new request Copy the request Export offer as PDF

Offer valid unti
® 6 dovs 23 nours Wed, 13 Dec 2023 9:59 AM

If you do not book the offer within the validity period, its status will change from Saved
Offer to Offer Expired. It can still be viewed, but cannot be saved, booked or sent for
evaluation.

If you decide to confirm the booking after the deadline, a new request must be made. Use
the functionality from the Actions Copy the request to make requesting faster and easier!
The action Copy the request is possible either from the status New offers, Saved offers
and Booked File IDs.

9.2.5 Booking the Offer

After clicking Book, a pop-up window needs to be confirmed:

& X
Book now

Please Confirm ifﬁou have read the applicable Terms & Conditions and are ready to
proceed with booking of selected options in offer.

Please note: A booking option of a maximum of 30 days will be granted after
confirmation of all flight segments. This booking option is limited to the start of

the penalty period. /

Your booking option (grace
period) is shown here.
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A reminder message shows the
booking option (grace period) date
for cancellation without penalty fee.

LUFTHANSA GROUP

3YY257KJ

period.

Booked

N 2
N

Adhoc, Non-Nego, Round-Trip, VIE-BRU, 11 PAX, Published fare

’ 336 days before first departure

Please note: A booking option has been granted up to 05 Jan 2024 09:10 UTC, which is limited to the start of the penalty

PNR: MQOYWW [Boocking Relate... ' Communication History
Total pax il PNR status Confirmed
MNumber of Mo Mames il Conditions Type STANDARD
Ticketed pax 0 Price per person [exel fess a0 o0 puR
and taxes)
FNR Claimee NO After booking, you
Lo} can find details on
Details PAX Pricing & Conditions Communication fa re, _CF)ntraCt
conditions and
Flight information passenger names
here.
Departure Arrival Flight number Date PAX Direction status
0720 0905
i SRU 05351 Wed 06 Mov 2024 1 CONFIRMED[HK)
1450 1635
BRU vie 05360 Wed 12 Mov 2024 1 CONFIRMED[HK)
Options (OP) +
Special services (SSR) +
Remarks (RM, OSI) +

The fare applied to the group is valid only if the flight coupons are used completely and in
the sequence of the issued ticket. If the coupons are not used completely and in their
sequence, the group fare will be recalculated according to the actual routing flown.

The applicable free baggage allowance is determined by the booked fare.

LHG does not require a reconfirmation after ticket purchase.

Please make sure to inform your customer about the applicable health and entry
requirements for their journey.
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Once the offer is booked, the “Actions” items will change and you will have additional options to

work on the booking:

= Actions

PNR

ncrezze Passengers Export to Excel

Show Amadeus PNR Cancel PNR

Reduce Mo Names Export Booking as PDF

Copy the reguest

Split PNR

9.2.6 Upsell Offer

Upsell Offer

PAX

Cancel all No Names
Import names

Download name template

BookaGroup calculates offers based on best availability (lowest booking class). However if an offer is
required for a higher booking class (e.g. possibility to perform Miles & More Upgrade within group
booking) it can be requested via BookaGroup.

Once an Offer is delivered by BookaGroup a new upsell offer for selected routing can be requested.
Choosing “Upsell offer” button a higher booking class can be chosen from drop down menu.
The option Upsell Offer is available for RT, OW, OJ requests. It is not available for multi stop

requests.

v10.0
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Offer valid until
3YY2L2A7 ® 6 coys 23 houss deT:;IDeLénzlms 10:36 AM

Adhoc, Non-Nego, Round-Trip, ZRH-BRU, 15 PAX, Published fare +

e Commncndh by

Departure Arrival Flight Duration
ECONOMY CLASSIC ECONOMY FLEX

ons 0835 LX0786 1h 20 min {i] 133.50 183.50

ZRH BRU CHF CHF

1250 1405 LX0780 1815 min &l 120.50 170.50

ZRH BRU CHF CHF

1630 1750 n

784 BRU LX0782 1h 20 min {iJ

Clicking on the “Upsell Offer” drop

Plzase upsell booking class: Lx0782f L v down menu WI" be available

1755 1910 ) n 19.50 169.50

ZRH BRU LX0788 1h 15 min {lJ e e
Displayed fare applies per passenger incl. YQ/YR i8] Compare fares

Duration

Departure Arrival Flight

ECONOMY CLASSIC ECONOMY FLEX

0945 105 ) n
BRU ZRH LX0787 1h 20 min {iJ
Please upsell booking class: LX0787 j L -
1455 1610 33 v 31.50 141.50
EEL 7RH L0781 1h 15 min i Ci-iF C|;|F
1835 1950 ; 33 4 91.50 141.50
BRU ZRH Lx0783 1h15min : CHF CHE
2010 2120 ; n 4 31.50 141.50
200 22 LX0789 thiomin i e a

evaluation
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After sending for evaluation a new offer based on requested higher booking class is delivered:

Departure Arrival Flight Duration

ECONOMY CLASSIC ECONOMY FLEX
1630 1750 : i 169.50
ZE4 BRU LX0782 1h 20 min .

Dizplayed fare applies per pazsenger incl. YR/YR =] Compare fares

Departure Arrival Flight Duration

ECONOMY CLASSIC ECONOMY FLEX
0945 105 : Ji 125.50
ERL 750 LX0787 1h 20 min e

Dizplayed fare applies per passenger incl. YR/ YR

available

New Offer based on requested higher RBD

Price overview m

Fare per passenger Fare Basis Code Number of passengers Subtotal price

> 110 CHF x15 1,650 CHF
< 16 CHF x16 1,740 CHF

(Displayed fares are guaranteed at time of booking)
Please note that displayed prices apply to adults. Prices for children need to be calculated at time of ticketing.

e >

The offer can be saved or booked.
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9.3 Requesting Negospace

Authorized agents can create, reduce, increase, cancel and control Negospace allotments.

Adhoc Series
If you tick the Negospace box

while creating a new request, you
« Create NEGOSPACE [F‘I lect - . o . .
B L— will find a drop-down list with

[Rlzes =] your Negospace codes here. The
Group details GBG code is later automatically added
GBK to the group name.
Group name i
GEB
Adults Children (age 2-11)
GEC
Total group Sic. S— (only for informational purposes)
Travel purpose Leisure b
Flights :’ Negospace is only allowed for
One-way and % Return requests;
One-way L el the other tabs are therefor
hidden.
Preferred Carmrier Select options -

Initially a Negospace allotment is created in BookaGroup. You (or your LHG Group Service
" Team) can then create PNRs from the allotment in the GDS.
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9.4 Requesting a Multi-Stop

Please use this type of journey if more than two directions are required, e. g. whenever a stopover is
needed (please consider Origin & Destination, also in connection with other airlines); includes feeder
flights). Multi-stop is a two-step process: in a first step you will receive a schedule offer, in a second
step the pricing offer.

When requesting a Multi-stop please consider a mandatory 2hrs minimum connection

time.
Series cannot be requested with the journey type multi-stop.

Flights

One-way Round-Trip 1/2 Return Open-jaw

Multi-stops can contain up to six O&Ds. Surfaces will reduce the maximum amount of O&Ds.

A Direction 1

Preferred Carrier Please select -

Departure ROME, All Airports (ROM) ,ITALY Arrival ZURICH, All Arports (ZRH) ,SWITZERLAN
Date Tue, 9 Jan 2024 =B Compartment ECONOMY -
Preferred flight = Please select - E:ae;:rr:i?e.time i

A Direction 2

Preferred Carrier Please select -

Departure ZURICH, Al Airports (ZRH) ,SWITZERLAN Arrival NEW YORK, All Airports (NYC) ,USA
Date Thu, 11 Jan 2024 o Compartment ECONOMY

Preferred flight Please select - Preferred *

Departure time i
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4 Direction 3
Prafermmad Carrier Please selsct -
Departurz NEW YORK, &ll Airports (NYC) ,USA
Arrival ROME, All Awports (ROM)  ITALY
Cat= Wed, 17 Jan 2024 w
Compartment ECONCHMY
Prefermed flight * Flzase select -
Prafermad *
Decarture ime i

Add departure

Direct flights only

Additional requirements
FPrassngers with disabilities |

Excess baggege

Fare products selection

Taur conductar requined

LUFTHANSA GROUP

Dslete direation

v Published fare

Unpublished fares

EDUCATIOMAL FARES CRUWISE

Cancel Send request

After sending the request for evaluation BookaGroup will offer up to eight flight options for each
direction from which you need to choose one preferred departure (by clicking on the flight

v10.0
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011 5M_Secand defiventlew
BookaGroup “"" wemansacrove | L ZEETL o

Austrian 7 brussels :ai & Lufthansa JSWISS

Administration

TEST MULTISTOP acons

IYY2HBIA Schedule Offer

Adhoc, Non-Mego, Multi-Stop, 12 PAX, 3 fights, Published fare +

ﬂ Choose your preferred departure
Offer Communication History for each direction.

:

2= ROME (FCO] - ZURICH [ZRH), Tue 09 Jan 2024

Departure Arrren Flight Juration

FCOD ll:‘:ﬁ.=I LiTs? 1h 35 min i

08 > LX1733 1h 30 min i

1305 1630 LH1B47 S i

FCO ZRH LHZ370 Fh I3 mi

1330 75 LHOZ33 I .

FCO 7AH LH1I0% 3 h 43 min

0935 1395 LHEZ31 P i

FCO ZRH LHITGD 4 h O miin

1535 1935 LH18&3 v -

FCO ZRH LHZ372 A h Dk L

0825 1255 LHIBT3 L

FCO IRH LHI3&8 4 h 30 min i

0825 1300 LH1873 .

FCO ZRH Daan 4 h 33 min -
Direction 2 +

Direction 3 ]
After-selecting-the-departures-
only-your-preferred-flights-are-

displayed-and-sent-for-evaluation.---

Send for evaluation
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TEST MULTISTOP acrions =

Offer valid until
‘Wed, 22 Nov 2023 8:18 AM

3Y¥Y2HBI3 New Offer

Adhoc, Non-Nego, Multi-Stop, 12 PAX, 3 flights, Published fare +

Offer
Multi-Stop flight selection (3 flights) +
Please choose your fare ECONOMY SUPER | ECONOMY BASIC ECONOMY BASIC ECONOMY FLEX

SAVER PLUS

For booking you need to select a

fare product. Alternatively, you 162201
can save up to two options. EUR
Displayed fare applies per passenger incl. YQ/YR = Compare fares

Price overview m

Directions Fare per passenger Fare Basis Code Number of passengers Subtotal price
> [~ FCO-ZRH YNCBO/GR x 12
= | ZRHJRK 1,080 EUR YNCBO/GR x12 12,960 EUR
> JFK-FCO &1EUR KLPNCZOF/GR x12 732 EUR

t time of booking)
ly to adults. Prices for children need to be calculated at time of ticketing.

Fare %12 13692 EUR
va /YR The bracket shows which x12 256812 EUR
w=veqvar] directions belong to one fare
component.
StopOver Surch| x12 0O EUR
@ Surcharge OEUR per passenger x12 0 EUR
Price 1,355.01 EUR per passenger x12 16,260.12 EUR

(Incl. YQ/YR, SO and @ Surcharge excl. fees and taxes)

Fees and taxes 168.43 EUR per passenger %12 2,02116 EUR
Displayed fees and taxes are not guaranteed at time of booking. Fees a 8

. ' o ' - Click Book when you have

Total Price 152344 EUR per passenger x12 18,261.28 EUR

selected your fare, or Save
one or two options.

{Incl. YQ/YR, SO and Q surcharge and fees and taxes.)
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9.5 Requesting a Series

LUFTHANSA GROUP

A series must consist of minimum 5 departure dates at start of request and as offer after

evaluation, otherwise an error message is displayed! The minimum of five departures
during the entire lifecircle of the group booking must be kept, it is not possible to reduce

series to less than five departures. A maximum of 60 passengers per departure may be

requested.

Travel dates

The maximum series departures has to be between 5 and 40

Flights

One-way Round-Trip Open-jaw

*»- Outbound Direction

Preferred Carrier Flease select -

Departure VIENNA, VIENNA INTERNATIONAL (VIE Arrival
Compartment ECONOMY -
Preferred flight” Flease select - Prefered”

Departurs tima

You can choose between two types of
departures for a series: regular departures
(a repeating pattern over a certain period),

ATHROW APT (LHR) JUNITED KINGDOM

VIENMNA, VIENNA INTERNATIOMNAL (V..

g Arrival
or single departure dates selected from the
date picker. -
Preferred flight” Pleas gf;:ﬁﬁ?e_ it
Travel dates
Regular departures Single Departure dates i
Begin date m End date
Freguency Every Week -
Outbound weskday[max. M T W T F 5

selection of 3 days)

days i

VAN

For RT Series, please enter the
required duration of stay here.

Duration of stay

Direct flights ol

v10.0

For both departure types, a maximum of
three departure days per week can be
selected.
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SER'ES LONDON ACTIONS =
AYY2BFDW  New Offer g:f e Toza o374

Series, Non-Nego, One-way, VIE-LON, 15 PAX, (Published fare, TOUR OPERATOR]) +

Offer Communication Histol
L By clicking on the + sign, the
expanded view of each
EN LH X 0s SN i departure is visible.

Departure 1, Mon 13 Jan 2025

Price 24450 EUR perpassenger %15 3,667.50 EUR
(Incl. YQ/YR, DCC, SO and @ Surcharge ,excl. fees and taxes )

Departure 2, Fri 17 Jan 2025 +

Price 24450 EUR perpassenger *x15 3,667.50 EUR
{Incl. ¥QYR, DCC, S0 and Q Surcharge excl. fees and taxes )

Departure 3, Mon 20 Jan 2025 +

Price 24450 EUR perpassenger %15 3,667.50 EUR
{Incl. Y&/YR, DCC, 50 and Q Surcharge ,excl. fees and taxes )

Departure 4, Fri 24 Jan 2025 +

Price 24450 EUR perpassenger %15 3,667.50 EUR
(Incl. Y@/YR, DCC, SO and Q Surcharge ,excl. fees and taxes )

Departure 5, Mon 27 Jan 2025 +

Price 24450 EUR perpassenger x15 3,667.50 EUR
{Incl. ¥QYR, DCC, S0 and Q Surcharge excl. fees and taxes )
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Offer __ Under each departure, you can see the pricing

information for that specific departure date.

---T The pricing container at the bottom of the

page shows the average price over all

departures.

Departure 1, Mon 13 Jan 2025
’)‘ Direction 1, VIENNA - LONDON, Mon 13 Jan 2025 Remove selection

Departure Arrival Flight Duration

ECONOMY CLASSIC ECONOMY FLEX

0650 0820 ; I

VIE LHR 050451 2h 30 min i

1 B I

\,?\%5 mp? 050461 2h 30 min g 239.00 292.00

— 4
171 1 . J
Ve ey 050455 2h 25 min i 227.00 276.00
W] W]

2021 21 . S

it i 050652 2h 20 min ; 239.00 202.00

2020 2140 di] v

VIE LHR 050457 2h 20 min \LJ 297.00 276.00

W] W]
Displayed fare applies per passenger incl. YQ/YR i Compare fares
Price overview
Fare per passenger Fare Basis Code Number of passengers Subtotal price

9— 199 EUR WOBCLSP9/GR x15 2,985 EUR

(Displayed fares are guaranteed at time of booking)
Please note that displayed prices apply to adults. Prices for children need to be calculated at time of ticketing.

Fare 199 EUR x15 2985 EUR
(Excl. YQ/YR and fees and taxes.)

YQ/ YR (Excl. DCC) 28.00 EUR x15 420.00 EUR

(Displayed YQ/YR is guaranteed at time of booking.)

DCC 17.50 EUR x15 2062.50 EUR
Stop Over Cost 0EUR x15 0O EUR
Q Surcharge 0OEUR x15 0 EUR

24450 EUR per passenger x 15 3,667.50 EUR

Price
(Incl. YQ/YR, DCC, SO and Q Surcharge ,excl. fees and taxes )

Fees and taxes 46.22 EUR per passenger x15 693.30 EUR
(Displayed fees and taxes are not guaranteed at time of booking. Fees and taxes need to be recalculated at time of ticketing.)

Sub Total Price 290.72 EUR per passenger x 15 4,360.80 EUR
(Incl. YQ/YR, DCC, SO and @ surcharge and fees and taxes.)

e (IR
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If you select different flight or fare options in
the individual departures, the pricing

container will need to be updated to show the
correct information for the whole series offer.

/

r

Update pricing

A Your selection has changed. Please update the pricing container to calculate the total price (incl.
YQYR, SO and Q Surcharge) as well as fees and taxes for the whole offer.

After booking
You can modify your series by cancelling or increasing passengers, single departures, or by cancelling
the whole series.

Open the “Action Box” (either in the top right corner or at the end of the screen) and select the
respective function concerning the whole series.

R BeokngRome. | Conmncnen oy

Total pax 36
No Name pax 36
Ticketed pax 24
K6BFR7 VRN - FRAENS823 Wed 16 Oct 2024 12 12 202 EUR Confirmed(HK) v
+ KéBIXK VRN - FRA Wed 23 Oct 2024 9 N/A 177 EUR Canceled(HX) v
K6BIDZ VRN - FRAENS823 Wed 30 Oct 2024 12 12 168 EUR Confirmed(HK) v
Export to Excel < PNR
K6B3BG VRN - FRA Wed 06 Nov 2024 12 N/A :

If you wish to amend single
departures (Passenger or PNR)
please select the option from the
drop-down menue of the
respective departure date.

November 2024
v10.0 Page 81 of 120



BookaGroup LUFTHANSA GROUP

9.6 Requests Including OAL

Together with our partner airlines, Lufthansa Group offers an extensive global route network. You can
request flights containing segments operated by other airlines (OAL) easily in BookaGroup.

Total group size 0 passengers (only for informational purposes, included in
"Total group size")

Please select -

Travel purpose - i
& N

. ) Lo

Flights

A
One-wa Multi-Sto Open-jaw
) > 0S P pen-j

Return flight is outsid¢ * 3% SN

. % Al
=~ Qutbound Dire
® nc
Preferred Carrier
EW
Departure NH Arrival
Date = NIy w ECONOMY -
N You can select a

Preferred flight * Please select v preferred OAL in the 7

Preferred Flight drop-
down menu in the
request mask.

All airlines that offer group travel in cooperation with LHG are available in BookaGroup. If
your desired airline is not listed, a group booking in combination with LHG is not possible.
For requests of LHG flights in combination with any other LHG Group Partner or Joint
Venture Partner, you will often receive an “on the fly” offer, as long as sufficient capacity
is available. All other airlines require manual processing, which results in a delayed offer.

Please note that there might be limitations for combinations with Air Dolomiti!

General guiding principles for OAL requests:

e An LHG airline (LH/LX/OS/SN)* must be the first carrier on the outbound route
(except feeder flights) *exceptions for EN exist.

e The minimum LHG share of the routing must be at least 50%.

e |[f the first carrier is an OAL (except feeder flights), the booking must be requested
at the respective airline.

e Fare and capacity must be confirmed by the responsible OAL.

Any segment not booked in relationship with a BookaGroup booking (OAL uses existing
PNR to book separate segments with separate ticket number in existing LHG PNR) may
be canceled by LHG without prior notice if no separate ticket number is already shown in
the PNR. A separate PNR must be created for this OAL booking.
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Flights
One-way Round-trip Multi-stop 1/2 Returm Open-jaw
Preferred Carrier Sebect options -

= Qutbound Direction

Departure ZURICH, All Airports (ZRH) SWITZERLAI Arrival IARE INTERMATIOMAL APT (ORD) USA
Date Mon, 21 Aug 2017 3] ‘Compartment ECOMOMY -

R - Preferad *
Freferred flight Flease salect Departure fime i
- Inbound Direction Example 1: point-to-point travel

with 50% LHG share.

Departure CHICAGD, CHICAGO O'HARE INTE... = LSWITZE... =
Date Fri. 25 Aug 2017 3] ‘Compartment ECOMOMY -
Freferred flight * uA - | 124 Prafemad *

Departure time i
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Orifer Communication History

Cutoound

=¥ ZURICH [ZRH) - CHICAGO [ORD), Wed 12 Sep 2018

LUFTHANSA GROUP

In case of a schedule
offer, select the desired

flights...
D=parturs Arrival Flight Duretion

BEE %30 )

T oy L¥D005 % h 36 min u

o740 1366 030858 .

ZRH ORD 030055 18 R1E min ol
Inbound =
—£ CHICAGO [ORD) - ZURICH (ZRH), Wed 26 Sep 2015

De=parturs Arrival Flight Duretion

1200 0830+ 1 UA02E0 ;

cAD zA- UADi3a h 30 min gli

1150 0E30 + UADEDP ]

CAD ZRH uaDI34 ek Qimin u

TI00 0E30 + UAD7H :

oRD TR UA0134 14 b 30 min u

LADE0E
oo fasn- UAda0z 16 b 30 min i
' UAa0134 =
. UADG32
a0 e UAB0ES 18 h 30 min u
' UA0134
UADG32
feo0 fasn- UATEN 18 h 30 min i
' UA0134 —
0900 0E30 LTEES
CRD ZRH uAL402 18 h 30 min a
' UAD134
- UAZISE
i fasn~ a0z 18 b 24 min I
' UAD134 —

Flzase add same detsils to your request in case a break-up affer becomes spplicable

v10.0

200 characters l=ft

...and send for evaluation.

Send for evaluation
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ov conmmaer oy

Round-Trip flight salsction (2 fights)

Pleaes chooss your fars

Diplinpad fare applias per passerger incl. YOYR

LUFTHANSA GROUP

SRR —

Choose your desired fare...

Price overview

+*
298050
CHF
= Compare fanes

[ o

Directions Fare per paseangar Fare Basle Coode  Mumber of paseengers Subtotal prica
-—}— ZRH-0RD 3B4 CHF WEWNCERWIGR x 16 5,760 CHF
- ORD-ZRH 573 CHF VHWNCERWIGR ® 18 8,695 CHF
(Displayed fares are querarmesd &t time of booking)
Pleise nobe that dsplayed prices apply to adulbs. Prices for childran need 1o be calcaibried at ime of beketing.
Fare 95T CHF  per passenger ® 15 14355 CHF
YOIYR 356.50 CHF  par passenger ® 16 5,347.50 CHF
(Dispkayed YOYR is guaranbsed at time of boaking.]
DCC 16 CHF  pear passenger x 15 240 CHF
StopCeer Surcharge OCHF  per passenger ® 16 {1 CHF
0 Burcharge OCHF  per passenger x 16 0 CHF
Price 1,329.60 CHF  per passenger ® 16 15,942.50 CHF
(el YQYR, DCG, 50 and G Surcharge Excl. Tees and faxes )
Feas and taes 57.30 CHF  per passenger ® 16 145850 CHF
(Dispkayed fees and tades e not guaranbéeed at ime of booking, Fees and taes need o be ecalculated a timeg —Ta's Ml
Tatal Frice 1426 B0 CHF  per passenges ... and either save or book

{Incl ¥OYR, DCC, 50 and O surchange and fees and taves. )

Pdewy names aption

v10.0

the offer.
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Flights

One-way Round-Trip Multi-Stop

- Outbound Direction

Preferred Carrier Please select -

Departure ZURICH, ZURICH AIRPORT (ZRH) ,.SWI1
Date Tue, 23 Oct 2018 o]

Preferred flight * Please select -

~€< Inbound Direction

Freferred Carrier Flease select -

Departure MINNEAPOLIS/ST FAUL, MINNEAFOL.. =
Date Tue, 30 Oct 2018 M

Preferred flight * Flease select b

Direct flights only

Additional requirements

Passengers with disabilities | i Excess baggage

v10.0

Open-jaw

Arrival

Compartment

Preferred *
Departure time

Arrival

Compartment

Preferred *
Departure time

LUFTHANSA GROUP

Example 2: long-haul LHG flight
with OAL feeder

MINNEAPOLIS/ST PAUL, MINNEAPOLIS

ECONOMY -

ZURICH, ZURICH AIRFORT (ZRH) SWI._ v

ECONOMY A

November 2024
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Ceparture

1625
FRA

1415
FRA

1325
FRA

1020
FRA

1045
FRA

Arrival

2115
(]

2115
(o

1711
LAS

1742
LAS

Flight

LH1196
Lx2002
LX1073
LXg002
LHO446
UAD44E
LHO454
UADI3

LHO420
UAD45Y

Duration

13 h 50 min

18 h 0 min

15 h 35 min

15h 41 min

15 h 58 min

Displayed fare applas per passenger incl. YQYR

1620

1620

1323

1230
LAaS

1545 +1
FRA

1645+ 1
1100 + 1
0720 +1

1100 + 1
FRA

LX2002
LH1191

LX2003
L1074

UADTEL
LHO44T

UADSES
LHO431

UAD4EE
LHO455

14 h 25 min

15 h 25 min

12'’h 37 min

13 h 20 min

13 h 30 min

Displayed fare applas per passenger incl. YQYR

v10.0

LUFTHANSA GROUP

ECONONMY BASIC ECONONY BASIC FLUS ECOMONMY FLEX

/. Ondemand
/. Ondemand
80200 780.00 1.421.00
ELR EUR EUR
/. Ondemand

Select the desired flights and if
On demand is selected, then click
on Send for evaluation.

ECOMNOMY BASIC ECOMNONY BASIC PLUS ECOMONMY FLEX

/. Ondemand
/L Ondemand
80200 T 1.421.00
EUR EUR EUR
233.00 T 1.421.00
ELR EUR EUR
/. Ondemand
[C3 Compare fares
" Newname option Send for evaluation
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One-way Round-trip Multi-stop 142 Return
Multi-stops can contain up to six O&Ds. Surfaces will redu oun
Prefermed Camiar Select options. -

4 Direction 1

Depariure WIEMMA, Al Airports (VIE) AUSTRIA Arrival

Date Maon, 8 Oct 2017 - Compartrment

Frafamed fight * [ — - Prefarred ©

Departure time

4 Direction 2

Departure KIOKG, All Airports (HKG) HOMNG KOMG Arrival

Date Tue, 10 Oct 2017 =] Compartment
C - Frefarad ©

Prefermed flight Cx 454 Departur time

4 Direction 3

Depariure IFEl, Al Airparts (TFE) . CHIMESE TAIPE] Aurival

Date Maon, 18 Oct 2017 - Compartrment
e - Prefamad ©

Prefermed flight Cx 473 Departure fime

4 Direction 4

Depariure HONG KOMNG, All Airports (HKG) HONG Arrival

Date Maon, 16 Oct 2017 =] Compartrent

Frefemed fight * Please select - Prafamad -

Departurs time

might differ from LHG standards.

LUFTHANSA GROUP

Open-jaw

In case a RT does not work with
the desired OAL, try requesting a
Multi-stop which will lead to the
2 step approach: schedule offer
needs to be sent before receiving
a New Offer.

IPEL, All Airports (TPE) ,CHIMESE TAIPEI

ECOMONY

11 Dslsts dirsction

i HOMNG, All Airports (HHG)  HONG KONG

ECOMONY

11 Delste direction

HNHOF RAIL STATION (XWC) AUSTRIA

ECOMONY

OAL name and ticketing options, booking ranges as well as other reservation conditions

' Please ensure you are familiar with the conditions of the respective OAL booked (even if it
is requested via BookaGroup). Make sure to follow and respect these conditions, in

November 2024

. particular related to divergent conditions, e. g. different name options or ticketing
deadlines. The Lufthansa Group Airlines will assume no liability for damages of any kind
which arise from the condition of use of the other airline for the whole trip.

v10.0
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At time of booking an offer that includes an OAL segment following information is displayed which
needs to be confirmed in order to book the selected flight options:

& X
Book now
Following information is
Please Confirm if you have read the applicable Terms & Conditions and are ready to displayed at time of booking if an
proceed with booking of selected options in offer. OAL is included. Click on Confirm

to proceed with booking.

Attention! The offered fare and the availability of the other airline flight is subject

to confirmation of the other airline. The other airline flights will be requested by
your local LHG Groups Service Team after booking of the LHG segments. y
Please note: A booking option of a maximum of 14 days will be granted after

confirmation of all flight segments. This booking option is limited to the start of

the penalty period.If OAL segment is not requested and/ or confirmed within 21

days after booking, LHG has the right to cancel the booking. If you need any

assistance, please do not hesitate to contact your local LHG Sales office.

Also when opening the booked
file ID, then the same information
is displayed to the user when the
OAL has not yet been requested

LAS VEGAS by your LHG Group Service Team. P =

-7 7z~

1YY27Z5F Booked before first departure

Please note: The OAL segments will be requested by Sales and confirmation of capacity and total price is subject to the
availability of our airline partner. Please request these within the next 1 days otherwise the booking option will start irrespective
of the OAL flights.

A booking option of 72 hours will be granted after confirmation of all flight segments.

If OAL segment is not requested and/ or confirmed within 21 days after booking, LHG has the right to cancel the booking. If
you need any assistance, please do not hesitate to contact your local LHG Sales office.

Adhoc, Non-Nego, Round-Trip, FRA-RDU, 15 PAX, Published fare -

Pax requested - 15 adults

Travel purpose: Leisure,Request date: Tue, 06 Jul 2021 11:19h

& Show more details [ Show Booking Details

v10.0
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¥ List filters (O filters, 4 of 4 results) +

AC

CA

20 Jun 2018 Booking Creation

20 Jun 2018 Offer Updates Offer created on Wed, 20 Jun 2018 10:58:28.&

20 Jun 2018 Communication Updates MNote has been added by susi.sunshine@tras|

20 Jun 2018 File Creation Reguest has been created by susisunshineg)

Booking done by susi.sunshine@tragh-mail.com on Wed, 20 Jun 2018 1:02:32. PNR(s) generated are:
PDHDTY. Routing includes OAL flights that need to be requested manually by LHG Groups Service Team.

The history confirms the booking
of the LHG PNR and indicates that
the OAL flights need to be
requested by the LHG Group
Service Team.

9.6.1 OAL - specifics

Group Name may NOT include any slash or blanks in order to enable the successful
transmission of names, ticket numbers, etc. to Air Canada s res system and the Group Name
element may NOT

undercut a minimum of 4 characters or extend 28 characters.

No changes are allowed to LHG group PNRs including CA flight segments without prior
authorization from CA. Please contact your local LHG Groups Service Team.

Due to data exchange issues changes in the PNR could lead to unexpected cancellations of
the whole group.

LA

SQ

v10.0

be-requestedin-thesame PNR-aryrrore.
ATTENTION: No offers in combination with CM possible any longer.

Once the LATAM (LA) flights have been requested/ confirmed in LHG group booking PNR, the
PNR may not be split anymore, as this will lead to a cancellation of the OAL flights and cannot
be requested in the same PNR anymore.

Even in case of splits a minimum of 10 passengers is required.

Please keep in mind: This overview does not include all possible OAL's and their specifics.

November 2024
Page 90 of 120



BookaGroup LUFTHANSA GROUP

9.7 Cross Border Requests

A group booking is considered as Cross Border if the Point of Commencement (PoC) is different
from the Point of Sale (PoS) and the fare quote is based on the applicable fares and pricing frames
for the respective PoC.

The offer for a Cross Border request is always displayed in PoC currency. Fare and YQ
need to be converted into the local currency at time of ticketing.

The fare and YQ quotation in the BookaGroup tool is based on a PoC logic. For legal
reasons airlines may not collect YQ in selected countries (e.g. PoS IR), hence Q surcharge
is calculated as a replacement. However, if the POC is in such country, but the POS is
outside such country (eg. PoC IR but PoS GB), the regular YQ must be collected instead.
Therefore it is essential that agents contact LHG Sales team before ticketing for manual
update of SK and RC to avoid ADM issuance.

9.8 Child or Infant Discount

The corresponding reference class/tariff gives information about the eligibility and level of Child or
Infant discount. The applicable child discount is not restricted to a certain number of children and

may be applied to all children in a group.

Please make sure to enter the required CHD related PNR elements, e.g. date of birth and
ticket designator /GRCH%% or GRIN%% (%%= percentage of Discount).

If your booking is related to an Agreed Business case (i. e. non-published FBCs are used),
please contact your LHG Group Service Team for further information about applicable
Child/Infant Discounts.

9.9 Large Scale Groups

Generally all group bookings with 80 or more passengers, either in the initial booking or after an
increase of the group size at a later stage, are considered large scale groups. Specific flight events
can already require a stricter contracting for less than 80 passengers.

For large scale groups, specific contracting conditions do apply.

Please note that dividing one group into separate smaller groups to undercut the stricter
contracting conditions is prohibited. Booking of several smaller groups for the same
routing and dates by the same agent can be canceled by RM units after a warning and 72
hours grace period.

A maximum of 99 passengers can be booked in one Amadeus PNR. Requests with more
than 99 passengers are automatically split in several PNRs with respective cross-
reference.

In case a group which originally was booked against a less restrictive contract (e.g STANDARD) will
be increased to large scale group a new stricter contract will apply for the entire file, i.e. for the
whole group, as mentioned in the “General Commercial T&Cs".
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Q.10 Break-up

Group capacity on certain flights might be lower than the requested group size. Based on certain
criteria, a break-up might be offered:

We are sorry, unfortunately there is no availability for your request. Flease submit a new request or choose the break-up option.
Thank you

In case no break-up is possible, the request will result in “no offer”.

Each break up is @ manual process and LHG needs more information from your side to be able to
divide the group according to customer’s wishes, if possible.

Request a break-up for current offer

Please enter any additional
information in the pop-up

Piease add a nole o your request for break-up 10 geta proper ofer window before you su bmit your
break-up request.

Send break up dingcty io travel agency

183 charachirs left

Breakup fhe ofer

e (D

After the request is processed a new offer is displayed.

- A break-up will always result in multiple PNRs.

Q.11 Agreed Business

9.11.1 Special Event

Characteristics:
e Expected demand is higher than capacity
e Usually high yield business

e FEvents identified by Lufthansa Group
e Demand actively collected by Lufthansa Group
e Capacity and price is usually guaranteed

If your agency is authorized for Special Event requests, LHG will provide your agency with Event
Codes.
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Quick Links

Agreed Business

Agreed Business

Sl r Spacl s

¥ Listfilters (0 fiters,1 of 1 resulis)

STEDDO 01 et 2097

Help & Contact w

File ID

Q

LUFTHANSA GROUP

The link Agreed Business on the

Cockpit will take you to the list of
Events.

Statistics

Here you can find the option to
book the Event Code.

i5 15

File 1D

Group Name
PNR
IATA/ ARC Code

You can also enter your Special
Event Code in the Search field to
get to the Book page right away!

Office ID/ PCC K

Special Event Code T

NILF I FAEFA T

v10.0
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Sunshine Travel Fvent - STE

Special Event, Round-Trip , MUC - LHR, 15 pax +

Just enter the group name and
Book option number of passengers here...

Group nams STE! Remaining group size 15

Wurnber of passengers i

Deparure  Amival Flight Special event fare
225.00
MU LHR LH2470 ‘ .

Depariure  Armival Flight Special event fare
225.00
LHR MuC LH2477 ‘ Eum
Prici
Price oveniew m
Fare per passenger Compartment Fare Basis Code Number of passengers Subtotal
9— 150.00 EUR ECONOMY WA SEDE/GR x0 0.0DEUR
-+ 150.00 EUR ECONOMY VR SEDE/GR x0 1.0DEUR

Pleasa note that displayed prices apply per adult. Prices for chidren need fo be calculated at time of ticketing. YR will be calculsted 35 per contractual
agreemeant. Please refer to Terms & Conditions for details. Fees and Taxes must be caloulsted at time of ticket issuancs..

Fare 300.00 EUR per passenger x0 0.00 EUR
(Excl. YQYR 50, O Surcharge and fees and taxes )

YQUIYR 150.00 EUR  per passenger =0 0,00 EUR
Q Surcharge 0.00 EUR per passenpger x0 000 EUR
Stop Cver Cost 0.00 EUR per passenger =0 0,00 EUR
Price 450.00 EUR per passenger

...and book the offer!

e

+ Back to top

(Incl. YQYR, 30 and @ Surcharge, excl. fees and taxes.)
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9.11.2 Special Business
Characteristics:
e High volume / high yield business

e Ad-hoc or Series requests

e |eisure or business travel

e Capacity is always subject to availability
Please contact your local LHG Group Service Team for more details.

Access your list of Special Business
files via the Quick Link on the

/‘ Cockpit..
Quick Links

Agreed Business Statistics
AGREED BUSINESS hetons ==
¥ Listfilters (O filters, 1of 1 results) +
v |
SE00201 NYC MARATHON 25 Nov 2023 - 27 Nov 2023 13 Oct 2023 - 23 Nov 2023 us NYC v

Click on a saved File
ID to book the offer.

If you know your Special
Business File ID, you can also
open it right away via Search.
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oSpecial Business

TYY2ZRVIY Saved offer

ADHOC, One Way, FRA - TXL, 15 PAX +

Book option

Just enter a group
name here...

Group nams MMNS i

Deparure  Arrival Flight Manual Fare
300.00
FRA THL LH130 eum

—_
Price overview m

Fare per passenger Compartment Fare Basis Code Mumber of passengers Subtotal
+ 250.00 EUR ECOMNOMY MMODE/GR %18 3750.00 EUR

Please note that displayed prices apply per adult. Prices for children need to be calculated at time of ticketing. YR will be calculated as per contraciual
sgreement. Please refer to Terms & Conditiens for details. Fees and Taxes must be caloulated at time of ticket issuancs..

Fare 250,00 EUR per passenger x 18 3,750.00 EUR
[Ezocl. YQU¥R 50, Q Surcharge and fees and ta=es.)

YQ!YR 50.00 EUR per passenger x15 750,00 EUR
Dcc 20 EUR per passenpger x15 30D EUR
Q Surcharge 0.00 EUR per passenger x15 0,00 EUR
Stop Cver Cost 0.00 EUR per passenpger x15 0,00 EUR
Price 320.00 EUR per passenger x 15 4500.00 EUR

{Incl. YQYR, DCC, 50 and ( Surcharge, excl fees and taxes.)
...and you’re done!
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10 After Booking

10.1 Name Option & Ticketing Time Limit

Depending on the applicable contract, certain Name Options (NO) and Ticketing Time Limits (TTL)
are relevant for your booking and BookaGroup will send reminders for those. Option lines (SSR OTHS

elements) are created automatically in the PNR.

11 SSR OTHS 1A ALL NONAMES WILL BE XXD IF NAMES NOT AVAIL BY
2359/06MAY17 UTC / LHG 26APR23 0718

12 SSR OTHS 1A PLS ISSUE TIX UNTIL 2359/09MAY23 UTC / LHG
26APR17 0718

T

The SSR OTHS elements show the cancellation date of all no names on 06 May and
the ticketing deadline on 09 May.

Five days before the respective cancellation dates,
SSR OTHS reminder elements will be created.
——
13 SSR OTHS 1A REMINDER ALL NONAMES WILL BE XXD IF NAMES NOT
AVAIL BY 2359/06MAY23 UTC / LHG 02MAY23 0002

14 SSR OTHS 1A REMINDER PLS ISSUE TIX UNTIL 2359/09MAY23 UTC / LHG
04MAY23 0012

PMNE: MWW LS Booking Relate... Communication History
‘ ﬂ; May 2;’;:::”5 utc Agency All non-ticketed p gers will be lled for P...
‘ 02 May 2017, 00:10 UTC Agency All remaining no-names will be cancelled for PNR L...

You will also see the reminders in the
communication tab of your file.

The Cockpit will also display upcoming Name Options and Ticketing Time Limits prominently:

Filters and Alerts My Groups All Groups
1 1 0] 1 0
Penalty Period Warning Grace Period Schedule Changes
Name Options Ticketing Time Limit Communication Notes

If the date of the NO reminder has passed by at the time the booking is created, the NO

reminder will be sent five days after booking.
If a special name option applies (e.g. for HIGH), the standard NO will be ignored.

The standard ticketing option is set for two days before departure.
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For specific contract types, shorter name options apply.

In case of differing values, the name and ticketing options indicated directly in the
group reservation prevail over the options indicated in the contracting document.

In case of rebooking of the first departure date, the name option and ticketing deadlines
will be adapted to be in line with the new first departure date.

Name or Ticketing Options must not be changed or canceled. The usage of fictitious
names is strictly prohibited.

For bookings containing OAL segments, the name or ticketing options set by OAL must
be observed as well, hence the most restrictive option applies. It is not possible for your
LHG Group Service Team to change, assist or interfere with those rules set by OAL.

10.2 Name Changes

Before ticketing, name changes are permitted free of charge.

After ticketing, name corrections (such as spelling, i. e. no change of the passenger) are permitted
free of charge for the purpose of matching with passport data (e.g. after marriage or similar). In case
of a full name change (meaning from one passenger to another different passenger) a fee as
specified in the respective contract applies.

Please contact your local LHG Group Service Team for prior authorization of a name correction or
name change. A copy of the passport or any other official document must be provided for
acceptance of the name correction.

v10.0

In case no prior authorization should be possible as outside of LHG Group Service Team
opening hours, only Amadeus (1A) agencies can proceed with the name correction or
name change on their own considering above mentioned conditions. Important: please
contact your LHG Group Service Team as soon as opening hours permit, to receive a
retroactive authorization and in order to avoid any possible ADMs.

Any Non-Amadeus agencies have to obtain prior authorization and technical support via
their LHG Group Service Team to avoid any issues due to GDS/booking system
synchronization mismatches.

Please keep in mind that other airlines (OAL) might have different policies concerning
name changes / name corrections that might differ from LHG standard. It is up to the
Travel Agent to be familiar with the conditions of the respective OAL booked, even if
booked via

BookaGroup.
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10.3 Increase Passengers

An increase of the number of passengers of a group is possible for all bookings regardless of the
initial fare family used. The increased seats must be associated with the main booking and be

identifiable as such.

The increased seats and all booked seats in the main booking will always be subject to the
same contract type. In case the increase of seats requires a stricter contract type then
the new stricter contract applies for the entire group file, i.e. for main and increase

bookings (e g. when the overall group size changes to a large scale group or due to

increase incl. change of compartment).

Please note an increase is only possible on PNR level and if all segments are confirmed.

= Actions
PNR
Increase Passengers Export to Excel
Show Amadeus PNR Cancel PNR

Reduce No Names
Modify name options

Split PNR

Increase passengers

Note! Using EDIT at least 1 flight has to stay as booked originally

Export Booking as PDF

The number of passengers can be
increased for both ad-hoc and
series bookings.

PAX

Cancel all No Names
Import names

Download name template

Copy the request

Flight information

Departure Arrival
0600 0730
VIE FRA
0920 1045
FRA VIE
Pricing

Price overview

Fare per passenger

> 49 EUR

_<_. 49 EUR

Flight number Date PAX Compartment

05199 Wed, 17 Jan 2024 12 ECONOMY

ECONM

05 202 Wed, 31.Jag 2024 12

flight details.

Click Edit if you want to adjust

Edit

Edit

Fare Basis Code Subtotal
KEUCLSPS/GR 588 EUR
KEUCLSPS/GR 588 EUR

Enter the number of
additional passengers here.

Iwo Reset Cancel

v10.0

Send for evaluation
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Increase passengers

LUFTHANSA GROUP

Note! Using EDIT at least 1 flight has to stay as booked originally

Flight information

Departure Arrival Flight number Date PAX Compartment
0600 07320 )
VIE FRA 05199 Wed, 17 Jan 2024 12 ECONOMY Edit
Departure Arrival Flight Compartment
VIENNAINTE.. ¥  FRANKFURTL. v  Wed, 17 Jan 2024 T Please select v ECONOMY -
0920 1045 )
- VIE 05 202 Wed, 31Jan 2024 12 ECONOMY Edit
Pricing You can change the airport (in case of a
multi-airport city), date, flight number
Price overview and compartment for the additional
passengers
Fare per d Subtotal

Increase passenger

[ file ID is done in the mother file ID s history tab.

06 Dec 2023 Pax Updates

Reset Cancel

>

Send for evaluation

Until booking, the increase file gets a temporary File ID and an entry with the temporary

An Increase of 5 PAX has been requested for PNR KUZ2RV with temporary file 1D 3YY20IWY by

ta.userde.fuxl@dlh.de on 06 Dec 2023 14:21:22.659 UTC.

i The New Offer of the temporary file ID can be save

TEST REQUEST VIE

It is possible to search for the temporary file ID via
the global search up to the time of booking of the
temporary file ID. A search for the temporary File ID
after booking will lead to the File ID of the mother file
ID instead!

ACTIONS =

3IYY20IWY New Offer

Offer valid until
Wed, 13 Dec 2023 3:21 PM

‘ 6 days 23 hours

Kindly note that the File ID above is a temporary one and can be used for tracking. After booking the new PNR can be found

under the original File 1D.

booked.

v10.0

Please note: For RT and OJ ‘Departure-" and ‘Arrival-"airport (same city) and ‘Date’ and/or
‘Flight’ can be changed (EDIT) but only for one direction.

For Increase the date, flight number and airport (for multiple airport cities) can be
adjusted (EDIT) in one direction only as minimum one flight need to remain as originally

The compartment can be changed for both directions.
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In case of a Y2 Return, Multi-stop, or One-way journey, only the compartment can be
edited.

ks Bonoeme. Conmncan by

Total pax 17 ] ]
The File History and Communication
No Neme pax v tabs of the increase file merge with
Ticketed pax 0 the mOther PNR.
-  KUZ2RV VIE - FRA 05199 ‘Wed 17 Jan 2024 12 12 98 EUR Confirmed(HK, HK) v
n KWD3W4 VIE - FRA 05199 ‘Wed 17 Jan 2024 5 5 98 EUR Confirmed(HK, HK) v

AN

Increasing the number of
passengers will create a child PNR
(marked with 1).

In new created increase PNR an OSI TCP-element will be created by system as cross
reference to mother-PNR and total group size. Such OSI TCP-element to be noted
manually in mother-PNR as cross reference to new increase PNR and total group size.

Example for respective OSI elements:
Mother-PNR KUZ2RV: 12 PAX: OSI'YY TCP 17 FK KWD3W4 3YY25XYZ (to be manual

created)
Increase-PNR KWD3W4: 5 PAX: OSI YY TCP 17 FK KUZ2RV/20231206 3YY25XP5

(auto created)

10.4 Increase Departures

For Series, the number of departures
can be increased after booking.

Cancel all No Names Cancel Whole Group Export t Export Booking as PDF

Please note that only departures between the first and the last series departure can be
requested.

A maximum total of three departures can be requested per week; if your initial series
already consisted of three weekly departures, you will not be able to increase the number
of departures.

In case the increase of departures requires a stricter contract type than the new stricter
contract applies for the entire group file, i.e. for main and increase bookings.
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10.5 Passenger Management

10.5.1 Adding Passenger Names

Total pax 15 PMR status Confirmed
Mumber of No Names 13 Conditions Type STANDARD
F
Ticketed pax 0 vard In the PAX tab, you can choose to

import a name template or use Quick
passenger record to add passenger

EETN ~ EEEREETE Ay

PHR Claimed NO

Passenger Name List Quick passenger record | Import names ||
B, Search +
Mo records found

BTN -~ [T

Passenger MName List Use these links to enter additional hes |
information, such as Frequent Flyer
number, Infants, or Extra seats.

Last name First name Middle name Title Paxtype  Date of birth* N More info. | i

1 ADT = = | EFFNo. ®Infant ® Exiraseat

- Record passenger

Quick passenger record | Field

QI with Quick passenger record, up to ten
names can be recorded at once.

Mo records found

Please note that Frequent Flyer number and Extra seat cannot be added to an existing
passenger. They must be added with the passenger name in one transaction.

If you would like to add a FF number to an already existing passenger name, or
change/delete it, you can still perform this action directly in GDS.

The credited miles will be regulated by the respective frequent flyer program of the
transported passenger.
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Details

PAX

Passenger Name List

Qluick passenger record

LUFTHANSA GROUP

Import names |

{*} Optional Reld

Adding an Infant will open
a second name entry row.

Last name First name Middle name Title Pax fype  Date of birth*
.'. ADT =
Last name* First name Middle name Title Pax fype
'3‘ INF
Passenger Name List
Quick passenger record
Last name First name Middle name Title Pax type Date of birth*
1 Test Test MR ADT ~ I}
Last name First name Middle name Title Pax type

Test

Flease select  ~

Flease select
CBEG

EXST

b‘l@ their name.

The last name is optional;
the first name is
mandatory.

- Record passenger

If a passenger would like i
to request an extra seat
for their own comfort or
additional cabin baggage,
a second row is added to

ield

W Delets

Record pazsenger

If EXST or CBBG should be added to an existing passenger name, the original name must
be set to no name first. Afterwards you can insert the passenger name again together
with the extra seat or cabin baggage option.

R[]

PAX

Passenger Name List

@, Search

Last MNarme Y

TEST MR ADT

CBEG CEBG

EXST or CBBG will be
recorded together with
the passenger.

Incomplete Lv

Mot Applicable Lv]

For larger groups, using the name import template is a convenient solution. Just
| download the template, fill in the names and save it locally to your computer. You can
then upload to BookaGroup and the names will be automatically recorded!

v10.0
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You can download the _

PNR PAX new enhanced name
template including APIS

Increase Passengers Refresh PNR Cancel all No Names data here__.

Export to Excel Show Amadeus PNR Import names

Cancel PN ___and upload the template Download name template

exportBod  here to record the names!

Split FNR

BookaGroup Name Template for Passenger Name Import (vi0.1.4)
\

“MR/MS/MX/none” is
entered in a separate /
column Title.

Under Pax Type, please
i i ! enter “ADT/CHD/STU/YTH”.

Optional entry via the new enhanced name template is the APIS data information for the
[ DOC Sinput in the PNR by also filling in the columns O to U in the name template:

Up to 99 passenger names can be recorded at once. If required, you can repeat the
upload with a second template.

Passenger Name List

Quick passengerrecord | Importnames | |

Q Search

+

After the upload, you can Import
again if you need to make changes to
the template — this will overwrite the
previously uploaded list.

TEST AMNMNA MS ADT

TEST EDDI MR ADT

’ == =
Click on Record
Passenger to finish.
Record Passenger
November 2024
v10.0
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Please note:

There might be differences in displayed order of passenger names between
BookaGroup and your reservation system.

Possible reasons: Different name-entries processing of the respective GDS / reservation
system and/or individual office profile setting of an Amadeus Office.

10.5.2 DOC Information

By clicking on passenger name in the passenger list, more details can be displayed and DOC
information can be entered.

< Back to pax overview < Previous passenger | Mext passenger >

TEST, TEST MR (Pax10of 2) The passenger details section is Actions

always read only.

Passenger name and ticketing information V

Pax type ADT Ticket number
First and middle name TEST MR Airline

Last name TEST FF program
Date of birth” FF number

Passenger ID

Information entered in ALL SEGMENTS will overwrite the information in the individual segments at the time of saving
changes.

DOC S - Secured Flight Data

DOCO |i +

Cancel Save changes
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Information entered in ALL SEGMENTS will overwrite the information in the individual segments at the time of saving

changes.
DOC S information can be entered for
DOC S - Secured Flight Data i any PNR and is mandatory in case SFP -
is applicable for the PNR (BookaGroup
All segments FRA - JFK JFK - ZRH zd will indicate if it is).
Personal Details {Please provide as per identification. Mandatory for issuance of ‘t'c:kets]V
First name Middle name*
Last name Gender M -
Date of birth B
DOCO i +

Cancsl Save changes

After you save the DOC S information, it changes to read-only text. In case any update is
needed, you can delete and insert the information again.

DOCO i If required, DOC O Information _
(Visa information, Redress
All segments ERA - JFK JER22l number, Known Traveller

number) can be entered here.

Visa V

Doc number Issuing country i

Date of issue - Cnulr“try where document ;
applies

Redress

Doc number

Known traveller

Doc number

Cancel Save changes

Both DOC S and DOC O information can be added for all segments (pre-selected by
default) or individually for a selected segment if needed.
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10.5.3 Canceling a Passenger

Instead of canceling the whole PNR or a multiple-PNR group, it is possible to cancel single
passengers or seats.

PNR PAX

Increase Passengers Export to Excel Cancel all Mo Names
Show Amadeus PNR Cancel PNR Import names

Reduce No Mames Download name template
Split PNR

To reduce the number of seats not associated
with a passenger (no names), choose Reduce
No Names from the Action menu.

Please note:

Single passenger/s cancellation/s for contract types that calculate the penalty based on
relative amount (net fare plus YQ/ YR, and any SO and Q surcharges), to be processed
only after a Split-PNR action for respective to be cancelled passenger/s. It's

recommended to perform the Split-PNR and single passenger cancellation actions via
BaG.

This Split-PNR process will assure that in case penalty applies, this is calculated based on
the correct net fare and YQ/YR, and any SO-, Q surcharges of the cancelled passenger/s
PNR.

If names have already been provided for specific passengers, then those passengers can be canceled
via the passenger list.

Canceling passenger(s) will reduce the number of seats in the PNR; to keep the seats, use
the option Set selected passengers to No Name instead.

bems o osCow. Commumsmen

Requested passenger names have been successfully recorded

Passenger Name LISt Quick passengerrecord | Import names i

Q Search +

You can select single or Cancel selected passengers
TEST EDDI MR H
mUItIpIe passengers Set selected passengers to No Name
from the passenger list
TEST TINA MS and cancel them or set Net Applicable v
them to no name in
one single step... Not Applicable v
Not Applicable v
November 2024
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0/
Details PAX Pricing & Condit.. Communication
Passenger Name LlSt Quick passengerrecord | Import names i
Q Search +

= o

TEST EDDI MR

...or select an
individual name and
choose an action here.

Q TEST TINAMS ADT Not Applicable

Cancel passenger

Mot Applicable v

TEST ELLAMS ADT
Set to No Name

TEST OSCAR MR ADT Mot Applicable v

. When canceling passenger(s) within the penalty period, a warning about possible penalty
| fees will be displayed. Click on Confirm to continue canceling the selected passengers or
Cancel to abort the cancellation.

% X
Cancel specific passenger(s)?

As the penalty period has already started, canceling seats may result in penalty
fees according to the applicable contract conditions. Do you want to continue?

w

When selecting an action for a passenger with associated infant or extra seat, the
respective action will be performed for all the associated records as well.

In case the cancellation of passengers leads to an undercutting of the minimum group
size, BookaGroup will return an error message.

Please note that once a ticket is issued for a passenger, the ticket can only be canceled
via your LHG Group Service Team.

10.5.4 Split PNR via BaG

Splits can be performed for named/no-named passengers or a combination of both within 1
transaction with the BaG actions ‘Split PNR'.

The respective action ‘Split PNR’ can be found either on the right side of the File display page under

e = button, or, at the bottom of the File display page under section “Actions”
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PNR PAX
Increase Passengers Refresh PNR Cancel all No Names
Export to Excel Show Amadeus PNR Import names

Cancel PNR Reduce Mo Names Download name template
Export Booking as PDF Copy the reguest

Split FNR

= In case names for passengers have already been recorded, then after a click on ‘Split PNR’
action button, below pop-up window will appear where it is possible to select passengers to
be split to a separate PNR:

& X
SPLIT PNR: Split named and no named Passengers
g;m?;rﬁéhlo names in new o Split All No Names
-
7 TEST EDDI MR ADT
TEST TINA MS ADT
o TEST ELLA MS ADT
o TEST OSCAR MR ADT

e -

= In case no names have been recorded to the group File so far, then after a click on ‘Split PNR’
action button, below pop-up window will appear where it is possible to indicate number of
Nonames to be split to a separate PNR:

SPLIT PNR: Split named and no named Passengers

Number of Mo names in new ) ] .
SPLITPNR ( ) Split All No Mames

Once selection is done, then the split transaction should be completed by using a button
‘Submit’.
Every ‘Split PNR’ transaction via BaG will lead to the same multiple PNR overview, where

split PNR will be followed by sign and below message by the system will appear:

November 2024
v10.0 Page 109 of 120



BookaGroup LUFTHANSA GROUP

TEST REQUEST VIE pctions

3YY25XP5 Booked

before first departure

Child PNR KWPR27 has been successfully created.

Adhoc, Non-Nego, Round-Trip, VIE-FRA, 12 PAX, (Published fare, CRUISE, TOUR OPERATOR) o

s Goknghee. Commncan by

Total pax 17

No Name pax "

Ticketed pax 0
- KUZ2RV VIE - FRA 05199 Wed 17 Jan 2024 10 & 98 EUR Confirmed(HK, HK) v
n KWD3w4 VIE - FRA OS199 Wed 17 Jan 2024 5 3 98 EUR Confirmed(HK, HK) v
n KWPR27 VIE - FRA 05199 Wed 17 Jan 2024 2 2 98 EUR Confirmed{HK, HK) v

Performed split actions will be recorded in the File History tab:

Date v

06 Dec 2023 PNR Updates Child PNR created by system KWPR27 on 06 Dec 2023 16:04:22.868 UTC.

06 Dac 2023 PNR Updates mig?nh::bfzsnb:r:;ﬂit by ta.user.de.fuxl@dlh.de on 06 Dec 2023 16:04:22.862 UTC. New PNR(s)
06 Dec 2023 PMR Updates Split of 2 Nonames requested by ta.userde.fux]@dlh.de on 06 Dec 2023 16:04:18.663 UTC.

Please note:
-“SPLIT PNR" action in BaG will only be displayed for non-nego PNR/s.
- “Split PNR" action in BaG will NOT be displayed in case of:

- PNR has already been claimed to Non-Amadeus GDS.

- PNR s in inconsistent state.
- PNRisin ‘Canceled’ state.
- last departure date in PNR has passed.
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10.6 Extra Baggage / Excess Baggage

Extra baggage (XBAG) for group bookings is in most cases handled in an identical way to individual
passengers.

In case of large-scale groups or Special Events (Sport Groups, Orchestra etc.) with a high
number of XBAG, special handling procedures or tariffing for XBAG associated to group

passengers may apply.

Please contact your LHG Group Service Team for any information.

10.7 Export to Excel

= Actions
This option enables you to export

PNR the relevant information in form
of an Excel sheet and save it
locally to your computer.

Increase Passengers Export to Excel

Show Amadeus FNR Cancel PNR
Reduce No Mames Import names
Split PNR Download name template

Please make sure to check all tabs/sheets in the Excel document (PNR, PAX and PRICE).

If you perform this action on the file level of multiple PNR, you will get an Excel document
. with one tab/sheet only (“PNR") with a basic overview of all the PNRs included in the file.

10.8 Rebooking

Travel Agents are only able to cancel or reduce passengers in BookaGroup, but are not allowed to
add, change or cancel single segments in a PNR; these rebookings must be performed by LHG Group
Service Teams.

In case that a rebooking leads to the fact that no more segment of the initially determined

! validating/ticketing carrier is part of the booking, please issue the ticket on any other LHG
carrier involved in the routing in order to avoid any CIP Violations.
In case of rebooking to an earlier or later departure date (outbound), before or after start
of original penalty period, the initial start of penalty period remains unchanged for the

! rebooked PNR and for the whole file, provided the contract has not changed.
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10.8.1 Before Ticketing

With any change, the contract conditions (e.g. Minimum Group Size) and Applicable Fares and
Conditions (e.g. Minimum Stay) must be adhered to. Before ticketing, the change fee paragraph
(Cat16/31) can be ignored as special group conditions do apply.

v10.0

Please contact your local LHG Group Service Team for any rebooking requests.

All fares are eligible for rebooking, subject to availability. The minimum group size must be
maintained at all times. Adding a long-haul segment to an existing short-haul or long-haul
routing is not allowed.

e One-way travel: change of main segment is not permitted.

e All other journey types: change of main segment is permitted either for inbound or
for outbound direction (only for rebookings on same flights in higher compartment
a change of both directions is possible).

e Change/adding of a feeder or defeeder is permitted.

e Pure CONT travel: change of Brand (LIGHT/CLASSIC/FLEX) only allowed
according to applicable fare rules (CAT16)

e Any rebookings are based on the so-called “Repricing” logic. The fare quote at
time of rebooking (including possible group discount, if applicable) will be applied.

e All flight segments (also unchanged segments) are taken into consideration for
the repricing. The result in comparison to the last confirmed price can either be
equal or higher.

10.8.2 After Ticketing

With the exception of a name change (see Chapter 10.2) and the group definition (at least
one trunk route must be flown together by all passengers (see Chapter 10.8.1), any
modification of the issued group tickets after ticketing needs to respect the tariff
conditions of the fare basis code shown in the issued ticket.

The recalculation logic after ticketing is ruled by the IATA resolution 0049XX:

In the event of a voluntary change to the originating flight, the fares and charges for the
passenger's journey shall be recalculated in accordance with the fares and charges in
effect on the date on which the change is made and is reflected on the ticket.

For partial rebooking concerning the inbound flight: recalculate the newly applicable fare
by using fares applicable at time of issue. Repricing is required to verify correct
application of paid fare.

For partial rebooking concerning the outbound flight or all sectors: recalculate the newly
applicable fare by using fares applicable on the day of reissue (full repricing required).
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10.9 Canceling a Group

LUFTHANSA GROUP

Cancelation of either the entire group or single passengers out of a booked group are subject to the

to the cancelation conditions:

Before ticketing: The reservation fee or penalty fee fixed in the contract applies.

After Ticketing: Refunds are possible according to the fare rule of the issued fare. In addition
reservation fee or penalty fee do not apply in connection with non-refundable tickets and/or tickets

refundable against fee.

Please cancel any unneeded space as early as possible. This reduces the risk of applicable
n penalties for your travel agency and enables us to re-offer the freed capacity.

PNR PAX

Increase Passengers Export to Excel

Click this link in the Action menu

Show Amadeus PNR Cancel PNR to cancel a single PNR.

Reduce No Names

Split PNR Download name template

Cancel all Mo Names Cancel Whole Group Export to Excel Increase departures

Export Booking as PDF Copy the request

4 X

Cancel whole group?

In a multiple-PNR file (e. g. Series), you
Are you sure you want to cancel the gro§ have the option to cancel the whole group.

confirm to proceed. V
-

Whenever
performing a
cancellation, you will
& X be asked to
reconfirm the action.

Cancel PNR?

Are you sure you want to cancel the PNR? Please confirm to proceed

e -
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PNR KWPR27 has been canceled successfully After cancellation, a

success message will

LUFTHANSA GROUP

A Please note: A booking option has been granted up to 20 Dec 2023 08:48 UTC, which be displayed... %
period.
Adhoc, Non-Nego, Round-Trip, VIE-FRA, 12 PAX, (Published fare, CRUISE, TOUR OPERATOR) +
PNRs _d_
Total pax 15
Mo Name pax 9
Ticketed pax (1]
—  KUZ2RV VIE - FRA 05199 Wed 17 Jan 2024 0 6 98 EUR Confirmed(HK, HK) v
u KWD3W4 VIE - FRA 05199 Wed 17 Jan 2024 5 ...and the PNR will be Confirmed(HK, HK) v
shown as canceled in
a KWPR27 VIE - FRA Wed 17 Jan 2024 2 a multiple-PNR file. Canceled(HX, HX) v
KWPR27 (Split) P—
Total pax 2 PMNR status Canceled
MNumber of No Names N/A Conditions Type STANDARD
Ticketed pax N/A :;?mp;;’em" (el fes s 50 EUR
PNR Claimed PNR Update Last Info status-6 Time-06] The PNR will show

the status canceled.

Price overview

VIE - FRA 05199 ‘Wed 17 Jan 2024 KEUCLSPS/GR K 49 EUR

FRA - VIE 05202 ‘Wed 31Jan 2024 KEUCLSPS/GR K 49 EUR

Please note that displayed prices apply to adults. Prices for children need to be calculated at time of ticketing. YQ/YR will be calculated as per contractual agreement.
Please refer to your Terms & Conditions for details.Fees and Taxes must be calculated at time of ticket issuance.

Y@/ YR (Excl. DCC) 10.00 EUR
DCC (to be collectad as addition YR tax) 17.50 EUR
Stopover surcharge O EUR
@ surcharge 0OEUR
Price 125.50 EUR
{Incl. ¥Q@/YR, DCC, S0 and @ surcharge, excl. fees and taxes)
November 2024
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10.10 Reinstate

An existing booking that has been canceled unintendedly or due to the non-respect of the given
name or ticketing deadlines can be reinstated. Reinstated bookings will be considered as new
bookings subject to a re-evaluation of availibility and fare.

Please contact your local LHG Group Service Team to request a reinstate.
10.11 Irregularity Handling

If a group and file ID hold a confirmed booking on LH, LX, OS/SN or EN a contract of carriage
applies. That means any change in time/date of one of the booked flights entitles the group -
booked and confirmed passengers of affected flight - once to an acceptable alternate flight or flight
connection, or even to cancel the PNR.

This also applies for Nego Space / Allotment bookings on LH, OS and EN.

L Ll in ol IR

e [f the group has been re-accom
free of charge to an alternative acc
conditions.

you may change once

Flight and price information will re subject to the fare

remain visible even after PNR
canceled.

e If the group has not been re-accom oose an alternate
acceptable flight/flight connection free of charge for the group. Any further changes are subject
to the fare conditions.

e  Free of charge rebookings need to be done within 28 days after the schedule change (UN/TK
sent to PNR).

e Anyrebooking requested later than 28 days after the schedule change shall be considered as a
voluntary rebooking according to the fare note.

e Incase of involuntary rebooking the last fare remains unchanged. All additional charges (e.g. YQ,
taxes) will be covered by LHG.

e [tis mandatory to add following remark in the endorsement box at time of ticketing:
INVOL IATA RESO 735D DUE SCHED CHNGE LHXXX/DDMTH or
INVOL IATA RESO 735D DUE CANCEL OSXXX/DDMTH

followed by orig FE-content (as much as possible, character limits to be observed).

e Involuntary rebooking should be done on the same route, same carriers and in original booking
classes. Alternatively the involuntary rebooking can be done on a different routing (e.g. original
nonstop flight changed to transfer connection or orig transfer connection with change of
transfer-point) with the longest possible LHG carriers. For rebooking actions and/ or
verifications of alternatives please contact your LHG Group Service Team.

e If none of the above-mentioned alternatives are acceptable, you and the group are entitled to
cancel and to withdraw from the contract. LHG airlines will not charge any reservation fee or
cancelation fee if the group booking is canceled within a time frame of 28 days after the
publication of the schedule change or involuntary event. In case tickets are already issued, full
refund is guaranteed.

November 2024
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The earlier you contact your LHG Group Service Team, the easier it will be to find a
suitable solution for your customer. Therefore please contact us as early as possible, but
latest 28 days after the publication of the schedule change or involuntary event.

10.12 Reassignment

Reassignment always needs to be initiated via your local LHG Groups Service Team.
Please never perform any reassignments on your own directly in your GDS.

The file always needs to be initially requested for the Office ID / PCC which will be used for ticketing
purposes finally.

All PNRs in a BaG file must be assigned to the same Office ID/ PCC otherwise it will lead to
corruption of the file and no further file actions will be possible (e.g. increase, split PNR etc..).

11 Ticket Issuance

11.1 General Ticketing Instructions

The ticket-designator and Passenger Type
Code (PTC) "GR" must be added to the issued

_— Pricing & Con... fare basis code in order to identify and track

the group including the flown group revenue.

Price overview m

FMO - BOG LHO6S, LH542 Fri 14 Feb 2020 NTOXD%/GR WM 365 EUR

BOG - FMO LH343, LHO6G Sun 23 Feb 2020 NTOXD%/GR NY 365 EUR

Pleaze note that displayed prices apply to adults. Prices for children need to be calculated at time of ticketing. YQ/YR will be calculated as per contractual agreesment.
Please refer to your Terms & Conditions for details.Fees and Taxes must be calculated at time of ticket issuance.

Y@ /YR (Excl. DCC) 400.00 EUR
Please check the applicable

DcC 16.00 EUR
Fare Guarantee for Fare....

Stopowver surcharge JEUR

@ surcharge O EUR

Price 1,146.00 EUR

(Incl. Y&/ YR, DCC, 30 and @ surcharge, excl. fees and taxes)

4 IT code, Endorsement N

Additional information (IT code, Endorsement restrictions) ( hater 11.1.1)
see chater adbodb)Jocoa
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The fare guarantee does not apply if the original booking has been modified. In case the
original booking is modified (including increasing the original group size), the fare and
international/domestic surcharge (YQ/YR) must be recalculated at the time of the
modification request.

Amadeus Nego Space Allotments are excluded from this process and always need to be
issued with the fare, the international/domestic surcharge (YQ/YR) and all additional
taxes/fees applicable at the time of ticket issuance.

The extension of the maximum validity of the ticket is not allowed.

The ticket issuance in other GDS than Amadeus (1A) is strongly recommended to be
performed in small packages (up to 7-8 tickets per transaction). It enables ticket
converter to successfully transfer ticket information from other GDS to Amadeus.

11.1.1. IT code, Endorsement

Additional ticketing information, such as “IT Code” and “Endorsement restriction” can be found in
the “Pricing & Conditions” container.

“Pricing & Conditions” container is followed by section “Additional Information (IT Code,
Endorsement restrictions)”. The details in this section are hidden and can be found by a click on the
very button:

Price overview m

FRA - ZRH LX1069 Fri 08 Mar 2019 KDECLSP3/GR e K 48 EUR

ZRH - FRA LX1068 Mon 11 Mar 2019 KDECLSP5/GR m K 48 EUR

Please note that displayed prices apply to adults. Prices for children need to be calculated at time of ticketing. YQ/YR will be calculated as per contractual agreement.
Please refer to your Terms & Conditions for details.Fees and Taxes must be calculated at time of ticket issuance.

Y&/ YR (Excl. DCC) 10.00 EUR
DCcC 25.00 EUR
Stopover surcharge O EUR
Q@ surcharge 0 EUR
Price 131.00 EUR

Please click on this button...

({Incl. Y@/YR, DCC, SO and @ surcharge, excl. fees and taxes)

Additional information (IT code, Endorsement restrictions) @
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Once you have clicked on this button / section successfully two more lines with IT code and
endorsement information will appear:

Additional information (IT code, Endorsement restrictions)

IT code

ITFYY2J3VN

Endorsement restrictions
FE PAX *M*REF/CHG CHECK FARE NOTES

This section contains following information:
1. IT code - automatically generated at time of booking in the PNR as an (FT) element;

2. Endorsement restrictions - automatically generated at time of booking in the PNR as an (FE)
element.

Endorsement information to be used for involuntary cases =
. Please see chapter 10.12 .

11.2 Validating/Ticketing Carrier

The validating/ticketing carrier is automatically determined by BookaGroup with any initial group
booking. It is displayed in BookaGroup and also mentioned in the applicable contract.

Exception for EN:
in case ticketing on EN document is not possible, BookaGroup automatically changes the validating
carrier to LH or SN ).

The validating/ticketing carrier cannot be changed during the entire lifecycle of a booking.
It is mandatory to use the ticket stock of the indicated LHG validating carrier for ticketing.
Exception: In case that an increase or rebooking leads to the situation that no more
segment of the Validating/Ticketing carrier is part of the PNR, please issue the ticket on
any other LHG carrier involved in the routing in order to avoid any CIP Violations (CIP =
Carrier Identification Plate).

11.3 Distribution Cost Charge (DCC)

The DCC fee applies to all group bookings requested and booked on Austrian Airlines, Brussels
Airlines, Lufthansa, SWISS and Air Dolomiti to be collected as a separate YR tax.

For details please refer to the DCC Operational Guideline for Travel Agencies.

12 Refund

After ticketing, the refund of group bookings is regulated by the fare conditions of the fare basis
code shown on the ticket.

13 Contacts

In case of any booking-related queries or technical issues, please contact your local LHG Group
Service Team.
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14 Glossary

Ad-hoc bookings

Amadeus
Negospace
Allotments

CD
CIP

Cont

DCC
DOCO
DOCS

Fare

Fare Component

Fare family

FBC
LHG

NC (in Fare
element)

Negospace

NN (in Fare
element)

NO
Penalty period

v10.0

LUFTHANSA GROUP

Single group requests

Amadeus Negospace is a special Amadeus functionality to administrate
and handle tour operator allotments. Access restrictions apply for the
Amadeus Negospace process (see Chapter 9.3)

Corporate Discount
Carrier Identification Plate

Continental travel, i. e. flights or flight segments between the following
countries: Albania, Algeria, Andorra, Armenia, Austria, Azerbaijan, Belarus,
Belgium, Bosnia & Herzegovina, Bulgaria, Croatia, Cyprus, Czech Republic
Denmark (excl. Greenland), Estonia, Faroe, Finland, France, Georgia,
Germany, Gibraltar, Greece, Hungary, Iceland, Ireland, Italy, Kosovo, Latvia,
Liechtenstein, Lithuania, Luxembourg, Malta, Morocco, Moldova, Monaco,
Montenegro, Netherlands, North Macedonia, Norway (incl. Svalbard),
Poland, Portugal (incl. Azores, Madeira), Romania, Russia (west of Ural),
San Marino, Serbia, Slovakia, Slovenia, Spain (incl. Canary Islands),
Sweden, Switzerland, Tunisia, Turkey, Ukraine, United Kingdom, Vatican
City.

Distribution Cost Charge (see Chapter 11.3)
Redress number, Known traveller number or Visa data (see Chapter 10.5.2)

Secured Flight Data as required by the Transportation Security Agency
(TSA) for the purpose of watch list screening: full passenger names, date of
birth, and gender (see Chapter 10.5.2)

The agreed upon fare per passenger; composed by the total net fare in
filing currency including possible Q and SO surcharges,
international/domestic surcharge (YQ/YR), as well as additional taxes and
fees. All elements will be displayed in the respective group file within
BookaGroup.

A portion of a journey or itinerary between two consecutive fare break
points

Group of tariff types in the same compartment and with the same refund,
contracting and change conditions

Fare Basis Code

Lufthansa Group: in the context of group bookings, LHG refers to the
Lufthansa Group Airlines currently available in BookaGroup: Austrian
Airlines, Brussels Airlines, Lufthansa, SWISS and Air Dolomiti.

Nonrefundable, but changeable fare

Negotiated Space (see Chapter 9.3)

Nonrefundable, non-changeable fare

Name Option (see Chapter 10.1)
Starts after the end of the booking option and reservation fee period (if

November 2024
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PRM
PTC
Published fare
RBD

RC (in Fare
element)

RN (in Fare
element)

Series bookings

TC
TTL

Validating Carrier

XBAG
YQ/YR

v10.0
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applicable). Cancelation fees per passenger apply.

Passenger with reduced mobility

Passenger Type Code (“GR” for groups)

Fares that are filed in ATPCO public tariff and visible and accessible to all
Reservation Booking Designator (booking class)

Refundable and changeable fare
Refundable, but non-changeable fare

Refers to at least five departures with the same origin and destination.
Each Series departure must comprise of at least ten passengers, and for
each departure the initial number of passengers must be the same.

Tour Conductor
Ticketing Time Limit (see Chapter 10.1)

Group Tickets must always be issued on the stock of the airline through
which the group has been originally requested and the respective offer was

provided (see Chapter 11.2)
Extra baggage (see Chapter 10.6)

International/domestic surcharge

November 2024
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OVERVIEW OF SUBSTANTIAL CHANGES

Version | Date Chapter | Type Content

1.3 23MAY23 3.1 Change DCSS Service Team removed

1.3 23MAY23 3.2 Change DCSS Service Team removed

1.3 23MAY23 3.3 Change Update of table

1.3 23MAY23 6.4.1.2 Change DCSS Service Team removed

1.3 23MAY23 6.4.1.3 Change Additional information about Optional Payment Charge OPC
1.3 23MAY23 6.4.2.2 Change DCSS Service Team removed

1.3 23MAY23 6.4.4 Change Update Pricing of Tour Operator / Cruise / Educational Fares
1.3 23MAY23 6.4.5 Moved Merged with chapter 6.4.4

1.3 23MAY23 6.4.6 Moved Merged with chapter 6.4.4

1.3 23MAY23 6.4.6 Change Change of ticket designator

1.3 23MAY23 6.9.2.1 Change New chapter describing how to void a ticket

1.3 23MAY23 6.9.2.2 Change New chapter describing how to refund a ticket

1.3 23MAY23 6.12 Moved Moved to chapter 6.13 and DCSS Service Team removed
1.3 23MAY23 6.12.1-3 New New chapters describing the booking of ancillary services
1.3 23MAY23 6.13 Moved Moved to chapter 6.12

1.3 23MAY23 6.13.1 Moved Moved to chapter 6.12.4

1.3 23MAY23 6.13.2 Moved Moved to chapter 6.12.5

1.3 23MAY23 6.13.3 Removed removed due to service no longer available

1.3 23MAY23 7 New Glossary added

1.4 15DEC23 1 Change Introduction - requirement for use of SPRK and BaG

1.4 10JAN24 all New Integration of SN - changes where required
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1 INTRODUCTION

The NDC for groups manual is designed to assist you in handling group bookings in SPRK.
This document provides the guidelines for booking any ancillary services, pricing, and ticket
issuance in SPRK.

Requirement

Booking of groups in Book-a-Group and servicing in SPRK is only possible under a Lufthansa
Group NDC Bilateral model. Pseudo City Codes of NDC Public model are not eligible for
Book-a-Group.

For a general description of SPRK, please refer to the manual published on the Lufthansa
Group NDC Partner Program website.

To create a NDC Group booking, you need a Farelogix Pseudo City Code (FLX PCC) and
a SPRK Log-in. For the application of both, the following steps must be undertaken:

1. SPRK Registration
Fill out the registration form on the NDC Partner Program Website to receive a FLX
PCC and a SPRK User ID.
2. NDC Content Agreement
A NDC Content Agreement will be sent to you via email. Please sign and return it.
3. SPRK Welcome E-Mail
Your FLX PCC and your SPRK login details will be provided to you via email.
4. Entering and saving your FLX PCC in Book-a-Group (BaG).
Your FLX PCC needs to be entered one time in your BaG-profile. See chapter
“Selection of FLX PCC".
5. Approval of your FLX PCC in BaG
The approval is undertaken by the LHG Groups Sales Team. You will receive a
confirmation email.
6. Registration of your FLX PCC in BaG
e Open your “Agency Profile”

BOOkaGrOUp 7 LUFTHANSA GR MEAdmie o,

> My profile

Austrian 7 bru%ﬁf‘!i .:: @ Lufthansa LTSWISS o firg 7T

- Change IATA/ARC number

= = My Groups | AllGroups | g New request

> Logout

e Open the field IATA / ARC number by clicking on the “+" icon

IATA/ARC number data (22345676)

e Click on “Add Office ID / PCC"

Office ID/ PCC Add Office 1D/ PCC

e Enter your FLX PCC (Example here: LX11)
e Select “FARELOGIX" from the drop-down menu.

LUFTHANSA GROUP NDC for groups manual Public
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https://lhgroupairlines.com/ndc/en/ndc-solutions/sprk
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https://lhgroupairlines.com/ndc/en/ndc-solutions/sprk/sprk-registration

e (lick “Send request”.

2 NDC GROUP PROCESS

The NDC group booking process starts in Book-a-Group (BaG) with the selection of the
Farelogix Pseudo City Code (FLX PCC) and ends with ticketing in SPRK. All the transactions
are synchronized with BaG, SPRK and the system used by the LHG Groups Service Team.

In Book-a-Group: FLX-PCC =» Request =» Offer =» Booking =» Display of Changes (e.g.,
PNR Split / Feeder) = Name Upload =» Claim PNR to FLX =

In SPRK: Claim PNR in FLX =» Pricing =» Advance Seat Reservation (ASR) / Special Service
Request (SSR) = Ticketing.

3 NDC GROUP SUPPORT

The LHG Groups Service Teams provides support for

e Feeder flights

e Rebooking

e Name changes

e Technical problems in SPRK

Support is provided regardless of whether the PNR is still in Book-a-Group or already
claimed in SPRK. The team will open an incident ticket in case you need assistance due to
technical issues in SPRK.

LUFTHANSA GROUP NDC for groups manual Public

Office information ;... o, rcc 11
Agency name GDS FARELOGIX v
Agency Email Address ABACUS A -
AMADEUS
Cancel Send request -
IATA/ARC number AXESS S
CU nftﬁ C't in fﬂ"ﬂ Eftiun FARELOGIX {b
GALILEO 1 [N
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3.1

LHG Groups Service Team contact

Click on “Help & Contact” for your LHG Groups Service Team contact.

Help & Contact %

My LHG Groups Service Team

3.2

Transaction and support overview

The LHG Groups Service Team provides support for the transactions highlighted in blue

color.
Before Claiming in Book-a- After Claiming in SPRK
Group
Group's Group's Service
Gategory o Travel Agent Service #mm Travel Agent E]I'eam
Offer Request offer X
Booking Boaoking offer X
[Name Insert Insert of pax names x
INF/CHD Infant / Child as part of the group® X
EXST/CBBG Extra seat/Cello seat” X
Split Splitting of pax X X Not
Name Change Name change of pax X X 1st: Spliting SPRK | 2nd: Name changs
Feeder Feeder rebooking for pax x 1st: Spliting SPRK x
Rebooking Rebooking of pax X 1st: Spliting SPRK X
Infarmation about schedule changes via Dashboard via Qusue
Schedule changes Problems with schedule changes X X X
Pricing Half automatic Pricing X
Full manual Pricing x X
Seat reservation free of charge X
- Seat reservation f charges apply x
Seat Reservation ASR Seat reservation for LX flights X
Seat reservation for mixed airline bookings X X
Special Service Beguest S5R SSR entry for PETC, SPML, efc. x
SSR entry for Xbag X
BAG's Booking of the 1st Bag (Light Tanf) X
EMD A for 1st Bag (Light Tarif) X
Booking for 2nd Bag (LX only) %
Ticketing issuance x
Ticketing Ticketing Problems X ke
Ticket Exchange X b3
Public

LUFTHANSA GROUP NDC for groups manual
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4 LIMITATIONS FOR NDC GROUP
REQUESTS AND BOOKING

Group requests based on a Farelogix Pseudo City Code (FLX PCC) are possible for

e OS, SN, LH, LX, . prime flight numbers (booked and operated by the same carrier)
e Combination of OS, SN, LH, LX, . flights, provided the same airline is booked per

direction.
Examples
Outbound Inbound
FRA LH MLE MLE oS VIE 0OS | FRA | vV
FRA LH MLE MLE oS VIE LH | FRA | %
FRA LH Z/RH LX BKK BKK LX ZRH | LX | FRA | %

Out of scope: other airlines than OS, SN, LH, LX, . and marketing flight numbers
(codeshare flights).

LUFTHANSA GROUP NDC for groups manual Public
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5 NDC GROUPS PROCESS IN BOOK-A-
GROUP

Steps for creating a NDC group booking in BaG.

Selection of FLX PCC

“FLX" in group name

Request

Receive offer

Book offer

Entry of all names of the passengers
Claim of the PNR in BaG

Nooahk~wnE

5.1 Selection of FLXPCC

Before you make a new group request, you must decide and determine which system you
want to use:

e For aFarelogix / NDC booking enter your Farelogix / SPRK Pseudo City Code
(FLX PCC)

e For a Global Distribution System (GDS) booking enter your GDS Pseudo City Code
(GDS PCC)

Important: It is not possible to change the chosen reservation system afterwards!
Enter your FLX PCC (Example here: LX11) and confirm the displayed PCC in the grey field.

The PNR can be claimed to SPRK only if the FLX PCC has been selected correctly at the
beginning.

BOOkaGrOUp o LUFTHANSAGROUP | QL 3wttt

Help & Contact v

Austrian 7~ brussels ;e (9 Lufthansa £JSWISS & Aiolomi

CREATE ANEW GROUP REQUEST

Sender of Request

Office ID/ PCC ARLS - F1

/'

Farelogix PCC

LUFTHANSA GROUP NDC for groups manual Public
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5.2 “FLX”ingroup name
The prefix of the group name must be “FLX" to distinguish between a FLX and GDS booking.

A group name that reflects the purpose of travel and the destination makes it easier to keep
track of the booking in SPRK. Example: “FLX Tennis Camp BCN”"

Adhoc “FLX” infront of the group name is mandatory!

Group details

Group name FLX fennis Camp i
Adults 25

Total group size 25 passengers
Travel purpose Leisure - i

5.3 Request

Enter the group size, travel purpose, Dates, Origin, Destination etc. as usual.

Group details

Group name i
Adults Children (age 2-11)
Total group size 0 passengers (enly for informational purposes, included in
"Total group size")
Travel purpose Please select - i
Flights
One-way Round-Trip Multi-Stop 1/2 Return Open-jaw

Return flight is outside booking period i

P~ Outbound Direction

Preferred Carrier Please select -

Departure Arrival

Date -] Compartment ECONOMY -
Preferred flight * Please select - Preferred *

Departure time i

~¢ Inbound Direction

LUFTHANSA GROUP NDC for groups manual Public 10/69



54 Receive offer

The selection of the FLX PCC enables you to receive NDC fare products. The BaG
automatically displays published fares and NDC fares (if available). Due to technical
limitation, NDC fares are not specifically highlighted or flagged.

FLXTEST GSCC acons =

3YY20VDC  New Offer 0 6 coys 23 nours IESINIREISTINIRI

Adhoc, Non-Nego, One-way, ZRH-CDG, 10 PAX, Published fare, NDC o

2

Duration

Arrival Flight

Departure
ECONOMY LIGHT ECONOMY CLASSIC ECONOMY FLEX

0730 0900 R
ZRK che LX0632 1h 30 min U P o e o
1 135! = r

235 355 L0638 th20min <1 206.50 242.50 28550

ZAH coe CcHF m CHF o CHF Wi

1. NDC indicates that the request has been placed on a FLX PCC and NDC Smart
Offer fares will be displayed if available for the request.

NDC Light fare
3. Published fares or if available NDC promotional fares

N
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The Distribution Cost Charge (DCC) is automatically set to EUR0.0O (or local currency).

Pricing Bocking Related T...

Price overview

(Incl. Y@/YR, DCC, SO and @ surcharge and fees and taxes.)

Fare per passenger Fare Basis Code Mumber of passengers Subtotal price
180 CHF WOSLGTH/GR x10 1,800 CHF
,ej:l pI:I 5 cp;:_tq Ed-L 's i= ces for children need to be calculated at time of ticketing.

Fare 180 CHF  per passenger x10 1800 CHF
{ /YR and fees and taxes.)
YQ /YR (Excl. DCC) 26.50 CHF per passanger =10 265.00 CHF
DCC D0.00 CHF per passenger x10 0.00 CHF
Stopover surcharge O CHF per pessenger x10 0 CHF
@ surcharge O CHF per pessengsr =10 0 CHF
Price 206.50 CHF per passenger x10 2,065.00 CHF
(Incl ¥Q/YR, DCC, 50 and @ Surcharge excl. fees and taxes, ROE CHFEUR=1038194)
Fees and taxes 35.00 CHF per passenger *10 350.00 CHF
Total Price 24150 CHF per passenger x10 2,415.00 CHF

55 Book offer

Book the fare combination which suits best. A combination with the fare types shown

is possible.

5.6

Entry of all names of the passengers

The names of the passengers can be inserted with the name template or the Quick

passenger record.

e The use of artificial or fake names is not permitted.
e All names should be spelled correctly.

= Actions

PNR

Increase Passengers

Show Amadeus PNR

Reduce No Names

Modify name options

Split PNR

Export to Excel
Cancel PNR
Export Booking as PDF

Copy the request

PAX

Cancel all No Names

Import names

LUFTHANSA GROUP NDC for groups manual
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Passenger Name List

@, Search

Details PAX Pricing & Conditions ~ Communication

Import names i

+

In case not all names available yet, but Advance Seat Reservation (ASR) or booking of

a special service (SSR) is needed for specific passengers, please proceed as following:

PN PE

Split the passenger via the Book-a-Group functionality.

Claim the split PNR in Book-a-Group first and afterwards in SPRK.
Perform a pricing in SPRK.

Book the requested ASR / SSR service in SPRK.

Important: Kindly avoid unnecessary splits of PNRs.

LUFTHANSA GROUP NDC for groups manual

Public

13/69



5.7 Claim of the PNR in BaG

All names must be entered and recorded prior to the PNR claim transaction. (e.g.: If a group
consists of 20 passengers, all 20 names must be inserted.) If a name is still missing
(INONAME), the claim button does not appear.

Claim functionality from BookaGroup to SPRK is momentarily not possible until February 2.
Please contact groups desk if your group must be issued before

e Click on “Claim PNR”

Saces
PNR PAX
Increase Passengers Refresh PNR Setall o Mo Names
Export to Excel Show Amedeus PNR Download name template
Cancel PNR
Reassign File Export Booking as PDF
Medify name options Copy the request
Split PNR

e Confirm the claim by selecting “Confirm”.

Claim PNR?

Are you sure you want to claim this PNR? Please Confirm to proceed or Cancel to
return. Kindly note that once successful in BookaGroup, the actual claim can be
performed in your respective GDS.

Display of a successful claim in Book-a-Group

LUFTHANSA GROUP NDC for groups manual Public 14/69



FLX TENNIS CAMP Chctions B

Requested passenger names have been successfully recorded

PNR prepared successfully for claim to PCC ADON and GDS F1

B8YY29N52  Booked bafors fist digarturs

4\ Please note: A booking option has been granted up to 11 Sep 2018 12:15h, which is limited to the start of the penalty period.

Adhoc, Non-Nego, Round-Trip, FRA-LON, 25 PAX, Published fare +
e Memorize the Book-a-Group PNR (Example here: RXPRQK)
Total pax 25 PMR status Confirmed
Mumber of Mo Names 25 Conditions Type STANDARD
Ticketed pa 0 Price pr person excl fee5 29400 EUR
e Alternatively, click on the “History” tab and copy the PNR.
T ae—
¥ List filters (O filters, 9 of 9 results) +
28 Aug 2018 PNR Updates SK Elements of PNR mjat Tue, 28 Aug 2018 12:21:12 synchronized.
e Open the “Pricing & Conditions” tab and memorize the validating carrier shown in
the yellow flag which is required as source in SPRK (Example here: LH)
Price overview
LUFTHANSA GROUP NDC for groups manual Public 15/69




6

NDC GROUPS PROCESS IN SPRK

Overview of processes in SPRK.

9

ONOO~WNE

Log-in

Claim

Search

Pricing

Advance Seat Reservation (ASR)

Special Service Request (SSR)
Contact data

Split

Name change

10. Rebooking

11. Ticketing
12. Ancillary Services

13. Exchange of tickets
14. Queue

6.1

Log-in

Enter your credentials such as the Office ID, Agent ID, and the password.

Austrian 7 & Lufthansa SYSWISS

Office ID

Agent ID

Password

Forgot password?
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6.2 Claim

e (lick on “Advanced Search” at the bottom left.

Record Locator

Q

=» Advanced Search

e Click on “Claim Reservation” Enter the Record Locator of the Book-a-Group PNR
(Example here: RXPRQK)

e Select the validating carrier in “Source” (The validating carrier shown in the yellow
flag in Book-a-Group). (Example here: LH)

e Toclaim the PNR click on “CONFIRM CLAIM”

Search and Claim Functions

Search for Reservation FLX Advanced Search Search for Ticket/Document Claim Reservation

Record Locator Source

RXPRQK | LH - Lufthansa | v | m
LH - Lufthansa s

LX - Swiss

0OS - Austrian

SN - Brussels Airlines

Search and Claim Functions

Search for Reservation | FLX Advanced Search | Search for TicketDocument SReEIURSEEEGELILNN  Flight Stats
Record Locator Source
RXPRQK LH - Lufthansa L4 m
#  LAST NAME FIRST NAME GROUP NAME DATE DEPARTURE ARRIVAL TYPE  VENDOR RECORD LOCATOR SOURCE
1 FLX TENNIS CAMP 2019-06-18  FRA LHR A LH RXPRQK LH
) - o > 1-1 0f 1 ltems

Important: If the selected source does not match due to wrong airline selected or in case
the PNR is already claimed, the system will return the message “PNR is secured” or “This
Source PNR has already been claimed with FLX Record Locator XXXXXX and cannot be
claimed again.”

& PNRis secured : 2
earch and Claim Functions

Search for Reservation FLX Advanced Search Search for Ticket/Document Claim Reservation Flight Stats

Record Locator Source

SAGXAM LH - Lufthansa v
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A This Source PNR has already been claimed with FLX Record Locator 402A6T and cannot be
claimed again

Search for Reservation | FLX Advanced Search | Search for Ticket/Document JEEETLISEEERTEILUEE  Flight Stats

Record Locator Source

SAGXAM LH - Lufthansa v

6.2.1 Booking Reference Codes in Book-a-Group and
SPRK

Each booking system has its own internal booking reference code. The name of the reference
code can vary (e.g., file key, record locator, file ID). If a booking exists in two systems, such
booking has two reference codes - one in each system.

By claiming the PNR, the booking in SPRK gets a new booking reference, which is called
“Record Locator” and composed of numbers and letters. In this example the Book-a-Group
PNR “RXPRQK" turns into SPRK Record Locator “P19LGX".

Book-a-Group SPRK
Booking Reference File ID 8YY29N52 -
PNR PNR RXPRQK Record Locator: P19LGX
Main booking Parent file key Master Record Locator
Split booking Associated file key Child Record Locator

6.2.2 SPRK Record Locator

The Record Locator of the booking is shown on top of the display (Example here: P19LGX).

ALL
TRAVELER 25 - .
RecordLocator: P19LGX | @1 B &=
TELEPHONE 2
Group Name: FLX TENNIS CAMP  Group Size: 25
EMAIL
Traveler (25 Assigned Travelers)
PAYMENT 0 # |TYPE | TITLE | FIRST NAME MIDDLENAME | LAST NAME DATE OF BIRTH
ADDRESS 0 » |1 GRP ANNA SCHMIDT
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6.2.3 Book-a-Group PNR in SPRK

To view the Book-a-Group PNR in SPRK, move with the mouse over the airline displayed
under “Fare” in the “Itinerary” section.

Booked - Air
» O Class Status Cnx 2 Fare
y O Tue 18Jun19  FRA-LHR LH904 v 1h40m 32A HK [ I
10:00a - 10:40a ‘EI ;:::;Pls:éx I
» O Wed 19Jun19  LHR-FRA LHo2s V & 1h35m 324 HK LH

08:30a - 11:05a

6.3 Search

To search for a booking, either enter the SPRK Record Locator or click on “Advanced
Search” for more options.

Record Locator

=» Advanced Search

6.3.1 Search for Reservation
Search by Name: insert the Last Name and First Name and click on “Search”.

Search by Record Locator: insert the Book-a-Group PNR and select the validating carrier in
the drop-down-list and click on “Search” (e.g., LH-Lufthansa)

Search and Claim Functions

EEEHE RN  FLX Advanced Search | Search for TickeUDocumenl | Claim Reservalion | Flight Stals

Apply Search to selected Office  ANNO - Lufthansa Travel Gate Hamburg v
<| Search by Name { Search by Record Locator i
Last Name First Name Active Source Record Locator Source

[l FLX - Farelogix MI v w

FLX - Farelogix MI

FLX - Farelogix M1
LH - Lufthansa

LX - Swiss

08 - Auslrian
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6.3.2 FLX Advanced Search

Enter the exact name of the group in “Group Name” (Example here: FLX TENNIS CAMP) and
click on “Search”. The system returns all Master and Child Record Locators that belong to the

group.

Search and Claim Functions
Search for Reservation Search for TicketDocument | Claim Reservation | Flight Stals
Apply Search to selected Office  ANNO - Lufthansa Travel Gate Hamburg v
— Select/ Enter Search Criteria
Carrier Flight # Actual Travel Dates Origin City ® Country O Destination City ® Country O Ticket Status
v FROM FROM v T0 v Al v
TO
Email Address Ticket Issuance Date (Range) Traveler or Frequent Flyer # First Name Last Name
FROM Enter Traveler v
TO
Group Name PNR Creation Date (Range) Creating Agent ID Source
FLX TENNIS CAMP FROM FLX - Farelogix Ml + m O Clear
0
®  LASTNAME FIRST NAME TRAVELDATE ~ DEPARTURE  ARFIVAL TYPE VENDOR  CREATIONDATE v AGENT AGENCY _ RECORD LOCATOR
6  JOHNSON KALLE 2020-06-20 FRA YVR A LH 2019-11-26 08:34  JBLOECHER  ANNO | 4YOXEW
1 BLUME MAX 2020-06-20 FRA YVR A LH 2019-11-15 08:42 JBLOECHER  ANNOD AGOOGW
2 BLUME susl 2020-06-20 FRA YVR A LH 2019-11-1508:39  JBLOECHER ~ ANNO | 4BS4HW
3 BURGER PETRA 2020-06-20 FRA YVR A LH 2019-11-15 08:39 JBLOECHER  ANNOD 4BS4HW
4 BURGER TOMMY 2020-06-20 FRA YVR A LH 2019-11-1508:39  JBLOECHER  ANNO | 4BS4HW
5 JOHNSON JAMIE 2020-06-20 FRA YVR A LH 2019-11-1508:39 JELOECHER  ANNOD ABSAHW

6.4 Pricing

6.4.1 Half automated pricing “Price”
Important: all further steps require a pricing in advance.

e Click on the “Price” button.

Booked - Air
» Class ) Status Cnx Fare
’ Tue 18Jun19  FRA-LHR LHe04a v & 1hdom 324 HK LH
10:00a - 10:40a
» Wed 19Jun19  LHR-FRA LH925 V & 1h35m 32A HK LH

08:30a - 11:05a

Se‘vices

e The “Fare for selected Flights” window appears.
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6.4.1.1 Fare Selection Options

e Click on “Fare Selection Options”.

| Fare for selected Flights |

Pricing Options

OPublished Fares Mcheckiuncheck Al

0 Madvance purchase
Contract Fares Mailow Penalties

®Both Ballow Min Stay
Baiow Max Stay

®current Classes OBest Available O+ Fares

Validating Carrier

W
Travelers

Fare Selection Optuz)r:sQj

Tour Codes

Qualifiers

e Enter the Fare Basis Code (FBC) from the Book-a-Group Pricing and Conditions tab
per direction. Note that the booking might have different Fare Basis Codes.

Fare Selection Options

Type  Flight Cities Fare Basis Code Fare Basis Code

GRP LH924 FRA-LHR [vDEL6TX1 |43 VDELGTX1 |2
GRP LH921 LHR-FRA SDELGTX1

or

e Click on “Continue”
e The “Optional Services” window appears.
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6.4.1.2 Optional Services

The system shows available optional services for each flight of the itinerary. Services offered
depend on origin and destination, aircraft type, travel class, group size, etc.

For further information on Optional Services, please refer to chapter Ancillary Services.

Fare for selected Flights

Optional Services priced in EUR
Options for flight LH 400 from FRA - JFK
OXYGEN

UNACCOMPANIED MINOR

BLUMEM
EUR ]

LH - FlyNet Chat

LH - FlyNet Mail and Surf BURGERIT
EUR 17

e Move to the bottom of the window and click on “Continue™.

LH - FlyNet Mail and Surf Plus

e If the system does not recognize the Fare Basis Code, the following message will be
returned:

A The following error(s) were reported:
(QPX Connect pricing exception) (719) (LH)
No fares available.
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e Inthis case, a half-automated pricing is not possible, and the “Stored Fare” mask
must be created manually by using the “Create Fare” tab. See chapter Manual
pricing “Create Fare”.

e |f the system recognizes the Fare Basis Code, the “Fare Information” window
appears.

6.4.1.3 Fare Information

Note: The system automatically applies and calculates the Optional Payment Charge (OPC)
where required, provided a credit card is already stored in “PAYMENT". If no Form of Payment
(FOP) is present at the time of pricing, the system will automatically add the OPC at the time
of ticketing. It cannot be added or modified manually.

Fare for selected Flights

[ Fare Information

Additional Fare Details (Fare Calculation /| Endorsement)

Itinerary Details

Bag Fees
Passenger Type Currency  ADT
Base Fare per Passenger EUR 59.00
LH 983 DUB-FRA Class: Economy Light (T) Cabin: Economy CHF 58.32
Total Equivalent Fare (Rate used: 0.98859969, Table: BSR) CHF 59.00
Taxes and Fees
¥YQ YQILH CARRIER IMPOSED MISC FEE CHF 12.90
UP PASSENGER CHARGE CHF 12.85
Total Taxes and Fees CHF 2575
Total Airfare per Passenger - (Validated on LH) CHF 84.75
Additional Fees - (TEST/O OPC JC IE 2.20) 2,20
Grand Total CHF - (ADT x 1) 86.95

e By clicking on “Store Fare”, the system saves the fare in the pricing mask.
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6.4.1.4 View / Edit Fare

e Move the mouse over the display “1” und the header “Fare”.
e Click on the pencil icon to view and edit a stored fare.

Note: to delete a previously stored fare, click on the bin icon

Itinerary
Booked - Air
» O Class ¥ Status Cnx P Fare: 1
: Source: LH
y O Thu18Jun20 FRA-LHR LH924 V & 1h40m 320 HK LH 1 Rer WU4TBW
D 3604.40 (EUR)
y O Fri 19Jun20 LHR-FRA LH921 V & 1h35m 32N HK LH 1

06:30a - 09:05a

View/Edit Fare |
I« sue Documents |

e The stored fare will be displayed.

6.4.1.5 Stored Fare

Important: The stored fare is already pre-filled with ticketing information for non-group /

individual traveler fare. It needs to be manually modified for the correct ticketing of a group
fare.

Stored Fare
OFFICE ID ANNO AGENT 1D JBloecher ORIGIN DESTINATION FRAFRA VALIDATING CARRIER LH
Type [GRP(ADT) . Last Date/Time to ticket: 2019.12.07 02:45 PM
sTP DEP ARR AL FLTNO cL DATE TIME ST FARE BASIS DESIGNATOR NVE NVA BAG
o FRA LHR LH 924 V 18JUN20  O7:00AM HK  |VDELGTX1 | [ ] [1aunz020 |7 18IUN2020 | T opC
[0 | LHR FRA LH 921 V.  19JUN20  0G:30AM HK  |VDELGTX1 [ [1oun2020 | [1ounz020 | opC
FARE DETAILS COMMISSION AND INFORMATION
Base Fare EUR | 229.00| Commission [Percent v 0.00
Equivalent Fare | 1 Reason [FIRST TICKET /]
Taxes EUR 152.29 Tour Code ‘
Oy N FARE RESTRICTION MAY APPLY
Tax Details v
Total EUR 381.29 Endorsements

FARE CALCULATION LINE
ru LH LON127 22VDELGTX1 LH FRA127 22VDELGTX1 NUC254 44END ROE 900006

e The required information is stated in the Book-a-Group “Pricing & Conditions” tab.
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Price overview
FRA - LHR LH924 Thu 18 Jun 2020
LHR - FRA LHg21 Fri 19 Jun 2020

YQ /¥R (Excl. DCC)

DCC (to be collectad as addition YR tax)
Stopover surcharge

Q surcharge

Price
(Incl. YQ/YR, DCC, SO and @ surcharge, excl. fees and taxes)

Additional information (IT code, Endorsement restrictions)

IT code
ITIYY2Z09X

Endorsement restrictions
FE PAX "M*REF/CHG CHECK FARE NOTES

VDELGTX1/GR

Please note that displayed prices apply to adults. Prices for children need to be calculated at time of ticketing. YQ/YR will be calculated as per contractual agreement.
Please refer to your Terms & Conditions for details.Fees and Taxes must be calculated at time of ticket issuance.

60.00 EUR
0.00 EUR
0EUR
OEUR

268.00 EUR

b
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e The following items must be adjusted:

Stored Fare

OFFICE ID LX11 AGENTID ORIGIN DESTINATION ZRHCDG VALIDATING CARRIER LX

Price Guaranteed until 2023-11-17 23:59
Passenger Type GRP{ADT)  ~ Base Amount Guaranteed until 2023-11-19 16:04 Last Date/Time to ticket: 2023-11-20 03:19 PM
Tax Amount Guaranteed until 2023-11-17 23:59

STP DEFP ARR AL FLTNC cL DATE TIME sT FARE BASIS DESIGNATOR NvB L) BAG

0 ZRH CDG LX 632 w 1SDEC23 07:30 AM HK WO5LGTX9 o GR o 15DEC2023 | T 15DEC2023 | T oPC
FARE DETAILS COMMISSION AND INFORMATION
Base Fare CHF 180.00 o Commission Percent > 0.00
Equivalent Fare Reason IT TICKET b
Taxes CHF 61.50 Tour Code IT3YY20VDC

1 REF/CHG CHECK FARE NOTES
Tax Details ~

Designator Amount Hature Collection Point Airport Currency Airport Amount Paid {PD) Endorsements

CH 35.00 CH o | y

'] 26.50
Taxes Paid 0.00
Taxes to be 5150
Collected
Add Row Delete Row
Total CHF 241.50

FARE CALCULATION LINE
ZRH L PAR MITT END °

1. Fare Basis
Make sure the Fare Basis Code equals the code shown in the Book-a-Group “Pricing
& Conditions” tab (Example here: WOS5LGTXX9)

2. Designator (Ticketing Designator)
Enter identifier “GR" (for group booking)

3. Reason, Tour Code and Endorsement Box
Reason: Select “IT Ticket” from the drop-down-list (IMPORTANT: Please note that
IT tickets cannot be issued in BR market, therefore the amount of the fare must be
shown in ticket
Tour Code: Enter the Tour Code shown in Book-a-Group “Pricing & Conditions” tab
(Example here: IT3YY20VDC)
Endorsement Box: Replace any pre-filled data with the one shown in Book-a-Group
“Pricing & Conditions” tab. Example: “REF/CHG CHECK FARE NOTES”

4. Fare Calculation Line
Enter the exact routings and legs:
Origin City _ Airline _ Destination City _ M/IT _ Airline _ Origin City _ M/IT END
Example: ZRH LX PAR M/IT END

5. Fare Details
Enter the fare shown in Book-a-Group “Pricing & Conditions” tab (Example here:
CHF180.00)
Important: Any stopover / Q-surcharge shown in Book-a-Group “Pricing &
Conditions” tab must be added to the fare and shown in the “Base Fare” field.

6. Taxes
To open the tax details, click on the arrow of the drop-down-menu.
Enter the tax details (YQ/YR) as indicated in the Book-a-Group “Pricing &
Conditions” tab and keep the airport taxes as calculated by half automated pricing.
Make sure the amount of YQ as well as possible stopover and Q-surcharges are
accurate.

e (Click on “Submit”
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6.4.2 Manual pricing “Create Fare.”

Manual pricing is required if the system does not recognize the Fare Basis Code as published
fare and / or if half automated pricing is not possible.

e C(lick on “Create Fare”

Itinerary

Booked - Air

y M Class 7 Staus Cnx » Fare

.~ Sat20Jun20  FRA-YVR a9 T & 9h55m 744 HK LH
01:20p - 02:15p

» Sat27Jun20 YVR-FRA H493 v o 9n45m 744 HK LH

04:10p - 10:55a

D X T I £ oo

e The “Stored Fare" window appears.
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6.4.2.1 Stored Fare

e The following data must be entered.

Stored Fare
OFFICE ID LX11 ABENT ID CRIGIN DESTINATION ZRHCDG VALIDATING CARRIER X
Price Guaranteed until 2023-11-17 23:59
Passenger Type [GRP[ADT) v Base Amount Guaranteed until 2023-11-19 16:04 Last Date/Time to ticket: 2023-11-20 03:19 PM
Tax Amount Guaranteed until 202}11-1723'590 e e o

STF DEF ARR AL FLTNG  GL DATE TIME §T FARE BASIS DESIGNATOR. NVE NvA BAG

© ZRW CDG LX 632 W 150EC23  O730AM WK WOSLGTNO GrR 15DEC2023 | B 15DEC2023 | B lopc
FARE DETAILS o COMMISSION AND INFORMATION
Base Fare @ Commission |Percent ~] 0.00
Equivalent Fare E : Reason IT TICKET >
Taxes {CHF 61.50 Tour Code

REFICHG CHECK FARE NOTES
Tax Defails A
Designator Amount MNature Collection Point Airport Currency Airport Amount Paid (PD) Endorsements
en | 30008 | ©
W | 2650 | o
Taxes Paid 0.00
Taxes to be 6150
Collected :
Add Row Delete Row
Total CHF 241.50
FARE CALCULATION LINE
’ZRHLXF\ARMJITEND e J
#

1. Fare Basis
Make sure the Fare Basis Code equals the code shown in the Book-a-Group “Pricing
& Conditions” tab (Example here: WO5LGTXX9)

2. Designator (Ticketing Designator)
Enter identifier “GR” (for group booking)

3. Not Valid Before (NVB) / Not Valid After (NVA)
Insert departure and arrival date for outbound / inbound flights

4. Free Baggage Allowance (FBA)
Contact your LHG Groups Service Teams for details

5. Reason, Tour Code and Endorsement Box
Reason: Select “IT Ticket” from the drop-down-list (IMPORTANT: Please note that
IT tickets cannot be issued in BR market, therefore the amount of the fare must be
shown in ticket
Tour Code: Enter the Tour Code shown in Book-a-Group “Pricing & Conditions” tab
(Example here: IT3YY20VDCQC)
Endorsement Box: Replace any pre-filled data with the one shown in Book-a-Group
“Pricing & Conditions” tab. Example: “REF/CHG CHECK FARE NOTES”

6. Fare Details
Enter the fare shown in Book-a-Group “Pricing & Conditions” tab (Example here:
CHF180.00)

7. Taxes
Contact your LHG Groups Service Teams for details

8. Fare Calculation Line
Enter the exact routings and legs:
Origin City _ Airline _ Destination City _ M/IT _ Airline _ Origin City _ M/IT END
Example: ZRH LX PAR M/IT END

Public
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6.4.2.2 Tax Details

In the manual pricing process, the Tax Details fields are empty, and all taxes must be entered
individually. Contact your LHG Groups Service Team for tax details. You can add more rows
by clicking on Add Row.

e Designator: Type of Tax
e Amount: Specific tax amount
e Nature: Country letter code of the country in which the tax applies

Important: YQ charge, stopover and Q-surcharge provided by the LHG Groups Service Team
are based on published fares. The applicable taxes for the group booking may vary from those
of published fares. Kindly insert the charges as stated in the “Pricing & Conditions” tab
of Book-a-Group.

Tax Details -
Designator Amount MNature Collection Point Airport Currency Airport Amount Paid {PD)
Clch | [ 35.00/cH | O
Cye | [ 26.50[ | O
Taxes Paid 0.00
Taxes to be 61.50
Collected ’
Add Row Delete Row
Total CHF 241.50

6.4.3 Pricing of children

In SPRK, a child within a group booking is displayed as “GNN" (Group Child).

Example here TIMMI SCHULZE (DOB04AUG2014)

Traveler (11 Assigned Travelers)
# TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH REMARK NAME REFERENCE Fra
b GRP THEO WALTER (¥
y o2 GRP ANNA SCHULZE (#)
v 2 #on] TIMMI SCHULZE (#

After performing the Half-automated pricing for all adults and storage of the fare, please
proceed as following.

e \iew/Edit Fare again and open the “Stored Fare” mask.

e Click on “Passenger Type” field and change “GRP (ADT” to “GNN(CNN)”

e Enter “GRCH25" in the “DESIGNATOR” field.

e Enter the Date of Birth (DOB) into the “Endorsement” field (Example here: DOB
08AUG2014)
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e Enter the amount of child fare into Base Fare field. Example: If the child discount
is 25% of the adult fare, enter 75% of the adult fare.

Passenger Type
STP DEP ARR AL
[o FRA WAW LH
[0] waw FRA LH

FARE DETAILS

Base Fare [EUR |

Equivalent Fare | |

Taxes [EUR

Tax Details

Total |[EUR

Last Date/Time to ticket:
b
FLTNO CL DATE TIME
1352 K 16JUNZO 08:40 PM
1349 K 23JUN20 02:40 PM
70.00 ]
91.61

161.61

ST

HK

HK

FARE BASIS
'KDECLSP3 |

[KDECLSP3 |

COMMISSION AND INFORMATION

DESIGNATOR NVEB

'GRCH25

16JUN2020 [T

23JUN2020 | &5

[GRCH25 |

Commission | Percent w|| 0.00
Reason [ITTCKET v

Tour Code [1T9YY2HSES

[Endotsemems [DOB 04AUG2014

6.4.4 Pricing of Tour Operator / Cruise / Educational Fares

Pricing of Tour Operator- / Cruise- / Educational- Fares requires a Contract / Corporate

Account Code.

e Click on “Price”

Itinerary
Booked - Air

y Class - Status Cnx 2 Fare
N Wed 06May20 FRA-PMI 1H1154 K & 2h10m 321 HK LH
04:15p - 06:25p
» Wed 13May20 PMI-FRA 1H1485 K & 2h20m 32A HK LH
06:20a - 08:40a
[ s B oo
e The window “Fare for the selected Flights” opens.
e Enter the Tour Operator- / Cruise- /Educational Fare Basis Code in “Fare Basis
Code” (Example here: Tour Operator Fare). Refer to the “Pricing & Conditions” tab
in Book-a-Group for Fare Basis Code to be applied.
e Select “Contract ID" from the drop-down-menu in Type.
e Enter the Tour Operator Discount Code / Cruise Fare Discount Code /
Educational Fare Discount Code etc. in field “Code”.
e Select the validating carrier from the drop-down-menu in “Airline”.
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Type  Flight
ADT  LX 180
ADT X181
Tour Codes
Qualifiers
Type

Contract ID  w

Fare Selection Options

Ticket Designator
(applies to entire request)

ZRH-BKK [QTDFSR  |=2 [ ]
BKK-ZRH  |QTDFSR

Cities Fare Basis Code

Code Mame Alrline

246457 v v Delete

Add

e Click on “Store Fare” at the bottom of the page.
e The itinerary is displayed again.

e Move the mouse over the display “1” und the header “Fare™.
e C(Click on the pencil icon to view and edit a stored fare.

Note: to delete a previously stored fare, click on the bin icon

Booked - Air
P E Class > Status Cnx 5 Fare
oom Sun 110ct20 FRA-JFK  LH400 L & 8h35m 388 HK 1

11:00a - 01:35p Fare: 1

Source: LH

T m Sun180ct20  JFK-FRA wwaot L o ham 8 WK il

’ ’ 7597.90 (EUR)
I I ) ) Y o
e The Stored Fare mask opens.
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Example of a Tour Operator fare

Stored Fare

OFFICE ID AGENT ID = ORIGIN DESTINATION ZRHZRH VALIDATING CARRIER LX

Price Guaranteed until 2023-05-16 23:59

Passenger Type Base Amount Guaranteed until 2023-05-18 1335 Last Date/Time to ticket: 2023-07-20 11:53 PM
Tax Amount Guaranteed uniil 2023-05-16 23:59

STP  DEP ARR AL FLTND CL DATE TIME sT FARE BASIS DESIGNATOR NVB NVA BAG
o ZRH BKK LX 130 Q  10AUGZ3  06:40PM  HK QTDFSR GR 10AUG2023 10AUG2023
[0 ] BKK ZRH 1x 181 Q  20AUG23  01:05PM  HK QTDFSR GR 20AUG2023 20AUG2023

FARE DETAILS COMMISSION AND INFORMATION

Base Fare [CHF 923.00) Commission [Percent ~|| 0.00]

Equivalent Fare |:| |:| Reason IT TICKET v

Taxes CHF 506.30 Tour Code iravyaTo | J

[FARE RESTRICTION MAY APPLY |
Tax Details v |

Total ICHF 1429.30 Endorsements ‘

FARE CALCULATION LINE
’ZRH LX BKK507.88 LX ZRH507.88 NUC1015.76END ROE0.908663

Example of a Cruise Fare (Extract)

Stored Fare
CFFICE 1D [ANND AGENT 10 JBloecher ORIGHN DESTINATION |[FRAFRA VALIDATING CARFIER (]
Passenger Type |GRPIADT) | Last Date/Time to ticket: 2020-06-16 02:04 PM
STP DEP ARR AL FLTNO cL DATE TIME 8T FARE BASIS DESIGNATOR NVB NVA BAG
5] FRA BCN LH 1134  Q  16JUN20  0Z05PM MK [QAXCRU9 | (GR ] 16UN2020 | FE 16)UN2020 | T [2PC]
O | BCN FRA LH 1123 Q  23JUN20  O04:00PM  HK [QAXCRU9 | (GR ] | 23un2020 | EH 23un2020 | T [2pc]

e Important: The Ticket “DESIGNATOR"” must be changed to “GR”

e Make sure the “FARE BASSI”, “BAG” (Free Baggage Allowance), “Tour Code” and
“Endorsement” box shows the correct data. If not, fill-in / overwrite the data as
described in chapter Half automated pricing “Price”

e (Click on “Submit” to store the fare.

6.4.5 Pricing of Tour Guide

e Perform the half-automated pricing for the entire group.
e Split off passenger who is the Tour Guide. See chapter “Split”.
e Open the Child Record Locator of the Tour Guide.

e Change the “Base Fare” to EUR0.00 and the Ticket “DESIGNATOR” to GRCGO0O.
e Click “Submit” and store fare.
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6.4.6 Pricing of CBBG (Cabin Baggage)

Example below is a Cello (musical instrument) as Cabin Baggage (CBBG).

Important: The CBBG must be booked and selected in the Book-a-Group name template /
Quick Passenger Record before being eligible for claim in SPRK.

CBBG as shown in the passenger list of SPRK.

» 8 GRP MELANIE LUSTIG
» 9 GRP CBBG LUSTIG

Stored Fare

OFFICE 1D . AGENT 1D ORIGIN DESTINATION FRAFRA VALIDATING CARRIER LH

) Price Guaranteed until 2022-12.13 23:59
Passenger Type | GRP(ADT) v/ Base Amount Guaranteed until 2022.12.15 10:58 Last Date/Time to ticket: 2022-12-16 10:57 AM
5 2 Tax Amount Guaranteed until 2022-12-13 23:59

sTP oEP ARR AL FLTNO cL DATE TIME sT FARE BASIS DESIGNATOR N BAG

0 FRA YVR LH 492 T  20JUN23 01:20PM  HK | TKWNCF8 | |CBGR | 20JUN2023 | [ 1pC|

O | YR FRA LH 493 Y 27JUN23  04:15PM HK  [YFFDEW | [CBGR | 273uN2023 | 273UN2023 | [ 1PC]
FARE DETAILS COMMISSION AND INFORMATION
Base Fare [EUR | [ 0.00] Commission [Percent v 0.00
Equivalent Fare [ | ( 0.00 Reason [ITTICKET v]
Taxes CHF 376.25 Tour Code (IT9YY298GW

FARE RESTRICTION MAY APPLY

Tax Details v

Total CHF 376.25 Endorsements

Important: The ticket for the CBBG needs to be issued on a separate ticket.

The fare and the international surcharge (YQ) plus any stopover, Q-surcharge if applicable
must be charged. Airport Taxes must not be collected.

e Perform a half-automated pricing for the entire group.

e Issue all tickets, except the one for the CBBG.

e C(Click on “View/Edit Fare” to show the pricing mask.

e Change the Ticket “DESIGNATOR” to CBGR (Cabin Baggage Group).
e Click on “Tax Details” and adjust the taxes for the CBBG.

e Tick / click all taxes except YQ/YR

e Click on “Delete Row”
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FARE DETAILS

Base Fare 44.00

Equivalent Fare ] ]

Taxes EUR m

Tax Details -~

Designator Amount  Nature Collection Point Airport Currency Airport Amount Paid (PD)

EILDE | [ 11.31|[DE | O
vfRD | [ 3161][DE | O
oy ] | 8.78| [DE__ | O
cdya || 5.00] | | O
V|DE | | 8.94|[DE | O
“RD | | 26.48|[DE | O
Moy || 8.78] [DE__| O
dya | | 5.00] | | O
Taxes Paid 0.00

Taxes to be

Add Row Del-elﬁ Row
Total EUR H—"129.50

Only YQ / YR shall remain in “Tax Details”.

FARE DETAILS
Base Fare
Equivalent Fare ] 1
Taxes EUR 10.00
Tax Details [
Designator Amount Nature Collection Point Airport Currency Airport Amount Paid (PD)
piya | [ 500 | O
Jiyva_| [ 5.00| | O
Taxes Paid | 0.00
Taxes to be
| 10.00
Collected
Add Row Delete Row
Total EUR 54.00

e Click on “Submit” to store the fare.
e [ssue the ticket for the CBBG.
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6.4.7 Pricing of EXST (Extra Seat)

Example below is an extra seat for personal comfort.

Important: The EXST must be booked and selected in the Book-a-Group name template /
Quick Passenger Record before being eligible for claim in SPRK.

EXST as shown in the passenger list of SPRK.

Group Name: FLX NDC TEST CBBG EXST! Group Size: 12

Traveler (12 Assigned Travelers)

# TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH FF#

y 1 GRP TOBIAS SOMMER D

» 2 GRP SOMMER 0

Important: The fare for the EXST will be included in the passenger’s ticket. The booking of
the EXST remains unticketed in SPRK.

The fare and the international surcharge (YQ) plus any stopover, Q-surcharge if applicable
must be charged. Airport Taxes must not be collected.

e Perform a half-automated pricing for the entire group.

e Issue all tickets, except the one of the passengers with the EXST.

e Click on “View/Edit Fare” to show the pricing mask.

e Add “EX" to ticket “DESIGNATOR”

e Add the price for the EXST as Q surcharge in the “FARE CALCULATION LINE".
Example: ZRH LX FRA Q47.97 47.971L.H ZRH Q47.97 47.97NUC191.88END
ROE0.923857
In case of IT ticket, just show the Q-surcharge for the EXST (without the amount for
the passenger).

Example:
GOT LH FRA Q10.00IT LH GOT Q210.00IT NUC20.00END

e Adjust the “Base Fare” by adding the price for the EXST
(Example here: fare for the passenger EUR44.00 plus fare for the EXST EUR44.00
= EUR88.00)
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Stored Fare

Designator Amount  Nature Collection Point Airpart Currency Airport Amount Paid (PD)

Olen | o

Oloe_ | 0
ooy | 0
DRa | [ moojoe o
Ova | 5200/ | O
Ova | [ szo0)[ | 0
Taxes Paid 0.00
Taxes to be
collected 191.30

Add Row Delete Row
Total CHF 997.30

FARE CALCULATION LINE

OFFICE ID Lx11 AGENT ID SRAL ORIGIN DESTINATION ZRHZRH
Passenger Type Last Date/Time to ticket: 2022-03-17 04:04 PM
STP DEP ARR AL FLTHNO cL DATE TIME sT FARE BASIS DESIGNATOR
] ZRH FRA LX 1068 W  3MAY22  OT:00AM HK  |[WEUFLXPY | [Ex |
[0] FRA ZRH LH 1184 W  24mAY22 07:M0AM  HK |WEUFLXPY | [EX |
FARE DETAILS COMMISSION AND INFORMATION
Base Fare [eHF | 806.00 Commission
Equivalent Fare ] ] Reason
Taxes CHF 191.30 Tour Code
Tax Details [~
Endorsements

VALIDATING CARRIER

HVB

03MAY2022 | [

24MAY2022

03MAY2022

24MAY2022

=

[Percent

>l

FIRST TICKET v

FARE RESTRICTION MAY APPLY

[ZRH LX FRA Q218.08 218.08LH ZRH 0216.08 218.08NUC872.32END ROED.923857 |
T

e Adjust the taxes by adding the YQ for the EXST (Example here: EUR44.35 and
EUR12.80 already present for the passenger, add EUR44.35 and EUR12.80 to be

added for the EXST

FARE DETAILS

Base Fare |EUR | 88.00 |
Equivalent Fare Y Y
Taxes EUR 205.40
. Tax Details A

Designator Amount Nature Collection Point Airport Currency Airport Amount Paid (PD)

. 8.50|[AT O
Ojap | [ 11.85][AT 0
Clzy | [ 19.05|[aT O
CIDE | [ oas)[oE o
Doy | [ 1255|[DE O
[JRA | [ 2930/[DE O
olya | [ aa3s|| 0
|ya 12.80] 0
[ Ya 44.35| 0
[ [ya 12.80 O
Taxes Paid 0.00

e Click on “Submit” to store the fare.

e Issue the ticket for the passenger where EXST is included.
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6.5 Advance Seat Reservation (ASR)

Important: A Half-automated pricing is required before Advance Seat Reservation (ASR)
is possible. In case no stored fare is present, the following message will appear:

A {PNR) (9999) (LXA) - x
Mo fare stored on the PNR, please price PNR and store the fare before pricing
services.

Transaction ldentifier: dd7ff2a0de734cb8a055720c6b86295b

e Select all flights in the “Itinerary” overview.
e Click on “Seats”
e The seat maps of all selected flights will open. Each flight segment in its own tab.

Itinerary

Booked - Air

y W Class > Status Cnx Fare

y & Sat20Jun20  FRA-YVR LH4s2 T 4 onsSsm 744 HK LH 1
01:20p - 02:15p

y Sat27Jun20  YVR-FRA LH4ea v o 9hdsm 744 HK H 1
04:10p - 10:55a

-k

Seats
[ zRA-eKK X180 ' BKK-ZRH LX181 I
EJ occupied B selected Restricted ) preferrea ) standard W Exira Legroom A Exit
77W (Boeing 777-300ER Passenger) - Economy Class
27 28 29 30 31 32 33 34 35 36 39 40 41 42 43 44 45 46 47 48 49 50 51 52
K EOEDDDD OB« « I' ) ) K
M EDDDDODDDEE. I T J
H -] j}} [ 29J:Middle seat [}-j!-j-!-]-) H
+ Preferential
= e ti PREFERR! N T S B B i B
N .] = s-“:'::*r:nmusnce SEAT SALESA*rzKlER 0 ZONE SEAT ) N ) L N
i 4| MR JACK EXAMPLE +CHF 60.00 ) ) e I -
€ M) W Myrs ACQUELINE EXAMPLE +CHF 60,00 {1 ) SN I E
o, W JEI o D T )l ) ) I T D
c w0 i W W | ”ZI ?]D—Ilc c -] 3.].1.].].].1.1.1.1 c
e W0 |0 08 B <) I B
AN D00D0DE A »
27 28 29 30 31 32 33 34 3536 39 40 41 42 43 44 45 46 47 48 49 50 51 52
TRAVELER SEAT STATUS INFO SEAT OPTION
0O @ MRJIACKEXAMPLE 29K Window seat +CHF 60.00

v § MRS JACQUELINE EXAMPLE

e Select the seat map of the flight segment.

e Select the passenger for whom a seat reservation is desired. Note that the first
passenger is pre-selected.

e Move the mouse over the seat to get the seat characteristics and the applicable fee
displayed.
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1 Green seat: Standard Seat
Preferred Zone Seat
3 Blue seat: Extra Legroom Seat

e Once all seats are selected for all flights, click on “Submit”.
e To delete an existing seat reservation, click on the bin icon next to the passenger’s
name.

6.5.1 Advance Seat Reservation - Standard Seat - free of
charge

Standard Seats are free of charge for group bookings. There are different booking
processes depending on the airline.

6.5.1.1 Austrian Airlines (OSi, Brussels Airlines (SN),
Lufthansa (LH) and

For technical reasons, the fee for a Standard Seat is shown even though it is not charged. It
can be ignored, and the system automatically removes it at the time of ticketing. An
Electronic Miscellaneous Document - A (EMD-A) at no value (“Zero EMD™) is not required.

Seats

FRA-YVR LH492 '\ YVR-FRA LH493

@ Occupied ﬂ Selected [77) Restricted Q Preferred ESlandatd E Extra Legroom A Bt
744 (Boeing 747-400 -Passenger-) - T class
29 30 31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 57 58
A A A A
« 0 00T 0 ) ) ) 6 6 6 K
: %S% g %jg%%%i g?:t:v(')np"t‘l’::s“‘ SEAT RESERVATION :
G Ej jjjimi MR TOMMY BURGER +EUR 35.00 .3@ G
e Wl C3 00 o) o[ M E
o MICD [ 000 M M| MR PETER MoDONALD “EUR 35.00 [ ©
MR JAMIE JOHNSON +EUR 35.00
c j@;ﬂ E EHZJQE‘EEE,MRANTONMCDONALD +EUR 35.00 c
s HOO N SO00NEEEEEE0O0000NIINNENER -
~ 100 SO0OEEEEEEEECOCOONENEEE A
Yy Yy
29 30 31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 57 58
6.5.1.2 SWISS (LX)
For bookings made on SWISS (LX flight number and operated), the Blocked Seat polic
g g p policy
applies. Blocked Seats are free of charge, except for Light Fares.
Important: Advance Seat Reservation (ASR) outside blocked seat or for Light Fares are
subject to a fee.
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e Please contact your LHG Groups Service Team for booking of blocked seats.
e The team will reserve a block of seats which afterwards will be visible in the seat

map.

e An Electronic Miscellaneous Document - A (EMD-A) at no value (“Zero EMD") is not

required.

Example of blocked seats (42A, B, D, E, F, G, J, K) as shown in SPRK

Seats
[ zRHFk x16 | JFK-GVA 1X23 | GVA-ZRH 1X2807 |
a Occupied m Selectec :n Pretecres
n 2 M N n
« DESSDE« «
J BOSSE0 4 Bl
G G
F F
E E
0 0
B B
A A
n D MmN n

TRAVELER SEAT

MR FRANK MUELLER 348
[J @ MRS SUSIMUELLER MA

50 53 ) ) ) ) ) 5 )
L 4

] Exvre Legroom (=]
L1 - A

333 (Arbus A330-300) - Economy Class

29 030 31 32 33 34 38 36 37 3% 3 M0 4 2 43 Mo

A

0 653 3 ) ) I ) ) ) ) I
50 3 5 ) ) ) ) ) ) )

) ) ) ) )
) ) ) ) ) )
) ) ) ) ) ) )
) D) ) ) ) ) ) o)

50 3 ) ) ) ) O ) 5 )

29030 31 32 33 34 35 36 I 38 39 M0 41 42 & M

STATUS »FO SEAT OFTION

Confirmed Window seat +EUR 30.00

6.5.1.3 Mixed itineraries

For itineraries containing flights of different airlines (amongst OS/SN/LH/LX/-, please

proceed as follows:

e Reserve Standard Seats for all flights concerned. The fees will be shown.
e SPRK will prepare the Electronic Miscellaneous Document - A (EMD-A) in the
background, which can be ignored.

e Important: contact the LHG Groups Service Team to get the fees suppressed for
Standard Seats reserved on OS, SN, LH and . or blocked seats on LX flights

(excluding Light Fares).
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6.5.2 Advance Seat Reservation - chargeable seat

Austrian Airlines (OS), Brussels Airlines (SN), Lufthansa (LH) and AifDeIemiti(EN)

For any other category than Standard Seat (e.qg., Preferred Zone Seat, Extra Legroom Seat),
a fee needs to be paid and collected by an Electronic Miscellaneous Document - A (EMD-
A). Once the chargeable seats are reserved, the system prepares the EMD, and it can be
issued at the same time as the ticket or after ticketing.

SWISS (LX)

For seats outside a group seat block or for Light Fares, a fee needs to be paid and collected
by an Electronic Miscellaneous Document - A (EMD-A). Once the chargeable seats are
reserved, the system prepares the EMD, and it can be issued at the same time as the ticket
or after ticketing.

Example of chargeable Preferred Seat characteristics in seat map

Seats
FRA-LHR LH904 | LHR-FRA LH925
Ei Occupied nj Selected Restricted F ‘ Preferred .‘, Standard -j Exira Legroom A Ext
32A (Airbus A320 -Sharklets.) - V class
10 11 12 14 15 16 18 19 20 21 22 20 24 25 26 271 28 29 ¥ M %
) 2 ) ) 3 ) i
i [ 15F:Window seat over Wing
* Preferential
Seat Option SEAT RESERVATION
ANTON BAUER +EUR 17.00
~| BERT BAUER +EUR 17.00
|| CAESAR BAUER +EUR 17.00
ANNA HUBER +EUR 17.00
EVELINE HUBER +EUR 17.00
10 11 12 14 15| MARIA HUBER +EUR 17.00
MICHAEL HUBER +EUR 17.00
” PAUL HUBER +EUR 17.00 s
TRAVELER PETER HUBER +EUR 17.00 SEATCPTON
= ANNA MAIER +EUR 17.00
[J @ ANTONBAUER MARIA MAIER +EUR 17.00 Included
] 8 T BAUER PAUL MAIER +EUR 17.00 17,
LIt @ Bergoaue EVELINE MEIER +EUR 17.00 EIR41:00
¥ B CAESARBAUER MICHAEL MEIER -eor 17.00| [
——— PETER MEIER +EUR 17.00

Examples of prepared EMD in Special Service Request (SSR)

Transactions
¢ Mo items to display.

[+] Special Service Requests(SSR)
AIRLINE STATUS REQUEST TRAVELERS SEGMENTS
F1 OTHS MISSING SSR CTCM MOBILE OR SSR CTCE EMAIL OR SSR CTCR NON- ALL ALL
CONSENT FOR LX
F1 OTHS PLS ADV TKT NBR BY 20MAY23/07327 OR LX OPTG/MKTG FLTS WILL BE ALL ALL
CANX / APPLIC FARE RULE APPLIES IF IT DEMANDS EARLIER TKTG
LX HD ASYC A/OBS/RQST/PRE RESERVED SEAT ASSIGNMENT/A MR JACK EXAMPLE  LX180 ZRH-BKK
(ADT) 10AUG
LX HD ASVC A/0BS/RQST/PRE RESERVED SEAT ASSIGNMENT/A MRS JACQUELINE ~ LX180 ZRH-BKK
EXAMPLE (ADT) 10AUG
LX HD ASVC A/OBS/RQST/PRE RESERVED SEAT ASSIGNMENT/A MR JACK EXAMPLE  LX181 BKK-ZRH
(ADT) 20AUG
LX HD ASVC A/OBS/RQST/PRE RESERVED SEAT ASSIGNMENT/A MRS JACQUELINE LX181 BKK-ZRH
EXAMPLE (ADT) 20AUG
Public
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6.5.2.1 Issuance of Electronic Miscellaneous Document
(EMD-A) for ASR

e Select the flight(s) for which the ticket and / or EMD shall be issued and click on
“Issue Documents”.

Itinerary
Booked - Air
3 Class S Status Cnx @ Fare
v ﬂ Thu 10Aug23  ZRH-BKK 1x180 o 4 10h 77w HK a1
06:40p - 10:25a 45m
» Sun 20Aug23  BKK-ZRH 1x181 Q & 1h30m7TW HK LXA 1
ﬂ 01:05p - 07:35p

e Select the traveler(s) where EMD(s) shall be issued and click on “Next”. Make sure
to select a maximum of 9 passengers per transaction!

Issue Documents

1 - Travelers 2 - Fare Groups/Services 3 - Optional Selections

Select Travelers

TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH TICKETED FARE

/| ADT MR JACK EXAMPLE 01JAN2000 LX180 ZRH-BKK 10AUG
LX181 BKK-ZRH 204UG

ADT MRS JACQUELINE EXAMPLE 01JAN2002 LX180 ZRH-BKK 10AUG
X181 BKK-ZRH 20AUG

o Select “Check All Fare Group(s)” and / or the Flight related Services.

LUFTHANSA GROUP NDC for groups manual Public

41/69



Issue Documents

2 - Fare Groups/Services 3 - Optional Selections

Select Fare Group(s)

[CJ check All Fare Groups

[JZRH/ZRH - ADT 1368.10 (CHF) ¥ Uncheck Flight related Service(s)
4 Class v Status Cnx f Fare
a Thu10Aug23  ZRH-BKK  1x1g0 Q 1h  TIW HK LA 1
06:40p-10:25a 45m
MR JACK EXAMPLE (ADT)
Semnice Description Status Price (CHF)  Type Mumber Cpn
STANDARD HD 40.00
SEAT 40K
MR JACQUELINE EXAMPLE (ADT)
Senice Description Status Price (CHF)  Type Number Cpn
STANDARD SEAT 400 HD 40.00
4 Sun 20Aug23  BKK-ZRH | x181 Q  11h30m77W  HK LXA 1
01:05p - 0T:35p
MR JACK EXAMPLE (ADT)
Semnice Description Status Price (CHF)  Type Mumber Cpn
STANDARD HD 40.00
SEAT 40B
MRS JACQUELINE EXAMPLE (ADT)
Senice Description Status Price (CHF)  Type Number Cpn
STANDARD SEAT 40A HD 40.00

0w [

e Choose the Form of Payment (FOP) by clicking on “Show".

Issue Documents

2 - Fare Groups/Services 3 - Optional Selections

Forms of Payment

Service Endorsements - Show

© Back Issue Documents

e Tochange the Form of Payment, click on the arrow.
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Issue Documents

Forms of Payment - Hide

ompany
American Expre: v |
Add Address

Mumber

Expires

I

Security Approval

First MName Last Mame

Associate Items by dragging - 160.00

JACQUELINE EXAMPLE

JACK EXAMPLE

STANDARD SEAT 40K STANDARD SEAT 40. STANDARD SEAT 408 STANDARD SEAT 40A
40.00 (CHF) @ |40.00(cHR 2| | 40.00 (CHR) & |40.00(cHR)
JACK EXANPLE

JACQUELINE EXAMPLE

Service Endorsements - Show

Add Credit Card Add Other

“Issue Documents”.

Associated items (chargeable services) to the form of payment are shown. Click on

Issue Documents

1 - Travelers

2 - Fare Groups/Services

3 - Optional Selections

Forms of Payment - Hide

Other
X (CASH |

Associate Items by dragging - 160.00

STANDARD SEAT 40K STANDARD SEAT 40J STANDARD SEAT 40B STANDARD SEAT 40A
40.00 (CHF) & | |40.00(cHR) & | |40.00(CHR) & | |40.00(CHF) [E)
JACK EXAMPLE JACQUELINE EXAMPLE JACK EXAMPLE JACQUELINE EXAMPLE
Add Credit Card Add Other
Service Endorsements - Show
Public
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EMDs issued are shown in “Services”.

Services
REFERENCE SOURCE | TYPE TRANSACTION DATE | CPN | DESCRIPTION STATUS CURRENCY | TOTAL | TRAVELERS SEGMENTS
7241817753414  LXA EMD-A  23MAY23 12:19 1 STANDARD ISSUED CHF 80.00 MR JACK EXAMPLE LX180 ZRH-
SEAT 40K (ADT) BKK10AUG
2 STANDARD ISSUED LX181 BKK-
SETE ZRH 20AUG
7241817753415 XA EMD-A  23MAY23 12:19 1 STANDARD ISSUED CHF 80.00 MRS JACQUELINE LX180 ZRH-
SEAT 40 EXAMPLE (ADT) BRK10AUG
2 STANDARD ISSUED X181 BKK-
e ZRH 20AUG
Example of an EMD for Advance Seat Reservation (ASR)
EMD
‘B Print  Siatus - Issued
EMD-A Image Details for Document
Issued For: MR JACK EXAMPLE (ADT)
Document NumberType: 7241817753414 [ Type-A Issued in Reference to TicketDocument:
Issued By (Agency/Agent). 81496962/ Validating Carrier: LX - Swiss
Issued onfin 23MAY23 /1 ZRH Confirmation Reference(s). PSUCEX/F1
Reason forIssuance: A- AIR TRANSPORTATION PXC3TE/LXA
Endorsements CH, Wi3, CH Remarks
Tour Code INT: |
Cpn  Status CMI  Flight# Date Depart Arrival Senvice Code Ticket/Cpn Reference Base  Taxes Cpn Value
1 o LX 180 10Aug ZRH BKK STANDARD SEAT 40K 0B5 7245744786605 CPN 1 (A) 40.00 0.00 CHF 40.00
2 (o} LX 181 20Aug BKK ZRH STANDARD SEAT 40B 0B5 7245744786605 CPN 2 (A) 40.00 0.00 CHF 40.00
Charges
Base Value of all Senvices CHF 80.00
Total Charges: CHF 80.00 CASH FCI: 0
o e [

6.6 Special Service Request (SSR)

e C(Click on “SSR" in the left column of the main screen.
e C(Click on the plus sign to open the Special Service Request screen.

APIS 10
CLID 0 Transactions
6 No items to display.
“ . Special Service Requests(SSR)

STATUS REQUEST

e Select the applicable SSR code from the drop-down menu.
e Add additional text where required (e.g., for Special Baggage)

e Select the travelers and the segments for which the service shall be requested.
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Special Service Requests

T Special Service Request

Text
Travelers

AOXY AIRLINE SUPPLIED OXYGEN

AVIH ANIMAL IN HOLD, SPECIFY NUMBER, TYPE AND PEDIGREE, AND Segments
CONTAINER WEIGHT AND DIMENSIONS

AVML VEGETARJAN HINDU MEAL

All

6.6.1 Special Baggage

To ensure enough space for additional baggage or/and sports equipment in the cargo hold
of the aircraft, an early request is highly recommended.

Important: Payment of special baggage is possible at the airport only. The Electronic
Miscellaneous Document - A (EMD-A) cannot be issued in SPRK.

When requesting special baggage, kindly make sure to enter the keyword (where
applicable) and the actual size / weight of the bag in the correct format.

Airline Type of SSR Code Text format and keyword examples
baggage

OS/ SN/ | Excess/ BULK TTL32KG1PC100X40X50CM

LH Oversize Bag

OS/ SN/ | Sports SPEQ WINTER TTL23KG1PCDIM180CM

LH Equipment GOLF TTL23KG1PCDIM120X50X70CM

SCUBA TTL23KG1PCDIM50X60X90CM

OS /SN | Bike BIKE TTL23KG1PCDIM120X90X30CM

/LH

LX/. For all kind of special baggage, please contact your LHG Groups Service
Team

6.7 Contact data for notification in irregularity
scenarios

Contact data for notification in case of irregularities according to IATA Resolution 830d needs
to be entered in SPRK via Telephone / Email contact item. In case the passenger declines,
the refusal must be entered as a Special Service Request (SSR) item.

6.7.1  Mobile phone (CTCM) / Email (CTCE)

e Tick “Operational Contact” when entering the mobile phone number or email for
selected passenger(s). Selection of “Language” is optional.

Telephone
Type Telephone Number Language Operational Travelers
Contact
] MOBILE v v 41799998877 v All
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Emails

T Email
Email Language Operational Contact Travelers
TEST@SWISS.COM "l Al

When trying to insert SSR Code CTCM or CTCE as Special Service Request (SSR), the
system returns an error message.

A TCM is a restricted SSR Code. Please use
Telephone/Operational Contact.
CTCM is a restricted SSR Code. Please use Telephone/Operational Contact.

Special{Service Requests

T Special Service Request

SSR Code Text
CTCM v TEST@TEST.COM

6.7.2 Contact refused (CTCR)

Select code “CTCR” from the drop-down list in “Special Service Request” (SSR)

Special Service Requests
T Special Service Request
SSR Code Text Travelers
CTCR v All
CTCR  PASSENGER IROP CONTACT INFORMATION REFUSED Segments
: e
All
[ ]

When trying to insert SSR Code CTCM (Mobile) or CTCE (Email) as Special Service
Request, the system returns an error message.

Public
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A C1CM s a restricted SSR Code. Please use
Telephone/Operational Contact.
CTCM is a restricted SSR Code. Please use Telephone/Operational Contact.

Special{Service Requests

T Special Service Request

SSR Code Text
CTCM v TEST@TEST.COM

6.8 Split

Important: Any split of a PNR must be performed by travel agency in SPRK to avoid a non-
synchronization between SPRK and the airline system.

e Select the passenger(s) you want to split from the main booking and click on the

spliticon.
# [ Traveler (4 Assigned Travelers) b
# TYPE TITLE  FIRST NAME MIDDLE NAME ~ LAST NAME DATEOFBIRTH  REMARK  NAME REFERENCE FF#
» 2 GRP BERT BAUER

The original booking will turn into a master PNR (example here: P19LGX) and a child PNR
is created for the passenger(s) divided from the original booking (example here: PDQJGX).

The child PNR remains associated with the master PNR and vice versa. The associated PNRs
are displayed in “Related Reservation(s)”, except for splits executed in Book-a-Group.

“Master” Record Locator “Child” Record Locator
K v
Record Locator: P19LGX | T B & Related Reservation(s) om A A=
PDQJGX - Child
“Child” Record Locator “Master” Record Locator
4 4
Record Locator: PDQJGX | T W & Related Reservation(s) o AN =
P18LGX - Master
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6.9 Name change

Important

Prior to any name change, the affected passenger must be split from the main booking

in SPRK by the travel agency.

Name changes for LIGHT fares are not permitted.

6.9.1 Name changes before ticketing.

Example: passenger “BAUER/ANTONMR” shall be changed to “MUSTERMANN/MAXMR"

e Split off the passenger whose name shall be changed. See chapter “Split”.
e Open the child record locator (Example here: BAUER/ANTON)
e Contact our LHG Groups Service Team for the name change and provide the child

record locator.

e Once the LHG Groups Service Team changed the name, a message will appear in

the “Alerts” section.

Alerts

[] REason CREATION DATE SOURCE

O NameChange | 28AUG18 15:12 LH

Group Name: FLX TENNIS CAMP  Group Size: 1

DESCRIPTION

Previous Name

New Name

BAUER ANTON

MUSTERMANN MAX MR

e Verify if the name is synchronized by displaying the name in “Airline Recorded

Names”

Assigned Traveler)

E TYPE TITLE FIRST NAME

B 1 GRP MR MAX

MIDDLE NAME

ISCHIEHIEAN I Airline Recorded Names

)

Airline FirstMiddle/Title
LH MAX MR

LAST NAME

MUSTERMAN
N

Last Name
MUSTERMANN

DATE OF BIRTH

REMARK NAME REFERENCE

FF#

O

6.9.2 Name changes after ticketing.

Important: The issued ticket needs to be voided (on the day of issuance) or refunded prior

to a name change.

Changing the name when the ticket is not voided or refunded results in a warning message:
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A ANTON BAUER's Ticket was issued. Traveler's name can no longer be {5 x
changed

Example: passenger “BAUER/ANTONMR" shall be changed to “MUSTERMANN/MAXMR"

e Split off the passenger whose name shall be changed. See chapter “Split".

e Void / refund the ticket of the child record locator (Example here: BAUER/ANTON)
See chapter “How to void a ticket” “How to refund a ticket” respectively.

e Redisplay / refresh the child record locator.

e Contact our LHG Groups Service Team for the name change and provide the child
record locator.

e Once the LHG Groups Service Team changed the name, a message will appear in
the “Alerts” section.

e Issue the new ticket with the correct name (Example here: MUSTERMANN/MAX)
by clicking on Issue Documents. See chapter “Ticketing”.

e The new ticket is shown in the list of tickets with status “TICKETED".

Previous Name BAUER ANTON
[J NameChange 28AUG1815:12 LH
New Name MUSTERMANN MAX MR
Traveler (1 Assigned Traveler)
# TYPE TITLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH REMARK NAME REFERENCE FF#
MUSTERMAN
» 1 & GRP MR  MAX “ (9|
Itinerary
Booked - Air
» O Class 7 Status Cnx »~ Fare
» O Tue 18Jun19  FRA-LHR LH 904 V & 1hd0m 32A HK LH 1
10:00a - 10:40a
Sl | Wed 19Jun19  LHR-FRA 1H925 v g 1h35m 32A HK LH 1
08:30a - 11:05a
I Y ) ey e o
Transactions k
Tickets
REFERENCE SOURCE STATUS TRANSACTION DATE TRAVELERS SEGMENTS
" g LH904 FRA-LHR 18JUN
2205341097190 i & W VOIDED 28AUG18 16:27 NAME DISCREPANCY LH25 LR FRA 19JUN
= : LH904 FRA-LHR 18JUN
2205341097192 B & WH TICKETED  28AUG18 17:18 MAX MR MUSTERMANN (GRP) LH925 LHR-FRA 19JUN
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6.9.2.1 How to void a ticket

e C(Click on the ticket number of the passenger and select “Void” followed by “Submit”.

m m Exchange/Reissue © Close

Void

TICKET VOID AUTHORIZATION REQUEST [VAR)

Ticket Humber: 2205749755694

Ticket Issue Date 23MAY22

Mame MUSTERMANN/ERIKA(ADT)
PNR IMZTEY

JATA 06492021

cancel

The status in the list of tickets will change to “VOIDED" and “NAME DISCREPANCY" is
shown in “TRAVELERS".

Transactions

Tickets
REFERENCE SOURCE STATUS TRANSACTION DATE TRAVELERS SEGMENTS
LH904 FRA-LHR 18JUN
2205341097190 B & LWH VOIDED 28AUG18 16:27 | NAME DISCREPANCY | LH925 LHR-FRA 19JUN

Important: Electronic Miscellaneous Documents (EMD-A) will be voided together with the
associated ticket.

Void

TICKET VOID AUTHORIZATION REQUEST (VAR)

Ticket Number: 2205744786067

Ticket Issue Date: 22MAYZ23

MName: EXAMPLE/GROUP MR(ADT)
PNR: PNPBAX

IATA: 81496962

ASSOCIATED EMD(S)

EMD Number: 2201817753304

EMD Number: 2201817753303

B o
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6.9.2.2 How to refund a ticket

e Click on the ticket number of the passenger and select “Refund”.

m m Exchange/Reissue © Close

e Verify if the full amount of the originally issued ticket is shown in “Total Refund” and
click on “Submit”.

Ticket Refund

Ticket Information

Y

© Cancel

Traveler Ticket # Currency Date PNR IATA Tour Code
ANTON BAUER (GRP) 2205341097190 EUR 28Aug18 P19LGX 23246031 ITBYY29N52
Coupons
TKT ce AL FLT CL DATE BRD OFF FARE BASIS ST Used
190 1 LH 904 v 18JUN FRA LHR VDECLSP1GR N
190 2 LH 925 v 19JUN LHR FRA VDECLSP1GR N
Calculation of Refund Commission [
Base Fare 244.00 No Commission due 0.00
Base Fare Used 0.00 WalvarCode
Base Fare Refund 244.00 Enter waiver code here if applicable
Tax Original 12867
Tax Used (5 “0.00 Monetary Settiement
Tax Refund 128.67
_“ o Charged To Refunded To
Ticket Refund 37267
Penalty 0.00 CASH 37267 CASH 372.67
Total Refund 372.67 Total Amount 9316.75 Refund/Credit 372.67

6.10 Rebooking

e Split off the passengers whose flights shall be changed See chapter “Split”.

e Contact our LHG Groups Service Team for the rebooking and provide the child

record locator.

e Once the LHG Groups Service Team changed the booking you may refresh the child
record locator in SPRK where the new flight segments will be displayed.
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6.1 Ticketing

Important

Ticket issuance is possible for a maximum of 9 passengers per transaction.

Reason: Selection of more than @ passengers may result in a non-synchronization between

the systems.

Example: tickets for a group of 21 passengers must be issued in 3 transactions (1x 9
passengers, 1x 9 passengers and 1x 2 passengers)

The tax in “Stored Fare” needs to be checked again prior to ticketing. They may have
changed between the date of pricing and ticketing.

e (lick on “Issue Documents”.

Itinerary

Booked - Air

y W Class D Status Cnx 2 Fare
» & Tue 18Jun19 FRA-LHR H904 V & 1h40m 32A HK LH

10:00a - 10:40a

» & Wed 19Jun19 LHR-FRA (H925 V & 1h35m 32A HK LH
08:30a - 11:05a

1
1
1 ] e o
d

e Select the passenger(s) for whom you want to issue the ticket(s)

Issue Documents

1 - Travelers 2 - Fare Groups/Services 3 - Optional Selections

Select Travelers

AST NAME DATE OF BIRTH TICKETED FARE

GRP ANTON BAUER

e Choose the flight segments.

|ssue Documents

2 - Fare Groups/Services 3 - Optional Selections

glect Fare Group(s)

[ qneck Al Fare Groups

] ARAJFRA - GRP 372,67 (EUR)
]

Class ¥ Status Crx & Fare
i Tue 18Jun19 FRA-LHR rHons Vv 1h40m 324 HK H 1
10:00a - 10:40a
- Wed 19Jun19  LHR-FRA (Hg2s vV  1h3m 324 HK H 1

08:30a - 11:05a

e Choose the Form of Payment (FOP) by clicking on “Show”.
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Issue Documents

Forms of Payment - Show

2 - Fare Groups/Services 3 - Opticnal Selections

e To change the Form of Payment, click on the arrow.

Issue Documents

Forms of Payment - Hide

[ =amercn sorer ]

Add Address
Split Payment

FRAIFRA
GRP 37267 (EUR)
ANTON BAUER

-ompany MNumber

Add Credit Card Add Other

Expires

Security Approval

First Name

Last Name

Associate ltems by dragging - 372.67

e Click on “lssue Documents”.

Issue Documents

2 - Fare Groups/Services 3 - Optional Selections

Forms of Payment - Hide

Other

< [casi V]

FRAFRA
GRP 3T2.67 (EUR)
ANTON BAUER

Add Credit Card | Add Other

Associate Items by dragging - 372.67

Issued tickets are shown in “Tickets”.

Transactions
¢, Tickets
REFERENCE SOURCE STATUS
2205744786028 i -, LH VOIDED
2205744786067 B & H VOIDED
2205744786100 i o LH TICKETED

TRANSACTION DATE
22MAY23 10:37

22MAY23 11:16

22MAY23 1118

TRAVELERS
GROUP MR EXAMPLE (ADT)

GROUP MR EXAMPLE (ADT)

GROUP MR EXAMPLE (ADT)

SEGMENTS
LH418 FRA-IAD 01NOV
LH419 IAD-FRA 08NOV

LH418 FRA-IAD 01NOV
LH419 IAD-FRA DBNOV

LH418 FRA-IAD D1NOV
LH419 IAD-FRA 08NOV

LUFTHANSA GROUP NDC for groups manual

Public

53/69



6.12 Ancillary Services

Ancillary services can be booked during or after pricing. A stored fare must be present.

6.12.1 Booking of ancillary services during pricing

e Select flights (optional) and click on 2Price”.

Itinerary

Booked - Air

b Class > Status Cnx _* Fare

b > Wed01Nov23 FRA-IAD  LHa1s W & 9h00m T4H HK LH
<) 12:86p - 04:55p

, ~, Wed 08Nov23 IAD-FRA |Ha19e W & 7h35m T4H  HK LH

06:05p - 07:40a

=/

e Amend pricing options where necessary and click on “Continue”.

Fare for selected Flights

Pricing Options

OPublished Fares MACheck/Uncheck All
MAdvance purchase

OContract Fares 20w Penalties

@®Both ®ailow Min Stay

MAllow Max Stay
@®Current Classes (OBest Available (O+ Fares
Validating Carrier
| Default v |
Travelers
Fare Selection Options
Tour Codes
Qualifiers

Tax Exempt Options

Services Filter

Available services will be displayed. Services which cannot be booked are greyed out.

e Select the service you want to add and click on “Continue”.
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Fare for selected Flights

Optional Services priced in CHF

Options for flight LH 418 from FRA - |IAD

OXYGEN

UMACCOMPANIED MINOR

BUSINESS LOUNGE ACCESS

LH - FlyNet Chat

LH - FlyNet Mail and Surf

LH - FlyNet Mail and Surf Plus

ADDITIONAL BAGGAGE

SECOND BAG

Options for flight LH 419 from IAD - FRA

OXYGEN

EXAMPLE/G

CHF 29230

EXAMPLE/G
CHF 140.00

EXAMPLE/G
CHF 38.00

EXAMPLE/G
CHF 6.85

EXAMPLE/G
CHF 16.60

EXAMPLE/G
CHF 28.30

CHF 1560

EXAMPLE/G
CHF 77.95

EXAMPLE/G

ADDITIONAL BAGGAGE

SECOND BAG

EXAMPLE/G
CHF 7795

© cancel

Selected chargeable and included services are displayed in “Fare for selected Flights”.

e Click on “Store Fare”.
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Hand Baggage

Hand Baggage

Fare for selected Flights
Total Airfare per Passenger - (Validated on LH)
Grand Total CHF - (ADT x 1)

Services priced in CHF

Options for flight LH 418 from FRA - IAD

BUSINESS LOUNGE ACCESS

Food and Beverages

Opticons for flight LH 419 from IAD - FRA

Food and Beverages

SUMMARY OF ALL CHARGES
Selected Options per traveler
Basic Airfare per traveler (see above)

Grand Total per tfraveler

EXAMPLE/G

38.00
830.85
877.85

Booked services to which an Electronic Miscellaneous Document (EMD) must be issued are
shown in “Special Service Request (SSR)".

LUFTHANSA GROUP NDC for groups manual

[+] Special Service Requests(S5R)
AIRLINE STATUS REQUEST SEGMENTS
F1 OTHS MISSING SSR CTCM MOBILE OR SSR CTCE EMAIL OR SSR CTCR MON-  ALL ALL
CONSENT FOR LH

LH PN FBLG BUSINESS LOUNGE ACCESS MR GROUP LH418 FRA-AD
EXAMPLE (ADT) D1NOV

LH HN ASVC E/BLG/FBLG/BUSINESS LOUNGE ACCESS MR GROUP LH418 FRA-AD
EXAMPLE (ADT) D1NOV
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6.12.2 Booking of ancillary services after pricing

e Select the flight for which a service shall be booked and click on “Services”.

@) Wed 0eNovzs

I e ) e o

Itinerary
Booked - Air
y O Class -+ Status Cnx e Fare
y O —, Wed 01Nov23 FRA-IAD |H418 W 4 9h0Om 74H HK H o1
£ 12:85p - 04:55p
IAD-FRA  LH419 W & 7h35m 74H HK LH 1

Issue Documents

e Select the service you want to add and

click on “Continue™.

Services

Optional Services priced in CHF
Options for flight LH 419 from |AD - FRA

OXYGEN

UNACCOMPANIED MINOR

CASH UPGRADE
« ENJOY THE AIRPORT AND ONBOARD BENEFITS AS WELL AS
+ THE MILEAGE ACCRUAL OF OUR PREMIUM CABINS.
« TICKET CONDITIONS AND FREE BAGGAGE
« ALLOWANCE REMAIN AS PER THE ORIGINALLY BOOKED
« FARE.
+ UPGRADE TO CABIN: PREMIUM ECONOMY

CASH UPGRADE
« ENJOY THE AIRPORT AND ONBOARD BENEFITS AS WELL AS
* THE MILEAGE ACCRUAL OF OUR PREMIUM CABINS.
« TICKET CONDITIONS AND FREE BAGGAGE
« ALLOWANCE REMAIN AS PER THE ORIGINALLY BOOKED
« FARE.
« UPGRADE TO CABIN: BUSINESS

WELCOME LOUNGE ACCESS

LH - FlyNet Chat

EXAMPLE/G

EXAMPLE/G
CHF 140.00

EXAMPLE/G
CHF 150.00

EXAMPLE/G
CHF 2080.00

EXAMPLE/G
CHF 4775

EXAMPLE/G
CHF 6.85

18T BAG UPTO50LB23KG 62LI1158CM
« Prepaid Baggage

SECOND BAG
« Prepaid Baggage

EXAMPLE/G
CHF 75.00

EXAMPLE/G
CHF 90.00

© Cancel ﬁ
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Booked services to which an Electronic Miscellaneous Document (EMD) must be issued are
shown in “Special Service Request (SSR)".

0 Special Service Requests(5SR)
ARLINE STATUS | REQUEST TRAVELERS SEGMENTS
F1 OTHS MISSING SSR CTCM MOBILE OR SSR CTCE EMAIL OR SSR CTCR NON-  ALL ALL

CONSENT FOR LH

LH HK FBLG BUSINESS LOUNGEACCESS MR GROUP LH418 FRA-IAD
EXAMPLE (ADT) 01NOV

LH PN FWLG WELCOME LOUNGE ACCESS MR GROUP LH418 |IAD-FRA
EXAMPLE (ADT) 0BNOV

LH HM ASVC E/WLG/FWLGMWELCOME LOUNGE ACCESS MR GROUP LH419 IAD-FRA
EXAMPLE (ADT) 08NOV

LH HD ASVC E/BLG/FBLG/BUSINESS LOUNGE ACCESS/A MR GROUP LH418 FRA-IAD
EXAMPLE (ADT) 01NOV

6.12.3 Issuance of Electronic Miscellaneous Document
(EMD-A)

Important

EMD-A must be issued at the same time or after the issuance of the ticket.

The status of the Special Service Request (SSR) must be Holding Confirmed “HK" for the
service itself and Holding Confirmed - EMD required “HD" for the EMD. In case the status

is still on Pending Need - Awaiting Confirmation “PN” / Holding Need “HN", redisplay/
refresh the PNR.

0 Special Service Requests(SSR)
AIRLINE STATUS | REQUEST TRAVELERS SEGMENTS
F1 OTHS MISSING SSR CTCM MOBILE OR SSR CTCE EMAIL OR SSR CTCR NON-  ALL ALL

CONSENT FOR LH

LH HK FBLG BUSINESS LOUNGEACCESS MR GROUP LH418 FRA-IAD
EXAMPLE (ADT) 01NOV

LH HK FWLG WELCOME LOUNGEACCESS MR GROUP LH419 IAD-FRA
EXAMPLE (ADT) 08NOV

LH HD ASVC E/'WLG/FWLGMWELCOME LOUNGE ACCESS/A MR GROUP LH419 IAD-FRA
EXAMPLE (ADT) 08NOV

LH HD ASVC E/BLG/FBLG/BUSINESS LOUNGE ACCESS/A MR GROUP LH418 FRA-IAD
EXAMPLE (ADT) 01NOV

e Select the flight(s) for which the ticket and / or EMD shall be issued and click on
“Issue Documents”.

Itinerary

Booked - Air

» Class *» Status Cnx @ Fare

» < Wed01Nov23 FRA-IAD LHa41s W & 9h0Om T4H HK LH 1
) 12:65p - 04:56p

> ~—, Wed 08Nov23 I|AD-FRA LH419 W & 7h35m 74H HK LH 1
) 06:05p-07:40a

I I e T oo
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Make sure to select a maximum of 9 passengers per transaction!

Issue Documents

Select the traveler(s) where ticket(s) and EMD(s) shall be issued and click on “Next”

1 - Travelers 2 - Fare Groups/Services 3 - Optional Selections

Seleet Travelers
TYPE TTLE FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH TICKETED FARE
ADT MR GROUP EXAMPLE 01JANZ2000
[ ]

Issue Documents

Select “Check All Fare Group(s)” and / or the Flight related Services.

Selact Fare Group(s)

2 - Fare Groups/Services 3 - Optional Selections

Uncheck All Fare Groups

ARA/FRA - ADT 830.85 (CHF)

4

¥ Uncheck Flight related Service(s)

Class = Status Cnx _# Fare
4 Wed 01Nov23 FRA-IAD [H41s W Oh0Om 74H HK LH 1
12:55p - 04:55p
MR ZROUP EXAMFLE (ADT)
Service Description Status Price (CHF) Type Number Cpn
BUSINESS LOUNGE ~ HD 38.00
ACCESS
p Wed 08Nov23 |AD-FRA LH419 W 7h35m 74H HK LH 1
06:05p - 07:40a
MR |GROUP EXAMFLE (ADT)
Service Description Status Price (CHF) Type Number Cpn
WELCOME LOUNGE  HD 47.75
ACCESS

ore I
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Issue Documents

2 - Fare Groups/Services 3 - Optional Selections

Forms of Payment

Service Endorsements - Show

© Back Issue Documents

e To change the Form of Payment, click on the arrow.

Issue Documents

2 - Fare Groups/Services 3 - Optional Selections

Forms of Payment - Hide

Company Number Expires Security Approval  First Name Last Name
: American Expres v / O\
Add Address
Associate Items by dragging - 925.60
FRA/FRA BUSINESS LOUNGE ACCE WELCOME LOUNGE ACCE
ADT 839.85 (CHF) 21| |ss & |ss a
GROUP EXAMPLE 38.00 (CHF) 47.75 (CHF)
GROUP EXAMPLE GROUP EXAMPLE

Add Credit Card Add Other

Service Endorsements - Hide
MR GROUP EXAMPLE (ADT)

© Back Issue Documents

e Associated items (ticket and chargeable services) to the form of payment are
shown. Click on Issue Documents.
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Issue Documents

2 - Fare Groups/Services 3 - Optional Selections

Forms of Payment - Hide

Other
¥ [CASH v |
\\ Associate Items by dragging - 925.60
FRA/FRA X BUSINESS LOUNGE ACCE WELCOME LOUNGE ACCE
ADT 839.85 (CHF) ]| |ss & |ss a
GROUP EXAMPLE 38.00 (CHF) 47.75 (CHF)
GROUP EXAMPLE GROUP EXAMPLE
Add Credit Card [l Add Other
Service Endorsements - Hide
MR GROUP EXAMPLE (ADT)
H H 11 H n
EMDs issued are shown in “Services”.
Services
REFERENCE SOURCE | TYPE TRANSACTION DATE | CPN | DESCRIPTION STATUS CURRENCY | TOTAL @ TRAVELERS SEGMENTS WOUCHER
2201817753303 LH EMD-A 22MAY23 1110 1  BUSINESS ISSUED CHF 38.00 MR GROUP LH418 FRA-
LOUNGE EXAMPLE IAD 01HOV
ACCESS (ADT)
2201817753304 LH EMD-A 22MAY23 1111 1  WELCOME ISSUED CHF 47 75 MR GROUP LH419 1AD-
LOUNGE EXAMPLE AR Y
ACCESS (ADT)

6.12.4 First bag for Light Fare

The first bag is only available for passengers holding a ticket at Light Fare, where Free
Baggage Allowance (FBA) is “nil” / “OPC" (O piece).

e Select the flights where the first bag shall be added and click on “Services”.
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Itinerary
Booked - Air
» Class »  Status Cnx @ Fare
» 7 WedO01Nov23 FRA-IAD LH41e W &/ On0Om 74H HK LH 1
| =t | - .
¥ 12:55p - 04:55p
» 7~ Wed08Nov23 IAD-FRA LH418 W & 7h35m 74H HK LH 1
"¢/ 06:05p - 07:40a
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e Select “1ST BAG UPTO50LB23KG 62LI158CM™ in the list of services for the
flight(s) and the passenger for which the service shall be added and click on
“Continue”.

1ST BAG UPTO50LB23KG 62LI158CM e SRR R
EUR 25.00 EUR 25.00 EUR 25.00
L
25.00

USTIGA LUSTIGK
EUR EUR 25.00

WASSER/)
25.00 EUR 25.00

FEUERSTEINR
EUR 25.00

Once the status of the service shows Holding Confirmed “HK" / Holding Confirmed - EMD
required “HD", in the list of Special Service Requests (SSR), issue the EMD as per chapter
“Issuance of Electronic Miscellaneous Document (EMD-A)"

6.12.5 Fixed price upgrade

6.12.5.1General information

Important: The ticket must be issued prior to booking and issuance of a fixed price
upgrade.

e Fixed price upgrades are available on flights of Austrian Airlines (OS), Lufthansa (LH)
and SWISS (LX).

e Upgrades to a higher cabin class can be booked until about 48 hours prior
to departure, provided a ticket is issued.

e Upgrades are possible from Economy Class to Premium Economy Class (on flights
where cabin class is offered), from Premium Economy Class to Business Class, from
Economy Class to Business Class of from Business Class to First Class (on flights
where cabin class is offered).

e Anupgrade is only possible if there are seats available in the targeted cabin class.

e The price depends on the booking class, the destination, and the base fare of
the issued ticket.

e The conditions (e.g., changes and refund) including the baggage allowance of the
original underlying ticket remain applicable.

e Standalone refund of an upgrade is not possible.

6.12.5.2 Booking of a fixed price upgrade

e Split off the passenger for which an upgrade shall be booked. See chapter “Split”.
e Select the flights where the upgrade shall be added and click on “Services”.
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Itinerary
Booked - Air

4

(]
~, Wed 01Nov23 FRA-IAD |na1s
’ D @ 12:55p - 04:55p

- . Wed 08Nov23 IAD-FRA (419
@ 06:05p - 07:40a

Class

W :?I

w oo

o Status Cnx 2

9h 00m 74H

7h35m 74H

m Create Fare | Auto-Exchange m © Delete

HK

HK

LH

LH

Fare

e Select “CASH UPGRADE" and scroll down (Example here: upgrade from Economy

Class to Premium Economy Class)

Services

Optional Services priced in CHF
Options for flight LH 419 from IAD - FRA
OXYGEN

UNACCOMPANIED MINOR

CASH UPGRADE
« ENJOY THE AIRPORT AMD OMBOARD BENEFITS AS WELL AS
+ THE MILEAGE ACCRUAL OF OUR PREMIUK CABINS.
« TICKET CONDITIONS AND FREE BAGGAGE
+ ALLOWANCE REMAIN AS PER THE ORIGINALLY BOOKED
* FARE.
+ UPGRADE TO CABIN: PREMILIM ECOMOMY

CASH UPGRADE
« ENJOY THE AIRPORT AMD OMBOARD BENEFITS AS WELL AS
+ THE MILEAGE ACCRUAL OF OUR PREMIUM CABINS.
+ TICKET CONDITIONS AND FREE BAGGAGE
+ ALLOWAMNCE REMAIN AS PER THE ORIGINALLY BOOKED
« FARE.
+ UPGRADE TO CABIN: BUSINESS

e To change the Form of Payment, click on the arrow.

:| American Expre: v i

dd Address

CASH UPGRADE
150.00 (CHF) E]
GROUP EXAMPLE

Add Credit Card Add Other

Service Endorsements - Show

Continue

Company Mumber Expires Security Approval

First Mame

© Cancel

Associate Items by dragging - 150.00

te ]

LastMame
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e Select the Form of Payment (FOP) and click on “Continue”.

Other

< [cAsH |

Associate Items by dragging - 150.00

150.00 (CHF)

CASH UPGRADE

GROUP EXAMPLE

Add Credit Card Add Other

Service Endorsements - Show

© Cancel

L]

The flight segment will change to the new cabin class and reflect the new Reservation
Booking Designator (RBD) (Booking Class) and the EMD is shown in Services.

Itinerary
Booked - Air

» O
» O

» O

Transactions

&

Q Wed 01Nov23
-

12:55p - 04:55p

—, Wed 08Nov23
06:05p - 07:40a

FRA-IAD

Class

W
IAD-FRA  LH419 EJ 7n35m 74H  HK
I 2 e P E o

LH418

9h 00m 74H

o Staus Cnx @

HK

Fare
LH 1
LH 1

LUFTHANSA GROUP NDC for groups manual

@ Tickets
REFERENCE SOURCE STATUS TRANSACTION DATE TRAVELERS SEGMENTS
2205744786028 B & H VOIDED 22MAY23 10:37 GROUP MR EXAMPLE (ADT) LH418 FRA-IAD 01NOV
LH419 IAD-FRA DBNOV
2205744786067 LH VOIDED 22MAY23 11:16 GROUP MR EXAMPLE (ADT) LH418 FRA-IAD 01NOV
LH419 IAD-FRA 08NOV
2205744786100 LH TICKETED  22MAY23 11:18 GROUP MR EXAMPLE (ADT) LH418 FRA-IAD 0TNOV
LH419 |AD-FRA 0BNOV
Services
REFERENCE SOURCE TYPE TRANSACTION DATE | CPM | DESCRIPTION STATUS | CURRENCY  TOTAL | TRAVELERS SEGMENTS
2201817753303 LH EMD-A  22MAY23 11:16 1 BUSINESS VOIDED CHF 38.00 MR GROUP LH418 FRA-
LOUNGE EXAMPLE (apT) 'AD O1MNOV
ACCESS
2201817753304 LH EMD-A  22MAY23 11:16 1 WELCOME VOIDED CHF 4775 MR GROUP LH419 1AD-
LOUNGE EXAMPLE (ADT) TTADBNOV
ACCESS
2201817753310 LH EMD-A  22MAY23 12:12 1 CASHUPGRADE | ISSUED CHF 150.00 MR GROUP LH419 IAD-
EXAMPLE (aDT) [T 0BNOV
Public
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6.13 Queue

Important: If the group PNR is not claimed in SPRK, the booking information is available in
Book-a-Group (BaG) only. Once the PNR is claimed in SPRK, important updates and
information (e.g., schedule changes) will trigger a placement of the PNR on the queue
in SPRK.

6.13.1 Schedule changes

PNRs affected by a schedule change will appear on queue number 7.

e To access the queue, click “Office Queues” on the main screen in SPRK.

ON QUEUES 2

Record Locator 2

Q

—» Advanced Search

e Click the foldericon of queue 7 to open it.
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Count Summary

Office ID [LX11 v |
Source | F1 - Farelogix v |
Active Only [_] Filter by agent

Queues
NUMBER a NAME
0 & GENERAL
1 & CONFIRMATION
2 & CONFIRMATIONFROMWAITLIST
6 & NON-AR SEGMENT NOTIFICATION
7 & SCHEDULECHANGE
9 & TICKETING TIME LIMIT (TTL) ADVISORY
10 & DUPLICATE PNR
12 & EXPIRED TIME LIMIT AND SSR CANCELLATION
14 & NEW MARRIED CONDITION
79 & INVOICING
. 4 ° 2k M

COUNT
20073 ww =
9333 ww =
76 - -
124 wm =
128 | mm|=
8552 ww =
751 ww =
1032 wm =
2 - -
11 —

1-10 of 15 items

Select the record locator to view the booking.

1

2

LX11: Queue 7
POSITION | DATE TIME

2023-01-01 14:06:24

2023-01-01 16:08:09

2023-01-01 16:50:44

2023-01-01 17:07:57

2023-01-01 19:50:44

2023-01-01 22:50:28

CATEGORY | PLACED BY

AUTOMATION

AUTOMATION

AUTOMATION

AUTOMATION

AUTOMATION

AUTOMATION

OFFICEID RECORD

MIAR

MIAR

MIAR

MIAR

MIAR

MIAR

PODXOW

3BEG4W

35GB4AW

PGKWOW

PIFWOW

PRKUWOW

The PNR will be displayed, and schedule change details are shown in the “Alerts” section.
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Queue 7 (3 0f 7) Q o o Q
Record Locator: Q6X41U0 T & =
Group Name: FLX TEST VALIDATION EDU  Group Size: 11
Alerts
D REASON CREATION DATE SOURCE DESCRIPTION
’ e ' N
L] scheduleChange 310CT19 16:29 Previous StatussUN LH 401 JFK FRA 2020- 1610 2020- 06:05
a flight 06-25 06-26
data
New  StatusTK LH 401 JFK FRA 2020- 16:05 2020- 05:45
b flight 06-25 06-26
data
> o
L] ScheduleChange 310CT19 16:30 Previous Status'UN LH 400 FRA JFK 2020- 11:00 2020- 13:40
a flight 06-04 06-04
data
vy
( New  StatusTK LH 400 FRA JFK 2020- 11:00 2020- 13:35
b flight 06-04 06-04
data
S

Wy,

The previous (a) and the new (b) flight data (Example here: JFK-FRA and FRA-JFK) is

displayed.

o If the passenger accepts the new flight(s) proposed, select the “ScheduleChange’

item and click on “Acknowledge”.

1

Acknowledge

Previous Status:HX
flight
data

Previous  Status:HX
flight
data

Alerts

D REASQON CREATION DATE SQURCE DESCRIPTION

[ sSRchange  01JAN231306  LH New OTHS Code: MISSING SSR GTCM MOBILE OR SSR CTCE EMAIL OR SSR CTCR NON-
SSR CONSENT FOR LH

ScheduleChange  01JAN23 13:06 | LH Previous Status:UN LH 8802 EWR FRA 2023-05-21 21:45 2023-05-22 11:45
flight
data
New  StatusTK LH 8802 EWR FRA 2023-05-21 21:50 2023-05-22 11:45
flight
data

[] sSRchange  01JAN23 1306  LH New OTHS Code: PLS ADV TKT NBR BY 04JAN23/1305Z OR LH OPTG/MKTG FLTS WILL BE
SSR CANX / APPLIC FARE RULE APPLIES IF IT DEMANDS

[] SSRchange  04JAN23 1306 LM New OTHS Code: UNTICKETED LH PAX/SEGS CANX DUE TO TTL EXPIRED //04JAN231305
SSR

[J cCancellation 04JAN23 13:05 LH

LH 7603 FRA EWR 2023-05-11 11:20 2023-05-11 1350

LH 8802 EWR FRA 2023-05-21 21:50 2023-05-22 11:45

e If the passenger does not accept the new flight(s) proposed, please contact your

LHG Groups Service Team.
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e To leave the queue, click on the crossed circle icon.

ALL
ALERTS 5 Queue7(10f1128) @ © T
TRAVELER 4

Record Locator: PODXOW [
TELEPHOMNE 5

=
-

e To remove the PNR from the queue, click on the trash icon next to “Queue 7.
Important: Do not click on the trash icon next to “Record Locator”, as this would

cancel the itinerary!

ALL
ALERTS 5 Queue 7 (10f1128) ) O_.LE
TRAVELER 4 Use the correct icon!

: T o
TELEPHOMNE b

o

=
-
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/ GLOSSARY

Abbreviation Description

ASR Advance Seat Reservation
OS Austrian Airlines

BSP Billing and Settlement Plan
BaG Book-a-Group

CcC Credit Card

DOB Date Of Birth

E.I\/ID Electronic Miscellaneous Document
FLX Farelogix

FOP Form Of Payment

GDS Global Distribution System
LH Lufthansa

LHG Lufthansa Group

LX SWISS

NDC New Distribution Capability
OPC Optional Payment Charge
PNR Passenger Name Record
PCC Pseudo City Code

SN Brussels Airlines

SPRK Sales and servicing tool for NDC content
SSR Special Service Request
1D Ticket Designator

The Lufthansa Group Airlines reserves the right to amend and / or to adapt and / or to delete content
described in this document at any time. Data is subject to change. Examples of bookings and fares are
for viewing purposes only and do not reflect actual data.

Products referred to in this document may be protected by trademarks and/or other intellectual
property rights of the respective owners. The publisher and the author make no claim to these third-
party rights. While reasonable precautions have been taken in preparing this document, the publisher
and author assume no responsibility for errors or omissions, or for damages resulting from the use of
information contained in it. In no event shall the publisher and the author be liable for any loss of profit,
loss of data, loss of business or any other commercial damage caused or alleged to have been caused
directly or indirectly by this document. The current “Lufthansa Group airlines Booking and Ticketing
Policy for Business Partners” and “Lufthansa Group Schedule Change/ Irregularity Policy for Travel
Agents” need to be adhered to when applying the instructions in this document.
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