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Module 1: Introduction

Welcome to the Booking Cars and Hotels using Viewpoint™ class. In this
course you will learn how easy it is to book both cars and hotels using
Viewpoint  and save the booking in the Apollo” system.

Prerequisites
To help ensure successful completion of this course, you need to be able to:
e Perform basic mouse and Microsoft Windows functions.
o Identify reservation tasks performed by a travel counselor (leisure or
corporate).
e Have at least six months experience booking travel reservations in a
computer reservations system (CRS).
Housekeeping

The following should be noted:

e Fire exits e Smoking area
e Restrooms e Phones
e Breaks e Messages

Course Length

This course is one day in length.

Course Objectives

Upon completion of this course, you will be able to:
e Create, change, and retrieve passenger name records (PNRs).

e Locate and display information from the Apollo”™ system using
Viewpoint .

e Sell, modify, and cancel hotels and cars.
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Module 1: Introduction

Method of Instruction
e Lecture
e Hands-on

e Practice

Student Reference Materials

This course book is designed as a learning tool to be used during class and as
a reference guide after class. Take notes directly in the course book and
complete all of the exercises.

Booking Guidelines

Throughout this class you will be working in Viewpoint , accessing the live
Apollo” system. This means that anything you sell is taking space from a
vendor’s inventory. To prevent loss of sales to a vendor, please follow these
instructions:

e Book only the dates indicated by your instructor.
e Use your name for the passenger name unless instructed otherwise.

e Follow all instructions. If instructions indicate to ignore a PNR, please
do so.

e Sell only the car and hotel vendors as instructed.
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Module 2: Getting Started

Before you begin booking cars and hotels in the Apollo® system, you first
need to understand the Apollo® platform of Focalpoint® and Viewpoint . In
addition to explaining these features, this module explains how to sign on to
and off of Apollo®, access Apollo” News, and display online help.

Module Objectives

Upon completion of this module, you will be able to:

Launch Viewpoint -

Sign on to Apollo” using Viewpoint

Identify and describe the Viewpoint  itinerary window components
Access Viewpoint' Help

Sign off of Apollo® without exiting Viewpoint

Sign on to Apollo” when Viewpoint " is already running

Sign off of Apollo® and exit Viewpoint™

Apollo®, Focalpoint®, and Viewpoint™

Apollo® is the name of the Computerized Reservations System (CRS) on
which you will be making travel reservations.

Focalpoint® is an application that integrates Microsoft Windows"—based
technology with the Apollo® CRS using your computer. With Focalpoint®,
you not only have access to Apollo®, but you also have access to Windows
applications such as Viewpoint . You will be using Viewpoint™ on your PC
to make reservations in the Apollo® CRS.

Viewpoint  is a computer application that uses the intuitive graphics of a
Windows"-based interface to make booking in the Apollo® system easy.
With Viewpoint™ , you don’t need to remember command codes. The
graphics on the screen will help you through what you need to do.
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Module 2: Getting Started

Launch Viewpoint™

You use Viewpoint  to sign on to the Apollo” system. How you start
Viewpoint  depends on how your systems administrator installed
Viewpoint .

If there is a Focalpoint® icon on your desktop, you double-click it to start
Focalpoint®, and then start Viewpoint™ from within Focalpoint®.

If there isn’t a Focalpoint”™ icon on your desktop, you double-click the
Viewpoint " icon.

When to use
Start Viewpoint  when you want to sign on to the Apollo® system.

How to use
To start Viewpoint , use the following steps.

1. Do one of the following from your desktop:
— Ifthere isn’t a Focalpoint icon, double-click the Viewpoint " icon and
then skip to the next section titled, “Signing on to Apollo® Using
Viewpoint .

2

— Ifthere is a Focalpoint icon on your desktop, double-click it to start
Focalpoint”.

L
LT

Focalpaint

The Focalpoint Logon window appears. You can wait 20 seconds or
click the Start Focalpoint button.

Focalpoint Logon

Type your user ID and press EHTER

i CHRIS Leave blank for the agency
{-(_7|'\‘_;-\ [CHRIS ] Leave®
N 19 zeconds left

SOYEE— 2 n
QLA
Language
|American Englizsh |
| Start Focalpoint I Don't start Focalpoint |
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Module 2: Getting Started

The Focalpoint window appears.

@8 Focalpoint Thursday, December 21, 2000, 11:10 9=l B3

File Edit Session ‘window Options Companions Help

& window 2
»

2 window 1

2. From the Companions menu, select Viewpoint.

As Viewpoint  starts, a Welcome screen briefly appears, and then the
Viewpoint™ sign on dialog box appears:

T /Wiewpoint - [PNR - HNo Names] Ol x] I
| File Edit A Fares Car Hotel Queues Map View Tools Window Help -|E' 5[
e s &e| o] o == d
Customer Shop Air Fares Car Hartel Map Finizh lifel=| E-Mail el
Sign On

To sign on please enter the information belaw:

Agent Sign-or

Pazswond:
Done PgeudaC [On Line .z
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Module 2: Getting Started

Sign on to Apollo® Using Viewpoint™

You sign on to the Apollo” system using an agent sign-on and password.
Your agency manager or secondary authorizer assigns your agent sign-on.

Passwords are six to ten characters in length and must be changed every 90
days. Apollo® prompts you when you need to assign yourself a new
password.

How to use
. ® . . . ™ .
To sign on to the Apollo™ system using Viewpoint , use the following steps.
1. Type your agent sign-on in the Agent Sign-on text box, and then press
Tab.
Note: Your agent sign-on appears in capital letters.
2. Type your password in the Password text box, then click OK.
Note: Asterisks display instead of your password.
After your agent sign-on and password are verified, the Front Page News
. . ® - .
window appears. It can include new Apollo™~ information, vendor
promotions, or important industry or government news. News items that
you can display more information on are displayed in blue text.
* ¥iewpoint - [PNR - No Names] =10 =]
] File Edit A Fares Car Hotel Queues Map Wiew Took Window Help == =]
(oo I I = 0 0 O O O = =R =8
NI
& st
- & n @ s —
= Back Forward Home  Print
E @ SIGN-OM COMPLETE/ABCDE/AG/15JAM — APOLLO
LTi (C)1971-2001 GALILEQ INTERMATICNAL. ALL RIGHTS RESERVED
LE ** EFFECTIVE 16 JAW 01 APROX ZOOOMT =**
ELECTRCNIC TICKET REFUMD/EXCHAMGE AUTHORIZATION
EL J (ETREA) FOR DETAILS SEE S TLQ/NEWS-EXCHRFDZ
L_ AF ANMOUNCES A WINTER SALE FARE PROMOTION FROM 12 USA
—_— GATEWAYS TO OVER 50 EURCPEAN CITIES. SEE FARE DISPLAY -
E ?N’\ ERITISH ATRWAYS HAWE ADDED NEW DESTINATIONS TO OUR
WORLD OFFERS. LAST SALE DATE IS JAM 17.SEE S*BAB/NEWS
AC THE ¥0O CHAIN I3 CHANGING RESERVATION PROVIDERS ON JAN 16
. IF PROELEMZ BENG ARISE PLEASE CONTACT ¥OUR GDS HELPDESKE.
R LAST SIGN-CNMN AT 2141 OM 15JAN0O1 FROM FS1714 QCS08
=[€D) -
fowr j
o T T
Owner Pseudo:|GH1 |
Bz E
3. Click Close to close the Front Page News window.
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Module 2: Getting Started

Viewpoint™ Itinerary Window

The Viewpoint  itinerary window is the window from which you will do
most of your work. As you perform the various tasks to create a travel
record, or PNR (Passenger Name Record), information is added to this
window.

The itinerary window has several parts:

Title Bar—displays the customer’s name if you have retrieved a PNR or
entered a name. Displays ‘No Names’ when working with a new record.
Menu—contains the commands for booking travel information.
Toolbar—buttons that enable easy access to the same functions as those
on the menu.

Customer/Itinerary Information—displays air, car, hotel, and ticketing
information.

Status Bar—displays helpful prompts, pseudo city code, system status,
and when a message is waiting.

Title Bar

Menu

¥ Viewpoint - [PNR - No Names] |- (O] x] I

Toolbar

| File Edt Ar Faes Car Hotel Queuss Map View Tools “indow Help -|5' 1'

Customer/
Itinerary
Information

Customer

- G

Shop

aﬁv

Air

@v

Fares

™

Hotel

&7
Car

E-Mail

®v| T

tap Finish

Issu
ele= i

mhﬁl

Status Bar

Done

= @ Record Locator: rnew record

l@ Names
Phones

Itinerary

@Weh Bookings

@ Stored Fares

Document Numbers

= @ Ticketing Arrangement

L Ticketing Arrangement:
L 3 Queue Minders

= '—-._:-J Document /Invoice Remark
L € Document Trwvoice Remarks

[F1 P Farm of Davmant Jid|

1B1E [OnLine Y
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Module 2: Getting Started

Access Help

Toolbar

Online Help is your resource for Viewpoint information and procedures. It
is available whenever you need it.

There are two ways to access Viewpoint  Help. Which method you use
depends on if you want help specific to the current screen (context-sensitive)
or help on another part of Viewpoint . Once you have accessed Help, you
can navigate to any part of the Help regardless of which method you used to
display it.

Help appears in a separate window, and can remain open as you work in
Viewpoint . It has several parts:

e Toolbar—buttons that control the display and printing of the topic in the
Help Topic Area.

e Command Tabs—used to determine the method of accessing help
information: table of contents, index search, or word/phrase search.

e Topic Access Area—area that lists the Help topics that you can display.
Double-click to open a specific book or to display a topic.

e Help Topic Area—Area in which the Help information is displayed.
Click on blue, underlined text to change the Help topic displayed.

E? Viewpoint Help =] E3 I

Command
Tabs

= D & O

Hide Back Haome Print DOptions

-

Topic
Access
Area

Contents Ilgdex I Search I
— Tips to Get You Started
CQ] “iewvpoint Help -

----- T what's New in Viewpoirt 2.5 (Spol |

----- T ] wihat's Mew in Wisswpoint 2.5 (Galik Wiewpoint™ incorporates a number of features that have

..... [2] Glossary of Terms been designed to make Viewpoint easy and efficient to use,
[E2} @ Previous Release Enhancements
- Introduction to Viewpaint what do you want to do?

Wielcome to Viewpoint
Crvervisn Ll pisplay Hints and FiHelp

I ise the Mause with Shartout Menus

o
] access F1 Help
] Uz the Mouse with Shortc

Use Drop-Dowven Combo Bo

Ll use Drop-Down Combe Boxes

Il use the calend
] Display Front Padge Mews H=e the Lalendar

A Use the Add Button
] Insert & Mew Seqment

M use the add Buttan

----- ] auto-Tab
..... ] Plan the ftinerary Ll insert a New Segment
] Select Flights to Sell
..... j Redisplay = Window Ll plan the Itinerar
----- ] Use the City Finder
----- Y| Save the tinerary = Hluse auta Tab
----- ] Cancel the finerary
?] Cancel & Seament L select Flights to Sell —

- Customizing Yiewpoint
- Creating a PMR/Booking File
- haking an Air Reservation

E]--Q Making a Car Reservation - Il Use the City Finder
Hdse the LIty Finder
4] | 3|

Ll pedisplay a window

Help
Topic
Area
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Module 2: Getting Started

Display Context-Sensitive Help

When to use

How to use

Practice

Display General Help

When to use

Context-sensitive help is help that is specific to where you are in
Viewpoint . For example, if you are looking at a Car Availability display,
help will be specific to the buttons and information on that screen.

Display context-sensitive Help when you are working with a specific
Viewpoint  window or screen and need help.

1. To display context-sensitive help, press F1.

The Viewpoint Help window will appear containing a topic specific to
the window or dialog box currently displayed.

2. To close the Viewpoint Help window, click the close button ().

Sign on to Viewpoint  and display the itinerary window. Display context-
sensitive help. What is the name of the Help topic that appears?

If you aren’t working in a specific part of Viewpoint ', or you are not sure
how to begin a task, access general Help. Once Help is displayed you can
scan through the list of topics.

Display general Help when are not sure how to begin a task.
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Module 2: Getting Started

How to use

To display general help, use the following steps.

L.

On the Help menu, click Contents.

The Viewpoint Help window appears:

| E? Viewpoint Help

N & O
Hde Gk Home  Pint  Options
Conterts |Igdex | gearch] =

() viewpairt He Welcome to Viewpoint™ -
iewwpoint Help

~ T3 what's News in Viewpoint 2.5 (Apdlio)

T3 Wihat's Mews in Viewpoint 2 5 (Galilen) Wiewpaint™ is an sasy-ta-use reservation product created to

Glossary of Terms assist you in all elernents of booking air, hotel, and car

54 Previous Releass Enfancements rentals. You can also manage all the supporting activity, such
. . as PMR/Booking File maintenance and storing fares.

=) Introduction to Yiewpoint

Viewpoint pravides user-friendly screens and dialog boxes to
guide and help you through all the tasks involved in making

Overview

@ The Toolhar Explained and servicing reservations,
@ Tips to Get Vou Started
@ Custamizing Viewnnint Viewpoint online help
(=1 @@ Creating & PNRBnoking Fils |
=48 Making an Air Resarvation The online help for Yiewpaint is a cornpiled Microsoft HTML
[+ & Making a Car Reservation Help systemn. It provides information about using features
-8 Making a Hotel Reservation available in Viewpoint as well as stsp-by-step help ta guids
[]'0 Working with Maps you _through th_e gppl\_catlon‘s basic functionality. The help
, application is divided into the following three areas:
[#- O Wiorking with Fares
2] Creating Travel Documents
* L « Toulbar allows you to navigate back and forth in help
5514 Using Custom Check : h
. as well as print topics and return to the online help
(51 4 Using Client File PlusPRO-flles, and Tr et -
& 4 Using Queues .

Left-hand tabs allow you to easily switch from the
table of contents to the index and word search tabs
with a click of the mouse.

Right-hand pane is where the topics content
appears as you use the help system,

Using left-hand tabs

Viewpoint online help includes the following left-hand tabs: =]

€I I » — =
L] o | [antie v

Expand any of the Help books by clicking the plus sign next to it ("@).
For example, click the plus sign next to the ‘Making a Car Reservation’
book.

The book opens, listing Help topics and/or other books. A question mark
icon (@) indicates a Help topic.

Note: You can also use the Index and Search functions to find a Help
topic.

Click a Help topic to display it. For example, click the ‘Car Reservation
Overview’ topic.

The Help topic appears in the Help Topic Area.
To close the Viewpoint Help window, click the close button ().

Note: You can keep the Viewpoint” Help Window open while you use
Viewpoint .

2.8
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Module 2: Getting Started

Practice

Sign Off of Apollo® without Exiting Viewpoint ™"

Display general help. Then answer the following questions.

L.

for ‘AAA’. What does it stand for?

Use the Viewpoint Help Content tab and look up the glossary definition

stand for?

Use the Viewpoint Help Search tab and search for ‘AAT’. What does it

If you are leaving your desk for an extended period of time, you should sign
off of the system. Signing off of the system prevents others from using it
under your ID.

If you are leaving your desk but plan on returning to it later in the day, you
will want to sign off without closing Viewpoint . This will enable you to
quickly sign back on when you return to your desk.

To sign off of the system without closing Viewpoint ', use the Tools menu:

¥ Viewpoint - [PNR - No Names] |_ O] %] I
| File Edit Ar Fares Car Hotel Queues Map View NSl “indow Help = |E| 1'
Hearden Seaments..
O~ T % | B e | ek
Customer Shop Air Fares | Car Wi S(us W E-Mail weh
Execute Custom Check Rules
Fiun Seript =
= @ Recaord Locator: rmew record Relay 4
Sign On..
l@ Names Ernulate. [!
Change Password.
(] Change Work Area.
Phones Betrieve Message
=| Itinerary
@Weh Bookings

@ Stored Fares

Document Numbers

= @ Ticketing Arrangement

L Ticketing Arrangement:
L 3 Queue Minders

= '—-._:-J Document /Invoice Remark
L € Document Trwvoice Remarks

[F1 P Farm of Davmant

Sign off from the host

-

[ fonGne [ 4
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When to use
. . o . . . ™
Sign off of Apollo®™ without exiting Viewpoint when you leave your desk
for an extended period of time, such as for a Iunch break, and plan on
working on the system later the same day.
How to use
. . o . . . ™
To sign off of the Apollo”™ system without exiting Viewpoint™, use the
following steps.
1. From the Tools menu, click Sign Off.
The Galileo Viewpoint information box appears:
Galileo Viewpoint
@ SIGN-OFF COMPLETE/18DEC - APOLLO
2. Click OK or press Enter.
. . . ™ . .
You are signed off of the Apollo” system. The Viewpoint  itinerary
window remains displayed.
¥ Viewpoint - [PHR - Ho Names] [_ o] ] I
| File Edit & Fares Car Hotel Queues Map Wiew Tools Window Help = |
- #v| 2| @ | o | o | T =) @ |
Customer Shop Air Fares Car Hotel Map Finish E-Mail Web
[= @ Record Locator: new record
@ Names
Phones
Itinerary
@Web Bookings
Stored Fares
Document Numbers
=] @ Ticketing Arrangement
L Ticketing Arrangerment:
L 3 Queue Minders
S = Document /Tnvoice Remark
L (3 Document,/ Invoice Remarks
[-1 ™ Farm nf Paurment LI
Dane 1B1B On Line =
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Sign on to Apollo® when Viewpoint™ is Running

When you sign off of the Apollo” system without closing Viewpoint , you
can quickly sign back on without having to re-launch Viewpoint .

To sign on to Apollo® when Viewpoint " is running, use the Tools menu:

¥ Viewpoint - [PHR - Ho Names] M=l &3 I
| File Edit & Fares Car Hotel Queues Map  View Window Help = |E' ﬂ
Rearden Seaments..
- - o A - o
@ &ﬁ @ @ Dptione...
Customer Shop At Fares Car
Execute Custom Check Rules...
Fun Script.. =l
[= @ Record Lacator: rmew record Relay 4
Sign Off g
> Names Emulate..
Change Password...
l Change Work Area...
Phones Betrieve Message
Itinerary
@Web Bookings
Stored Fares
Document Numbers
= @ Ticketing Arrangement e
L Ticketing Arrangement;
L (3 Queus Minders
Bz = Document /Tnvoice Remark
L (3 Document Invaice Remarks
[l ™ Form nf Pavment i
Sign on to the host On Line: |z

When to use

When you sign off the Apollo® system without exiting Viewpoint , you can
quickly sign back on.
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How to use

To sign on to the Apollo® system when Viewpoint™ is already running,
complete the following steps:

1. From the Tools menu, click Sign On.

The Sign On dialog box appears:

* 'Yiewpoint - [PHR - Ho Names] =100 x] I
| File Edit & Fares Car Hotel Queues Map View Tools Window Help _|E' ﬂ

@yl gl e w| o] X |

Customer Shop At Fares Car Hatel tap Finish  |Doics) EMail |t

[= @ Record Locator: new record

@ Names

gn O X
Phones To gign on please enter the information belov:
Itinerary Agent Sign-on |
P o
@Web Bookings e
% Stored Fares
o
== 0k Cancel
Document Number o ] —I
= @ Ticketing Arrangement e
L Ticketing Arrangement;
L (3 Queus Minders
Bk = Document /Tnvoice Remark
L (3 Document Invaice Remarks

[l ™ Form nf Pavment LI

Ready On Line: |z

2. Type your agent sine in the Agent Sign-on text box, and then press Tab.

3. Type your password in the Password text box, then press Enter or click
OK.

After your agent sign-on and password are verified, the Front Page News
window appears.

4. Click Close to close the Front Page News window.
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Sign Off and Exit Viewpoint™

When you are ready to leave for the day or no longer want to use Apollo® for
the day, you will want to sign off of Apollo® and exit Viewpoint .

To sign off of the system and exit Viewpoint , use the File menu:

E-Mail

v -

¥ Viewpoint - [PHR - Ho Names] M=l &3 I
j Edit Air Fares Car Hotel Queues Map View Toolz Window Help = |E' ﬂ
. @v
: Create/Edit Custamer Information. oo Patel Map Finich
Create/Edit Special Services.. -
[z Create/Edit Ticketing Arangement..

MNew. Wv @' | %v @ |
Web
— Create/Edt Bemarks =
Create/Edit Eorm of Papment...

Retrieve PMR...
Save PNR...

Get PRO-ile.

Apply Custom Check...

[Catice!| Seament(s]
[Eatee! bherany
lanare

lgnore and Redisplay

SendTo 3
Erint. Chil+P
Bririt Bresien,

PFrint Customer Itinerary.

PFrint Setup...

Exit Alt+F4 t

E \EEBEIHQ grra gemen!:

L (3 Queus Minders

Bz = Document /Tnvoice Remark
L (3 Document Invaice Remarks

A1 P Form of Pavrment Jid|

Signs off from the hast and closes the applicatian On Line: ’7 A

When to use
Exit Viewpoint  when you no longer want to use the Apollo® system for the
day.

How to use
To exit Viewpoint ', use the following steps.

1. From the File menu, click Exit and Sign Off.

The Galileo Viewpoint information box appears:

Galileo Viewpoint

@ SIGN-0FF COMPLETE/A1SDEC - AFOLLO

2. Click OK or press Enter.

Viewpoint  closes and you are returned to your desktop or an
application that is still running. If you are using Focalpoint®, select Exit
Focalpoint from the File menu to close it.
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Summary

In this module, you have learned how to:

e Launch Viewpoint

e Sign on to Apollo® using Viewpoint

e Identify and describe the Viewpoint  itinerary window components
e Access Viewpoint Help

e Sign off of Apollo® without exiting Viewpoint

o Sign on to Apollo® when Viewpoint" is already running

e Sign off of Apollo® and exit Viewpoint
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Module 3: Building a Basic PNR

In order to create and save a car or hotel reservation, you must enter certain
traveler information. This module describes how to you enter traveler

. . . . . ™ .

information in Viewpoint to create a basic PNR.

Module Objectives

Upon completion of this module, you will be able to:

e Identify the five required fields for a PNR in Apollo®
e Create a basic PNR in Apollo®

e Change a PNR

The Passenger Name Record

The Apollo® system maintains a record of traveler reservations and
associated information in a PNR. Each PNR consists of an itinerary for one
or more travelers, and specific types of information maintained in traveler
data fields. The traveler data fields fall into two categories:

e Mandatory PNR fields.
e Optional PNR fields.

The key difference between these fields is that Apollo® does ot let you save
the PNR unless it includes all mandatory information.
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Module 3: Building a Basic PNR

Mandatory Fields

The following table describes the five mandatory fields.

Field Name

Description

Phone

Field containing the area code and phone number where a
customer can be contacted. More than one phone number
can and should be included. (You may need to call a

customer at work or home with schedule or fare changes.)

Received

Field containing the name of the person who requested the
reservation. This can be the name of the customer, a
secretary, or another agent.

Itinerary

The actual reservations. It may contain air, car, hotel,
cruise, tour, or rail reservations; or, any combination of
these.

Name

Field containing the name of each customer for whom the
reservation is made. You may enter up to nine names in a
PNR.

Ticketing

Field containing the date when the travel documents (such
as air or train tickets) will be issued.

Adding Customer Information

You can add the mandatory PNR parts individually. This section describes

how to begin a PNR by adding customer information, which includes three of

the mandatory fields and several optional fields:

Name
Phone
Address

Ticketing

Form of payment

Frequent flyer

You will learn how to add the remaining mandatory fields, Itinerary and
Received, in later modules.

3.2
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Module 3: Building a Basic PNR

You use the Customer Information dialog box to enter customer information.
The Customer Information dialog box has 6 tabs that you can access in any
order. Following is an example of the Name tab.

Customer Information I

Mame |Frequenl FI_l,lerI F'honel Addressesl Ticketingl Farrn af F'a_l,lmentl

Last Mame [required]: ||

First Mame [required) I
and Title [optianal):

Mame Fie_Id Ee.marks I ™ Infant
[optional):
s | el el
Hamesz:
Type | Last Mame | First Mame | Mame Remark.s - Optional |

(]9 I Cancel |

Note: Before you can enter Frequent Flyer information, you must first enter a
name and save it to the Itinerary.

When to use

Add customer information when the customer is new to your agency or you
don’t have the customer’s basic information already recorded in Apollo®.
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How to use
Follow these steps to add customer information necessary for creating a
passenger name record (PNR).
1. Click Customer on the toolbar, and select Create/Edit Customer
Information — Name.
The Customer Information dialog box appears.
Customer Information I
Harne |Flequent Flyerl F'honel Addressesl Ticketingl Farm of F'a_l,lmentl
Last Hame [required]: ||
First Mame [required]
and Title [optional):
Name[ol-';ilodnﬂaﬁ:marks I I~ Infart
N k=] Dere |
Hames:
Type | Last Name | First Hame | Mame Remarkz - Optional |
Ok I Cancel |
The Customer Information dialog appears, allowing you to enter or
change the travelers’ name(s), phone, address, etc. to create the PNR.
2. To add the Name field:
a. Type the last name of the first traveler (required) and press Tab.
b. Type the first name (required). Optionally, type a title (e.g. Mr.,
Ms., etc.). Then press Tab.
c. Type any name field remarks (e.g. child age 10 years) (optional).
d. If the customer is under two years old, click the Infant check box.
e. Click Add. The name details transfer to the lower box.
f. If there are additional travelers on this PNR, repeat steps a through e.
Note: You must enter at least one name in the PNR Name field. Each
PNR can hold up to nine names. For corporate customers, you should
book one customer per PNR, unless there is a group traveling together
and wants to be booked in the same PNR.
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3. Click the Phone tab.
The Phone tab appears.

Customer Information I

Mame I Frequent Flyer  Phone |Addresses| Ticketingl Farrm of F‘aymentl

" Freeform: I

City Code: Tupe: Fhone Mumber:
& Etandard! [vZ -LESTER B PEARSON IN =] [TRAVEL AGENT =] [305 555-1000/GREEN TR

Add HModify | Dielete |

MNumber / Message
305 555-1000/GREEN TREE TRAWEL-

Phones:

ak I Cancel |

Note: The Phone field contains telephone numbers for your travel
agency, the traveler’s business, residence and/or hotel, and can also
include fax numbers. Your agency phone number should always be
entered first, because Apollo® automatically sends the first three Phone
fields to all carriers in the itinerary. There may be times when an airline
will want to call you regarding your customer’s flight.

4. To add a standard Phone field:

a. Type the 3-character city code or city name for the customer contact,
or click the down arrow to select a code. Then press Tab.

Continued on next page
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How to use (Cont.)
b. Type the first letter of the type of contact or select one from the list.
Then press Tab.

Contact Type Description

Travel agency Identifies phone contact as a travel agency.
Considered the airline’s primary contact.

Business Business contact for you to call your customer
with schedule or fare changes.

Residence Residence phone contact for you to call your
customer with schedule or fare changes.

Accommodation Hotel contact for you or an airline to call your
customer with any changes in the flight schedule.

No contact To not enter a phone number.

Fax For you to send an itinerary or other form of
information via the customer’s fax.

Email address For you to send an itinerary or other form of
information via email.

c. Type the phone number.
Click Add.

The phone details transfer to the lower box and now you are ready to
add another phone number.

5. Click the Address tab to add the customer or delivery addresses.
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The Address tab appears. This is an optional field that you can complete
with a customer street address, a delivery address, or both.

Customer Information E

Mame | Frequent FI_l,Jerl Phore Addresses |Ticketing| Form of Paymentl

" Delivery Field

City, State or Province : Hediy |
Dptional Field | -
| =
|

Optional Field
Change Sub Field |

Mame |ANTDN MILLER Add

Sheet Address

Paostal Code

The Address field requires that pow enter data in the first two zublields and a postal code

Addresses:

ak. I Cancel |

Apollo” reads the address of your customer from the Address field or the
Delivery field for purposes of billing, delivery, or both. Apollo®
generally references the Address field for billing and the Delivery field
for delivery.

You might only include one of these fields in a PNR, but may choose to
use both under the following circumstances:

e The billing address is different than the delivery address.
e Additional delivery instructions exist, such as leave with front desk.

6. To add an address field:
a. Type the customer’s address and delivery address information,
tabbing from field to field.
b. Click Add to transfer the address details to the lower box.

Continued on next page
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How to use (Cont.)
7. Click the Ticketing tab.
The Ticketing tab appears.

Customer Information

The Ticketing field can identify one of the following:
e Date when the ticket is scheduled to be issued.
e Acknowledgment that the ticket Aas been issued.

Unlike the Name and Phone fields, where the PNR will accept multiple
names and phone numbers, the Ticketing field is a single-item field. You
can enter only one Ticketing field in a PNR.
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Select the type of ticket information you want added. Depending on the
type you select, additional required and optional fields will appear.

If your PNR will not contain a segment requiring a ticket, click None.

Ticket Type | Required Optional
TAU Date Remarks, Branch office
code
TAW Date, Time, and/or Account Remarks, Branch office
code
TL Time, Date, or Pick-up at Remarks, Airport, Airline
airport 30 minutes prior to
departure
T No additional fields display No additional fields display
Other/Manual | T/ (automatically filled in) Freeform text
None No additional fields display No additional fields display

9. Click the Form of Payment tab.
The Form Of Payment tab appears.

Customer Information I

Mame I Frequent FI_l,Jerl F'honel Addressesl Ticketing ~ Form of Payment |

 Hint
Specify Ma Forrm of
) ) ) Payment or delste
" Credit Card: [ Galileo prefers Viza ) ezl Eamm o
rsa Payment.
erdar: L wwsa =
[Saral M mter: |
It M=
Erpiatin I_ I_

™| Extended Baymert

" Check/Cheque

" Cash .
Usge (@ or [ bo separate items.

| |

" Other:

#-Freefarm

o]

Cancel |

10. Select the Form of Payment.

For Credit Card, complete the associated fields for Vendor, Card
Number, and Expiration Date.

11. Click OK.

The fields that you completed are saved to the itinerary window.
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Changing PNR Fields

If a PNR contains incorrect information, such as a misspelled name or

incorrect phone number, you can easily correct it. With Viewpoint , it is
easy to change and delete PNR data.

Changing Customer Information

Changing customer information is similar to adding it. You use the same
dialog box as you do when you add customer information:

Customer Information E I

M armne I Frequent Flyer  Phone |Addresses| Ticketingl Farrm of F'aymentl

€ Freefarm: I
City Code: Tupe: Phone Humber:
& Standad] | []] [
wdd it | ElEE |
FPhaones:
City Code | Type | Mumber / Mezsage |
CHI Travel Agent 12 555-1000/GREEN TREE TRAVEL-
CHI Business A2 482-9292
CHI Residence 847 2912727

ak I Cahicel
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You can display the Customer Information tab that contains the information
to be changed directly by selecting it from the Customer menu. For example,
to change a phone number you would select Phone from the Create/Edit
Customer Information menu.

¥ Viewpoint - [PNR - MILLER] |- (O] x] |
| File Edit Ar Fares Car Hotel Queues Map View Tooks Window Help - |E| 1'
o @ w|w|e| | o] %lfg “
Customer Shop Air Fares Car Hotel Map Finish | locs E-Mail | wieb
1 New... -
Cre.ate/E dit Custames Infamation Hame
Create/Edt Bemarks »  Frequent Flyer
Create/Edit Special Services
Create/Edit Ticketing Arangement... Addresses...
Create/Edit Eorm of Payment... Ticketing...
Rietieve PNA.. Form of Pagment...
Save PNR
Get PROfle...
Apply Custom Eheck I0/GREEM TREE TRAVEL-
[Canee! Segmentls] Pz
Cancel ltinerary E7 i
lgnore
Ignore and Redisplay
SendTo »
Erint. Chl+F  brrber: 251 Booking Code: ¥ # Seats: 1
Biifit Preview.. rOO1
Print Customer Itinerary... grni. Shlcagﬂclé - Hg
rpt, Denver -U.s.
Print Setup... 10:49
Exit AlFd B L - Last seat
Esit and Sign Off .
2 UA - United Flight Murnber: 944 Booking Code: ¥ # Geats: 1
Date:  Tuesday, June 05, 2001
From:  DEN - Denver Intl Arpt, Denver CO - U.5.
Ta: ORD - O'Hare Intl Arpt, Chicago IL - U.S. ;l
£dd, Change, or Delete Phone 1B1B  |OnLine Y

You can also directly access a Customer Information tab using the shortcut
menu. To display a shortcut menu, move the pointer over the information
that you want to change and right-click. Below is another example of
accessing the Phone tab.

¥ Viewpoint - [PNR - MILLER] =] E3
| File Edit A Fares Car Hotel Queues Map Yiew Tools ‘Window Help - |5| 5[
| o] x| @ e | wm| o | w i |
Customer Shop At Fares Car Hatel Map Finish | o= EMail | web
= @ Record Locator, new record
=i @ Names
MILLER, AMTOM
35| phonec
Typ%e
Travel Agent|(CHI)|312 555-1000,GREEN TREE TRAVEL-
BEusiness (CHI)|312 482-9292
Residence  |(CHI)|S47 291-2727 e
Itinerary
1 UA - United Flight Number: 251 Booking Code: ¥ # Seats; 1
Date:  Friday, June 01, 2001
From:  ORD - O'Hare Intl Arpt, Chicago IL - US.
To: DEN - Denver Intl Arpt, Denver CO - U.S.
Departs: 09:15 Arrives: 10:49
Status: 55 - Sold Sel Type: L - Last seat
Avalable for electronic ticketing
2 UA - United Flight Mumber: 944 Booking Code: ¥ # Seats: 1
Date:  Tuesday, June 05, 2001
From:  DEN - Denver Intl Arpt, Denver CO - U.S.
Ta: ORD - O'Hare Intl Arpt, Chicago IL - U.S. j
Add, Change, or Delete Phones 1E1B On Line ,_ i
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When to use

Change the phone, address, ticketing, or form of payment in the PNR if it is
incorrect.

How to use

To change customer information, complete the following steps:

1. Click the Customer toolbar button and select Create/Edit Customer
Information.

2. Select the appropriate menu option.
The Customer Information dialog box appears.

3. Make one or more of the following changes:

— To add a name, frequent flyer information, phone, or address:
a. Type the information in the appropriate text boxes.
b. Click Add.
— To modify a name, phone, or address:
a. Click the line of information to be changed (in lower half of
dialog box).
b. Change the information in one or more of the text boxes (in
upper half of dialog box).
c. Click Modify.
— To modify ticketing or form of payment, simply make the
appropriate change.

4. Click OK.
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Practice

Create a new PNR for your customer who lives and works in your city. Use

your name for the customer unless instructed otherwise. Add your name and
a work telephone number, 555-1717. Add your agency telephone number as
well.

1. Display your name on the itinerary window.
2. Add a home telephone, 581-8282.
3. Change the work telephone to 555-2179.

Note: Do not ignore the PNR. You will use it in another practice.

Summary

In this module you have learned how to:

o Identify the five required fields to create a PNR in Apollo®
e Create a basic PNR in Apollo®

e Change a PNR
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Notes
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Module 4: Adding Agency, Business, and Personal Information

Module Objectives

You can keep information about your agency, corporate accounts, and your
travelers in Apollo” profiles. By having this information stored in profiles,
you can move most traveler data from the profile directly to the PNR, saving
you the time and effort it would take to enter it. The three levels of profiles
are:

e Agency
e Business

e Personal

Upon completion of this module you will be able to:

e Identify and define the three levels of profiles in Apollo®™

e Move agency, business, and personal traveler information into a PNR
o Display agency, business, and personal files

e Move selected profile lines

e List profiles with similar names

Agency, Business, Personal Files

Agency File

Agency, business, and personal files comprise the three levels of profiles in
Apollo®.

The agency file contains information pertinent to your travel agency. There
is one pseudo city code for each agency file. The agency file includes
agency policies and procedures for common tasks, such as ticketing and
accepted forms of payment. It includes the agency’s phone number, which
moves to the first Phone field in the PNR.

You should always move the agency file, even when you are creating a PNR
for a new customer who has no business or personal file.
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Business File

Personal File

Move Profiles

The business file contains information pertinent to your corporate accounts.
Business files contain a business phone number for each corporate account
and related information, such as the form of payment and any applicable
discounts.

The personal file contains information specific to your individual travelers.
Personal files contain the customer’s name, phone number, address, preferred
form of payment, frequent flyer numbers, discount numbers, and meal and
seating preferences.

A personal file must be associated to a business file.

Moving data from business or personal files to a PNR creates an association
between the PNR and the profiles. When multiple profile associations exist,
the first associated profile is the PNR default active profile.

When to use
Refer to the table below to see when to move each of these types of files into
a PNR.
For a customer: Move:
Without a business file stored in Apollo® The agency file.
With a business file, but no personal file stored in The business file.
Apollo®.
With a personal file and a business file stored in The personal file.
Apollo”.
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How to use
When you want to move an entire profile without displaying it, complete the
following steps:
1. Click Customer on the toolbar and select Get PRO-file.
The Retrieve PRO-file dialog box appears.

Retrieve PRO-file ]|

Beceived from: I i~ Hints

Enter the caller's name.

Agent Mame: I

Pzeuda City: I'I B1B vl

Business File: I

Perzonal File: I Host

™| tErge Freferenices @ Apgla " Galileo
MowveE sl Ceyvels | Mowe Agency Only | Diizplay | List | Cancel |

Enter the caller's name.

Viewpoint " automatically fills in the pseudo city code. A Hints group
box to the right displays hints for the text box that you are completing.

2. Complete the Retrieve PRO-file dialog box using the guidelines in the
following table.

In this box: Type:

Received from: | Name of person making reservation.

Agent Name: Y our name.

Pseudo City: Automatically pre-filled with pseudo city code where
profile resides.

Business File: Business file title when moving information from business
file.

Personal File: Personal file title when moving information from personal
file.

When you enter a personal profile, Viewpoint  checks the Merge
Preferences checkbox automatically. When Merge Preferences is
checked, business travel preferences will take precedence over personal
preferences. To clear Merge Preferences, click the checkbox .

Continued on next page
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How to use (Cont.)

3. Do one of the following:

— Click Move All Levels to move all levels.

—  Click the available button: Move Personal Only, Move Business
Only, or Move Agency Only. Only one of these buttons will be
available. Which button is available depends on whether you’ve
entered a business profile, personal file, or both.

Practice

Use Viewpoint  to perform the following tasks.

1. You are making a reservation for a new customer, Joey Sanchez. You
have no information on file yet. Move your agency file to include the
agency phone number with your name. Type the customer’s first name
for the Received field.

2. Ignore the PNR.

Display Profiles and Move Selected Lines

When to use

Display profiles when you want to see what’s in the profile before moving it,
or if you want to select which lines to move.

How to use

To display a profile and select which lines to move, complete the following
steps:

1. Click Customer on the toolbar and select Get PRO-file.
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The Retrieve PRO-file dialog box appears.

> |

Beceived from: I —Hints :

Enter the caller's name.

Agent Mame: I

Fareudo City: Im

Buziness File: I

Perzanal File: I st

= Werge Freterences & Apolls ) Galleo
Imye &l Levels | Move Agency Only | Display | Lysh | Cancel |

Enter the caller's name.

2. Complete the Retrieve PRO-file dialog box using the guidelines in the

following table.

In this box: Type:

Received from: Name of person making reservation.

Agent Name: Your name.

Pseudo City: Automatically pre-filled with pseudo city code where
profile resides.

Business File: Business file title when moving information from business
file.

Personal File: Personal file title when moving information from personal
file.

Note: If you aren’t going to move the profile (i.e., only display it), you
need enter only the pseudo city to display the agency profile or the
pseudo city and business or personal file.

Continued on next page
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How to use (Cont.)

Click Display to view the entire profile.

The profile appears.

= File Move Line View Find Tools Window Help

=& x|

Itinerary

'H

Fpmend

@%v

Find

G

Update

a7

View

-
=
Mave

o | A
el “window

BUS

Business File: FOREST PREF:B  03/11/99

| [ Hints

@
O
o
&

TN/FOREST PAPER COMPANT

100 A/ FOREST PAPER COMPANY@1000 TIMBER LANE@ROLLING MEADOWS IL Z/60008

110P/P:CHIB/B47 5556000
3BYC/@EC/HERTZZE CORPORATE RATES CD-12345

=g A4vH /@ 5HAFORTE HOTELS-FE CORPORATE RATES CD-7E5432
@f 45vH/E5HAHOLIDAY INN-HI CORPORATE RATES CD-123456783

= 4BYHA@EH/RADISSON-RD CORPORATE RATES CD-123456

&

80VR/AMUTHANK vOU FOR YOUR BUSINESS

Use Spacebar to
select lines to
move.

Use Up/Dawn
aross ko highlight
different lings

AGY

OO0 RS

Ready

Agency File: 1B1B-LEARNING SOLUTIONS

TM/LEARNING SOLUTIONS TRAINING PROFILE - 05123451
2¢/PNYZAS 1905 555-1000/GREEN TREE TRAVELCHRIS
3B/

AM/LEARNING SOLUTIONS TR&INING PROFILE

8B/

EB/

TM/PLEASE CONTACT ROBYN FULLMER WITH QUESTIONS
EM/PHOME: 847 518 4226

06/02/95

=
1818 [OnLine Ry

Lines with a circle and line (@) are never moved.

Lines with an empty check box (L) will not be moved. Lines with a

check mark in the check box (E7) will be moved. You can change
whether or not these lines are moved.

To change which lines are moved, click the profile line check box.
Keyboard: Use the Up and Down arrow keys to navigate to the line to be
changed and then press the Spacebar.

To move the profile, click the Move button on the toolbar, and then
select one of the following from the menu:
All Levels
Agency Only
Business Only
Personal Only

4.6
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Practice

List Profiles

When to use

The profile moves and appears on the itinerary window. A dialog box
confirming the move similar to the following appears.

Galileo Yiewpoint E3

& Copy was successful, All fields had copied.

Click OK.
To close the profile display window, click Close Window.

Use Viewpoint  to perform the following tasks.

1.
2.

Display your agency profile.

Providing there is more than one line available to move, change one of
lines to move or not move (e.g., change a line that is selected to move so
it doesn’t move).

Move the agency profile.
Ignore the PNR.

If you are not sure of the exact spelling of a profile, you can list profiles with
names similar to what you enter.

List profiles with similar names to find profiles similar to the name you enter.
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How to use

To list a profile, complete the following steps:
1. Click Customer on the toolbar and select Get PRO-file.
The Retrieve PRO-file dialog box appears.

Retrieve PRO-file ]|

Beceived from: I i~ Hints

Enter the caller's name.

Agent Mame: I

Pzeuda City: I'I B1B vl

Business File: I

Perzonal File: I Host

= Werge Freterences & Apolls ) Galileo
Imye &l Levels | Move Agency Only | Display | Lysh | Cancel |

Enter the caller's name.

2. Complete the Retrieve PRO-file dialog box. In the Business File and
Personal File text boxes, you can enter as little as one character to list
similar names.

For example, if you weren’t sure if a business file was “Forest” or
“Forester”, you might type ‘For’ in the Business File text box to list
similar names.

3. Click List to view profiles with a similar name.

The Select List Type dialog box appears.

Select List Type I
Lizt &l

+ Buginess Files Like FOR

" Personal Files associated ta FOR

Cancel |

4. Click the type of profile to list: Business Files Like or Personal Files
associated to.
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5. Click OK.

The Similar Names List dialog box appears.

Similar Names List for 1B1B |

Several different PRO-files were found that match your request. Please select the
ahe you wizh to uze.

| Business PRO-files

Select I ore | Cancel

6. To select a profile, double-click it.
The Retrieve PRO-file dialog box reappears.
7. Move or display the profile.
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Summary

In this module you learned how to:

Identify and define the three levels of profiles in Apollo®.

Move agency, business, and personal traveler information into a PNR.
Display agency, business, and personal files.

Move selected profile lines.

List profiles with similar names.

4.10
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Module 5: Selling Cars

CarMaster , the car reservation feature of the Apollo” system, is one of the
most comprehensive, accurate, and flexible car-booking programs available.
Viewpoint  makes booking a reservation in CarMaster quick and easy.

Module Objectives

Upon completion of this module, you will be able to:

e Describe car rental company participation levels in the Apollo® system.
e Sell cars without a discount number (Reference sell).

e Display rules from Car Availability.

e Display location and vendor descriptions.

e Modify booked car segments.

e Cancel booked car segments.

e Sell cars with a discount number (Direct sell)
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Module 5: Selling Cars

Participation Levels

Inside Availability®

Inside Link®

Non-Link

When a car rental company joins Apollo®, it chooses a level of participation.
There are three levels of participation:

o Inside Availability®
e Inside Link®

e Non-link

A participant’s participation level is indicated on various Viewpoint
screens. This section defines each participation level and explains how it
works.

Inside Availability” works the same as calling a company’s 800 central
reservation telephone number. You can view and sell the same inventory
without waiting for a reservations agent to help you. With an Inside
Availability® participant you have direct access into the car rental company’s
system for availability, rules, and rates. You receive a confirmation number
instantly when you sell a car. A reservation is built in the participant’s
computer system prior to finishing (saving) the PNR.

An Inside Link® participant gives you the ability to go directly to the car
rental company for an instant confirmation at time of booking. The car
reservation is automatically built in the participant’s computer system before
the PNR is end transacted (saved).

A non-link participant responds to a sell message and sends back a
confirmation number only after end transact and after the sell message has
been processed by the vendor.
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Reference Sell

Customers are often price-conscious shoppers. Using Viewpoint , you can
display car availability with validated rates, listed in low-to-high order, to
assist you in shopping for the best available rate. You can also add qualifiers
to narrow your search for special rates.

The first step when booking a car without a discount number is to see what
types of cars and rates are available. This is called displaying low-to-high
availability. A low-to-high availability shows you car rental companies, car
types, and the availability of cars at a specified location.

The only rates displayed are those that have been validated against rules
based on:

e Date and day or week

e Advance booking

¢ Minimum and maximum rental periods

e Availability

If you’ve already booked air segments, select the air segment affer which the
car segment is to follow. Viewpoint  will insert the car segment after the

selected air segment and use the date, time, and airport information to
complete some of the required information for the reference sell.

In the example below, the first air segment to Denver is selected.

¥ Viewpoint - [PNR - HANDEL] [_ 7] x]
= File Edit Air Fares Car Hotel Queues Map View Took ‘Window Help & LI
| #w|&|le|w| g X|FE |
Customer Shop Air Fares Car Hotel Map Finish DEeE) E-Mail Web

=] @ Record Locator: new record

B T Names
HANDEL, RICHARD

Phones

UA - United Flight Rurr
Tuesday, February 05, 2002

ORD - O'Hare Intl Arpt, Chicago IL - U.5.
DEN - Den ntl Arpt, Denver CO - U.S.

07:00 08:29

L - Last seat

2 UA - United Flight Nurmber: 257 Booking Code: ¥ # Seats: 1
Date:  Thursday, February 07, 2002
From:  ORD - O'Hare Intl Arpt, Chicago IL - W.S.
To: DEN - Denver Intl Arpt, Denver CO - LS.
Departs: 15:15  Artives: 16:46
Status: S5 - Sold Sell Type: L - Last seat
Avalable for electronic ticketing

Fow LI
B8 [onire |

Continued on next page

Booking Cars and Hotels using Viewpoint™ Course Book, February 2004 5.3



Module 5: Selling Cars

Reference Sell (Cont.)

Following is an example of the dialog box you use when reference selling a
car, with the dates, times, and location information pre-filled based on the
selected air segment.

Car Availability | ] |

List of Selected Qualifiers
Pickup Date: 02/05402

Retun D ate: 02407702
Fate Type: D - Daily
Pickup Time: 08:29
Return Time: 14:15

City or &irport: DEN - Denver |

Basic Fields I Wendor Specific I One \wWay I More Car Types I Fiate Categories I
—Date
Pickup Date:  {02/05/02 = Tuesday Time: W
Retumn Date:  |02/07/02 = | Thursday  Time: [14:15
— Rental Company
Wendor 1: lﬁ
Wendor 2: lﬁ
Wendor 3: lﬁ
— Rental Location
City or Airpart: IDEN - Denver Intl Arpt j
& Ajport Denver Intl Arpt
' City Locations Derver
" \fia Reference Point I j

" Lacation |0 I I W Ear aster Losation

Bate Type: ID - Daily vl

Car Size: I = () - l

Search I

Cancel |

Time when car will be returned

When you reference sell a car, you use the above Car Availability dialog
box. The Basic Fields tab contains the required fields for requesting
availability: pickup and return dates and time and location.

You can narrow your search by entering more information on the Basic
Fields tab or on the other tabs:

Vendor Specific—Enter corporate discount number, ID, and rate code

for Inside Availability™ vendors.

One Way—Enter drop-off information for one-way rentals.

More Car Types—Enter up to three car types and indicate automatic
transmission and air conditioning preferences.

Rate Categories—Request specific mileage, rates, and currency.

After you complete the required fields and begin the search, Viewpoint -
displays the results in the Car Availability window.
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Below is an example of the results from the February 5-7 car availability for
Denver.

¥ Wiewpoint - [Car Availability - DEM 5Feb-7Feb]

= File Intoimation  Search  Altenate Rates Sell Sort Options  Window Help o 1|
. =
= &= [l w [l & @ AEc...
Iinerany Car Tupe Shuttle | Description | Al Rates Fules Sell Mare Wb Window

City/fiirpart: DEM - Dervver Intl Arpt, CO US DAILY Rates

Dates: Tue 5Febto Thu 7 Feb - Iﬁ
STHO/PROM distances are in miles List of Selected Qualifiers: | Pickup Date: 02/05/02 h

US Dollars [USD) Cars in list: 10

3 v|Lir’|a ILink IVendnr Location Car Type | Rate Amt | Est Baserate |F’|ePay |FM |PerMi\e IDisl |\nc\usinns

[5] FULLY QUALIFIED RATES

tage Terminal i T

] Advantage Terminal 1 a T

3 % Advantage Teminal CD&R 2560 LML a T

4 % Dollar Teminal ECAR 2799 g3.97 UNL o7

1 % Dollar Teminal ED&R 2799 8397 UHL 0T

B % Advantage Terminal CCAR 28E3 85.83 LML 1} T

7 % Dallar Teminal CCAR 2999 89.97 LML o T

& % Dallar Teminal CDAR 2999 89.97 LML o T

9 % Enterprise Teminal ECAR 355 95.85 UML 1} T

10 % Advantage Terminal IDAR 3260 97.80 LML a T

& Marked Rate %Ins\de Link @ Inside Availatilty 4 Upsell Rate

Ready 1B1E  [OnLine [

From the Car Availability window, you can display information on the
vendor’s car types, location, and rules and sell the car using the buttons on
the toolbar or the menus.

Note: The legend at the bottom of the Car Availability window indicates
those vendors that are Inside Availability®™ (%) participants and those that
are Inside Link® (%).

Reference selling follows these three major steps:
1. Display car availability
2. Display car rules

3. Sell the car

Each of these steps is described in detail.

Booking Cars and Hotels using Viewpoint™ Course Book, February 2004 5.5



Module 5: Selling Cars

Display Car Availability

When to use
Reference sell when booking a car without a discount number. Start by
displaying car availability.
How to use
To reference sell a car using low-to-high availability, use these steps.
1. To insert the car reservation after a booked segment, select the segment.
2. From the Car menu, select Availability.
The Car Availability dialog box appears.
e~ |
Basic Fields I Wendor Specific I One \wWay I More Car Types I Fiate Categories I List of Selected Qualifiers
Date Pickup Date: 08207701
5 - Fieturn Date: 08410701
Pickup Date: |08/07/0 = Tuesday Time: [12:19 Rate Type: D - Daily
Retun Date:  |08/10/01 | = | Friday Time: |10:44 Pickup Time: 12:19
— Return Time: 10:44
— Rental Company City or &irport: DRD - D*Hare |
“Wendor 1 I vl
Wendor 2 I vl
WVendor 3 lﬁ
— Rental Location
City or Airpart: IDHD - O'Hare Intl Arpt j
' ﬁ' O'Hare Intl Arpt
" City Locations Chicago LI—I j
" \fia Reference Point I j
" Location |D l— I HerEarester Lasatir
Bate Type: m Car Size: Im
Search I Cancel |
Enter the airport code or press Alt+D own Arraw to select from a list.
3. Complete the Basic Fields tab. Press Tab to move from field to field or
use your mouse.
a. Enter the Pickup and Return dates and times.
A date can by typed in several formats including MM/DD/YY and
DDMMM. For example, October 6, 2001 can be entered 10/06/01,
10/6/01, 060CT, or 60CT. The time can be entered in military time
or using the A.M. and P.M. indicators. For example, three forty-five
in the afternoon can be entered as 15:45, 3:45PM, or 3:45P.
You can also select a date from the calendar. To access the calendar,
click the Pickup Date or Return Date down arrow. Click the date,
and then click the OK button.
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b. If applicable, enter a Rental Company.
Note: You must enter an Inside Availability™ Rental Company if
you want to use a corporate discount number.
C. Spemfy the Rental Location by doing one of the following:
To specify an Airport location, type or select an airport from the
drop-down menu.
— To specify a City Location:

1.
2.

Type or select a city from the drop-down menu.
Click City Locations.

— To specify a city location Via a Reference Point:

1.
2.
3.

4.
5.

6.
7.

Type or select a city from the drop-down menu.

Click Via Reference Point.

Click the down arrow to select a reference point.

The Reference Point dialog box appears.

Select a reference point from the list by clicking it.
Click OK.

The Car Index dialog box appears.

Select an area or specific vendor location by clicking it.
Click OK.

— To specify a location using a Location ID, click Location ID
and type the ID in the corresponding text box.
d. Select the Rate Type.
e. Select the Car Size.
As you complete fields on the Basic tab, your selections appear in
the ‘List of Selected Qualifiers’ text box located on the right side of
the dialog box.

Note: After completing the Basic Fields tab, you can begin your search or
enter additional search criteria using the other tabs. To begin the search, skip

to Step 8.

Continued on next page
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How to use (Cont.)

4. If you are booking a car for a customer using a corporate discount
number, click the Vendor Specific tab.

The Vendor Specific Tab appears.

Car Availability |
Basic Fields  “endor Specific | One \wWay I More Car Types I Fiate Categories I izt of Selected Qualifiers
Pickup Date: 0840701
Yendar Corparate D # Rate Cade ST OEEA 1 :E IEI.FI]1
Digcount # Rate Type: D - Daily
Pickup Time: 12:19
1 Avis I I I Return Time: 10:44
City or Airport: ORD - D'Hare |
Wendor 1: Z1 - Avis
2 Hertz I I I Wendor 22 ZE - Hertz
E | | |
—Hint
“r'ou may azk for rates bazed on a corporate discount number, frequent renter 4 I I _’I
number, or even a specific rate code. The CD number and D number apply
only ko companies offering Inside Aswvailability.

Search I Cancel |

Enter a corporate dizcount number for this car company.

Complete the following text boxes for each Vendor:
a. Corporate Discount #

b. ID#

c. Rate Code

5. If the car will be dropped off at a different location than where it is being
picked up, click the One Way tab.
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The One Way tab appears:

Car Availability [ %}

Basic Fields | Wendor Specific  OneWay | tare Car Typesl Rate Categaries |
~ Find Location

Select drop location from a list if different from pickup.

Lty or Airport I\ -

@ Ajport

" City Location

" Yia Aeference Paint I -
el EplEret
" Drop Location |0

1:Wendor  Awis l— = WomEatister Los
2 Wendor  Hertz l—
3 Wendor l—

—Hint

“Y'ou can request ane way rates for cars that are to be dropped off &t a
different location. Y'ou can select an airport, choose a city location from a
list. or enter specific 1Ds if known.

cor |

ist of Selected Qualifiers

Fickup Date: 08207701
Fetun Date: 08210401

Fate Type: D - Daily

Fickup Time: 12:19

Feturn Time: 10:44

City or Airpor: ORD - O'Hare |
Wendor 1: ZI - Avis

Wendor 2: ZE - Hertz

Enter the airport code or press Al+Down Arow to select from a list.

Specify the drop-off location by doing one of the following:

— Select an airport.
Select a city location.
Select a city and reference point.

6. If you want to specify more than one car type, transmission preference,

Select Drop Location ID and type a location ID.

or air conditioning preference, click the More Car Types tab.

The More Car Types tab appears.

B asic Fleldsl Wendor Speclhcl One'way More Car Types | Rate Eategnrlesl

Size Category Type Code
1.zl [ -
2 [ =l (e =

| =T - =l

¥ Automatic Trahsmission [# Air Conditioning

[all types) [all types)

(%}

— Hint

“f'ou may specify up to 3 preferred car sizes. You can alsa be
specific about the transmigsion, air conditioning, and other
categaries if desired.

=N

Car Availability [>] |

izt of Selected Qualifiers

Pickup Date: 0807701
Rieturn Date: 08410401

Rate Type: D - Daily

Pickup Time: 12:19

Ficturn Time: 10:44

Wendar 1: ZI - Avis

Wendar 2: ZE - Hertz

City or Airport: ORD - O'Hare |

Select 5 preferred car size from the list.

Continued on next page
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How to use (Cont.)

Request more car types by doing the following for each car type:

a. Select the size by clicking the Size down arrow and clicking an
option. Then press Tab.

b. Select the category by clicking the Category down arrow and
clicking an option.

c. To select Automatic Transmission, click its check box.

d. To select Air Conditioning, click its check box.

If you want to specify a rate category, mileage option, or currency, click
the Rate Categories tab.

The Rate Categories tab appears.

Car Availability | ] |
B asic Fields I Wendor Specific I One \wWay I Mare Car Types  Rate Categories | izt of Selected Qualifiers
Rate Cat _ Pickup Date: 08207701
Biate Categor: S = | Retum Date: 08/10/01

Rate Type: D - Daily

I" Unlimited mileage anly Pickup Time: 12:19

™ Guaranteed rates only Feturn Time: 10:44

c Wendor 1: Z1 - Avis
[ e Vendor 22 ZE - Hertz

@ Defaut ' Local € List | I City or Airport: ORD - O'Hare |
— Hint

“Y'ou can limit rates based on mileage charges. guaranteed rates. ar a
category of rates. You may also agk to zee rates in a specific
CUTENCY.

Search I Cancel

Select from thiz list if a special category iz required, such as govemment or package rates.
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Request rate category options by doing the following:

a. Select the Rate Category by clicking the down arrow and clicking a
rate.

b. To request only unlimited mileage rates, click the Unlimited mileage
only check box.

c. Torequest only guaranteed rates, click the Guaranteed rates only
check box.

d. To display rates in a different currency, click Local, or, click List and
then click the drop down arrow and select a currency.

e. Click Search.

The Car Availability window appears.

¥ Viewpoint - [Car Availability - ORD 7Aug-10Aug]

| File Information  Search  Alemate Rates Sell Sot Options  Window  Help _|5'5|

= | ®© g | | Ao
linerary Car Type Shuttle | Description | Al Rates Fules Sell More “Web indow
City/Aiport: ORD - 0'Hare Intl Arpt, 1L US DAILY Rates
Dt e oA G i A List of Selected Quslfiers: [ Pickup D ate: D/07/01 |
STHD/PROM distances are in miles US Dollars [USD) i
Cars in list: 10
# "[lne [Link [vendor Jlocation  [CarType [Rateamt [EstBaseiate |PrePay [P [PerMile |Dist [ Inclusions

[E] FULLY QUALIFIED RATES

1 Terminal 40.00 120,00 0 T
2 Terminal 0T
3 A Teminal CCAR 46.00 13800 UNL 0T
4 Aoz Teminal CDAR 46.00 136,00 UNL [
5 Avis Teminal IC&R 50.00 150,00 UNL a7
3 %-“‘ Avis Terminal SCAR 54.00 162.00 UNL 0T
TR Avis Teminal FCAR 5500 166,00 UNL 0T
g Hertz Terminal ECAR 57.99 17397 LINL 1} T
9 Hertz Teminal STAR 59.99 179.97 UNL a7
[ Hertz Teminal CCAR 60.93 182.97 UNL (I
@ MakedRate @lnside Link & Inside Avallabilty 4 Upsell Rate
Ready 1B1E [OnLine [

You can sort the available cars in a different order other than low-to-high
by clicking any of the column headers. For example, you could click the
Vendor column header to sort available cars by vendor.
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Update Car Availability

If your customer changes his or her mind or initially gave you the wrong
travel information, you can easily update the Car Availability request.

Rather than start over, you can update your original search request, changing

only the incorrect criteria using the Search menu.

v Vlewpnml [Car Availability -
= Eile InfDrma\unmAlemaleHales Sell Sot Options Window Help

mng,a,y Ea’ e New Search,

City&sirport: ORD - 0 [ Cityraiport: ORD - 0 ¥ 1 A0 7Aug104ug

Dates: Tue 7 Aug to Fri 10 Aug
STHD/PROM distances are in miles

ORD 7Aug-10Aug]

== x]
= £ & @ £ { .
AltRates Fules Sell Kore Web Window
ALY Fiates
List of Selected Qualifiers: | Fickup Date: 0840701 'I
US Dallars (USD]

Carsinlist: 10

# 'ILine |Lmk |Vendor ILocalion

ICarType Rate Amt | Est Baserate |PreF‘ay IFM

IPer Mile ID\sl

| Inclusions:

[Z] FULLY QUALIFIED RATES

Terminal
i Teminal
3G A Terminal
4 %-“‘ Avis Terminal
5@ Avis Terminal
6 Qg Avis Terminal
7TEE A Terminal
8 % Hertz Terminal
9@y Het Terminal
10§y Henz Terminal

& Marked Rate

Changes search qualifiers and search again

CCAR 45 og 13800
CDAR 46.00 138.00
IC&R 50,00 160,00
SCAR 54.00 162.00
FCAR 56.00 168.00
ECAR 57.93 17397
STAR 5393 173997
CCAR 6099 18297

@yinside Link @ Inside Availabilty 4 Upsell Rate

cooo o oo o ol

I IR I IR ISR I —i

1B1B

Online [ |

When to use
Update car availability to change any of the search qualifiers that you
initially entered.
How to use
To update a Car Availability display, use the following steps.
1. From the Car Availability Search menu, select Update Search.
The Car Availability dialog box appears with the search information you
initially entered.
2. Make the necessary changes to the search qualifiers.
3. Click Search.
The Car Availability window is updated with the results reflecting the
updated search qualifiers.
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Displaying Rules from Car Availability

Many car rental rates have restrictions attached. The rates shown on a low-
to-high availability need to be verified. You should display the rules to see if
there are any restrictions for a particular rate.

Viewing rules is an important part of the booking process. It provides an
opportunity to confirm any particulars with your customer, such as:

e Rental requirements (e.g. minimum and maximum days).

e Requirements for guarantee of deposit.

e Policies regarding cancellations.

e General information added by the car rental company.

You can easily display rules from a low-to-high Car Availability display.

When to use

Display rules from a low-to-high Car Availability to verify rates and vendor
policies.

How to use

To display rules from a low-to-high Car Availability, complete the following
steps:

1. Select a car by clicking it.

Continued on next page
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How to use (Cont.)
2. Click the Rules button on the toolbar.

The Rules Display window appears.

¥ Viewpoint - [Rules Display - CarMaster] | _ 2] x]
| File Tax CDW Sell Options! “Window Help _I_I- < 5'
A o | Ao
inerary Tax COw Sell Veb Window

Vendor  Z1-&VIS

5] Notices

“MOVE DOWN= FOR COMPLETE DESCRIPTION OF RULES INCLUDING APPROX
TOTAL TAXES SURCHARGES COVERAGE CAR TYPE AND LOCATION DATA

Summary Information

Arrival: 12:19p Tue 7Aug ORDTO1

Feturn: 10:44a Fri 10Aug

Cartype: ECAR CHEVROLET METRO LSI 2 DOOR

Estimated base rate:  120.00 USD - ADDITIONAL DROP CHARGE MAY APPLY
Approx total cost of rental: 14435 USD

Rate Detail
%

Baserate includes:  DAY/HOUR CHARGES
Lpprox total includes: BASE RATE PLUS TAXES AND SURCHARGES

Diaily: [*3DY) 40.00 USD UNL FM 0.00 Per MI
Extra day [* 0XD] 40.00 USD UNL FM 0.00 Per MI
Etra hour: [* DHR) 13.34USD UNL FM 0.00 Per WI
Rate guarantee period: 06720707 - 06/20/02
Rate cade: 87 DAILY LAC VALIDATED
Daily / Standard
5] Taxes
TAX 18.00 percent - included in total rate
= Surcharges/Other Required Charges
: =l
Fleady 1818 [OnLine [

3. Use the scroll bar to scroll through the rules.
4. To close the Rules Display window, click Close Window.

Display a Description from Car Availability

You can access specific information about a rental location or about a vendor
from a Car Availability display. Specific information about a rental location
includes the hours of operation, telephone number, refueling policy, and
more. You can get similar information at a corporate level as well.

When to use

Display a description from availability when you need information on a
location or vendor.
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How to use

To display a description from a Car Availability display, complete the

following steps:

1. Select a location by clicking it.

2. Click the Description button on the toolbar.

The Car Descriptions window appears with the General keyword
displayed for the location you selected. The following example shows
the General description of the Thrifty location at O’Hare airport.

¥ Viewpoint - [Car Descriptions]
| File Description View Edit ‘Window Help

=lE1x]

El

Deseription

- = T | Ao
Itinerary [iGre, ‘web Window

GoTo

ZT - Thiifty ORDOO OHARE INTL ARPT

Keyword Description
» General Location Infoimation
AGE AGE REQUIREMENT
CARS CARAEHICLE TYPES
CDW COLL DAMAGE WAIVER
E] DROP DROPOFF/OMEWAYS
EXPR EXPRESS SERWICE

= CAC OECLICL IR Bl s

Description Type:

 Locaton
© Wendor

ORD -3961 H. MAHNHEIM ROAD
Phone : 847-928-2000
HOURS: OPEN 24 HOURS DAILY* SEE ARRV FOR RESTRICTIONS

Ready

1B14  [Online [

From here you can get information at a corporate level or change the

type of information by changing keywords.

3. To change the information from a specific location to the corporate

vendor, click Vendor.

Continued on next page
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How to use (Cont.)

The following example shows the General description for Thrifty at a
corporate level.

¥ Viewpoint - [Car Descriptions]
= File Description Wiew Edit “Window Help & LI
= e = @ AEce-.
Itinerary Description | GoTo Iolare Wieh Window
ZT - Thrifty
P Description Type
Keywaord Description
x General Carpaorate Information
AGE AGE REQUIREMENT L
Bl CARS Ca4RAEHICLE TYPES .
DROP DROPOFF/ONEWATS & Hendoi
B GAS REFUELING POLICY
INS INSURANCE/COVERAGE
B eou PO T ARER T =l
ITHRIFTY RENT-A-CAR SYSTEMS INC.
5330 E. 31ST. ST TULSA 0K 74135
Ready 114 [OnLine [

4. To change to a different Keyword other than General, double-click the
desired keyword.

The description appears, and an ‘X’ appears next to the selected
keyword. An ‘X’ indicates that you have viewed the description.

5. To close the Car Descriptions window, click Close Window.

Sell a Car

Sell a car once you find one that meets your customer’s needs. You can sell
a car from a Rules Display or from a Car Availability display.

When to use

Sell a car after you have displayed availability and have read the rules.
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How to use

To sell a car from a Rules Display or from a Car Availability display,
complete the following steps:

1. Do one of the following:
— To sell a car from Car Availability
a. Select a car by clicking it.
b. Click the Sell button on the toolbar.

— To sell a car from a Rules Display, click the Sell button on the
toolbar.

The Sell dialog box appears.

&
Basic Fields | Custarner I R ate Categories | Special | Ore ey | List of Selected Sell Options
Pickup Date: 4ug 7 Tue Tme 1213 mew[ | |"EE
Feturn Date:  Auwg 10 Fri Time:  10:44
Wendar: 2l - Aviz Corp Discount #: I—
Car Type: ECAR Fate: 4000 USD

CHEYROLET METRO LSI 2
City: ORD - O'Hare Intl Arpt Location ID:  ORDTOT

Hint

Use the tabs ta find a variety of qualifiers which may provide
more information to the car company for thiz booking.

Sel I Cancel |

Enter arriving flight uzing airline code and flight number if applicable.

Use the Sell dialog box to provide any optional details that might be
needed before completing the sale. You can add optional fields and
transmit them to the vendor at the same time as the car rental request.

The Basic Fields tab shows details that have already been selected. Any
additional options appear in the List of Selected Sell Options.

Use the other Sell tabs to enter optional sell information.

Continued on next page
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Module 5: Selling Cars

How to use (Cont.)

2. Click Sell.

The Sell, Modify, Cancel — Vendor Summary window appears
confirming your sell request or reservation.

¥ Viewpoint - [Sell. Modify, Cancel - Yendor Summary]
| File Edit “iew “Window Help == x]

&
tinerary [ web

vis Slatus: onfo
Pickup: 7Aug at 12:19 Retwrn:  10Aug at 10:44
City- ORD - O'Hare Intl Arpt ORDTO1
CAR TYPE: ECAR - Economy # of cars: 1

Daily Standard Rate Hate Code: 87

DAILY AMT: 40.00USD Gtd LML FM
Booking Source: 14537482

Mame: CHRIS ZACHS

Fate Guarantee:  USD40.000Y-00 MI UNLE7

Wendor Text

APPRON TOTAL 14435 USD INCLUDES TAXES/FEES/SURCHARGES
FOR INFORMATION ON ADDL INCLUDED ITEMS SEE CADZIe/TAX
LICENSE MY BE DMY CHCKD.GOOD RECORD NEEDED TO RENT

FOR A QUICKER CHECKOUT INPUT WIZARD NUMBER IN THE AD-FIELD
CONFIRMED ECAR CHEVROLET METROD LS| 2 DOOR

Fleady 1818 [OnLine [

To return to the itinerary window, click the Itinerary button or close the
window.

The itinerary window appears, displaying the sold car segment.

| File Edit A Faes Car Hotel Queues Map View Tooks Window Help _|ﬂ£|

ol Zl x| &= g ¥ L]

Customer Shop At Fares Car Hotel Map

4=
E-Rail

|»

=] @ Record Locator: new record

= Q Names
ZACHS, CHRIS

Phones

Ttinerary

Pick up: Tuesday, August 07, 2001 at 12:19 Chicago 1 Car
Drop off: Friday, August 10, 2001 at 10:44

o 21 - Avis Car Type: ECAR - Economy

40.00 USD - Guaranteed UNL Free Miles

Rate Code: 87 Status; 55 - Sold Confirmation: 2617 1580MX1

@ Stored Fares

Document Numbers

=) @ Ticketing Arrangement
L Ticketing Arrangement;
L (3 Queue Minders
— [l
Dane 1816 [On Line —
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Module 5: Selling Cars

Practice

Use the PNR you started in Module 3. Your customer will be in Chicago six
months from now and needs a car. Your customer wants to pick up the car at
O’Hare airport Tuesday morning at 10:00 and drop it off Thursday afternoon
at 4:00. Your customer prefers Hertz intermediate sized cars with unlimited
mileage. Your customer doesn’t have a corporate discount number and
wants the least expensive car.

1.
2
3.
4

S.

Display low-to-high availability.
Display the rules for the least expensive car.
Sell the least expensive car.

Add a special service request indicating that the customer requests a non-
smoking car.

Display the Itinerary to view the car segment.

Note: Do not cancel the car segment. You will use it in the next practice.

Save the PNR

The final step to selling a car is to save the PNR. When you are selling
an Inside Link® participant, the time period to communicate through the
link is approximately ten minutes. Since Apollo” does not alert you to
the time-out, it is best practice to save the PNR quickly. Saving a PNR is
discussed in Module 6.
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Display a Description for a Car Reservation

After you’ve booked the car, you can easily get information on the rental
location or vendor, such as shuttle information or telephone number. The
description information is the same as from a Car Availability display.

When to use

Display car descriptions when you need information on the location or
vendor for a booked car segment.

How to use
To display a description for a booked car segment, use the following steps.
1. On the itinerary window, click the car segment.
2. Click Car on the toolbar and select Description.
The Car Descriptions window appears with the General keyword
displayed for the location where the car is booked.
3. To change the information from a specific location to the corporate
vendor, click Vendor.
4. To change to a different Keyword other than General, double-click the
desired keyword.
5. To close the Car Descriptions window, click Close Window.
Practice
Use the PNR from the previous car practice (Chicago, Hertz intermediate
sized car). Display shuttle information for the location that you have booked.
Note: Do not cancel the car segment. You will use it in the next practice.
5.20 Booking Cars and Hotels using Viewpoint™ Course Book, February 2004



Module 5: Selling Cars

Modify a Car Segment

When to use

How to use

You can easily modify a car segment after it has been booked. Using
Viewpoint , you can see if your requested modifications are available before
committing to modify the booked car segment.

Modify a booked car segment when you want to keep the reservation but
need to make minor changes to it, such as car type.

To modify a booked car segment, use the following steps.

1.
2.

On the itinerary window, click the booked car segment.

Click Car on the toolbar and select Modify.

Note: You can also right-click the car segment and select Modify

Segment from the shortcut menu.

The Car Modify dialog box appears with the options the car was booked

with already selected.

izt of Selected Modify Options

Retum Date: IDSH 0/2001 v[ Friday Tirne: |1D:44 Ah | Departi

— Rental Company
Wendor:  Fa - Able

Corp Dizcount #: I

— Rental Location
Location: SFO

—Car Type
After selecting a vendar, you may select a car type
from availability or specify the car type below:

Check Availability |

Fickup Date: D8/08/72001
Fickup Time: 12:19 PM
Return Date: 0871072001
Return Time: 10:44 AM
Fickup Location: SFO

Car Type: EDAR

Rate Code: FOREVE
Booking Source: UA

First Mame: PAUL

Last Mame: HANDEL

Car Modity ]|
Basic Fields | Eustomerl Rate Eategoriesl Special I One Wayl
Date:
Pickup D ate: | - | ‘wednesday Time: |12219 Pt | Elight #:

Size Categary
IE - Econamy j ID - 4-doar j IV Auto Trans W Ajr Cond.
[ves) [autamatic)
Car Type: |EDAF|
Modify I Cancel

Enter date or press Alt+Down Arrow to select date from calendar

Continued on next page
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Module 5: Selling Cars

How to use (Cont.)

3. Make the desired modifications to the car segment.

4. Click Check Availability to see if your modifications are available.

The Car Type Availability dialog box appears with a car matching your

modifications selected if available.

Car Modify

Biasic Fields | T

D ates
Pickup Date:

Fieturn D ate:

— Rental Comg
Vendor.  Fu

— Rental Loca

Location:

—Car Type—
Alfter selectiv
from availabi

Sizge

I | - Intermediz

Car Type: IT

Select a vendar [oZa0amn

CityAdirport: SFO - San Francizco Intl drpt, Ca US

Yiewpoint - [Car Type Availability]

Select one of the following available car types to continue the sell, or select Cancel to

start aver again.

Able
Able
Able
Able
Able
Able
Able
Able
Able

Cancel |

SFOOmM
SFOOmM
SFOOmM
SFOOmM
SFOOmM
SFOOM
SFOOmM
SFOOM
SFOOmM

IDAR -

SCAR -
SDAR -
SHAR -
FCAR -
FDAR -
PCAR -
PDAR -
- Lusury
ECAR -

LCAR

4 DR Intrmed

Standard
4DR 5td

Std Special
Full Size

4 DR Full Size
Premium

4 DR Premium

Economy

AVAIL
AMAIL
AWAIL
AMAIL
AWAIL
AMAIL
AWAIL
AMAIL
AAIL
AMAIL

Pref " |Wendar Loc Car Twpe | Status |
Ahble SFOOM ECAR - Economy AWAIL
Able SFOOM EDAR - 4 DR Economy  AVAIL
Able SFOOM CCAR - Compact AAIL
Able SFOOM CDAR - 4 DR Compact  AWVAIL
Able SFOOM ICAR - Intermediate

odify Options

B/08/2001

219 PM
/1072001
44 AW
: SFO

5. To select a car other than the one selected,

click it.

6. Click OK to close the Car Type Availability dialog box.

7. Click Modify to rebook the car segment with your modifications.

The Sell, Modify, Cancel — Vendor Summary window appears
confirming your modifications.

Practice

Use the PNR from the previous practice (Chicago, Hertz intermediate sized

car).

1. Your customer’s plans have changed. Modify the car segment, changing

the car from an intermediate to a standard sized car.

2. Sell any Hertz standard sized car.

5.22 Booking Cars and Hotels using Viewpoint™ Course Book, February 2004



Module 5: Selling Cars

Cancel a Car Segment

When to use

How to use

Practice

When a customer changes an itinerary or needs a different car rental
company, you can easily cancel any existing car reservation.

Remember that once you sell an Inside Availability® or Inside Link®
participant, a message is sent to the rental company, regardless of whether
you have end transacted the PNR. The car reservation is confirmed as soon
as you sell it.

Cancel a car segment when your customer zo longer needs it.

To cancel a segment, use the following steps.

1.
2.

On the itinerary window, click the car segment to highlight it.
Click the Customer button on the toolbar and select Cancel Segment(s).

Note: You can also right-click the car segment on the itinerary window
and select Cancel Segment(s) from the shortcut menu.

A confirmation dialog box appears.

Galileo Viewpoint <]

@ Are you sure you want to cancel ALL segments?

Click Yes.

The Sell, Modify, Cancel - Vendor Summary window appears with a
message confirming the segment was successfully canceled.

Click Itinerary to return to the itinerary window.

Use the PNR from the previous practice (Chicago, Hertz standard sized car).
Cancel the car segment.
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Direct Sell
Many travelers qualify for negotiated rate programs. You use a discount
number to obtain a special rate for these travelers. When booking cars for
customers with a discount number, use direct sell.
You use the Car Direct Sell dialog box to direct sell cars. The dialog box has
five tabs on which you enter information. Some of the tabs are similar to
those for reference sell. The first tab, Basic Fields, contains the required
fields to sell a car including date and time, rental car company, corporate
discount number, location, and car type. Following is an example of a direct
sell for a car in Denver.
Cordivoctson |
Basic Fields | Cugtomer I Fiate Categories I Speciall One Wayl izt of Selected Sell Options
—Date Pickup Time: 09:35
Pickup Date: [05/03/02 |~ Mondsy  Time: [0935 | Flight#: [04245 Eizt‘:; g:i ggjg;jg;
Fieturn D ate: IDB.-"D?.-"D2 VI Friday Time: |1B:DD Departing: Feturn Time: 16:00
Flight #: UA245
e ey WVendor: ZI - Avis
Wendar: IZI - iz VI Carp Digcount #: Im 2R Carp Digcount #: A123456
City or Airport: DEM - Denver |
— Rental Location Car Type 1: CCAR
Clity or Airport: IDEN - Denver Intl Arpt j
& Ajport Denver [ntl Arpk
' City Locations Denver
" Via Reference Point I j
" Location |0 I ﬂ—l _’I
—Car Type
After selecting a wendor, you may select a car type Check &vailabilty |
fromn availability or specify the car twpe below. —
Mate: Ta check availability, you need to provide
bath Car Yendor and City/Airport.
Sizge Categary
IEI - Compact j IEI - 2- ar 4- doar j v Auto Trar’ns IV Air Cond.
o W [automatic [wes]
Sell I Cancel
Enter date or press Alt+Down Amow to select date from calendar
After you complete the Basic Fields tab, you can sell the car or enter
additional information on the other tabs:
e Customer—Enter frequent traveler and customer information.
e Rate Categories—Enter a specific rate code and request the rate display
in a different currency.
e Special—Request specific equipment, such as a bicycle rack.
¢ One Way—Enter drop off information for one-way rentals.
When to Use

Direct sell when you are booking a car with a discount number.
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How to Use

To direct sell a car, complete the following steps:
1. Click the segment after which you want the car reservation inserted.
2. From the Car menu, select Direct Sell.

The Car Direct Sell dialog box appears.

Car Direct Sell I
Basic Fields | Customer I Fiate Categories I Speciall One Wayl List of Selected Sell Options
—Date Fickup D ate: 08407701
Fickup Time: 12:19
Pickup Date: IDB.-"D?.-"D‘I 'l Tuesday Time: |1 219 Flight #: |UA732 Hetur: Date: 0810401
Fieturn D ate: IDS.-"‘I 0s/m VI Friday Time: |1 044 Depart Feturn Time: 10:44

Flight #: UA738

— Rental Company

Wendar: I - l Corp Discount #: I

— Rental Location

City or Airport: I j

& Ajrpart
' City Locations

" \ia Reference Point I j

' Location 1D I

—Car Type
After selecting a wendor, you may select a car type [ohie sk il bt
from availability or specify the car type below. _

Mate: Ta check availability, you need to provide
bath Car Wendor and City/Airpart.

Size Categary
|x. [ny) j | - [Brw) j ™ &uto Trans [ Air Cond.
LCar Type: I

Sell I Cancel

Enter wendor code, name, or select car company from list [Al+Down Arrow).

3. Complete the Basic Fields tab.
a. Enter the Pickup and Return dates and times and flight number if
applicable.
b. Select a Vendor by clicking the down arrow and clicking a vendor.
Enter the corporate discount number.
d. Specify the Rental Location.

o

Continued on next page
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Module 5: Selling Cars

How to use (Cont.)
e. After you have selected a vendor, you can select the car type from

availability or manually enter it.

— To select the car type and check availability, click the Check
Availability button. The Car Type Availability dialog box
appears. Click a car type, then click OK.

— To enter the car type manually, type the code in the Car Type
text box or select the car type by making selections for the Size,
Category, automatic transmission, and air conditioning.

Note: After completing the Basic Fields tab, you can sell the car or enter
additional information using the other Car Direct Sell tabs.

4. To enter frequent traveler or guarantee information, click the Customer
tab.

The Customer tab appears.

Car Direct Sell I
Basic Fields Customer | Fiate Categories I Speciall One Wayl izt of Selected Sell Options

Fickup Time: 12:19

Return Drate: 08410401

Return Time: 10:44

Flight #: UA738

Frequent Traveller #: | Pickup D ate: 08/08/01
Wendor ZI - Avis

Corp Discount #: A123456
City or Airport: ORD - O*Hare |
Car Type 1: EDAR

LCustormer Membership #: I

Guarantes! ||
VisA

FEirst Mame: I

Last Hame: I

Hint

Uze theze fields to send information about your client's frequent ‘ S
renter or frequent flyer participation. Y'ou can indicate how the —I—I —I

booking iz to be guaranteed if necessan,.

Sell I Cancel

Enter the form of guarantee if appropriate. [/G- field]

Enter any of the following:

a. Customer Membership number.

b. Frequent Traveler number.

c. The credit card number for the Guarantee.
d. First and Last name.
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5. To enter a specific rate code or request the rate in a different currency,
click the Rate Categories tab.

The Rate Categories tab appears.

Car Direct Sell I
Basic Fislds | Cugtormer  Rate Categories | Speciall One Wayl izt of Selected Sell Options
Fickup Time: 12:19
Bate Code: || Return D ate: 0810401

Return Time: 10:44

Flight #: UA738

Fickup D ate: 08408701
Vendor ZI - Avis

Corp Digcount #: A123456
City or Airport: ORD - D'Hare |
— Currency Car Type 1: EDAR

& Defaut ¢ Local  List I 'l

—Hint

“Y'ou can enter a specific rate code if known. The other options
are for unusual circumstances when you need to give the car
company details about the rate.

Tour #:

Booking 5 ource: I
EBrepayment Info: I

Sell I Cancel

Enter special rate amount and currency code if appropriate. [/R T -field)

Enter rate category information.

a. Enter the rate code.

b. If applicable, enter the tour number, booking source, and prepayment
information.

c. To display rates in a different currency, click Local, or click List and
then click the drop down arrow and select a currency.

Continued on next page
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How to Use (Cont.)

6. To request special services or equipment such as a bicycle rack, click the

Special tab.
The Special tab appears.
Car Direct Sell I
Basic Fields I Custamer I Rate Categoriss  Special | One ‘W ay I List of Selected Sell Options
Fickup Time: 12:19
Special Service: || Feturn D ate: 0810401
_ _ Return Time: 10:44
Special Equipment Flight #: UA738
" TravelScresn Equipment | Pickup Date: 08708401
. Wendor ZI - Avis
o -
Loren | Il Corp Discount #: A123456
I j City or Airport; ORD - D'Hare |
I J Car Type 1: EDAR
Hint

Fequests for special zervices or equipment can be entered here. |t
is a good idea to review the EQUIP keyword on the Descriptions

zoreen to see what the car company offers and charges. . I I ﬂ

Sell I Cancel |

Enter any special service request. [#5I- field)

To request special service do one or more of the following:

— Type the service request in the Special Service text box.

— To request special equipment items that are stored in the active
TravelScreen' preferences, click TravelScreen Equipment, and then
enter the item.

— To request special equipment, click Equipment. Then click the down
arrow and select an item from the list.
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7. If the car will be dropped off at a different location than where it is being
picked up, click the One Way tab.

The One Way tab appears:
Car Direct Sell I
Basic Fieldsl Eustomerl Rate Eategoriesl Special  One'way | izt of Selected Sell Options
— Find Location Fickup Time: 12:19
Select drop location from a list if different from pickup. Retun Date: 08/10/01
City or Aimart Return Time: 10:44
Siide I | Flight # UA738
@ Airport Fickup D ate: 08708701
_ _ Vendor ZI - Avis
" City Location Corp Discount #: A123456
 Wia Reference Poirt Iﬁ E:’ _?;jgﬁm:z[?:: eliL B
[isplam (Lt |
" Drop Location 1D
1 Wendor  Awis I
D
—Hint
To specify the return location for a one way rental, you can select an
airport, choose a city location from a list, or enter a specific 10,

Sell I Cancel |

Enter the airport code or press Al+Down Amow to select from a list,

Specify the drop-off location by doing one of the following:
— Select an airport.

— Select a city location.

— Select a city and reference point.

—  Select Drop Location ID and type a location ID.

8. Click Sell.

If the sell was successful, the Sell, Modify, Cancel — Vendor Summary
window appears.
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Practice

Your customer will be in San Francisco six months from now. Your

customer wants to pick up a car at the airport Monday morning at 10:00 and
return it Wednesday afternoon at 3:00.

1. Direct sell a car. Your customer would like a 2/4 door, intermediate size
with Avis. Sell the car using A123456 as the corporate discount number

or one provided by your instructor.

2. Display the itinerary.

Note: Do not cancel the car segment at this time. You will use this PNR in

another practice.

Display a Car Index

You can display a listing of the rental locations for a selected city or airport
regardless of car availability. You can specify what vendors you want listed
and if you want rental locations for an airport or a non-airport location.

Below is an example of a car index for Avis and Hertz locations near

Disneyworld.

¥ Viewpoint - [Car Index - MCO 15Jun] M=l E3

] File Intormation Search Soit Window Help

— =] x|
= = | & | 3| Ao
inerary Availabilty | Description | Addiess G Web Window
List of Selected Qualifiers:
Pickup Date: 6A15/2001 =
| 'I Line I Link |Vendnr Location IAddrass |D\slance |
[iAea A - ORL City Localion -,
[ GRLETS EMBASEY SUITES HOTEL T2HE
[=] Area B - ORL Resort Location -—----—m--—-
2 Hertz ORLR19 DISNETWORLD KISSIMMEE T
3 Hertz ORLRZ2 MARRIOTT WORLD CENTER 4HE
4 Avis ORLRO4 1751 HOTEL PLAZA ENE
5 % Hertz ORLF20 WINDHAM ORLANDO 12NE
[=] Area C - ISM City Location ---------------e-
Ls Auis 1SMC 3011 MAINGATE/RENAISSANCE 35w

Ready

B InsideLink B Inside dvalabiy

147 [OnLine =

From a car index, you can easily request availability, a description, or an

address.
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When to use

How to use

Request a car index to display car rental locations for an airport or a non-
airport location.

To display a car index, use the following steps.

L.

Click the Car button on the toolbar and select Index.
The Car Location Index Request dialog box appears.

VYiewpoint - [Car Location Index Request] I

— Rental Company

Yendor 1: I j o may specify up to 3
wendars ta narrau pour

Yendor 2 I j location zearch

Yendor 3 I j

— Rental Location
City or Airport; I j

i+ Airport
" City Locations
™ via Feference Point I j

Pickup Date: |1£18£2DD1 v[ Thursday

— Hint

Thiz goreen iz vem helpful when pou need to determine where a car
company has rental locations in a city. ou can go from the output list bo
availability or location dezcriptions.

0K I Cancel |

Enter vendaor code, name, or select car company from list (R0 ovan Smow).

Optionally, type or select up to three vendors.

Continued on next page
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How to Use (Cont.)

3. Spec1fy the Rental Location by doing one of the following:
To specify an airport location, type or select an airport from the
drop-down menu.

— To specify a city location:
a. Type or select a city from the drop-down menu.
b. Click City Locations.
— To specify a city location via a reference point:
a. Type or select a city from the drop-down menu.
b. Click via Reference Point.
c. Click the down arrow to select a reference point.
The Reference Point dialog box appears.
d. Select a reference point from the list by clicking it.
e. Click OK.

4. Optionally, Enter a pickup date.

Below is an example of a completed index request for Avis and Hertz
locations near Disneyworld.

VYiewpoint - [Car Location Index Request] I

— Rental Company

endor 1: IZI - Awis j Y'ou may specify up to 3
wendors ta narrow your
endor 2 IZE -Hertz j location search
Yendor 3 I j
~ Riental Location
City er Airpart: MO - Orlando Intl Arpt =]
 Aiport Orlanda [nt Arpt
" City Locations Orlando
i+ wia FBeference Point  [DISNEYWORLD j
Pickup Date: Friday

— Hint

Thiz goreen iz vem helpful when pou need to determine where a car
company has rental locations in a city. ou can go from the output list bo
availability or location dezcriptions.

0K I Cancel

Enter date or press Alk+Diovn Arrow to zelect date from calendar
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4. Click OK.

The Car Index window appears.

=1 Flle Information Search Sot Window  Help

=18 %]

ke

ltinerary

= &

Fiddiess IETe)

Awailability

a | Ao
Web

= =aription window

List of Selected Qualifiers:

kup Date: BAG/2000 =

| '| Line | Link |Vandnr I Lacation Address I Distance I

EliArea A - ORL City Location
(& i ORLC1Y EMBASSY SUITES HOTEL 12ME
[] Area B - DRL Resort Location
2 % Hertz ORLR19 DISNEYWORLD KISSIMMEE Twé
3 Hertz ORLR22 MARRIOTT WORLD CENTER ANE
4 Buis ORLRO4 1751 HOTEL PLAZA, ENE
] % Hertz ORLR20 WINDHAM ORLANDO 12ME
[=] Area € - I5M City Location --——-—---—-——-—-
Lg Buis ISMCO1 3011 MAINGATE /RENAISSANCE 35w

% Inside Link %} Inside Awailability
Ready

147 [OnLine |z

5. Select up to three locations by clicking the location.

W [Car Index - MCO 15Jun]
= File Infoimation Search Sot Window  Help

a
E =] é @ ig Close
inerary Availabity | Deseription | Address e “Web “Window

List of Selected Qualifiers:
Fickup Date: 6/15/2001 'I

[ JuineJuink  [vendar Lacation |- [Distance |

[ Area A - DRL City Location

Ly Aviz ORLC19 EMBASSY SUITES HOTEL 12ME

[ Area B - ORL Resort Location --
2 I3 0OR
ORLA22

Hertz WwINDHAM ORLANDO
[Z Area C - ISM Cily Location ----------re-renes
Lg Bvis 1SMCO1 3011 MAINGATE/RENAISSANCE 5w

@y Insidelink @ Inside Availability
Ready

147 [Online Iy

Continued on next page
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How to Use (Cont.)

6. Do one of the following:

— To display availability, click the Availability button on the toolbar.
To display a description, click the Description button on the toolbar.
To display an address, click the Address button on the toolbar.
— To close the Car Index window, click Close Window.

Below is an example of selecting availability from a Car Index.

Car Availability |
Basic Fields I Wendor Specific I One \way I More Car Types I Fiate Categories I List of Selected Qualifiers
~Date Pickup Date: 6/15/2001
) _ — : : — Pickup Time: 4:55 PM
Pickup Date:  |FREIFEANE ~| Friday Time: |4:55 P Feturm Date: BA1E/2001
Rietum Date: IB.-"‘I E/2001 vl Saturday Time: |S:00 AM Fate Type: E - Weekend
Return Time: 8:00 AM
r~ Rental Compary City or Airport: MCO - Orlando
Yendor 1 IZE - Hertz 'l Location 1: ZE ORLR19
_ - Location 2 Z1 ORLR04
it 2 |Z| - A 'l Wendor 1: ZE - Hertz
Wendor 3: I vl Wendor 22 Z1 - Avis
— Rental Location
Clity or Airport: IMED - Orlanda It &rpt j
 Airport
& City Locations Orlando LI—I j
" Yia Reference Point I j
" Location D I = | HonEartaster Lasation
Bate Type: IE “wieekend vl Car Size: Ix - [Arw) vl

Search I Cancel |

Enter date or press Alt+Down Amow to select date from calendar

Display a Car Description

You can view corporate policies and information for a selected vendor or for
a particular rental location without performing an availability search.

When to Use

When you need information on a vendor or specific location and are not
concerned about car availability, display a description from the itinerary
window.
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How to Use
To display car rental location or vendor information, complete the following
steps:
1. On the itinerary window, click the Car button and select Description.

The Car Vendor Descriptions Request appears.

Yiewpoint - [Car Yendor Descriptions Request]

Wendar: I j ~Hint

A vendor is required. |f pou
specify a rental location or

Rental Location airport you w_iII see descriptions
= Aiport: I ﬂ far that location,

. . Othenwize you will see
£ Location ID: I corporate policies.

Date: |4Dct vl

ak. I Cancel |

Enter the vendor code, name, or select from the list

2. Type the vendor name or code, or click the down arrow to select it from
the list.

3. If you want to display a description for a specific rental location, you
must specify the Rental Location. Do one of the following:
— Type an airport code or select one from the list.
—  Click the Location ID button, press Tab, and type the ID.

4. To enter an alternative date, type the date or click the down arrow and
select a date from the calendar.

5. Click OK.
The Car Description appears.

6. Ifyou entered a Rental Location, you can switch back and forth between
description types by clicking ‘Location’ or ‘Vendor’.

7. To display a different Keyword other than General, double-click it.

8. To close the Car Descriptions window, click Close Window.
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Car Availability Request Examples

Following are examples of different types of availability requests and results.

One Way

Following is an example of a Car Availability request for a one-way car
rental with unlimited mileage. The car is being picked up at Los Angeles
airport and dropped off at San Francisco airport.

The Basic Fields tab below shows the pickup and drop-off dates and times.
For a one-way rental, the vendor must be entered. In this example, Avis,
National, and Alamo have been entered. The Rental Location (pickup) is at
Los Angeles airport.

Car Availability | ] |
Basic Fields I Wendor Specific I One \wWay I More Car Types I Fiate Categories I List of Selected Qualifiers

Pickup Date: 02705402
Return D ate: 02708402

—Date

PBickup Date: |02/05/02 vl Tuesday Time: |1 0:00 Rate Tupe: D - Daily
Return Date;  |02/08/02 vl Friday Time: |1 700 Pickup Time: 10:00
_ Return Time: 17:00
r Rental Campary Yendar 1: 21 - Avis
Yendor 1: lm Yendar 2. ZL - Mational
Wendor 3 AL - Alamo
it 2 IZL - Mational 'l City or Airport: LAX - Los Ange

WVendor 3 AL - Alamo i

— Rental Location

City or Airport: |LA>< - Los Angeles Intl j

E ; Loz Angeles Intl
' City Locations Los Angeles LI—I _’I

" \fia Reference Point I j

" Location |0 I I o Ear aster Losation
Rate Type: ID - Daily vl Car Size: Ix - [ vl
Search I Cancel |

Enter the airport code or press Alt+D own Arrow to select from a list.
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The One Way tab indicates the drop-off location, San Francisco airport.

B asic Fields I ‘endor Specific One Way | More Car Types I Fiate Categories I

— Find Location
Select drop location from a list if different from pickup.

ISFD - San Francisco [ntl VI

San Francizco Intl Arpt

LCity or Ajrport

& iport

" City Location San Francizco

[Displan et |

" Wia Reference Paint

" Drop Location |0
1 Wendor  Awiz

—
—

2 Wendor  Mational

3 Wendor  Alamo

I = | HonEarfi aster Laog:

— Hint

list, or enter specific 1Dz if knawn.

‘Y'ou can request one way rates for cars that are to be dropped off at a
different location. Y'ou can select an airport, choose a city location from a

Car Availability |

Search I

Cancel

List of Selected Qualifiers

Pickup Date: 02/05402
Return D ate: 02708402

Fate Type: D - Daily

Fickup Time: 10:00

Return Time: 17:00

Wendor 1: Z1 - Avis

Wendor 22 ZL - National
Wendor 3 AL - Alamo

City or Airport: LAX - Los Ange
Drop Loc: SFO - 5an Francis

Select to return to a different airport.

The Rate Categories tab below shows the ‘Unlimited mileage only’ check

box selected.

Rate Categony: [ny) -

IV niimited mileage onl_l,_E:

™ Guaranteed rates only

— Currency
& Default ¢ Local

O List | =

— Hint

“Y'ou can limit rates based on mileage charges, guaranteed rates, or a
category of rates. You may also agk to zee rates in a specific
CUTEnCyY.

Search I

Cancel

Car Availability | ] |

Basic Fieldsl Wendor Specificl One W'a_l,ll More Car Types  Fate Categaries |

List of Selected Qualifiers

Pickup Date: 02705402
Return D ate: 02708402

Fate Type: D - Daily

Pickup Time: 10:00

Return Time: 17:00

Wendor 1: Z1 - Avis

Wendor 22 ZL - National
Wendor 3 AL - Alamo

City or Airport: LAX - Los Ange
[rop Loc: SFO - San Francis
Unlimited Mileage

Fieturnz rates for which there iz no mileage charge.

Continued on next page
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One Way (Cont.)

The results of the search are shown below. The top section shows Inside
Availability® rates that allow a drop off at the requested location and include
any drop off charges.

The bottom section displays rates for non-Inside Availability vendors. These
rates will only be validated on sell for permitted drop off locations and drop
off charge. You must check the rules and DROP policy description for full

details.

¥ Viewpoint - [Car Availability - LAX 5Feb-8Feb]

| File Information  Search Alemats Rates  Sell Sort Options  ‘Window Help & 1[
= e | & | | Ao
linerary Car Tupe Shuttle | Description | Al Rates Fules Sell More Web Window

Cityfvirport; LA - Loz Angeles Intl, C4 US DAILY Rates

Dates: Tue 5 Feb to Fri 8 Feb - Iﬁ
STND/PROM distances are in miles List of Selected Qualifiers: | Pickup Date: 02/05/02

US Dollars (USD) Cars in list, 10

H 'lea ILlnk IVendnr Location Car Type | RateAmt | Est Baserate |F|ePay |FM |PerM|\e IDlsl |\nc\uslnns

[Z] FULLY QUALIFIED IA RATES - BASERATE REFLECTS ANY DROP CHARGE

Termninal T

& Termninal ICAR 3.00 132.00 T

3 Avis Terminal SCAR 37.00 148.00 UNL 0T
4 %} Avis Terminal FCAR 39.00 156.00 UNL 0T

[E] RATES NOT VALIDATED FOR CD /ID AND/OR DROP OFF LOCATION

5§y Mational Terminal ECAR 46.93 187.96 UNL o T
B &y Alamo Teminal ECAR 47.93 19136 UHL o T
7 % Mational Terminal EDAR 43.93 193.96 UNL 0T
8 % Mational Terminal CCAR 43.93 193.96 UNL 0T
8@y Albmo Termingl CCAR 4393 19356 LML o T
10 @, Hational Termingl CO&R 4393 19356 LML o T

& Marked Rate %Ins\de Link %:’ Inside Availabilty 4 Upsell Fiate

Fleady 1814 [OnLine [

5.38
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Corporate Discount Number for Inside Availability® Vendor

Following is an example of a Car Availability request using a corporate
discount number for an Inside Availability” vendor, Avis.

The Basic Fields tab below shows the pickup and drop-off dates and times
for a car in Seattle. Avis is entered in the Vendor 1 text box.

Car Availability | ] |
Basic Fields I Wendor Specific I One \wWay I More Car Types I Fiate Categories I List of Selected Qualifiers

Pickup Date: 01708402
Return Date: 01411402
Rate Type: D - Daily

—Date

Pickup Date:  {01/08/02

Tuesday Time: [05:00

-
-

Retum Date:  |01/11/02 Friday Time: |16:00 Return Time: 16:00
Pickup Time: 09:00
— Rental Company “endor 1: Z1 - Avis

Wendor 1: IZI - Avis vl City or Airport; SEA, - Seattle T
Wendor 2 I .l
WVendor 3 I vl

— Rental Location

Clity or Airport: ISEA - Seattle Tacoma Intl Arpt j

Seattle Tacoma Intl Arpt
" City Locations Seattls 1 | | j

" \fia Reference Point I j

" Location |D I I HerEarester Lasatir
Fiate Type: [0 . Daily = Car Size: [ [Arw) -
Search I Cancel |

Enter the airport code or press Alt+D own Arraw to select from a list.

Continued on next page
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Corporate Discount Number for Inside Availability® Vendor (Cont.)

The corporate discount number is entered on the Vendor Specific tab.

Car Availability [ %] I

Basic Fields  Wendor Specific | One \wWay I More Car Types I Fiate Categories I izt of Selected Qualifiers
Pickup Date: 01708402
Yendar Corparate D # Rate Cade DRI 1 —
Discount # Rate Type: D - Daily
Return Time: 16:00
1 Awiz IA‘I 23456 I I Pickup Time: 09:00
Wendor 1: Z1 - Avis
City or Airport: SEA - Seattle T
2 I I I CD 1: Avis A123456
E | | |
—Hint
“r'ou may azk for rates bazed on a corporate discount number, frequent renter 4 I I j
number, or even a specific rate cade. The CD number and |0 number apply
only ko companies offering Inside Aswvailability.

Search I Cancel |

Enter a corporate dizcount number far this car comparny.

The results show Fully Qualified A Rates and Leisure rates. The top section
displays rates that have been returned via Inside Availability” and have met
all rental parameters included in the availability request. The bottom section
displays alternate rates for consideration.

¥ Wiewpoint - [Car Availability - SEA 8Jan-11Jan]

7| File Information  Search  Alemate Rates Sell Sot Options \indow Help =8|
s G
2 [0 [E] é @ kEE\nse
Minerary CarType | Shuttle | Deseription | A Rates Rules Sel iEre. Web Window

City/Airport: SEA - Seattle Tacoma Intl Arpt, DAILY Rates

Dates: Tue 8.an to Fri 11 Jan Iﬁ
STD/PROM distances are i miles List of Selected Qualifiers: | Pickup Date: 01/08/02 =

Cars in list: 10

U5 Dollars [USD)

|L|ns ILlnk IVendDr Location Car Type | Ratedmt | Est Baserate |FlePay |FM |PerM|\e IDlsl |\nc\usl0ns|

[l FULLY QUALIFIED IA RATES

£ Terminal i 0 T
Az Teminal .00 UML 1} T
IRF A Teminal CCAR 47.50 190.00 UNL 0T
4QF A Teminal COAR 47.50 190.00 UNL 0T
5 Avs Teiminal ICAR 48.50 134.00 UKL 0T
6@ A Terminal SCAR 4350 198.00 UNL 0T
] LEISURE RATES ALSO AVAILABLE - CORPORATE BENEFITS MAY NOT APPLY
TRE A Teminal ECAR 39.00 156.00 UNL 0T
B Avis Teminal EDAR 39.00 156.00 UNL ooT
9 G A Terminal CCAR 46.00 184.00 UNL 0T
10§ bvis Terminal CDAR 4E.00 184.00 UML 0T
& Marked Rate %Ins\de Link % Inside: Availabilty 4 Upsell Fate
Fleady 1814 [OnLine a
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Corporate Discount/ID Numbers for Multiple Vendors

Following is an example of a Car Availability request using a corporate
discount and ID number for one of several requested vendors. The Basic
Fields tab below shows the pickup and drop-off dates and times for a
Standard car in San Francisco. The requested vendors are Budget and Hertz.

Car Availability | ] |

Basic Fields I Wendor Specific I One \wWay I More Car Types I Fiate Categories I List of Selected Qualifiers
Pickup Date: 12203701

oate _ Retumn Date: 12706701
Pickup Date: [12/03/01 | x| Monday Time: |10:00 Riate Type: D - Daily
Retum Date:  [12/06/01 = Thursday — Time: |17:00 Pickup Time: 10:00
Return Time: 17:00
- Rental Campany Yendor 1: ZD - Budget

Wendor 1: IZD - Budget vl Yendor 2: ZE - Hertz

City or Airport: SFO - San Fran

Vendor 2 IZE - Heitz 'l CarType1: §
WVendor 3 I vl

— Rental Location

City or Airpart: ISFD - 5an Francisco Intl Arpt j

& Ajrport San Francisco [ntl Arpt

 City Locatiors San Francisco 4 | | j
" \fia Reference Point I j

" Location D I ™| Hor-Eartaster Lacation
Bate Type: ID - Daily vl Car Size:

Search I Cancel |

A preferred car size can be selected from this list.

The Vendor Specific tab shows the corporate discount number and 1D
number completed for Budget.

Car Availability E

Basic Fields  “endor Specific | One \wWay I More Car Types I Fiate Categories I List of Selected Qualifiers

Pickup Date: 1203401
Wendor Carparate 1D # Rate Code AT 12;0‘.;!01
Digcount # Rate Type: D - Daily
Fickup Time: 10:00
1: Budget IA‘I 23456 |A554321 I Return Time: 17:00
Wendor 1: ZD - Budget
Wendor 22 ZE - Hertz
2 Herz I I I City or &irpart: SFO - San Fran
CarType1: 5
CD 1: Budget A123456
3 I I I 10 1: Budget AB54321
— Hint
You may ask for rates bazed on a corporate discount number, frequent renter P I I ﬂ
number, or even a specific rate code. The CD number and 10 number apply
only ko companies offering Inside Aswvailability.

Search I Cancel

Enter a customer perzonal [0 number.

Continued on next page
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Corporate Discount/ID Numbers for Multiple Vendors (Cont.)

The results show Fully Qualified IA Rates (Inside Availability) as well as
rates that are not validated.

¥ Viewpoint - [Car Availability - 5F0 3Dec-6Dec]

| File Information  Search Alemats Rates  Sell Sort Options  ‘Window Help & 1[
= = | @ 5 | | Alow
linerary Car Tupe Shuttle | Description | Al Rates Fules Sell felare Web Window

Citw/Airport: SFO - San Francisco Intl Apt, G4 DAILY Rates
Dates: Mon 3 Dec to Thu & Dec List of Selected Qualiiers: [Pickup Date: 12/03/01 -

STHD/PROM distances are in miles 1S Dollars [USD) e e
ars in list

H 'lea ILlnk IVendnr |anatmn |EarType |HateAml Est Baserate |F|ePay |FM |PerM|\e IDlsl |\nc\uslnns

Upsell
Opportunity
Indicator

[Z] FULLY QUALIFIED IA RATES

= T @ fodaet nm_’ FCan 5800 232.00 100 35 T

2 %} Budget Terminal SFAR 53.00 236.00 100 ks T
[5] RATES NOT ¥ALIDATED FOR CD /ID AND/OR DROFP OFF LOCATION

3 % Hertz Terminal SCAR B399 25596 ML 1} T

4 r Terminal 279.96

& Marked Rate %Ins\de Link %:’ Inside Availabilty 4 Upsell Fiate

Ready

1814 [OnLine [

The up arrow (1) next to the car type on line 1 indicates that an upsell or
promotional rate has been returned. This is an additional car type to those
requested in the availability request. Only Inside Availability” vendors

return these promotional rates.
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Summary

In this module you learned how to:

Describe car rental company participation levels in the Apollo® system.
Sell cars without a discount number (Reference sell).

Display rules from Car Availability.

Display location and vendor descriptions.

Modify booked car segments.

Cancel booked car segments.

Sell cars with a discount number (Direct sell).
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Module 6: Saving and Ignoring a PNR

When you create a new PNR or make changes to an existing PNR, you can
save those changes or ignore them. This module describes how to save and
ignore a PNR.

Module Objectives

Upon completion of this module, you will be able to:
e Identify when you must verify or retain stored fares.
e Save a PNR.

e Ignore a transaction.

Verify and Retain Stored Fares

After you create or make changes to a PNR, you will most likely want to
save the changes. In some situations, you will have to verify or retain the
stored airfare before the PNR can be saved.

When you work with PNRs that have one or more stored fares, you will need
to verify or retain the fare if you change a name or add an itinerary segment
after the fare has been stored. Apollo” will not save the PNR if a change is
made and you have not verified or retained the fare.

For example, if you retrieve a PNR that already has an air segment and a

stored fare, and then add a hotel or car segment, you have to verify or retain
the fare before Apollo® will let you save the PNR.

Continued on next page
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Verifying and Retaining Stored Fares (Cont.)

Verify or
Retain Stored
Fares

A message similar to the following appears whey you attempt to save a PNR
without verifying or retaining a stored fare after making a name or itinerary
change.

ET - Error I
WERIFY ATFQ

When you save a PNR, you will use the Save PNR dialog box. You can
verify or retain the fare using the buttons in the Stored Fares section of the
dialog box.

Gave PNR =
Recejved: I ¥ Re-etrieve this PNR after it has been saved
- Queue
' Do Not Routs Press 'Manage Favaiite' ta create Favorite groupings.
" Route to Favarite: Iccc j Favarites... | Manage Favorite Queues... |

" Foutete: Seeudn: lm Hueue H: ID ﬂ [Sategon: I j ate Fiange:l j Hliost: IADDHD j

—Stored Far

Verpall | Veriy Select.. | Retandll |  RefainSelet. |

Ticketing Arrangement:

Change Ticketing...
Save I LCancel

Enter received figld

The buttons in the Stored Fares section allow you to verify or retain all stored
fares, or select the stored fares individually.

When you change an itinerary before issuing the ticket, verify the stored fare.
When you change an itinerary after the ticket has been issued and the change
is not related to the fare, retain the original fare.

6.2
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Save a PNR

Record
Locator

There are two ways to finish working on a PNR:
e Save it (End transact)
e Ignore it

When you save a PNR, you’re telling Apollo® to save the new or changed
data you’ve entered in the PNR. Apollo® performs a series of checks to
make sure the required information has been entered and it is in the proper
order.

When a new PNR is saved, it is filed in the central database of the Apollo®
system. At that point, the PNR is assigned a unique identification code
called a record locator. The assigned record locator never changes, no matter
how often the PNR is modified.

¥ Viewpoint - [PNR - MCPHEARSON] HEE
| File Edit Ar Fares Car Hotel Queues Map Yiew Tools Window Help g ZI
| x| e | m| | X FE a
Customer Shap Alr Fares Car Harel Map Finish Dizzz) E-Mail Web

When to Use

How to Use

=t @ Record Locator: 4R8205

B T Names
MCPHEARSON, OKEIL

Save the PNR after you have created a new PNR or have made changes to an
existing PNR.

To save your PNR, use the following steps.
1. Click Finish from the toolbar and select Save PNR.
The Save PNR dialog appears.

Save PNR [ ]
Recejved: ¥ Re-etiieve this PNR after it has been saved

i~ Dueue:

' Do Mot Route Press 'Manage Favarite' to create Favarite graupings.

" Boute to Favarite:  [cee - Fayortes | Manage Favorite Queues. |

 Routsto, Feeudo: ITETE j [uele IU j Lateao I j Date Fange: m Has_l:lm

|- Stored Fare:

Verbwall | ey Select.. | Retanall | | Fetain Sekect... |

Ticketing Arrangement:

Change Ticketing..

Enter received field
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Practice

2. Inthe Received box, type the name of the person making the request.

3. Ifyou do not want the PNR redisplayed after it has been saved, clear the
‘Re-retrieve this PNR after it has been saved’ check box.

4. If you want the PNR to be placed onto a Queue, complete the Queue
section.

5. Ifyou have changed the PNR after storing a fare, verify or retain the fare
using the buttons in the Stored Fares section. A confirmation similar to
the following appears.

Galileo Viewpoint E3

& Succesziully procezsed Stored Fare 1.

6. If you want to change the ticketing arrangements, click the Change
Ticketing button and make the change.

7. Click Save.
The PNR is saved in the central database of the Apollo” system.

Save the PNR from previous modules. Re-retrieve the PNR after it has been
saved.

Ignore a Transaction

You can disregard an action or series of actions that you have performed on a
PNR by ignoring the transaction. When you ignore a new or existing PNR,
you are telling Apollo” to “ignore”, rather than save any information you just
entered. When you ignore a PNR, all new information you entered is
discarded.

Remember that once you sell an Inside Link®™ participant, Apollo” instantly
sends a message to the vendor, regardless of whether you have end transacted
the PNR. The reservation is confirmed as soon as you sell it. If you ignore
the PNR before ending it, the reservation will still be confirmed.

If you have retrieved an existing PNR or saved and re-retrieved a PNR, you
must ignore the PNR before you can begin working on another.

You ignore transactions from the itinerary window.

6.4

Booking Cars and Hotels using Viewpoint™ Course Book, February 2004



Module 6: Saving and Ignoring a PNR

When to Use
When you want to disregard what you’ve just booked in the PNR, ignore the
transaction.
Caution: Since you are booking in the live system during training, you must
ignore what has just been booked or your agency will be subject to unwanted
charges.
How to Use
To ignore changes made to a PNR, use the following steps.
1. Click either the Finish or Customer button on the toolbar.
2. Do one of the following:
— To ignore changes and the PNR, click Ignore.
— To ignore changes and redisplay the previous (unchanged) version of
the PNR, click Ignore and Redisplay.
Apollo® responds with a dialog box similar to the following.
Ignore PHR I
Thiz iz a hew PHMR. Once it has been ignared all of itz
data will be permanently lost.
|grore thiz PRA T
Mo
Ignare thiz PHE
3. Click Yes to ignore.
Practice

Ignore the PNR from previous practices.
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Summary
In this module you have learned how to:
e Identify when you must verify or retain stored fares.
e Save a PNR.
e Ignore a transaction.
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Module 7: Selling Hotels

The Apollo® system has one of the most complete hotel booking programs
available. It represents several advances in the booking process and the
ability to access more product information updated by the hotel companies.

Inside Availability® is an industry first. It provides access to a hotel’s central
reservation system to view and sell from availability. Rate rules and property
descriptions are also available. Inside Availability™ lets you meet your
customer’s needs quickly.

Module Objectives

Upon completion of this module, you will be able to:

e Describe hotel participation levels in the Apollo” system.
e Reference sell a hotel.

e Update a hotel search.

o Enter and display hotel notes.

¢ Display hotel descriptions and policies.

¢ Modify a hotel segment.

¢ Cancel a hotel segment.

e Direct sell a hotel.

Hotel Participation Levels

There are three levels of participation in the Apollo® system. When a hotel
chain joins the Apollo® system, it chooses a level of participation.

The three levels are:

e Inside Availability®

e Inside Link®

e Non-link

A hotel’s participation level is indicated on various Viewpoint  screens.
This section defines each participation level and explains how it works.
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Inside Availability®

Inside Link®

Non-Link

Inside Availability® works the same as calling a hotel’s 800 central
reservation telephone number. You can view and sell the same inventory
without waiting for a reservationist to help you. An Inside Availability™
participant gives you direct access into the hotel company’s system for
availability, rules, and rates. It also responds to a sell message with an
instant confirmation number. A room reservation is built in the participant’s
computer system prior fo end transacting the PNR.

An Inside Link® participant gives you the ability to go directly to the hotel
company for an instant confirmation at time of booking. A room reservation

is built in the participant’s computer system prior to end transacting the
PNR.

A non-link participant responds to a sell message and sends back a
confirmation number only after end transact and after the participant’s
computer system has worked the reservation. All hotel companies that are
not Inside Availability” or Inside Link® are considered non-link participants.

Reference Sell a Hotel

Just like selling cars, you can sell hotel rooms by using the reference sell
method.

Reference selling a hotel using Viewpoint™ is a four-step procedure. The
steps are:

—

Display hotel availability.

2. Display all available room rates.

3. Display room rate rules and policies.
4

Sell a hotel from the rules display.

7.2
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Step 1: Display Hotel Availability

When to use

How to use

The first step to reference sell a hotel is to display hotel availability that meet
your customer’s needs.

Display availability to reference sell when your client doesn’t have a
preferred hotel.

To display hotel availability, use the following steps.

1.

3.

If you are adding a hotel segment to an existing itinerary, display the
PNR, and then highlight the segment that the hotel segment is to follow.

From the Hotel menu, select Availability.

The Hotel Availability dialog box appears.

Hotel Availability B3 |
Rate Categories | Transportation | Froperty Type | Froperty 1D | Others | Selected Options
Basic Fields | Chainz I Negotiated Rates I Features Distance <= 010M
gl - | Tuesday Dut:|D2.-"D4.-"2DD4 leednesday Mights: |1
— Location
City ar Airport: j
& Aiport
" Downtawn/City
" Feference Poirt I j
" Postal Code I jl
Distance: Direction:
ILess Than VI |D1D IAII vl
' Miles " Kilometers
— Dccupancy Currency
' Single ' Default
 Double " Stored
- Listl j
Search I Cancel |
Enter Check-In date or press Alk+DownArrow to select dates from Calendar,

If you previously highlighted an existing air segment in the itinerary, the
in and out dates, number of nights, and city code automatically fill in.

Complete the Basic Fields tab. Press Tab to move from field to field or

use your mouse.

a. Enter the In and Out dates. Alternately, you can enter the In date and
number of Nights, and the Out date will be automatically calculated.
You can enter dates in several formats including MM/DD/YY and
DDMMM. For example, October 6, 2001 can be entered 10/06/01,
10/6/01, 060CT, or 60CT.
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You can also select dates from the calendar. To access the calendar,
click the In or Out down arrow. Click the desired date, and then
click the OK button.

Note: Once you enter a date, Viewpoint™ displays the
corresponding day of the week to the right of the In and Out text
boxes.
b. Specify the Location by doing one of the following:
— To specify an Airport location, type or select an airport from the
drop-down menu.
— To specify a Downtown/City location:
1. Type or select a city from the drop-down menu.
2. Click Downtown/City.
— To specify a city location using a Reference Point:
1. Type or select a city from the drop-down menu.
2. Click Reference Point.
3. Click the down arrow to select a reference point.
The Reference Point dialog box appears.
4. Select a reference point from the list by clicking on it.
5. Click OK.
— To specify a location using a Postal Code:
1. Click Postal Code.
2. Select the country from the drop down list.
3. Type the postal code in the text box.
c. Select the Distance and Direction from the location. The default
setting is within 10 miles in all directions.
d. Select the Occupancy, Single or Double.
e. Optionally, you can elect to display the results in a different currency.

As you complete fields on the Basic Fields tab, your selections appear in
the ‘Selected Options’ text box located on the right side of the dialog
box.

Note: After completing the Basic Fields tab, you can begin your search or
enter additional search criteria using the other tabs. To begin the search, skip
to Step 12.

4. Ifyour client has a preference for a particular hotel chain, click the
Chains tab.
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The Chains tab appears.
Hotel Availability B3 |
Fiate Categories | Tranzportation | Property Type | Froperty [ | Others | Selected Optionz
Basic Fields Chains Megatiated Rates I Features i
r— Chain Code: Hint:
I the client has preferred
1: I d chainz, specify up to 3 and
n you will get better results.
2| [~
& =

Search I

Cancel |

Enter the property's chain code, 2 characters,

Type the chain name, code, or click the down-arrow to select from the
list. You can add up to three different hotel chains to the hotel search.

5. Ifyour travel agency or client’s company has negotiated special room
rates with hotel chains, click the Negotiated Rates tab.

The Negotiated Rates tab appears.

— Multilevel Fate:

BasicFislds | Chains

Megotiated Rates | Features

Code 1: I
Code 2: I

Code 3: I

Multilevel Access Code can be up to B characters

Hint:

A Rate Access Code is a
negotiated multilevel rate a
chain haz with a company or
agency. You may specify LUp
to 3 codes that apply for a
client.

Hotel Availability %] I
Fiate Categories I Tranzportation I Froperty Type | Froperty 1D I Others I Selected Options

Search I

Cancel

Enter a mulkilevel rate access code with a maximum of & characters.
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To display negotiated rates in Hotel Availability, you must enter the
applicable rate access code in the text boxes provided. You can enter up
to three different codes.

6. If you want to search for properties with special features or amenities,
such as a health club, click the Features tab.

The Features tab appears.

Hotel Availability |
Fiate Categories I Transportation I Froperty Type I Froperty 1D | Others | Selected Options
Bazic Fields I Chainz I Megotiated Rates Features :
M ovies Hirt
Babysitting Man Smoking Roams The list of hatels will include
Barber Parking Available thoze that match the features
Beauty Shop Parking, Free th_at are impartant to pour
Cable TV Paol shint.
Concierge Fool [Indoor]
Entertainment Pool [Dutdoar)
Family Plan Festaurant
Fire 5 afety Foom Service
Golf Sauna
Handicap Facilitiez Secretarial Service
Health Club Small Pets
Kitchenette Tenniz Court
Laundry wiater Clozet
Meeting Rooms ‘wiet Bar
Minibar
Modem in Room

Search I Cancel |

Press <Space> or Double Click the left mouse button to select or deselect an item,

Double-click a feature to add it to the Selected Options list. You can
include up to eight features.

Note: When a feature is selected, a green checkmark appears next to it.
Double-click a feature again to deselect it (i.e., remove it from the
Selected Options list and remove the checkmark).

7. If you want to search for properties that offer different rates, click the
Rate Categories tab.
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The Rate Categories tab appears.

Hotel Availability I
Basic Fields I Chains I Megotiated R ates I Features I Selected Options
Rate Categories | Transpartation I Froperty Type I Froperty ID I Others
Standard Hint
Club Senior Citizen “rou may include multiple type
Corporate Tour of rates or special categories
Family Plan Carwention in the output. The system will
5 Weskend show the basic types if you do
avermnment eeken not specify,
Travel Industry All
Special
Hilitary
Package

Search I Cancel |

Press <Space> or Double Click the left mouse button ko select or deselect an item.

Properties usually offer different categories of rates to cater to varying
types of clients. These are known as Rate Categories. The system
default is to display the standard hotel rates. Double-click a rate
category to add it to the Selected Options list.

You can add as many Rate Categories as required as long as the total
number of search qualifiers does not exceed 15.

Note: When a rate category is selected, a green checkmark appears next
to it.

8. If'you want to search for properties that offer transportation to and from a
specified reference point, click the Transportation tab.
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The Transportation tab appears.

Hotel Availability I
Basic Fields | Chains | MNegotiated Rates I Features I Selected Dptions
Fiate Categories Tranzportation | Froperty Type I Froperty 1D I Others ista

Hitat-
Hint:

Fiail Usze any of the tranzportation
walking Distance categories only if they are
critical to finding the best
hatel.

Search I Cancel |

Press <Space> of Double Click the left mouse bukton to select or deselect an item,

You can limit the search to those properties that offer preferred forms of
transport to and from a specified reference point. For example, if your
client is attending a conference they can request a hotel to be within
walking distance. Double-click a mode of transportation to add it to the
Selected Options list.

Note: When a mode of transportation is selected, a green checkmark
appears next to it.

If you want to search for a specific type of property, such as a
condominium, click the Property Type tab.

7.8
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The Property Type tab appears.

Hotel Availability %] I
Basic Fieldz I Chaing | Megatiated R ates I Features I Selected Options
Fiate Categories I Tranzportation Property Type | Froperty 1D I Others Distance <= 010M

Hint:
Usze a property twpe only if it iz
critical o the clisnt.

Search I Cancel |

Press <Space> ot Double Click the left mouse button to select of deselect an item.

The system default is to display hotels and motels. You can add as many

property types as required as long as the total number of search qualifiers
does not exceed 15.

10. If you want to check the availability for a particular hotel, click the

Property ID tab.
The Property ID tab appears.
e |
Basic Fields I Chainz I Megotiated R ates | Features I Selected Options
Rate Categaries I Transpartation I Property Type Property 1D | Others ?

— Property Name

Hint
Enter a hotel name with 2-12
characters.

— Roombdaster 1D Hint:

’7 & Roomiaster ID has from

2-5 numeric digits.

Search I Cancel |

Enter a Hotel name with 2-12 characters,

Property Name — Enter the hotel name with two to twelve characters
here.
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RoomMaster ID — Property number.

11. If you want to search for hotels by bedding type, room rate, or AAA

rating, click the Others tab.

The Others tab appears.
Hotel Availability B3 I
Basic Fields I Chains I Megotiated Rates I Features | Selected Options
Rate Categories I Tranzpartation I Property Type I Froperty 1D Others Distance <= 010M
i Bedding/RoomType — Hint:
Common room types are:
Il described if pou select Help,
Use thiz type of gualifier only if
Example: ATK it iz critical to the client.

for [Deluxe, 1Bed, King)

Example: B**
for [Superior, “Wildcard, ‘Wildeard)

— Rate Value  Hint:
“fou can ask for hatels that

Iﬁ I— have rates in a specified
Less Than ¥ range amaunt. Use thiz only if

it iz critical to the client.

At Rating — Hirt:

Search for hatels rated by the
American Automobile

I - I Azzociation bazed on the

nurnber of A44 diamonds
[1-5).

Search I Cancel |

Enter a common room bype using 3 characters.,

Bedding/Room Type—Enter the preferred Bedding/Room Type for
your client. This consists of three-character code that specifies the room
quality, the number of beds and the type of bed required (e.g., B2D for a
superior room with two double beds).

Rate Values—You can search for properties that have rooms within a
specified rate value. Choose an option from the list, and then enter a
numeric value up to 3 digits. There are three different options for you to
choose from:

e Less than—equal to or less than the value you specify. This is the
default option.

e More than—equal to or greater than the value you specify.
e Between—fall within a specified range of values you specify.

Note: Only the rate value is validated, not the currency. For example, if
you enter a rate value of 100, this can display room rates of 100 Francs
or 100 Dollars depending on the currency the rates are displayed in.

AAA Rating —You can search for hotels rated by the American
Automobile Association based on the number of AAA diamonds (USA
only). Use both fields to restrict the search to a range e.g. 2 - 4.

7.10
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11. Click Search.

The Hotel Availability results window displays the vendors and rates
that meet your search requirements.

¥ ¥iewpoint - [Hotel Availability - LAY 03Feb - D4Feh] [_TO] =] I
T\ Fle Information Search Map Sell Sort Options View ‘Window Help - |E' |5|
s | @ | e & | | AFee
linerary Complete | Description Map Sell More web Window
Diates: Tuesday, February 03, 2004 - Wednesday, February 04, 2004 Mbr Persons: 1
City: Los Angeles List of selected qualifiers: I & Distance <= 010M j
Reference Point.  LOS ANGELES INTL Total Hotels: 13

Distances in miles

ﬂvlL\na IChainlLinkIHDteIName Addiess |Cu| IHates |Status |F|qmts |Dist |AAA I

[E]| Select from the properties below

- QUALITY HOTEL LAX B248'/ B9.21 - £9.95 Credit card

2 » EMBASSY STE LAX ARP 3201 AR 149.00 - 215.00 Credit card @
38l %} @SHERATUN GATEWAY ... B101W CENTUR.. USD 124.00-228.00 Credit card 1E ®
4 HH %-’ @HILTDN LAX ARPT TWR 5711 W CENTUR.. USD 73.00-173.00 Credit card 1E @
5 CY @ @DHTYHD LAX-CENTURY  E161%W CENTUR.. USD 79.00-129.00 EO0PM hold  1E @
E 51 %} @FDUR POINTS LOS ANG  S7R0AIRPORT B.. USD 79.00-175.00 Credit card 1E ®
7 RD %—"‘ @HADISSDN LAX AIRPRT  E225%/ CENTUR.. USD 99.00-109.00 Credit card 1E @
g HI %’ @HDLIDAY INMN AIRPORT 3901 LA CIENEGA.. USD 99.00-133.00 Credit card 2E @
9DT %-’ @LAXAIHPDHT DT CLUB ELSEGUMDOD CA  USD 72.00-166.00 Credit card 25 @
10wl %—"‘ THE WESTIN LOS ANGE 5400w/, CENTUR... USD 149.00 - 233.00 Credit card 2E @
mna %} COMFORT INM AMD SUI INGLEWODOD C&  USD 71.25-75.00 Credit card 2E @
12 SC %-"‘ FUR&MA HOTEL 8601 LINCOLM BL... USD 33.95-66.00 Credit card 2N/ @
13 BE @ HOMESTEAD L& ARPT EL SEGUMDO USD 94.99-94.99 Credit card 25 @

B Marked Property @ Featured Property % Inside Link %"‘ Inside Availability Link <> Add Rating @ Rietumed Alternate Availability
| | I
Ready ©n Ling Iy

The top half of the Hotel Availability results window shows your request
information.

Note: If Headlines®™ details exist, a summary appears in the Headlines™™
field. The summary may change as you scroll through the list of
vendors. Click the Headlines Details button for more information. The
button is active only when there is supporting detail to accompany the
Headlines®™ information presented alongside.

The bottom half of the Hotel Availability results window lists hotels and
information about them. You can scroll through the list using the scroll
bars.

The following table lists each column with its description.

Column Description

# Contains a plus sign (+). Click it to expand line to show
additional information (i.e. a detailed view).

Line Number sequence in listing for each property.

Chain Two-character hotel chain code

Link Hotel participation level

Hotel Name Name of hotel. Green diamond in front of hotel name

indicates hotel is a featured property with additional
information for you to view.
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Column Description

Address Street address, city, state

Cur Currency in which rates appear

Rates Lowest unrestricted room rates. (may or may not be
available to sell)

Status For future use

Dist Miles and direction from location requested. Display is

randomly ordered into following mileage buckets if no
distance is specifically defined in your search: 0-2, 3-5,
6-10, 11-30, 31 +

AAA AAA diamond rating

A description of the icons in the property list appears below the property
list.

You may rearrange the data to suit your needs by using the column
headers for sorting. For instance, if you would like to view hotels in a
low to high price range, click the Rates column header.

¥ vyiewpoint - [Hotel Availability - LAX 03Feb - 04Feb]

") File Information Search Map Sell Sort Options View ‘Window Help - ﬂlll
s | @ | @ & | | A
Itinerary Complete | Deseription Map Sell More wieh Windaw
Dates: Tuesday, February 03, 2004 - Wednesday, February 04, 2004 Mbr Persans: 1
City: Los Angeles List of selected qualifisrs: I B Distance <= 010M j
Reference Point:  LOS AMGELES INTL Total Hotels: 13
Distances in miles
~
# |L\ne |Eha\n | Link. I Hatel Mame Address |Eur IF!ales |Stalus |F!qmts IDist IAAA I
[E]| Select from the properties below ‘
[+ 12 sC @ FURAMA HOTEL BE0T LINCOLN BL... USD 39.95-66.00 Credit card 2Nw @
I ¥ & QUALITY EL LAX ENTLH b Credit card 2 3

COMFORT INM AND SUI CA o Credit card

4 HH  @F PHILTON LAX ARPT TWR 5711w CENTUR 79.00-175.00 Creditcard 1€ 3>
5 oY @ pCRTYRD LAX-CENTURY 6161w CENTUR 79.00-124.00 BO00PMhod 1E <3
851 @5 pFOUR POINTS LOS ANG 9750 AIRPORT B 79.00 - 175.00 Creditcard 1€ <3>
8 DT @F PpLAXAIRPORT DT CLUB  ELSEGUMDO CA USD 74.00- 18600 Creditcard 25 <3
13 BE & HOMESTEAD L&XARPT EL SEGUNDO USD 94.93-94.99 Creditcard 25 (3>

7 RD @ (P RADISSON LAX AIRPRT 6225w CENTUR.. USD 99.00-103.00 Creditcard  1E <3
B HI @ (pHOLIDAY INN AIRPORT 9301 LA CIENEGA.. USD 99.00-133.00 Creditcard 2B <3
381 @ (pSHERATON GATEWAY .. 6101w CENTUR.. USD 124.00-228.00 Creditcard  1E <3
2 ES @ (PEMBASSY STE LAX ARP 9301 4IRPORTB.. USD 143.00-215.00 Creditcard  1E 3
10 Wl @ THEWESTIN LOS ANGE 5400, CENTUR... USD 148.00-293.00 Creditcard 2B 3

B Marked Propeity @ Featured Propeity % Ingide Link. %"“ Inside Awvailability Link <> Abb Rating @ Returned Altenate Awvailability

| | i

Ready On Line |z

12. To display additional properties, click More.
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Update hotel availability

Once you have run an initial Hotel Availability search, you can update the
search criteria from the Hotel Availability results window. This allows you
to add or delete qualifiers to refine the search to locate hotels matching your
client’s requirements.

When to Use

Update Hotel Availability when you want to change one or more of your
original search qualifiers.

How to Use

To update Hotel Availability, use the following steps.

1. From the Hotel Availability window, open the Search menu and click
Update Search.

The Hotel Availability dialog box appears showing the search criteria
you previously entered.

2. Make the necessary changes to the basic and optional qualifiers.

3. Click Search.
A revised listing of hotels appears according to the new search criteria.

Note: To view the original Hotel Availability, open the Search menu and
select it from the list.

Display a hotel description from hotel availability

Hotel descriptions describe policies and descriptions for specific hotel
properties and hotel chains. You can view a hotel description from a Hotel
Index, from Complete Availability, from a booked hotel segment, or directly
without performing a search or booking a hotel.

When to Use

Display a description when you need more information about a specific hotel
property, such as driving directions, corporate rates, deposit, or cancellation
policy. Display a chain description when you need more information about a
specific hotel chain.
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How to Use

To display a hotel description from Hotel Availability, use the following

steps.
1. Click the hotel property.
2. Click the Description button on the toolbar.

The Hotel Description appears.

¥ ¥Yiewpoint - [Hotel Description]
| File Description  View Edit ‘Window Help = ﬂlﬂ

kg Close

Window

Itinerary Web @

DT - 74927 DOUBLETREE SAN ANTONIO AIRPORT

&

Deseription

=

Viore:

Motes

B

GoTo

Dezcription Type

Feyword Description
x VIEWPOINT
E] g
P 1
@ Room Amenities JUD_E”J
@ Spoits/Recreation " Chain
@ Dining
@ Meehngs.-’Euslness Services
Y r— B bt [

|»

DOUBLETREE SAN ANTONIO AIRFORT

37 NE LODP 410
SAN ANTONID TEXAS 78216 AMA Rating: < < <>

Telephone Mo: 210 366-2424

Guest FAX No: 210-341-0410
Frequent Credit Cards: A CACB DC DS JC VI
Flyer Programs:

[Special Features:

& Tr@Pdals

Property Location
LOCATED 5 MINUTES FROM SAN ANTONIO AIRPORT ACROSS FROM NORTH STAR MALL. 12 MINUTES TO DDWNTOWN
IWND FIESTA TEXAS. 6 MILLION DOLLAR RENDVATION NOW COMPLETE. _ALL GUESTROOMS = BARS = AND ELEVATORS.

. [ |
| mrad Abbeanbinen
Feady On Line =/

The example above shows a description for the Doubletree San Antonio
Airport. Since it is a featured property, icons appear in the description
allowing you to quickly and easily see some of the amenities offered by
this property, such as a pool and room service.

Featured properties contain special descriptions under the ‘Viewpoint’

keyword that you can easily display.

To switch back and forth between description levels, click ‘Property’
or ‘Chain’ under Description Type.

— To display a different keyword other than General, double-click it.
The description appears, and an ‘X’ appears next to the selected
keyword. An ‘X’ indicates that you have viewed the description.

— To close the Hotel Descriptions window, click Close Window.

7.14
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Step 2: Display All Available Room Rates

When to use

How to use

From Hotel Availability, you can view available room rates and room types
for a specific hotel property. From this display, you can determine the best
available room rate for your customer and sell it.

Display all available room rates (Complete Availability) to see a hotel’s
available room rates and room types.

To display all available hotel room rates, use the following steps:

1.
2.

From Hotel Availability, click the desired hotel property.

Click the Complete button on the toolbar.

The Complete Availability for the selected property appears. The
display varies according to the level of participation of the hotel vendor.
If the vendor participates in Inside Availability®, the rate information
comes directly from the vendor’s availability.

The following Complete Availability example is from an Inside
Availability” vendor.

¥ Viewpoint - [Complete Availability - Inside Availability]
= File Intormation  Sell

Sort Optiohs  Window Help

inerary

Description

8]

Motes Fidles Sell

=3
e

w'eb g

| mc.m|

“windou

Dates:
Hotel Hame:
Chain:

09/30/01 - 10/03/01 RoomMaster D: 91913
MARRIOTT L DN TWN
M - Marriott Taxes not included in rates

Mbr Persons: 1

Rates are  US Dallars (USD)
Total Rates: 10

Line

Ready

Fiate

229.00

269.00

350,00

199.00

249.00

179.00

129.00

99.00

110,00

Description

COMNCIERGE LEVEL ROOM " DELUXE RODM  CONCIEHGE

LOUNGE PRIVILEGES ENERGY CHARGE OF 2501 PER NT
APPLICABLE STATE LOCAL TAXES

JUNIOR SUITE *SPACIOUS LIVING ROOM WITH 1 KING

BED *550 50 FT ENERGY CHARGE OF 250 PER NT

ANY APPLICABLE STATE/LOCAL TAXES

WISTA SUITE * SPACIOUS 1 BEDRODM SUITE *

COMCIERGE PRIVILIGES ENERGY CHARGE OF 250 PER
NT ANY APPLICABLE STATE/LOCAL TAXES

BEST AVAILABLE RATE “DELUXE ROOM *1 KING OR 2

DBL BEDS * FLUS ENERGY CHARGE OF 250 PRE NT

ANY APPLICABLE STATE/LOCAL TAXES

REGULSR RATE *DELUXE ROOM 1 KING OF 2 DOUBLES
“LIVING AREA DVERSIZE WORKING DESK

AARP RATE * MLUST SHOW ID AT CHECK IM * 1 KING

0OR 2 DOUBLES

A4 DISCOUNT *1 KING OR 2 DOUBLE BEDS MUST

SHIW 484 ID AT CHECK IN

GOVERMENT RATE * 1 KING O 2BED *THIS RATE |5

FEDERAL GOVERNMENT ONLY

STATE GOVERNMENT RATE *DELUKE ROOM 1 KING 2

DB

Rate Change | Megotiated

1B14  [OnLine [

Note: You can sort the rooms by price by clicking the Rate column

header.

Booking Cars and Hotels using Viewpoint™ Course Book, February 2004

7.15



Module 7: Selling Hotels

Enter and display notes

The Notes feature is unique to Viewpoint . Using this feature you can
personalize property information by adding your own free-form notes and
comments about a particular hotel. The notes you enter can be saved and
viewed from Complete Availability. By default, the notes that you enter and
save are stored locally on your computer.

When you display Complete Availability for a property, a green dot will
appear on the Notes button if a note exists for the property.

The example below shows Complete Availability for the Claridge hotel. The
Notes button has a green dot, indicating a note exists for the hotel.

Notes button
indicating a
note exists

¥ Viewpoint - [Complete Availability]

= File Information Sell Sort @ptions Window Help ;Iilll
@ o @ | & | w|ale
Itinerary Description Motes Fiules Sell ilele el “window
Dates: 10/30/01 -11/01401 FoomMaster ID: - 53740 Nbr Persons: 1
HaotelMame:  CLARIDGE HOTEL
Chair LM - Lexington Sves Taxes not included in rates Rates are  US Dollars (USD)
Guarantee: Redquired Total Rates: 14
M Booking Rate On Rate | Comm-| Meal |Cancel
Line # Code | Desciiption Category| Rate @mount | Request | Change| ission | Plan | Policy
ATKHA 0.00
2 B1KBAC Superior Foom 1 King bed Standard 250.00 E ® E
3 B2QRAC Superior Room 2 Quesn b Standard 260.00 # 1l ®
4 C1QRAC Moderate Room 1 Queen  Standard 180.00 % H] %
5 ATKCOR Deluxe Room 1 King bed  Corporate 225.00 ] " ]
& BI1KCOR Superior Foom 1 King bed Corporate 215.00 " ® "
7 B2QCOR Superior Room 2 Queen b Corporate 215.00 # 1l s
8 CIQCOR Moderate Foom 1 Queen  Corporate 165.00 ® b %
3 B1KGODV Superior RBoom 1 King bed Governm 130.00 ® E3
10 B2QGOY Superior Room 2 Queenb Governm 150.00 b %
11 C10G0Y Moderate Room 1 Dueen  Governm 130.00 ¥ %
12 B1KMIL Superior Room 1 King bed  Military 130.00 y H
13 B2OMIL Superior Room 2 Queen b Military 130.00 ® E3
14 C1QMIL Moderate Room 1 Queen  Military 130.00 i #
Ready 1B1E (O Line =
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The following example shows the Hotel Notes window for the Claridge

Hotel.
¥ Viewpoint - [Hotel Notes: CLARIDGE HOTEL] [_[=]x]
| File Edit ‘Window Help =Bl x|
| ABcos
Itinerary Web Window
- Recently Re-modeled ;l

- Received numerous positi |

=
Line 2 of 2
Ready 1B1E  |OnLine |

When to Use

Enter a note to document your own personal information about a property.
Display the note to review your comments.

How to Use

To enter or display a note about a hotel property, use the following steps.
1. From a Complete Availability display, click the Notes button.

The Hotel Notes window appears, displaying any notes that were
previously saved.

2. To create or change a note, type the note.
3. Click the Close Window button to close the Hotel Notes window.

If you created or changed a note, you will be prompted to save the
changes. Click Yes to save the changes.
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Step 3: Display Hotel Rules

It is important to view rules about a specific rate prior to selling the room.
When to use

From a Complete Availability window, view the rate rules before selling.
How to use

To view rules and policies, complete the following steps:
1. Click the specific rate.
2. Click the Rules button on the toolbar.

The Rules Display appears.

¥ ¥Yiewpoint - [Rules Display - Inside Availability]

| File Motes! Sell Options! ‘window Help = ﬂlﬂ
g | Afces
ltinerary Hates Sell et Window
Dates: 3419/01 - 3222701 Mbr Mights: 3 Mbr Persong: 1

RoomMaster ID: 2282 HI - HOLIDAY INM AIRPORT

% Check-in

@ Rates

KNGNNN
KNG LEISURE NON SMOKING
RACK RATE
139.00 [USD) PER NIGHT STARTING 19 MAR FOR 3 NIGHTS
417.00 [USD) TOTAL STARTING 19 MAR FOR 3 NIGHTS
EXCLUDES TAX EXCLUDES GRATUITY COMMISSION YES 1 ADULT
ACCEPTED CREDIT CARDS: DS CB CA JC VI DC AX

=) Rate Includes

= Extra Charges

¥

. Cancellation

CANCEL PRIOR TO 1800 HOST HOTEL TIME ON 19MAR
qi Guarantee

Deposit
& °F =l
Display web broveser BB [Online |4 4

Note: Use the scroll bar to view all rule paragraphs. (Keyboard: Press
the Page Up and Page Down keys.)
Step 4: Reference Sell the Hotel

After viewing the rules, you are ready to sell your hotel. Selling from the
Rules Display is called reference selling.

When to use

Sell after you have viewed the rules.
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How to use

To reference sell a hotel room, use the following steps.

1. Click Sell.

The Hotel Reference Sell dialog box appears.

Yiewpoint - [Hotel Reference Sell] | %]
In Date: 3/19/00 Out Date: 3722401 — List of Selected Dptional Fields

Mbr Perzons: 1 Mbr Eooms:l'l_

Chair:  HI HOLIDAY IMM AIRPORT

Fioormb aster [D: 02282

Booking Code:  KMGHNMNM
KMG LEISURE MO SMOKING

Rate: 133.00U5D

RaCk, RATE
— Sell Options Hirt
i~ fate ou can indicate how the client wants to
Frmm— guarantes the reservation or supply other
" Customer detailz you need to send to the hatel.
" Extia

Res. Gualan!ee:l

j Guarantes Fequired

CON umber:l

Megotiated Hate:l
Booking Source:l

Cancel

G |

Additional rate related zell options. |

There are three Sell Options: Rate, Customer, and Extra.

— Rate—Enter applicable rate details, including guarantee field.

— Customer—Enter information specific to the customer.

— Extra—Enter additional sell options such as crib requirements etc.

When one of these options is selected, corresponding fields appear on the
lower half of the window where selections for that option are made. By
default, the Rate option is selected.

Rate

For this option:

Do this:

Res. Guarantee

Click down arrow to enter guarantee information. For
information on property guarantee and deposit
requirements, check the GUAR and BOOK property
keyword descriptions.

CD Number

Enter customer’s corporate discount number if
applicable.

Negotiated Rates

If you are booking a multilevel rate for your client,
you must enter rate code (2 to 6 characters).

Booking Source

Use this field to override your IATA number held in
your Agency Account Table. If you are a non-IATA
agent, use this field to enter your Travel Industry

Designator number (TID).
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2. To enter guarantee information, complete the Res. Guarantee text box or
click the Res. Guarantee down arrow.
If you clicked the Res. Guarantee down arrow, the Reservation
Guarantee Choices dialog box appears.

Reservation Guarantee Choices
Tupe MNurnber MM Y Usze as
© Lredteag [se = Bwies | || & gusanee
¢ TravelScreen option I j " Deposit

" Guarantee to agency with IATA number in A8, [AGT]

" Guarantee to agency with the following lATA number: I
" Deposit has been taken [DEST)

¢~ Deposit guaranteed by the agency [DPST AGT]

" Deposit with free form text

" Other guarantee free form text

oK I Cancel |

a. Select the guarantee type by clicking the corresponding button.

b. Complete any related text boxes. For example, if you select Credit
Card, complete the Type, Number and Expires text boxes.

c. Ifyou selected the Credit card or TravelScreen option, specify how it
is to be used—Guarantee or Deposit (Use as).

d. Click OK.
The Reservation Guarantee Choices dialog box closes.
In Date: 3/153/01 Out Drate: 3422401 — List of Selected Optional Fields
Mbr Perzonz: 1 HEr Eooms:l‘l_
Chair:  HI HOLID&Y 1MW AIRPORT

Roombd aster |D: 02282

Booking Code:  KHGMMM Fate: 133.00 USD
KMG LEISURE MOM SMORING

FRaCK RATE
— Sell Options Hints
% Rate ou can indicate how the client wants to
— guarantee the rezervation or supply other
" Customer detalls pou need to zend bo the hotel.
" Extra
Fes. Guaran;ee:|VI442?SDBBBBBBBBB1 ExP1202 j Guarantes Required
COM umber:l
Meqgotiated R ate:l
Cancel |
Booking 5 ource:l
[T

Enter the form of quarantes if appropriate. [A5- field)
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3. Complete the remaining Rate information (CD Number, Negotiated
Rate, and Booking Source) as needed.

4. To enter information specific to the customer, click Customer.
The text boxes at the bottom of the dialog box change.

In Date: 031301 Out Date; 03/22/01 ~ List of Selected Optional Fields
Mbr Persons: 1 Mbr Booms:l'l_
Chair:  HI HOLIDAY IMM AIRPORT

Roormbd aster [D: 02282

Booking Code:  KHGMMM Fate: 139.00 USD
KMG LEISURE MOM SMOKING

Rack RATE
—Sell Options Hirt
e Uze theze fields to send detail: about pour

cliert's frequent guest or frequent flyer
patticipation. 2y special requests should be
5 noted here.

Special Information: I

Erequent Guest #:
',—
Frequent Traveller #:

Cancel |
First Mamne: I Lazt Mame: I
[T

Guarantes Required

Additional customer infarmation sell options.

Customer

For this option: Do this:

Special Information Enter any special information or requests to be
sent to hotel (e.g. traveler uses a wheelchair).

Frequent If hotel you are booking runs a frequent guest
Guest # program, name of this program appears (e.g.,
Gold Passport). If your client is a member,
enter frequent guest number here. This
information goes to vendor for any preferential
rates and/or service.

Frequent Traveller # Enter two-letter airline code followed by
Frequent Air Travel Number if your client has
an appropriate number.

First Name Enter first name of client making reservation.

If left blank, lead name in itinerary becomes
default.

Last Name Enter surname of client making reservation. If

left blank, lead name in itinerary becomes
default.
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5. To enter additional sell options, such as bed requirements, click Extra.
The text boxes at the bottom of the dialog box change.

Yiewpoint - [Hotel Reference Sell]
In Date: 03419401 Out Date: 0372201 ~ List of Selected Dptional Fields

Mbr Persons: 1 NbrEooms:lT

Chain:  HI HOLIDAY INN AIRPORT

Foomkdaster [D: 02282

Booking Code;  KMGHMM Rate: 139.00 USD
KMG LEISURE WOM SMOKING

RaCk RATE
— Sell Options Hintz
= Rate Identify any needs for extra bedding ar
- additional persong staying in the room.
" Cuystomer
= Exra

ExtraBeds———— [ Exhra Persons

Infant Crib: I_ Eztra Adult: I_
Adult Rolaway: | EwiaChid [
Chid claway: | Concel |

Guarantee Required

Extra persons and extra bedding sell options. |

Extra

You can check the cost of the following sell options by displaying the
FAML and ROOM keyword descriptions and the Extra Charges rule.

Option Description

Infant Crib Enter the number of infant cribs or cots (between 1 and 3)
required in the room.

Adult Enter the number of adult rollaway beds (between 1 and 3)
Rollaway needed for the room. If you want to add an extra adult to the
room reservation, you may need an extra bed.

Child Enter the number of child rollaway beds (between 1 and 3)
Rollaway required in the room

Extra Adult | Enter the number of additional adults (between 1 and 5).
The room rates are valid for either 1 or 2 adults occupying
the room. You can specify additional adults to occupy the
room if permitted by the hotel. To accommodate extra
adults you may need to request an adult rollaway bed.

Extra Child | Enter the number of additional children (between 1 and 5).

In general, the room rates are valid for either 1 or 2 children
occupying the room. You can specify additional children to
occupy the room if permitted by the hotel. To accommodate
extra children you may need to request a child rollaway bed.
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6. Click Sell.

The Sell, Modify, Cancel - Vendor Summary window appears.

Notice in the example below, the confirmation number is in the top row.
The hotel vendor is an Inside Availability® participant and returned the

confirmation number before the PNR was end transacted.

¥ Viewpoint - [Sell. Modify. Cancel - Yendor Summary]

| Eile Edit Wiew ‘window Help

- Dates:  3/19/01 - 3/22/01 Nights: 3 Persons: 1
EiM| City: Los Angeles
Chain:  HI - Holiday Inn RoomMaster 1D: 2282

Rate: 139.00USD per day Guaranteed
Room: KNGMNN H of Riooms: 1

Payment Guarantee: V1442780BEEEREREE1EXP1 202
First name:  MARILYN

Last name: JONES

Rate Guaranteed 133.00

Chain Text

*COMFIRMED*/CF-61115651/AG-135.00

THANE YOU FOR BOOKING HOLID&Y MM

THIS GUEST IS CONFIRMED IN A& NON-SMOKING ROOM
IN ONE OF OUR QUALITY PERFORMER HOTELS

Ready

7. Click Itinerary to return to the itinerary window.

8. Save the PNR

HI Folday 3383 Status. CONEIRMED Confmation I ETTIBRET 3 " o

[ Bt ik

The final step to selling a hotel is to save the PNR. When you are selling an
Inside Link® participant, the time period to communicate through the link is
approximately ten minutes. Since Apollo” does ot alert you to the time-out,
it is best practice to save the PNR quickly. Saving a PNR is discussed in

Module 6.
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Display a Description for a Hotel Reservation

After you’ve booked a hotel, you can easily get information on the property
or chain, such as shuttle information or telephone number.

When to use

Display hotel property and chain descriptions when you need more
information about the hotel that is booked.

How to use
To display a hotel property or chain description for a booked segment,
complete the following steps:
1. On the itinerary window, click the hotel segment.
2. Click Hotel on the toolbar and select Description.
The Hotel Descriptions window appears.

3. To switch back and forth between description levels, click ‘Property’ or
‘Chain’ under Description Type.

4. To display a different Keyword other than General, double-click it.

5. To close the Hotel Descriptions window, click Close Window.
Displaying a Description using the Hotel Descriptions Request

You can display a hotel property or chain description without checking
availability or booking a hotel.

When to use

When you need information about a specific property or chain and are not
concerned if it is available, display a description from the itinerary window.
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How to use

To display either a hotel property or chain description from the itinerary
window, use the following steps:
1. Click the Hotel button and select Description.

The Hotel Descriptions Request appears.

Yiewpoint - [Hotel Descriptions Request]
oot Hintg—————————
=han. I j' Specify a chain to get vendor

level descriptions.
BoomMaster ID: I Enter a Roombaster number to

see descriptions for a property.

Drate: Im

] I Cancel |
Enter the property's chain code, 2 characters.

2. Do one of the following:

— To display a description for a chain, type the hotel name or code, or
click the down arrow to select it from the list.

— Press Tab.

— Use the arrow keys to scroll through the list and highlight the chain.

—  Press Tab.

— To display a description for a specific property, tab to the
RoomMaster ID text box and type the identification code.

3. To enter an alternative date, type the date or click the down arrow and
select a date from the calendar.

4. Click OK.
The Hotel Description appears.

5. If you entered a RoomMaster™ ID you can switch back and forth between
description levels by clicking ‘Property’ or ‘Chain’ under Description

Type.
6. To display a different Keyword other than General, double-click it.

7. To close the Hotel Descriptions window, click Close Window.

Booking Cars and Hotels using Viewpoint™ Course Book, February 2004 7.25



Module 7: Selling Hotels

Modify a Hotel Segment

If you have already made a hotel reservation, it is possible to modify the
details using Viewpoint . However, the following applies:

If the hotel is an Inside Link”™ vendor, the modification is processed
immediately. If the room is not available, the original segment is subject
to cancellation. So, check availability first to make sure your
modification is available before attempting to modify a booked hotel.

For non-inside link vendors, any changes are processed after you have
End Transacted the PNR.

When to Use
Modify a booked hotel segment when you need to change the check-in/out
dates, number of adults (1 or 2 only), booking code and any of the optional
sell qualifiers.
If you want to change hotels, rebook and cancel the original reservation.
How to Use
To modify a booked hotel segment, use the following steps:
1. On the itinerary window, highlight the hotel segment you want to
modify.
2. Click the Hotel button and click Modify.
Note: You can also right-click the hotel segment and select Modify
Segment from the shortcut menu.
The Hotel Modify Request dialog box appears, containing the original
booking information and sell qualifiers.
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Yiewpoint - [Hotel Modify Request]

(31770 =l gut;|SE2DJD1 =]
Mbr Eersons:l‘l_ Mbr Booms: I‘I_
Chain: AT SOFITEL MIARI

Roorntdaster 1D: 28653
Booking Code: IB‘I FKRALC Rate: 189.00 USD

— List of Selected Optional Fields

First Name = ROBERT
Last Mame = MEAGLE

Res. Guar. =Y

— Sell Options Hint:
' Rate “You can indicate how the client wants to
= guarantes the reservation or supply other

" Customer detailz you need to zend ta the hatel.

" Exhra 1 | _;I
Res. Guarantes: |VI442?BDBEEBEBEBS1 EXP1202 j

COH umber:l

Megotiated Hate:l
Boaoking Source:l Cancel |

The date the custamer will arrive at the hatel,

[ [ [

3. Change the basic reservation details as necessary: Check In/Out dates
and room type.

4. Change or delete the optional sell qualifiers as necessary.
All qualifiers selected appear in the listing to the right.

5. Click the Modify button to confirm your changes.

Viewpoint  sends the modified reservation details to the Apollo®
system. If the request is available, it will be booked and the reservation
details displayed. If not available, a message appears.

Cancel a Hotel Segment

When to use

How to use

When your customer’s itinerary changes and no longer needs a hotel
reservation, you can easily cancel it.

Remember that once you sell an Inside Link® participant, Apollo” instantly
sends a message to the vendor, regardless of whether you have end transacted
the PNR. The hotel room reservation is confirmed as soon as you sell it. If
you ignore the PNR before ending it, the hotel space will still be confirmed.

Cancel a booked hotel when your customer no longer needs it.

To cancel a hotel segment, use the following steps.
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Click the hotel segment to highlight it.
Click Customer on the toolbar and select Cancel Segment(s).

Note: You can also right-click the hotel segment and select Cancel
Segment(s) from the shortcut menu.

A confirmation dialog box appears.
Galileo Yiewpoint B

@ Are you sure you want to cancel ALL segments?

Click Yes.
The Sell, Modify, Cancel - Vendor Summary window appears with a
message confirming the segment was successfully canceled.

Click Itinerary to return to the itinerary window.

Hands-On

Create a new PNR for your customer. Enter your name in the name field (as

the customer) unless instructed otherwise.

1. Display a Hotel Index for a hotel near Manhattan Beach, near LAX
airport, for six months from now beginning with Monday night for six
nights. Search for hotels that are under $175.00 per night and have an
outdoor pool and meeting rooms.

2. Access a complete list of available rates for the third hotel listed.

3. Check the rate rules for the least expensive room rate that the customer
can use.

4. Sell the hotel using the American Express card (370000000000028
expiration 12/02) for the guarantee.

5. Using the same PNR, cancel the hotel segment only. After canceling the
hotel segment, ignore the PNR.

Caution: Ignore the PNR or your agency is subject to unwanted charges.
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Direct Sell a Hotel

Direct Selling a hotel allows you to reserve a known property without first
viewing availability or rates. Direct selling is usually used for business
travelers who have a preferred hotel at their destination city where they stay
on a regular basis. To direct sell, you must know the RoomMaster”
identification code of the hotel and the booking code (e.g. A2TRAC).

When to use
Direct sell when your client has a preferred hotel and you know the
RoomMaster”™ ID.

How to use

To direct sell a hotel, use the following steps.

1. Ifyou want to insert the hotel reservation after a booked segment, select
the segment.

2. Click Hotel on the toolbar, then click Direct Sell.
The Direct Hotel Sell dialog box appears.

Viewpoint - [Direct Hotel Sell]

j Out: I'I2a"3Ua"UU j Wbr EBISDHSF — Ligt of Selected Optional Fields

Chait: I j Nbrﬂooms:l‘l_
Roombdaster 1D: I— Booking Code: l—

—Sell Options Hint |
& Fate *'ou can indicate how the client wants to
= guarantee the reservation or supply other
" Custamer detailz you need ta send to the hotel,
" Euhra
1
Res. Guaranﬁee:l j

£D Mumber Sel| |
Currency

Negotiated Hate:l 7 Lacal Cancel |

Booking Source:l C Euo

The date the custamer will arrive at the hatel,

If you selected an air segment, the In and Out dates, as well as the
number of persons are automatically carried over from the PNR.

3. Type the required information.
a. Tab to Chain and type the chain name or click the down arrow to
select from the list.
b. Tab to RoomMaster ID and type the property number.
c. Tab to Booking Code and type the room type.
d. Click one of the three Sell Options (Rate, Customer or Extra) and
complete the fields as necessary.
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Corresponding fields appear on the lower half of the dialog box for
the selected Sell Option.

4. Click Sell.
The Sell, Modify, Cancel - Vendor Summary window appears.

5. Click Itinerary to return to the Itinerary window.
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Summary

In this module, you have learned how to:

o Describe hotel participation levels in the Apollo® system.
e Reference sell a hotel.

e Update a hotel search.

e Enter and display hotel notes.

e Display hotel descriptions and policies.

e Modify a hotel segment.

e Cancel a hotel segment.

e Direct sell a hotel.
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Notes
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