Module 8: Using Maps

When your customer asks you, “Which hotels are closest to...?” or “Can |

walk from my hotel to...?”, you can use the map tool to assist you in
answering these types of questions.

Note: The map tool is optional; your agency must subscribe in order for you
to use it.

Module Objectives

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

Display hotels and attractions on a geographical map from a Hotel
Availability or Hotel Index display.

Find the approximate distance between two or more points on a map.

Display a map using a booked segment.

Display a map from the itinerary window by searching for a city or
reference point.

Create and display custom reference points for a map.
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Module 8: Using Maps

Maps

With the maps tool, you can display a geographical map of an area and plot
hotels, attractions, and suburban cities. You can also create your own
reference points and plot them on the maps.

Below is an example of a map displayed from Hotel Availability showing the
hotels in downtown Chicago.

¥ Viewpoint - [The Loop] [_ o] =]
| File Map Information Search Sell Sot Yiew Options Window Help R - |5‘ ll
Itinerary | Informatian | Zoom T ID\stant; IPlnl st | sell | Web | Close | |
i AMi | [plot; [Hotels -
SCHILLER ST
71 PRl 4> OM Omni Chicago Hotel
GOETHE
= Flelk 0 RD Radisson Chicago
ST i A|h(w @ Lake Michigan
= 0 Ul Seneca Hotel
L z
8 wl (E 0 WY Wyndham Chicago Dtw
2w 2e]E alwa Lo
g ag & g: DE o Wl Westin Michigan Ave
L1 E
cmcne§ A\fg G b [l DT Duee Stes Chicago
= SUFEMOR ST E E T <> L2 House DF Blues HY
5T
g EFIE AR B> 5! Chicago And Twrs —
1 1
Eyfea o ’) 0 SL Swissotel Chicago
% =
%"* 5 KINZIE] 6 ® & . /] @ HI Holiday Inn Martplz
ic3 A n . .
30, 494 K1 Chicaog 5 GpLLl @ FA Fairmont Chicago
2
A 77 Lal @ WY wyndham Ambassador
l AgLEH| ST
Al T F whas Ial_I <i3> KC Bumham HY-Chicago
= I MA N ST ¢ -
= 4% Ul Lenox Suites
o) [ U2 moNRSE T LAKE
Station | 9] 5 ADA I SHORE DR <iB> HL Chicago The Drake
Z[ilsachoon | BL RO Regal Knickerbocker
@ BW River North Hotel
i8> KC HY Allagro Chicago
=
LY e
el =l
L] 4] =]

The right pane of the map window lists the names of the hotels that are
plotted by number on the map.
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Module 8: Using Maps

You can display the name of a hotel by moving the pointer over one of the
numbers on the map and holding it there a few seconds. The example below
shows the pointer over number 10, the Holiday Inn Mart Plaza (Martplz).
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From a map display, you can do a number of things including:
¢ Plotting hotels, attractions, custom reference points, and suburban cities
e  Check hotel availability and sell hotels

e Find the distance between two or more points

Note: Many of the map functions require the use of a mouse.
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The following example shows the Superdome in New Orleans selected from
the list of attractions and plotted on the map along with area hotels.
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The example below shows that the approximate distance between the
Superdome (#12) and the Hotel New Orleans (#4) is four tenths of a mile.
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Module 8: Using Maps

Using Viewpoint , you can display a map several different ways:
e From a Hotel Availability or Hotel Index display
e By selecting a booked hotel, car, or air segment

e By searching for a city or reference point

Each of these methods is described in the following pages.

Display Maps from Hotel Availability or Index

You can easily display a map of hotels from a Hotel Availability or Hotel
Index display. You might display a map of hotels if you are working with a
customer who is asking you specific questions about the location of a hotel.

When you request a map from a Hotel Availability or Hotel Index display, all
hotels in the display are plotted on the map. If your customer is only
interested in one or two hotels, you can mark them before requesting the map
display so they appear differently from the others. You can also mark them
after the map is displayed.

The example below shows three New Orleans hotels marked on a Hotel
Availability display.
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Marked hotels
highlighted

The marked hotels appear differently from the others on the map.
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From a Hotel Availability or Hotel Index display, request a map to answer
questions from your customer about the location of one or more hotels.

To display maps, use the following steps.

1.

Double-click each hotel on the Hotel Availability or Hotel Index display
that you want to be highlighted when the map is displayed.

A checkmark appears at the beginning of the line. To uncheck a hotel,
double-click the hotel line again.

Click the Map button on the toolbar and select View Map for Marked
Properties.

The map appears. All of the hotels that are plotted on the map are listed
with corresponding numbers in the right pane of the window.

The hotels that you selected display in a square box with a red border

similar to the following:

Continued on next page
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How to use (Cont.)

From the map display, you can perform a number of tasks including the
following:

To plot additional hotels from the Maps display, double-click a name

from the list in the right pane.

To plot attractions, custom reference points, or suburban cities:

a. Click the Plot down arrow and select a category. A list of items
appears.

b. Double-click the item(s) to be plotted on the map.

Note: Before you can plot custom reference points, you must create

them.

To change the view of the map, click the Zoom button on the toolbar

and click one of the available options (Zoom in, Zoom out, East,

West, etc.). The options that are available may be different

depending on the city or area that the hotels are located in.

To sell, display complete availability, or display a description for one

hotel:

a. Select a hotel by clicking its number on the map or clicking its
name in the list.

b. Click Sell, or click the Information button on the toolbar and
select Complete Rates for Selected Hotel or Description for
Selected Hotel.

To check availability for all hotels or only hotels that are marked,

click the Information button on the toolbar, select Check Availability

and select Marked Hotels or Selected Hotels.

To close the map window, click Close Window.

Determine Distance Between Points

When to Use

When your customer asks, “How far is it...?”, you can display a map and get
the answer using one of the map tools. Distance can be displayed in miles or
kilometers.

After displaying a map, you can find the distance between two points or
more than two points.

Note: This requires you to use your mouse.

Display the distance between two or more points after you have displayed a
map.
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How to Use

To find the distance between two points on a map, complete the following
steps:

1.
2.
3.

Practice

Plot any hotels, custom reference points, attractions, or suburban cities.
Click the Distance button and select Miles or Kilometers.

Do any of the following:
— To display the distance between only two points:
a. Click the Distance button and select Distance. The pointer icon
changes.
b. Move the pointer over the first point.
c. Click the mouse button, and while holding the mouse button
down, move the pointer to the second point.
d. Release the mouse button.
— To display the distance between more than two points:
a. Click the Distance button and select Joint Distance. The pointer
icon changes.
b. Move the pointer over the first point, and click the mouse button.
c. Move the pointer over the next point, and click the mouse
button. Repeat this for as many points as desired.

The distance between the two points is displayed in the upper left corner
of the map.

To exit from the distance tool, double-click anywhere on the map.

The pointer changes back to its original icon.

You are working with a customer who wants to book a hotel near the Art
Institute in downtown Chicago six months from now.

1.

2
3.
4.
5

Search for hotels within a mile of the Art Institute of Chicago.
Mark the first, third, and fifth hotels for plotting on a map.
Display the map.

Plot the Art Institute of Chicago on the map.

Your customer asks how far the Art Institute is from Union Station. Find
the distance between these two points.
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Display a Map using a Booked Segment

Booked
hotel plotted

If your customer asks you questions about the location of hotel or driving
distance from the airport to downtown after you’ve already booked an air,
car, or hotel segment, you can use those booked segments to quickly display
a related map to answer the questions.

The map in the example below was displayed from a booked hotel segment.
Only the booked hotel is plotted on the map.

When to Use

How to Use
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Use a booked air, car, or hotel segment to display a map that relates directly
to that segment to help answer any customer questions.

To display a map that relates to a booked segment, use the following steps.

1. Select a booked air, car, or hotel segment on the itinerary window.

2. Click the Map button on the toolbar and select Display Map.

The map window appears.
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Search for a Map

You can search for a map using a city, reference point or postal code. You
can also display maps of selected airports.

To search for maps, you use the Map Search dialog box. You can display
this dialog from the Map button on the toolbar or Map menu.
Searching for a map using the Map Search dialog is a two step process:

1. Enter or select information on the top part of the dialog box to narrow
your search down to an area.

2. Select a specific map from the results of Step 1 in the bottom part of the
dialog box.

Enter a City or Reference Point

To search by city or reference point, you type a name in the entry box. The
search begins as soon as you stop typing. Depending on what you have
entered, there may be an exact match or several matches.

If there is an exact match on what you typed, a selection of maps will appear
in the bottom half of the dialog box. For example, when ‘French Quarter’ is
typed, there is an exact match.

Map Search E I

City/Feference Paint | Pastal [:.:.del ,-".\irportl

— Search for Country, State, City or Reference Paint

Step 1: Tupe all or part of the name and then zelect an entiy in the list,

Mumber of Search Hits: 1

French Quarter LA j

—Select Map

The Highlighted map shows Yiewpoint's "Best Fit" map for your search,
Below are maore detailed maps within thiz area.

Step 20 Select a map and Press OK.

Mew Orleans Metro
L | New Orleans Downtown

ak. I Cahicel

Continued on next page
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Enter a City or Reference Point (Cont.)

Maps matching your search are displayed in the lower half of the dialog box.
You can expand any areas that have plus signs (+) in front of them. Select a

map by clicking it, and then click OK.

If there are several matches, a list of entries appears directly below the entry
box. You must select one of the entries matching your search before

selecting a map.

For example, if you type ‘new york’, there are several matches.

City/Reference Point | Pasgtal Codel ,-".‘qirpn[tl

Map Search E3 I

— Search for Country, State, City or Reference Paint

Step 1: Type all ar part of the name and then select an entry in the list.

Mumber of Search Hits: 11

niew york] j

L Mew York Albany &nd Schenectad

B ew aork Buffalo
Mew ¥ark Long lzland

Mew ork Mets Baseball Chub FL

Mew wark WY

Mew vork, Public Libran WY

Mew vork Rochester

Mew Yok Stock Exchange NT

MHew York Syracusze

Mew Yok Tech Institute NY

Mew vark White Plaing

ak. Cancel
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Search by Airport

Click the Airport tab to search for an airport. Select an airport from the drop
down list. Then click OK.

Map Search E3 I

Citp/Reference F'l:uintl Postal Code  Airport |

— Search for Airport

Step 1: Select an airport:

Armnsterdam-Schipol Airpart j

| anton -Logan [nt'l Airport
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Chicago-0'Hare Intl Airport
Cincinatti-Morth £y Airport
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Denverntermational Airport
Dretroit-4f apne County Airport

Frank furt-International Airport
Honolulu-Intermational dirport
Haouzstan-ntercontingntal Airpart

Laz Wegas-McCanan Intl Airpt
London-Gatwick [nt'l Airpart
London-Heathrow Int'l Airport

Loz Angeles International Arpt

b adrid-B arajaz Airport

t elbaurne-Melbaurne 18t Airpart
tdiami-lnternational Airpart
Minneapolis-lnt| Airport

|| Montreal-Darval Int'l Airport
tunich-Franz Jozeph Strauss dirport
MHew York-Kennedy Int'l Airpart

Mew vork-LaGuardia Airport ]} I Cancel |
I ewark - nternational Airport 4

Below is the map of Atlanta’s Hartsfield International airport.

¥ Viewpoint - [Atlanta-Hartsfield Int'l Airport]
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MAIDWEST EXP. YAMGUARD

Concourses Ak B & C

DELTA
B
D
3 E
MAIN TERMINAL
AMERICAM
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AMERICAWEST LR FRAMCE KLbA
AIR JAMAICA KOREAM AR
TERMINAL AEROMEXICO  LUFTHAMSA
PARKING ALM ANTILLEAM  MALEY
CARRENTAL  BRITISH AIRWAYS SABENA
SWISTAIR

@ ]APAN AIRLIMEE  WARIG
i MapGuest.com
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Enter a Postal Code

Use the Postal Code tab to search for maps by postal code. Type the five-

digit postal code to begin the search. The search begins as soon as you type
the fifth number.

Map Search E3 I

Citw/Reference Point  Postal Code |.-’-‘«ir|:unlt|

— Search for Postal Code

Step 1: Type the complete postal code.

Paostal Code: |9EIEI23

Country; LS4

—Select Map

Step 2 Select a map and press OK.

';i_| Loz Angeles Dwerview
I—E ngeles Metro

Loz Angeles Downbown
Hollywood
Fodeo Drive

‘_ Beverly Hills
El Segundo - Lik Area

ak. I Cancel

Select a map and click OK to display the map.
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Custom Reference Points

Custom
reference
point

If your customer travels to an office or client occasionally, but doesn’t have
any hotel preference, you can create a custom reference point to plot the
office on a map to remind you of its location.

For example, your customer visits his client, DCS Enterprises, in downtown
St. Louis a few times a year. You create a custom reference point to mark
where the office is in downtown St. Louis.

¥ Wiewpoint - [S5t Louis Downtown] M=l E
File Map |nformation  Searc 1= ot ¥iew Options  Window Help - X
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‘0 O'Fd{ ?_';2.5 (L] Pliot: ICuslUm reference points ﬂ
1oy, oy Sy 0 .25Km
94,“'* sy  |ooEosvarems e
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TP gy Station -& k":wr 3 saoln
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+
& 2, = S, $
£ exg, & Sp g &
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e Py Py
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] LS o
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Ry Ffo
Ajgy Btz (55 &5 Mo IL
5] 4] 2
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PAEIRY

Create Custom Reference Points

When to use

How to use

Create a custom reference point when you want to be able to plot something
on a map that isn’t listed in the hotels, attractions, or suburban city

categories.

To create a custom map, use the following steps.
1. Display the map on which you want to create a custom map.

2. From the Map menu, select Insert Custom Reference Point.

The cursor icon changes.
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3. Move the pointer over the point at which you want the custom reference

point to display on the map and click the mouse button.

Note: The custom reference point is plotted where the pointer’s arrow
tip is pointing.

The Custom Reference Point dialog box appears.
Complete the fields on the Custom Reference Point dialog box.

Note: the Reference Point Name is required. It is the name that will
display in the right pane of the map window.

Click OK.
The custom reference point is saved and plotted on the Map.

Note: To clear a custom reference point from displaying on the map,
right-click on its name and select Clear.

Change Custom Reference Points

When to use

How to use

Once you’ve created a custom reference point, you can make changes to the
name or address information.

Note: In order to change where the custom reference point is plotted, delete
it, and the recreate it.

Change a custom reference point when the name changes or you no longer
need it.

To change or delete a custom point, use the following steps.

From a map display, select Manage Custom Reference Points from the
Options menu.
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The Manage Custom Reference Points dialog box appears.

Manage Custom Reference Points I
™ List Al Points ' List Points on Current Map
Mame | Eity+| Address | State/Country | T elephone |
Des OF..
Edit elete | Elat | Bestare Column 'widths

Note: By default, only custom reference points for the current map are
listed. To list custom reference points for all maps, click List All Points.

2. Do one of the following:
— To change the name or address information:
a. Click the custom reference point to be changed in the name
column.
b. Click Edit. The Custom Reference Point dialog box appears.
c. Edit the information and click OK.
— To delete the custom reference point:
a. Click the custom reference point to be deleted in the name
column.
Click Delete. A confirmation dialog appears.
c. Click Yes. The custom reference point is removed from the
dialog box.

3. To close the Manage Custom Reference Points dialog box, click Close.
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Practice
1. Search for a map of South Lake Tahoe. Display the map.

2. Add the custom reference point, ‘Heavenly Resort’, to the lower right
portion of the map, somewhere near where Saddle and Wildwood roads
intersect. Optionally, add a fictitious address and telephone.

3. Display the name of your custom reference point by pointing to its
number.

4. Change the ‘Heavenly Resort’ custom reference point name to ‘Heavenly
Ski Resort’.
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Summary

In this module you learned how to:

Display hotels and attractions on a geographical map from a Hotel
Availability or Hotel Index display

Find the approximate distance between two or more points on a map
Display a map using a booked segment

Display a map from the itinerary window by searching for a city or
reference point

Create and display custom reference points for a map
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Optional PNR fields provide you with a way to include important data with
your customer’s reservation.

This module explains how to add these optional fields to a PNR.

Module Objectives

Upon completion of this module, you will be able to add remarks to a PNR.

Add and Change PNR Remarks

You can add a freeform note or message to a PNR. There are several types
of PNR remarks:

Associated—associated to a segment
Unassociated—unassociated to a segment
General—general information

Document/Invoice—designate the format of, or the items that need to be
printed out on, an Itinerary/Invoice

Customer ID—customer remark.

Postscript—displays at the top of the PNR, but does nof print on a ticket
or itinerary

Queue Minder—place a PNR message onto a queue

Continued on next page
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Add and Change PNR Remarks (Cont.)

You use the PNR Remarks dialog box to enter or change all types of

remarks.
[PNRRemarks ————H|

Associatedl Unassocisted  General | Diocument / Invoice | Custamer IDf’F‘ostscriptI Queue Minder I

Remarks:

Bemarks Text:

Add Moy Dekte |

Cancel |

Add Associated Remarks

Associated remarks are itinerary remarks you create and associate to a
specific segment in a PNR. When you print an itinerary, associated remarks
print immediately after the segments they reference. You can have up to 70
freeform characters per associated remark.

Note: When you add, change, or delete associated remarks, that information
does not go into the PNR history.

You can create a maximum of 1890 characters for combined associated and
unassociated remarks.
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Associated remarks display on the itinerary window as a part of the segment
they are associated with. Below is an example of a remark associated with
segment 2, a hotel segment.

Associated
Remark

¥ Viewpoint - [PNR - MILLER] [_[O]x]

| File Edit Ar Fares Car Hotel OQueuss Map Wiew Tools Window Help - ﬁ'il

| oae | e g | @7 M w:-n@ |

Shop Air Fares Hotel Map Finish |DE(§

-

E-Mail

P

Car

Customer

=l

= Itinerary

1 DL - Delta Flight Murmber; 308 Booking Code: ¥ # Seats: 1
Date:  Monday, June 11, 2001
From:  PHX - Sky Harbor Intl Arpt, Phoenix A2 - U.S.
Tor ATL - Hartsfield Intl Arpt, Atlanta GA - U.S.
Departs: 0B:00  Artives: 14:33
Status: S5 - Sold
Available for electronic ticketing

2 Check In: Friday, June 01, 2001 Check Qut: Tuesday, June 05, 2001 4 Nights 1 Person 1 Room
ATL - Atlanta HX - Hampton Inns
[= E‘fﬂ ATLANTA-DOWNTOWN F RoormMaster 1D 4156 Booking: B2DRAC
119.00 USD per day Guaranteed
Status: §S - Sold Confirmation: 80027226

A sssociated Remarks:
»

When to use

How to use

> MEET.
(23 Hotel Optional Fislds:

3 DL - Delta Flight Murnber: 689 Booking Code: ¥ # Seats: 1
Date:  Friday, June 15, 2001
From;  ATL - Hartsfield Intl Arpt, Atlanta GA - U.S.
To: PHX - Sky Harbor Intl Arpt, Phoenix AZ - U.S.
Departs: 17:55  Arrives: 19:10
Status: S5 - Sold
Avalable for electronic ticketing

[ Unassociated Itinerary Remarks

‘wieb Bookings

]
Done 1B18  |OnlLine ,a i

Add an associated remark when you want to add information relating to a
specific segment.

To add an associated remark, use the following steps.

1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select Associated from the menu.

The Associated tab of the PNR Remarks dialog box appears. By default,

the first segment is selected.
2. Click the segment to which the remark will be associated.
3. Click the Remarks Text text box and type the remark.
4. Click Add.

The remark is added to the Remarks text box, the top pane of the dialog

box.
5. Click OK.
The remark is added to the PNR.
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Modify and Delete Associated Remarks

When to use

Modify or delete an associated remark when you need to make a change to a
remark associated with a specific itinerary segment.

How to use

To modify or delete an associated remark, use the following steps.

1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select Associated from the menu.

The Associated tab of the PNR Remarks dialog box appears.

2. Click the segment that contains the associated remark that you want to
change.

The segment is highlighted and the associated remark(s) display in the
Remarks text box.

3. Click the remark that you want to change or delete.
The remark is highlighted.

4. Do one of the following:
— To modify the remark, change the text in the Remark Text text box.
Then click Modify.
— To delete the message, click Delete.
— Click OK.

Add Unassociated Remarks

Unassociated remarks are freeform remarks you create for an itinerary that
do not associate to a specific segment. When you print an itinerary,
unassociated remarks display at the bottom of the itinerary. You can have up
to 70 freeform characters per unassociated remark.

Note: When you add, change, insert and delete unassociated remarks, that
information does not go into the PNR history.

The unassociated remark displays after the last segment on the itinerary.
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Below is an example of an unassociated remark thanking the customer.

Unassociated
Remark

¥ Viewpoint - [PNR - MILLER] [-[O] =]

| File Edit A Fares Car Hotel OQueuss Map View Tools Window Help = E'il

| w | m | oov | w @|

Shep 2ir Fares Hotel WMap Finizh

=

E-Mail

g

Car

Customer

=
=

Itinerary

1 DL - Delta Flight Murnber; 308 Booking Code: ¥ # Seats: 1
Date:  Monday, June 11, 2001
From:  PHX - Sky Harbor Intl Arpt, Phoenix AZ - U.S.
Tor ATL - Hartsfield Intl Arpt, Atlanta GA - U.S.
Ceparts: 08:00 Arrives: 14:33
Status; S5 - Sold
Ayailable for electronic ticketing

2 Check In: Friday, June 01, 2001 Check Out: Tuesday, June 05, 2001 4 Nights 1 Person 1 Room
ATL - Atlanta HX - Hampton Inns
Eu ATLANTA-DOWNTOWN F RoomMaster D 4156 Booking: B2DRAC
119.00 USD per day Guaranteed
Status: 55 - Sold Confirmation: 80027226

3 DL - Delta Flight Murnber: 689 Booking Code: ¥ # Seats: 1
Date:  Friday, June 15, 2001
From:  ATL - Hartsfield Intl Arpt, Atlanta GA - U.S.
To: PHX - Sky Harbor Intl Arpt, Phoenix AZ - U.5.
Departs: 17:55 Arrives: 19:10
Status. 55 - Sold
Avalable for electronic ticketing

[E 23 Unassociated Itinerary Remarks

When to use

How to use

P [1[THANKS FOR USING GREEN TREE TRAVEL

@ ‘wigh Bookings

35, Ot Ecvne

=l
Done 1B1B  |On Line 4 4

Add an unassociated remark when you want to add a remark that isn’t
specific to any one segment.

To add an unassociated remark, use the following steps.

1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select Unassociated from the menu.

The Unassociated tab of the PNR Remarks dialog box appears.
2. Click the Remarks Text text box and type the remark.
3. Click Add.

The remark is added to the Remarks text box, the top pane of the dialog

box.
4. Click OK.
The remark is added to the PNR.
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Modify and Delete Unassociated Remarks

When to use

How to use

Add General Remarks

Modify or delete an unassociated remark when you need to make a change.

To modify or delete an unassociated remark, use the following steps.

1.Click the Customer button on the toolbar,
select Create/Edit Remarks, and select
Unassociated from the menu.

The Unassociated tab of the PNR Remarks dialog box appears.
1. Click the remark that you want to change or delete.
The remark is highlighted.

2. Do one of the following:
— To modify the remark, change the text in the Remark Text text box.
Then click Modify.
— To delete the message, click Delete.
— Click OK.

General PNR remarks are an optional way for you to keep notes about the
record in Apollo®. These are freeform remarks and do not print on any
documentation or transmit to any airline.

How you add, modify, and delete a general remark is similar to doing the
same with unassociated remarks.

You can add a single-character qualifier to the general remark so that you can
sort the remarks on the itinerary window. Preface your remark with a
qualifier letter followed by a slash. For example, to add a qualifier for a
hotel remark you would enter ‘H/REMARK”.

9.6
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General PNR remarks display in the Remarks and Service Information
section on the itinerary window. If you’ve added qualifiers, you can sort
them by right-clicking over any general remark and selecting Sort by
Qualifier.

¥ Viewpoint - [PNR - No Names] HE

| Ele Edit Air Fares Car Hotel Hueuss Map Wiew Took Window Help _|E' il
e o | T

Shop Map Finish | EMail | et @l

L Ticketing Arrangement: ;l
L [ Queue Minders

-

%v

Fares

é{v

Air

fag™

Hotel

g

Car

Lezud
[its)

Customer

=] '—.._--J Document /Tnvoice Remark
L 2 Document/Invoice Remarks

[l = Form of Payment

L Ma Form of Payment selected

Addresses

= Remarks and Service Information

= 3 General/Notepad Remarks
I, [Qualifier R
C Cs

Edit General/Motepad Remarks. |

n IM  Sort by Qualifier

H Hi+ Sort by Original Order
c Tl Show this Type only
m m Show all Motepad remarks

o[ R |W[M[==

CALL AFTER SIX PM‘

= @ General Information

(Owner CRS; ool
Crwmer: GREEMN TREE TRANWEL
Cwner Pseudo: | 1818

£

1B1B [ Line

When to use

Add a general remark when you want to note something about the PNR that
will not print or be transmitted to a vendor.

How to use
To add a general remark, use the following steps.

1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select General from the menu.
The General tab of the PNR Remarks dialog box appears.

2. Click the Remarks Text text box and type the remark.

Note: To add a qualifier, preface your remark with a letter and slash

(e.g., C/remark).

3. Click Add.
The remark is added to the Remarks text box, the top pane of the dialog
box.

3. Click OK.

The remark is added to the PNR.
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Modify and Delete General Remarks

When to use

Modify or delete a general remark when you need to make a change.

How to use

To modify or delete a general remark, use the following steps.

1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select General from the menu.

The General tab of the PNR Remarks dialog box appears.
2. Click the remark that you want to change or delete.
The remark is highlighted.

3. Do one of the following:
— To modify the remark, change the text in the Remark Text text box.
Then click Modify.
— To delete the message, click Delete.
— Click OK.

Add Document/Invoice Remarks

Document/Invoice remarks are frequently used itinerary remarks pre-stored
in a file created and maintained by the agency secondary authorizer. You
can choose remarks from the file and use them on a customer’s itinerary.
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When to use

How to use

Document/Invoice remarks display in the Document/Invoice Remark section

of the itinerary window as shown in the example below.

¥ Viewpoint - [PNR - MILLER] M= B
| File Edit Ar Fares Car Hotel Queuss Map Wiew Tools Window Help = ZI
o | e | & o | | | ®|ufD he
Customer Shop Air Fares Car Hatel Map Finizh Dacs. E-Mail Web
UL ;I

Document Numbers

= @ Ticketing Arrangement

L Ticketing Arrangement:
L EAqueue Minders

= —._..-'J Document /Tnvoice Remark
[=] &3 Document Tnvaice Remarks
INr. Keyword Walie

SF - Service Fee

= = Form of Payment

L Mo Form of Payment selected

Addresses

= Remarks and Service Information

{23 General/Notepad Remarks
(1 other Service Information

= @ General Information

[cwmer cR: Japolo ‘
rnamar- [GREFN TREF TRAWE | =

[rone 1818 |OnLine o

Add a document or invoice remark when you want to designate items to be

printed out on an itinerary or invoice.

To add a document or invoice remark, use the following steps.

1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select Document/Invoice from the menu.

The Document/Invoice tab of the PNR Remarks dialog box appears.

2. Click the remark in the Invoice Remarks text box that you want to add.

The remark is highlighted and information on how to complete the
remark appears in the Hint area (right side of the dialog box).

3. Click in the text box above the Add button and type the appropriate

information.
4. Click Add.

The remark is added to the Invoice Remarks text box.
5. Click OK.

The remark is added to the PNR.
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Modify and Delete Document/Invoice Remarks

When to use

Modify or delete a document/invoice remark when you need to make a
change.
How to use

To modify or delete a document/invoice remark, use the following steps.

1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select Document/Invoice from the menu.

The Document/Invoice tab of the PNR Remarks dialog box appears.

2. Click the remark in the Invoice Remarks text box that you want to
change or delete.

3. Do one of the following:
— To modify the remark, change the text in the text box. Then click
Modify.
— To delete the remark, click Delete.

3. Click OK.

Add and Change Customer ID and Postscript Remarks

You can add a customer ID and a postscript remark to the PNR. You can
enter only one customer ID and one postscript remark.

The customer ID that you enter displays in the Names section on the
itinerary.

A postscript note is a freeform message you can add to a PNR. It displays at
the top of the PNR, but does not print on a ticket or itinerary. A postscript
note could act as a reminder to you that action is still required. The
postscript remark displays next to the record locator.

When to use

Add or change a customer ID or postscript remark when you want to display
a customer ID or header remark on the PNR.
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How to use

To add or change a customer ID or postscript remark, use the following
steps.

1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select Customer ID/Postscript from the menu.

The Customer ID/Postscript tab of the PNR Remarks dialog box appears.

PNR Remarks I

Associatedl Unassociatedl Generall Document £ Irvoice  Customer [D/Postscript |Gueue Minderl

PBostzeript Rermark:

Customer 1D:

ok I Cancel

2. Type the Customer ID and/or Postscript remark in the appropriate text
box.

4. Click OK.
The remark is added to the PNR.

Add Queue Minders

Apollo® queue minders help you with follow up work needed for a PNR,
such as seat assignments and car and hotel reservations. A queue minder is a
note added to a PNR that places it in a queue on a specific date along with
instructions on what needs to be done. When you add, change, and delete
queue minders, that information is then stored as PNR history.

You can have up to 20 queue minders in one PNR. Each queue minder can
contain up to 64 characters, including a queue number, a date, and freeform
text.
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Queue Minders display in the Ticketing Arrangement section as shown in the
following example.

¥ Viewpoint - [PNR - MILLER] [-[O] =]

| File Edit A Fares Car Hotel OQueuss Map View Tools Window Help = E'il

sl & B O eE nd

Customer Shap Air Fares Hotel Map

&7
Car

E-Mail

VL

=l

= Document Numbers

=] @ Ticketing Arrangement

L Ticketing &rrangement;
[ €3 Queue Minders
Pseudn City Date

lnueue #|category[Text
ary 04, 2001 2

Hhz = Document /Invoice Remark
L EA pocument/Trvoice Remarks

=l B Form of Payment

LMo Form of Payment selected

Addresses

= Remarks and Service Information

(13 Gereral/Notepad Remarks
(23 Other Service Information

= @ General Information

|Owner CRS: \Apo\lo
lrmaner: [GREFR TREF TR&WF | =

Done 1B18  |OnlLine ,_ i

When to use

Add a queue minder remark to place a PNR message onto a queue as a
reminder for actions that need to be made to the booking in the future.

How to use
To add a queue minder remark, use the following steps.
1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select Queue Minders from the menu.

The Queue Minders tab of the PNR Remarks dialog box appears.

2. Type the date the message should go on queue or select one from the
Calendar by clicking the down arrow.

3. Enter the Queue number and Category on which it should be placed.

If required, enter the pseudo of the agency to which you want to queue.
This facility is only available if you have the necessary agreements with
an associated agency.

4. Type the message in the Text text box.
5. Click Add.
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The remark is added to the Items text box.
6. Click OK.
The remark is added to the PNR.

Modify and Delete Queue Minders

When to use
Modify or delete a queue minder when you need to make a change.
How to use
To add a queue minder remark, use the following steps.
1. Click the Customer button on the toolbar, select Create/Edit Remarks,
and select Queue Minders from the menu.
The Queue Minders tab of the PNR Remarks dialog box appears.
2. Click the queue minder remark in the Items text box that you want to
change or delete.
3. Do one of the following:
— To modify the remark, change the information. Then click Modify.
— To delete the message, click Delete.
— Click OK.
Practice

Use the PNR that you saved in Module 6 (Avis intermediate size in San
Francisco).

Associate the following remark to the car segment: HAVE A SAFE TRIP

Add the following remark to the itinerary (unassociated): THANKS FOR
YOUR BUSINESS

Add a queue minder for two days from now to queue 30: CHECK FOR
UPGRADE AVAILABILITY

Add the following postscript message: APPROVAL PENDING
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Summary

In this module you learned how to add remarks to a PNR.
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Customers change their travel plans often. You may need to view or change
the PNR after saving it. Viewpoint makes it easy to retrieve PNRs to
accommodate your customers’ needs.

This module describes how to retrieve a PNR. It also explains how to work
with more than one PNR at time and reorder itinerary segments.

Module Objectives

Upon completion of this module you will be able to:
e Retrieve a PNR
¢ Explain and use agent assembly areas (AAAs)

e Reorder segments

Retrieve PNRs

After you save a PNR, you can retrieve it to view or make changes to it.

You can retrieve a PNR using its record locator or by the first traveler’s last
name. If you choose to retrieve the PNR by last name, you can optionally
enter additional information such as the departure date or flight number to
narrow your search in the event there is more than one PNR with the same
last name.

Booking Cars and Hotels using Viewpoint™ Course Book, February 2004 10.1



Module 10: Working with PNRs

You use the Retrieve PNR dialog box to retrieve a PNR. This dialog box has
three tabs:

e Name/Record Locator—used to retrieve a PNR by last name or record
locator.

e Flight—used to retrieve a PNR by airline, flight, date, and last name.

e Selective Access—used to retrieve a PNR from another pseudo with
Selective Access .

Retneve PNR E I

Name / Record Lacatar | Flight | Selective Access |

& Last Mame: Il FEirst Mamne [optional]: I
" Recard Locator: .

[T Date [Dptional) I ‘I

™ Retrieve from all branches Branch Preudo: I

[ Retiigve from Galleo

0K I Cancel |

Enter paszenger's lazt name

The most common methods of retrieving a PNR by last name and by record
locator are documented below.

Retrieve a PNR by Name

When to use

Retrieve a PNR when you want to view it or make changes to it.
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How to use

To retrieve a PNR by name or record locator, use the following steps.
1. Click the Customer button and select Retrieve PNR.
The Retrieve PNR dialog box appears.

Retrieve PHR I

Mame / Recard Locator | Flight | Selective Accessl

& Last Mame: Il First Mame [optional]: I
" Becord Locator: .

[ Date [Optianall I ‘I

™ Retieve from all branches Branch Pseudo: I

" Retrizve from Galleo

QK. I Catcel

Enter passenger's lazt name

2. Type the last name of the first traveler in the Last Name text box.

Note: If you are not sure how to spell the customer’s last name, or are
only sure of the first few letters of the name, use a partial spelling plus a
wildcard character (*) to display the PNR (e.g., “For*”).

Optionally, you can complete the First Name text box to improve the
search in the event there is more than one PNR with the same last name.

You can also use the Date checkbox to enter the date of departure. Use
the drop down calendar to view the current month.

Retrieve from all branches: If you have Selective Access  agreements,
click this checkbox to retrieve from all branch offices associated to your
pseudo city.

Branch Pseudo: Enter the pseudo city of a specific branch office

associated to your pseudo city. If you have Selective Access  you can
enter an alternative pseudo city.

Continued on next page
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How to use (Cont.)
3. Click OK.

If only one PNR matches the traveler name information you entered, the
PNR is retrieved from the Apollo®™ system and displayed on the itinerary
window.

If more than one PNR matches the traveler name information you
entered, the Similar Names List dialog box appears.

Similar Mames List

tore than one PRNE wasz found uzing the criteria that you specified. Pleaze choosze the PHR
that you want from the lizt below.

Similar M ames List;

Cancelled

F

1T 3
N7HIGY

[SHITHAADAM 21dan

i
1 *
SMITH/BOB 10Mar 1 TE2T K
SMITHAA 18Mar 1 ROZ4G7 =
SMITHAA 24Mar 1 OM2755
SMITH/B Tun 1 ZCDENA

ak. I Cahicel |

4. To select a PNR from the Similar Names List, double-click it.
Keyboard: Use the Up and Down arrow keys to highlight the PNR, and
then press Enter.

Retrieve a PNR by Record Locator

Retrieving a PNR by record locator is the most direct way of retrieving a
PNR because a PNR’s record locator is unique within the Apollo”™ system.

When to use

Retrieve a PNR by record locator when you know it.
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How to use

To retrieve a PNR by record locator, use the following steps.

1. Click the Customer button and select Retrieve PNR.
The Retrieve PNR dialog box appears.

2. Click the Record Locator radio button.

The Retrieve PNR dialog box changes, displaying the Record Locator
text box.

Retrieve PHR I

Mame / Recard Locator | Flight | Selective Accessl

 Last Mame:

' Fecord Locator: I

[ Retiigve from Galleo

Ok I Cancel

Specify record locator

3. Type the record locator, and then press Enter.

The PNR is retrieved from the Apollo” system and displayed on the
itinerary window.

Practice

Retrieve Chris Zachs’ PNR by name and cancel all segments. Save the PNR.
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Agent Assembly Areas

You can work in five Agent Assembly Areas (AAA's). The areas are
identified as A, B, C, D, and E. All five work areas can be active with
different PNRs. However, only one PNR can be active in any one work area.
After signing on to Viewpoint , you work in Area A until you change to
another area.

For example, you could work with three active PNRs: Jones in area A,
Garcia in Area B, and Brown in Area C.

Area A Area B Area C Area D Area E

Jones Garcia Brown

Before you sign off of the Apollo® system, all AAA's must be free of
incomplete PNRs (records not yet saved).

Change Agent Assembly Area (AAA)

When to use
Change the Agent Assembly Area when you want to work with more than
one PNR simultaneously.
How to use
To change the Agent Assembly Area, use the following steps.
1. From the Tools menu, click Change Work Area.
The Change Work Area / Duty Code dialog box appears.
Modify Work Area / Duty Code I
Mew Work Area Im vl
ok I Canicel |
Note: You can only change Work Area’s using this dialog box.
2. Click the New Work Area down area and select a letter.
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3. Click OK.

An information box similar to the one below confirming the Agent
Assembly Area change appears.

Galileo Viewpoint [ x| I

@ &-0UT B-IM AG-0F - APOLLO

4. Click OK to confirm the switch.

Reorder Segments

You can change the order of segments in an itinerary. This is useful for
itineraries where the segments are not in sequential order.

You use the Reorder Segments dialog box to change the order of the
segments. You can click and drag a segment or use the Move UP and Move
Down buttons to reorder the segments.

Reorder Segments E3 I
1 UA - United Flight Number: 1856 Booking Code: Y # Se\Ja%: 12

Date: 01 June - Friday
From: ORD - O'Hare Intl Arpt, Chicago IL - U.5.
% To: PHL - Philadelphia Intl Arpt, Philadelphia PA - U.S5.
Departs: 09:00 Agrives: 11:52
Statuz: 55 - Sold Sell Type: L - Last seat
Ayailable for electronic ticketing

UA - United Flight Humber. 7309

D 03 June - Sunday
. PHL - Philadelphia Intl Arpt, Philadelphia PA - U.5.
IAD - Wazhington Dulles Intl, wWashington DC - U.5.

Departs: 09:20 10:20
e L - Last seat

_ | Move Down |

2 UA - United Flight Number: 1277 Booking Code: ¥ # Seats: 1
Date: OF June - Thursday
From: PHL - Philadelphia Intl Arpt, Philadelphia PA - U_5.
% To: ORD - 0O'Hare Intl Arpt, Chicago IL - U5
Nenartz 1R-3N Armives 17-4F LI

ak. | Cancel |

Maove selected segment up

As you reorder segments within the Reorder Segments dialog, the segment’s
original sequence number is retained. The sequence numbers are changed
after you OK the changes. In the example above, the third segment on the
itinerary was moved before the second segment.
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When to use

How to use

Reorder itinerary segments when one or more of them are sequentially
ordered.

To reorder itinerary segments, complete the following steps:

L.

On the itinerary window, right-click any air segment.
The segment is highlighted.

Select Reorder Segments from the menu.

The Reorder Segments dialog box appears.

Click the segment you want to move.

The segment is highlighted.

Click Move Up or Move Down to change the placement of the
highlighted segment.

The segment is moved up or down.

Note: You can click and drag the segment within the Reorder Segments
dialog box instead of using the Move UP and Move Down buttons.

Click OK.

The segments are reordered on the itinerary window.

10.8
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Summary

In this module you learned how to:
e Retrieve a PNR.
e Explain and use agent assembly areas (AAAs).

e Reorder segments.
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Notes
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TravelScreen' is an Apollo® solution that will tailor your availability screens
based on your client's preferences. You use TravelScreen  Plus to define
which vendors your client prefers. Then, when you request availability for
air, car, or hotel, the response will only include those preferred vendors.

TravelScreen' is also used to append frequently used information to a
reservation, such as frequent flyer numbers, car and hotel membership
numbers, airline preferences, forms of payment, and more. It saves you the
time of having to type in that information over and over again.

Module Objectives

Upon completion of this module you will be able to:

e Use TravelScreen  preferences to streamline your business process,
including activating and deactivating preferences for:
— Car availability
— Hotel availability
— Air availability

e Apply and transfer TravelScreen  preferences to the booking

TravelScreen” Overview

For agencies using TravelScreen' , the easiest way to complete the air
portion of the PNR is to apply TravelScreen  preferences (pre-stored
information). By applying these preferences, you can:

e Make generic seat requests

e Append Frequent Flyer numbers

e Append the preferred form-of-payment

e Submit special service requests

When you sell air, car, and hotel segments using TravelScreen , all client
information stored in the preference records of the profile is moved into your

PNR automatically. This guarantees that your client preferences will be met
every time.

Continued on next page
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TravelScreen™ Overview (Cont.)

Adding TravelScreen" to your profiles is optional and consists of different
preference records, on two different levels: business and personal.

When TravelScreen' preferences are active, a TravelScreen button appears
to the right of the Web button on the toolbar as shown below.

B T Names
SWEENEY, PATRICK L

¥ Wiewpoini - [PNR - SWEENEY] [_ [T x]
| File Edt Ar Faes Car Hotel Queues Map View Tools ‘Window Help - ﬂlﬂ
o | @ s | | @ | w| o w gl =~
Customer Shop Air Fares Car Hatel Ilzp Finish | Doce) Ebail | web TravelScreen
LClear | ]
E@ Record Locator: new record Blsihiess
Persanal | |
v Merged

Lock
v Unlock.

Phones

Itinerary

% Stored Fares

Document Numbers

= @ Ticketing Arrangement

L Ticketing Arrangement:
L (3 Queue Minders

= —;..-'J Document /Tnvoice Remark
[£3) Document/Irvoice Remarks

& m=@ Form of Payment

Ready

[
044 [Online It 4

You can control TravelScreen” preferences using this button or similar
buttons when searching for air, hotel, and car availability. The following

table describes the options on the menu.

Click this: To:

Clear Override and turn off preferences.

Business Activate business preferences.

Personal Activate personal preferences.

Merged Merge both Business and Personal preferences.

Lock Lock preferences so that they remain active at end of booking.

There may be times when it is desirable to keep same business,
personal or merged preferences active for a number of new
bookings.

Unlock Unlock preferences so that they are cleared at end of booking.
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Activate and Use TravelScreen" Preferences

TravelScreen  preferences are automatically activated when you move a
profile with TravelScreen” preferences into a PNR. When these preferences
are activated, Apollo” filters responses so that only the client’s preferences
are considered. You can work with any TravelScreen  preferences that have
been attached to the profile.

When TravelScreen  preferences are activated, the air, car, and hotel
availability request dialog boxes will appear with a TravelScreen button,
indicating TravelScreen is activated. With preferences activated,
Viewpoint™ automatically enters any corporate discount numbers, frequent
traveler numbers, and frequent flyer numbers on air, car, and hotel
availability request and sell screens.

Following is an example of the Car Availability dialog box with the
TravelScreen button in the lower right corner.

Car Availability |

Basic Fields |Vendor Specificl One W'a_l,ll Mare Car Typesl Rate Categoriesl List of Selected Qualifiers

Fickup Date: 08723701

Dat
o D Retun Date: 08423701
Pickup Date: | Thursday  Time: Fate Type: D - Daily

Return Date: IDB!23f’D1 VI Thursday — Time:
— Rental Compary

Vendor 1: I -

Vendaor 2 I -

Vendaor 3: I -

~ Rental Location
Lty or Airport: I j

' Aiport

" City Locations
" Via Reference Paint I j |

€ Loation D I ™| Mo Cart aster Location
Rate Tupe: m Car Size: m
cos |

Enter date or prezs Alt+Down Arow to select date from calendar

ET

TravelScreen

™ Meutral Availabiity

Note: If you don’t want TravelScreen' preferences to apply to an
availability request, check the ‘Neutral Availability’ checkbox.

Continued on next page
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Activate and Use TravelScreen™ Preferences (Cont.)

When TravelScreen  preferences are active, air, car, and hotel availability

displays

will be filtered to the client’s preferences. The displays will contain

an active ‘Show TravelScreen Preferences’ (or abbreviated ‘Show Pref.”)

button.

The following example shows a Car Availability display with the Show
TravelScreen Preferences button, indicating preferences are active.

¥ Viewpoint - [Car Availability - SFO 20ct-40ct]

Tl Eile Infomation Search  Altemate Rates  Sell Sgit Options  Window  Help - 5[
= = =T 8] == @ o‘tgclase
Hinerary Car Type Shutte | Description | Al Rates Fules Sell More Web Window
City/&irport: SFO - San Francisco Intl Arpt, C& - DAILY Rates
Dates: Tue 2 Octto Thu 4 Oct lﬁ
List of Selected Qualfiers: | Pickup Date: 10/02/071 =
STND/FROM distances are in miles US Dallars (USD) D o0 Dt

Cars inlist: 10
Show Travel5creen Prefersnces

HHHEHHEEHEE
o

Ready

# 7 |Line ILmk Wendor Location |CarType IF\ateAmt Est Baserate |PrePay |FM |PerM|Ie |D\st |Inc\uslons

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

o Maked Rate  @ylnside Link @ Inside Avallabiity 4 Lipsell Fate

Alamo Temminal CCaR 3799 0 T
Alama Teaminal [
Alamo Terminal ICAR 4593 13797 UNL o T
Mational Terminal CCaR 4893 14097 UNL o T
National Teminal CDAR 4699 140.97 UNL a T
Alamo Teminal ID&R 4693 140,97 UNL 1} T
National Terrmninal ICAR 5293 158.97 UNL 1} T
National Teaminal ID&R 5293 156.897 UNL 0T
Alamo Terminal SCaR 5593 167.97 UNL o T
Alamo Teminal SD&R 5699 170.97 UNL o T

04 [Online [

You can click the Show TravelScreen Preferences button to display the
active preferences.

Following is an example of clicking the Show TravelScreen Preferences
button from the above Car Availability display.

1)

Galileo Yiewpoint E I

Active preference level: MERGED
Destination: San Francizeo It Arpt

Car general preference:
Wendor: Alamo
Car Tepe(s) 1.5, C
Corparate Discount Mumber: 132163

Wendor: Mational
Car Type(s) I.5.C
Corparate Discount Humber: 5709972

This shows that business and personal preferences have been ‘merged’, and
Alamo and National are the preferred vendors.

11.4
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In addition to the Show Pref. button, ‘7=’ displays after ‘Availability:
General’ in an Air Availability screen when TravelScreen” preferences are
active. When you choose to display a neutral display, ‘7%’ displays after
‘Availability: General’ instead.

The following Air Availability shows ‘T5” after ‘Availability: General’ for the
first flight segment, indicating preferences are active for that segment, and
‘T for the second flight segment, indicating they are off.

¥ Viewpoint - [Air Availability (08/24/01. ORD-MIA) (08/29/01. MIA-DRD]]

=] File Search Sell |nformation  Faies Soift Wiew MWindow Help =18 %]
B t || Ao
Minerary Sell BEh Details Fars Quate More Web Windomn
‘ HOT SUMMER SPCLA YNDHAM LISLE 34617°RTS FROM 108U5D Headline Detail: | ShowErefl
Preferences i |Fight | Fram |To |Depalts IAmves | L | \‘l % I*I > |Booklng Codes and Availability |Z J_
Are =T ORD - MIA, 08724707, 18:00 > Availability: General 75 2]
. Ua 997 ORD MI& 1805 21:56 o 77 * = * F3 A3 CS ¥39 BY M3 HI &0
ACtIVe Ua 366 ORD 14D 1805 2058 o 73/ -~ = * FL AL Y9 B3 M3 H3 Q3 €0
ua 911 1aD MIA 21:30 00:01+1 o 7% - = < F3 AL C3 Y9 BY M3 HI 70
Ua  1E90 ORD ATL 1655 19:47 0 320 x % % F3 Al Y9 B3 M9 HI Q3 40
ua 579 ATL  MIa 2028 2212 o vz o+ * ¢ F@ AB Y9 B3 MI HI Q3 G0
U4 B2 ORD DCA 1630 15815 o 72 ¢+ = * F1 AL Y9 B3 M3 H3 Q9 &0
Ua 753 DCA  MIA  20:00 2227 o 72 =+ = * FB A2 Y3 B3 M3 HI Q9 &0
Ua 882 ORD 1&D 1705 1957 o v83 - = - F3 A3 CS Y3 BI M3 HI &0
ua 911 a0 MIA 21:30 00:01+41 o 7% - = < F3 AL C3 Y9 BY M3 HI 70
ua 62 ORD CLT 1730 20:20 o 73F v f ¢ F2 A2 Y9 B3 M9 HI Q9 B0
us I3 CLT MIA 2110 2309 o 39 o+ f ¢ F3 A3 G Y3 B3 M3 KI 70
U 570 ORD ATL 1810 21:02 o 320 + = * FL AL Y9 B3 M3 HI Q% 40
DL 1450 ATL MIA 2350 01:32+1 o 783 * = * F7 A7 Y7 BY M7 H7 Q7 @0
oL 655 ORD ATL 1610 19:09 o mMac - = * F2 AD Y7 BY MO HO Q0 50
Preferences ua 679 ATL MIa 2028 2212 o 722 * * ¢ FB AB Y9 BI M3 HI Q9 E»Elk
Are T WA - URD, U872970T, T9-00 P Availability: General %
. &4 1675 WA DRD 1045 2100 0 73 * ¢ ¢ F7 Y7 OB7 KZ H7 G7 M7 60
NOt ACthe Ad 857 Mla  DORD 1712 18:37 o 7@ + = * F7 Y7 BY K7 H7 07 M7 &0
Ua 537 M4 ORD 1635 16:43 o 72 =+ = * F7 A5 Y3 B3 M3 HI Q% &0
Bw> 2104 MI4 ORD 16:35 18:43 o 725 * FL Y4 B4 H4 04 M4 K4
LH* EEGZ MIA ORD 1635 1842 o 727 x o * F4 AD C4 DA Y4 B4 M4 b
A4 1148 MIA DRD 1986 2zn o 7@ ovo® ¢ F7 N7 OBY OKF OHY Q7 M7 70
Tw' 301 MIA  STL  17:44 19:45 o mMeC * * ¢ F3 DI Y9 B3I Q9 K9 W3 7O
Tw 128 STL ORD 20:22 21:40 o wMaec o+ = * F3 DI Y9 B 09 K9 W3 6O
oL 972 Mla ATL 1850 2046 o 787 * = < F7 AT Y7 BT M7 H7 Q0 &0
oL 742 ATL ORD 21:30 2227 o v67 = < F7 A7 Y7 BY M7 H7 Q@7 &0 ;I
® Number of Stops - Equipment %‘ Inside Availabilty -~ Last Seat/Inside Link @ Display Option
Ready U44  [OnLine [
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Deactivate and Reactivate TravelScreen™ Preferences

When TravelScreen' preferences are activated, Apollo” filters availability
displays so that client preferences are considered. There may be situations,
however, when you will want to turn off those preferences. For example, if
there is nothing available from your client’s preferred vendors, you may want
to deactivate TravelScreen  preferences so that you can see what other
vendor’s have available.

For cars and hotels, use the ‘Neutral Availability check box on the request
dialog box to deactivate or activate TravelScreen  preferences. If you have
already requested availability, simply update the search and select or deselect
the ‘Neutral Availability’ check box and re-submit your request.

You can do the same for air when requesting availability. In addition, you
can deactivate and reactivate air preferences directly from an availability
display.

Deactivate Air Availability TravelScreen™ Preferences

When to use

How to use

From an existing Air Availability display, deactivate TravelScreen” air
preferences so you can see all vendor availability (neutral display).

To return to the Apollo® neutral display:
1. Right-click the flight segment head object, and then click Preference Off.

= Date: Friday, June 08, 2001 Time: 08:00 Get More Aveailability: Benera\
From: San Francisco Intl Arpt [San Francisco) To: Miami Intl [Miami) —
Tariff Display

Mew Availability 3
Update Availability...

LChange Date.

Show Preferences. .. |

A neutral Air Availability appears.

Note: The TS indicator on the top right-hand side of the flight segment
head is crossed, indicating the preferences are switched off.

11.6
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Re-Activating Air Availability TravelScreen™ Preferences

When to use

. . ™
Reactivate air preferences so you can return to TravelScreen = preferences.

How to use

To reactivate the TravelScreen  preferences from Availability:
1. Right-click the flight segment head object, and then click Preference On.

The Air Availability reflecting the TravelScreen™ preferences reappears.

Transfer TravelScreen™ Preferences to the Booking

Once an air itinerary is booked from an availability display with
TravelScreen  preferences, personal preferences, such as meal requests and
mileage membership information, can be transferred into the PNR. This may
be done on a new PNR or one that you’ve retrieved.

You apply TravelScreen” preferences using the following dialog box. The
first tab summarizes the stored preferences. You can make changes by
selecting the appropriate tab and modifying the preferences. In the example
below, there is a seating preference and frequent flyer number.

TravelScreen Air Dptions E

[SP=) I Special Sarvice Hequestl Farm of F'a_l,lmentl Quick Seat Assignmen:l Frequent Flyerl

The following TravelScreen options are on file.
“r'ou may ovaride them before processing continues if nezessary.
Mo 55R Special Service requests exist for this TravelScreen.
w Seat iequests: Wincow
(v Frequent Flyer Mumbers: 1A00122334230

Mo Form of Payment information exists for this TravelScreen.

()8 I Cancel

Submi: changes and continue
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When to use

How to use

Transfer TravelScreen' preferences after you book an air itinerary from an
availability display with preferences.

To apply and transfer TravelScreen” preferences, use the following steps.
1. Select Append TravelScreen Preferences from the Air menu.

2. Review the information in the first tab (SPE). It summarizes the stored
TravelScreen  preferences.

3. Click the tab containing the information you want to change, and make
the changes.

4. Click OK to transfer the stored preferences to the PNR/Booking File.
Keyboard: Press Enter.

As appropriate, information such as seats requests, mileage membership
details, and Special Service Requirements (SSRs) are added to the
Booking File for transmission to the carriers at end transact.

Use this tab: To provide:

Special Service Special service requirements together with any
Requests appropriate text.

Form of Payment Default form of payment for air tickets, car rental
Choices deposits, and hotel reservation deposits/guarantees.

Quick Seat Seating preferences. These can be applied to
Assignments selected or all segments with unassigned seats.

Mileage Membership | Club membership numbers that your client has with
air carriers.
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Summary

In this module, you learned how to:

e Use TravelScreen  preferences to streamline your business process
including activating and deactivating preferences for:
— Car availability.
— Hotel availability.
— Air availability.

e Apply and transfer TravelScreen” preferences to the booking.
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Notes
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Module 12: Customizing Viewpoint™

There are several Viewpoint  tools that you can use to enhance your
proficiency and customize Viewpoint  to the way you work. This module
introduces you to a few of these tools.

Module Objectives

Upon completion of this module, you will be able to:
e Customize the itinerary window.
e Change the view to minimum or maximum.

e Change several Viewpoint  options.

Customizing the Itinerary Window

You can customize various parts of Viewpoint  to the way you work,
including how PNRs display on the itinerary window. To customize
Viewpoint , you use the Viewpoint Options dialog box. You access the
Viewpoint Options dialog box from the Tools menu.

Viewpoint Dptions I
Tour I Fare Quaote I Ticketing Modifiers Favorites I Ticketing I wieh I Scripts I
PMR I Hatels I PRO-file I Hints I Air I taps I Custom Reference Points

Field Dizplay Order and Preferences

Exclude |
Expand tem's first level
by defalt 4
Phones Expand tem's first level awe e |
by default W
Itinerary Expand tem's first level
by cefault w
¢ Stored Fares Do not expand item by
default W Apply ta Highlighted Field
p===n Document Humbers Do niot expand tem by o — ¢ Mot Expanded
default & Eypand 13t Level
Ticketing Arrangement Expand item's first level o " Expand &l Levels
by default
v Document/Invoice Expand tem's first level
=7 Remarks by defautt o _I
-
W TravelScreen W Close all windows with new PHR

0k I Cancel | HelE:

Each tab on the dialog box allows you to customize a part of Viewpoint .
This section focuses only on the PNR tab.

Continued on next page
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Customizing the Itinerary Window (Cont.)

Using the PNR tab, you can change how PNRs display in the itinerary
window. You can change the following:

e Which fields of the PNR display

e The order in which the PNR fields display

e The default levels at which fields display (expanded or collapsed)

e Whether to use TravelScreen

e Whether to close all open windows with a new PNR

By default, Viewpoint " displays PNR fields in a specific order and at a
certain level of detail. The example below shows that by default, the first
three fields on the itinerary window are Names, Phones, and Itinerary. Also

notice that Phones is expanded, enabling you to see the different phone
numbers.

¥ Viewpoint - [PNR - MILLER] !EI
| File Edit & Fares Car Hotel Queuss Map Wiew Tools Window Help -|ﬂ 1[
| @ x|l g e w| | X A LHE]
Customer Shop At Fares Car Hotel Map Finish  |Uoce EMal | web
=] @ Rerord Locator: new record
B @ Names
MILLER, ANTON
= Phones
Type City |Phone
Travel Agert|(CHI)|312 555-1000/GREEN TREE TRAVEL-
Business (CHI)|312 482-1212 -
Business (CHI)|247 291-1222
Ttinerary
1 UA - United Flight Mumber: 985 Eooking Code: ¥ # Seats: 1
Date:  Monday, June 11, 2001
From:  SFO - San Francisco Intl Arpt, San Francisco CA - U.S.
Ta: MIA - Miami Intl, Miami FL - LS.
Departs: 13:40  Arrives: 21:56
Status: 55 - Sold Sell Type: L - Last seat
Avalable for electronic ticketing
z U& - United Flight Murnber: 984 Eooking Code: ¥ # Seats: 1
Date:  Friday, June 15, 2001
From:  MIA - Miami Intl, Miami FL - U.S.
To! SFO - San Francisco Intl Arpt, San Francisco CA - U.S. =l
Done 1B1E |OnLine =z

12.2
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You can change the order of PNR fields and level of detail displayed. In the
example below, the Addresses field displays after the Phones field, and the

Phones field by default is collapsed.

¥ Viewpoint - [PNR - MILLER] =] E3 I
| File Edit A Fares Car Hotel GQueuss Map Wiew Tools Window Help _|E‘ LI
[$54 @ | e i @ (™ G W @
Customer Shop Air Fares Car Hatel Map Finizh E-Mlail Weh

=] @ Record Locator: new record

= Q Names
MILLER, AMTOM

Phones

Addresses

Itinerary

1 UA - United
Date:
Frormn:
Toi MIA - Miami Intl, Miami FL - U.S.
Departs: 13:40 Arrives: 21:56
Status: S5 - Sold Sel Type: L - Last seat
Available for electronic ticketing

Monday, June 11, 2001

Flight Murber: 985 Eooking Code: ¥ # Seats: 1

SFO - San Francisco Intl Arpt, San Francisco CA - LS.

z UA - United
Date:
Framm:
To:
Departs: 07:10 Arrives:
Status: 58S - Sold Sell Type:
Availahle for AlRrtrani ticketinn

Friday, June 15, 2001
MIA - Miami Intl, Miami FL - LS.

10:11
L - Last seat

Done

Flight humber: 984 Booking Code: ¥ # Seats: 1

SFO - San Francisco Intl Arpt, San Francisco CA - U.S.

B
1B1E [OnLine fa

To change the itinerary options, you use the PNR tab of the Viewpoint

Options dialog box.

Yiewpoint Options

T o I
FMR

Fare Quate I Ticketing Modifiers Favarites
Hotels |  PROfle | Hints | 4

Field Dizplay Order and Preferences

Show

|

wieb I Seripts I
Custom Referance Paints I

I Ticketing I
I Mapz I

Ticketing Arrangement Expand tem's first level

@ by default W
e J Document/Invoice Expand tem's first level

=% Remarks by clefaultt v
Form of Papment Expand tem's firat level

by default &
Addresses Expand tem's first level

by default w
¢+ Remarks Expand item's first level

by default 4
PRO-file Associations Expand tem's first level

@ by defalt 4
General Information Expand tem's first level

by default W

[H Document Numbers

v TravelScreen v LClose all windows with new PNE

;I Include |

ove e

aye Howh

|

Apply to Highlighted Field
& Mot Expanded

€ Expand 1t Level
 Expand &l Levels

Cancel HEelR:

Co 1

Select an item from this list

Continued on next page
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Customizing the Itinerary Window (Cont.)

When to use

The PNR tab displays the fields in the order in which they will display on the
itinerary window. A text description indicates at which level a field displays.
A checkmark indicates those fields selected to display on the itinerary
window.

In the example above, all fields except for Document Numbers are selected
for display and will be expanded to the item’s first level by default.
Document Numbers is set to not display on the itinerary window.

You use the buttons on the right side of the dialog box to change a field’s
itinerary display characteristics.

The dialog box also has two checkboxes that enable TravelScreen  options
and control whether or not open windows, such as air or car availability, are
automatically closed when you work with a new PNR. When active,
TravelScreen' preferences are applied instantly to air, car and hotel
availability displays, editing the displays to the client's requirements.

Customize the itinerary window display when you want to change the way a
PNR field displays.

How to use
To change the way Viewpoint  displays a PNR, use the following steps.
1. From the Tools menu, select Options.
The PNR tab of the Viewpoint Options dialog box appears.
2. Click the field that you want to change.
3. Do one or more of the following:
a. To remove a field from the itinerary window, click Exclude.
b. To display a field that has been removed from the itinerary window,
click Include.
c. To change the position of the field, click Move Up or Move Down.
d. To change the level at which the field displays, click one of the
buttons:
— Not expanded—to display the field fully collapsed.
— Expand to 1st Level—to display the first level.
— Expand to All Levels—to display the field fully expanded.
e. Toapply TravelScreen” preferences, select the TravelScreen check
box.
f. To close all windows with a new PNR, select the Close all windows
with a new PNR check box.
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4. Click OK to apply your changes.

The itinerary window refreshes with your changes in effect. The changes
remain in effect until you change them back.

Practice

Make the following display changes to your itinerary window:
1. Display Phones after the Itinerary.
2. Do not show Profile Associations.

3. By default, do not expand Ticketing Arrangement.

Change to Minimum or Maximum View

By default, Viewpoint  displays the maximum amount of information on all
of the windows that you work with, including the itinerary window, air
availability window, and hotel availability window.

Below is an example of a round trip with a car and hotel displayed in
“maximum” view on the itinerary window.

¥ Viewpoint - [PNR - HUTTON] =] 3

] File Edit & Faes Car Hotel Queues Map Wiew Tools Window Help = ﬂlﬂ

#| o | o | 2| w B

Shop At Fares Hotel 1ap Finich

-

PR

Car

-
Eszue
bocel

Customer TrawelScreen

|

= Itinerary

1 UA - United Flight Mumber: 86 Booking Code: Y # Seats: 1
Date Tuesday, February 20, 2001
% Fram:  LAX -Las Angeles Intl,Los Angeles CA - LS.
To: ORD - O'Hare Intl Arpt, Chicago IL - U.S.
Departs: 8:20 AM Arrives: 215PM
Status: HK - Confirmed Sell Type: L - Last seat
Available for electranic ticketing

2 Check In: Tuesday, February 20, 2001 Check Cut Wednesday, February 28, 2001 8 Nights 1 Person 1 Room
CHI - Chicago MC - Marriott
E‘fﬂ MARRIOTT OHARE Roommaster ID: 1088 Booking: REGADD
219.00 USD per day Guaranteed
Status: HK - Confirmed Confirmation: 84027961

3 Fickup:  Tuesday, February 20, 2001 at 2:15 PM Chicago 1Car
Drop offt.  WWednesday, February 28, 2001 at 7:05 AM

& AL - Alamo  Car Type: FCAR - Full Size
236.78USD - 5 - Standard Rate Guaranteed  UNL Free Miles
Rate Code: T8 Status: HK - Confirmed Confirmation: 7794758

4 UA - United Flight Mumber: 103 Booking Code: Y # Seats: 1
Date:  Wednesday, February 28, 2001
% Fram:  ORD - O'Hare Intl Arpt, Chicago IL - 11.S.
Tao: LAX - Los angeles Intl, Los Angeles CA - U.S.
Departs; 8:05 AM Arrives: 10:30 AM
Status: HK - Confirmed Sell Type: L - Last seat
Available for electronic ticketing =l

Click to see menu GH1 On Line EZ_] A

You can change the view to a “minimum” view. For example, if you are
working with an itinerary that contains a number of air and hotel segments,
you might want to change the view to the minimum so that you can see more
segments at once.
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To change to a minimum view, select Minimum from most any View menu
as shown below...

¥ Viewpoint - [PNR - HUTTON] [C[O1x]

] File Edit Ar Fares Car Hotel Queues Map Tools Window Help - ﬂlﬂ

o] s | @ aij@mj W R

Shop Air Fares Ca Finish
Al Seaments ﬂ

Itlnerary v Toalbar
v Status Bar
1 UA - United Flightt|  'weh Browser ICode: Y # Geats: 1
Date:  Tuesday, February 20,
% Frqm: LaX - Luls Angeles Intl, Los Angeles CA - U.S.
T ORD - O'Hare Intl Arpt, Chicago IL - U.S.
Departs: 8:20 AM Arrives: 215PM
Status:  HK - Confirmed Sell Type: L - Last seat
Available for electronic ticketing

-

E-filail

< v
ez ]
Dtz

Customer TravelScraen

2 Check In: Tuesday, February 20, 2001 Check Cut Wednesday, February 28, 2001 8 Nights 1 Person 1 Room
CHI - Chicago MC - Marriott
Eﬂ MARRIOTT OHARE RoomMaster ID: 1088 Booking: REGADD
219.00 USD per day Guaranteed
Status: HK - Confirmed Confirmation: 84027961

3 Pickup:  Tuesday, February 20, 2001 at 2:15 PM Chicago 1Ccar
Drop off: Wednesday, February 28, 2001 at 7:05 AM

O AL - Alamo Car Type: FCAR - Full Size
236.78USD - 5 - Standard Rate Guaranteed  UNL Free Miles
Rate Code: T8 Status: HK - Confirmed Confirmation: 7794758

4 UA - United Flight Murmber: 103 Booking Code: Y # Seats: 1
Date:  Wednesday, February 28, 2001
% Fram: ORD - O'Hare Intl Arpt, Chicago IL - U.S.
To: LAX - Los Angeles Intl, Los Angeles CA - U.S.
Departs: 8:05 AM Arrives: 10:30 AM
Status:  HK - Confirmed Sell Type: L - Last seat
Available for electronic ticketing =l

“Wiew minimal itinerary details. GH1 On Line P -

...and the itinerary window changes to a minimum display.

¥ Viewpoint - [PNR - HUTTON] [_[O] <]

| File Edit Air Faes Car Hotel Queues Map View Tools ‘Window Help = ﬂlﬂ

Q - @ - &*v @v Ea™ @v %v " @

Customer Shop Air Fares Hatel | Map Finish

ol

TravslZereen

2=
E-Mail

g

Car

[ |

ltinerary

! % UA 56 Y 2/20/2001 LAXORD 8:20 AM 2:15 PMHK 1L

2 2/20/2001 2/28/2001 8 NTS CHI 1 Person 1 Room
MC MARRIOTT OHARE ID: 1088
REGADD 219.00 USD HK Confo: 84027961

3 o 212012001 2:15 PM Chicago 2/28/2001 7:05 AM 1 Car
AL FCAR 236.78 USD HK

4 % UA 103 ¥ 2/28/2001 ORDLAX 8:05 AM 10:30 AMHK 1L

@ Web Bookings

N, Stored Fares

Document Numbers

= @ Ticketing Arrangement

L Ticketing Arrangement. T4
L C3 oueue Minders

[—

||
Done GHT  [OnLine 2=l

To change back to a maximum view, select Maximum from the View menu.
Your selection, minimum or maximum, applies to all Viewpoint windows.
It remains in effect until the next time you change it.
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Change Viewpoint™ Options

You can customize various parts of Viewpoint  to the way you work. To
customize Viewpoint , you use the tabs on the Viewpoint options dialog

box.

W TravelScreen

Tour I Fare Quote I Ticketing Modifiers Fawvorites I Ticketing I wieh I Scripts I
PHR I Hotels I PR O-file I Hints I Air I Maps I Custom Reference Points

Field Dizplay Order and Preferences Show

Document Humbers Do not expand item by — " Mot Expanded
detaut ' Expand 1st Level
Ticketing Arrangement Expand item's first level " Expand 4l Levels
@ by default B
| Document/Invoice Expand tem's firat level
=7 Remarks by defautt _I
-

VewpotOptions |

Exclude

Expand tem's first level

by default
Expand tem's firat level aye e

by default

il B

. ) tove Down
Expand tem's first level

by default
Do not expand item by

L
w
v
default o Apply ta Highlighted Field
o
L
w

V¥ Cloze all windows with nevs PNE

0k I Cancel | HelE: I

The following table summarizes what the tabs do on the Viewpoint Options

dialog box.

Use this tab:

To do this:

PNR

Change how PNR displays on itinerary window.

Hotels

Change order in which hotel rules display.

PRO-file

Change how profiles display.

Hints

Turn hints on or off.

Air

Change which button on air availability requests is default (when
the Enter key is pressed), Search or Add.

Maps

Change where Viewpoint  looks for Maps files.

Custom
Reference
Points

Change where Viewpoint  looks for custom reference point file,
file you create while using the maps and airport layouts that can
be opened from Viewpoint .

Tour

Change where Viewpoint  looks for the Touring Viewpoint
training course.

Fare Quote

Change default Fare Quote Type (Best Buy, Best Buy Quote ",
etc.) and default commission.
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Use this tab: To do this:

Ticketing Add your most often used ticketing modifiers to the Ticketing
Modifiers Modifiers Favorites tab.

Favorites

Ticketing Select action to take in case of an Electronic ticket failure, issue a

paper ticket or cancel issuance.

Web Add an additional web site and change the way it displays, if
available.
Scripts Automatically launch scripts at five specific actions in booking

process: after any air, car, or hotel sell and after you click Finish
or move a profile. You must have Scriptwriter Plus™ installed on
your computer.

The following sections describe how to change three Viewpoint  options:
e Hotel Rules Display
e Hints on or off

e File Locations

Change Hotel Rules Display

The Hotels options allow you to determine the default order of both
RoomMaster” and Inside Availability® rules. Inside Availability® vendors
are able to display rules that apply to the room rate directly from their own
computer system. For vendors that are not showing Inside Availability®,
rules are displayed from RoomMaster”.
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Rules can be viewed after displaying the Complete Rates for a selected
property. Below is an example of the default order in which Viewpoint™
displays rules for an Inside Availability”™ vendor.

¥ Viewpoint - [Rules Display - Inside Availability]

| File Motes! Sell Options!  Window Help -8 LI
B | Ao
Itinerary Mates Sell ‘web Window
Dates: 0B/D8/01 - 0B/03/01 Nbr Mights: 1 Nbr Persons: 1

Foombaster ID: 94853 W - WYNDHAM MIAMI AIRFD

&= Check-in =
® Rates
A20L51
BEST AYAILABLE RATE 3-
129.00 (USD]) PER NIGHT STARTING 08.JUNM FOR 1 NIGHT
129.00 (USD) TOTAL STARTING 08 JUN FOR 1 NIGHT

MiAMI AIRPORT HOTEL TAX
o Rate Includes

= Extra Charges

¥

@ Cancellation

CANCEL BY 6PM 08JUN2001
5, Guarantee

CREDIT CARD REQUIRED
GUARANTEE CREDIT CARDS: AX BACACB DC DS ECEN CAJB JC CA VI

Deposit
@ P

A DEPOSIT IS HOT MANDATORY

I~ |
Ready On Line @2_] A

You can change the default order in which rules are shown. For example,
you could display Guarantee and Deposit information first.

When to use

When you want to see RoomMaster” and Inside Availability® rules in a
specific order, change the default order.

How to use

To change the order of hotel rules, use the following steps.
1. From the Tools menu, select Options.

2. Click the Hotels tab.
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The Hotels tab appears.

Vewpomi Optiors ————_____________________________E&|
Tour | Fare Quaote | Ticketing Modifiers Favorites | Ticketing I Web | Scripts
FHR Hotels | PRO-file I Hints I Air I I aps I Cuztom Reference Points

Foombdaster Rules Dizplay

Ingide Availability Fules Display Options |

ak | Cancel | HelE |

Set options for Boombd aster Rules Display.

3. Click the Options button for either the RoomMaster Rules Display or
Inside Availability Rules Display.

The Rules Options dialog box appears.

Rates

Rate Includes

‘o | | <&

Extra Charges

Cancellation -

Guarantee

q | o0

Deposit Mave Up

Form of Pavment ] [ ez Len

_Hevelp |
=T

Rule Options I
Cancel |

4. Select an option to move.

Continued on next page
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How to use (Cont.)

Turn Hints On or Off

5. Click the Move Up or Move Down button.
6. Click OK.
7. Click OK.

Hints are the messages that give advice before using particular windows and

dialog boxes.

For example, when hints are turned on and you display the Air Availability

Request window, a hint is displayed.

Basic |Dther I

Date |U1 030 'I
Departure City | j [ =

1
yrival City | = O 2| ]
3

Time IDS:DEI Ib_l,l Departure j

Aitlines

I Autc-Tab £ AN iemarka & Include ) Excluds

ti Pl — . )
[INerary Fanner Check availability for all legs of pour itinerary by adding each

% ltine “Af. segment of your itinerary and then pressing Search.

™ Do nat display this hint agair
Check av

sEgmi LCloze

Viowpoint it

sdd | wed | 0o | Seach |

Air Availability Request %] I

arture

Cancel |

Specify the departure date for the dizplay

Individual hints can be turned off by clicking their own Do not display this

hint again check box.

Once you become familiar with using Viewpoint , you might want to turn

off all Viewpoint  hints.
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When to use

How to use

Change File Locations

. . . . ™ . .
Turn hints on if you are a new Viewpoint user; turn hints off if you are an
experienced user.

To turn hints on or off, display the Hints tab and click the appropriate button.

Viewpoint Dptions E I
Tour | Fare Quote I Ticketin Favorites I Ticketing I Web | Scripts I

PMR | Hatels | PROf

Air I Maps I Custom Reference Paints

All Hir

Use these buttons ta display or hide all hint dialogs.

Vori Al it 1Y | If & mew user bedins uging this workstation. pou may want to turn all hints
OM.

Turn &l Hikks DFFl On the other hand, experienced users may not want to be bothered, and
may turn all hints OFF.

ak. I Cancel HElD

Hit right arrows for next tab, left arow for previous tab

Once Viewpoint  is installed on your computer, it works seamlessly without
you or your administrator having to make any technical changes.

Viewpoint™ does, however, give you or your administrator the flexibility of
installing several files anywhere on your computer or network.

You can tell Viewpoint™ where to look for the following files:

e Maps—the files associated with the optional product Maps.

¢ Custom Reference Points—the file you create while using Maps and
airport layouts that can be opened from Viewpoint' .

e Tour—the files for Touring Viewpoint , the computer-based training
course that introduces new users to the booking process.

Each of these has its own tab on the Viewpoint Options dialog box where
you can specify where to look for these files. You or your system
administrator will most likely set these only once.

12.12
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When to use

When required, change the location where Viewpoint " looks for Maps,
Custom Reference Points, or Touring Viewpoint  files.

How to use
To specifyT:[Ahe location of Maps, Custom Reference Points, or Touring
Viewpoint files, complete the following steps:
1. From the Tools menu, select Options.
The PNR tab of the Viewpoint Options dialog box appears.
2. Click the Maps, Custom Reference Points, or Tour tab.

3. Type the path or click the Browse button to specify the location of the
files.

4. Click OK.
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Summary

In this module, you learned how to:
¢ Customize the itinerary window.
e Change the view to minimum or maximum.

e Change select Viewpoint  options.
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Appendix A: Module Practice Answers

This appendix contains the answers to the Practice questions in the modules
throughout the course book. Use it to check your answers.

Module 2: Getting Started

Display Context-Sensitive Help

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

Answer: To display context-sensitive help from the Itinerary Window, press
F1. The following Help topic appears:

[ Viewpoint Help — _—_____—_ _—______________mEE]|
o= &y & OF

Hide Hack Haome Print DOptions

Contents Ilgdex I Search I
Viewpoint Opening Window

The apening Yiewpoint™ window provides access to all the
facilities that make working with Viewpoint so easy, Itis
comprised of menus and a toolbar that gives access to all
the cormmands you need, and a graphical representation of
PMR/Booking File Fields.

-

Toolbar

Use To: =
this
button:

Q Create a new PMR/Booking File {BF) and enter
customer details such as names, phones,
addresses, mileage, membership numbers, and
rermarks,

Request the lowest fare for an itinerary withouwt
first creating a booking.

Create, edit, and rmodify air segments,

work with Fare information, so that your client
receives the fare that is most suited to their
reeds.

Create, edit, and modify car segments.

Create, edit, and rmodify hotel segments.

Search for and open a map for an existing
segment or a specific area.

7 RES AR

Finish the transaction by saving or ignoring the
PMR./Booking File, LI

Display General Help

1. Use the Viewpoint Help Content tab and look up the glossary definition
for ‘AAA’. What does it stand for?
Answer: Agency Assembly Area

2. Use the Viewpoint Help Search tab and search for ‘AAT’. What does it
stand for?
Answer: Agency Account Table
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Module 3: Building a Basic PNR

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.

Answer: To create a new PNR, select Create/Edit Customer Information-
Name from the Customer menu. Type your last name in the Last Name text
box and your first name in the First Name text box. Click Add. The Name
tab of the Customer Information dialog box should look similar to the one
shown below, where we are using Chris Zachs as the customer.

Customer Information I

Harne |Flequent Flyerl F'honel Addressesl Ticketingl Farm of F'a_l,lmentl

Last Hame [required]: IZ"—\CHS

Eirst Mame (required) ICHF“S
and Title [optional):

Marne Field Bemnarks I ™ Infant
[optional]: :

Modiy | Dekete |

Hames:

Type Lazt Name First Mame Mame Remarks - Optional

0K Cancel

A2
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Press Ctrl + Tab twice to display the Phone tab. Type your city code in the
City Code text box or select it from the list, select Travel Agent as the Type,
and enter a telephone number in the Phone Number text box. Click Add.

The Phone tab of the Customer Information dialog box should look similar to
the one shown below.

Customer Information I

Mame I Frequent Flyer  Phone I.&ddressesl Ticketingl Form of F'a_l,lmentl

 Freeform: I
LCity Code: Tuvpe: Phorne Mumber:
(% Standard: [CHI - CHICAGD, IL x| TRAVEL AGENT || [EE TRAVEL
bodiy | Delste |
Phones:

Murnber / Meszage
00 GREEM TREE TH

OK I Cancel I

Perform similar steps to add the business telephone number, selecting
Business as the Type. After clicking Add, click OK.

Customer Information I

Mame | Frequent Flyer  Phone IAddressesI Ticketingl Farm of F'a_l,lmentl

™ Freefom: I

LCity Code: Tvpe: Phone Mumber:
£+ Standard:  [CHI - CHICAGD, IL =] [eUsiNESS =|[nz25551717

Iodify | Delete |

FPhones:
I City Code | Type | Hurmber / Message |
CHI Travel Agent 555-1000 GREEN TREE TRAWEL
Cl 3 551717

0K Cancel

Continued on next page
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Building a Basic PNR (Cont.)

The name and phone numbers are added to the Itinerary window. Note that

in our example the title bar now shows PNR — ZACHS.

¥ Viewpoint - [PNR - ZACHS] |- [F]x]
Tl Eile Edit Ar Fares Car Hotel Queuss Map Yiew Tools window Help -F 5[
|| s w | e | | e w . =
Customer Shop it Fares Car Hotel Hap Finish | Docs ) E-Mail | web

=] @ Record Locator: new record

= @ Names
ZACHS, CHRIS

=] Phones

Type City Phone
Travel Agent |(CHI)|312 555-1000 GREEW TREE TRAVEL
Business (CHI)|212 555-1717

Itinerary

Stored Fares

Document Numbers

=] @ Ticketing Arrangement

L Ticketing Arrangerment:
L (3 Queue Minders

Sk .-J Document /Tnvoice Remark =
[ e s o ' _I
On Ling ’Eﬁ

Done

2. Add a home telephone, 581-8282.

Answer: To add the home telephone number, right-click on the Phones
section or click the Customer button and select Create/Edit Customer

Information — Phone. Add the home phone, selecting Residence as the Type.

Customer Information I

Mame I Frequent Flyer  Phone I.&ddressesl Ticketingl Form of F'a_l,lmentl

© Frecfom: I

LCity Code: Tuvpe: Phorne Mumber:
(% Standard: [CHI - CHICAGD, IL r||rESIDENCE =] [312 5516282
bodiy | Delete |
Phones:
City Cade | Type | Mumber / Meszage |
CHI Travel &gent 3125551000 GREEN TREE TRAVEL

CHI B 312 5551717

OK Cancel

A4
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3. Change the work telephone to 555-2179.

Answer: To change the work telephone, click the Business phone to

highlight it, make the changes in the Phone Number text box, and click

Modify. Then click OK.

Customer Information

Mame I Frequent Flyer  Phone I.&ddressesl Ticketingl Form of F'a_l,lmentl

]|

© Frecfom: I

LCity Code: Tuvpe:

Phorne Mumber:

(% Standard: [CHI - CHICAGD, IL [=]|BUSINES

Add

5 x| [312555-2179

Delete |

Phones:

| Tupe | Nurnber / Message

| City Cade

Travel Agent

312 555100

Residence

OK Cancel I

Tl Ele Edit A Fares Car Hotel Queues Map Miew Tools Wwindow Help

¥ Viewpoint - [PNR - ZACHS] (=] x]

=181

- &7

Car

w| | & | b | %

Shop it Fares Hotel ap

Customer

%v

Finish

4=
E-Mail

W?bg|

=] @ Record Locator: new record

B T Names
ZACHS, CHRIS

= Phones

Type

Travel Agent
Business
Residence

Phone

312 555-1000 GREEM TREE TRAVEL
312 555-2179

312 581-8282

City
[CHI)
[CHI)
[CHI)

Itinerary

% Stored Fares

=, Document Numbers

= @ Ticketing Arrangement

L Ticketing Arrangerment:
L [ queue Minders

Done

|
[ onbre R
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Module 4: Adding Agency, Company, and Traveler Information

Move Profiles

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.

Answer: Select Get PRO-file from the Customer menu. Type Joey in the
Received from text box and click the Move Agency Only button.

Display Profiles and Move Selected Lines

Use Viewpoint  to perform the following tasks.

1. Display your agency profile.

Answer: Select Get PRO-file from the Customer menu. Type a name in the
Received from text box and click the Display button.

2. 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).

Answer: Click the green check mark to prevent a line from moving. Click
an empty check box to move an optional line.

3. Move the agency profile.

Answer: Click the Move button and select Agency Only.
4. Ignore the PNR.

A.6
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Module 5: Selling Cars

Reference Sell

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. Display low-to-high availability.
Answer: From the Car menu, select Availability. The Car Availability

dialog box appears. The Basic Fields tab of the Car Availability dialog box
should look similar to the following.

Car Availability 3 |
Basic Fields |Vendur Specificl One W'a_l,ll ore Car Typesl Fate Caleguriesl List of Selected Qualifiers
— Date: Rate Type: D - Daily
X 5 —_— Fickup Date: 02705702
Pickup Date:  |02/06/02 7| Tuesday Time: [H0:00 Pickup Time: 10:00
Fetumn Date:  [02/07/02 = | Thursday  Time: |16:00 Return Date: 02407502
Return Time: 16:00
— Riental Company Wendar 1: ZE - Hertz
Yendor 1: IZE ~Hertz = City or firport: ORD - O'Hare 1
Car Type 1: 1
Vendor 2 I -
Vendor 3: I -
— Riental Location
City or Airport: |DF|D - O'Hare Intl Arpt =
& Ajport 0'Hare Intl Arpt
' City Locations Chicago LI—I _}I
" Via Refarence Paint I j
™ Location |0 I ™| HorEartd aster Lozation
Bate Type: m Car Size: lm

coon |

Time when car will be rented

Continued on next page
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Reference Sell (Cont.)

The Rate Categories tab should look similar to the following:
[Car Availabity ——————————— @

Basic: Fleldsl endor Speclhcl Ore W’a_ul More Car Types  Fate Categories | izt of Selected Qualifiers

Rate Type: D - Daily

Ay hd Fickup Date: 02405402

Fickup Time: 10:00

Rieturn Date: 02707402

™ Guaranteed rates anly Return Time: 16:00
Cumene Wendar 1: ZE - Hertz

v 2

City or Airport: ORD - O'Hare |
' Defaut ¢ Local Ljstl 'I Car Type1: 1

Unlimited Mileage

Bate Category:

Unlmited misage onls

— Hint

You can limit ratez bazed on mileage charges, guaranteed rates, or a
category of rates. You may also ask to see rates in a specific
CUMTENCY.

=N

Feturns rates for which there is no mileage charge

Click the Search button. The Car Availability window appears.

2. Display the rules for the least expensive car.

Answer: From availability, select the car with the lowest fare and click the
Rules button. A window similar to the following appears.

¥ Viewpoint - [Rules Display - CaiMaster]
= Fle Iax CDW Sell Options! Window Help =R

¥ | Acee
Web “window

tinerary Tax Sell

cOv

Wendor.  ZE -HERTZ

Motices

Summary Information

Aurival: 10:00a Tue 5Feb ORDT10

Feturr: 04:00p Thu 7Feb

Cartype: ICAR AZDA 626 2-4

Estimated base rate:  194.97 USD - ADDITIONAL DROP CHARGE MAY APPLY

® Rate Detail

Base rate includes:  DAY/HOUR CHARGES

Daily: (*3DY) 6499 USD UNL FM 0.00 Per MI
Extra hour: (*0HR) 33.00 USD UNL FM 0.00 Per MI
Drop charge: AMOUNT NOT AVAILABLE - ADDITIONAL CHARGE MAY APPLY
Rate guarantes period: 08/13/01- 04/10/02
Rate code: MCLD  SPECIAL DAILY VALIDATED
Daily / Standard
Taxes

= Surcharges/Other Required Charges

¥

Coverage

s Pickup/Return =l
Ready 1818 [OnLine [
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3. Sell the least expensive car.

Answer: Click the Sell button. The Sell dialog box appears.

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

Answer: The Special tab should look similar to the following before clicking
Sell:

Sell =

Basic Fields | Customer | Rate Categories

izt of Selected Sell Options
Rate Code: MCLD
Special Service: INDN SMOKING Special Service: NON SMOKIE

Special Equipment

¢ TravelScreen Equipment
¢ Equipment vl

Hint

Requests for special zervices or equipment can be entered here. |t
iz a good idea to review the EQUIF keyword on the Descriptions

screen to see what the car company offers and charges. 1 I _'I

Careel_|

Hit right amow for next tab, left arrow for previous tab

5. Display the Itinerary to view the car segment.

Answer: Click Itinerary. The screen should look similar to the following:

¥ Viewpoint - [PNR - ZACHS] HEER
Tl Ele Edit A Fares Car Hotel Queues Map Miew Tools Wwindow Help - 5[
o | | | @ | o | @ | | ¥ 2 | &
Customer Shop i Fares Car Hotel Map Finich | Doce ) E-Mail | wsb

=] @ Record Locator: new record

B T Names
ZACHS, CHRIS

=] Phones

Type City  |Phone

Travel Agent |(vYZ)|905 555-1000/GREEN TREE TRAVEL-
Busingss (CHI) |312 555-2179

Residence  |(CHI) |312 581-8252

Ttinerary —

1 Pick up: Tuesday, February 05, 2002 at 10:00 Chicago 1Car
Drop off: Thursday, February 07, 2002 at 16:00
O ZE - Hertz Car Type: ICAR - Intermediate
64.99 USD - § - Standard Rate Guaranteed UNL Free Miles
Rate Code: MCLD  Status: S5 - Sold Confirmation: BS482793F10

Stored Fares

= Document Numbers

MG Tilecbio e Ao e . |
Done 1B1B On Ling ’_
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Display Car Descriptions

Use the PNR from the previous car practice (Chicago, Hertz intermediate
sized car). Display shuttle information for the location that you have booked.

Answer: Select the car segment. Then, select ‘Description’ from the Car
menu. The Car Description window appears. Double-click the ‘SHTTL
SHUTTLE SERVICE’ Keyword. The Car Description should look similar to
the following:

¥ Viewpoint - [Car Descriptions] ME E

=l File Description  ¥iew Edit Window Help -7 x|
£ || Al
[T Web Window

Hinerary Description
ZE - Hertz ORD10D OHARE INTL ARPT

e

GoTo

Deeseription Type
Kepword Description pan

HOURS HOURS-OPER/BUSNS =l
INS INSURANCE /COVERAGE iy
PAI PERSONAL ACC INSUR
; SHUTTLE SERVICE " Wendor
TAX TAXSTATEAOCAL

COMM COMMISSION AGENTS E

rocn FOEMIT FADR IMER

@ Location

i) ) o)

0]

SHTTL - SHUTTLE SERUIGE
SHUTTLE SERVICE IS AVAILABLE FROW AHY TERMIMAL AT THE
AIRPORT.

COURTESY BUS FROM -

TERMINAL 1 - STOPS OUTSIDE DOOR 1D.

TERMINAL 2 - STOPS OUTSIDE DOOR 2D.

TERMINAL 3 - STOPS OUTSIDE DOOR 3D AND 3H.

TERMINAL 5 - STOPS OUTSIDE DOOR 5B AND 5C.

CUSTOMER IS DIRECTED TO BUS SHELTER/STOP OUTSIDE DOORS
5B AND 5C. BUS WILL PICKUP AT SHELTER/STOP OR OUTSIDE
DOOR 5B AND 5C.

Rieady 1B1E_ [OnLine =

A.10
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Modify a Car Segment
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.
Answer: Highlight the car segment. Then select Modify from the Car menu.

The Car Modify dialog appears. Change the Size to standard. The Car
Modify dialog box should look similar to the following:

Car Modify [=]
Basic Fields | Customer | Fate Categories | Special | One 'way | List of Selected Modify Dptions

Pickup D ate: 08713701

ez Pickup Time: 13:51
Pickup Date: |02/13/01 vl Monday Tirne: |13:51 Elight #: I Retun Date: 08413701
- fors Fetum Time: 13:51
I Monda Time: I 3 Departing:
Return Date: |08/13/01 = 1 il 1351 parting: Car Type: §

— Rental Compar
Wendor: Cormp Discount H:

— Rental Lozation

Location:

— Car Typr
After selecting a vendar, pou may select a car type Check Avaiability
from availability or specify the car type below: _

Size Categary

- [Ary) vl I duto Trang [ air Cond.

LCar Type: lg—

Cancel |

A preferred car size can be selected from this list.

Click the Check Availability button to see if the standard car is available.
The Car Type Availability window appears. Click a standard car. Click OK,
then click Modify to rebook the car segment. The Sell, Modify, Cancel —
Vendor Summary window appears.
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Cancel a Car Segment

Use the PNR from the previous practice (Chicago, Hertz standard sized car).
Cancel the car segment.

Answer:

Select the car segment. Click the Customer button and select

‘Cancel Segment(s)’. A confirmation dialog appears. Click Yes to confirm
the cancellation. The Sell, Modify, Cancel — Vendor Summary window

appears.

¥ Viewpoint - [Sell, Modify. Cancel - ¥endor Summary]
= File Edit Yiew ‘window Help == x|

It should look similar to the following:

Daily

Done

CANCEL ITINERARY

Ilily Web @
le

Segmentls) successhull cancelled
ZE Hertz Status: CONFIRMED Confo #: B5482793F10
Pickup: 5Feb at 10:00 Retum: 7Feb at 16:00
City: ORD - D'Hare Intl Arpt ORDT10

& CAR TYPE: ICAR - Intermediate ¥ of cars: 1

Standard Rate Rate Code: MCLD

1B1E_ [OnLine =
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Direct Sell

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.

Answer: Select Direct Sell from the Car menu. Complete the Vendor, Corp
Discount#, and Car Type. The Car Direct Sell should look similar to the

following.
Car Direct Sell I
Basic Fields | Custamer | Rate Categaries I Speciall One \p\u"ayl List of Selected Sell Options
— Date: Pickup Time: 10:00
Retum Date: 02/06/02
Pickup Date |D2/D4#02 T | Monday Time: I"UiDU Flight #: Retum Time: 15:00
Fieturn Date: |D2/DE.-/02 - | Wednesday Time: |1 5:00 Departing: Pickup Date: 02704702
ry— Yendor ZI - Avis
enialLampany Corp Discount # A123456
‘endor: |2| - bz vl Corp Discount #: [41 23456 City or Airpor: SFO - San Fran
Car Type 1: ICAR
— Rental Location
LCity or Airpart: ISFD - San Francizco Intl Arpt j
& Ajport San Francisco |ntl Arpt
" City Locations San Francisco
£ Yia Reference Paint I j
' Location |D I 1 | o
—Car Tupe
Alter selecting a vendor, you may select a car tppe Check Awailabilty
from availability or specify the car type below _
Mate: Ta check availability, you need to provide
both Car Yendor and City/&irport.
Size Categary
[1- Intermediate =] [ - 2 or 4 door 7] ¥ Auto Trans I Air Cond
automatic 2]
LCar Type: ||EAF| [ bed
Corce_|
Enter the CD' number if this iz a corporate sell. [CD- field]

Click Sell. The Sell, Modify, Cancel — Vendor Summary window appears.

Continued on next page
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Direct Sell (Cont.)

2. Display the itinerary.

Answer: Click the Itinerary button to display the sold segment. The
itinerary should look similar to the following:

¥ Viewpoint - [PNR - ZACHS] [_ (=] ]

= File Edit & Fares Car Hotel Queues Map Miew Tools ‘window Help == =]

(53¢ @zv| N @é-| &~ w| ¢ | % |[F @|

Customer Shap it Fares Car Hotel Map Finish

=]
E-Mail

=] @ Record Locator: new record

B T Names

ZACHS, CHRIS

=] Phones

Type City  |Phone

Travel Agent |(vvZ)|905 555-1000/GREEN TREE TRAVEL-
Busingss (CHI) |312 555-2179

Residence  |(CHI) [312 581-8282

Itinerary —

1 Pick up: Monday, February 04, 2002 at 10:00 San Francisco 1 Car
Drop off: wednesday, February 06, 2002 at 15:00
0 21 - Avis Car Type: ICAR - Intermediate
48.50 USD - Guaranteed UNL Free Miles
Rate Code: ¥F  Status: S5 - Sold

Stored Fares

Document Numbers

S ke A e o |
Done 1B1E_ [OnLine =
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Module 6: Saving and Ignoring a PNR

Save a PNR

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

saved.

Answer: From the itinerary window, click the Finish button and select Save
PNR. The Save PNR dialog box appears. Type a name in the Received text
box. Make sure the ‘Re-retrieve this PNR after it has been saved’ check box
is selected. The Save PNR dialog box should look similar to the following

before clicking Save.

Save PNR

Received: [FAT ¥ Re-retrieve this PNR after it has

been saved

[ Hueu
& Do Mot Route Press 'Manage Favarite' to create Favorite groupings.
€ Route to Favorite: ITicket\ng 'I Favartes... | Manage Favorite Queues... |
' Aoutetor Feeudo |1E1B j Huens 4 Igg j [Eateqan; I j ate Hange Iﬂ Hist: apollo -
— Stored Far
Veiy sl | Verly Select.. | Retanall | FRelain Sekeot.. |

Ticketing Arrangement:

Change Ticketing...

Enter received field
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Ignore a PNR
Ignore the PNR from previous practices.
Answer: Ignore a transaction by selecting Ignore from the Finish or

Customer menu. You should receive the following dialog box when ignoring
a transaction.

* Viewpoint - [PNR - ZACHS] INETES
Tl Ele Edit A Fares Car Hotel Queues Map Miew Tools Wwindow Help - 5[
o | B x| @ e|w| | ¥l F o |H]|
Customer Shop i Fares Car Hotel Map Finich | Doce ) E-Mail | wsb
1=
=] @ Record Locator: new record
B T Names
ZACHS, CHRIS
1 X
Phones This i 3 new PMR. Once it has been ignared all of its
data will be permanently lost.
tinerarv lgnare this PNA?
Pick up: Monday, Fel 1 Car

Drop off: wednesday,
& 21- Avis  Car Type: IG

48.50USD -

Rate Code: ¥F  Status:

Mo L Free Miles
— 2MX1

lgnare this PNA

Stored Fares

Document Numbers

= @ Ticketing Arrangement

L Ticketing Arrangement:
L@ Queve Minders

— |
Ready 1B1E_ [OnLine 4l
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Module 7: Selling Hotels

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.

Answer: Select Index from the Hotel menu. Enter the In and Out dates, and
enter LAX in the City or Airport text box. Click Reference Point, and select
‘Manhattan Beach’. The Basic Fields tab should look similar to the

following.
Hotel Index E I
Fiate Categaories | Tranzportation I Froperty Type I Froperty 1D I Others I Selected Options
Basic Fields | Chains I Megatiated Rates I Features Jistance <= 010M
In: |2.-"4.-"D2 VI tMaonday Out: |2.-"‘ID.-"D2 VI Sunday Hights: IB
— Location
City or Airport: ILAX - Loz Angeles Intl j
' Ajrport Los &ngeles Intl
€ Daowntown/City 105 Angeles
' Reference Point  [MANHATTAN BEACH =l
" Postal Code Jus - UNITED STAT =||
Distance: Direction:
ILess Than VI |D1D al =
@ Miles " Kilometers
— Dccupancy Currency
& Single &' Default
= Double " Stored
0 List j
Search I Cancel
Enter reference point or press Alt+Down ta select from list.

Continued on next page
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Selling Hotels (Cont.)

The Features tab should look similar to the following.

Hotel Index I

Fiate Categaories I Tranzportation I Froperty Type I Froperty 1D | Others | Selected Options

Basic Fields I Chainz I Megotiated Fates Features
Features Meeting Room

Air Conditioning Mon Smoking Rooms Hint: Features Pool (Dutdoor)
B abysitting Parking The ligt of hotelz will include

Barber Poal those that match the features
Beauty Shop Pool (Indaor] th_at are important to your
Cable Ty 5 P (utdoor] eient
Concierge Fental Car Desk
Entertainment Restaurart
Family Flan Fioom Service
Fire Safety Sauna
Golf Secretarial Service
Handicap Facilities Small Pets
Health Club Tenniz Court
Kitchenette e ater Cloget
Laundry ‘wiet Bar

Bt eeting R oom

Minibar
Movies

Search I Cancel

Enter reference point or press Alt+Down ta select from list.

The Others tab should look similar to the following.

Hotel Index E I

Basic Fields I Chains I Megatiated R ates I Features | Selected Options
Fiate Categaories I Tranzportation I Froperty Type I Froperty 1D Others
) : Features Meeting Room
- Bedding/RoomT ype - Hint Features Pool [Outdoor]
Common room types are Rate Value <=175
I dezcribed if you zelect Help.
Ulze this type of qualifier anly if
Example: A1K it iz critical to the client.

far [Deluxe, 1Bed. King)

Example: B**
far [Superior, Wildcard, Wwildcard)

— Rate YWalue: — Hint:
“rou can ask for hotels that

have ratez in a specified
Less Than d |1?5 range amount. U se thiz only if

it iz critical to the client.

—AdA Rating — Hint:

Search for hotels rated by the:
American Autornobile

I - I Association based on the

number of 424 diamonds

[1-5).

Search I Cancel

Enter arate value.

Click Search. The Hotel Index results window appears.
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2. Access a complete list of available rates for the third hotel listed.

Answer: From the Hotel Index display, click the third hotel listed. Then
click the Complete button. A Complete Availability window similar to the
following appears.

Viewpoint - [Complete Availability]
File Intormation  Selll Sort Options  Window  Help - |E‘ il
@ [ o[ b g || Ao
ltinerary Description [ Notes Fules Sell I1ETE Web “window
Dates: 07/03/01 - 071500 Roombdaster ID: - 74071 Mbr Persons: 2
Hotel Mame:  BARMABEYS HOTEL
Chain: LM - Lexington Sves Taxes nat included in rates Rates are  US Dollars (USD)
Guarantee; Reguired Rates Guaranteed Total Rates: 26
Booking Rate On Rate | Comm-| Meal |Cancel
Line # Code | Description Category | Rate Amount | Aequest [ Change| ission | Plan | Policy
RA 69.00 -
2 A2DRAC Delure Room 2 Double be Standard 169.00 H %
3 B1KRAC Superior Hoom 1 King bed  Standard 159.00 ] ]
4 B2DRAC Superior Room 2 Double b Standard 159.00 u u
5 ATKCOR Deluxe Room 1 Kingbed  Corporate 165.00 ] ]
E A2DCOR Deluse Room 2 Double be  Corporate 159.00 u %
7 B1KCOR Superior Hoom 1 King bed  Corporate 155.00 ] ]
8 B2DCOR Swuperior Room 2 Double B Corporate 155.00 u %
9 ATKAAA Deluxe Aoom 1 Kingbed  Associati 149.00 ] ] ]
10 A2DAAA  Delure Room 2 Double be Associati 149.00 % S %
11 B1KAAA  Superior Room 1 King bed  Associat 139.00 ] ] ]
12 B2DAAA Superior Room 2 Double B Associati 139.00 % " ®
13 ATKSEN Delure Room 1 Kingbed  Senior Cil 140.00 ] ®
14 A2DSEN Delure Room 2 Double be Senior Ci 140.00 H %
15 BT1KSEN Superior Room 1 King bed  Senior Cil 115.00 ] ®
16 B2DSEM Superior Room 2 Double B Senior Cil 115.00 u ®
17 ATKGOV Deluse Room 1 Kingbed  Govemm 115.00 ] ]
18 A2DGOV Delure Room 2 Double be Governm 115.00 H %
19 B1KGOS Superior Room 1 King bed  Govemm 89.00 ] ] b
20 B1KGOY Superior Room 1 King bed Governm 105.00 u %
21 B2DGOS Superior Room 2 Double £ Gowvemm 89.00 " "
22 B2DGOY Superior Room 2 Double B Governm 105.00 " ® -
Ready On Line Ha 4

Continued on next page
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Selling Hotels (Cont.)

3. Check the rate rules for the least expensive room rate that the customer

can usc.

Answer: Select a room, and then click the Rules button. A Rules Display

similar to the following appear

S.

=] File Motesl Sell Optiors! ‘window Help

¥ Viewpoint - [Rules Display - RoomM aster] [_ O[]

=18 x|

B | Afces
Web “window

tinerary Motes Sell

Date: 07/08/01 - 071501
Foomidaster ID: 74071 LM - BARMABEYS HOTEL

Mbr Mights: B

Nbr Persons: 2

ﬁ Check-in

Dates: O7/09/01 - 07115701
Check-ln Time: 16:00

Mumber of Mights: B
Check-Out Time: 12:00

% Rates

Booking Code: B2ZDRAC

Length of stay  Min: 1

Rate Per Might - 2 Adults

159.00 (USD)

Agent Commission: 10.000000 percent

MHumber of MNights

[

Rate Categony: Standard Rate
Max 99
Dates
07/09/01 - 07714701

=) Rate Includes

Taxes not included in rates.
Meals are not included with rate

= Extra Charges

7

Option Adult
Ewxtra Person 10.00 (USD]
Rollaway - Max 0 15.00 (USD)
Criby

Children's ages are 0 - 10

Child

10.00 (USD]
15.00 (USD)
0.00 (USD]

] Cancellation

Ready

[ lontee I3 4

A.20
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4. Sell the hotel using the American Express card (370000000000028
expiration 12/05) for the guarantee.

Answer: Click the Sell button. Enter the guarantee information. The Hotel
Reference Sell dialog box should look similar to the following.

Viewpoint - [Hotel Reference Sell] I
In Date: 0740901 Out Date: 07415401 — List of Selected Optional Fields
Mbr Perzsons: 2 Mbr Eooms:l‘l_ -

Chain: LM
Fioomibd aster 10: 74071
Booking Code:  B2ZDRAC

BARMABEYS HOTEL
MANHATTAN BEACH CA
Rate: 153.00 USD

— Sell Option: Hint:

“f'ou can indicate how the client wants to
guarantee the reservation or supply other
' Customer detailz you need to send ta the hatel.

" Extra 4] | _’I
Res. Guarantee: [4X370000000000025EF1 202 x| | Guarantes Required
CD Number:l
Megotiated Hate:l
Cancel |
Booking Source:l

Additional rate related sell options.

C 1
Click Sell.
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Module 8: Using Maps

Determine Distance Between Points

You are working with a customer who wants to book a hotel near the Art
Institute in downtown Chicago six months from now.

1. Search for hotels within a mile of the Art Institute of Chicago.

2. Mark the first, third, and fifth hotels for plotting on a map.

3. Display the map.

Answer: The map should display with the first, third, and fifth hotel selected

as shown below.

¥ VYiewpoint - [The Loop] M= E
| File Map |Information Search Sell Sot Miew Options  Window  Help _|E'|£|
tinerary | \nrormaﬁonl Zoom |Distanc: |P\omeg:n | sellt | Weh | Close |

SCHILLER

GOETHE

ST

o
sth@

ORLEANS ST
LASALLE
CLARK

WELLS

CHICAGO | AV

SUPERIOR §

]

e ILLTNOS

30, -,

zE WATER sr/]_u—

7, IKINZTE
0‘%& Kg cnrc-mé

: 77 LaK

7] LEH
2l felw
Z Z Ma N
(2] |4l moNROE

Station | B « &3

| N

M@ KC HH Allegro Chicago
‘-}v C Burnham Htl-Chicago
0 IC Inter-Continental
@ HI Holiday Inn Martplz
é Ul Seneca Hotel

@ Wl Westin Michigan Ave
¢ HH Palmer House Hilton
<{3» 0M 0mni Chicago Hotel
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4. Plot the Art Institute of Chicago on the map.

Answer: Select Attractions from the Plot drop-down arrow list. Double-
click Art Institute of Chicago. The map display should look similar to the

following.
¥ Viewpoint - [The Loop] M= E
| Fle Map Information Search Sell Sot Yiew Options “Window Help _|5||5|

) - v [ - -
Itinerary \nformallunl Zoom |D|slance P\o!chim\l 3alll | Web | Close

[1] 3 M
1| Plot: IAttract\nns

0 .3Km -
;ﬁg:, bR |2 QEOSYSTEMS @ Amoco Corp Chi
.

SCHILLER |ST

[+ ]|«

GOETHE |ST

EE|E|EE
5T 0 |w|w @ Lake Michigan < - _>
-
p £ /'
sl 4B I
:ll g.lgguvwn.'rus'r . M i
E gEEﬁEnE eatrice Hdg Chi
H0aw "E@ 4 .
CHICAGO | AV Board Of Trade Chi
= ?I‘:.I‘I’iﬂ B £l 5: 11 Chicago Mercantile Exchange

Chicago Morthwestemn Station

o
€T

Federal Reserve Bank Chi

& L L
E—ILLINO{S a i:. E
S, e <4} e WATER ST

2, Grant Park Chi
*, b WAD ]
o 100 KER DR, I Plazs Chi
SN =
! 77 LAK ST e s Certer Chi
7] TQLPH| ST
| TelG Sy BL John Hancock Center Chi
Ed
Z ma NS ST Merchandise Mart Chi
o) u e moNReE T LAKE e
5HORE DR

Montgomeny W ard Hdg Chi

Statioh | 2 % &3 | .
=l N

Mawistar Intemnational Corp
MNawy Pier Chi
MNorth Michigan Avenue Chi

- ) -

060ee000000000

[r [~
3!
lele s

-

B

Continued on next page
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Determine Distance Between Points (Cont.)

5. Your customer asks how far the Art Institute is from Union Station. Find
the distance between these two points.

Answer: Click Distance and select Miles. Then click Distance and select
Distance. Move the pointer over one of the points and click, and while
holding the mouse button down move the pointer over the second point.

Diztance = 1.1 miles | 0 A3 Mi
53
SCHILLER ST 0 AKm
cowrwd lst ;ﬁ.‘,‘:, bR L@ OEOSYSTEMS
el el [l Ll
ST @ Wln|w O Lake Michigan
=
W F
W [
E E]ﬂgEHWALTNST
Bl @ = E; DE FL
8| % 35|k 5[red2l
CHICAGD AN
SUFERIOR ST P
HURGD ST e F a1
« ERIE ST
= o % 5 1 -
) o
T [ILLINOIS o 7
< % £
%&, KINZTE = WATER ST ,]
‘f‘¢¢ B Ghic i WACKER DR
77 LAK st| &
w ] LpH| ST
o 0
ol leln e BL
| z T ma ST
P ¥ MOMNRQE LAKE
I Sia nEr & &1 . SHORE DR
I ™ N
Y
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Create Custom Reference Points

1.

Search for a map of South Lake Tahoe. Display the map.

Answer: Click the Map button and select Search. Complete the Map Search
dialog box as shown, then click OK.

Map Search E3 I

City/Reference Point | Pasgtal Codel ,-".‘qirpn[tl

— Search for Country, State, City or Reference Paint

Step 1: Type all ar part of the name and then select an entry in the list.

Mumber of Search Hitz: 1

South Lake Tahod j

South Lake Tahoe C&

—Select Map

The Highlighted map shows Wiewpaint's "Best Fit" map for your search.
Below are more detailed maps within this area.

Step 2 Select a map and Prezs OK.

Lake Tahoe Metro
Ll

South Lake Tahoe Downtown

ak. Cancel

Continued on next page
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Create Custom Reference Points (Cont.)

2. Add the custom reference point, ‘Heavenly Resort’, to the lower right
portion of the map, somewhere near where Saddle and Wildwood roads
intersect. Optionally, add a fictitious address and telephone.

Answer: Select Insert Custom Reference Point from the Map menu. Move
the pointer over the lower right corner of the map and click the mouse button.
Type at least the name in the Custom Reference Point dialog box as shown.
Then click OK.

Custom Reference Point I

Beference Paint Mame: IHEENEHl}' Resort

Street Address: I

City:

|
State/Cauntry: I
|

Telephone Mumber:

ak. I Cancel |

The map should look similar to the following.

¥ VYiewpoint - [South Lake Tahoe Downtown] M= E
| File Map |Information Search Sell Sot Miew Options  Window  Help _|E'|£|
tinerary | \nrormaﬁonl Zoom |Distanc: |P\otReg|'m\| Sl | Weh | Close |
[] .25 Mi ! & Plat: | Custom refierence points d
— STATELINE 4 o” | =l
¢ _.25Km F g} o
2 QEQSYSTEMS / =
Lake &8
Tahoe ﬁ? sl s
& S &,
& gse
SOUTH LAKE TAHOE ¢~ w 3
Y AR
BTz %, "y fLaRcH
LAKE S % %
EVIEW.~Z * LR e e
LA Ern:: HA zné BLACK gg- %* "N
raLnc < [ [~ = & o %,
é’ o - & & -0
= ) %% \% % 4
a =, ) LA
H * 3 2%y
2 H %0‘\ & ‘%,“ =1
3 HANS:S :
2 1 kS a4 o O @
3 ? vh‘de:;ﬂ‘ MO
H <3 W«
BEGKA DR
& JANET D
5] 4] 2
el =]
PAEIRY
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3. Display the name of your custom reference point by pointing to its

number.

Answer: Move the point over the custom reference point number.

¥ Viewpoint - [South Lake Tahoe Downtown] |_ O] %]
| File Map Information Search Sell Sert Wiew Options Wwindow Help _|E' il
linerary I |n|o.ma§on| Zoom |D\slar\c: |PlolRugivwv Gl | Web I Close I
[] .25 Mi ! & Plot: | Custom reference points Il
[—— STATELINE 4 o" I =l
& .25Km 3 g
2 QEQSYVETEME 'y
Lake &2
Tahoe & s 4
& & &,
ok é?g?
SOUTH LAKE TAHOE - R 7
B8 B i 7
P kN ot fLARCH
i
[E1 » T
o 5 et % fg 2
CERES STReEnAYENS 5 oy, & 3 N
3 % o & o,
FraLLsC o = o %
= &3 & &, o«
f ~ S RN, % oP
H £ 5 g o
- = P gef '3 {ﬁ >
£l 2 817 % ey,
a a % ‘s@ %
x S %
3 & =,
B 1 S 7 o ,99"# % [<1> Heavenly Resar]
3 Ll B
5 <+ &
BECKA DR
& JANET D
2121
el =l
EEAS

4. Change the ‘Heavenly Resort’ custom reference point name to ‘Heavenly

Ski Resort’.

Answer: Select Manage Custom Reference Points from the Options menu.
Click the name, and then click Edit.

Manage Custom Reference Points I

© List All Paoints & List Paints on Curent Map

Mame I Eity+| Addresz | State/Country | Telephone |

Efit | Delete | Plat | Restare Column Widths

Change the name and click OK.
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Module 9: Adding Optional PNR Fields

Add and Change PNR Remarks

Use the PNR that you saved in Module 6 (Avis intermediate size in San
Francisco).

1. Associate the following remark to the car segment: HAVE A SAFE
TRIP

Answer: Select Create/Edit PNR Remarks — Associated from the Customer
Menu. On the PNR Remarks dialog box, select the car segment by clicking
it. Type the remark in the Remarks Text field. Click Add. The PNR
Remarks dialog box should look similar to the following.

PHR Remarks I

Associated | Unassociatedl General I Document / Invoice I Custamer ID.-"F'ostsc:riptI Queue Minderl

Fiemarks:
HAVE & SAFE TRIP

Itinerary:

Fick up: Mon 4 Feb at 10:00 S5an Francisco Intl Arpt 1 Car
Crop off. Wed b Feb at 15:00
Zl - Avis Car Type: ICAR - Intermediate

483 50 USD D ily  UML Free Miles Guaranteed
Rate Code: YF Status: S5 - Sold

Bemarks Text:

Edd Modiy Delete |

Ok I Carcel
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2. Add the following remark to the itinerary (unassociated): THANKS

FOR YOUR BUSINESS

Answer: Click the Unassociated tab. Type the remark in the Remarks Text
field. Click Add. The dialog box should look similar to the following.

Femarks:

PNR Remarks E I

Associated  Unassociated | Generall Documenta’lnvoicel EustomerlDa’F‘ostscriptl GQueue Minderl

THAMKS FOR *0OUR BUSINESS

Bemarks Text:

fdd Modiy Delte |

o |

Cancel |

3. Add a queue minder for two days from now to queue 30: CHECK FOR

UPGRADE AVAILABILITY

Answer: Click the Queue Minder tab. Enter a date, 30 in the Queue text
box, and your pseudo city code. Type the remark and click Add. The PNR

Remarks dialog box should look similar to the following.

PNR Remarks E I

Associatedl Unassociatedl Generall Document.-"lnvoicel Customer |D/Pastscript - Queue Minder |

Items:

Fseudo | Queus Text

1B1EB CHECK FOR UPGRADE &WalLABILITY

Drate: Hueue [0-99): Category Pzeudao:
02/02/02 |~ || [30 f 1B18

Text: ICHEEK FOF UPGRADE AvAILABILITY]

sod | Modiy | Delete |

o |

Cancel |

Continued on next page
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Add and Change PNR Remarks (Cont.)
4. Add the following postscript message: APPROVAL PENDING

Answer: Click the Customer ID/Postscript tab. Type the remark. The PNR
Remarks dialog box should look similar to the following.

PHR Remarks I

Associatedl Unassociatedl Generall Document / Irvoice  Customer ID/Pastscript | Qugus Minderl

PBostzcript Femark:

APPROVAL PENDING]

Customer [D:

ak I Cancel
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Module 10: Working with PNRs

Retrieve a PNR

Retrieve Chris Zachs’ PNR by name.

Answer: Click the Customer button and select Retrieve PNR. The Retrieve
PNR dialog box appears. Type the last name in the text box. The Retrieve
PNR dialog box should look similar to the following:

Retrieve PNR [X] I
Hame / Record Locator | Flight | Selective Access |
' Last Name: IZACHS First Name [optional):

" Record Locator,

[~ Date (Dptional) I 'l
™ Retrieve from all branches Branch Pseudo:

™ Retieve from Galleo

Cancel |

Enter passenger's last name

Click OK.

Booking Cars and Hotels using Viewpoint™ Course Book, February 2004 A3l



Appendix A: Module Practice Answers

Module 12: Customizing Viewpoint™

Customize PNR fields on Itinerary Window

Make the following display changes to your itinerary window:
1. Display Phones after the Itinerary.
Answer: Select Options from the Tools menu. Click Phones, and then click

the Move Down button. The Viewpoint Options should look like the
following.

Viewoint Options |
Tour I Fare Quote I Ticketing Modifiers Favarites I Ticketing I ‘web I Scripts I
FNR | Hatels I PRO-file I Hints I Air I Maps I Custom Reference Points

Field Dizplay Order and Preferences Shows
HNames Expand item's first level = Exclude |
@ by default 4
Itinerary Expand tem's first level
T e w
Evel " Maove Lp
D o |
—; 2 Move Down |
Q?’ default 4
= Document Numbers Expand item's first level
by default Qy Apply to Highlighted Field
@ Ticketing Arrangement Do not expand item by 7 i " Mot Expanded
defaut & Expand 13t Level
w7 Document/Invoice Expand item's first level e d All Level
Tz = Remarks by defautt 14 e Eves
Form of Payment Expand item's first level
by defautt W’ =
-
V' TravelScreen V' Clase all windaws with new PNR

QK I Cancel Hels

Select an item from this izt
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2. Do not show Profile Associations.

Answer: Click Profile Associations, and then click Exclude. There should
not be a checkmark next to Profile Associations as shown below.

Viewpoint Options

Tour | Fare Quote |
PMR | Hoels | PRO-fie

Field Dizplay Order and Preferences

Ticketing Modifiers Favarites |

| Hints Air

Show

]|

wieb | Scripts |
Custom Reference Points

Ticketing I
Maps I

Document Numbers

Ticketing Arrangement

% [

Document/Invoice
Remarks

i

Form of Payment
Addresses
Remarks

General Information

PRO-file Associations

@40 W oo

W TravelScreen

Expand item's first level
by dlefault

Do not expand tem by
default

Expand item's first level
by default

Expand item's first level
by dlefault

Expand item's first level
by dlefault

Expand item's first level
by default

Expand item's first level
by default s

Expand item's first le
by default

\ I

i

[V Close all windaws with new PNR

s ;I Exclude |

Move Up |
Move Down |

Apply to Highlighted Field
" Mot Expanded

' Expand 13t Level

" Expand &Il Levels

o ]

Cancel | Hels

Select an item from this izt

3. By default, do not expand Ticketing Arrangement.

Answer: Click Ticketing Arrangement, and then click Not Expanded as

shown below.

W TravelScreen

[V Close all windaws with new PNR

Viewpoint Options I
Tour | Fare Quate | Ticketing Modifiers Favorites | Ticketing I wieb | Scripts |
PNR | Hotels I FRO-file I Hints Air Maps I Custom Reference Points

Field Dizplay Order and Preferences Shows
Hames Expand item's first level = Exclude |
@ by dlefaut v
Itinerary Expand item's first level
by defautt W
Phones Expand item's first level Move Up |
by defautt v’
. Move Down |
% Stored Fares Do not expand item by o
default
= Document Mumbers Expand item's first level
by defautt W e g
H ﬂ' Ticketing Arrangement ; v & Mot Expanded
s
Document/Invoice Expand item's first level -
= 2 Remarks by clefautt 4 Egpand AllLevels
Form of Payment Expand item's first level
by default Qy _I
v

Cancel Hels

Select an item from this izt
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Notes
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