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Dear Colleagues,

This manual was designed in order to provide information to you about Norwegians Altea set up.

You can use it as a reference guide, to quickly find topics which you need to know more about or how
to perform.

We also hope it will help your studies in theoretical and practical matters.
The manual will not describe all possible scenarios in Altea Customer Management, since some of

them are not being used on Norwegian flights, but please use the Help Online (F1) in Altea which can
be a great use to you if you want to know even more.

Good luck ©

Linda Lodtz-Johannessen
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Signing in

When you first launch Customer Management, the normal Sign in screen is displayed.

Sign in
Connection:
Identification

User ID: *
Password:

b

Organization:

PRODUCTION [[¥] oy %

AGENTCM|
by

e |

X

s
" |

Copyright 2016 Amadeus s.a.s. All rights reserved.

Help ?[F1]

Sign in
Connection: \PRODUCTION | w|
Identification
User ID: * [AGENTCM|
Password: | |

COrganization:

l Clear l Iﬁdwnced ::::rl

|signin] | Bxt |

- Type your User name

- Type your password

dMaDEUS

To change the default connection,
press Ctrl + down arrow in Connection
field and select a new one:

Production — This is the live
production software which is the
version you will use while working.

Skilling — This is the version used for
training.

Connection; SKILLING -

Altea CM Manual Rev 2, December 2017




Doc ref: NAX M-005

norwegian _ NAX-005M Altea Customer Management | Page: 8 of 123
Date: 01.12.2017
Rev.: 01

When you click the advanced button your screen expands to display the Advanced Login Parameters
fields.
Here you can change your Duty Code, Specify a Remote Office or change your Password if necessary.

Sign in ot
Connection: PRODUCTION [+ Help ey
Identification

User ID: * |AGENTCM |
Password: | |

Organization:

Advanced Log in Parameters

Mode: luser + location | |
Duty Code: B
Remote Offica:

Workstation ID: |DY/C/OSL/B/FBU/ADM/DCS/IB |

New Password: | |

Confirmation: | |
I Clear l [ << Mormal l [Signinl [ Exit l
Button Action when Selected
Clear Clears all text fields in the Sign-in screen. Drop-down
= lists revert to default settings.
The Sign-in screen expands to display the Advanced

Sign-in fields. This button is displayed only in the
Normal Sign-in screen.

For an explanation of the Advanced Sign-in fields, see
How fo Set Advanced Sign-in Parameters.

<< Mormal The Sign-in screen minimises to hide the Advanced
= Sign-in fields. This button is displayed only in the
Advanced screen.

Use this button when you have completed all fields on

Sign in S ity
2 the Sign-in screen and are ready to sign into Customer
Management.
Exit Your sign-in attempt is cancelled and Customer

DDI ID

Management closes.

Altea CM Manual Rev 2, December 2017 8
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Changing the Duty Code
In the Duty Code field, press Ctrl + arrow down to open the Duty Code list.
Sign in 5 Duty Code Explanation
Su Supenisor (system)
Connection: PRODUCTION | = Help ?Inl -
T Sy = GS General sales or check-in agent
User ID: i: AS Agent sell (travel agents only)
Password: PD PD Post-departure agent
Organization: TR —
= R Training
Adv Leon Farm PR RC Reservations controller
Mode: e . [catien -
PR Programmer (system)
Duty Code: G5 |=
CE Customer engineer (system)
Remote Office:
Workstation ID: DY/C/OSL/B/FBU/ADM/DCS/18
Mew Password:
Confirmation:
g ) (<<tom Ext

There is only one Duty code that you will be using, and that is GS. In Altea this Duty Code does not
have anything to do with what kind of access you will have, this is controlled from the Office IDs that
is set up for your station.

Changing your Password

If you need or want to change your password you can do that under the Advanced Log in Parameters
The password can include both letters and numbers. It has to contain minimum 6 characters and
maximum 40. The last 12 passwords are stored in the system and cannot be re-used.

MNew Password: | |
Confirmation: | |

Time Out of Session

If there is no activity for 15 minutes, you are automatically signed out of Customer Management and
the Sign in screen is re-displayed. You have to Re-enter your password to sign in again. The system
then displays exactly as it was when the system timed out.

Altea CM Manual Rev 2, December 2017 9
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Signing Out

To sign out or close the Customer management, do the following:

Press Alt +L to access the Logoff menu and press Enter

OR

Press Ctrl +L from wherever you are in Customer Management and the system logs you off.

Introduction to Customer Management

The Altea Customer Management is run by accessing different application menus:

Application Menu (Alt + A)

You can open the different applications by using the up and down arrows and enter
OR

Press the key combination next to the menu option.
Eks: Ctrl + H to enter the Customer application.

Denvice  Mavigation Logoff Halp

Customer Ctri+H

Fight Cirl+F

Seatmap Ctrs

Eaggage Ctr+G

Boardng CtrieB

EBoarding Monitor Ctri+D

Track Chri+

Reservations Clri+R

Taletype (TTY) CtreT

Teletype Template Admin Ctri+

My Usar ID Detalks Ctri+O Fii
My Preferences Ctri+P

Messenger CtrleM Libscrit
Wiorld Traces Ctri+wy

Movernent (MVT) Ctrl+M

Sat Default Camer Ctri+FL

D Applications 3
Departure Control History Ctri+Shift+H

The maximum number of applications you can have opened at one time is 10. When you reach the
limit a message will tell you that you have reached the maximum number of occurrences allowed for
the applications.

You can close an application, by doing the following_

Press Ctrl + E

Customer Management is an integrated component of the Amadeus Altea Departure Control System
(DCS). It enables an airline to carry out all aspects of the management of customer and compromises

the applications listed in the table below. All Customer Management applications can be accessed
using the Customer Management Graphical user Interface (GUI).

Altea CM Manual Rev 2, December 2017 10
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Application

Tasks handled

Flight

Flight-level tasks that can be performed any time before or during customer
acceptance and boarding. Flight-level tasks include viewing acceptance figures,
catering and customer lists. Flight setup tasks include updating gate information and
pre-accepting groups.

Customer

Tasks relating to identification and acceptance of customers. Common tasks include
customer identification, security questions and boarding pass printing. Other tasks
depend on the customer circumstances, such as high-priority comments, no ticket
data, connecting flights, senvices required and regulatory data required.

Baggage

Tasks relating to identification and acceptance of baggage. Common tasks include
entering baggage details, updating bag status and printing tags. Other tasks relate
to crew baggage, cabin baggage and pooled baggage.

Seatmap

Tasks related to seat assignment and changing seat assignments. This includes
swapping and shuffing seats.

Boarding

Pre-boarding and boarding tasks. Pre-boarding tasks include viewing the ineligible-to-
board list and delivering comments. Boarding tasks include opening and closing
boarding, updating gate numbers and deboarding.

Boarding Monitor

Tasks related to the monitoring of boarding activity of multiple flights.

Track Tasks related to the tracking of customers’ locations.

Reservations Access to Amadeus Altéa Resemvations using a cryptic screen. You can also
access other systems from Reservations, such as the IMS/QSG operational control
system and other airlines’ systems.

Teletype (TTY) Tasks related to sending and receiving teletype messages using a cryptic screen.

Teletype Template Admin A range of templates for sending teletype messages.

My User ID Details

Information about your user profile.

My Preferences Your system preferences.

Messenger Tasks related to receiving and sending messages using the Amadeus Messenger
application.

World Tracer Access to the World Tracer application using a cryptic screen.

Mavement (MVT) Create and send aircraft movement messages.

Set Default Carrier Used in ground handling scenarios to set the default carmier for carier-dependant

Altea CM Manual Rev 2, December 2017
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Printing information from Altea

Most of the options listed in the Application menu allow you to print a cryptic version of the current
screen in Customer Management as long as the current screen is one of the following:

*Haggage List
*Baggage Selection
*Boarding

*Catering Figures
=Customer List
+Customer Profile
*Customer Record
*Customer Lookup
«E-Ticket Association
*E-Ticket History Display
*Flight Comments Summary
=Flight List

*Full E-Ticket Display
+Group List

*Eroup Members
+Ineligible to Board
*Seatmap

*Special Assistance List

Altea CM Manual Rev 2, December 2017
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The Device Menu (Alt + D)
Applications  Device | M ation Logoff Help
Identify Cu PErint Screen
Customer| Connected Devices Status
or
Seat/Security Mbr: FQTWV M1
You can only have one Device application open at the time.
Option Explanation
Print Cryptic Qutput to Other Prints cryptic output to a8 ROTTY printer other than your default printer.
Print Cryptic Qutput to Default Prints cryptic output to your default ROTTY printer.
Print Screen Prints a snapshot of the currently displayed screen to a laser printer.
Connected Devices Status Check the status of printers and other devices currently connected to your

terminal. The devices connected to your terminal are set up by your system
administrator. The devices that may be connected are:
=ATB boarding pass printers

*BPF boarding pass printers

*Baggage tag printers

+Intelligent gate readers

*ABC boarding system

*Document printers

«0ptical character readers

*Magnetic stripe readers

*Bar code readers

«MNotification channels

From the Device menu you can also check the status on BTP and ATB.

Applications  De tion Logoff Help 130UN12 14:40 . &
Messenger (0) | Customer (1)} | Flight DY¥320 (2) | JFE Help (3) | Connected Devices Status (4)
Shortcuts
Initialise PE Name Type Locally connected TID Status Comment
Test B Pass 1 ATBO  ATB Device Yes DYD9E489 B4  Device ready
Test Bag Tag . )
Test DGR/ Swipe 2 BTPO  Bag Tag Printer es DYFC1FBE M Device ready
Test PRT 3 CRTO  Mofification Channel Yes DYS58AB17 B4  Device ready
Menus 4 DGRO  Boarding Pass Reader ‘Yes DY16D300 =i Device ready
Devices» 5  MSRO  Magnetic Stripe Reader Yes - B  Device ready
System 6  OCRO  Optical Character Reader ‘fes - B  Device ready
Restart 7 PRTO  Generic Printer Yes DY4F7A4C |  Device ready

seect Devicei [ ] 2 Exgond (572
() Choose device to View. Press enter to view detailed device status.

-
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Navigation Menu (Alt + N)

This menu helps you to navigate between application tabs and how to close them.

Mavigation | Logoff  Help

ump Left One Tab Alt+Left

umnp Right One Tab Alt+Right
Toggle to Previous Tab Alt+MumPad *
Closze CtrH-E

Close Files Ctr+-Shift+E

Logoff Menu (Alt + L)

Use Logoff menu to sign out or close Altea Customer Management completely.

Logoff  Chri+l

Exit Alt+E

The Help Menu (Alt + H, Alt +]))

Use the Help menu to access the different Customer Management support functions.

JFE Help
Show Theoretical Seats
Wignw Log
Copy Compact Report
Ahout JFE

' [Maximize

Send Error Report

Help online (F1)

5

s Indicates that online help screens are available.

FPress F1 to access online help.

The online help in Customer Management is always available and updated.
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Pressing Alt + H, Alt + J — you will access the index for help menu. Use the arrow keys to select the

topic you want.

Shortcuts

Print

Collapse all
Collapse Below
Collapse Topic
Expand All
Expand Below
Expand Topic

Messenger (0}

tion

Help

Flight DY320 (1) | JFE Help (2)

151UN12 08:41 ,¥ &

T

= & Getting Started

@ Security Restrictions

@ What Are the Prime Flight Details?
@ What Is Customer Management?

2 What Is the Customer Product Record?
2 What Is the Customer Product Table?

- 2 What Is the Massenger Application?

@ How to Access Reservations Using a Cryptic Screen
- 2 How to Access World Tracer

@ How ta Change User Profiles

@ How to Change Your Password

@ How to Close an Application
2 How to Open an Application
2 How to Publish Messagas

- {2 How to Sat Advanced Sign-in Parameters
~ €2 How to Set the Defautt Carrier

@ How to Set User Preferences

@ How to Sign In to Customer Management

@ How to Sign Out and Close Customer Management
@ How to Subscribe to Message Categories
€2 How to Use Onine Help

- § How to Use the Customer Management GUL: Menus

- {2 How to Use the Customer Management GUI: Navigation and Shortcuts
@ How to Use the Customer Management GUI: Screen Features

@ How ta Use the Customer Management GUI: Screen Messages

@ How to Use the Customer Management GUI: Title Bar and Resize Controls

@ How to Use the Teletype Applications

2 How to View Messages

- & Flight Concepts

2 How to View User ID Details

You can search for related topics by clicking the (F4), write down keywords for what you are looking

for and press the search button.

Messenger (0)

Flight DY320 (1) | JFE Help (2)

151UN12 08:50 . &

Type in the keyword to find:

Select Topic to display:

How ta Use the Customer Manageme
Reference Information

GUI Seating Icons Quick Reference
GUI Icans Quick Reference

Howr to Use Neutral Seatmaps

How to Use the Customer Manageme
Getting Started

‘What Is a Customer Seatmap?

How to Use Online Help

Howr to Use the Customer Manageme
GUI Navigation Quick Reference
How to Use the Customer Manageme

How to Preview Boarding Information
Preview Boarding Screen: Description
How to Add Comments

Howr to Use the Customer Manageme
Log Contents Screen

List Devices Screen

4

nt GU =

nt GU

Howr to Sign In to Customer Management
Onload Recommendation Screen: Descriptio

nt GU

nt GU

Tracked Customers List Screen: Description

nt GU

3

Display

Shortcuts
e [Gui icong |
Display Topic Search
Print

GUI Icons Quick Reference

Table: General lcons

Icon

Explanation

=

Indicates that further options are available. Press
Ctrl+down-arrow to display the list.

To select an option, do one of the following:

~Type the first few letters of the option in the field.
Press Enter when the option you want is highlighted.
*Use the arrow keys to move between the items in
the list. Press Enter when the item you want is
highlighted.

<Select Rolex E]

Indicates that a list of options is available. Press
Ctrl+down-arrow to display the options.

You can move between options using the arrow
keys. Press Enter to select the option you want.

Indicates help or advice text on the screen.

Indicates that mandatory information is missing
from a field or that data was incorrectly entered.
The icon disappears when the required data is
provided.

Indicates that your request is in progress.

Indicates that your request is in progress.

el ®|o

Indirataz that vanr rannast wiae nraracead -

You can display the content by pressing (F5). You can print it if you like or go back to the content list.

If you choose to open the online Help by pressing (F1) — it works in the same way.
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Title bar and Resize Control

The title bar is the area at the top of the screen where the names of the menus are displayed. The
current date and time are displayed on the right of the bar.

n Logoff Heb 14JUN12

Massenger (0) | Flght (1) | Customer (2)

There are three icons on the right-hand side of the title bar. If you are using a mouse to navigate, you
can click on these icons. If you are using the keyboard see the description below in how to navigate.

Icon Explanation Keyboard Shortcut

n Minimises the Customer Management screen Ctrl+F10, down-arrow, N

ﬂ Maximises the Customer Management screen Ctrl+F10, down-arrow, X

%{ Igstums the Customer Management screen to its original size || Ctrl+F10, down-arrow , R
(when it is already maximised)

Closes Customer Management
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Messenger

The messenger application screen opens by default when you open CM.

ation  Logoff Help 141UN12 09:44 ¢ &
Messenger (0) | Flight (1) __‘.3—,_1
System
Restart Subscription Parameters
Rok: <Sslect Role> [7)
Airline: ’EQ
Departure Airport: @B
Terminak ’7
Date: @

Flight Numbers: B Flight Group Name:

O Select the categories of message to subscribe to.

[¥) Advanced Options [F2] Done

To be able to proceed a message it is mandatory to define your:

Role
Airline
Departure Airport (except when specifying a flight group name)

Field Explanation

Role Type your role in this field, or select it from the list and
press Enter.
This field is mandatony.

Adarline Type the code for your organisation in this field, or select
it from the list and press Enter.
This field is mandatony.

Departure Airport Type the departure airport code in this field, or select it
from the list and press Enter.

This field is mandatory except when specifiring a flight
group name.

Terminal Type the terminal code in this field. The Terminal field is
optional.
Date Type the flight date in this field in the format DO or

press Ctrl+down-arrow to display the calendar. The
current date appears in the Date field by default.

Flight Mumbers Type the flight numbers in this field, separating each with
a comma, or select the organisation from the list, add the
flight numbers and press Enter.

The Flight Mumbers field is optional.

Flight Group Mame Type the name of the flight group to which wou want to
subscribe. The flight group will contain a series of flight
numbers specified in a business rule.

The Flight Group Mame field is optional.
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When you have entered the mandatory subscriptions eks: S
Click | 'subscribe

This will generate all messages to be sent to Supervisors.

Viewing Messages

upervisor.

Whenever a high-priority message is published, a pop-up is displayed.

You can choose between go to Message or Cancel it directly
the incoming messages list.

Applications D Navigation  Logoff  Help 14IUN12 13:34 . o B3
Messenger (0) | Flight (1) Boarding DY532 (2) ;?{—1
B8 Vvery High New Message List o, ) i Message
System
Restart Message Priority
Priorty: [very Hioh |[~]
Sender
Sender Name: [AGENTCM
Publish To
Role: Warning - ==
Carrier:
Departure Al 14IJUN12 13:34 - DY 14JUN12 OSL THIS IS A TEST ....... 1)
Terminal: !
Date: cancel
Flight Nurr
- Message:
Message: | THIS IS A TEST ....... B
@ messace !
Successfully sent
Wery
High, AGENTCM, Super
visor,DY,0SL,14
JUN,THIS IS A TEST
....... E (@ Enter details to publish a message.

. If you don’t cancel it will be stored in

Select Message:[g___ |

(D Select a message to view

very High

Shortcuts

Publish Airline Flight Nbr Aiport Terminal Date Published Priority Status
sSubscribe 1 DY 410 osL 14IUN 14JUN2012 13:38 Very High Read

Memus 2 DY 410 osL 14IUN 14JUN2012 13:37 Wery High Read
Messenger» 3 DY 410 OsL 143un 14JUNZ2012 13:36 Very High Unread

System DY 410 OSL 14300 14JUN2012 13:35 Merny High Read 1
Resctart 5 DY 410 OSL T4IUN 12JUN2012 13:35 Wery High Unread

6 DY osL 143uM 14JUNZ2012 13:34 ‘Wery High Read

0 of 0 retrieved 1 of 6 selected
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To view a message and remove it.

Messenger (0) | Flight DY532 (1) Boarding DY532 (2)

B8 very High New Message List
Shortcuts —————|
Print to Default Arline Flight Nbr Alrport Terminzl Date Published Priority Status
[ | DY 410 051 141UN 14JUN2012 13:38 Very High Read
Printing»r Message:
System
Restart 14JUN12 13:38 - DY¥410 14JUN12 OSL - Perform Clean Up Guaranteed Seats failed - Flight

Acceptance Closing

Message Status

Action: |Leave l:

- Leave
(D updatefRemove f the

Back

When publishing messages it will only be sent to those users subscribed to the categories one
chooses.

Applications  Device ation  Logoff  Help 14JUN12 13:54 ,

Messenger (0) | Flight (1)

Very High News Message List (oo Message

System
Restart Message Priority
Priority: Very High E
Sender
Sender Mame: |AGENTCM
Publish To

Role: [Rdes ]
Carrier: oY =

Departure Airport:[OSL_|.]

Terminal:

Date: 143UN

Flight Numbers: D
Message:

Message: [HOLDING ON ARR AC DUE TO HEAVY FOG|

O Enter details to publish a message.

Done

Once a new message has been received, an icon is displayed above the action list on the left hand
side of the screen indicating the priority of the message.

Altea CM Manual Rev 2, December 2017



Doc ref: NAX M-005

norwagian_ NAX-005M Altea Customer Management | Page: 20 of123
Date: 01.12.2017
Rev.: 01
B very High Indicates a very high priority message.
High Indicates a high priority message.
Medium Indicates a medium priority message.
Bl Low Indicates a low priority message.

Reservations

One can access Reservation from the Customer Management GUI using a cryptic screen. A single
screen is displayed when cryptic commands are typed.

The reservation is only readable — there is no possibility to make any changes. But it is possible to use
cryptic entries to display information.

Applications  Device  Mavigation  Logoff  Help 30MAY12 15:20 ¥ &
Messenger (0) | Flight DY&004 (1) | Boarding (2) | Customer (3) | Reservations {4) _2_?;,1
Shortcuts --- RLR ---
E;j:’tem RE/OSLDY0030/05LDY0030 AR/GS JOMAYL2/13172  SRNTGW
Restart 1.EANSEN/ODDEJOERN MR
DY12310 D 30MAY 3 ORSLLGW HEL 1810 1930 *1A/E#

J AP 48054068
4 TE COR30MAY/OQSLDYO003D
5 S8R CEKIN DY LUGGAGE 1 PCS
6 S5R FOID DY KKl CCVIXXEEXEEXEXXETRTI
T S8R DOCS DY KKl B/NOR/27T453658/NOR/3ILIMAYTR/M/01SERLS/HANSEN/
ODDEJOERN/
8 SSR DOCS DY EK1 B/NOR/27453658/NOR/31IMAYTE/M/01SERL1S/HANSEN/
ODDEJOERN//S2
9 FEM 2Z28-7008834781
10 FF CASH

Useful cryptic entries:

AN26SEPOSLLGW = Display availability (AN+"Date”+"” DEPstation”+"” ARRstation”)
LL/DY1310/26SEP = View Booking figures (LL/” Flightnr”/” Date”)

RTABCDEF = View PNR ABCDEF (RT+”PNR”)

IG = Ignore/Close the PNR
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Customer Application

The main function is to identify and accept Customers for flights which they have bookings.

Identifying Customers

Customers can be identified by using a document swipe or the Customer Identification Screen.

If you are using the Customer Identification screen you will have to type at least the two first letters
of the customer’s last name. Remember to type in the flight number otherwise CM will search for
passengers with these letters on all the DY flights.

Applications D : tion Logoff Help 221UN12 12:50 ¢ " B3

Messenger (0) | Customer (1)

Customer Identification

Shortcut:
Ereoa;:l:!:mrd O Swipe a document or enter details. All fields are optional.
Menus Identify Customer by
S EF Customer Name(s): [TRE =
System Oor
Restart
Flight
Fight Number: 0¥ [..J6001 | pate:[221uM | From:[0SL [..)
To: R

[¥) Advanced Options [F2] | 1dentify

Advanced Options (F2) are displayed below the basic options and are used to search for other
options such as ticket number or Booking reference (PNR).

Applications  Device  Mavigation  Logoff  Help 221UN12 12:49 ¥ & B

Messenger (0) | Customer (1) —:-.?['1

Customer Identification

h.
C?‘e:;:n:;escord O Swipe a document or enter details. All fields are optional.
Menus Identify Customer by
(R S Customer Name(s): |TRE =)
System Or
Restart
Hight
Fight Number: DY [..J6001 |  Date:[223un (@]  From:[osL .
To: &)
Document Booking Details
Ticket Number: I:| Booking Ref:
Staff Number: |Z| Booking Class:
Credit Card: [ | Cabin:

Passport Number: | = |

Driving Licence:

Bag Tag Details

Bag Tag Mumber: DY m
National ID:
Dates and Times Group Name:
Date Range From:22JUN @]  To:| =) Group Name:

Time Range From: |
(&) Basic Options [F2]
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If the System finds one match it will be shown like this

Messenger (0) | Customer (1)
Customer Identification _JeTEdely T g Yulw=Tul &1y (o)

Add Bags + DY6O01 22JUN OSL + TOS Tromso Langnes

Shortcuts
STD: 19:00

Add FOTY Acceptance Open Gate: None Boarding: 18:35
Add Itinerary Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service 1 TRESTAKK Kari Mrs
Cancel Accept - DY6001  0QSLTOS [=he KN
Find Connection
Find Customer
View Customer

Menus
Baggager
Cust. Details»
Cust. Servicer
Disruption» SF1

ETASK Select Customer(s) for Acceptance: |1 (¥) Expand [SF2] 1 of 1 Selected
Flight Info O Enter bag details and seat i
>t preference (if required).
Prlnt}ng» SF10 Baggage Seating
Seatingr
Ticketr Hold Baggage: Seat Preference: Q

Transferr
View Links

¥) Ad d Opti F2. Back
System (&) Advanced optens (2] (ccent] | sack
Restart

If there is no match you will receive this message

.
Warning: 14147 [

No Customers Found
. Please re-try search using new criteria or create new booking
L ]
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Accepting customers

When you type the letters for one person and press enter, the screen will show all persons in the
same group when the customer acceptance screen is displayed. Here none of them are accepted.

Messenger (0} | Customer (1)

Customer Identification Je¥EdTy (=gt &1y (e:]

Shortcuts
+ DY6001 22JUN OSL + TOS Tromso Langnes

STD: 19:00

View Customer

Menus
Baggager
Cust. Detailsy
Cust. Servicer
Disruption» SF1 g g
ETASH Select Customer(s) for Acceptance:

Flight Info = m
Printing S O Selected have axit seats

Seating»
Tickety
Transfer»
View Links

System
Restart

:gg ES?\S, 1 Acceptance Open Gate: None Boarding: 18:35
Add Itinerary Customer Bkg Tkt Cabin Seat  Accept Baggage Info

Add Service 1  BIEBER Justin Mr

Cancel Accept i DY6001  OSL-TOS =iy 1A CKIN

Find Connection 2 i GOMEZ Selena Ms

Find Customer - DY6001  OSL-TOS =R 1c CKIN

d. Proceed to check suitability.

(¥) Expand [SF2] 2 of 2 Selected

dvanced Options [F2] Back

Press enter to accept the Customer or update the selected field and then press enter. Customers will
be accepted and boarding card will be printed automatically.

Logoff  Help

Messenger (0) | Customer (1) | Flight DY6001 (2)

251UN12 0845 .¥ & B3

B P Customer Acceptance Available Journey Selection _Jataa-Tal &g ta - {a ]y = aelq] .

Shortcuts .
Accept. Figures DYB001 25JUM OSL =+ TOS Tromso Langnes

STD: 19:00
Gate: Mone Boarding: 18:35

Add Bags Acceptance Open

Add Comment Customer

Add Service 1 ; BIEBER Justin Mr

Print B Pass i = Dys001 OSL-TOS

Print Bag Tag F5 2 i. GOMEZ Selena Ms

View Customer +~ DYB001 0OSL-TOS
Menus

Baggager

Customer»

Flight»

Identification»

Linking»

Printing»

Seating»

Ticketr

Transfer» Customer Information

System
Restart

Gate Number: Not Available
Boarding Time: 18:35
Arrival at TOS Tromso Langnes: 21:00

|@ 2 Customer(s)
Accepted
| 2 B. Passes sent

@ You can swipe:
Bag Tag B Pass

cc Flight CPN
FQTV  HatID
PSPT

Bkg Tkt Cabin Seat / Accept Baggage Info

= 1A w CKIN

= v ic W CKIN

[¥) Expand [SF2] 2 Customer(s)

When the customers are successfully checked in, you can press enter and the screen for checking in a

new customer will appear.
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Shortcuts

Create Record
Menus
Customer» SF4

System
Restart

Logoff  Help
Fight DY6001 (2)

Applications Mavigation

Messenger (0) | Customer (1)

Customer Identification

O Swipe a document or enter details. All fields are optional.

Identify Customer by

Customer Name(s): [ ]
r
Seat/Security Nbr: FQTV Number: JQ
Flight
Fight Number: DY [L..] | pate:lzsun (@) From:josL .
To: =

251UN12 08:49 ¢

[¥) Advanced Options [F2]

If you need to check in more than one customer, not belonging to a group, you can type the first two
or three letters in their last name separated with a comma and press enter.

Shortcuts
Create Record

Menus

Customer» SF4

System
Restart

tion Logoff  Help

Fight DY6001 (2)

BApplica [4:
Messenger (0) | Customer (1)

Customer Identification

O Swipe a document or enter details. All fields are optional.
Identify Customer by

Customer Narne(s):D [GRLFLA, MUN] |-
r
Flight
Fight Number: DY [../6001 |  Date:[250un @]  From:[osL .

To: I

They will show like this:

@ Advanced Options [F2]

Shortcuts
Create Record
Search Further
Show E-Tkts F3

Menus
Customery
Identification»

System
Restart

Messenger (0} | Customer (1)} | Flight DY6001 (2}
Customer Identification gENAT =Tl T dlal)]

Searched for:  Names: GRLFLA,MUN Flight: DY6001 Date: 25]UN12 From: O5L To:

= DYs001 253JUN OSL = TOS Tromso Langnes STD: 19:00
Acceptance Open Gate: Mone Boarding: 18:35
Customer Bkag Tkt Cabin Seat Accept Info off Onward Connections
1 FLAGSTAD Kirsten Mrs =y CKIN T05 |
2 GRIEG Edvard Mr = v CKIN TOS
3 MUNCH Edvard Mr = v CKIN TOsS

If this is the correct customers, just press enter to select them and then enter to accept them.
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If you want to accept more than one customer when they are not linked, you can use Find Customer
(F3) to accept two separate Customers together; they will then automatically be linked and seated
together.

Customer Identification tomer Acceptance

Shortcuts

Add Bags - DYE02  041UN OSL + TOS Tromso Langnes STD: 17:00
o e Acceptance Open Gate: one Boarding: 16:35
Add Itinerary Customer Bkg Tkt Cabin Seat  Accept Baggage Info

Add Service T RUNEBERG Johaniudvig Mir

Cancel Accept +* DY6002 __OSL-TOS =y Ll

PR CoNNEections.2

Find Customer )

View Customer ©
Menus

Baggager

Cust. Detailsy

Cust. Servicer

Disruptions SF1

ETAS» Select Customer(s) for Acceptance: |1 () Expand [SF2] 1 of 1 Selected

EiohtIniS (D Enter bag details and seat preference (if required).

Printingr SF10| “Baggage Seating

Seatingr

Ticketr Hold Baggage: || Seat Preference: =]

Transfery

View Links:

[¥) Advanced Options [F2]
System
Restart

When pressing (F3) the Customer Identification screen will display and you can search for
the next Customer.

041UN12
Customer (1) JFE Help (3)
Customer Identification JETGUITIE o0
Shortcuts
Add Bags ++ DY6002 04]UN OSL # TOS Tromso Langnes STD: 17:00
Add FOTY Acceptance Open Gate: None Boarding: 16:35
Add Itinerary Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service T JANSSON Tove Mrs
Cancel Accept - DYB002 __0SL-TOS. =y CKIN
Find Connection 2 RUNEBERG Johanludvig Mr
Find Customer - DY6002  OSL-TOS =y CKIN
View Customer
Menus
Baggager
Cust, Detailsy
Cust. Servicer
Distuptions  SFL - N
ETAS» Select Customer(s) for Acceptance: (%) Expand [SF2] 2 of 2 Selected
Flight Info () Select customer(s) to accept. Enterbag.details and seat preference (if required).
Prlnt]ng» SF10 Baggage Seating
Seatingy
Ticket» Hold Baggage: Seat Preference: B
Transferr
View Links
¥) Advanced Options [F2] | Accey Back
- ® ptons [F2] [[pacc |

Choose the selected Customers and press enter, as you can see below both Customers are
linked and seated together.

Customer (1) | Flight DY6002 (2) | IFE Help (3)

Customer Identification Customer Acceptance

NS ++ DY6002 04]UN OSL # TOS Tromso Langnes STD: 17:00

:cd':gt- [LEXHES Acceptance Open Gate: None Boarding: 16:35
ags

Add Comment Customer Bkg Tkt Cabin /Seat, Accept Baggage Info
Add Service 1 b\useou Tove Mrs
Print B Pass - DY6002  OSL-TOS (=R 136 W CKIN
Print BagTag  F5 RUNEBERG Johanludvig Mr |
View Customer **DYS002  OSL-TOS =By 13F v CKIN

Menus

Baggager

Customer»

Flight»

Identifications SF8

Linking»

Printing» () Expand [SF2] 2 Customer(s)
Seating»

Ticketr

GERE(ETD Customer Infarmation

System

Restart
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Cancel Acceptance

The way you initiate acceptance cancellation, depends on what screen you are currently using.
Whichever method you use, Cancel Acceptance screen is displayed. After identifying the customers
Cancel Acceptance will show as a shortcut from the menu.

30MAY12 16:00 ¥ &

Messenger (0) | Flight DY1310 (1) | Boarding (2) | Customer (3)| Reservations (4) ___.?,—,_1
Customer Identification JeVadely ol etYal G

Lo < DY6006  30MAY OSL + TOS Tromso La <28 T7ELL
Acceptance  F10 romsa Langnes . Does
Add Bags Acceptance Open Gate: None Boarding: 16:35
Add Comment Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add FQTY 1 ASBJOERNSEN Peterchrister Mr
Add Regrade i+ DYs006 QSL-TOS =l 24D W CKIN
Acld-Service = 2 i MOE Joergen Mr
Cancel Accept 1 + DYB006 0SL-TOS By 24E v CKIN

Firid"Corrmection |-
View Customer

Menus
Acceptancer  SF6
Baggage»
Customers

Disruption» F12 Select Customer(s): @ Expand [SF2] 2 of 2 Selected

IEIIQAI;D't’b O Sealected customers are accepted. Proceed to add bags or select an action on the left.

Printing» rooeed Back

Seating»

If you have already accepted the customers you have to go through the Customer menu to find
Cancel Acceptance.

5 ton Logoff  Help 30MAY12 16:03 ¥ &
Messenger (0) | Flight D¥1310 (1) | Boarding (2) | Customer (3) | Reservations (4) __;?;,_1
Customer Identification ZJeitadalyCleltyalE
SLrieric ++ DYB006 30MAY OSL # TOS Tromso Langnes STD: 17:00
Acceptance F10 . i
Add Bags F11 Acceptance Open Gate: None Boarding: 16:35
Add Comment  F3 | Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add FOTY F4 | 1 7~ ASBIJOERNSEN Peterchrister Mr

Add Regrade F8
Add Service F3 fouli) et
Cancel Accept  Fa| Add FQTY =y 24E W CKIN
Fl_nd Connection F9| aqq Itinerary
View Customer F7

=N 24D v CKIN

Menus
Acceptancer  SFG Add or Amend Travel Document

Baggagey SE3| Add Pos Crew
Customer» SEJ
Disraptiorm——T12| ~dd Regrade (%) Bxpand [SF2] 2 of 2 Selected
ETAS) SF8| Add Secondary Document to add bags or select an action on the left.
Flight» SF7| add Service
Printingr SF10 Proceed Back
Seating» SF11 s, - 2
Transfgr:( SE9| cancel Acceptance
View Links SF5 Check APD
System
Restart sr12| Check 400
@, Check iaPP
customers/tickets
found Find Customer

Track Customer
Update Yolunteer Status

View Customer
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ion  Logoff  Help

£ 30MAY12 16:05 ,¥
Messenger (0) | Flight DY1310 (1)

Boarding (2) | Customer {3) | Reservations (4)
Customer Identification

Customer Display

Cancel Acceptance

SETEE ++ DYGO06 30MAY OSL # TOS Tromso Langnes STD: 17:00
ey ([EsEa Acceptance Open Gate: Mone Buarding.: 16.:35
B[e:;:;:?;e Customer Bkg Tkt Cabin Seat  Accept Baggage Info

OB 1 ; ASBIOERNSEN Peterchrister Mr
View Links i “DY6006  OSL-TOS =N 24D [V CKIN

2 * MOE Joergen Mr

System

Restart + DYB00G 05L-TOS

=y 24E v CKIN

Select Customer(s): [1-2 () Expand [SF2] 2 of 2 Selected
(D Enter the cancel acceptance details for these customers
Cancel-Acceptance Details

Update Status to: Mot Accepted B .
Reason: Mot Accepted

Mot Traveling

Standby

(%) Advanced Options [F2] Cancel Acceptance Exit

On Cancel Acceptance Details, you have three options concerning Update Status:

Not Accepted — Customer will be accepted later (Seat reservation and baggage remain)

Not Travelling - Customer will not travel on this flight (Seat reservation deleted/baggage
remain)

Standby- Updating Customers status to standby.

If you are cancelling acceptance for a multi-leg flight or if the Customers have more than one flight in
their journey, cancellation applies to all flight legs and all flights in the journey default. If you want to

cancel acceptance for a specific leg or flight, press (F2) to display Advanced Options. The common
flights for all selected Customers list appears.

———— T | & ) Apeia L &)

2 w2 sTEwLTu

() Enter the cancel acceptance details for this customer

Cancel Acceptance Details
Update Status to: Not Accepted v
Reason: Customer Unwel B

Lommon Elights For All Selected Customers

[L— AT Tights on which selected customers are acc.
2 DY3226 20SEP OSL-CPH

Select: |1

-
Ny orm

1 of 3 selected

#) Basic Options [F2] Cancel Acceptance Exit
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Linking

Links between Customers affect the way Customers are identified, accepted and updated.
The primary purpose of linking is to ensure that Customers are seated together on a flight.

Linking takes place automatically in the following situations:

e Customers are booked in the same PNR.

e Customers are accepted together.

e Customers are members of the same baggage pool.
e Aninfant booking is created or added to a Customer.

Links can also be added, split and removed manually. Links between Customers and
associated infants, EXST, and CBBG are created automatically. A link between a Customer
and an infant cannot be removed. The link between Customer and CBBG can be removed,
but it cannot be changed. The link between a Customer and EXST cannot be changed and
can only be removed in case of disruption.

Once Customers are linked (automatically or manually), all the Customers included in the
link appear in the Customer Product (CP) table whenever you identify one or more of them
for acceptance or update.

Links are used by the seat server when assigning seats automatically during the Customer
acceptance process. When you add links between Customers who have already published
seats assignments. The system prompts you to include those Customers in seat shuffles so
that more suitable seat assignments can be made.

Linking levels

Links can apply between Customers for all flights they have in common, or for specific flights.
The same Customer can therefore have different links for different flights.

There are three levels of linking:

e Linking — The system automatically applies this link to customers who are booked in
the same PNR or accepted together. You can add top-level links manually, if the
Customers are not linked at this level.

A top level link can only be removed manually.

e Sub-linking — This link is applied when you add a link between Customers who have
already linked at top level. Sub links are used to create a smaller collection of linked
Customer within a larger group already linked. A sub-link can only be removed from
Customers manually.

e Adjacency linking — This link level is applied when adding a link between Customers
who are already sub-linked. Adjacency links are used to indicate that sub-linked
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Customers should sit next to each other. An adjacency link can only be removed
manually for Customer acceptance before acceptance.

Adding Links

Top Level

Select the Customers you want to accept:

Customer (1) | Flight DY6002 (2) | JFE Help (3)

Shortcuts
Cre;;em:!;mrd 8 O Swipe a document or enter details. All fields are optional.
Menus Identify Customer by
Customers — SF3 gugtomer Namefs); [NILJEN] )
System or
Restart
Flight
Fight Number: DY |..]6002 Date: [041un From:|osL ..
To: 3

() Advanced Options [F2]

When you have identified them you see that they are booked in two different PNRs since they are
not linked together, but have two separate links.

041UN12 10:04 ¥

Messenger (0) | Customer (1) | Fight DY6002 (2) | JFE Help (3)

Customer Identification  Customer Selection JoTE ) [:1] Acceptance

Shortcuts
Add Bags F11 *F DY6002 041UN OSL + TOS Tromso Langnes STD: 17:00
Add FOTY Acceptance Open Gate: None Boarding: 16:35
Add Itinerary Customer Bkg Tkt Cabin _Seat  Accept Baggage Info
Add Service 1 g JENSSEN Frida Ms
Cancel Accept ~-DY6002  OSL-TOS =17 CKIN
Find Connection 2 i JENSSEN Olejonny Mr
Find Customer *-DY6002  OSL-TOS =i CR
View Customer 3 i- JENSSEN Stine Ms

Menus **DY6002  OSL-TOS =Y KN
Baggage» 4 i JENSSEN Vigdis Mrs
Cust. Detailsy S DYE002  OSL-TOS =k B
Cust. Servicer 5 : NILSEN Helene Ms
Disruption»  SF1 ~-DY6002  OSL-TOS (=h1 CKIN
EIYAI?;I o & i+ NILSEN Hilde Mrs

LA *-DY6002  OSL-TOS =y CKIN
Printings SF10 e
Seatings 7 B ELSEN Kristine Ms
S DY6002  OSL-TOS =Y CKIN
) =, 8 ELSEN Rune Mr
view Links D DY6002  OSL-TOS =y km

" Select Customer(s) for Acceptance: 1-8 (¥) Expand [SF2] 8 of & Selected
Restart () Select customer(s) to accept. Enter bag details and seat preference (if required).
Baggage Seating
Hold Baggage: || Seat Preference:) )
(%) Advanced Options [F2] - Back

Press Shift + (F5) to View Links

Applications ion  Logoff  Help 041UN12 10:06 ,% " 3
Messenger (0) | Customer (1) Flight DY6002 (2) = JFE Help (3)
Customer Identification  Customer Selection sV Gy T RETEET & TFT
Shortcuts
add Link +#+ DY6002 04JUN OSL *+ TOS Tromso Langnes STD: 17:00
Change Link Acceptance Open Gate: None  Boarding: 16:35
Find Customer ABC Customer Seat  Accept Onward Connections Info
Remove Link 1 ;- JENSSEN frida Ms CKIN I
seat Shuffle  SF3 || 2 JENSSEN Olejonny Mr CKIN
Standby Split 3 JENSSEN Stine Ms CKIN
Menus 4 JENSSEN Vigdis Mrs CKIN
Identification» 5 NILSEN Helene Ms CKIN
6 NILSEN Hilde Mrs CKIN
7 NILSEN Kristine Ms CKIN
System 8 NILSEN Rune Mr CKIN
Restart
Select Customer(s: L8 | (¥) Expand [SF2] 8 of 8 Selected
() Select one of the actions on the left to continue or exit linking.
(¥) Advanced Options [F2] | Exic

Press (F4) to add link
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You will now have a popup with two choices:

Customer Identification Customer Selection J=TE T ERETIETE ST TE m

System
o or1p H DYS002 04JUN OSL » TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: None Boarding: 16:35
ABC Custormer Seat  Accapt Onward Connections Info
1+ JENSSEN Frida Ms CKIN I
2 JENSSEN Olejonny Mr CKIN
3 JENSSEN Stine Ms CKIN
4 JENSSEN Vigdis Mrs CKIN
s NILSEN Helene Ms CKIN
6 NILSEN Hilde Mrs CKIN
7 NILSEN Kristine Ms CKIN
8 NILSEN Rune Mr CKIN

Select Custormer(s):[1-8 (%) Expand [SF2] 8 of 8 Selected

(D Select the customers to be linked. You can have up to 3 levels of link for customers.
(®) Advanced Options [F2] Exit

Question [ ==

One or more of the selected customers are already in a link.

Do you want to:

1 Merge the existing lnks into one larger ink?

2 put the selected customers into ther own Ink?
select: [ ]

Do you want to Merge the existing link into one larger link or
Put the selected customers into their own link.

Here we want to add all into one larger link:

" el 04UN12 10:11 ¥ 7

Messenger (0) | Customer (1) Flight DY6002 (2) = JFE Help (3) =21

Customer Identification ~Customer Selection JEVE G TN

Shortcuts
Add Link * DY6002 04JUN OSL + TOS Tromso Langnes STD: 17:00
Change Link Acceptance Open Gate: None Boardmg: 16:35
Find Customer WA B C Customer Seat  Accept Onward Connections Info
Remove Link |48 JENSSEN Frida Ms CKIN |
Seat Shuffle 573173 & || JENSSEN Olejonny Mr CKIN
Standby Split 3 JENSSEN Stine Ms K
Menus 14 | JENSSEN Vigdis Mrs CKIN
Identification» 5 NILSEN Helene Ms CKIN
Linking» 6 | NILSEN Hilde Mrs CKIN
Seating» 7 NILSEN Kristine Ms CKIN
System 8 NILSEN Rune Mr CKIN
Restart

Select Customer(s):[L8 | () Expand [SF2] 8 of 8 Selected

() Select one of the actions on the left to continue or exit linking.

[¥) Advanced Options [F2] | Exit

If some of the Customers within the link need to be seated together you can add a sub-link. Press
Add Link (F4).

Customer Identification  Customer Selection StOmer ACCeptante yio, Tinks |
Add Link
System
Restart * DY6002  O04JUN OSL # TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: None Boarding: 16:35
ABC Customer Seat  Accept Onward Connections Info
1 = JENSSEN Frida Ms CKIN
2 JENSSEN Olejonny Mr CKIN
3 JENSSEN Stine Ms CKIN
4 JENSSEN Vigdis Mrs CKIN
5 NILSEN Helene Ms CKIN
6 NILSEN Hilde Mrs CKIN
Z NILSEN Kristine Ms CKIN
8 NILSEN Rune Mr CKIN
Select Customéi(s):[1,3,5,7] (%) Expand [SF2] 4 of 8 Selected
() Select the custoriiers-to.be linked. You can have up to 3 levels of link for customers.
[¥) Advanced Options [F2] Exit

Select the customers to include in the sub-link.
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Customer Identification Customer Selection JENC Y@l taa s ered

Shortcuts
Add Link + DYB002 04JUN OSL # TOS Tromso Langnes STD: 17:00
Change Link Acceptance Open Gate: None Boavd\ng: 16:35
Find Customer ABC Customer Seat Accept onward Connections Info
Remove Link 1 JENSSEN Frida Ms CKIN I
Seat Shuffle  SF3| |2 JENSSEN Stine Ms CKIN
Standby Split 3 NILSEN Helene Ms CKIN
Menus 4 NILSEN Kristine Ms CKIN
Identification» 5 JENSSEN Olejonny Mr CKIN
Linking» 6 JENSSEN Vigdis Mrs CKIN
Seating» 7 NILSEN Hilde Mrs CKIN
System 8 NILSEN Rune Mr CKIN
Restart

Select Customer(s):i8 | (¥) expand [SF2] 8 of 8 Selected

() Select one of the actions on the left to continue or exit linking.

(%) Advanced Options [F2] | Exit

As you can see a sub-link now exists between the main linked customers.
If two of the Customers within the sub-link want to be seated next to each other you can add an
adjacency-link.

Messenger (0) | Customer (1) | Fight DY§002 (2) | IFE Help (3)

Customer Identification ~ Customer Selection ZwVE (o)) [ 3 (8e= ) G134 [View Links -]

Add Link
System
+ DY6002 04JUN OSL # TOS Tromso Langnes
Restart
Acceptance Open
ABC Customer Seat  Accept Onward Connections Info
1 g JENSSEN Frida Ms CKIN
2 JENSSEN Stine Ms CKIN
3 NILSEN Helene Ms CKIN
4 NILSEN Kristine Ms CKIN 1
5 JENSSEN Olejonny Mr CKIN
6 JENSSEN Vigdis Mrs CKIN
7 NILSEN Hide Mrs CKIN
8 NILSEN Rune Mr CKIN
Select Customer(s): (¥) Expand [SF2] 2 of 8 Selected

() Select the customers to be linked. You can have up to 3 levels of link for customers.

(¥) Advanced Options [F2]

=

Press (F4) to add link and make your choice.

Customer Identi i Customer Selection JETE e\ (a8 tance

Shortcuts

Add Link * DYBO0Z 04JUN OSL + TOS Tromso Langnes STD: 17:00
Change Link Acceptance Open Gate: None  Boarding: 16:35
Find Customer ABC Customer Seat  Accept Onward Connections Info

Remove Link 1 -JENSSEN Frida Ms I I
Seat Shuffle  SF3| i3 NILSEN Kristine Ms CKIN

Standby Split 3 - JENSSEN Stine Ms CKIN

Menus 4 - NILSEN Helene Ms CKIN
Identifications 5 JENSSEN Olejonny Mr CKIN
Linking» 6 JENSSEN Vigdis Mrs CKIN
Seating» 7 NILSEN Hilde Mrs CKIN

System 8 NILSEN Rune Mr CKIN
Restart

Select Customer(s):le | (%) Expand [SF2] 8 of 8 Selected

O Select one of the actions on the left to continue or exit linking.

(%) Advanced Options [F2] | Exit

You will now see that there are 3 levels of linking within the main link. A, B, C.

If you are adding an adjacency link, you can only include two customers. Each Customer can only be
included in a maximum of two adjacency links.
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Remove Links

Press (F6) to Remove Link.

n ielp 041UN12 10:38 . 7

Messenger (0) = Customer (1) | Flight DY6002 (2) | IFE Help (3)

Customer Identification  Customer Selection JET 1o 1 dTE S o ] e e - [View Links |————-—1
System
e +* DY6002  04)UN OSL + TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: None Boarding: 16:35

ABC Customer Seat  Accept Onward Connections Info

JENSSEN Stine Ms CKIN
NILSEN Helene Ms CKIN
JENSSEN Olejonny Mr CKIN
JENSSEN Vigdis Mrs CKIN
NILSEN Hilde Mrs CKIN
MILSEN Rune Mr CKIN

NI TR RN

Select Customer(s): [1-2 seectlinki[d | (%) Expand [SF2] 2 of 8 Selected

0 Select customers to remove all their displayed linking information,

(¥) Advanced Options [F2] Exit

Select the Customers whose link you want to remove by typing the relevant line numbers in the
Customer field.

If there is more than one level of linking between the selected Customers, select the link you want to
remove by typing the relevant link identifier in the selected link field. If there are lower linking levels
within the level you select, they will also be removed. You can only remove one link at the time.

Standby Split

This setting determines whether a Customer can be onloaded separately or must travel with the
other Customer linked.

041UN12 11:45 % 7

Messenger (0) | Customer (1) | Fight DY6002 (2) | JFE Help (3)

Customer Identification JEVS G g0
Shortcuts
Add Link + DY6002 04JUN OSL # TOS Tromso Langnes STD: 17:00
Change Link Acceptance Open Gate: None Boarding: 16:35
Find Customer ABC Customer Seat  Accept Onward Connections Info
Remove Link 15 HOFSETH Anders Mr SBY CKIN I
Seat Shuffle  SF3 | 2 & MATHIESEN Lars Mr SBY CKIN
Standby Split
Menus
Identification»
Linking»
Seatings
System
Restart
Select Customar(s:lz | (%) Expand [SF2] 2 of 2 Selected
O Select one of the actions on the left to continue or exit linking.
(3¥) Advanced Options [F2] | Exit

Select (F7) Standby Split
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Applications  Device  Mavigation  Logoff  Help 041UN12 11:46 . .7
Messenger (0) | Customer (1) | Flight DYS002 (2) | JFE Help (3) %?;71
Customer Identification
Spit Customer Seat  Accept Onward Connections Info
L5~ [ HOFSETH Anders Mr SBY. CKIN |
2 i [] MATHIESEN Lars Mr SBY can
Select Customer(s):|1-2 (%) Expand [SF2] 2 of 2 Selected

() Select customers and choose an option for standby split

Standby Split Dptions
Standby Splt: [Add__(customers wiling to splt) =
Add  (customers wiling to split)
Delete (customers no longer wiling to split)

(%) Advanced Options [F2] Bt

All the Customers who are part of the first link shown in the View links screen are selected on the
Standby Split screen by default. Standby Split only applies to top level links. A check box in the Split
column shows the current standby split settings for each Customer. If the check box is selected,
standby slit is ON. This means the Customer is willing to travel separately. If in the Standby Split
Options appears “Deleted” (Customer no longer willing to split), that mans the Customer will only
travel with the other Customer.

Seating

During customer acceptance, customers are allocated seats based on their customer value, their
preferences and whether or not they are linked to other customers. Customers can be linked so that
their seat allocation is processed together. This is done automatically for customers booked in the
same PNR or accepted together. If customers are linked, the seat server always tries to seat them
together.

The airline-specific seating allocation and suitability rules govern whether a customer can sitin a
certain seat, such as emergency exit row seats. These rules are taken into account when allocating
seats and you will be asked to verify that the customer meets certain conditions before a seat is
allocated.

e Inthe Customer Application you can allocate seats
o De-allocate seats

e Change seats or the seat preference

e Display a Customer Seatmap

The seat maps are originally created in Altea Inventory and stored on the Seat Server. The Seat
Server also manages other aspects of seating, such as where customers are seated, and finding the
most appropriate seat for the customer.
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Seat plan

pplications n ff Hel 041UN12

Messenger (0) | Customer (1) | Flight DY6002 (2) | JFE Help (3)

Customer Identification JeVE G Tl v) & 1T

Shortcuts

++ DYB002 04JUN OSL * TOS Tromso Langnes STD: 17:00
Add Bags F11 < E ing: 16
Add FQTY F4 Acceptance Open Gate: None Boarding: 16:35
Add Itinerary  F8 Customer Bkg Tkt Cabin Seat  Accept Baggage Info

Add Service F5 ASBJOERNSEN Peterchrister Mr
Cancel Accept  F6 ++DY6002 _ OSL-TOS By CKIN
Find Connection F9 MOE Joergen Mr

Find Customer  F3 +DY6002  OSL-TOS =y L
View Customer F7

Menus
Baggager SF3
Cust. Detailsr F12
Cust. Services SF4
Disruption» SF1

ETASK F10 Select Customer(s) for Acceptance: 1-2 (%) Expand [SF2] 2 of 2 Selected

FightInfo SF7) 7 gelact customer(s) to accept. Enter bag details and seat preference (if required).
Printings SF10| S5 e eating
Seatingr SF11
Ticket» SFB. I ErE Seat Preference: Q
Transfer» sFo| Change Seat
view Links SF5| De-allocate Seat
%) Advanced Options [F2] pt Back
E— e
Restart SF12
Seatmap

Press Shift + (F11) to open the Seating menu and press (F7) to display the Seat map.

Help 04JUN1!

Messenger (0) | Customer (1) | Flight DY1496 (2) | IFE Help (3)
Customer Identification JlE30 RGN E TS
Shortcuts

N + DY1496 04JUN OSL =+ ORY Paris Orly (Orly-Sud STD: 17:2:
S{:f:;jﬂgﬂ:;iltv Acceptance Open ) Gate: Mone Boarding: 17:00
J#EHENGE Seat =iy L A
Display Legend ‘ R
Flight Seatmap.#+
More Cust Info
Maore Seat Info
Seat Options

HMenus [ D= 00rRRD

R

F!ight Info B @ R @ R R @ R
A R

i)

RRR RR
RRE=RR =0
ooooooohod
COODR RODDODD
ROR RODR RO
Seatingr B @]@ @]R B @]@

System ‘ 0 ) = ) s e R 415 16 17 18 19 20 21 22 23 24 25 ‘

Refresh Select Seats: (OSLL ORY) 1) Pg-Up Pg-Down (¥

Restart () Enter seat number(s) or select an action on the left.

=
E
D

Lists»

12k

When you are viewing a seat map you can press (F12) to display the seating icon legend. The legend
displays icons and a brief description of each icon.

Customer Identification JETET g IZO o oed

Shortcuts

amend Capatity +# DY1406 04JUN OSL = ORY Paris Orly (Orly-Sud) . STD: 17:23
Blocked Seats Acceptance Open Gate: None Boarding: 17:00
Change Seat *12[3 4567 89 1011 4 13 14 151617 181192021 2223 24 25§+

Hide Legend F RRR-RR @@]@

Flight Seatmap E . R RR R

Maore Cust Info

More Seat Info D R @@@@@@ @@R @@@@@@@@@@@

Seat Options

Menus ds @ @@R R @@R R @@@@@@@@ RROODOD
orats B QR R R R R @R ROIR ROD
Seatingr A R R R RRR @R rROD= QR ROO
— 412345678 09101141314151617 181020212223 2425 &
Refresh SelctSeatss[ | (0SLL ORY) ) Pg-Up Pg-Down (¥
Hestall Seat Occupation  Fadilities Facilities Aireraft Seats
(0] vacant All Legs Galley Airphone Bulkhead {J) Extra Legroom
Occupied All Legs Toilets Bar & Emergency Exit @ Bassinet Seat
? Vaant First Leg Stairs General Faciity 49 window Overwing @ Extra Seat
4] Occupied First Leg Closet Storage Space 53 Window Dﬂ Business class bed seat
Blocked Seat Movie screen Table @ Mo Window @ First cass bed seat
/ Occupation Differs Luggage Storage Exit row seat
D Selected Seat
|

Press (F12) again to hide the seating icon legend.
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Allocating seats

During the normal Customer acceptance process, seat server allocates them a seat it has not already
been allocated. Outside of the normal acceptance process, Customers can be allocated before
acceptance as well as change their seat allocation.

Seats can be allocated if they are not occupied or blocked. Additionally, seats that are considered
unsuitable for the Customer may be allocated if overriding the suitable rules.

jons  Device Mavigation  Logoff  Help

04IUN12 13:53 ,%

Shortcuts
Add Bags F11 - DYB00Z 04JUN OSL » TOS Tromso Langnes STD: 17:00
add FQTV Fq . Acceptance Open Gate: None _Boarding: 16:35
Add Itinerary 8 Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service F5 1 RASMUSSEN Knud Mr
Cancel Accept  F6 + DY6002  0QSL-TOS (=he CKIN
Find Connection F9
Find Customer  F3
View Customer F7

Menus
Baggage» SF3
Cust. Detailsy F12
Cust. Services SF4
Disruption» SF1
ETASH F10 Selact Customer(s) for Acceptance: 1 (%) Expand [SF2] 1 of 1 Selected
Flight Info SF7 . -
:rintt_ing» 2:12 O Enter bag details and seat preference (if required). S

eatingy
Ticketr Ska Allocate Seat Seat Preference: B
Transferr 5Fg| Change Seat
View Links  SF5| pe-Allocate Seat <

— (¥) Advanced Options [F2] @
Restart SF12

Seatmap

&

Messenger (0) | Customer (1) Flight DY1310 (2)

Customer Identification JEWEGTTT Tew=Tal &1 Ta )

IFE Help (3)

The Allocate Seat screen appears and the seat map for the cabin in which the customer without an
allocated seat is travelling in.

04JUN12 13:5¢

System
Restart +# DY6002

Customer Identification el e C Ty e

04JUN OSL » TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: None Boarding: 16:35
4123456 7 8 910111213144 17 18 19 20 21 22 23 24 2526 27 28 2930 31 32|
F D= 003r RRDR R <RI MOMMODMMMEOMMEmMMmD
E EZRRRRRRERRREDEDDROOODOOOOOODDOOD
o DORODR RROER ROODROOOOODODOOOOOOO
c DORODODRR=DOD=20DDDD0oDEDODEODEOmmm
B ORRRRIRRDRIR RIDMDR @O@IMEDIDEDEEOmmMmmm
A = R R RDRR RIDDR QOO DImIDmoMmmD
41234567 891011121314 1-17181920212223242526272829303132
(0SLL TOS) < g-Down [¥
(D Enter a seat number for Ci who require an allocated seats
Customer Leg Current Seat Seat Characteristics
RASMUSSEN Knud Mr |losL-Tos. 224 | [l

(¥) Advanced Options [F2] B ||

Type the seat number in the Current Seat field and activate the Allocate button.
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De-allocating seats

This explains how to de-allocate seats before acceptance for Customers who have allocated seats.

04IUN12 14:07 ¥ &

Messenger (0) | Customer (1) Flight DY1310 (2) | JFE Help (3}

Customer Identification JETET T g ez el & g1a)

= FL

Shortcuts

* DY6002 04JUN OSL » TOS Tromso Langnes STD: 17:00
Add Bags F11 . i
Add FQTY F4 Acceptance Open Gate: Mone Boarding: 16:35
Add Itinerary F8 Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service F5 1 RASMUSSEN Knud Mr
Cancel Accept  F6 + DY6002 0SL-TOS = 24A CKIN

Find Connection F9
Find Customer  F3
View Customer F7
Menus
Baggage» SF3
Cust. Detailsy F12
Cust. Servicer SF4
Disruption» SF1
ETAS» F10 Select Customer(s) for Acceptance: |1 () Expand [SF2Z] 1 of 1 Selected

Flight Info SF7 - -
e SF10 O Enter bag details and seat preference (if required).

Seatingr SF11 Sestid
Ticketr SF6 A:“[ate Seat Seat Preference: =
Transfer» 5Fg| Change Seat
View Link! SF5 -
e Ol EiD ERe (%) Advanced Options [F2] Back
System Seat Shuffle
Restart SF12
Seatmap
@iee. 0 i

Activate the De-allocate button, and the seat is de-allocated.

Messenger (0) | Customer (1) | Flight DY1310 (2) | IFE Help (3)

(BRI GT S LR TR I Customer Acceptance  ~ | - o"cooio s

System
++ DY6002 041UN OSL + TOS Tromso Langnes STD: 17:00
Restart
Acceptence Open

Gate: None Boarding: 16:35

Customer Bkg Tkt Cabin _Seat  Accept Baggage Info
T RASMUSSEN Knud Mr
*-DY6002  QSL-TOS (=11 248 oan
Select Customer(s): (%) Expand [SF2] 1 of 1 Selected

(D Select Customer to De-allocate Seat

(¥) Advanced Options [F2] | De-allocate Exit

Changing seats

To change seats select the change seat from the Seating menu. You can then choose to view the seat
plan or not.

Customer Identification JeVE TS ReEy =T TeES

System
* DY6002 04JUN OSL * TOS Tromso Langnes STD: 17:00
Restart
Acceptance Open

Gate: None  Boarding: 16:35
412345867 4

89 1011 1213 14 4 4 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32 ¥

Select Seats:|24F (0SLL, TOS) 4) Pg-Up Pg-Down [
() select seats to change from the seatmap and select a new vacant seat for each of them.
Change or Swap Seats

| customer Leg Current Seat " New seat . Occupied By Characteristics New Seat Characteristics
RASMUSSEN Knud Mr |osL-Tos |24F = [25d [Vacant Seat I (=

(change] e | |
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Type in the new seat number and activate the Change button.

r Identification  Customer Selection  Customer Acceptance
System
Restart + DY6002  04JUN OSL # TOS Tramso Langnes STD: 17:00
Acceptance Open Gate: None Boarding: 16:35
4912245678 910111213144 {17 18 10 20 21 22 23 24 25 26 27 28 3274
P =-000R R R DEIG- 00D= 00OD00= QOO0 o
£ R2RRRRRRERDDIOIDDODDODODDDAD o
o DORDORERD Eiaimsis{nilsdeduiladadniaduily o
c QQRTARE 0o2oooooooaadad o
B RRRR RR Coooooonaao@Dod @
. @=R@HRR aialaledndadededadududnduindadadnds]
4123456 7 8910111213144 I 17 18 10 20 2122 23 24 25 26 27 28 2 &
Selact Seats:|11DEF (0SLL, TOS) <) Pg-Up Pg-Down (¥
O Select seats to change from the seatmap and select a new vacant seat for each of them.
Change or Swap Seats ? 4 \
‘Customer Leg Current Seat I New Seat‘ Occupied By Characteristics New Seat Characteristics
ISKRAM Amalie Ms 05L-TOS 11D - 20A Vacant Seat
IBSEN Henrik Mr 0SL-TOS 11E -+ 298 \Vacant Seat
COLLET Camila Ms 0SL-TOS 11F - \ 20d Vacant Seat
[oe ]

Changing seats for more than one customer, type in the new seat number for the customers.

Navigating in the seat plan without mouse

Display the seat plan on your screen. To move your cursor in to the seat map you press Ctrl + arrow

up or down.

Your cursor will now display in the seat plan, you can move around by holding Ctrl and use the arrow-

buttons in the direction that you want to move.

When the cursor has marked the seat you want to view, press the spacebar and information about
this specific seat will be displayed.

Messenger (0) | Customer (1) | Flight DY1310 (2) | JFE Help (3)

Customer Identification  Customer Selection

- Shortcuts ————|
amend Capaity (| " DY6002  041UN OSL + TOS Tromso Langnes STD: 17:00
Blocked Seats Acceptance Open Gate: None Boarding: 16:35
Change Seat ®1 23 25]6]7]E +
Display Legend E th R R
Flight Seatmap ? ?? R R
More Cust Info E — e
Mare Seat Info b OORODORR
Seat Options
I Menus c DR ODRER
Flight Info B TR RRR- RR
Listsy =
Seatingr A ’Egl R @ RIR ‘
L 2 345678
Refresh SelectSeats:[TA] | (0SLL TOS) ) Pg-Up Pg-Down (¥
(HEi L (D Enter seat or select an action on the left.

Customer Leg Current Seat Seat Characteristics Service Request

BIEBER Justin Mr 0SL-TOS 1A
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Customer Product Record

The Customer Product Record (CPR) is a depot of all the information required by the DCS about a
specific Customer and the products on which that a Customer has booked.

The Customer Product Record contains a number of sections that can be updated during the
Customer Acceptance process. It can be displayed in the Customer Application.

Customer Product Table

The Customer Product (CP) table shows customer and product details. The table appears in the top
half of every screen in the Customer application once you have identified the Customer. It is updated
automatically whenever Customer and details are changed. You cannot edit the CP table directly.

Over the CP table there is a heading. In front of the customer’s name you will see a number which
identifies the Customer and all details related to him/her. If the customer has multiple flights, the
line number includes the details of all flights.

If the customer is linked to other Customers, this column also includes a graphical representation of
links.

If this column contains a single letter instead of the line number, it identifies a specific flight or flight
leg when the Customer has more than one flight or a multi-leg flight with specific details

The table below explains each column of information that could appear for a customer and flight or
flight leg.

Customer headline shows the Customer name with the name elements in the following order:

1. Surname in uppercase
2. First name in lower case but capitalized
3. Title in lower case but capitalized

If the Customer name is EXST or CBBG, only the surname is shown followed by the words Extra Seat
or Cabin Baggage.

In addition to the Customer name, this column may also include any of the following:
e Staff (for staff Customer)
e Infant (for Infant Customer)
e Child (for a child Customer)
e FQTV (for a Customer with FQTV information)
e EXST (for an extra seat)
e CBBG (for cabin baggage occupying a seat)
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When the Customer has onward connection or a multi-leg flight, an additional line of
information appears in the table for each flight.

+ DY3222 05]UN OSL + CPH Copenhagen Kastrup (2) STD: 09:00
Acceptance Open Gate: None Boarding: 08:35

Customer Bkg Tkt Cabin Seat  Accept Baggage Info

1 KOFOED Catherine Ms FQTV
"j’ DY3222 0OSL-CPH (=R Service, CKIN
S DY3239 CPH-OSL =Y Service, CKIN

The following details are shown, in the following order:

e Direct, multi-leg, or cancelled flight icon
e Marketing carrier code and flight number
e Board point

e Off point

e Customers FQTV

If a cancelled flight segment is shown in the table, the entire line is displayed in grey.
Bkg Heading shows the booking status for the flight:

SA Space Available

RQ Request

WL Waitlist

Tkt shows the ticket status for the flight. The Column can show any of the following:

Contents Explanation

= The customer has a paper ticket.

(el The customer has an e-ticket.

Q Ticket information is required for the customer.

H The customer's e-ticket needs to be correctly
associated with the flight.

Blank Mo ticket is required (EXST, for example).

Cabin shows the cabin in which the Customer is travelling — on Norwegian this will be Y for
economy and C for Premium Long haul.

Sec shows the customers three-digit security number. For example: 003

Seat shows the customers seat number for the flight. For example: 15D. If free seating applies
to the flight, the word FREE appears instead of the seat number.
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Accept heading shows the customers’ acceptance status for the flight. This column can show
any of the following:

Contents Explanation

| The customer has hold baggage.

The customer has cabin baggage and baggage
weight or number of pieces has been recorded.

a A problem exists with the customer's baggage.

% The customer has an excess baggage charge to
be paid or waived.

Blank The customer has no baggage or has unrecorded
cabin baggage only.

Info shows information about the customer and flight that is not indicating in any other
columns. This column can contain one or more of the following:

Altea CM Manual Rev 2, December 2017 41



norwegian _

Doc ref: NAX M-005
NAX-005M Altea Customer Management | Page: 42 of 123

Date: 01.12.2017
Rev.: 01

Contents

Explanation

=

A comment exists for the customer and flight.

£

A high-priority comment exists for the customer and flight.

followed by REG

Regulatory data is required for the customer.

followed by AQQ

AQQ clearance is required for the customer. AQQ checks
have not been performed or they returned a data error.

followed by STAFF

Staff information is required for the customer.

%

The customer is a volunteer for denied boarding for the
flight.

= The customer is a volunteer for downgrade for the flight.

=) The customer is linked to other customers on an onward
connection.

3 The customer has an associated infant on an onward

connection.

Senvice codes

SSRs that apply to the customer and flight. These are
shown in the following order:

PICA, PICU, DEPA, DEPU, MEDA, wheelchair codes,
UMMR, BLND, DEAF, PETC, WEAP, CHST, BSCT,
MAAS, meal codes, AVIH, SEMMN, CKIN, TRSO, COUR,
DIPL, SPEQ, BULK, BIKE, FRAG, BAGP (prepaid excess
baggage).

There may be additional service codes that are not shown
here. This is indicated by an error icon @ followed by the
word Services. These service codes can only be seen
when you display the complete Customer Product Record.

GUI icons Quick Reference

In Altea CM you have a lot of symbols that shows you the status of the customer. If you do

FROM followed by an airport code

This means that the customer has an inbound flight
originating from the airport shown.

not remember what a specific symbol means, you can always use the Online Help by
pressing (F1). You can search for GUI Icons and you can enter the GUI icons quick reference

guide.
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Explanation

Indicates that further options are available. Press Ctrl+down-arrow to display
the list.

To select an option, do one of the following:

*Type the first few letters of the option in the field. Press Enter when the option
you want is highlighted.

+Use the arrow keys to move between the items in the list. Press Enter when the
item you want is highlighted.

«Select Rolex B

Indicates that a list of options is available. Press Ctrl+down-arrow to display
the options.

You can move between options using the arrow keys. Press Enter to select
the option you want.

Indicates help or advice text on the screen.

Indicates that mandatory information is missing from a field or that data was
incorrectly entered. The icon disappears when the required data is provided.

Indicates that your request is in progress.

Indicates that your request is in progress.

Indicates that your request was processed successfully.

Qb el ® o

Indicates that your request cannot be processed successfully.
For example, when followed by DOCS it indicates that information is
required from the customer before acceptance can be completed.

@ Advanced Options [F2]

Displayed when a screen has advanced options. Press F2 to display the
advanced options fields.

@ Basic Options [F2]

Press F2 to return to the basic options fields.

B

Indicates that a table can be expanded to display more data.

Indicates that an expanded table can be collapsed.

Appears in the top right-hand corner of the Customer Management title bar.

Click on this icon to close Customer Management if you are using the

@
]
B

Appears in the top right-hand comer of the Customer Management title bar.
Click on this icon to maximise the Customer Management screen if you are
using the mouse.

Appears in the top right-hand comer of the Customer Management title bar.
Click on this icon to minimise the Customer Management screen if you are
using the mouse.

When the Customer Management screen is maximised, this icon appears in
the top right-hand comer of the title bar. Click on the icon to restore the
Customer Management screen to its original size if you are using the
mouse.

Indicates that online help screens are available. Press F1to access online
help.

Indicates that flight information follows. If the flight has only one leg, the
flight icon appears on its own. If the flight is multi-leg, the icon has two
arrows beneath it. If the flight is cancelled, the icon has a cross through it.
All three icons appear in the flight table.

B> %7 &

Indicates that your request has not been processed successfully. A
message is displayed explaining what action to take to rectify this.
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Indicates that the customer is travelling on a paper ticket. Appears in the
CP table.

®

Indicates that the customer is travelling on an electronic ticket. Appears in
the CP table.

ot

Indicates that the customer is travelling on an electronic ticket but the ticket
does not match the customer's journey. Appears in the CP table.

Y

Indicates that the customer is entitled to an upgrade, for example from an
economy class seat to a business class seat. Appears in the CP table.

Indicates that the customer can be downgraded, for example, from a
business class seat to an economy class seat. Appears in the CP table.

Indicates that the customer has cabin baggage. Appears in the CP table.

Lh@p| -

Indicates that the customer has checked in at least one piece of hold
baggage. Appears in the CP table.

Indicates that the customer has unpaid excess baggage.

Ol S

Indicates that there is a comment for the customer. Appears alongside the
customer data in the CP table.

L)

Indicates there is a high priority comment for the customer. Appears
alongside the customer data in the CP table.

Indicates that there is more information than displayed. You need to display
the full customer record to access all of the information. Appears in the CP
table.

Indicates that information is missing or invalid for a customer or that a
customer request is unfulfilled. You can go to that customer's records and
complete the missing information. After the information is complete, the
indicator disappears. Appears in the CP table.

Indicates that a customer has an associated infant on an oncarriage flight,
but not the prime flight.

7/

Indicates that the customer was accepted (checked-in) on the flight (for
example, a seat has been assigned to the customer). Appears in the CP
table.

wdfburnce

Indicates that the customer was accepted on the flight with the Advance
Acceptance option. Appears in the CP table.

=YepuANce

Indicates that the customer was accepted on standby on the flight with the
Advance Acceptance option. Appears in the CP table.

v

Indicates that the customer has been force accepted and that acceptance
has been frozen. The customer cannot be offioaded but can be regraded.

\#laroED

Indicates that the customer was boarded on the aircraft. Appears in the CP
table.

®

Indicates that the customer is on a flight that was disrupted and that the
customer is non-accommodated. Appears in the CP table.

X

Indicates that the customer was previously accepted and has now been
rejected (ofloaded). A passenger with this status will not be travelling.
Appears in the CP table.

Customer
1;EAGLES John Mr
| Q12T SYDHIG Gokd
i HO251 HGUHR  Emerad
2BSTCRMONT Christing Ms
H[+QF127  SYDHG
i S0251  HKGLHR
3i - EAGLES Dariel Mstr Infast
| HFIZT  SYDHG

1

{ HOE51 HKGLHR

A dotted black line indicates that adult customers (or adult customers and
CBBG) are linked.

A solid blue ling indicated a link between an adult customer and an
associated infant or EXST.

®

Indicates that a customer is linked on an onward flight, but not on the prime
flight.

b

Used for customer recognition purposes. For example, if a senice recovery
element has been added for a customer to compensate for a senvice
problem, the star symbol appears next to the customer's name.

b

Indicates that a customer has been regraded to their entitled cabin, where
the regrade is not for semvice recovery reasons.
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u\’ Indicates when customer has volunteered for denied boarding.

" Indicates when customer has volunteered for downgrade.

= Indicates the next activity to be performed. Appears in the Flight Activity List
sCreen.

B very High Indicates a very high priority message.

Q High Indicates a high priority message.

E] Medium Indicates a medium priority message.

Low Indicates a low priority message.

E’ Device ready Indicates that a device is ready.

-, Arrow used to separate ports in prime flight information.

GUI Seating Icons Quick Reference

The table below lists icons not included in the seatmap legend that indicate seating information and characteristics in the Seatmap screen and
other screens.

Table: Seating lcons

Icon Explanation

0] Indicates that the seatmap may be moved to display a higher cabin by pressing Page
Up. For example, if the seatmap displayed is economy, pressing Page Up moves the
display to the business cabin.

m Indicates that the seatmap may be moved to display a lower cabin by pressing Page
Down. For example, if the seatmap displayed is business, pressing Page Down
moves the display to the economy cabin.

¥ Indicates that not all of the seatmap appears on the screen. Press Shift+F2 to expand
the seatmap.

E3) Indicates that the whole seatmap appears on the screen. Press Shift+F2 to collapse

the seatmap.
d Indicates that the seat to which you want to move the customer is vacant and that this

action will result in a seat change.

n Indicates that the seat shuffle process was activated.

L d Indicates that the seat to which you want to move the customer is occupied and that
this action will result in a seat swap.

O Extra leg room. The red band at the front indicates the extra leg room.

o

()] Economy class seats.

n

i

i

] Jump seat, available for the crew only and used during take-off and landing.

12 13 14 Row number. Part of the seat number designation. For example 12 G.

This row number background is:

Blue if not over a screen

Grey if over a screen

Partly grey and partly blue if partly over a screen
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: Column letter. Part of the seat number designation. For example, 12G.
H
G
-3 Indicates that the seat located next to the icon does not have a view. If there is a

screen, it is not directly in front of the seat and does not allow the customer to see
anything. Even though the seat is a window seat, it does not have a view. Such seats
are the exception on an aircraft.

Indicates an additional seat booked by a customer. The customer is paying mare
money to get this extra seat.

Cwerlaid on the seat to indicate that the seat is assigned.

Seat is not suitable for an unaccompanied minor.

Indicates that the armrest lits to accommodate an incapacitated or disabled person.

Seat is suitable for a deportee.

Seat does not recline or does not recline back as far as other seats.

Quiet zone.

Mo view of the movie screen from this seat.

Preferential seat.

Seat with individual video screen.

Seat with individual air phone.

Seat with a connection for a laptop.

(| el | 0| | | 5 B | e B ) + ¢
.

Smoking seat.

m Toilets equipped for an incapacitated or disabled person.
':! Seat suitable for deportee.
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View Customer

The View Customer (F7) will display the full information stored in the Customer Product Record CPR
for a selected customer. Most of the updates you can make to the CPR are made from this screen.

Ensure that the customer whose record you want to display is identified and shown in the CP table or
customer list.

041UN12 16:14 ¥ & B3

Messenger (0) | Customer (1) | Flight DY3222 (2} | JFE Help (3)

Customer Identification _JEIGICIETS EY

Shortcuts

= DYB002 04JUN OSL # TOS Tromso Langnes STD: 17:00
Acceptance  F10 Acceptance Open Gate: None  Boarding: 16:35
Add Bags
Add Comment Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add FQTV 1 CELSIUS Anders Mr
Add Regrade +-DY6002  0SL-TOS By  2IF ¥ [ CKIN
Add Service

Cancel Accept
#|Find Connection %,
J|View Customer EZ
Menus
Acceptancer  SF6
Baggager
Customery
Disruption» SF1 Select Customer(s): (%) Expand [SF2] 1 of 1 Selected

El.irgAI?t’» O Selected customers are accepted. Proceed to display baggage or select an action on the left.

Printing»
Seatingr
Transferr
View Links

Back

System
Restart

Press (F7) and the CPR will be visible.

Messenger (0) | Customer (1) | Fiight DY3222 (2) | JFE Help (3)

Customer Identification JETE I e

M
Ba;;fge = DY6002 041UN OSL # TOS Tromso Langnes STD: 17:00
Cust. Details» Acceptance Open Gate: None Boarding: 16:35
Cust. Servicer Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Excess Baggager F4 [ 1 CELSIUS Anders Mr
Printing» A - DY6002 04JUN__OSL-TOS By 21F V4 ’D‘ CKIN
Recognitions

252{{:1?; x> Select Customer: [ | select Fight(s): & ] () Bpand [SF2] 1 of 1 Selected
Ticketr (D Select customer to view ling record. Refine the "All Categories’ display with F2 function.

sty Boarding Pass Print Details

T [DY6002  041UN_ OSL-TOS Printed

Restart

Customer Details

MR CELSIUS ANDERS
Male
Record Locator: CHB64N
Booking Class: Q

|D‘(6EIEI2 04JUN 0OSL-TOS Baggage Exists

[DY6002 04IUN OSL-TOS Channel: JFE

Passport and Travel Information
|Surname: CELSIUS Gender: Male

Seat Information

Seat: 21F  Preference: None  Shuffle: OFF  B. Pass:

I Printed  Security Number: 020
(O Special Services

[DY6002  041UN OSL-TOS . CKIN CHECK-IN SERVICE REQUEST LUGGAGE 1 PCS _
Ticket Details

|D‘(§DD2 04JUN OSL-TOS Ticket Number: 3287412458637 Ticket Type: Paper Ticket

(%) Advanced Options [F2] | Exit
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In the CPR you will also see the Baggage allowance. It’s placed under Special Services.
Pressing (F2) Advanced Options, you can select the categories you want to display.

Menus
Baggage
Cust. Details»  F&

04JUN OSL » TOS Tremso Langnes

Customer Identification JETT @ S ED Customer Record

*+ DYB002
SE31 " Acceptance open

STD: 17:00
Gate: None Boarding: 16:35

Cust. Servicer SF4

Customer

Bkg Tkt Cabin_ Seat

Accept Baggage Info

Excess Baggager F4 | [T

'CELSIUS Anders Mr
»+DY6002  04JUN OSL-TOS

Cancel

printings~ SF0|] A By aF 7 i
Recognition»  SF7
Regrade Infor F12
Seatings  SF11
Ticketr SF6
Transfers SF9
System . 2
Restart SF12 Select Customer Record Category =
Select Customer: 1 Select Fight(s) ) 3 (3) Bpand [SF2] 1 of 1 Selected
(O Select customer to view i rd. Rel Select the categories you want to display.
Boarding Pass Print Details 1 :1:5?;”’ e
eck Detais
[DY6002  041UN_ OSL-TOS H e 1
Customer Details 3 IAPP Check Detals
MR CELSIUS ANDERS 4 Baggage Excess Detais
Male 5 Baggage Prepaid Excess Detais
Record Locator: CHBG4N 6 Baggage Waiver Details -
7 Boarding Pass Print Detais
‘DV&DDZ 041UN OSL-TOS &3 Compensation Information
o Credit Card and FOID Detais E
[o¥6002 041uN_osL-Tos 10 Customer Comments L
= i Customer Detale 1
Lazmril 208 U e I i 12 Frequent Flyer Information
[Surname: CELSTUS Gender: Male 13 Passport and Travel Information |
T 14 Regrade Information
15 Seat Information o
DY6002 O41UN OSL-TOS 16 Special Services : -res
17 Staff Detals .
@ Special Services 18 Ticket Detais
[DY6002 041UN 0SL-TOS HO olinteedtanis] IBRcE 1 Pcs
soc
Ticket Details
[DY6002  041UN OSL-TOS

i Type: Paper Ticket

(¥) Advanced Options [F2]

=

Type the line number of the category(s) that you want to be included in the CPR display. The prompt
closes and Customer Record screen is updated to show only those categories.

Customer Identification JETER S E) Customer Record

(O Select customer to view corresponding record. Refine the tailored category display with F2 function.

m
Baogage + DYB002 04JUN OSL » TOS Tromso Langnes TD: 17:00
Cust. Detailss Acceptance Open Gate: None _ Boarding: 16:35
Cust. Servicer Customer Bkg Tkt Cabin Seat _ Accept Baggage Info
Excess Baggager T CELSIUS Anders Mr
Printing A *FDY6002  04JUN OSL-TOS By 21F v [0l CKIN
Recognition»
Regrale Infoy
Seatings
Ticket)
Transfers
System
Restart
select Customer:[L_ | Select Fight(s): o (%) Expand [SF2] 1 0f 1 Selected

MR CELSIUS ANDERS
al

Male
Record Locator: CHBG4N

Customer Details

‘DVEDDZ

041UN OSL-TOS

Booking Cass: @

Baggage Exists

[D¥6002

04JUN_OSL-TOS

Channel: JFE

(¥) Advanced Options [F2] | Exit
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Display Customer History

You can display the full history of all the systems transactions that you have affected a specific CPR
since it was created. After having Customer Record screen open, choose: Customer Details and: View
History. The Customer History is displayed.

Customer (1) | Flight DY3222 (2)
Customer Identification TGN N0EEV] romrpem

ps, " DY6002  041UN OSL + TOS Tromso Langnes

Megus

Cust. Detailsy  F6
Bust, Seryices .65
Excess Baggage» F4| Add Infant

Printing» SF10| Add or Amend Travel Document [
Recognition» SF7

Regrade Info» 12| Add Posn Crew Indicator

Seatings SF11| Add Secondary Document
Ticket) SF6
Transfers SF9
Delete Alt Destination
System
Restart SF12
Remove Infant Floht(s
rd. Ri

Unmerge Booking
Update Other Details I

View,Booking
View History

View Tinks

Customer (1) | Fight DY2222 (2)

Customer Identification JETE TNl e

Customer History
System o
Restart DYE002 04JUN OSL # TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: None _ Boarding: 16:35

Customer Bkg Tkt Cabin Seat  Accept Baggage Info
1 CELSIUS Anders Mr
+ DY6002 QSLTOS =BY 21F v [ CKIN

selectCustomer:fr_ ] (3) Bxpand [SF2] 1 of 1 Selected

o Select customer to view the most recent history. Select a reference to display additional information.

Refine the history display with Advanced Options.

04JUN12 14:04 1. User: AGENTCM Office: OSLDYD3DC  +

2. Transaction: Acceptance OSL CKI A19 |
Category: Baggage

3. Hold Baggage Pieces: 1
» Added: Baggage Pook: Not Pooled

Category: Baggage
» Added: Bag Tag: DYDOD659 Destination: TOS

Category: Seating
Fiight: DY6002 04JUN12 OSL-TOS
» Added: Seat: 021F

Category: Acceptance Subcategory: Altea Departure Control
Flight: DY6002 04JUN12 OSL-TOS
cabin: ¥
» Added: Channel: DCS Agent Security Number: 0SL-020
» Changed: Status: Not Accepted -> Accept

Category: Printing  Subcategory: Boarding Pass Print
Flight: DY6002 04JUN12 OSL-TOS
» Changed: Print Status: Not printed -> Printed Print Channel: None > JFE

Category: Printing  Subcategory: Boarding Pass Print
Fight: DY6002 04JUN12 0SL-TOS
Print Status: Printed
» Changed: Print Channel: None -> JFE
04JUN12 06:11
4. Transaction: New Booking from Reservations
Category: Regulatory Data  Subcategory: ADC Status Details
Fight: DY6002 04JUN12 Q OSL-TOS
» Added: ADC Status: Checks not required

Category: Regulatory Data Subcategory: Customer Screening Status Details
Fight: DY6002 04JUN12 Q OSL-TOS
» Added: Customer Screening Status: Not Required Manual Update: N -

Select Reference:

Customer history consists of a series of transactions. Each transaction represents a type of process
that has taken place in the system affecting the Customer on one or more flights. The transaction has
one or more categories.

Each category has subcategories.

For each category/subcategory within the transaction, Customer history shows the actual data field
that is updated by the process.
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Here you can also see which user preformed the transaction, and from which location (office)

Baggage

Under normal circumstances, the Customer baggage is added and accepted during Customer
Acceptance.

Mavigation  Logoff  Help 12JUN12 17:39 ¥ K"

Messenger (0) | Customer (1) | Flight DY6002 (2) | Flight DY&002 (3) ___.?;,_1
Customer Identification JEEAG =@ -Taa:ald: g]n:]

Add Bags = DYs002 12JUN OSL = TOS Tromso Langnes STD: 17:00

Shortcuts

add FQTV Acceptance Open Gate: Mone Boarding: 16:35

Add Itinerary Customer Bka Tkt Cabin Seat  Accept Baggage Info
Add Service F5 1 BULL Ole Mr

Cancel Accept += DYB002 D5L-TOS =y CKIN
Find Connection
Find Customer
View Customer

Menus
Baggage»
Cust. Details»
Cust. Servicesr
Disruption» SF8

ETAS» Select Customer(s) for Acceptance: |1 (%) Expand [SF2] 1 of 1 Selected

F“ghF Info O Enter bag details and seat preference (if required).
Printing» SF10 | "Baggage Seating
Seating»

Ticket» Hold Baggage: Seat Preference:| |||
Transfer»

Yi Link
e Hinks (¥) Advanced Options [F2] Back

System
Restart

Add Baggage

To add bags, type the number of pieces in the Hold Baggage field. When you enter Accept the bag
tag and boarding pass will print automatically.

Applications  Device  Mavigation  Logoff  Help 121UN12 17:40 ¥ &

Messenger (0) | Customer (1) Flight DY&002 (2) | Flight DYe002 (3)

Customer Identification Customer Acceptance ZaTa=taye: qla=0 (g1ialy)1 a0 lq]

Shortcuts
Accept. Figures = DYs002 12JUN OSL + TOS Tromso Langnes §TD: 17:00
add Bags Acceptance Open Gate: None Boarding: 16:35
Add Comment Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service 1 BULL Ole Mr
Print B Pass +~DYB002  OSL-TOS By 178 v [ CKIN
Print Bag Tag
View Customer

The baggage record is saved with the following information:
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e Customer accepted
e A baggage icon appears

Pooled Baggage

When adding baggage for more than two Customers linked together, a baggage pool is created. The
Head of Pool (HOP), usually the first Customer selected is assigned the responsibility for all baggage
for the entire itinerary. The other Customers in the group are called Member of Pool (MOP).

Applications  Device Mavigation Logoff  Help 12]UN12 17:49 ¥ &
Messenger (0) | Customer (1) | Flight DY6002 (2) | Flight DY&002 (3) =1=1
Customer Identification JeITSdalyy= g Ya=1n]e: gln]
Add Bags = DYB002 12JUM OSL # TOS Tromso Langnes STD: 17:00
|| add FQTV Acceptance Open Gate: None Boarding: 16:35
1| add Itinerary Customer Bkg Tkt Cabin Seat Accept Baggage Info
Add Service 1 ¢~ NILSEN Helene Ms
Cancel Accept i = DYs002 05L-TOS =y CKIN
Find Connection 2 i NILSEN Hilde Mrs
Find Customer { *~DY6002  OSL-TOS =y CKIN
View Customer 3 i~ NILSEN Kristine Ms
i “DYBOD2  OSL-TOS =y CKIM
Baggage» ) 4 *+ NILSEN Rune Mr
Cust. Detailsy +#DYB002  OSL-TOS =y CKIM

Cust. Servicer
Disruption» SF8

ETAS» Select Customer(s) for Acceptance: 14 o \ (¥) Expand [SF2] 4 of 4 Selected
thht_ Info O Select customer(s) to accept. Enter bag details'and seat preference (if required).
F'rlnt_lngr SF10 Baggage Seating
Seating»
Ticket) Hold Baggage: Seat Preference:
Transfer»
View Links
(¥) Advanced Options [F2] Back
Restart

If we add 4 pieces of bags to multiple Customers it will show a bag icon on all the Customers linked
together

Customer Bkg Tkt Cabin Seat  Accept Baggage Info
1 : NILSEN Helene Ms
{ +DYBO02  OSL-TOS =y 12E VI CKIM
2 i NILSEN Hilde Mrs
{ +DYBO02  OSL-TOS =y 12F VI CKIM
3 i NILSEN Kristine Ms
{ - Dye002 OSL-TOS =y 12D W' [ CKIN
4 i NILSEN Rune Mr
- DYB002  OSL-TOS =y 12C W' [ CKIM

(%) Expand [SF2] 4 Customer(s)
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12]UN12 17:55 . ¢

ion  Logoff  Help
Messenger (0) | Customer (1) | Flight DY6002 (2) | Flight DY&002 (3)

Customer Acceptance Fatad=Tole: (a3 () {alyyiELula]y]

Customer Identification

Shorteuts * DY6002  12JUN OSL * TOS Tromso Langnes STD: 17:00
gali:gta-;slgures Ffi Acceptance Open Gate: None Boarding: 16:35
Add Comment F3 Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service F10 1 ¢~ NILSEN Helene Ms
Print B Pass F4 i+ Dyeooz 0SL-TOS =y 12E v [ CKIN
Print Bag Tag F5 2 i~ NILSEN Hilde Mrs
View Customer  F6 i +pyveooz  OSL-TOS =y 12F V| CKIN

JEEr e 3 i~ NILSEN Kristine Ms
Baggager SF3[ pdo-ags L ps =y 12D v [ CKIN
CLISTOMmery 5F3 ) S
Flight» 5P, Display Baggage bs =y 12 v [ CKIN
Identificationr SF8| Excess Calcalator
Linking» S5F5
Printing» gr1n| Pay Excess (%) Expand [SF2] 4 Customer(s)
Seating» SF11| Rewvert Waiver
Ticket» SFo 5
Transferr SF9 SR (ST

If you want to see more information of the baggage for these multiple customers you can press
Baggage from the Menu Shift + (F3) and choose Display baggage (F9).

121UN12
Flight DY6002 (2)

Flight DY6002 (3)

Messenger (0) | Customer (1) My Preferences (4}

Customer Identification Customer Acceptance TS e T TE=0 G a4y pile g Baggage Display

Shortcuts
Add Bags = DY6002 12JUM OSL + TOS Tromso Langnes STD: 17:00
amend Bags Acceptance Open Gate: None Boarding: 16:35
Amend Weight Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Cancel Bags 1 ¢ NILSEN Helene Ms |
Depool Bags i+ Dye0oz 05L-TOS =y 12E W [T CKIN
Excess Calculator 2 i NILSEN Hilde Mrs
Pa_y Excess - DYB002 QOSL-TOS =Y 12F W Iil CKIN
[P (£ U] 3§ NILSEN Kristine Ms
Ee;ertt \gawer { +Dyso02  0SL-TOS =y 120 v [ CKIN

U\'I?ai:eeEx?egsss 4 % NILSEN Rune Mr

- DY6002 05L-TOS =y 12C v [0 CKIN

Menus
Baggage»
Printing» Select Customer(s): (%) Expand [SF2Z] 1 of 4 Selected
World Tracer» SF7 N N N

- O Select the customer to view baggage information.

ystem

Restart Baggage Pool Information

Customers in Pool:

Head of Pool: [1

Hold Baggage: 4 pieces

O Below are the individual baggage details.

Tag Number From To Acc Class Owner Tag Type Info Status
1 DY0O00872 0OS5L TOS Wy Auto Active =
2 Dyooosy3 0OsL TOs W Auto Active
2 Nwnnnezd neL__ TN wd v Autn Artiea hd

In the column of Pool Information you will see how many customers in Pool and who the Head of

Pool are. In this case its customer no 1.

You will also see that the Shortcuts and Menu on the left changes when you access the Baggage
menu.
From this side you can Add Bags, Amend Bags and Cancel Bags etc.
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Depooling Bags

Press the Depool Baggage button. The baggage pool is dissolved and all baggage records are
associated to the HOP. Once the Depool is done, it cannot be pooled again unless all bags are

cancelled.

Add Bags

Amend Bags

Amend Weight
Cancel Bags S|
Depool Bags
Excess.Calculaterse|
Pay Excess

Print Bag Tag
Revert Waiver
Update Bags F12
Waive Excess

Baggage»
Printing»
World Tracer» SF7

Restart

= DYB002

Acceptance Open

12JUM OSL + TOS Tromso Langnes

Gate: None

STD: 17:00
Boarding: 16:35

Customer Bkg Tkt Cabin Seat Accept Baggage Info
1 :~ NILSEN Helene Ms
I+ pys002 O5L-TOS = 12E W [ CKIN
2 i NILSEN Hide Mrs
i+ DYsooz OSL-TOS =Y 12F v CKIN
3 i+ NILSEN Kristine Ms
i+ DYsO02 OSL-TOS =y 12D v CKIM
4 i NILSEN Rune Mr
= DYB002 OSL-TOS =y 12C w7 CKIM
Select Customer(s): (%) Expand [SF2] 1 of 4 Selected

Baggage

Hold Baggage: 4 pieces

Tag Number From To
DYooo872 0OSL TOS

DY000873 0SL TOS5
NYNNNR74L T 1= I a1

() select the customer to view baggage information.

O Below are the individual baggage details.

Acc Class Owner

WY
V'

wdl W

Tag Type Info
Auto

Auto
it

Status
Active
Active
B e

4 Baag(s)

Exit:
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Cancel Baggage
Applications Mavigation  Logoff 12JUM12 1f
Messenger (0) | Customer (1) | Flight DYe002 (2) Flight D¥B&002 (3} My Preferences (4)
er Identification Customer Acceptance Acceptance Information
— Baggage Display Baggage e 1
e = DYB002 12JUN OSL + TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: Mone Boarding: 16:25
Customer Bkg Tkt Cabin Seat Accept Baggage Info
1 :~ NILSEN Helene Ms |
i + DY6002 0SL-TOS =y 12E o [7] CKIN
2 i+ NILSEN Hilde Mrs
== DYB002 OS5L-TOS = v 12F n CKIN
3 MILSEM Kristine Ms
i - DYBODZ OSL-TOS = Y 12D e CKIN
4 i+ NILSEM Rune Mr
== DYE002 OSL-TOS =y 12C v CKIN
Select Customer(s): |1 [¥) Expand [S5F2] 1 of 4 Selected
O Enter the row number{s) corresponding to the bag(s) to remove.
Tag Mumber From To Acc Class Owner Tag Type Info
1 DYOOO0872 0OSL  TOS Q/ A Auto =
2 Dyooogrz 0OsL TOs §/ A Auto
3 DYooogr4 O5L  TOS Y Auto =
Select Bags: 2 of 4 selected
O Enter the mumber.of pieces-of baggage to be removed.
Baggage
Hold Baggage:
=3

Identify the Customer(s), choose cancel bag option and type the line number of the bags to be
removed. It can only remove baggage for one Customer or a pool at a time.

Activate Transfer Baggage

When you have a Customer(s) with inbound connection, it is possible that a bag may have a different
acceptance status on each leg of a flight.

The baggage will be labeled to final destination, but it may not be active for the onward connection.
The bag tag will be activated automatically when scanned at Bag Drop or Self Bag Drop. If this is not
possible you can activate it manually.

If the Customer can declare baggage on final destination, the baggage will automatically be active on
both legs.
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Customers accepted in CPH travelling through OSL with onward to EVE — will have to declare their
baggage in OSL.

When they are accepted in CPH it will look like this:

Applications  Device  Mavigation Logoff  Help 31MAY12 10:03 .¥ &
Messenger (0) | Customer (1) Flight DY941 (2)
Customer Identification Customer Acceptance Fatau:lold gta=Biglial1Eilly]

Shortcuts

Accept. Figures = DY941 31MAY CPH (2) # 0SL Oslo Gardermoen STD: 15:40
) Acceptance Open Gate: None Boarding: 15:20

Add Bags
Add Comment Custormer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service 1 : LODTZJOHANNESSEN Linda Mrs /\
Print B Pass i 7 Dyodr CPH-OSL =y 38 v [ [ CKIN
Print Bag Tag i + DY364 OSL-EVE =y 5B (@] CKIM
View Customer 2 i HANSEN oddbjoern Mr I l

Menus - Dyo41 CPH-0SL = v 34 W\ CKIM
Baggage» + DY364 0SL-EVE = ¥ 5C Ww \O CKIN
Customer»
Flight»
Identification»
Linking»
Printing» [¥) Expand [SF2] 2 Customer(s)
Seating»

On the onward connection there will be a symbol showing that there is an issue with their baggage in
OSL.

Applications  Device b ation Logoff  Help 31MAY12 10:05 ¥ &
Messenger (0) | Customer (1) | Flight DY241 (2) _;?;,1
Customer Identification Customer Acceptance JTEa=Tay a0 Gy e Ty =L (el Baggage Display
Shortcuts
= DYO41 21MAY CPH (2) =+ OSL Oslo Gardermoen STD: 15:40
CoxEle) [EkTegs Acceptance Open Gate: None Boarding: 15:20
Aamend Bags P P = g: =
Aamend YWeight Customer Bkgo Tkt Cabin Seat Accept Baggage Info
Cancel Bags 1 : LODTZIOHANNESSEN Linda Mrs
Depool Bags i+ Dygal CPH-0OSL =y 3B v | CKIM
Excess Calculator i - Dv3s4 OSL-EVE =y 58 w’ () CKIN
Pay Excess 2 i HAMSEN Oddbjoern Mr
Eg:;rlzﬁ;:‘gr - DYg4l CPH-0OSL =y 3A w [ CKIM
= DY364 OSL-EVE =y 5C CKIM
Update Bags v o
Yaive Excess
Menus
Baggager
Printing» Select Customer(s): @ Expand [SF2] 1 of 2 Selected
wWorld Tracerr» SF7 ~ _ N
S O Select the customer to view baggage information.
ystem
Restart Baggage Pool Information
Hold Baggage: 2 pieces Custorners in Pool: |1—2
Head of Pool: 1
O Below are the individual baggage details.
Tag Mumber From To Acc Class Owner Tag Type Info 4 "Status
1 DY001246 CPH OSL Q/ Y Auto Active
OSL  EVE v Inactive
2 DY001247 CPH OSL W v Auto Active
OSL EVE ' Inactive
2 Bag(s)

When you enter the Baggage Menu, Shift + (F9) and choses Display baggage (F3). You will see that
the baggage is active from CPH to OSL, but inactive on the onward connection.
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When the Customer arrives in OSL, their CPR will look like this:

dpplications  Dewice  Mavigation Logoff  Help 3UMAY12 10:12 . &

Messenger (0) | Customer (1)

Customer Identification JWEadal =l {a] k]

Shortcut
B + DY364 31MAY OSL * EVE Harstad-narvik Evenes Apt STD: 17:50
Acceptance F10 h
Acceptance Open Gate: None Boarding: 17:25
Add Bags
Add Comment Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add FQTY 1  LODTZJOHANNESSEN Linda Mrs
Add Regrade i + Dy3se DSL-EVE =Y 5B WANG) CKIN, From CPH
Add Service 2 i HANSEN Oddbjoern Mr
Cancel Accept - Y364 0SL-EVE = ¥ 5C VANG) CKIN, From CPH

Find Connection
Yiew Customer

Menus
Acceptancer 5F6
Baggager
Customer»

Disruption» F12] Select Customer(s): [¥) Expand [SF2] 2 of 2 Selected

ETAS» ;’:' O Selected customers are accepted. Baggage not ready to be loaded.

F"'_Jht_' Proceed to complete Baggage information.
Printing»

Seatingr Back

Transferr

A manually activation of the bag tag, this can be done from both check in or at the gate.
When the customer is identified, you will see that the info icon is displayed, and an explanation
below that says that you must complete Baggage information.

When you press enter to proceed, the system will ask you to choose the bags that are going to be
activated.

Messenger (0} | Customer (1)

Customer Identification Display Bag Drop
System ;
Restart = DY364 31MAY OSL + EVE Harstad-narvik Evenes Apt 5TD: 17:50
Acceptance Open Gate: None Boarding: 17:25
Customer Bkg Tkt Cabin Seat  Accept Baggage Info
1 i~ LODTZI}OHANNESSEN Linda Mrs
i Y Dy3sd OSL-EVE =Y 5B W (D CKIM, From CPH
2 i HANSEN Oddbjoern Mr
= DY364 0SL-EVE =y 5C W O CKIN, From CPH

[¥) Expand [SF2] 1 of 2 Selected

Tag Mumber From To Acc Class Owner Tag Type Info Status
1 DY001246 CPH OS5L W Y Auto Active
0SL EVE ! Inactive
2 DY001247 CPH OS5L W Y Auto Active
OSL  EVE v Inactive
Select Bags: 2 of 2 selected

O Some selected bags are not active. Update to activate bags.
Baggage
Hold Baggage:

Update Exit

Altea CM Manual Rev 2, December 2017 56



Doc ref: NAX M-005

norwegian _ NAX-005M Altea Customer Management | Page: 57 of 123
Date: 01.12.2017
Rev.: 01

When pressing enter to Update, the two bags will be active to EVE. When scanning the bag tags at
check in, it will display the Customers and you will have to press Update to activate the tags.

Add Transfer Baggage
Sometimes when customers with onward connection travel with baggage, you will have to add their

transfer bag.
Identify the customer and press Add Bag (F11).

Logoff Help 14JUN1Z 1

Messenger {0} Customer (1) Flight DY&002 (2}

Customer Identification Customer Acceptance Acdd Bag

S = DYB002 141UN OSL + TOS Tromso Langnas STD: 17:00
[EexeEes (Clml ki Acceptance Open Gate: Mone Boardlng-: 16‘:35

Menus
T Customer Bkg Tkt Cabin Seat Accept Baggage Info

P 1 VIGELAND Gustav Mr

L= >+ DYE002 QSL-TOS = CKIM
Restart
Select Customer(s): (1 (%] Expand [SF2] 1 of 1 Selected
O Enter baggage pieces.
Baggage

Additional Hold Baggage: |1

O If applicable, enter details for each bag.

Tag Mumber From To Acc Class Owwner Tzg Type “Info
1 |D¥123456 |-.JosL  |[Tos =] I |=select custom...| = |[Manual =
Manual
Transfer

Enter Additional Hold Baggage. Fill in the Tag Number(s) and select Tag Type. You can choose
between Transfer or Manual, none of the options will print the tag.

) 14JUN12 12:55 . &
Messanger (0} | Customer (1) Flight DY&002 {2) —=1
Customer Identification Customer Acceptance Acceptance Information Baggage Display
Shortcuts
Add Bags = DYEO002 14JUM OSL = TOS Tromso Langnes S'_I'D: 17:00
Amend Bags SF Acceptance Open Gate: Mone Boarding: 16:35
Amend Yeight Customer Bkg Tkt Cabin Seat Accept Baggage Info
Cancel Bags 1 VIGELAND Gustawv Mr
Depool Bags - DY6002 OSL-TOS = ¥ isc [ | CKIN
Excess Calculator
Pay Excess
Print Bag Tag
Revert Waiver
Update Bags
Waive Excess
Menus
Baggagey
Printingr Select Customer(s): [¥) Expand [SF2] 1 of 1 Selected
wworld Tracerr SF7 - . .
— O Select the customer to view baggage information.
ystem
Restart Baggage
Hold Baggage: 3 pieces
A 3 () Below are the individual baggage details.
Error processing
gé:t agcepmnce Tag Mumber From To Acc Class Owner Tag Type Info Status
us timings & \
e 1 DY123456 OsSL  TOS WY Transfer Active
5| Eor e sk 2 DY234567 OSL  TOS WY Manual Active
1 bag tag sent. 3 DY00D0923 OSL  TOS W Y Auto Active
3 Bag(s)
Exitc
|
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As you can see, this customer has three different Tag Types.

Accept baggage to first destination

The Customer may ask you to label their baggage to first destination:

31MA

Messenger (0) | Customer (1) Flight D¥940 (2)

Customer Identification _JRIEIeel g taarayargtay

Shortcuts
+ DYo40 31MAY OSL =+ CPH Copenhagen Kastrup (2} STD: 14:00

SEE] B 1 Acceptance Open Gate: Mone Boarding: 13:35
Add FQTV F4 B L 2 2E L2%
Add Itinerary Fa2 Customer Bkag Tkt Cabin Seat Accept Baggage Info
Add Service FS 1 LODTZFOHANNESSEN Linda Mrs
C_arll:9| nCCEDF F& + DYQ40 OSL-CPH = v 3F CKIMN
Find Connection F9 - DY3092 CPH-AAL =¥ 12F CICIN
Find Customer  F3 2 i~ HANSEN Oddbjoern Mr
View Customer F# +~ DY940 OSL-CPH =y 3E CKIN

Menus + DY3092 CPH-AAL (== 12E CKIMN
Baggage» SF3
Cust. Detailsy F12
Cust. Servicer SF4
Disruptione SFB8
ETASK F10O Select Customer(s) for Acceptance: [1-2 (%) Expand [S5F2] 2 of 2 Selected
FI".-:'hF L Chy O Select customer(s) to accept. Enter bag details and seat preference (if required).
Prlnt_lngr SF10 Baggage Seating
Seating» SF11
Ticket»r SFG6 Hold Baggage: |1 Seat Preference: Q
Transferr SFQ
View Links SFS

— Advanced Options [F2] | Accept | Back

ystemn — | =

Restart 5F12 | Question ==

Y¥ou have selected advanced options.

Select one or more of the following Advanced Option(s):

1 Enter short tag, manual tag
g 2 Enter bags for each individual customer
a3 3 Enter seat preference for each customer

4 Use advanced acceptance options (e.g. Standby, Through Check-in}

5 Accept customers on specific flights

! —
Cancel

When adding the baggage, use (F2) to display Advanced Options. Choose option 1.
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Messenger (0}  Customer (1) Flight Dy940 (2)
Customer Tdentification

Shortcuts
Add Bags +  DYQ40 31MAY OSL =+ CPH Copenhagen Kastrup (2) Sd'_I'D: 14:00
Add FOTY Acceptance Open Gate: Mone Boarding: 13:35
Add Itinerary Customer Bkg Tkt Cabin Seat Accept Baggage Info
Add Service 1 : LODTZJOHANNESSEN Linda Mrs
Cancel Accept = DYed0 OSL-CPH =y 3F CKIN
Find Connection i+ D¥3002 CPH-AAL =y 12F CKIN
Find Customer 2 i HANSEN Oddbjoern Mr
Iz [ EUE EE I Er + DYg40 OSL-CPH =y 3E CKIN

Menus +~ DY3092 CPH-AAL =y 12E CKIM
Baggage»
Cust. Details»
Cust. Services
Disruptione SF8
ETASH Select Customer(s) for Acceptance: [1-2 [¥] Expand [SF2] 2 of 2 Selected
Fl'gh!: Info O Select customer(s) to accept. Enter bag details and seat preference (if required).
Printingr SF10 | “Raggage Seating
Seatingr
Ticketr Hold Baggage: |1 Seat Preference: Q
Transferr
View Links 3

— Tag Mumber From To Acc Class Owner Tag Type Info

ystem
Restart | [-losL 7 ]aaL [+ I I [auta I
CPH
Lo (AaslL v
0 Bags
(#) Basic Options [F2] Back

Choose the first destination, CPH in this case.
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Tickets

Norwegians customers will have a ticketless booking or an e-ticket.

Most of the customers will have a ticketless booking, which means that they have booked their
journey through Norwegians website. All these booking will have the symbol of a paper ticket in the
CPR.

=

Electronic Tickets (E-ticket) are booked through travel agencies around the world. The E-ticket is
stored electronically in the airline system and when you check in a customer with E-ticket the system
will search to find an E-ticket association.

Here you can see the symbol of an associated E-ticket.

IE fl-:l

Unassociated E-tickets will show like this.

<t

Associating Electronic Tickets

fpplications  Device  Mavigation Logoff  Help 14JUN12 13:57 ¥ &
Messenger (0) | Customer (1) | Flight DY&14 (2} | IFE Help (3) —=?El
Customer Identification _JEVER{])) Lo Tao=la) &1
Shortcuts
add Bags = DYB14 14JUN OSL # BGO Bergen Flaskand STD: 15:00
Add FOTV Accepfance Open Gate: None Boarding: 14:35
Add Itinerary Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service [ 1 —
Cancel Accept + DY614 0SL-BGO oy Service, CKIN

Find Connection
Find Customer
View Customer

Menus
Baggage»
Cust. Details»
Cust. Service»
Disruptions SF8

ETAS» Select"Customer(s) for Acceptance: [1 (%) Expand [SF2] 1 of 1 Selected

Flight Info | e E-Ticket association is required for customer: S —
sria @

g:?ttmgg: Proceed to associate, override the ticketing requirement.

Tickets Override Ticketing Requirement

Transferr L

View Links DETE B

System

Restart (¥) Advanced Options [F2] Back

If the e-ticket is not associated you will have a warning that tells you to proceed to associate.
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Applications 2 : tion Logoff Help 14IUN12 1

Messenger (0) | Customer (1) | Flight DY614 (2) | IFE Help (3)

Customer Identification eSSl T B V=10 i g =]

E-Ticket Association

Shortcuts
= DY614 141UM OSL # BGO Bergen Flesland STD: 15:00
Coupon Status Acceptance Open Gate: None Boarding: 14:35
Manual E-tkt  F4 P P : g: 2+
Set Invol Indctr Customer Bkag Tkt Cabin Seat  Accept Baggage Info
Use Other Ticket 1 —
View Customer = DY614 0SL-BGO jo i Service, CKIN
View Full ETKT
Menus
Customer»
Ticket»
System
Restart
Select Customer: [1 [¥) Expand [SF2] 1 of 1 Selected
O This customer has an unmatched E-Ticket. Verify validity and confirm, or leave blank to disassociate.
E-Ticket Data & Coupon List
Number: 3289575702841 Type: Adult Frequent Flyer: NONE
Customer: [ Date of Issue: 14MAY12
Endorsements: VALID OM DY ONLY/NONREF
@ 1 Ticket(s) Stop From/To  Flight Class Date Bkg Fare basis - Coupon status Involuntary Valid From/To Allow
retrieved 1 Yes OSL-BGO DYol4 L 141UN OK LSTAJRAB FLOWN 14Jun/14Jun 2PC

Associate Flight DY614 in class L with Coupon Mumber(s):

IOonﬁrmI [;-\:C_s::-“'e-'l I Exit l

The system will ask for selecting the right coupon. In this case there is only one, and it matches the
itinerary. Type the line number of the coupon and enter to confirm. It’s mandatory to have a ticket
for the customer; otherwise you will not be able to accept them.

Ticketless

If the customer is a ticketless booking, and the ticket number is missing it will look like this.
In most cases the booking has been made by an agency that never issued the ticket.
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14JUN12 18:14 ¥ &

3

—F1

Logoff  Help
Customer (1) | Flight DY&002 (2) JFE Help (3)

Customer Selection Customer Acceptance

Messenger (0}

Customer Identification

Shortcuts

add Bags = DYE002 1£_LJUN OSL = TOS Tromso Langnes STD; 17:00
Add FOTY Acceptance Closing Gate: Mone Boarding: 16:35
Add Itinerary Customer Bkg‘_Tk:tICabin Seat  Accept Baggage Info

Add Service 1 HANSEN Kaare Mr V. N

Cancel Accept +~ DY6002 OSL-TOS [ s CKIN

Find Connection

Find Customer

View Customer
Menus

Baggage»

Cust. Details»

Cust. Servicer

Disruption» S5F8

ETASH Select Customer(s) for Acceptance: @ Expand [SF2] 1 of 1 Selected
Flight Info Ticket details are required for customer: HANSEN Kaare Mr.

gz::il:g: SF10 0 Proceed to enter missing information or override the ticket requirement.

Ticket:;l Override Ticketing Requirement

Transferr

Override: E

Yiew Links

Rs;;-sstli:rnt-u [#) Advanced Options [F2] @
Override

In some cases we have to override the ticket. But this must always be confirmed by the travel agency
otherwise the customer can be travelling for free.

Shortcuts
Add Bags
Add FOTY
Add Itinerary
Add Service
Cancel Accept
Find Connection
Find Customer
Wiew Customer

Menus
Baggage»
Cust. Details»
Cust. Servicer

14JUMN1Z 14:11

Messenger (0) | Customer (1)

Customer Identification Customer Acceptance

JFE Help (2}

= DYG614 143U OSL = BGO Bergen Fleskand STD: 15:00
Acceptance Open Gate: Mone Boarding: 14:35
Customear Bkg Tkt Cahin Seat Accept Baggage Info

5
! DY614 OSI-BGO =i

Searvice, CKIMN

Disruption» SF8
ETASH Select Customer(s) for Acceptance: [1 [¥) Expand [SF2] 1 of 1 Selected
AhEl i Wi o E-Ticket assocdiation is required for customer: HOVDEN Eivind Mr.
g""tt,'"g’ SF10 Proceed to_associate, override the ticketing requirement.

eating»
Ticket» Override Ticketing Requirement
Transfers £
View Links Sy :D =

o

System

Restart Yes (%) Adwvanced Options [F2] Back
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Services (SSR)

Services are specific requests from a customer. The services you add to a customer are stored in the
PNR.

Some of the services that can be added will trigger an extra cost for the customer. Therefore you are
not allowed to add certain types of SSRs:

AVIH
PETC
UMNR
WEAP

All these SSRs should already be in the customers PNR when they approaches check-in, but if there of
some reason is not, you have to contact Norwegians Service desk to have them add it to the booking
system.

SSRs that you can add yourselves are:

WCHR
WCHC
WCHS
BLND
DEAF
MEDA

Add services

Identify the customer and press (F5) to Add Service

Applications Mavigation Logoff  Help 15JUN12 09:35 %
Messenger (0) | Customer (1) Flight Dye002 (2}
Customer Identification s el o) 1 e ppr—e———

Shortcuts oTe N )
Delete Service R:cﬁegﬂénce Dl;jglUN OSL = TOS Tromsa Langnes Gate: None BOE,-%LD- 1176%[35
Update Service D P : g: 162
Yiew Customer Customer Bkg Tkt Cabin Seat Accept Baggage Info

Menus 1 IBSEN Henrik Mr
Customerr = DYS002 QS TOS = CKIN

System
Restart

Select Customer(s): |1 [¥) Expand [SF2] 1 of 1 Selected
() Enter services.
Special Services

"Service Service Description Additional Description
1 WCHR  [...]WWHEELCHAIR TO AIRCRAFT DOOR REQUEST || |
| 7| I |
[¥) Advanced Options [F2] l Add Serv'loe] [ Exit ]

Type the SSR code.
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Shortcuts
Add Bags
Add FOTY
Add Itinerary
Aadd Service
Cancel Accept
Find Connection
Find Customer
View Customer

Menus
Baggager
Cust. Details»
Cust. Servicer
Disruption»
ETAS»

Flight Info
Printing»
Seating»
Tickets
Transfers
Yiew Links

SF8

SF10

System
Restart

— —
Q Service added to
IBSEM Henrik Mr

I

15JUN12 09:3

ation  Logoff Help

Applications D

Messenger (0) | Customer (1)

Flight DYy&002 (2)

Customer Identification Gl Tda=Tal e yla:}

= DYB002 151UM OSL = TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: None Boarding: 16:35
Customer Bkg Tkt Cabin Seat  Accept Baggage Info
1 IBSEN Henrik Mr —
- DY6002 OSL-TOS (= WWCHR, CKIN

Select Customer(s) for Acceptance: |1 %] Expand [5F2] 1 of 1 Selected

O Enter bag details and seat preference (if required).
Baggage

Hold Baggage: D

Seating

[
(%) Advanced Options [F2]

Seat Preference: |

Back

The service has been added.

Menus
Baggage
Cust. Details»
Cust. Service»
Excess Baggages
Printing»
Recognitione
Regrade Infor
Seatingr
Tickets
Transfery

System
Restart

sp3| & DY6002

151UN12 09:40 % &

ation  Logoff  Help

Flight DY&002 (2)

Applications
Messenger (0) | Customer (1)

Customer Identification sy (= e et 1) 1=

Customer Record

STD: 17:00
Boarding: 16:35

15]UN OSL + TOS Tromso Langnes
Acceptance Open

Customer

1 IBSEN Henrik Mr
A = DYB002 15U OSL-TOS WCHR, CKIN

Select Customer: Select Flight(s): a [¥) Expand [SF2] 1 of 1 Selected

O Select customer to view corresponding record. Refine the "All Categories’ display with F2 function.

RIK -
Male
Record Locator: CHIVG3

‘DYBDM 15JUN QSL-TOS SIIOIITE

Gate: None
Accept Baggage Info

Bkg Tkt Cabin Seat

=y

Manual Selectee: No

|DYEDE|2 15JUN OS5L-TOS Acceptance Status: Customer not accepted

Passport and Travel Information
|Surname: IBSEN Gender: Male

/1, Seat Information

Seat: None Preference: None Shuffle: OFF  B. Pass: Not

‘DYEDDE ENINRESE RS printed Security Mumber: None

() Special Services
1 DYe002 15JUN OSL-TOS

WCHR WHEELCHAIR TO AIRCRAFT DOOR REQUEST
CKIN CHECK-IN SERVICE REQUEST LUGGAGE 1 PCS

Ticket Details
|DYEDDE 15JUN OS5L-TOS

Ticket Number: 3287412458628 Ticket Type: Paper Ticket
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Choose View Customer (F7) to open the whole CP-Table, you will see that the Special Service is
added.

Delete Services

Identify the Customer; choose Add Services, and then Delete Services

15JUN12 09:49 ¥ &

Messenger (0) | Customer (1) Flight DY&002 (2) ,__,'?;,_1

Customer Identification Customer Acceptance Delete Service
Shortcuts
Add Service = DY6002 15JUM QOSL =+ TOS Tromso Langnes S'_I'D: 17:00
View Customer Acceptance Open Gate: Mone Boarding: 16:35
Pa— Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Customers 1 IBSEN Henrik Mr
= DYe002 OSL-TOS =y MVCHR, CKIN
System
Restart
Select Customer(s): [1 [¥) Expand [SF2] 1 of 1 Selected
() select service(s) to delete.
Special Services Information Recap
1 DY¥&e002 15JUN OSL-TOS CKIN CHECK-IM SERVICE REQUEST LUGGAGE 1 PCS
2 DYs002 _15JUN OSL-TOS M/CHR WHEELCHATR TO ATRCRAFT DOOR REQUEST |

Selact :D 1 of 2 selected

Delete Service | | Exit |

Type the line number of the Service to delete and confirm.

Applications  Device Mavigation Logoff  Help 15JUN12 09:52 .

Messenger (0) | Customer (1) | Flight DY&002 (2)

Customer Identification ZeiE3 iy @ tau=lal¢: g{n:]
Shortcuts
Add Bags = DYs002 15]JUM OSL = TOS Tromso Langnes S‘_I'D: 17:00
Add FQTV Acceptance Open Gate: Mone Boarding: 16:35
Add Itinerary Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service 1 IBSEN Henrik Mr
Cancel Accept = DYB002 0SL-TOS =y CKIN
Find Connection

The service is removed.
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Comments

A specific message or text that can be associated to, and triggered by certain events such as
acceptance. Comments have a priority attached to them. All high priority comments inhibit the

completion of the process that triggered it. This forces the Agent to deliver or delete the message

before continuing.

There are two types of comments:

o Pre-defined flight comments — comments that appear in the list depending on how business-
rules have been set up.

e Free text comment — You can type maximum of 70 characters of text.

Adding Comments

To add comments press Shift + (F4) and then (F3).

Shortcuts
Add Bags
Add FOTY
Add Itinerary
Add Service
Cancel Accept

F11
F4
F8
F5
F&

Find Connection F9

Find Customer F3
View Customer F7
Menus
Baggage» SF3
Cust. Detailsy F12
Cust. Servicer SF#
Disruption» SFE
ETAS» F10
Flight Info SF7
Printing» SF10
Seating» SF11
Ticket» SFB
Transferr SF9
View Links SF5
System
Restart SF12
T

= DY6002
Acceptance Open

Customer

16IJUNM OSL #+ TOS Tromso Langnes

Bkag Tkt Cabin Seat

STD:
Gate: Mone Boarding:

Accept Baggage Info

1 GRANVIKEN Petter Mr
051L-TOS

++ DY6002

FQTV
=

CKIM

Add Comment

Add FOTY

Add Itinerary

Add Service

Amend Itinerary

Cancel Acceptance
Cancel Itinerary

Manual Regrade

Update Yolunteer Status

nce (if required).
Seating

[*] Expand [SF2] 1of1

Seat Preference:

@Advanced Options [F2]
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You can choose if you would like to add a pre-defined comment or write your own. You then need to
choose where this comment needs to be shown and assign priority.

Customer Identification omer Acceptance Add Comment

Shortcuts

= DYG002 168JUN OSL =+ TOS Tromso Langnes STD: 17:00

lez?atfecgm::th Acceptance Open Gate: Mone Boarding: 16:35
Yiew Customer Customer Bkg Tkt Cabin Seat Accept Baggage Info

— T GRANVIKEN Petter Mr FQTW
Customer» - DYS002 0OS1L-TOS =l v CKIN

System
Restart

Select Customer(s): |1 +] Expand [SF2] 1 of 1 Selected

O Select a pre-defined comment or enter free text.

or

Pre-defined Comment Free Text Comment

1 SORRY FOR DELAY
2 HAPPY HOMEY MOOMN
3 PLEASE SSE AGEMNTS
Action this Comment:
|<Select Typex= || v]
Select Comment: prioricy: [High |[=]
¥) Adwvanced Options [F2] IAdd Cclmment] [ Exit ]

/At Boarding Pass Re-print

At Check-in

At the Gate

List Only

Mext Time

Print on Boarding Pass

Print on Onboard Service List

Print on Onboard Service List & Boarding Pass
<Select Type> [=

Priority: |High E
dvanced Options [F2] | Add Comment Exit.

When using ctrl + arrow down it will display the menu for where the comments can be delivered
For most comments it will be At the Gate.

Messenger (0) | Customer (1)

Customer Identification

g Add Comment

Shortcuts

+ DYE002 168JUN OSL =+ TOS Tromso Langnes STD: 17:00

Delete Comment F9 . il -
Update Comment Acceptance Open Gate: Mone Boarding: 16:35
View Customer Customer Bkg Tkt Cabin Seat Accept Baggage Info

Menus T GRANVIKEN Petter Mr FQTV
Customer» *# DY6002 QSL-TOS =1y CKIM

System
Restart

Select Customer(s): 1 [¥) Expand [SF2] 1 of 1 Selected

() Select a pre-defined comment or enter free text.

2T Free Text Comment

Customer is afraid of flying

Action this Comment:
|At the Gate =]
Priority:

(%) Advanced
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The comment will have Priority High as default, but you can also choose Normal.

= DYB002 16JUM QOSL + TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: Mone Boarding: 168:35
Customer Bkg Tkt Cabin Seat  Accept Baggage Info
1 GRANVIKEN Petter Mr FQTV P
+= DYB002 QSL-TOS =y 14C s €3, oK

Customer with a High priority comment

= DYB002 16JUM OSL + TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: 40 Mow Boarding
Customer Bkg Tkt Cabin Seat  Accept Baggage Info
1 GRANVIKEN Petter Mr FQTV
= DYB002 QSL-TOS =y 14C s (=), CKIN

Customer with a Normal priority

The difference is that a High Priority comment will prevent the customer from being boarded until
the comment is delivered. A normal comment will not.

Applications  Device  MNavigation  Logoff  Help 16JUN12 11:33 ¥ &
Messenger (0) Customer (1} | Boarding DY6002 (2) ——;-?P-l
Enter Flight
Shortcuts
Boarded List = DYB002 16JUMN OSL = TOS Tromso Langnes STD: 17:00
Cancel Accept Acceptance Open Gate: 40 Mow Boarding
ID:I::I';;?I;'I:L List ke Accepted Boarded Mot Boarded J Accepted
Spdl Assist List Joining ' Guestion - l—23 1 () F9 to see the list
Menus Transit -_— 15 () F7 to see the list
Baggage» Totals ) o ) i}
Boardingr High priority Comment exists for:
ﬁ?;ﬁ?{"e" Mot GRANVIKEN Petter Mr Order |Ascending | =]
Lists) I On Flight: DY6002 16JUN12 OSL-TOS en Info
Printing» 1 GRAL [x]
Seating» -
System Comment:
Refresh - ) .
Restart Customer is afraid of flying
SE|EC| 1 Has the comment been delivered? 0 of 1 selected
O Enter] NS
[ Delvered ] I Hot Delivered ]
Customenr|’
- ’
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Deleting Comments

Ensure that the Customer you want to update is identified and display the Delete Comment screen.

O Select comment(s) to delete.

Comment Details Recap

Applicat] ation Logoff  Help 16JUN12 11:57 ¥ &"
Messenger (0) | Customer (1) | Boarding DY&002 (2) __;?;,,1
Customer Identification Customer Acceptance 3Te=Ta) =T (a0 (4] {a ]y Fjalnly] Delete Comment
Shortcuts
Add Comment = DYE002 16JUN OSL =+ TOS Tromso Langnes STD: 17:00
Update Comment Acceptance Open Gate: 40 MNow Boarding
View Customer Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Menus 1  GRANVIKEN Petter Mr FQTV |
Customers = DYE002 OSL-TOS = 14C EORRDED CKIN
System
Restart
Select Customer(s): [1 (%] Expand [SF2] 1 of 1 Selected

1 DY&002 16JUN OSL-TOS

BLLhe Gate: Customer 15 afrad of fmng Frioricy: High |
Delivery: Delivered

sElect:

The system deletes the comment from the customer.

1 of 1 selected

Deleteoommentl I Exit ]
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18JUMN1z2 12

Customer (1) Boarding DY&002 (2)

Customer Identification stomer Acceptar 3

Messenger (0)

Shortcuts

- DYE00Z 18JUN OSL =+ TOS Tromso Langnes STD: 17:00
ggg ES?::. Fi; Acceptance Open Gate: 40 Moww Boarding
Add Itinerary FE2 Customer Bkg Tkt Cabin Seat Accept Baggage Info
Add Service F= 1 SAGEN Alf Mr
Cancel Accept F& >+ DY6002 OSL-TOS = v CKIM
Find Connection FO
Find Customer FZ
Yiew Customer F7F

N Add Infant
BEGO A0 > Sk S ———
Cust. Details» F12
Eust Services ogpep| odd or Amend Travel Document

Disruptione SFE| add Posn Crew Indicator
(LT F1O0 add Secondary Document —I =] Expand [SF2] 1 of 1 Selected
Flight Infa SF7F hquired).
Printing» SF10 - Seating
Seating» S5F11| check APP - Q
Ticket» SF6 Seat Preferance:
Transfer»r sFo| Check ADQOQ
wview Links SFS| Check iaPP
%] Adwvanced Options [F2 Back
S ® prions [F2] pt] | Back |
Restart SF12

Find Connection

Remove Infant
Unmerge Booking
Update Other Details
View Customer

Choose (F12) Customer Details and Shift + (F6) to Add Infant

16JUM1Z2 14:02 .

Messenger (0} | Customer (1) Boarding DY&002 (2)

Customer Identification ustomer Acceptance

Add Infant
System
Restart = DYGO02 16JUM OSL = TOS Tromso Langnes STD: 17:00

Acceptance Open Gate: 40 Mow Boarding
Customer Bkg Tkt Cabin Seat Accept Baggage Info

1 SAGEN Al Mr
- DYE002 051 -TOS = CKIN

Selact Customer: [*) Expand [SF2] 1 of 1 Selected

(D Select customer and enter the new infant details to add the infant.
Customer Details

Surname: |SAGEN First Mame: | |
Gender: I:"E Age: Months Date of Birth={ddrmrmyyyy

Infant Details Recap

1 DYS002 J16JUN OSL-TOS 1

Selact: |1 1 of 1 selected

Add Infantl [ Exit ]

To be able to add an infant you have to enter First Name

To remove an infant you choose Shift + (F8) on the Customer Detail menu.

NB: You can only add/remove infant to customer which is not accepted.
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Update Customer Details

Customer details include title, gender, age and date of birth. It can only be updated on one Customer
at a time.

ation Logoff Help 16IUMNLZ2 14:

Messenger (0} | Customer (1) Boarding DY6002 (2)

Customer Identification _JeVERwaly,T-1 - Yolal-Va) o1y To -]

Shortcuts

= DY&BOOZ2 16JUM OSL = TOS Tromso Langnes STD: 17:00
Add Bags F11 . -
Add FOTY Fa Acceptance Open Gate: 40 Mow Boarding
Add Itinerary F2 Customer Bkg Tkt Cabin Seat Accept Baggage Info
Add Service FS 1 SAGEN AK Mr
Cancel Accept  F6 - DY6002 OSL-TOS =¥ CKIN

Find Connection F9
Find Customer F3
View Customer F7

Menus Add Infant
Baggage» SF3

Cust. Detailsy F12
Cust. Servicer SF4 Add or Amend Travel Document

Disruptionk SF2| Add Posn Crew Indicator
ElE FLO( " Add Secondary Document —l [¥) Expand [SF2] 1 of 1 Selected
Flight Info SF7 \quired)
Printing» SF10 - Seating
Seatingr SF11| check APP - Q
Ticket» SFG Seat Preference:
Transfers spg| Check AQQ
View Links 5F5| Check iAPP
= [¥) Advanced Options [F2] Back
ystem
Restart SF12

Find Connection

Remove Infant
Unmerge-Booking
Update Other Details

View CUstomer _I
Customer Bkg Tkt Cabin Seat  Accept Baggage Info
1 SAGEN Alf Mr
= DYG002 Q5L-TOS @ hd CEIN

Select Customer{s): 1 (%) Expand [SF2] 1 of 1 Selected

() Enter details to update.

Customer Details
Tite: IR
Type: B Gender: E] Age: Years  Date of Birth: |ddmmyyyy

Save Customer Details | | Bt |

The fields are pre-filled with the existing details from the CPR. Certain fields are not able to update.
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Timatic

The Travel Information Manual provides information for nearly 200 countries and contains passport
and visa requirements and health documentation. It’s a Publication of IATA.

Applications  Dewice [ tion Logoff  Help 17JUN12 10:48 ,* &
Messenger (0) | Customer (1) | Flight DY&002 (2) -—;:?El
Customer Identification ZHRaal (= g tauzla)e: yln:]
Shortcuts
Add Bags F11 = DYB002 173UM OSL = TOS Tromso Langnes S'_I'D: 17:00
Add FQTY F4 Acceptance Open Gate: None Boarding: 16:35
Add Itinerary 8 Custormer Bkg Tkt Cabhin Seat  Accept Baggage Info
Add Service F5 1 KVERNBERG Hanserik Mr
Cancel Accept  F6 + DY6002 05L-TOS = CKIN

Find Connection F9
Find Customer F3
View Customer F7

Menus
Baggage» S5F3
Cust. Details» F12
Cust. Servicer S5F4
Disruption» SF8

IEITAP?;I - ;2 Timatic T{Mecepiance: |1 [¥) Expand [SF2] 1 of 1 Selected
ig nfo N

gechl L crinl Timatic ETA o [ seat preference (if required). Seating

Seating» SF11| — - =

Ticketr SF6 Hold Baggage: Seat Preference: Q

Transfer» SF9

Vi Link: SF5
e s [¥) Advanced Options [F2] Back

System
Restart SF12

17JUN1Z 10:52

Messenger (0} | Customer (1) Flight DY&002 (2)

Customer Identification

stomer Acceptance

Shortcuts

Timatic ETA Request: Visa/Passport Mationality: Norway Destination: LONDOMN GATWICK

Menus Transit:

ETAS» TIMATIC-3 / 1&6SEPlz 7 0952 UTC -
MALATIONAL MNORWALYT (MNO) SEMELRKATTION MNORIWLY (MNO)

SuSisin LESTINATION UNITED HINGDHOM (GE)

Restart

WISA DESTINATION UNITED KINGDOM (GE)

______ NODPMAL PASSPODRTE OMLY .. .. ..

PASSPORT REQUIRED.

FHFEEE*FTHIE IS TIMATIC TESTING ENVIROMNMENT***+**

— PASSPORT ANDsOR PASSPORT REPLACING DOCUMENTS MUST EE VALTID
FOR THE PERIOD OF INTENDED STAY.

WISA NOT REQUIRED .

MINORE -

— WHEN THEIPR NAMES ARE REGISTERED IN THE PASSPORT OF (ONE OF)
THEIPR PARENTE OR GUARDIANE, =TIDFT/GE/DPA/MI/ID17Z70

LADDITIONLL INFORMATION:

— FLIGHTS EETWEEN THE UNITED EINGDOM AND THE CHANNEL ISLANDS,
IDELAND (REP. OF) ANIr ISLE OF MAN ARE TREATED AS DOMEESTIC
FLIGHTS, THEREFORE ARE NOT SUUEJECT TO TUE IMMIGRATION

CONTROL .

SIMPLIFY YOUR REQUEST USE TIFA, TIFYV AND TIFH -

(D) Enter details to query Timatic.
Timatic ETA Enquiry

Request:|Visa/Passport =]  mationalty:[nOR [..] origin:[osL [..]  Destination: Lew -]
Transits: | = = =) Resident: [=)

[[send Request|] | Exit |
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APIS - Advanced Passenger Information System

To API destination it's mandatory to enter the information. It will not be possible to accept a
Customer without.

The system prompts you to provide or confirm it during acceptance. You can enter APIS information
manually or swipe the customer’s passport.

tion Logoff Help 30MAY12 1

Messenger (0) | Flight Y1310 (1) | Boarding (2) | Customer (3) | Reservations (4)

Customer Identification JEVAE G &1y 1a]

Shortcuts =
= DY1310 30MAY OSL + LGW London Gatwick {South) STD: 18:10
Add Bags ) M=)
Acceptance Open Gate: None Boarding: 17:45
Add FQTY
Add Itinerary Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service 1 LODTZIOHANNESSEN Linda Mrs —
Cancel Accept = DY1310 OSLLGW =y €pocs, ckin

Find Connection
Find Customer
View Customer

Menus
Baggager
Cust. Details»
Cust. Servicer
Disruptions SF8

ETAS: ) Select Customer(s) for Accepmnce: [¥) Expand [5F2] 1 of 1 Selected

Flight Info SI;;; () Passport or other Travel Information is required for customer: LODTZJOHANNESSEN Linda Mes.
\

;::ttlﬁg: Proceed to enter missing information or change the flight/leg selection.

Ticketr (%) Advanced Options [F2] Back

Transfer»
View Links

System
Restart

You will see that there is a high priority message for these customers and the explanation DOCS next
to it. When you enter to proceed, the system will ask for Passport information.

tion Logoff  Help 30MAY12 15:39 ¥ &’

Messenger (0} | Flight DY1310 (1) | Boarding (2) | Customer (3) Resenvations (4) ’=?F-1

Customer Identification eV ST TR &8 F L ———

Syst
e % DY1310  30MAY OSL + LGW London Gatwick (South) STD: 18:10
Acceptance Open Gate: Mone Boarding: 17:45

Customer Bkg Tkt Cabin Seat  Accept Baggage Info
1 LODTZIOHANNESSEN Linda Mrs
+ DY1310 OSL-LGW (= €300cs, ckm
Select Customer(s): 1 [¥) Expand [SF2] 1 of 1 Selected
O The following information is required for this customer. Swipe document or enter details below.
Customer Details Passport (NOR)
Natiorality: NOR = Number: 12345678
Gender: Fernale (=] TS LODTZIOHANNESSEN
Date of Birth: 03]1AN1966 Given Name(s): |Linda
Issue Country:  [NOR &=
Expiry Date: 250CT2016] |
Carried: Yes =

[¥) Advanced Options [F2] [Oonﬁlm] [5;: Cys::-"—:-'l [ Back I

& ata collected for
LODTZIOHANNESSEN
Linda Mrs
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Complete the missing information and confirm. When the APl information is entered it will update
the customers PNR and be stored there until his/hers return.

It is not possible to delete APIS, but it can be changed by pressing Shift + (F4) for Customer and then
choose Shift + (F8) for Add or Amend Travel Document.

Messenger (0) | Flight DY1310 (1) | Boarding (2) | Customer (3)| Reservations (4)
Customer Identification  Customer Acceptance Jode=laleTyla-P (g{v g Frlalely]

Shortcuts
- = DY1310 30MAY OSL + LGW London Gatwick (South) STD: 18:10

Accept. Floures B9 b oo htance open Gate: None Boarding: 17:45
AddBags  Fi11 P P : B
Add Comment F3 Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service F10 1 LODTZIOHANNESSEN Linda Mrs
Print BPass  F4 #DY1310  OSLLGW By 10F v CKIN
Print Bag Tag F5
View Customer F6

Menus
Baggager SF3[ add o t
Customer» SF4 ommen
Flight» SF7| Add FQTY
Identification» SF8| add Infant
Linking» SE5

L F
printings  Sraq) Add or Amend Travel Document %) Expand [SF2] 1 Customer(s)
Seatings SF11| add Pos Crew
Ticketr SF6
Transfers 0T Add Secondary Document
Add Service

System

Restart SF12| Cancel Acceptance
Check APP

Q 1 Customer(s) Move to Partner Block
Accepted

1B.P 14
sse sen Remove Infant

Timatic
Timatic ETA
Track Customer

Update Yolunteer Status
View Customer
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Transferring Customers
For transferring Customers the following conditions must be meet:
o Allflights has to be in the Amadeus Altea DCS
e Customer cannot have acceptance status
o Boarded
o Not travelling
o If the Flight Status is
o Suspended
o Locked
o Departed
e |f the Acceptance Status is
o Closed
o Finalised
Status Type Original Flights New Flights
General *Suspended *Suspended
+Locked +Locked
=Departed *Cancelled
*Departed
Acceptance *Closed *Mot Opened
«Finalised «Gated
*Suspended
*Closed
*Finalised
Load Control/Sheet Finalised Finalised
Boarding Closed Closed

e Routing changes are not permitted, except for connecting points. The board point and off
point must remain the same.

e Infants, cabin baggage and extra seats must be transferred with their associated customers.
If you need to cancel cabin baggage or extra seat, you can do so separately from the transfer
process.

e Baggage pools may not be broken. All customers in a baggage pool must be transferred
together. If you need to transfer only some customers, you have to depool their baggage
separately from the transfer process.

e You cannot transfer from one carrier to another, so the system will not propose other
carriers flights.
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Transferring Customers during the acceptance Process

The system automatically offer available transfer during Customer acceptance based on Customer
Value.

All customers with selling class A, C, D, E or S (Full flexibility) will be offered to Flow Forward.

Applications D ation

Messenger (0} | Customer (1) Flight Y3222 (2)

Customer Identification Customer Acceptance Available Journey Selection

System - = .
Restart DYeoo2 18JUM OSL - TOS Tromso Langnes STD: 17:00

Acceptance Open Gate: None Boarding: 16:35
Customer Bkg Tkt Cabin Seat MAccept Baggage Info

1 KVERNBERG Hanserik Mr
T DYE002 O5SL-TOS = CKIM

O Offer Axailable Journey Below. Select an alternative journay
or press accept to continue with original journey

OSL-TOS From: 18JUM12 Carrier:DY

Flight 5TD ETD STA ETA
1 DY376 18JUMN12 QSL-TOS 08:30 10:15
2z DY382 18IJUMN12 OSL-TOS 14:10 16:00

Select Journey:

[Accept] | B | |

If the customers accept this offer you can type the selected journey and then accept him on an
earlier flight.

The PNR will be updated and his seat on the originally flights will be available for sale.

Applications  Device  Mavigation Logoff  Help

Messenger (0) = Customer (1) | Flight DY3222 (2)

sustomer Identification JETSL LI s el Available Journey Selection  F-tau=lal &y Ia=R (11{nl 1) E 1]

Shortcuts
Accept. Figures = DY376 18JUN OSL = TOS Tromso Langnes STD: 08:30
add Bags Acceptance Open Gate: None Boarding: 08:05
Add Comment Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service 1 KVERNBERG Hanserik Mr  MRG
Print B Pass + DY376 0SL-TOS = 3F W CKIN
Print Bag Tag F5
View Customer

As you can see the customer has been transferred. There has been added info in his CPR-table MRG
which means that the customer has been Merged.
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Transferring Customers to Standby journey options

A standby transfer can be used if Customer would like to travel on an earlier flight, but only if
available. The customer will then be on Wait List (WL) until space is available — No shows.

181UN12 07:51 %

Messenger (0) | Customer (1) | Fight DY754 (2) | JFE Help (3)

Customer Identification JEVAG TR Teda & TyTd:]

Shortcuts
Add Bags F11 " DYBD0Z  1BJUN OSL + TOS Tromso Langnes STD: 17:00
‘addd FQTY 4 Acceptance Open Gate: None Boarding: 16:35
Add Itinerary 8 Customer Bkg Tkt Cabin Seat  Accept Baggage Info
Add Service F5 1 HANSEN Oddbjoern Mr
Cancel Accept  F& I ~ DYBOOZ 05SL-T0S = 3A CKIN
Find Connection F9 T HANSEN Isein Ms Tt
Find Customer  F3 ++DY6002  OSL-TOS Y
View Customer F7

Menus
Baggager SF3
Cust. Detailsy F12
Cust. Servicer SF4
Disruption» SFe
ETAS) F10 Select Customer(s) for Acceptance: [1-2 (¥) Expand [SF2] 2 of 2 Selected
Flight Info— SE7 () pnter bag details and seat preference (if required).
Printings  SF10| “Bagnane Seating
Seating» SF11
Tickety SF6 Hold Baggage: Seat Preference: D
\If::\?f{?;:cs gg Avail. Journey Options

¥) Advanced Options [F2] | Accept Back

—— Force Transfer 6] ptions [F2]

Restart 5F12| Move to Partner Block
Standby Journey Options 9%,

If you choose the Transfer Menu you will see the options. After a transfer, once the Customer is fully
accepted on the new flight all information is transferred automatically.

Forcing Transfer

This type of transfer is mainly used in the event of Disruption.

Messenger (0) | Customer (1) | Fight DY754 (2) | JFE Help (3)

Customer Identification

Shortcuts
add Bags F11 % DY6002 18JUN OSL # TOS Tromso Langnes STD: 17:00
Add FQTV F4 | Acceptance Open Gate: None  Boarding: 16:35
Add Itinerary  F8 Customer Bkg Tkt Cabin _ Seat _ Accept Baggage Info
Add Service F5 1 LORENTZEN Thomas Mr
Cancel Accept  F6 - DYB002 _ 0SL-TOS (=] CKIN
Find Connection F9
Find Customer  F3
view Customer F7

Menus
Baggager SF3
Cust. Detailsy F12
Cust. Servicer SF4
Disruptions  SF8
ETASH F10|  Select Customer(s) for Acceptance: |1 (3) Expand [SF2] 1 of 1 Selected
Flight Info SF7| @ pnter bag details and seat preference (if required).
Printing» SF10| Bagage Seating
Seatingr SF11
Ticketr SF6 Hold Baggage: Seat Preferance: =)
5:::"5{?:';5 gig Avall. Journey. Dptions

o (Foem Tl (%) Advanced Options [F2] Back

ystem —
Restart SF12| Move'toPartier Block
Standby Journey Options

Choose Force Transfer from the menu. You will then be shown all the alternative journeys.
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Alternative Flights for:OSL - TOS  From: 181JUM 08:00 Carrier: DY (Prime Only) (Direct Only)
Availabil...
Flight STD ETD STA ETA Y Total
1 DY376 181UM12 QSL-TOS 08:30 10:15 92 9d =~
2  DY382 18JUN12 0OSL-TOS 14:10 16:00 g3 43
3 DY386 181UM12 OSL-TOS 17:45 19:30 806 80
- gi\, DYe004 18JUN12 05L-TOS 18:00 20:00 188 188
5 DYedle 181UM12 OSL-TOS 19:00 21:00 188 188 -
(= I ST A s T EERIRIAE Bal mcL TEe 1MN.CN 1.0 oo oo
Select Journey:

& Caution: some flights are not in the system. Cannot transfer customers to those flights.

Searching for alternative flights

This process can be used to search for alternative flights to transfer Customers when the system does

not find suitable alternatives automatically.

. Shortcuts.
|| Find Other Flight

Menus
Transfery

System
Restart

on Logoff  Help

Messenger (0) Flight DY754 (2) | JFEHep (3)

L Customer Aceptance Alternative Journey Selection

- Alternative Journey Search Parameters ’
siem
Reystart + DY6002 1BJUN Q5L # TOS Tromso Langnes

Acceptance Open
O Change the journey search parameters

Main Parameters

Carer Coge: Y] Type of Flght: B
Start Date: |18JUN Time: 08:00
From: @m To: @m

Restrict JOLUrney -, '

(%) Advanced Options [F2] Eiit

102 08:03,¢

)

=Fl

§TD: 17:00
Gate: Mone  Boarding: 16:35

Use “Restrict Journey” to only change one leg. It is vital that you use this option when customer has a
connection, otherwise you may rebook passenger’s final destination.

Shortcuts
| Find Other Flight
Restrict Journey

Menus
Transferr

System
Restart
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Accepting Staff

Most staff travelling on Norwegian flights will have a booking.
If more than 10 seats available on the flight they will automatically be given a seat. If there is less

than 10 seats available they will have SBY.
Priority of Staff

80C  Crew travelling on Duty

60E Employee on holiday
40F Family of staff on holiday
20X  Other /External

(S2PA)
(R2A)
(R2B)
(N2PT)

Logoff  Help
Flight DY6002 (2}

Applications
Messenger (0) | Customer (1)

Iavigation

29MAY12 13:59 ,¥

Customer Identification

Customer Acceptance [o oy oo -
“hont # DY6002 20MAY OSL # TOS T L2 STD: 15:00
: romso Langnes : 15:
e (BT Acceptance Open Gate: None Boarding: 14:35
Menus -
Customers Customer Bkg Tkt Cabin Seat  Accept Baggage Info
— 1 FAMILYOFSTAFF John Mr  Staff
ystem = DYB002 __ 0SL-TOS SA =Y CKIN
Restart
Select Customer: |1 @ Expand [SF2] 1 of 1 Selected
(D Enter staff details.
Dnload;/Regrade Details Staff Details
Onload Priority: 40 Entitled Cabin: [F Staff Number: DY m
Rearade Priority: |10 Entitlad Cabin: Y te of Joining: 15MAR2004
Resulting Category: 40F/Y10 Date of Retirement: | ddmmyyyy

When accepting staff you will be asked to type the entitled cabin which is either C, E, F or X.

Depending on which priority the staff has.

Creating records for Staff

When staff is travelling (only S2PA), and do not have a booking, you will have to create one.

Applcations  Device  Navigation Logoff  Help

Messenger (0) | Customer (1)

=

08SEP16 12:01

Customer Identification

= llll uts () Swipe a document or enter details. All fields are optional.

: Identify Customer by

Customer ILJ.!m'i're(sjlzC| I
r

Seat/Security Nbr: FQTV Number: -
Elight
Flight Number: DY .. Date: |085EP |[@ From: |OSL |

Tos -

#) Advanced Options [F2]
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Press (F9) Book Staff

Shortcuts

Book Commercial

(D Enter customer details below.

Search Flight Customer

C:l::;fnen Title: MR Q sSurname: LUMND First Mame: |Fredrik

Flight» Type: E with Infant: E With More Customer: E
System

Restart O Enter itinerary below. Press F4 on a row to search for a flight.

Only same staff format flights can be entered.

Itinerary: Staff Details
Flight Class Date From To “Priority " Staff Mumber: DY .|
1oy |..|eooz ¥ |iesun |[@E|osL]..|Tos|..[soc/via] ] Date of Joining: ddmmyyyy
!
[ov_ | I reaun_| | [l [l I Date of Retirement: W

[Rebate |[=]

Staff Type:

Other Options

=)

Reason for Change: |No Record Found

Ignore Traffic Restriction: E

e

Type the staffs name and itinerary details in each field and press Create. The Priority will be either
80C, 60E, 40F or 20X — After the priority you will have to type the regrade priority which always is
Y10.

Customer (1) Flight DYe002 (2)

Messenger (0)

Customer Identification _JEIETTeg-taeraya-rate]

shortcuts
Add Bags F11 + DYBO06 18JUM OSL = TOS Tromso Langnes STD: 19:00
Add FQTY F4 Acceptance Open Gate: Mone Boarding: 18:35
Add Itinerary e Customer Bkg Tkt Cabin Seat Accept Baggage Info
Add Service F5 1 LUND Fredrik Mr Staff
Cancel Accept FG +* DYB006 0SL-TOS sa €3 v
Find Connection F9
Find Customer F3
Yiew Customer F7

Menus
Baggage» SF3
Cust. Details» F12
Cust. Servicer SF4
Disruption» SFg
ETASH F10O Select Customer(s) for Acceptance: 1 [¥] Expand [SF2] 1 of 1 Selected
Flight Info SF7 ) Ticket details are required for customer: LUND Fredrik Mr.
Prlnt_lngb SF10y Proceed ba.enter missing information or override the ticket requirement.
Seating - SF11 i
et slEm e e

0 =L

Vreweleiaks SES| vernde: [No__J.=

System
Restart SF12 [¥) advanced Options [F2] Back

The system will ask you for ticket details. To add a paper ticket number choose Ticket and Edit E-
ticket. Choose Paper ticket and type in the ticket number, enter Replace the Ticket.
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Messenger (0} Customer (1) Flight DYs002 (2)

Customer Identification Customer Acceptance

Paper Ticket Info &

S = DYBDO6 18JUN OSL + TOS Tromso Langnes STUEE 1EETD
Use Other Ticket Acceptance Open Gate: Mone Boarding: 18:35
Tli;:;;f Customer Bkg Tkt Cabin Seat Accept Baggage Info

System : 'l;‘l:";?rffnr‘:gﬁk MDrSL—TDS St sa €3 v
Restart

Select Customer(s):[1 | [F) Expand [SF2] 1 of 1 Selected

O Enter the paper ticket number or leave blank to delete paper ticket.
Paper Ticket Details

|thht Ticket Mumber
DYE006 In class ¥ || 2286598654112

[ Replace Ticket ] | Exit |

Creating records for Commercial Customers
To create bookings for commercial customers, one must ensure that a booking does not exist.
It can only be created when the Airline Company or your Supervisor tells you that it is allowed due to

disruptions.

If the Customer is booked on another flight try to do a force transfer from the originally flight instead
of creating a new record.

Choose Create Record from the Menu.

ation  Logoff Help

Messenger (0} | Customer (1) Flight D¥&002 (2}

Customer Identification

Create Commercial Booking &

BSﬂh;;t;;;sff (D Enter customer details below.

Search Flight Customer

l::ll.l:::;:nerb Title: [MRS =) Surname: |FEYLING First Mame: [cathrine

Flight» Type: E with Infant: E VWith More Customer: E
System

Restart O Enter itinerary below. Press F4 on a row to search for a flight.

Only same staff format flights can be entered.

Itinerary:

Flight Class Date From To
1oy ||..|s002 2 [1eoun [@)osL .. |[Tos] ]..
R | | [1eaun =] [ =

Other Options

Reason for Change: Mo rRecord Found || =)

Ignore Traffic Restriction: E

[ )

You will have to add the Paper ticket number.
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Printing Documents

A default printer is defined as a part of the device setup at your location.

Printing Boarding Passes
Boarding passes are printed or reprinted automatically during the acceptance process. When

Boarding Passes are printed manually, the system prompts to print or reprint them whenever
necessary.

Logoff  Help 18JUN12 10:36 .~ & H

Messenger (0)  Customer (1) Flight DYe002 (2)
Customer Identification Customer Acceptance Acceptance Information

S +~ Dys002 181UN DOSL + TOS Tromso Langnes STD: 17:00
:a(‘:l'agta.gl;lgures F:? Acceptance Open Gate: Mone Boarding: 16:35
Add Comment F3 Customer Bkg Tkt Cabin Seat #Accept Baggage Info
Add Service F10 1 WERGELAND Henrik Mr
Print B Pass F4 = DYBO02 OS5L-TOS = v 27B w Iil CKIMN
Print Bag Tag F5
view Customer FG

Menus
Baggager SF3
Customerr SF4
Flight» SF7
Identification» SF8
Linking» SFS5
Printing» SF10[ pint B Pass [*) Expand [SF2] 1 Customer(s
Seatingr SF11
Ticketsr SrFa| Print B Pass With Options
Transfere SF9| print Bag Tag

System Print Bag Tag with Options
Restart SF12
i

Boarding passes are printed or reprinted for all selected Customers.

T ™

BOARDING PASS: | merweglancon
% FLIGHT NO: BOARDING TIME: GATE: SEAT: i CLASS:  SEAT:
--------- [ &% DY6002 14:35 18C | Yo 18C

1| == 5
i WERGELAND /HENRIK

nae: WERGELAND/HENRIK CLASS : Yf] , DY 68002 31MAY
c - rrow: OSLO/OSL oate: 31MAY i FROM:  OSLOJOSL
% % t0- TROMSO/TOS ! to:  TROMSO/TOS
;"-E E peraATURE TIve: 15:00
i i

0000000000001 SEQUENCE ND:OOO1 | sequence wo: 0001

oy

:
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Printing Bag Tags

Bag Tags are printed automatically or manually during acceptance process. If they are written
manually, the system prompts to print whenever necessary.

Ensure that the Customer whose bag tags you want to print is displayed. It is not possible to reprint a

Bag tag. If it has been printed once, you will have to cancel it and add a new bag.

When trying to reprint Bag Tags this question will pop up. You can print remaining tags if there are
tags that are not printed.

p
Question ﬁ

1 selected bag tag(s) already printed

Do you want to:
1 Print remaining bag tags?

2 Print all (including re-prints)?

[ Select:

| [ 0K ”mncell

When trying to print all (including re-prints) you will have this warning:

F B
Warning: 14065 ﬁ

Unable to print bag tag.

'
’
I%
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Flight Application

The Flight Application can perform or display flight-levels and flight setup tasks before, during and
after acceptance. Flight level tasks include displaying Acceptance figures and Customer Lists. Flight
setup tasks include updating gate information, adding flight comments, onload customers from SBY
etc.

Entering and Searching for Flights

Use the Flight Information screen to display details of a flight. The system displays by default your
airline carrier code, the current date and the three character airport code associated with your
terminal

Applications  Dewice  Mavigation Logoff  Help 181UN12 11:28 ¥ &
Meassenger (0) | Customer (1) Connected Devices Status (3) ___.?;.,1
Enter Flight
Shortcuts
Search Flight (D Enter flight details
Menus Hight
Hight Flight Number: (DY [...[6002] Date: [18JUN From:[0SL ..
System
Restart

You can access directly in to a flight by typing the flight number, or you can search for flights by
pressing (F4).

Lpplications x [May Logoff Help 18JUNM12 11:59 , [ K E3
Messenger (0) Customer (1)
Search Flight
Shortcuts
Enter Flight () Enter search criteria
Menus Search
Flight» -
Carrier: m
System X = .
Restart Show Flights: [Departing From [[=] port:[OosL |...] Terminal Code(s):
To: =)

Dates and Times
Date Range From: |18JUN To:
Time Range From:

If you don’t specify any criteria’s, the flight range of the current date will display.
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on Logoff Help
Messenger (0} Customer (1)

Search Flight

RE;E':::;I“': ;= | Searched for: DY Departing From: OSL  Dates and Times: 181UN

Restart sF12 sortey (Tme =)  Order [Ascanding =

Flight To/From Gate Location Flight Status Aircraft Capacity Booked Awail. Disembark Transit
38 DY15350 To BUD 11:05 5TD CLOSIMNG 733 148 86 62 =
39 DY1502 To PRG 11:10 STD CLOSIMG 733 148 83 65
40 DY¥1816 To LPA 11:15 STD CLOSIMNG 73H 186 114 72
41 DY1072 To RIX 11:20 STDr CLOSING 73H 186 84 10z
42 DYl1l804 To AGP 11:25 STDr CLOSIMNG 73H 186 127 59
43 DY¥Y1306 To lLGW 12:255TD CLOSIMG 732H 186 104 82
44 DY1866 To PSA 12:45 STD OPEN 733 148 83 65
45 DY346 To BOO 13:00 STD OPEMN F33 148 65 83
46 DY532 To SVG 13:15 5TD OPEMN 73H 186 56 120
47 DY362 To EVE 13:20 STD OPEN 732H 186 o7 89
48 DY754 To TRD 13:20 STD OPEN 73H 186 88 98
49 DY1632 To VIE 1335 5T OPEMN F33 148 111 37
50 DY410 To AES 132:50 5TD OPEMN 733 148 32 116
51 DY940 To CPH 14:00 STD OPEN 732H 186 69 117
52 DY¥382 To TOS 14:10 ST OPEN 733 148 55 93
53 DY334 To BDU 14:30 STD OPEMN F33 148 58 o0
54 DY756 To TRD 14:50 5TD OPEMN 73H 186 56 120
55 DY424 To MOL 15:00 STD OPEN 733 148 F0o =
56 DY¥4493 To KRS 15:00 STD OPEN 733 148
57 DYosl14 To BGO 15:00 5TD OPEMN 732H 186 44 142
58 DYS536 To SVG 15:15 5TD OPEMN 73H 186 49 137
59 D¥1156 To MUC 15:20 STD OPEN 733 148 o8 50
60 DY618 To BGO 15:40 STD OPEN 73H 186 55 131
61 DY184 To HAU 16:10 5TD OPEMN 732H 186 42 144
62 DY538 To SVG 16:15 STD OPEMN 73H 186 1z 174
63 DY620 To BGO 16:20 STD OPEN 732H 186 4 182
64 DY7o0 To TRD 16:20 STD OPEN 73H 186 48 138
65 DY414 To AES. 16:50 5TD OPEMN 733 148 31 117
66 DYG622 To BGO 16:55 5TD OPEMN 733 148 15 133
67 DY6002 To TOS 17:00 STD OPEN 738 188 138 50
68 DY540 To SVG 17:15 STD OPEN 73H 186 21 165
59 DY23250 To BOO 17:20 STD OPEMN 733 148 75 73
70 DYo48 To CPH 17:20 5TD OPEMN 73H 186 18 168
71 DY¥1496 To ORY 17:25 STD OPEN 733 148 123 25
72 DY276 To KRS 17:20 STD OPEN 733 148 28 120
72 DY624 To BGO 17:40 5TD OPEMN 732H 186 16 170
74 DY7o64 To TRD 17:40 STD OPEMN 73H 186 22 164
75 DY386 To TOS 17:45 STD OPEN 733 148 62 BG -
Select Flight:[[___ ] 0 of 106 selected
() select a flight to display detailed flight information
Back )|

Chooses a flight from the list by typing line number. The Flight Information screen is displayed.
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Displaying Flight Information

Messenger (0} Customer (1) Flight DY1632 (2)

Search Flight Flight List Flight Information

Shortcuts . N

Accept Group - DY1632 18JUM OSL = VIE Wienna International s‘_r[}; 13:35
Catering Figures Acceptance Open Gate: Mone Boarding: 13.10‘
Customer List Aircraft
Flight Contacts - -
Flight Update Config Cabin Capacity
Onload List Ajrcraft Reg b A4
Proactive Figures QSL-VIE 733 148 148
Reqgrade List
Seatmap Flight Status
IR (B =S Acceptance Boarding

SELIE OSL-VIE Open Mot Open
Acceptances
Disruption» Schedule
[RIE e Airport: osL WIE
Listse

i 2h20

EESEn Elapsed Time:

System
Refresh
Restart Scheduled: 13:35 15:55

Total Elapsed Time: 02h20

Comments out of OSL

[Ameptanoeﬁgunﬁl [ Back]

This screen is useful for preplanning flights activities and obtaining further flight information.

Displaying Acceptance Figures

To display the number of booked, rebate and accepted customers, press enter to the Acceptance
Figures and the Flight Info will expand to show you the data.

[T Log Help 18JUN12
Messenger (0) Flight DY1632 (2)

Search Flight  Flight List

Shortcuts
T (EEnD * DY1632 18JUN OSL + VIE Vienna International STD: 13:35
Catering Figures Acceptance Open Gate: Mone Boarding: 13:10
Customer List Aircraft
Flight Contacts
Flight Update Config Cabin Capacity Infant
Onload List Aircrafi b A Quota
Proactive Figures OSL-WIE 733 148 148 20
Regrade List
Seatmap . -
R (BT s Availability

Menus Availability Est. Availability
Acceptancesr ¥ A
Flight» OSL-VIE 37 37
Listse
Seatingr Total Acceptance Figures

System Booked Accepted Standby
Refresh ¥ Infant CBBG EXST Y Infant CBBG EXST ¥
[FEEETAE Joining  Te VIE 111 2

osL Total 111 2

Subject to Load {Rebate Staff) Figures

Listed Accepted Standby
w Infant CBBG EXST A Infant CBBG EXST s
Joining To VIE
osL Total
Bookable Staff Figures
Booked Accepted Standby
w Infant CBBG EXST A Infant CBBG EXST s
Joining To VIE
osL Total
Non Commercial PNR figures
Booked
Joining To VIE o
osL Total o

Back

To close the Acceptance Figures screen, activate Flight Info button.
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Customer Lists (F4)
For a specific flight, the system allows you to display several types of Customer Lists.
A list of all Customers is always available. There are also Pre-defined lists created by the Altea

Administration Business Rules application. When press (F4) button Shortcut Menu the Customer
selection Lists will display.

] ion Logoff  Help 10SEP12 15:00 % &
Messenger (0) | Customer (1) | Flight DY286 (2) | Flight DY386 (3) —__?J?-l
TRAIMNMINMNG SearchFlight Flight List

Flight Information

Customer List Selection g

= DY386 105EP OSL = TOS Tromso Langnes STD: 17:45
System Acceptance Open Gate: None Boarding: 17:25
Restart -
List Type

Additional Information

1 Al Customers(ALL) All Customers Display List
2 ACC CUSTOMER LIST(ACCEPTED) ACCEPTED CUSTOMER LIST
2 Bags of pax accepted but not boarded(AC... list of passengers checked in but not boarded and their baggage info
4 Passengers with animals{ ANIMALS) List of passengers with AVIH or PETC
5 Comments(COMMENTS) Passengers with eventbased or adhoc comments
6 List for flight editing(EDITINGLIST) List for editing. Includes INF, CHD, UMHNR, WCHx, PETC, DEPA, DEPU
7 List of noshow passengers(NOSHOWS) List of noshow passengers

Select L

() Select a customer list.
Restrict Customer List

To: :llz Customer Filter: [Joining and Transit [ ]

Cabin:l:nz

@ Advanced Options [F2] Exit

Press enter to Display the list over All Customers.
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ation

Logoff Help
Flight DY6002 (2)

applications 18JUN12 12:

Messenger (0}

Customer (1)

EnitergEletif Customer List Selection I
Shortcuts
Identify Cust = DY6002 18JUN QOSL =+ TOS Tromso Langnes S'_I'D: 17:00
Print to Default Acceptance Open Gate: Mone Boarding: 16:35
e (G ST Selected List: All Customers Mumber in List: Y142
view Links Selected Filters: None
Menus
Acceptances sort By [customer [w]  order [Ascending [ ]
EEIT ST T tka Gbin  Cass Sext Accest
Disruption»
Linking» 1 AAS Frank Mr osL  TOS N M =
Printings 2 AKHTAR Sarmra Mrs osL  TOS ¥ \%
Tickets 3 AMUNDSEN Roald Mr 0SL  TOS ¥ Q
Transfers 4 ANDERSEM Hanschristian Mr osL  TOs Y Q
Sy 5 ANDERSSOMN Chris OsSL  TOs Y W
Refresh & ASBIOERNSEN P. Mr osL  Tos Y Q
Restart 7  AUSTRHEIM Gro Mrs osL  TOS N w
8 BENGTZOM Annika Ms OsL  TOs Y v
9 BERGH Helge Mr 0Os5L  TOs A w
10 BESKOW Elsa Mrs OsSL ToOs Y Q
11 BHATTI Khurrum Mr OsSL  TOs Y v
12 BIRKELAMD Kristian Mr OsSL ToOs Y Q
13 BIERKE Andre Mr 0Os5L  TOs A Q
14 BIOERMNSOM Bjoernsjerne Mr OS5L TOS Y Q
15 BLIKEM Karen Ms OsSL  TOs Y Q
16 BRAHE Tycho Mr OsSL ToOs Y Q
17 BRAMNDES Georg Mr 0Os5L  TOs A Q
18 BREMDEN Karina Mrs OsSL ToOs Y v
19 BRUEM Per Mr OsL  TOs Y W
20 BULL Ole Mr OsSL ToOs Y Q
21 BUMES Svenkaare Mr 0Os5L  TOs A v
22 BYE Erik Mr OsSL ToOs Y Q
27 FELCTNIC Andarc Mr (al} TNC v (&l St
%) Expand [5F2]
() Choose one of the actions on the left to continue.
oec | |

Customer Lists with Filters

To display a list of specific types of Customers, Advanced Options has to be selected (F2). You can
choose if you would like to include or exclude the customers filtered by the chosen filter.

Messenger (0) Customer (1) | Flight D¥Y6002 (2)

Enter Flight

System
Restart += DY6002

STD: 17:00 ‘
Gate: Mone Boarding: 16:35
Additional Inforrmation -

All Customers Display List

18JUM OSL =+ TOS Tromso Langnes
Acceptance Open

List Type
All Customers(ALLY

ACC CUSTOMER LIST(ACCEPTED)

Bags of pax accepted but not boarded(AC...
list for flight editing(EDITINGLIST)

Mo-show passengers{MOSHOWS)

Special Assistance(SPECIALPAX)

U AW N

ACCEPTED CUSTOMER LIST

list with passengers checked in but not boarded and their baggage informati
List of passengers for flight editing. Includes Infants, children and groups of !
Passengers not yet checked in for the flight s
Passengers with weelchairs, UMNRs, PETs

Select List: |1
(D) select a customer list.
Restrict Customer List

To: [ [[=]  customerFiker: Doining and Transic |[~]
Cabin:l:llz

Refine Customer. Lists with Criteria

AndjfOr IncludefExclude, Filter Value

land || =/include || = [E-ticket (ETK)

Customer Mationality (MAT) -
Customers with offpoint {OFF)

Disrupted Customers (DIS)

Duplicate Passports (PDU)

E-ticket (ETK)

ESTA (EST)

Emergency Contact Details (ECD)

Emergency Exit (MOX) -

Display a list over all Customers that has an E-ticket.
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Enter Flight

+# DY&0O02

System
Restart

18JUN OSL = TOS Tromso Langnes
Acceptance Open

STD: 17:00

Gate: None Boarding: 16:35

List Type

Additional Information

All Customers(ALLY

All Customers Display List

ACC CUSTOMER LIST(ACCEPTED)

Bags of pax accepted but not boarded{AC...
list for flight editing(EDITINGLIST)

Mo-show passengers(NOSHOWS)

Special Assistance(SPECIALPAX)

an s W N

ACCEPTED CUSTOMER LIST

list with passengers checked in but not boarded and their baggage informati
List of passengers for flight editing. Includes Infants, chidren and groups of
Passengers not yet checked in for the flight

Passengers with weelchairs, UMNRs, PETs

B —
() Select a customer list.
Restrict Customer List
To: [ =) Customer Filter: [Joining and Transit || =]
cabin:[ |[=]

Refine Customer Lists with Criteria

And/Or o Include/Exclide Filter walue
1 [And | [Exclude || = |[Cinked Customers (LNK) =1
[And | Include | |[Linked Customers (LMK} = =l

Manual Selectee (MSE)

Medical (MED}

Misconnections (MCT)

Mowe to Blockspace Partner (TMB)
MOREC Customers (MR}

Mame (MME)

MNon Operational (NOP)

(not Linked Customers)}

sic Options [F2] Exit

B

Display a list over all Customers that are not linked.
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Combinations of all kind of lists are also possible:
Refine Customer Lists with Criteria
And/Or  Include/Exclude Fifter Value
1 And |+ |Include w |E-ticket (ETK) |- -
2 |[And | = | Exclude w |Linked Customers (LMK) - -
And || = |Include - |- -
Display list over all Customers with an E-ticket that are not linked.
Display list with value
Refine Customer Lists with Criteria
And/Or  Include/Exclude Fiter 7 Vale TN
1 land | »|Include w | Seling Class (SC) N |[d] |
and | ||Include - d |

Setting a value for the filter is sometimes possible or mandatory. Display list of customers with D-
class booking.

Display the Baggage List (Shift + F9)

tion  Logoff Help

Messenger (0} Customer (1)} | Flight DY&002 (2)

Enter Flight Flight Information

F3 = DYBO02 18JUM OSL + TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: Mone Boarding: 16:35

-

- Shortcuts

Accept Group
Catering Figures F9
Customer List  F4| aircraft
Flight Contacts SF8

Flight Update SF2 Config Cabin Capacity
Onload List SF6 Aircraft Reg Y Y
Proactive FiguresF8 | |osL-Tos 738 189 188
Regrade List FG

Seatmap F7 | Flight Status

St CEnmiEmiEs (Pl Acceptance Boarding

FMenus —————————— ‘DSL_T[}S Open Mot Open
Acceptances SF3
Disruptione SF4 | Schedule

1 Airnork- et TOS
Listse SFQD — ==
- System A (et (Lt Fa |
Refresh F5| Blocked Seats F10
Restart SF12| pancelled Bag Tag List FG 18:00
Customer List F4
Failed Links F5
Tracked Customers F11

Through the List Menu there is also possible to display lists. Choose the Bag List (F8).
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You can choose to display a list over all bags on the flight included onward baggage or just local bags.

Mavigation  Logoff  Help 150CT12 11:2

Messenger (0} | Customer (1} | Flight D¥6670 (2} | Boarding DY6670 (2}
TRAINING Search Flight Flight List

Flight Information

Baggage List Selection g

= DYB670 150CT OSL + TOS Tromso Langnes STD: 20:00
System ———— Acceptance Closed Gate: DY Mow Boarding
Restart “F 12| D Enter optional restrictions below and refine if required. Press Enter to display bags.
Restrict Baggage List to
To: ~ Standard: E
Rush: 0| IE
TOS Crew: No =)

Inbound BTM: IE
(¥) Aadvanced Options [F2]1 Exit

Applications  Device Mawigation Logoff  Help BIUN12 13:20 .

Messenger (0) | Customer (1) | Flight DYe002 (2)
Enter Flight Flight Information Baggage List Selection TR

Print to Default 2 = DYB002 18]UN OSL # TOS Tromso Lananes STD: 17:00

- Shortcuts

7 Acceptance Open Gate: None Boarding: 16:35
. Restricted To: TOS  Type: Standard
I~ Flenus

L ——
Baggage SF3 @Y Tag Number @ Order |Ascending |:]
——

Customer» SF4

View Customer

i) SF10 From To AcCc Transfer  Bag Class Owner From To Acc
- 1 DY000943 0OSL  TOS Local ¥ WERGELAND Henrk Mr  OSL  TOS W
TEE 2 DY000944 0SL  TOS Local ¥ SKRAM Armalie Ms OsL  TOS v

Refresh F5 -
Restart SF12 3 DY0O00945 0sL TOs W Local Y UNDSET Sigrid Mrs 0Os5L  TOS W

The list can be sorted By Tag number, Owner, From, To etc.
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Inactive Bag Tags

From the Bag List you can choose Advanced Options to display a list over inactive bag tags. Choose
the Filter and Value below.

Messenger (0) | Customer (1) | Flight DY275 (2) Boarding Monitor (2) Seatmap DY275 (4)
Search Flight Flight List Flight Information Baggage List Selection
System —
Restart = DY275 19MOV KRS = OSL Oslo Gardermoen STD: 09:40 ETD: 10:20
Acceptance Closing Gate: 005 Mow Boarding

O Enter optional restrictions below and refine if required. Press Enter to display bags.
Restrict Baggage List to

Refine Baggage Lists with Criteria

And/or Include/Exclude Filter Value
1 |And w Include w |Baggage Activation Status (BAC) w [ Tnactive (INA) -
and | = [Include - B2 -

(Bagogage Activation Status=INA)

(®) Basic Options [F2] Exit

If you have any Tag numbers that is not been scanned it will look like this.

Applications Device Mawvigation Logoff  Help 19NOV12 10:27 ¥ &

Messenger (0) | Customer (1) | Flight DY275 (2) | Boarding Monitor (3) Seatrmap DY275 (4)

Search Flight  Flight List Flight Information Baggage List Selection TITEIA:
I Shortcuts

i + DY275 19MOV KRS + OSL Oslo Gardermoen STD: 09:40 ETD: 10:20
SO ) DG Acceptance Closing Gate: 005 Now Boarding

Selected Filters: (Baggage Activation Status=INA)

Yiew Customer

- Menus

Baggage

Customer» Sort By |Tag Number E Order E
- e

Printing» Tag Number From To  Acc  Transfer Bag;ﬁs Status DWr To  Acc

'RSE":tt:rT 1 DY513357 KRS GDN &' Local Y nactive [N 0SL  wefrener
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Displaying Inbound Connection Summary List

Messenger (0) Custormer (13
Enter Flight Flight Irsformationr:

= DYsO0O02 18IUMN OSL = TOS Tromso Langnes STOD: 17:00
Acceptance Opean Gate: Mone Boarding: 16:3
Adrcralt

Confia Cabin Capaciy
Aircrafe Rea w ¥
osL-Tos EET 189 188
Flight Status
Accaptance Boarding

oSL-Tos Opean Mot Open
st stes
o Accept. Figures
Seatings S5F11| Catering Flgures

P — Customer Weight and Balance Details
Refresh _ o Departure Plan
LR S Elghe contaces

Flight History

Fligh Uik
T

Inbound Conmections Summary
List

Chu b oL, Onnecbions Sunumary

Proactive Figures

Regracde List

Regulatory Upcate

Set Comments

(Aeptanes rowes) | facx |

Under the Flight Menu, you find the Inbound Connection Summary List.

Applications  Dewice Mavigation Logoff Help 8IUN12 13:39 .

Messenger (0) | Customer (1) | Flight DY386 (2)

Search Flight  Flight List Flight Information e CEr e STy
W * DY386 18JUN OSL * TOS Tromso Langnes STD: 17:45
Disruptione SF4 . it
Flight» SF7 Acceptance Open Gate: Mone Boarding: 17:20
System
E:;rtzsrlt] SFig Actual = Customer Categories
Connect Booked Accepted Final
Connection ETASTA Time ¥ Total ¥ Total Bags Dest. Term. Gate
Connection 0K
1 DY623 BGO-0O5L 17:10 0h35 2 20 o 0TOS
2 DY4117 ARM-0SL 15:30 2h15 1 10 1] 0TOS
a List Refrashed At: 2 DY933 CPH-0OS5L 10:20 7h25 2 20 o 0TOS
13:39

/ﬁEt Connection: |:| \ (%) Collapse [SF2] O of 4 selected

0 Select a flight to view a list of the customers on that journey.

I Display Customersl [ Cancell

Altea CM Manual Rev 2, December 2017 93



Doc ref: NAX M-005

norwegian _ NAX-005M Altea Customer Management | Page: 94 of 123
Date: 01.12.2017
Rev.: 01

Outbound Connection Summary List

From the Flight Menu it is also possible to access an Outbound Connection Summary List.

Messenger (0) | Customer (1) | Flight DY932 (2)
Search Flight  Flight List

Flight Information

Outbound Connection Summary g

M D
S + DYD32 18JUN OSL + CPH Copenhagen Kastrup (2) STD: 07:30
Disruption» SF4 - . oy
Flight» SET Acceptance Closing Gate: None Boarding: 07:05
Airport: 0sL CPH
System
Refresh F5 ; 1h10
Restart SF12 Eloosedhinne:
Scheduled: 07:30 08:40

Total Elapsed Time: 01h10

Actual Customer Categories
Connect Booked Accepted Final

Connection ETD STD Time ¥ Total Y Total Bags Dest. Term. Gate
. . Connection OK
g;—;—‘t Refreshed At: |; pyassp  cpH-BUD 10:351h55 1 10 0 0 2
) 2 DY3086 CPH-AAL 10:45 2h0s & 30 L] 0 1
3 DY3284 CPH-ZAG 14:10 5h30 4 40 o 0 2
4 DY3678 CPH-BCH 17:10 8h30 2 210 0 0 2

/mct Connection: |:| \ %) Colapse [SF2] 0 of 5 selected

O Select a flight to view a list of the customers on that journey.

[ Display Customersl [ Cancel]_l

From both the inbound and outbound summary list, the connecting time will show. If flights are
delayed the connection time will change.
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Flight Comments

This topic explains how to add pre-defined flight-level comments, free-flow text comments and flight
banner comments for a flight. Type (F12) from the Shortcut Menu to enter the Flight Comment
Summary screen.

181UN12 14:00 ¥ &

Messenger (0) Customer (1)} | Flight D¥Y&e002 (2)
Enter Flight

—FL

IOk AT faGmE Fies Flight Comments Summary &

Shortcuts

+~ DYBO02 18JUN OSL + TOS Tromso Langnes STD: 17:00

E)sil;:atcl:auﬁ_lnn:‘:anr:tent i? Acceptance Open Gate: None Boarding: 16:35
Flight Banner O Press Enter to add comments or select other options on the left to continue.
Flight Level Flight Level Comments:

Menus Mo flight level comment
L Acceptance Banner Comments:

SUl=in Mo acceptance banner comment
Restart

Check-in Comments:
Mo check-in comment

Gate Comments:
Mo gate comment

Load Control Comments:
Mo load control comment

Service Desk Comments:
Mo service desk comment

Supervisor Comments:
Mo supervisor comment

[AddCommentI [ Exit ]

Add Pre-defined Flight-Level Comments

Ensure that the Flight Comment Summary screen is displayed. Press (F4) to display the Flight Level
Comments screen.

The screen shows the pre-defined flight-level comments that have been created for the operating
airline.

18JUN1Z 14:16

Messanger (0} Customer (1) | Flight D¥Y6002 (2) Boarding DY6002 (3)

Enter Flight = TSV Flight Comments Summary AT 1

Shortcuts

= DYS002 18JUN OSL = TOS Tromso Langnes STD: 17:00
el (iE Ereeiee) (7 Acceptance Open Gate: 40 MNow Boarding
Menus
Flight SE7 Predefined Comment
1 SORRY FOR DELAY 1
RE:;stt:rT 2 HAPPY HONEY MOOM
3 PLEASE SSE AGEMTS

Select Comment:

O Select a flight level comment. Updating with no comment selected will delete any existing comment.

Update Back

Type the line number in Selected Comment field and enter to Update. The pre-defined comments on
Flight Level will be shown on the Flight Info screen. You can only add one pre-defined flight
comment.
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NB: If you add a Flight Level you cannot remove it, only change it to another pre-defined Flight Level.

Add Free-flow Text Comments

Display the Flight Comment Summary screen. Press Enter to activate the Add Comment button.
The Add Comment screen appears. Existing comments appears in the Comment table at the top of
the screen.

Applications vice [ ion  Logoff  Help 18IUN12 14:33 .

Messenger (0} Customer (1) Flight D¥Ye002 (2)

Enter Flight Flight Information Flight Comments Summary Add Comment I

Shortcuts
Delete Comment + DYBD02 18JUN OSL + TOS Tromso Langnes STD: 17:00

Edit Comment Acceptance Open Gate: 40 MNow Boarding
Menus Comment C |6 L B |5
Flightr 1 INFORM CUSTOMER ABOUT VWIFI ONBOARD [} [ R e
2 CREW ARRIVING LATE FROM BGO DY623 - GATE 13 (] |y

System
Restart

=
C - Check-in, G - Gate, L - Load Control, D - Service Desk, S - Supervisor

() Enter a new comment and its categories below.

Comment:

|THIS 1S A TEST

Category

1 Check-in

2 Gate

3 Load Control
4 Service Desk
5 Supervisor

5

et Categories:

(add ] | e |

Type the required text. You can type maximum 70 characters in this field. In the set category field,
type the number of category or categories for which you want to send the message. If you want to
send message to category 1-2, 4, the message will go to Check-in, Gate and Service Desk.

Press Enter to activate the Add button.

You can add more comments, if necessary or exit.

Deleting Flight Level comments — choose delete comment, select the line you wish to delete and then
enter.
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Add Flight Banner Comment

Ensure the Flight Comment Summary screen is displayed. Press (F5) to display the Flight Banner
Comment screen.

Messenger (0)
Enter Flight

: : : =2 Flight Banner Comme
System
Restart = DYB002 18JUN OSL # TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: None Boarding: 16:35

Acceptance Banner Comment:
|DUE TO BAD WEATHER IN TOS PLS ACCEPT CUSTOMERS OMN EARLIER FLIGHTS| |

O Enter an Acceptance Banner comment. Updating with no comment will delete any existing comment.

Type the required text.

You can only add one flight banner comment. When you add a different flight banner comment, the
application replaces the existing flight banner comment with new information.

The Flight Banner Comment will show in red in the Flight information screen:

Comments out of O5L

# DUE TO BAD WEATHER IN TOS PLS ACCEPT CUSTOMERS ON EARLIER FLIGHTS
# INFORM CUSTOMER ABOUT WIFI ONBOARD

# CREW ARRIVING LATE FROM BGO DY623 - GATE 13

# THIS IS A TEST

All comments will be visible in the Flight Info screen:

A Flight Banner Comment will also be visible on the top of the Customers CPR-table during
acceptance on this specific flight.

tion Logoff Help

Messenger (0) | Customer (1) | Flight DY&002 (2)

Customer Identification JHVS{ali|={@Taa=1]8 gnx]

Shortcuts
Add Bags = DYB002 18JUN OSL # TOS Tromso Langnes STD: 17:00
Add FOTV Acceptance Open Gate: None Boarding: 16:35
el s DUE TO BAD WEATHER. IN TOS PLS ACCEPT CUSTOMERS ON EARLIER FLIGHTS
Add Service Custorner Bkg Tkt Cabin Seat  Accept Baggage Info
Cancel Accept 1 SAGEN Al Mr
Find Connection *+ DYBO0Z 0SL-TOS, =y CKIN
Find Customer
View Customer
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Boarding Application (Ctrl + B)

Before performing any boarding activities, a flight must be identified.
To identify the flight, the flight number must be known.

Applications  Device  Mavigation  Logoff  Help

Messenger (0) | Customer (1) | Flight DY6002 (2) | IFE Help (3) | Boarding (4)

Enter Flight

Shortcuts

Search Flight (D Enter flight details

Menus Hight

Hight» Flight Number: DY |...[6002 Date: [197UN From: [OSL ...
System

Restart

If boarding is not yet open, the Preview Boarding screen is displayed.

The Flight Information appears on the top of the Preview Boarding screen.

191UN12 10:02 ,¥ &

2

—FL

The flight is still open for acceptance and the Boarding time is estimated to 16:35 but Open Boarding

can be activated any time.

ation Logoff Help

Shortcuts

JFE Help (2) | Boarding DY6002 ll

191UN12 10:45 ¥ &

Boarded List =1l G Rgcﬁemt%n?{a Dl;:—)gUN 0OSL » TOS Tromso Langnes
Cancel Accept p p

Deboard 8

STD: 17:00
Gate: 40 Boarding: 16:35

O Open boarding or choose one of the actions on the left to continue

0 Boarding status
reverted to 'Not
Open'

Ineligible List Accepted Boarded Mot Boarded Accepted
Spdl Assist List Joining 54 +3inf 0+0inf 142 +3inf Ineligible To Board 1] F9 to see the list

Menus Transit ; i _ Special Assistance 15 F7 to see the list
Baggage» Totals 54 +3inf 0+0inf 142 +3inf Jump Seats i}
Boardingr
Customer» Not Boarded Customers: 145 Not Accepted: 88 Sort By [Customer |w]  Order |Ascending |+
{',fftgf' Seat Cabin Acpt Bag Incarriage Last Seen Info
Printing» 1 AAS Frank Mr 6E Y « [ WWCHR
Seating» 2 AKHTAR Samra Mrs FQTV ¥

T 3 AMUNDSEN Roald Mr Y
Refresh 4 ANDERSEN Hanschristian Mr ¥
Restart 5 ANDERSSON Chris 12E ¥ 7 [

& ASBIOERMNSEN Peterchrister Mr 128 i n/

Open Boarding] [ Back ]

Activate Open Boarding by press Enter.
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When boarding is open, the Boarding screen is displayed. You will see that the Boarding is activated.

Applications  Device MNavigation Logoff  Help 191UN12 16:40 . &
Messenger (0) | Customer (1) | Flight DY¥&002 (2) | JFE Help (2} | Boarding DYG002 (4)

Enter Flight

Shortcuts
Boarded List + DY&002 193N OSL = TOS Tromso Langnes STD: 1?:_00
Cancel Accept Acceptance Open Gate: 40, Mow Boarding
?:3;?;1 List ke Accepted Boarded Mot Boarded Accepted
Spd Assist List Joining 54 +3inf 0+0inf 142 +3inf Ineligible To Board 1 () F9 to see the list
Menus Transit _ i _ Special Assistance 15(_) F7 to see the list
Baggager Totals 54 +3inf 0+0inf 142 +3inf Jump Seats 0
Boardingr
Customer» Not Boarded Customers: 145 Not Accepted: 88 Sort By [Customer ||  order [Ascending |~
ﬂg‘;t' Seat Cabin Acpt Bag Incarrizage Last Seen Infa

Printing» 1 AAS Frank Mr 6 Y " [ VCHR -
Seating» 2 AKHTAR Samra Mrs FQTV Y

System 3 AMUNDSEN Roald Mr ¥

Refresh 4 ANDERSEN Hanschristian Mr Y

Restart 5 ANDERSSON Chris 126 Y & [0

6 ASBIOERNSEM Peterchrister Mr 12B Y W -

Select Name: |:| Or Line Mumbers: Or Select Seats: 0 of 145 selected

O Enter seat numbers, security numbers or line numbers to board customers.

Customer Boarding Status:

Board Custljmer] [ Back I

Acceptance and Boarding Figures

Below the flight information, the boarding screen contains two tables of figures; One for Customers
accepted, boarded and not boarded, and one for Customers that are ineligible to board, require
special assistance or have jump seats assigned to them.

 DYs002 19]JUN OS5L = TOS Tromso Langnes STD: 17:00
Acceptance Open Gate: 40 Mow Boarding
Accepted Boarded Mot Boarded Accepted
Joining | 54 +3inf 0+0inf 142 +3inf Ineligible To Board 1) F9 to see the list
Transit Special Assistance 15 F7 to see the list
Totals |54 +3inf 0+0inf 142 +3inf Jump Seats 0

The information Icon will only be displayed if there are Customers on the relevant list.
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Ineligible to Board (F9)

For a specific flight, currently Ineligible to Board List can be displayed before or after opening
boarding. Press (F9) to open the list.

Applications  Device  Mavigation Logoff  Help 191UN12 11:04 ,¥ "

Messenger (0) JFE Help (3) | Boarding DY6002 (4) ?

Enter Flight Ineligible to Board
Shortcuts
Cancel Accept = DY6002 19JUN OSL = TOS Tromso Langnes 5TD: 17:00
Manual Regrade F3 Acceptance Open Gate: 40 Boarding: 16:35
Proactive Figures
View Customer Category Count
Menus ! g?)lg"'ng:]git 4 g'
Customer» ! . ]
Flight» Credit Card i}
et Gender 0
T Seating 0
E:;:_,Zs:t] Travel Information ]
Mot Accepted 88

Ineligible To Board Customers: 2

Customer Seat Cabin Incarrizge Bag Last Seen 'Tneligible Infg.
1 BRUEM Per Mr 23F ¥ El Comment €2, WCHR
2_TOESTIE Jonas Mr____ FQTV.Chid 38 Y __Comment S | ]
Select Customer: |2 1 of 2 selected

O Select a customer to resolve issues prior to boarding

[Proceed] | &xt

You can resolve the ineligibility issues in the area that is causing the problem prior to Customer
boarding.

If you select the customer which issue you want to solve. The high priority comment will show

.
Question |t

High priority Comment exists for:
BRUEM Per Mr
On Flight: DY6002 19JUN12 OSL-TOS

Cormment: ||

Customer seat has changed - inform customer of new seat number.

Has the comment been delivered?

I Del'rvered] I Not Deﬁu'ered]

If the Customer is in front of you at this time you can inform him about the new seat and properly
give him his new boarding pass with the correct seat. You can assign the issue as delivered —the
customer will now be removed from the ineligible list.
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Special Assistance List (F7)

The special assistance list includes:

e Infants

e Children

e Unaccompanied Minors
e Wheelchairs

e Deportees

o Deaf

e Blind

e Medical Case

Below the flight information, the special assistance list screen contains two tables of figures. The
table on the left shows the numbers of accepted and not boarded Customers who required
wheelchairs. The table on the left shows numbers of accepted and not boarded Customers who are
Infants, unaccompanied minors, children, blind etc. If there is non-booked the category will not show
in the display.

Mavigation  Logoff  Heln 19JUN12 12:05 .¥ &

Messenger (0} | Customer (1 Flight DY&002 (2) | JFE Help (2) | Boarding DY6002 (4)

Enter Flight Preview Boarding T P p—
S “ DY6002 19UN OSL # TOS T L3 STD: 17:00
. romsa Langnes : 17:
L7 BTl Acceptance Open Gate: 40 Boarding: 16:35
Menus
Customer» Code |Wheelchair Booked Mot Boarded Code Other Special Assistance Booked Mot Boarded
System WCHR | For Ramp 2 2 Infant 3 z
Refresh Total 7 2 UMNR  Unaccompanied Minor 3 3
Restart CHD  Child 10 10
Total 16 16
Mo MAAS, YNGP, BLND, DEAF, S5TCR, MEDA, DEPA,
DEPU, TRSO, PICA, PICU, ESAN or SVAN on this fight

Not Boarded: 15 Not Accepted: 3 Sort By [Customer | w]  Order [Ascending | ]
Seat Cabin Acpt Bag Incarriage Last Seen Info
1 AAS Frank Mr 6E ¥ & [ VWCHR -
2 BRUEM Per Mr 2F Y & [ €3, WCHR
3 DAHLE Marte Ms Child ¥ UMNR
4 DAHLE Martine Ms Child ¥ UMNR
5 GROENLIEN Daniel Mr Child ¥ UMNR
6 HANSEN Iselin Ms Infant 006 Y
T AT CTR Amensimd Me  EATU kA 4 s VR B e | S

The lower part of the Special Assistance List screen shows the total of all special assistance
Customers not yet boarded followed by the details for each customer.
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Boarding Customers

Before Customers can board, certain checks are performed by the system to make sure the Customer
is eligible to board.

The list over not boarded customers is by default displayed by the customer’s name in alphabetic
order. This can be changed:

19JUM12 12:

Messenger (0) Customer (1) Flight D¥&002 (2) JFE Help (2) @ Boarding DY6002 (4)

Enter Flight

Shortcuts
Boarded List += DYB002 19JUM OSL = TOS Tromso Langnes STD: 17:00
Cancel Accept Acceptance Open Gate: 40 Mow Boarding
Deboard Fg |
Ineligible List Accepted Boarded Mot Boarded Accepted
Spcl Assist List Joining 54 +3inf 0 +0inf 142 +3inf Ineligible To Board 2 F9 to see the list 9
Menus Transit Special Assistance 15 F7 to see the list h
Baggage» Totals |54 +3inf 0 +0inf 142 +3inf Jump Seats o c
Boarding»
Customer» Not Boarded Customers: 145 Not Accepted: 88 Sort By’ |Customer |[= order E
Flight»
Listsr - EEE I s==t Cabin Acpt Bag Incafriagi® Pt \ Info
Printing» 1 AAS Frank Mr 6E Y w7 [ Bag WWCHR =
Seating» 2 AKHTAR Samra Mrs FQTV b Cabin
System 3 AMUMNDSEN Roald Mr b Customer
Refresh 4  ANDERSEN Hanschristian Mr 77 Incarriage
Restart 5 ANDERSSON Chris 12E ¥ o' [ v
6 ASBIOERMSEM Peterchrister Mr 128 b4 '
= AL TRACTAA e R . Last Seen S
Select MName: Or Line Numbers:| Or Select Seats: 0 of 145 selected

O Enter seat numbers, security numbers or line numbers to board customers.

Customer Boarding Status:

@ Flight Open for I
Boarding

The Not yet boarded Customer table in the middle of the screen shows total of all Customers who
are not yet boarded followed by the details for each Customer.

ce Mavigation Logoff Help 19JUN12 12:23 . K™ B3
Messenger (0) | Boarding DY6002 (1)

Enter Flight

Applications Device  [M:

Shortcuts
Boarded List - DY5002 19JUM OSL = TOS Tromso Langnes STD: 17:_00
Cancel Accept Acceptance Open Gate: 40 MNow Boarding
?:5%?;1 List Accepted Boarded Mot Boarded Accepted
Spcl Assist List Joining 55 +3inf 4 +0inf 134 +3inf Ineligible To Board 2 F9 to see the list

Menus Transit i i _ Special Assistance 14 F7 to see the list
Baggager Totals 55+32inf 4 +0inf 134 +3inf Jump Seats 0
Boarding»
Customer» Not Boarded Customers: 141 Not Accepted: 86 Sort By E Order E
Elsgtsz TMSE:H Cabin Acpt Bag Incarriage Last Seen Info .-
Printing» g1 AKHTAR Samra Mrs FQTV Y -
Seating» A 2 AMUNDSEN Roald Mr Y

System { 3 AMNDERSEN Hanschristian Mr A
Refresh 4  ANDERSSOM Chris 12E ¥ " [0
Restart %2 || 3 ASBIOERMSEN Peterchrister Mr 12B Y |

B AUSTRHEIM Gro Mrs Y
- PUERI T TR A e miles RA~ LY St

Selectflame:]____ |  OrLine Numbers: Or Select Seats: 0°0f 141 selected

() Enter seat numbers, security numbers or line numbers to board customers.

Customer Boarding Status:

& Customer has

paper ticket DY6002 TOS LARSSON Gunvald Mr 22E Boarded
1 customer DYe002 TOS  SOERLIE Kenatle Mr 10A Boarded
boarded. DY6002 TOS  HENIE Sonja Mrs 29E Boarded

Board Cust-:umerl I Back l_l
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On all Norwegians flights the Not Boarded Customers table will show all passengers booked on the
flight and you will easily see who has been accepted or not. This makes it easy for you to accept
customers Straight to Gate.

You can board customers by scanning their boarding pass, travel document, Electronic Boarding Card
on phone or tablet. You can swipe their credit-card, passport or national identity card.

To board Customers manually, use the following options.

Type the first letters of the Customers Last name, type the Customers Line number or the Customers
selected seat and enter to Board Customer.

How to filter customers in the Not Boarded Customers screen:

Not Boarded Customers: 141 Not Accepted: 86 Sort By [Customer | w Order |Ascending |+
Seat Cabin Acpt Bag Incarriage Last Seen Info
1 EDELMAMM Laurenz Mr FOQTV Y
2 EGMER Thorbjoern Mr L
3 ELIASSEN Kenneth Mr 12F VY Ijl
4  ELLINGSEN Annegrete Mrs iC Y o Ijl
5 EYDE Sam Mr Y
Select Name: g |  OrLne Numbers: 0 of 5 selected

As soon as you are starting to type the first letter of the Customers name the system will filter all the
Customers on your flight starting with that specific letter. As you continue to type the next letter the
system will shorten the list, looking for customers with these letters.

Not Boarded Customers: 141 Not Accepted: 86 Sort By |Customer || Order |Ascending ||~
Seat Cabin Acpt Bag Incarriage Last Seen Info
1 ELIASSEM Kenneth Mr 12F N W I'EI
2 ELLIMGSEM Annegrete Mrs FC Y o Ifl
Select Name: [EL| |  orLine Numbers: 0 of 2 selected

If you want to board Mr. Eliassen Kenneth the system also requires that you type the line number for
the customer as you have two customers’ names starting with the same letters.
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Not Boarded Customers: 140 Not Accepted: 86 Sort By |Customer || = Order |Ascending -
Seat Cabin Acpt Bag Incarriage Last Seen Info
1 ELLINGSEM Annegrete Mrs JC b d Q/ Ifl
Select Mame: EL Or Line Mumbers: |:| 0 of 1 selected

O Enter seat numbers, security numbers or line numbers to board customers.

Customer Boarding Status:

DYH002 TOS ELIASSEN Kenneth Mr 12F Boarded
Dye0o2 TOS LARSSOM Gurwald Mr 22E Boarded
DYyeoo2 TOS SOERLIE Kenatle Mr 10A Boarded
DY¥6002 TOS HEMIE Sonja Mrs 29E Boarded

When boarding Customers manually or by swiping documents you can always see that the Customer
Boarding Status list is updated with information for each boarded Customer and that boarded
customers are removed from the Not Boarded list.

Applications  Device  Mavigation Logoff  Help 19IUN12 14:34 ¥ &
Messenger (0) | Boarding DY6002 (1) | Customer (2) | Reservations (3) —=?E=1
Enter Flight
Shortcuts
Boarded List = DYBO02 19_JUN OSL #+ TOS Tromso Langnes STD: 1?:_DD
T Acceptance Closing Gate: 40 MNow Boarding
Deboard
Ineligible List Accepted Boarded Mot Boarded Accepted
Spdl Assist List Joining 141 +3inf 142 +3inf 0+0inf Ineligble To Board ]
e Transit Special Assistance 0
Baggager Totals | 141 +3inf 142 +3inf 0 +0inf Jump Seats 0
Boarding»
Customer» Not Boarded Customers: 0 Not Accepted: O Sort By [Customer | w Order |Ascending |
Hight»
Ligtsp Seat Cabin Acpt Bag Incarrizge Last Seen Info
Printing» SF10
Seatingr
System
Refresh
Restart
O All customers are boarded. Press enter to close boarding.
Customer Boarding Status:
A Customer has DY6002 TOS TRESTAKK Kari Mrs 21F Boarded 2
paper ticket DY6002 TOS MANUS Max Mr 24D Boarded
: 1dCLést°m9f DY6002 TOS LAGERLOEF Selma Mrs 6F Boarded
oarded.
D¥&002 TOS  KROGH Christian Mr 20E Boarded
D¥e002 TOS KROHG Oda Mrs 19F Boarded
DYe002 TOS  MUNCH Edvard Mr 204 Boarded
DY¥&002 TOS  WERGELAND Henrik Mr 18B Boarded

Close Boarding Back

- -

When the Not Boarded Customer list is empty and all Customers have been boarded successfully, the
Board Customer button is replaced by the Close Boarding button.

In most cases you will have some customers on the no show list. The Close Boarding button will not
be available. You have to Close Boarding by using the Boarding Menu on the left side and the flight
status has to be set to Acceptance Closed.
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Flight Update
As a Gate Manager you will be in control over the flights status.

On Norwegian flights some of the Flight statuses will be set automatically from the system. This is
controlled by monitors in the Departure plan related to STD or ETD.

Short Haul

- 24 hours The flight will open for acceptance

- 30 minutes The flight will close for acceptance at check-in
Long Haul

- 24 hours The flight will open for acceptance

- 45 minutes The flight will close for acceptance at check-in

The rest of the statuses will be set manually from the Gate Manager responsible for the Departure.

To access the Flight Update screen you have to access the Flight Menu. You can do this either from
the Flight Application or Boarding Application.

tion Logoff  Help 19JUN12 15:22 ¥ &
Messenger (0) | Boarding DY6002 (1) | Customer (2) | Flight DY&002 (2)
Enter Flight
Shortcuts
Boarded List =] +~ DY6002 19JUM OSL =+ TOS Tromso Langnes STD: 17:00
Cancel Accept  F6 Acceptance Closing Gate: 40 Now Boarding
Deboard F8
I:el;zléi'l;le List Fo Accepted Boarded Mot Boarded Accepted
Spd Assist List  F7 | |Jeining 1404+ 3inf 1404+ 3inf 2 +0inf Ineligible To Board 0
Menus Transit Special Assistance 0
Baggager Sp3 || Totals | 140+3 inf 140+ 3 inf 2 +0inf Jump Seats i]
Boarding» SF8
Customer» SF4 | Not Boarded Customers: 2 Not Accepted: 2 Sort By E] Order E
Flight» SF7 _
Lig?ts, SFa Accept. Figures t Bag Incarriage Last Seen Info
Printing» 5r10| Customer Weight and Balance Details
Seating» SF11
System Display Onboard Service List
Refresh F5 )
Restart sF12|_Flight Info
Flight Update
Inbotind Connections Summary rs: Or Select Seats: 0 of 2 selected
Gnlcaribst imbers to board customers.
Outbound Connections Summary

Here it is done from the Boarding Application, but it will be the exact same shortcuts through the
Flight Application to Shift + (F7) and then Shift + (F2).
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Applications  Device [ ation  Logoff  Help 19JUN12 15:26 % &
Messenger (0) | Boarding DY&6002 (1) | Customer (2} Flight D¥&002 (3) ?

—F1
Enter Flight Boarding Flight Update

System - . -
Restart DY¥o002 19JUM OSL = TOS Tromso Langnes STD: 17:00

Acceptance Closing Gate: 40 Mow Boarding
O Update flight information
Gate Mumber Aircraft Registration
Gate(s): |40 Aircraft registration:
Timings
ETD: o =) ADV: o =) ATD: [+o |[~]

ETA: o =) Boarding Time: [16:35 o =)

Flight Status

Acceptance Status:|CLOSING -~ Boarding Status: [orPEN ]
Load Control: NOT OPEN General Flight Status: [OPENED =]
OPEM
Baggage Lateral CLOSING
SUSPEMDED
CLOSED
FINALISED

Update Exit

To set the Flight Status to Closed — go to Acceptance Status and choose Closed. Then enter to
Update. When the Flight Status is set to Closed you cannot accept customer Straight to Gate, but
Customers that are already accepted can still board.

e Mavigation  Logoff  Help 19IUN12 15:29 ¥ &
Boarding DY&6002 (1) | Customer (2} Flight D¥&002 (3} —_?F-l
Enter Flight
shortcuts
Boarded List 3 - DYBOD2 19JUM OSL = TOS Tromso Langnes STD: 17:00
Cancel Accept s Acceptance Closed Gate: 40 Mow Boarding
Deb d F8
Ir:aeli';éillgle List Fo Accepted Boarded Mot Boarded Accepted
Spcl Assist List F7 | |Joining 140 +3inf 140 +3inf 2 +0inf Ineligible To Board o
Menus Transit Special Assistance 0
Baggager cpz || Totals [140+3 inf 140 +3inf 2 +0inf Jump Seats o
Boarding» SFS 5
Customers  graq| “dd Flioht sort By (Customer | ~]  order |Ascending | ~)
Flight» sF7| Board - Override Checks :
Listsy SF9| Boarded List Acpt Bag Incarriage Last Seen Info
Printing» SF10 . . -
Seatinggp SF11 Boarding Flight History
System Change Gate
Refresh F5| Close Boarding
Restart SF12 Deboard
mbers: l— Or Select Seats: Ii 0 of 2 selected
Mass Deboard e numbers to board customers.
Open Boarding
0 Acceptance
Status has been
changed to CLOSED

Access the Boarding Menu Shift + (F8) and then Close Boarding Shift + (F5), and the Boarding will be
closed.
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Applications  Device Mavigation Logoff  Help

Messenger (0) | Boarding DY&002 (1) | Customer (2) | Flight DY&002 (3)

Enter Flight Boarding Closed

Shortcuts
Flight Info *= DYB002 19JUM OSL = TOS Tromso Langnes ST[}: 17:00
Open Boarding Acceptance Closed Gate: 40 Boarding Closed

Menus Accepted Boarded Mot Boarded
Boarding» Joining | 140+ 3inf 140+ 3inf 2+0inf
Flight» —=
Listsy Totals 140+3inf  140+3inf  2+0inf

System
Restart

New Flight
Finalize Flights

It is important that the flight is set to Acceptance Finalized before leaving the gate.
Access the Flight Update screen and set the Acceptance status to Finalized.
If this is not done — no messages from Altea regarding customer information will be sent.

The flight will attend the General Flight Status Departed automatically when the ATD has been sent.

Flight Status

Acceptance Stat(S: FINALISED | +] Boarding Status: ¢ |CLOSED D) |
—

Load Control: IGNORED | General Flight Status: | OPENED (=]

IT IS YOUR RESPONSIBILITY AS A GATE MANAGER TO BE SURE YOUR FLIGHT HAS THE RIGHT STATUS
WHEN YOU LEAVE THE GATE.

NB: You can also set the flight straight in to Status Finalized and skip Acceptance Closed.
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Flight Departed

If you have to set the ATD manually, open the Flight Update and type the ATD time. Enter Update
and the flight will have the status Departed.

Applications  Device  Mavigation Logoff  Help

Messenger (0) | Boarding DY6002 (1) Customer (2) | Flight DY&002 (3)

Enter Flight Boarding Closed
Flight Information Flight Update
System
Restart crio | % DY6002 18]UN OSL + TOS Tromsa Langnes STD: 17:00 ATD: 16:25
Acceptance Finalised Gate: 40 Departed
0 Update flight information
Gate Number Aircraft Registration
Gate(s): Aircraft registration:
Timings

Eto:|  [+0 [+) ADw: TR AT—D: Wla—
ETA: IiE] Boarding Time: ’WE

Flight Status

Acceptance Status: [FINALISED |+ Boarding Status:  |CLOSED |
Load Control: [1GNORED | General Fight Status: DEPARTED [=]

Baggage Lateral

e
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Customer Weight and Balance

The Customer Weight and Balance screen displays a summary of the Customers accepted on the
flight, by class and gender, and their baggage.

Help

Device Logoff

Default: DY

Shortcuts

r= "= DY754 Vaemes STD: 13:20
Print to Default i
Acceptance Gate: A15 Boarding Closed
Menus s—— —— -
Printing» SF10 R HT AND BALANCE
FLICHT INFO 738 REC LNNHC 188 »
ystem i Y754 083EP 3L STD1320 BOARD 1250 GATE ALS AF
Restart 5F1 EST CABIN M ¥ c HOLD BACS HAND BACS
TRD -
Joining Y 0 53 69 4 3 52 0
RUSH _BACS—"< 0
CREW BAGS -~ 0
TOTAL(TRD) 0 53 69 4 3 52 0
........................................ R e et b R e S A e I e
CRAND TOTAL 0 53 68 4 3 52 0
{BX 08L)

TOTAL PASSENGERS 126 PLUS INFANTS 2

AREA A n ¥ c I HAND BAGS SEATED\ PAX
ZONE A 0 13 26 2 2 o 41
ZONE B 0 25 27 0 0 0 52
ZONE C 0 15 186 2 1 o 33
TOTAL 0 53 69 4 3 [} 126
Seat Row Numbers:

Range(s):

The total number of customers seated in the different sections of the cabin, (Adult), Male, Female
and Children in each section (Zone A, B and C) is shown in the lower right corner.
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On Long Haul flights the Customer Weight and Balance is a bit different since Norwegian have two
cabins on these aircrafts, Premium and Economy. Altea will separate gender and bags on each class.
In this example you will see that 5 customers are accepted in cabin C (Premium) with 3 bags, and 32
customers with 32 bags in cabin Y (Economy). The total amount of bags will add up to 35 and the
total accepted customers to 37.

You will also see that the Long Haul flights have one more section in the cabin (Zone A, B, C and D)
Altea will always show all accepted customers in the section seating field, independet of which cabin

the customers is sitting in.

Messanger (D) | DY Fight DY7201 (1)

Enter Fliight _ Fgures Customer Weight & Balance I

t

== DY7201
Acceptance Open

215EP OSL # BKK Bangkok Suvamabhumi International

CUSTOHNER PAX AND BAG DETAILS FOR WEIGHT AMD BALANCE

FLIGHT INFO 7&8

DY7201 Z1Z3EP OBL STD14ZE
wwx ACCEPTANCE HOT FINALISED ==+
HOLD BAGE HAND BAGS

DEST CABIN A n F c I
BEK
Joining” C o 4 1 o 3
J o 17 15 o az
RUSH BACE 1]
CREVW BAGE o
TOTAL (BEEE) Q L 16 Q a5
CRAND TOTAL o] FE LE o o 35
B 08L)
FUTLL PASSEHNGERS 27 PLUS INFANTE O
ARER A - F C I HAND BAGSE
Z0ONE A o 4 1 o o o
ZONE B o 3 B o o o
ZONE C o E 1 o o o
ZONE D o & L] o o o
TOTAL o Z1 16 o o o

Seat Row Numbers:
Range(s):

RECG LN-LNWNF 3ZC 2537
BOARD 1340

STD: 14:
Gate: None Boarding: 134
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Onload Standby Customers
Onload tasks are typically performed close to departure time.

You can access onload list from the Flight Application or Boarding Application.

Applications  Device b ation  Logoff Help 28MAY12 13:03 .

Messenger (0) | Boarding DY376 (1) | Flight DY376 (2) | Customer (3)

Enter Flight Flight Information

- Shortcuts

* DY376 30MAY OSL + TOS Tromso Langnes STD: 08:20
Accept Group ! . o
Befiziing Frepmes Acceptance Closing Gate: 40 Mow BoardlngA
Customer List Aircraft

Flight Contacts

| Flight-Update—aE2. Canfig Cabin Capacity
Onload List | D Aircraft  Reg Y Y
Proactive-FguresTs

0OSL-TOS 733 148 148
Regrade List
Seatmap Flight Status
Set Comments

Acceptance  Boarding

- Menus ———— Ing) Tog Closing Open
Acceptancer
Disruption» Schedule

Flights Airport:  DSL TOS
Listse

Seating» 1h50
w Elapsed Time:

- System ——

Refresh
Restart Scheduled: 08:20 10:10

Total Elapsed Time: 01h50

Applications Mavigation Logoff  Help 28MAY12 13:05 ,¥ &'
Messenger (0) | Boarding DY376 (1) | Flight DY376 (2) | Customer (3)

Enter Flight
- Shortcuts ———
Boarded List F3 # DY376 30MAY OSL = TOS Tromso Langnes STD: 08:20
cancel Accept  F6 Acceptance Closing Gate: 40 Now Boarding
Deboard F8
Ineligible List Fo Accepted Boarded Not Boarded Accepted
Spcl Assist List F7 | |[Joining 120 +0inf 12 +0inf 110 +0inf Ineligible To Board 2 F9 to see the list
| Menus—| | Transtt Special Assistance 2() F7 to see the list
Baggager SF3 Totals 120+0inf 12 +0inf 110 +0inf Jump Seats i]
Boarding» SF8
Customer» SF4 | Not Boarded Customers: 110 Not Accepted: 2 Sort By E] Order E
Flight» SF7 q
Ligtsy SFo Becentilinties t Bag Incarriage Last Seen Info
Printing» spin| Customer Weight and Balance Details -
Seating» 5F11
[ System Display Onboard Service List
Refresh F5| (Dramv
Restart sr1z| Flight Info

Flight Update -

Inbo onhections Summary - ’— or Select Seats:l— 0 of 110 selected

Onload List

[ onnections Summary |1mbers to board customers.
Customer Boarding Status:
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The onload list will be shown in the order of their customer value. The higher customer value, the
higher on the list.

150CT12 11:04 .~ &~
Messenger (0) Boarding DY6670 (3) —__?E-l
TRAINING Enter Flight
|+ DY6670 150CT OSL = TOS Tromso Langnes STD: 20:00
Shortcuts Acceptance Open Gate: DY MNow Boarding
Add Regrade
Cancel Accept i, Awvailability Before and After Onload Catering Figures
|
:f;ﬁﬁa":céggfade "L P kvailability: OSL-TOS |Estimated Figures = _ . ¥
Standby Split F5 Before Onload After Onload Cabin Capacity ]
View Customer v v Meals o
flenus O5L-TOS 48 45
Baggages
Customer»
Flight» Customer Onload Recommendation
Linking» Custormer Recommendation Leg Cabin Seat Accept Bag Info.
Listsy .
Printingr 1 NORWEGIAMNSTAFF Senior Mr Onload ¥ OSL-TOS N o0l SBY OSGFF,E‘UQ’YIG,SA
Seating» 2 MEWHIRED Cabincrew Ms Staff Onload ¥ OSL-TOS A o0z SBY S0E/Y10,5A
UGETETEH SFO 5 pAMILYOFSTAFF John Mr Staff Onload ¥ O0OSL-TOS ¥ 003 SBY [] 40F/Y10,5A
Sy stem
Restart
/i\, Cabhin sequence
business rule not set
up or in error
(D select "Commit” to accept the Onload Recommendation. [F) Expand [SF2]
=
| e |

When you have opened the onload list you can Force Acceptance by pressing Force Accept (F4).

T12 11:08 .“ " B4

—FL

Messenger (0)

TRAINING Enter Flight

Customer Acceptance

+H DYBET0 150CT OSL = TOS Tromso Langnes STD: 20:00
System Acceptance Open Gate: DY MNow Boarding
Restart Selected List: All Customers Number in List: Y3

Selected Filters: Mone

Sort By [Customer [~  order [Ascending [~

1 NORWEGIANSTAF. S. Mr.Sitaff O5SL TOS SA Y I SBY 1

2 NEWHIRED C. Ms Staff OSL TOS SA Y M SBY
3 FAMILYOFSTAFF J. Mr  Staff OSL TOS SA Y M s5BY

Select Customer(s): [¥) Expand [SF2]

(D) select customers to proceed
Link

Include Linked Customer: E
=
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You can accept all the staff at the same time, or just one/some of them if there is not seats available
for all.

Applications  Dewice  Ravigation Logoff  Help 150CT12 11:10
Messenger (0} Customer (1) Flight DY6670 (2) | Boarding DY&6670 (2)
TRAINIMNG Enter Flight Boarding - — :
Onload Recommencdation Customer Selection Customer Acceptance
+ DY&6T0 150CT OSL = TOS Tromso Langnes STD: 20:00

AE:::E‘rBtCUtS Acceptance Open Gate: DY Mow Boarding
Add FS?; Customer Bkg Tkt Cabin Seat Accept Baggage Info
Add Itinerary 1 FAMILYOFSTAFF John Mr  Staft
Add Service - DYE670 05L-TOS W=k 003 SBY [] CKIN
Cancel Accept 2 NEWHIRED Cabincrew Ms  Staff
Find Connection = DYB670 O5L-TOS SA =y ooz SBY CKIMN
Find Customer 3 NORWEGLANSTAFF Senior Mr (D staff
View Customer = DYB670 OSL-TOS SA =Y oo1 SBY CKIM

Menus
Baggager
Cust. Details»
Cust. Servicer
Disruptions SFg Select Customer(s) for Acceptance: [1-3 [*] Expand [SF2] 3 of 3 Selected
ETASK () Baggage details already exist. Proceed to accept.
Flight Info Baggage Seating
Printing»
Seatinggb Seat Preference: 4"3
Ticketr
Transfery Other Acceptance Options
View Links

o Update Status to: laccept =] Force Status: |Yes | w|

ystem
Restart Through Checkin Only: E Freeze E
G 3 ressen
customers/tickets
found
(%) Advanced Options [F2] Exit

Remember to put in a Reason. You must also remember to board the customers.

Commit Onload

You can also use the Commit onload to accept staff on SBY. When using Commit onload your flight
status has to be Acceptance Closed.
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TRAINING Enter Flight
- DYE670 150CT OSL = TOS Tromso Langnes STD: 20:00
Shortcuts Acceptance Closed Gate: DY Mow Boarding
Add Regrade
Cancel Accept Availability Before and After Onload Catering Figures
Force Accept o =
Availability: OSL-TOS Acceptance Figures
Manual Regrade iy | D g | Y
Standby Split  F5 Before Onload After Onload Cabin Capacity g
Yiew Customer v v Meals
Menus OSL-TOS 186 183
Baggage»
Customer»r R
Flight» Customer Onload Recommendation
til‘l:il‘lgb Customer Recommendation Leg Cabin Seat Accept Bag Info.
Plrs;nst:ngb 1 MORWEGIANSTAFF Senior Mr Onload ¥ OS5L-TOS N o001 SBY OSGFF,BUCJYICI,SA
Seatingr 2 MEWHIRED Cabincrews Ms Staff Onload ¥ OSL-TOS h 00z SBY 60E/Y10,54
U SF8 11 3 FAMILYOFSTAFF John Mr  Staff Onload ¥ OSL-TOS ¥ 003 SBY [C] 40F/Y10,5A
System
Restart
!i\, Cabin sequence
business rule not set
up or in error
() Select "Commit™ to accept the Onload Recommendation. [¥) Expand [SF2]
(Gommt) ) e
[[commit | J |

Remember to board the customers.

NB: When using the commit onload it will result in releasing all pre-assigned seats and set all No-
show customers to not travelling. Do not use this button if you still expect a lot of customers to

board straight to gate.

Altea CM Manual Rev 2, December 2017 114



Doc ref: NAX M-005

norwegian _ NAX-005M Altea Customer Management | Page: 115 o0f 123
Date: 01.12.2017
Rev.: 01
Applications  Device Mavigation  Logoff  Help 150CT12 11:17 ¥ &
Messenger (0) | Custorner (1) | Flight DY6670 (2) | Boarding DY6670 (3)

TRAINING SearchFlight  Flight List Customer List Selection
——————————+ DY6670 150CT OSL + TOS Tromso Langnes STD: 20:00
[~ Shortcuts ———— Acceptance Closed Gate: DY MNow Boarding
Identify Cust  F6 gajacted List: All Customers Mumber in List: Y146
Print to Default Selected Fitters: None
View Customer
View Links F3 .

- Menus ———— Sort By B Order B
Acceptancer  SF3 From To Bkg Cabin Class Seat Accept
(Er e 1 AAS Frank Mr OSL TOS Y M X .
Eﬁ;‘i‘r':';""’ 2 AKHTAR Samra Mrs OSL  TOS Y v X
Printing» 3  AMUMDSEN Roald Mr 0OsSL  TOSs ¥ Q X
Tickets 4 ANDERSEN Hanschristian Mr 0O5L TOSs ¥ Q b 4
Transfers 5 ANDERSSON Chris Mr osL  TOS ¥ w X
6  ASBIOERNSEN P. Mr 0O5L TOSs ¥ Q b 4
'Ri‘:tt:r”t‘ 7 AUSTRHEIM Gro Mrs osL TOS Y w b
8 BENGTZON Annika Ms 0O5L TOSs ¥ v b 4
9 BERGH Helge Mr 0O5L TOSs ¥ w b 4
10 BESKOW Elsa Mrs 0O5L TOSs ¥ Q b 4
11 BHATTI Khurrurm Mr 0O5L TOSs ¥ v b 4
12 BIEBER Justin Mr 0O5L TOSs ¥ D b 4
13 BIRKELAND Kristian Mr Q5L TOs ¥ Q b 4
14 BIERKE Andre Mr Q5L TOS Y Q b 4
15 BIOERNSOM Bjoernstjerne Mr Q5L TOS Y Q b 4
16 BLIXEM Karen Ms Q5L TOS Y Q b 4
17 BRAHE Tycho Mr Q5L TOS Y Q b 4
18 BRAMNDES Georg Mr Q5L TOS Y Q b 4
19 BREMDEN Karinz Mrs Q5L TOS Y v b 4 -
MO PRLIER Piae Rde Fatall e a'aTad Lv3 A LT
[¥) Expand [5F2]
() Choose one of the actions on the left to continue.
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Jump Seat
Onload staff or commercial customers to Jump Seat,

To find the Jump seats you have to open the seat plan on the flight.

[ v | 412 3 456 7 8 9101112134 41617 181920 21 22 28293031
F ailailailaiuisilsiedeiaisii]aaisieifaisissai]s QOO =
5\ 000000 0000000000000 o000 =
g=) 000000 0000000000000 oo\
¢ = ) oot @
B_/ D0000=200000000000000000 @
A @2 0o ooadodm &
12324567 8 9101112131617 181920212223 28 IL
The Jump Seats have specific names:
JP-FD1 =Flight Deck 1 JP-AC1 = Aft Cabin 1
JP-FD2 = Flight Deck 2 JP-AC2 = Aft Cabin 2
= DYB002 Z9MAY OSL =+ TOS Tromso Langnes STD: 15:00
Acceptance Open Gate: 40 Mow Boarding
41 2 3 456 7 8 9101112131617 18 19 20 21 22 23 24 25 26 27 28 20 30
F oot
E amnlnnnnisisiefedede sy sisisisiainsisieledsfsfsisis
D oooetbototooooaboooood
QE; oootoooocoaootoooooatoad
g 00000=200000000000000000000000@d
A o= ooooobooooooooobotd
* 123 4567 8 9101112 13**16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 .
Select Seats:)P-FDI] |} (0SLL, TOS) + pg-Up Pg-Down (¥)
O Enter seat number{s)-or-select an action on the left.
Customer Leg Current Seat Seat Characteristics Service Request
Vacant Seat QSL-TOS JP-FD1 @

To display the names of the Jump Seats, mark the jump seat either with your mouse or using
Ctrl + arrow and spacebar.

Decide which Jump Seat you will on load the staff or customer to and identify the name from
customer list in the Flight or Boarding Application.

When they are on SBY you will the system will automatically display Other Acceptance Options and
you will be able to Force Acceptance.
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29MAY12 16:14 .

Shortcuts
Add Bags
add FOTY
Add Itinerary Customer Bkg Tkt Cabin Seat Accept Baggage Info
Add Service 1 FAMILYOFSTAFF John Mr Staff

Cancel Accept +- DYG002 OSL-TOS SA = ¥ o001 SBY CKIM
Find Connection F9
Find Customer
Wiew Customer

+ DYG002 29MAY OSL + TOS Tromso Langnes STD: 15:00
Acceptance Open Gate: 40 Boarding: 14:35

Menus
Baggage»
Cust. Details»
Cust. Services
Disruptions SF8
ETASH Select Customer(s) for Acceptance: |1 [¥) Expand [SF2] 1 of 1 Selected
|:In::lht. Lo O Enter bag details and seat preference (if required).
Printing» Baggage Seating

Seating»

Ticket» Hold Baggage: Seat Preference: [JP-FD1 =)
Transfer»

Wiew Links Other Acceptance Options

S 1
Ty Update Status to: lAccept |[w) Force Status: [yes |

Restart

& Through Checkin Onkhy: E Freeze IE

customers/tickets Reason: Jump Seat]
found

@ You can swipe:
ATB2 Bag Tag [®) Advanced Options [F2] Exit

B Pass cC
FQTV Mat 1D
PSPT

Enter the Jump Seat in the Seat Preference, Force Status to Yes and write down the reason.
When you enter Accept button, the staff or customer will be given a Jump Seat.

= DYs002 29MAY OSL # TOS Tromso Langnes STD: 15:00
Acceptance Open Gate: 40 Boarding: 14:35
Custorner Bkg Tkt Cabin Seat  Accept Baggage Info
1 FAMILYOFSTAFF John Mr  Staff
+= DY&002 0SL-TOS SA B Y FD1 v CKIN

On the Flight Info screen and Acceptance Figures, the Jump Seat customer will show:

Total Acceptance Figures

Booked Accepted Standby/ Jump |
¥ Infant CBBG EXST Y Infant CBBG EXST Y | Seat
Joining To TOS 136 4 1
Q5L Total 136 4 | 1
Subject to Load (Rebate Staff) Figures
Listed Accepted Standby Jump
¥ Infant CBBG EXST Y Infant CBBG EXST Y \ Seat
Joining To TOS 3 1
OSL  Total 3 \
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It will also display in the Customer Weight and Balance:
CUSTOMER PAX AND EBAG DETAILS FOR WEIGHT AND EBALANCE
FLIGHT INFO 738 REG 1867 r
DTE00Z Z9MAY O0SL STDLl500 EOARD 1435 GATE 40 A0
*++* ACCEPTANCE NOT FINALISED +*++*
DEST CAEIN i M F C I  HOLD BAGS HAND BAGS
TOS
Joining Y 0 1 0 0 0 0 0
BUSH EBAGE - o
CREW EBAGS - o
TOTAL(TOS) o 1 o o o o 0
CRAND TOTAL o 1 o o o o o
{EX OSL)

TOTAL PASSEMGERS 1 PLUS INFANTSE 0

JUHMP SEATS - FD1l

LTEL A o | F C I HAND BAGE
ZOME & o 1 o o o o
TOTAL o 1 o o o o

On this flight there is only the staff on Jump Seat that is accepted. And as you can see he will be

calculated in to the total amount of customers. As well as the information that there is a customer

on Jump Seat FD1.
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Departure Plan

The Flight Departure plan is set when the flight is created. This plan includes information about the
flight leg and flight-related activities that are planned to run at a predetermined time. The activities
in the Departure plan are set in the Business Rules from the airline company.

The Departure Plan can only be accessed through the Flight Application:

Applications  Des
Messenger (07 Customer (3)
Enter Flight
Asc:;:::“érsuup £=| ¥ DY376 30MAY OSL + TOS Tromso Lananes STD: 08:20
Acceptance Closing Gate: 40 Mow Boarding

Catering Figures F9
Customer List F | Aircraft
Flight Contacts SF8

-

Flight Update SF2 Config Cabin Capadity
Onload List SF6 Aircraft Reg Y Y
Proactive FiguresF8 | |osL-Tos 733 148 148
Regrade List Fo&

Seatmap 7| Flight Status

Set Comments F12 Acceptance Boarding

Menus OSL-TOS Closing Open
Acceptancer SF3

Disruptions 5F4| Accept. Figures

Flight» SF7 . )

Listss SFO Catering Figures

Seating» S5F11| Customer¥eight and Balance Details
System - Departure Plan

Refresh F51 Flightcortacts

Restart SF12

Flight History
Flight Update

Inbound Connections Summary
Onload List

Outhound Connections Summary
Proactive Figures

Regrade List

Regulatory Update

Acceptance Flgunsl [ Back ]

Set Comments

Applications ice  Mavigation Logoff Help
Messenger (0) | Customer (1) | Flight DY362 (2)

2,

X
£

MAY12 14:15 ¢ & EJ

Search Flight  Flight List Flight Information
Shortcuts ;

i = DY362 30MAY OSL = EVE Harstad-narvik Evenes Apt STD: 13:20
ety Acceptance O Gate: N Boarding: 12:55
Delete Activity ptance Open ate: None Boarding: 12:
Redirect Activity Activity Name Activity Time Reference Status
Update Activity 1 Trigger Customer Product Record Feed (CPR) -1d 23h 58m 13:22 28MAY STD Completed &

Menus 2 Trigger Get Mass Airport Control -1d 23h 20m 14:00 28MAY ETD Completed
Flights 3 "E’" Trigger Get Mass Airport Control -1d 0h Om 13:20 29MAY ETD Not Completed
St 4 Open Acceptance -23h Om 14:20 29MAY ETD Not Completed
Refresh 5 Trigger Get Mass Airport Control -12h Om 01:20 30MAY ETD Not Completed
Restart 6 Trigger Get Mass Airport Control -8h Om 05:20 30MAY ETD Not Completed
7 Trigger Get Mass Airport Control -6h Om 07:20 30MAY ETD Not Completed
8 Trigger Get Mass Airport Control -2h Om 11:20 30MAY ETD Not Completed
g Trigger Get Mass Airport Control -1h Om 12:20 30MAY ETD Not Completed
10 Gate Acceptance -30m 12:50 30MAY ETD Not Completed
11 Trigger Get Mass Airport Control -30m 12:50 30MAY ETD Not Completed
12 Trigger Prompt To Open Boarding -30m 12:50 30MAY ETD Not Completed
13 Process Special Baggage List To Messenger -30m 12:50 30MAY ETD Not Completed
14 Print CSM Onboard List -12m 13:08 30MAY ETD Not Completed
15 Close Acceptance -5m 13:15 30MAY ETD Not Completed
16 Clean up guaranteed seats (CGS) -<4m 13:16 30MAY ETD Not Completed
17 Finalise Acceptance Om 13:20 30MAY ETD Not Completed
18 Send Passenger Service Message (PSM) 1m 13:21 30MAY ATD Not Completed
19 Send Passenger Transfer Message (PTM) 1im 13:21 30MAY ATD Not Completed
20 Send Teletype Passenger Manifest (TPM) 1im 13:21 30MAY ATD Not Completed
21 Clean up guaranteed seats (CGS) 55m 14:15 30MAY ATD Not Completed
22 Send Customer Close-out Messages (CCM) 1h Om 14:20 30MAY ATD Not Completed
23 Create Airine Warehouse Feed 1h 55m 15:15 30MAY ATD Not Completed -
na Rt Pl Ticlent Foim oo TS Ah flen 4 SaTA SARAN AT Mok Fomalatad
26 Activities
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Updating the Departure Plan

The system allows you to update an activity in the Flight Activity List for a specific flight. It can only
update one activity at a time.

One of the activities that you might want to update when needed is Clean up guaranteed seats. This
activity will de-allocate all pre-assigned seats and set the no-show customers to not travelling.

To update an activity choose (F7) Update Activity.

28MAY12 14:16 ¥ &

Messenger (0) | Customer (1) | Flight DY362 (2)

Search Flight  Flight List Flight Information W
Update Activity
Shortcuts z
ur = DY362 30MAY OSL =+ EVE Harstad-narvik Evenes Apt 5TD: 13:20
Delete Activity A r 0 Gate: N Boarding: 12:55
Redirect Activity cceptance Open ate: None Boarding: 12:
Menus Activity Name Activity Time Reference Status
Flight» 7 Trigger Get Mass Airport Control -6h 0m 07:20 30MAY ETD Not Completed -
- 8 Trigger Get Mass Airport Control -2h Om 11:20 30MAY ETD Mot Completed
Re\:start ] Trigger Get Mass Airport Control -1h Om 12:20 30MAY ETD Mot Completed
10 Gate Acceptance -30m 12:50 30MAY ETD Mot Completed
11 Trigger Get Mass Airport Control -30m 12:50 30MAY ETD Mot Completed
12 Trigger Prompt To Open Boarding -30m 12:50 30MAY ETD Not Completed
13 Process Special Baggage List To Messenger -30m 12:50 30MAY ETD Mot Completed
14 Print CSM Onboard List -12m 13:08 30MAY ETD Mot Completed
15 Close Acceptance -5m 13:15 30MAY ETD Mot Completed
16 Clean up guaranteed seats (CGS) =4 13:16 30MAY ETD Not Complete |v
17 e R Mme 47700 INRAAN CTH Blod e Lodem A
Select Activity: |16 | 26 Activities
(D) select the activity to modify.
Activity Time
New Actual Time: 13:10 New Actual Date: [28MAY
Or
Activity Starts: lz_days Mhours @minutes B B
Status
Status: |Re-scheduled B
Ext

The activity that has been updated will display in the sequence where you have set it to occur.
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Print Onboard List

Onboard Service list is used by Cabin Chief during flight to access info regarding SSRs, total joining
passengers, vacant seats etc. Onboard Service List will only show information for accepted
passengers. Onboard Service List shall be handed over to Cabin Chief after boarding is finished.

Onboard Service List can be printed anytime during boarding, but will not be valid if a “Straight-to-
gate” passenger boards after list is printed, since this passengers is not checked in prior to boarding.

T e s - E

Boarding Monitor Search Flight  Boarding Monitor List

shortcuts .
= DY378 OBSEP OSL #+ TOS Tromso Langnes STD: 14:30
E::.:!IF: .l.::n Er], Acceptance Closing Gate: A4 Now Boarding
Deboard Fa
Inbound Con  SFS Accepted Boarded Not Boarded Accepted
Ineligible List Fo |Joining 128+ 0inf 87 +0inf 44 4 0inf Inelgible To Board ]
Mass Cancel  F10 | Transi Special Assstance 21 F7 to see the list
Spel Assist List  F7 |Totals  128+0inf 87 +0inf 44+ 0inf Jump Seats 0
Menus
Bag Handlings SF1 Not Boarded Customers: 44 Not Accepted: 3 Sort By (Customer |w|  Opder Ascending | v
B. SF3
poarding:  ore | R S Nor  Seat Cabn Acpt Bag Incarrage Last Seen info
Customers SF4 | 1 ASMYHR Lala Ms 174 ¥ x
Flight SF7
Listsy grg| Accept. Figures v KSK Qrqmv
Printings 5F10| Customer Weight and Balance Details v KSK
Seating» SF11| pj i i v DY1103 SXF A11:24 JFE
R-..}q, : F( Display Onboard Service List \d [ DYI03 SXF ALL24  JFE .
alresn )
Restart sr12| F rs: Or Select Seats: 0 of 44 selected
Flight Update
imbers to board customers.
Inbound Conrnections Summary
Onload List

Duthound Connections Summary

& Refreshed At:
14:19

Choose list number 2 and print.

Applicatiors  Device  Navigation Logoff  Help DBSEP16 14:2

Default: DY Messenger (0) DY Boarding Monitor DY378 (2)
Boarding Monitor Search Flight  Boarding Monitor List

Select Onboard Service L

Shortcuts

Display ~ pY378 0BSEP OSL + TOS Tromso Langnes STD: 14:30
Send ta ACARS F5 _Acceptance Cosng Gate: A4 Now Boarding
e List Type Description
Restart 1 Basic Seat Pln Detais for all seats on a fight.
IJ Cabin Services Manager Specific Used by Cabin Services Manager, plus summary sections.
3 Seat Pln lst for Connections Displays seat number and customers name with connections.
4 Seating Pictorial This i 2 'picture’ of the seats in a cabin.

T —

() select list to print
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Onboard List
DY378 THOSSEP 0SL CSMPRE
FLIGHT INFO - 738 REG LNNGU
CONFICURATION EX - OSL 18€Y
-T08 -122/ 64/ 64/ 2/ OPAX 8 PAD 1
I0SL/TOS 1430/1625 738 130
STATUS AG ETD
A A A A S A S RS S A R RS R R R R R R R R RS A R R R R AR R RSl R R R Rl R R R Rl R R R Rl R R R R R EEE SRS EEJS
LD CS PRT NAME COMMENT
A A AR R R R EEEREEREEEEEEEEEEREEEEREEEEEREEREEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE R
¥ CABIK TOTAL PAX 120
002C/TO0S S ———
WCHR
003D/ T0S R S
015C/TO0S I ——
AVIH
015D/T0S —————
AVIH
0158/T0S S —
AVIH
016c/T0S I ————————
026A/T0S e —
026B/TOS e
030C/T08 S ———
AVIH
Onboard List Long haul

Norwegian Long Haul flights uses multiple Onboard Service Lists. These lists can be printed as soon as
acceptance is closed.

List nr.1: 1 copy, List nr.2: 2 copies

Applicatiors  Denice  Mavigation  Logoff  Help 14SEP16 14:58 % K"
Default: DY Messanger (0) | DY Flight DY7083 (1) | DY Boarding Monitor DY7083 (2)

Boarding Monitor Search Fight  Boarding Monitor List  J:07700 0 Salect Onboard Service Lists
| Shortcuts .
Print + DY7083 145SEP OSL #+ LAX Los Angeles International (Tom Bradley Intl) 5TD: 15:45
Send to ACARS F5 _Acceptance Open Gate: F18 Now Boarding
[ List Type Description
Restart |1 Cabin Services Manager Specific Used by Cabin Services Manager, plus summary sections.

2 Seating Pictorial This & a "picture’ of the seats in 3 cabin.

seect s

() Select hist to display

(o) e
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Example of list nr. 1
DY7Z01 WEZL3EP OSL CEMPRE

FLIGHT INFO = 788 REG LHN=LNF

CONFIGURATION EX - OSL 32C 2557

~BEE of 75 285F 0OF 0 PAX &/ 46 PAD of 0

OSL/BEFH 142570655 788 &) 46

STATUS AOD ETD

TR TR TR T AT A IR AT I AT AR AT AT R AT AR A FEAT AR FEAT R A FEAFEAFAFRA R AR RA RO F S
LD C5 PRT NAME COMNENT

P e ——

C CABIN TOTAL PAX 008

004D /ERE e

004 E /BHE . ___ ]

0047 /BEK P —

00EL /BHE I —

00EC /BHEE I ——

005G /BEE S —

T CABIN TOTAL PAX D46

00&F /BEE .|

007C /BEE L |

007D /EEK . ]

008G /BEEK ]

010k /BHE S

Example of list nr. 2
DYT7Z0L Z13EP DEL C CABIN HMEALEMAP

______ J emeasmcas sseses [ esssss  ssssse m .
05 ] os
EPHL

------ J =smmmms mmmsss [ msssss  ssmess § msmsaa

04 milee NS, [ S 04
SPNL SPML SPHL
------ J mmmmms mmmmes [ messss  ssmeee J mesea-

073 E—— —— 03
SPAL sEPML
------ J =smmemma ammsss [ msssas  ssmess | smssaa

02 o S— S 0z
SFAL SPNL EPHL
------ J mmmemme smmmms [ messss  ssmeee | mmsea-

01 PE——— L —— 0l
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