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Welcome to Viewpoint™ 4.0 ® Quick Reference 
 
Welcome to the Galileo® International’s Viewpoint™ system. This Viewpoint Quick Reference 
guide provides an overview of the most frequently used Viewpoint screens.  
If you are new to Viewpoint, this guide will help you become familiar with these screens.  
 
Note: When you encounter unfamiliar screens in Viewpoint™, you can press the F1 key for a 
complete explanation of the screen you are viewing. 
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Toolbar Buttons 

Toolbar buttons can guide you to most system functions in Viewpoint™.  

Customer Button 

The Customer button is used to create/edit customer information, retrieve a 
PNR/PRO-file™, print or send an itinerary, or exit Viewpoint™. 

When you click the Customer button, the display defaults to the Customer 
Information dialog. 

  

Click the dropdown arrow on the button to display the Customer menu 
options. 
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Shop Button 

The Shop button offers you two different ways to shop for fares. Both Low 
Fare Shopping Tool and Calendar Shopping Tool require subscription. 

When you click the Shop button, the display defaults to the Low Fare 
Shopping Tool dialog. 

 

Click the dropdown arrow on the button to display the Shop menu options. 

 
• The Low Fare Shopping Tool display provides a blended view of the fares 

and flights that meet your search requirements. 

• The Calendar Shopping Tool provides a means for you to shop for North 
American (NAFQ) fares and corresponding flight availability without 
having to read complex rules or search through multiple screens of flight 
information. 

• Note: Galileo® Optimal Shopping is only available to Apollo® users in the 
USA, Canada, Puerto Rico, and the U.S. Virgin Islands. 
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Air Button 

From the Air button you can check availability, get flight information, check in-
flight services, and pre-book seats. Find additional information under the 
section titled “Booking Air” in this quick reference. 

When you click the Air button, the display defaults to the Air Availability 
Request dialog. 

 

Click the dropdown arrow on the Air button to display the Air menu options. 
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Fares Button 

From the Fares button you can get a fare quote, use fare quote planner, shop 
for a fare, convert currency, and display, add, modify, or cancel a stored fare. 

When you click the Fares button, the display defaults to the Tariff Display 
Request dialog. 

 

Click the dropdown arrow on the button to display the Fares menu options. 
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Car Button 

From the Car button you can check car availability, direct sell a car, view a 
car description, or modify a car booking. Find additional information under 
“Booking Cars” in this quick reference. 

When you click the Car button, the display defaults to the Car Availability 
Request dialog. 

 

Click the dropdown arrow on the button to display the Car menu options. 

 

Hotel Button 

From the Hotel button you can check hotel availability, direct sell a hotel, view 
a hotel description, or modify a hotel booking. Find additional information 
under “Booking Hotels” in this quick reference. 

When you click the Hotel button, the display defaults to the Air Availability 
Request dialog. 

 

Click the dropdown arrow on the Hotel button to display the Hotel menu 
options. 
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Map Button 

From the Maps button you can display or search a map. You can display 
maps for over 1600 resorts and cities worldwide. Maps show road and street 
name detail. Points of interest can also be displayed. Click Search and find 
the city you wish to view on a map.  

Note: If the Maps button is not active, ask your Galileo ® Account 
Representative how you can get Viewpoint™ Maps. 

When you click the Map button, the display defaults to the Map Search 
dialog. 

 

 

Click the dropdown arrow on the Map button to display the Map menu 
options. 
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Finish Button 

From the Finish button you can save or ignore a PNR, execute custom check, 
create/edit ticketing arrangements, or issue documents.  

When you click the Finish button, the display defaults to the Finish dialog. 

 

Click the dropdown arrow on the Finish button to display the Finish menu 
options. 

 

Issue Documents Button 

When you click the Issue Docs button, the issue documents dialog appears. 
Click to highlight the stored fare. You will be able to either Add Ticketing 
Modifiers, or Issue Documents.  
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E-Mail Button  

If you are Web enabled, the E-Mail button allows you to send your customer’s 
itinerary via email. When you click this button, Viewpoint™ automatically 
displays an email screen with the customer’s itinerary attached. 

When you click the E-Mail button, the display defaults to the Select E-Mail 
Options dialog.  

 

 

Click the dropdown arrow on the button to display the E-Mail menu options. 
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Web Button  

If you are Web enabled, the Web button automatically links you to Galileo e-
Agent™, providing you with instant access to travel information. 
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Booking Air 

Booking Air involves three basic steps: 

1. Request Air Availability. 

2. Select and Sell Available Flight(s). 

3. Add Customer Information. 

Step 1: Request Air Availability. 

Use the Air Availability Request screen to enter all of the city pairs, dates, 
and airlines you wish to include in your search.   

1. From the Viewpoint™ itinerary screen, click the Air button. 

The Air Availability Request dialog opens. 
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2. Complete the basic fields with departure date and city, arrival city, and 
time.  
− To see a calendar: Click the down arrow on the date field to view a 

calendar and select a date. 
− To find a city: Click the down-arrow in the Departure and Arrival city 

field and select a city. 
− To view a list of airlines: Click the Airline(s) down-arrow and select 

an airline. Select Include, Exclude or Include Only to further clarify 
your request.  

3. Click Add or use Alt+A to insert this segment into the Itinerary Planner.   
− The city pair request is recorded. 
− Viewpoint™ automatically switches the departure and arrival cities to 

prepare the screen for return flight information.  

4. If return or continuing flight segments are required, update the screen and 
add segments in the same manner.  

5. When all of the search segments have been added, click Search or use 
Alt+S to search for flights. 
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Step 2: Select and Sell Available Flight(s). 

The Air Availability search results screen opens when you click Search on the 
Air Availability Request screen. This screen is used to select the flight(s) you 
wish to sell. When you make a flight selection, you can then select from the 
following options: sell a flight, view flight details, and get fare quote. You can 
also display more availability. 

 

The availability for each segment of your itinerary is defined by a header with 
the date, time and city pairs. If you have requested several legs of itinerary, 
you can scroll down to view the availability for each city pair. You will select 
and sell available flights from this screen.  
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To sell flights: 
1. Click to highlight the flight you wish to sell.  

If you want to sell several flights at once: 
a. Click to highlight the first flight.  
b. Click the scrollbar arrow to move down to the next city pair availability. 
c. Hold the Ctrl key down. 
d. Click to highlight the next flight you want to sell. 
e. Continue this process (ctrl+click) until all of the flights you wish to sell 

are highlighted.  

2. Click the Sell button on the toolbar. 

The Air Sell screen appears showing the list of flights you selected.  
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3. Highlight the flight(s), verify number of seats, request code, and booking 
code, and click Sell. 

The Viewpoint™ Sell, Modify, Cancel – Vendor Summary screen 
appears. 
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4. Click the Itinerary Button to view the updated passenger itinerary. 
The Viewpoint™ itinerary screen opens showing the list of flights you 
have booked. 
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Step 3: Add Customer Information 

To complete the booking, you must add customer information.  

1. Click the Customer button on the Viewpoint™ itinerary screen 

The select New PNR dialog opens. 

 
2. Click Edit Existing PNR.  

The Customer Information dialog opens. 

 
3. Type the Last Name, First Name, and any Name Field Remarks, then 

click Add or use Alt+A to add. 

4. Click each tab on this dialog box and fill in all applicable fields.  

5. Click OK to complete customer information. 

6. To end the PNR, click the Finish button on the Viewpoint™ itinerary 
screen and select Save PNR. 
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Booking Hotels 

Booking a hotel room involves four basic steps: 

1. Display Hotel Availability 

2. Display Complete Availability 

3. View Rules and Policies. 

4. Sell the Room. 

Step 1: Display Hotel Availability 

Use Hotel Availability to display available hotel properties using hotel in and 
out dates, and booking location. Additional tabs make it possible for you to 
search for a hotel property based on specific customer needs and 
preferences, as well as by negotiated rate code and Inside Shopper 
information.  

If you are not booking an air reservation, you must add customer information 
before you begin the hotel booking process. In the “Booking Air” section of 
this document, go to “Step 3 – Add Customer Information”.  

If you have already booked a flight, select the arrival city flight segment on 
the Viewpoint™ itinerary screen, then request Hotel Availability. Viewpoint 
automatically defaults to the arrival date and city when the Hotel Availability 
screen opens. 

1. From the Viewpoint™ itinerary screen, click the Hotel button.  

The Hotel Availability screen opens. 
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2. Complete the Basic Fields tab, and click each of the other tabs to 
complete additional information as applicable.  

Note: The search criteria selected in the Hotel Availability tabs are 
displayed in the Selected Options are on the right. The order in which 
these qualifiers appear reflects the priority given to the item during an 
availability search. Right click an item to change its order in the display, or 
to delete or modify a selection. 

3. Click Search to view the Hotel Availability. 

The Viewpoint™ Hotel Availability search results screen appears. 

 

This screen provides a list of properties based on the search criteria you 
entered.  

• Click a property to select it.  

To update your search criteria from this page: 

• Click the Search menu item and select Update Search. 

To view rates in an alternate currency: 

• Click the Options menu item and select Currency, Code Selection. Select 
a currency code and click OK. This converts the currency in the display to 
the currency you requested. 
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Step 2: Display Complete Availability 

The Viewpoint™ Complete Hotel Availability screen displays a list of available 
rate/room types. 

To view all rates for the selected property: 

• From the Viewpoint™ Hotel Availability response screen, click the 
Complete button.  

The Viewpoint™ Complete Availability screen appears. 

  
Note: The actual look of the display varies depending on whether the 
hotel company is on Inside Link®, or Inside Availability®. 
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Step 3: View Rules and Policies 

The Viewpoint™ Rules Display screen displays important booking information 
such as rate changes during stay, cancellation policy, guarantee 
requirements, and extra charges. 

To view hotel rules and policies:  

1. From the Viewpoint™ Complete Availability screen, click to 
highlight/select the desired rate/room type. 

2. Click the Rules button.  

The Viewpoint™ Rules Display screen appears. 

 

You can also display hotel description information from the Viewpoint™ 
Complete Availability screen. The Viewpoint Hotel Description screen 
displays information from keywords such as amenities, address, telephone 
numbers, directions, facilities, and other pertinent information about the hotel.  
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To view hotel description details:  

1. From the Viewpoint™ Complete Availability screen, click the Description 
button.  

The Viewpoint™ Hotel Description screen appears. The appearance may 
vary depending upon whether the hotel is on Inside Link® or Inside 
Availability®. 

 

 
Note: Hotel keywords are listed in the pane to the left of the area of 
general description.  

2. Use the scrollbar, if applicable, to view the list of keywords. 

3. Click a keyword to view specific keyword information. 

4. Click Chain to display corporate keyword information.  

5. Click the Notes button to add or view notes about this property. (If notes 
exist for the property, a green dot appears on the Notes button.) 



Viewpoint 4.0 Quick Reference 

Viewpoint 4.0 Quick Reference – March 2004                                              23 

6. Click the Close Window button to return to the Hotel Availability screen.  

Note: You can also display a hotel description from the Viewpoint 
itinerary screen. Click to highlight the hotel, then click the drop-down 
arrow on the hotel button and select Description. 
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Step 4: Sell the Room  

You may begin the sell process by clicking the Sell button on any hotel 
availability or rules screen.  

The Viewpoint™ Reference Sell screen appears. 

 

The Viewpoint™ Hotel Reference Sell screen is used to provide additional 
information related to the sell.  

1. Click each of the sell options tabs (Rate, Customer, Extra), to complete 
the relevant information. 

2. Click the Sell button to complete the sell process. 
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The Viewpoint™ Sell, Modify, Cancel – Vendor Summary screen 
appears. 

 

To view the completed hotel reservation: 

1. Click the Itinerary button to return to the Viewpoint™ itinerary screen. The 
booked hotel information appears in the Itinerary section. 

2. Click the plus (+) sign to expand the display to view additional 
information. 
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Booking Cars 

Booking a car involves four basic steps:  

1. Request Car Availability. 

2. View Car Descriptions. 

3. Review Car Rules Detail. 

4. Sell the Car.  

Step 1: Request Car Availability 

Use this screen to specify the car pick-up/return dates and rental location. 

If you are not booking an air reservation, you must add customer information 
before you begin the car booking process. In the “Booking Air” section of this 
document, go to “Step 3 – Add Customer Information”.  

If you have already booked a flight, highlight the arrival city flight segment on 
the Viewpoint™ itinerary screen and then click the Car button. Viewpoint™ 
automatically defaults to a car pick-up date and time corresponding to the 
flight arrival. 

1. From the Viewpoint™ itinerary screen, click the Car button. 

The Car Availability screen appears. 
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2. Click each tab and complete the information as it applies to 
customer/agency requirements.  

Note: The search criteria selected in the various tabs are displayed in the 
List of Selected Qualifiers on the right. The order in which these qualifiers 
appear reflects the priority given to the item during an availability search. 
Right click on an item to change its order in the display, or to delete or 
modify a selection. 

3. Click Search or use Alt+S to view availability. 

The Viewpoint™ Car Availability Search results screen appears. 

 

This screen provides a list of available cars based on the search criteria you 
entered.  

• Click the car you want to select.  

To update your search criteria from this page: 

• Click the Search drop-down menu and select Update Search. 

To view rates in an alternative currency: 

• Click the Options menu and select Currency, Code selection. Select a 
currency code and click OK. This converts the currency in the display to 
the currency you requested.  
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Step 2: View Car Descriptions. 

The Viewpoint™ Car Descriptions screen displays descriptive information 
about the car rental/company.  

To view car description information such as insurance details, refueling 
policy, car types, etc: 

1. From the Viewpoint™ Car Availability screen, click the Description Button.  

The Viewpoint Car Description screen appears. 

 
Car Location keywords are listed in the box above the area of general 
description.  

1. Use the scrollbar to move through the list of keywords.  

2. Click a keyword to view information such as refueling policy, insurance 
details, car types, etc. 

3. Under Description Type, click Vendor to display Corporate policies.  

4. Click the Close Window button to return to the Car Availability screen. 
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Step 3: Review Car Rules Detail 

The Viewpoint™ Rules Display screen displays summary information, rate 
detail and other important booking information.  

To view car rules detail: 

1. From the Viewpoint™ Car Availability Search results screen, highlight a 
car rate and click the Rules button.  

The Viewpoint Rules display screen appears. 

 
2. Use the scrollbar to review the rules.  

3. Click the Tax button to review taxes applicable to the rental. 

4. Click the CDW button to review optional insurance costs.  
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Step 4: Sell the Car. 

The car Sell screen is used to provide additional information related to the 
sell. If you want to Direct Sell a car, see Booking Cars – Direct Sell. 

To sell a car: 

1. Click the Sell button from the Viewpoint™ Car Availability or Viewpoint 
Rules Display screen. 

The Viewpoint car Sell screen appears. 

 
2. Review and complete the relevant information for each tab.  

• Customer Tab: Complete if your customer is taking advantage of 
frequent flier or frequent renter concessions. 

• Rate Categories Tab: Complete for unusual circumstances e.g. to 
override booking source. 

• Special Tab: Complete if you want to request special services or 
equipment. 

• One Way Tab: If the car will be dropped off, you must specify where. 
If the drop off is not an airport, use the Locations button to view 
locations for the chosen city. 

Note: The Flight field is already completed if you highlighted the arriving 
air segment before starting the car booking process.  
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3. Click Sell or use Alt+S to complete the sell process. 

When the sell is complete, the Viewpoint™ Sell, Modify Cancel – Vendor 
Summary screen appears. 

 

To view the car reservation: 

1. Click the Itinerary button to return to the Viewpoint™ itinerary screen. The 
booked car information is found in the Itinerary section. 

2. Click the plus (+) sign to expand the display to view additional 
information. 
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