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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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Viewpoint 4.0 Quick Reference

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.

©

Customer

Click the dropdown arrow on the button to display the Customer menu

options.
Mew. ..,
Create/Edit Custorner Information 4
Create/Edit Remarks k

Create/Edit Special Services, ..
Create/Edit Ticketing Arrangement. ..
Create/Edit Form of Payment. ..

Retriewe The PHR. ..
Save PNR...

Gek PRO-File. ..

apply Cusktom Check. ..

Cancel Seament(s)
Cancel Ihnerary
Ignare

Ignore and Redisplay

Send To r
Print... CTRL+P

Prink Preview. .,

Print Customer Ikinerary. ..

Prink Setup...

Exit  Alt+F4
Exit and Sign CFF
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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.

® |,

shop

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

Low Fare Shopping Toal. ..
Calendar Shopping Toal, ..
Galilen Cptimal Shopping Toal. ..

e The Low Fare Shopping Tool display provides a blended view of the fares
and flights that meet your search requirements.

e 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.

=

Air

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

Availshility

Direct Sell,..

Fare and Schedule Display. ..
SR

Flight Frequency Display. ..

2

Flight Infarmation. ..

Inflight Services

Add Vendor Locator. ..
lpdate all Schedule Changes

Seaks

IMadifis ..
Cancel and Rebook via

]
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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.
.
Fares

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

Fare Quote. .,

Fare Quote Planner. ..
Tariff Display. ..

Low Fare Shopping Toal. .
Calendar Shopping Toal. ..

CUrrency Cansersion. .,
Payment Calculatar, ..

Create Fare as nable
Display Stored Fare Detkail

Add Stored Fare. ..

Modify Stored Fare 4
Zancel Stored Fare, .,

Cancel Al Stared Fares
Retain

Retain &l

‘erify Stored Fare

Serify &l Stored Fares

Iesue Dacurments, .
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Car Button

Hotel 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.

&

Zar

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

Aailability. .
Index...
Direct Sell...
Description. ..
[Madifs..

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.

il

Hatel

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

Aeailability, .
Indezx...
Direct Sell...
Description. ..
[adifa ..
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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.

Map

Map Search

City/R eference Point | Postal Code I Airpart I

— Search for Country, State, City or Reference Point

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

Mumber of Search Hits: 0

—Select Map

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

Step 2: Select a map and Press OK.

0] 4 | Cancel |

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

Displat: Map
Search...
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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.

"

Finish

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

Save Booking File. ..

Ignaore
Ignore and Redisplay
Custom Check Execute. ..

CrestefEdit Ticketing Arrangement. ..
Issue Dacuments,

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.

Iz=ue WF
Dcn:s

Issue Documents B
Select one or more of the fallowing stored fares:
] d Flease choose
= Stored Fares AE/hD
following in
1 Fare Type: OK Grand Total: 1403.00 case of
Total: USD 1403.00 Quoted: 10/22/2003 Electronic
Fare Status: Unticketed ticket failure.
Ease Fare: USD 1295.81 Total Taxes: USD 107.19 Jssue Paper
Either Paper or Electronic Tickets are acceptable * Ticket
(23 Modifiers
Cancel
lzzuance
Add Ticketing
I adifiers
Izsue
Documents
[E=fi | s e
Save PMR Received: |PC
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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.

E-Mail

Select E-mail options

1. Select the desired e-mail style

Options

¥ &ppend ltinerary as an attachment

[V Setup ltinerary as e-mail text

r ake the current selections permanent and don't
zhaw thiz dialog again.

2. Select the recipients:

Mo email addreszes are available in this booking.
Flease enter the recipient's email address in the
to: line of the generated email

(] 4 I Cancel

Press F1 for detailed help on e-mail selection

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

Mail Recipient. ..
IMail Recipient via Host, ..
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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.

web ;

Viewpoi [Web Browser] =]
File ‘webBrowser Wiew Map Tools Window Help =
D€l oy & | Al

Itinerary Back Farward Sier Fiefresh Home Print “window

Featuring

Galileo ™
e-Agent :
Galileo* e-Cruise

VIBNJOINT

HOME =
SPOTLIGHT ON...
* Air warldRide®™ by MovaTran provides real-time, live access to ground
s Cruise transportation inventories in australia, Austria, Belgium, Canada, Denmark,
. g Reservations Finland, France, Germany, Ireland, Italy, Luxembourg, Mexico, Netherlands,
* Fam Trips MNorway, Poland, Portugal, Spain, Sweden, Switzerland, the United Kingdom,
+ Golf and the United States. Travel agents earn 7% commission on all bookings
¢ Ground Transport made at the Worldride®" site on Galilen e-Agent™
+ Insurance
+ Lodging
s RailfFerry WHAT'S NEW
* Ski = e-famtrips - For travel agents only! Visit new destinations so you can
O TheeliEm/EsEis — recommend to your customers
* Things To Do
* Yacation Package
POWERED BY GALILEO
* Assistance
* Atevo
& Country Links
+ flight TRACKER |
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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.

Ait Availability Request
Ailines —————————————

Departure City I 'l = L I j'

. . 2 I vI
Arrival City I 'l | 15

. 3 I I

Tirne: IS:DD AW Ib_l,l Departure j =

bl airports " Include  (” Exclude
ﬂ & Include Orily

Flight Type I.QII Types

Itinerary Flanner

— LConnecting Cities

: I—_, % ltinerary

* Include Exclude

Check availability for all legs of your itinerary by adding each segment

— First Awvailability and then pressing Search.

Booking Code I ICIass 'l
MHurnber, of Faszengers IG

v Auto-Tab

Add I adify | Delste Search Cancel

Specify the departure date for the display
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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.

@ Yiewpoint - [Air Availability {3/22/2004, DRD-SEA) (3/29/2004, SEA-ORD})]
") Fle Search Sell Information Fares Sort Wiew Window Help

& @ ] & B AE

Itinerary Sell Cancelfebank Details Fares Mare Web CloseWindow

| Headline Details | ‘

ﬁ'IAir IFIightIFrom ITD IDepalts |Arrives I L I = I %I*-I [ IBoDking Codes and Availability |Z I

= Date: Monday, March 22, 2004 Time: 8:00 AWM
From: Chicago. IL - US (0"Hare Intl Arpt] ORD To Seattle, WA - US [Seattle Tacoma Intl Arpt) SEA

I 755 ORD SEA Ak [rrE

Ua 331 ORD SEA  10:10AM 1231 PM o 757 ¢ =+ * F3%3 B3 M3 HI Q9 VIWI

TS 59 K3 L9 GC A9 U
Ua 365 ORD SEA  11:65AM 224 PM o 757 ¢ =+ * F3%3 B3 M3 HI QI VIWI

TS 59 K3 19 GC A3 a0
Ua 575 ORD GSEA  Z45PM  E10PM o 757 ¢ =+ * F3%3 B3 M3 HI O3 VIW]

T3 59 K3 19 G1 A3 B0
Ua 301 ORD SEA  F45PM E:O7PM o 320 < ¢ *  F3%3 B3 M3 HI QI VIWI

TS 59 K3 19 G3 A3 U
Ua 943 ORD SEA  445PM  Z03FPM 0 77 ¢ * * FIC39YIEIMIHIOIVI

w3 T3 SIKILIGIAIDI. 7O
L& 371 ORD SEA T735PM  35FPM o 77 * * *  F3Y3 B3 MIHIOFVIWI

T3 59 K3 LI GC A3 B0
L& 519 ORD SEA 915PM  11:26PM o 33 < » *  FB%3 B3 M3 HI 09 V3 W3

T9 59 K3 L9 GT AB a0
L& B35 ORD PDX 8154M  10:234M o 30 ¢ » *  F3%3 B3 M3 HI 09 VI W3

T3 53 K3 L9 G3 A3 a0
L& EBE32 PDx  SEA  11:004M 11:504M o EM2 = = * Y3 B3 M3IHIOIWIWITS

59 K3 L9 GC

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:

coooTw

Click to highlight the first flight.

Click the scrollbar arrow to move down to the next city pair availability.
Hold the Ctrl key down.

Click to highlight the next flight you want to sell.

Continue this process (ctrl+click) until all of the flights you wish to sell
are highlighted.

Click the Sell button on the toolbar.

The Air Sell screen appears showing the list of flights you selected.

T'ou must gelect the booking code for each flight to be gold.
Awailability Codes: L =Waitlist Open C ="Waitlst Cloged R = 0n Request A = Available

Flights to Sell Selected Booking Code  Awailable Codes
ed 0755 Date: Monday, 2. 2004 | & 5
:Depart: O'Hare Intl Arpt [Chicago) Arive: Seattle Tacoma Intl Arpt [Seattle) B 3
F 2.,
Flight: United 0564 Date: Monday, March 29, 2004 c 7.,
Depart: Seattle Tacoma Intl Arpt [Seattle] Anive: O*Hare Intl Arpt [Chicago]) H o
E 3
L 3
) -]
o 9
5 9 LI
Mumber of seats:l'I 3: Request Code: |NM - REQUESTED j Booking Code: I

Sell I Cancel |

Select flights here, then change their selected booking code
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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.

e‘ Yiewpoint - [Sell, Modify, Cancel - Yendor Summary]

"1 File Edit Yiew Window Help

B
wWeb

Itinerary
B Air Sell Results

UA - United Flight HNumber: 0755 Booking Code: Y # Seats: 01
Date: Monday, March 22, 2004 Departs: 8:10 AM Armrives: 10:38 AM
From: Chicago. IL - US [0'Hare Intl Arpt) ORD

To: Seattle, WA - US [Seattle Tacoma Intl Arpt] SEA

Status: 55 - Sold Electronic Ticketing Indicator: Yes

EES

tessages
DEPARTS ORD TERMIMAL 1
RESTAURANT QUALITY MEALS AWAILABLE FOR PURCHASE OM THIS FLIGHT.

UA - United Flight Number: 0564
Date: Monday, March 29, 2004 Departs: 9:10 AM
From: Seattle, WA - U5 [Seattle Tacoma Intl Arpt] SEA

Booking Code: Y it Seats: 01
Armives: 2:55 PM

EES

To: Chicago. IL - US [0'Hare Intl Arpt) ORD

Statusz: 55 - Sold

Electionic Ticketing Indicator: Yes

Meszages
CaRRY ON CRITICAL FLIGHT
ARRIVES ORD TERMINAL 1
RESTAURANT QUALITY MEALS AWAILABLE FOR PURCHASE OM THIS FLIGHT.

Viewpoint 4.0 Quick Reference — March 2004
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4. Click the ltinerary Button to view the updated passenger itinerary.
The Viewpoint™ itinerary screen opens showing the list of flights you

have booked.

1 File Edit Ar Fares Car Hotel Queues Map View Tools Window Help

a © . #% @ % _ &% @8 @ 9 0w

Terminals Customer Shop Air Fares Car Hotel Map Finig

=l @ Record Locator: new record

@ Names
Phones

E-mail

1 UA - United Flight Mumber: 755 Booking Code: ¥ # Seats: 1
Date:  ™onday, March 22, 2004
% From:  ORD - O'Hare Intl Arpt, Chicago IL - U.S.
To: SEA - Seattle Tacoma Intl Arpt, Seattle Wa - .S,
Departs: 8:10 AM  Arrives: 10:38 AM

Status: 5SS - Sold Sell Type: L - Last seat

z ua - United Flight Murnber: 564 Booking Code; ¥ # Seats; 1
Date:  ™onday, March 29, 2004
% From:  SEA - Seattle Tacoma Intl Arpt, Seattle Wa - U5,
To ORD - O'Hare Intl Arpt, Chicago IL - U.S.
Departs: 9:10 AM  Arrives: 2:595 PM

Status: 5S - Sold Sel Type: L - Last seat
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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.

Press Create PMR to ignore the current PMR and begin editing a new PHR
Press Edit Existing PHR to make changes to the current PHE

Fress Cancel to exit this dialog without making any changes.

| CreateNewPNR.. | E it E visting PNFL_ e

Ignore PHR and create a new one,

2. Click Edit Existing PNR.

The Customer Information dialog opens.

Customer Information
Name |Frequent FI_I,IerI Phonel Addlessesl Ticketingl Form of F'aymentl E-Mailsl
Last Mame [reguired): I
First Mame [required) I
and Title [optionall:
Mame Field Remarks I W e
[optional]:
sdd | Wedy | Dl |
Mames:
Type | Last Name | First Hame | Mame Remarks - Optional |
oK I Cancel |

3. Type the Last Name, First Name, and any Name Field Remarks, then
click Add or use Alt+A to add.

Click each tab on this dialog box and fill in all applicable fields.
Click OK to complete customer information.

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.

Hotel Availability [ x]

Fiate Categaries I Transportation I Property Type I Property |0 | Others I Selected Options

Basic Fields Chainz I Inside Shopper | Megotiated Fates I Features Digtance <= 010M
Chain Code MC

~ | Monday 0ut:[3/23/2004 > | Monday Nights: [7 Chain Code HH
Chain Code C1
—Location Features Health Club

Features Modem in Room

City or Airport: SEA - Seattle Tacoma Intl Apt j Features Hon Smoking Room
Features Pool [Indoor)

= Ajrport Seattle Tacoma Intl &mt Features Restaurant

" Downtown/City  Seattle. Wi - US

" Feference Paint I =l

 Postal Code [us - ONITED STATES =

Distance: Drirection:

ILess Than ™ IDTD IAII hd 2| |

# Miles  Kilometers

— Docupancy Currenc
1 vl &+ Stored
Lt j
Search I Cancel
Enter Check-In date or press Alb+Downdrrow to select dakes from Calendar.

18
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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.

@ ¥iewpoint - [Hotel Availability - SEA 2ZMar - 29Mar]

"1 File Information Search Map Sell Sort Opions  Wiew Window Help
¥ Bl @ ts B Ey 5
Itinerary Complete Description Map Sell [More ‘Web CloseiWindow
Dates: Monday, March 22, 2004 - Monday, March 29, 2004 Mbr Personz: 1
City: Seattle, Wi - US [Seattle Tacoma Int Arpt] SEA List of selected qualifiers: I e Distance <= 010M j
Reference Point:  SEATTLE TACOMA INTL ARPT Total Hatels: 2
Distances in miles
-
# |Lina |Ehain | Link. |HD[E| Name Address |Eu| |F|aIES | Statuz |F|qmls | Dist |AAA |

1801 EAST WALL.. USD B9.00-145.00 Credit card

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

e Click a property to select it.

To update your search criteria from this page:

e 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.

Viewpoint 4.0 Quick Reference — March 2004 19
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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.

@ Yiewpoint - [Complete Availability - Inside Availability]
T File Information Search Sell Sort Options Yiew Window Help

& & & B AE
Itinerary Description Motes Rules Sell More: wWeb Close'Window!
Diates: 3/22/2004 - 3/29/2004 RoomMaster ID: 1153 Hbr Persons: 1
Hotel Mame:  MARRIOTT SEATTLE AP Featured Property
Chain: ML - Marriatt Taxes not included in rates Ratesare  US Dallars (USD)

Total Rates: &

PLACE BED TYPE &ND NS REQS IN /S

Line #| Bk Cade Rate Description Rate Change

PARK M FLY* 1KG OR 2DBS*RT INCLDS 1THOTEL NT .
2 PKFDOD 145.00 UF TO 3NT PREG* RESTRICTIONS APPLY * SEE RATE

PROGRAM FACTS FOR ADD L RATE PRGMS

REGULAR RATE * DELUXE ROOM 1 KING OF 2 DBLS
& (1300 Ll 12 PLUS TAX DAILY PARKING CHARGE

Adh AMERICAN AUTO ASSOC-DELUXE ROOM 1 KING OR
4 QAZADD 124.00 2DOUBLES tAx 4 PPL*ID REQUIRED=PARKING 12

DalLy

MARRIOTT SENIOR DISCOUNT=DELUXE ROOM WITH 1
5 XMIAODD 105.00 KING DR 2 DOUBLE BEDS™Max 4 FRLAD REQ D*MUST

BE B2'YRS OR OLDER® 12 PARKING

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.

@ viewpoint - [Rules Display - Inside Availability]

"] File Motes! Sell Options! View Window Help
¥ | Algen
et Window

Dates: 3/22/2004 - 3/23/2004 MbrMights: 7 Nbr Persons: 1
RoomMaster ID: 1153 MC Marriatt

Itinerary

=

Rlotes

Sall

= Check-in

Y Rates

CORADD
CORPORATE RATE = DELUXE ROOM 1 KING OR 2 DBLS
12 PLUS TAX DAILY PARKING CHARGE
124.00 (USD) PER NIGHT 22MAR - 29MAR
TAX EXCLUDED COMMISSIONABLE RATE

=) Rate Includes

+ﬁ Extra Charges

Cancellation

q Guarantee

MUST ARRIVE ON

-5U OR MO OR TU OR WE OR TH
MUST STAY OVER NIGHT OF

-5U OR MO OR TU OR WE OR TH
MUST GUARANTEE LATE ARRIVAL
1NTS RM . TX CXL PENALTY

-AS FIRST NIGHT PAYMENT
CANCELLATION PERMITTED
-BEFORE 1800 DAY OF ARRIVAL

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®.

¥ Viewpoint - [Hotel Dezcription - DI - 97409]
| File Description  Wiew Edit Window Help

ap BC bel
Web

Itirerary Motes
DI - 97409 - DAYS INN PORTLAND NORTH OR

kg Close

Window

e

Go To

Fakdl - Farmily Plan
FREQ - Freguent Traveler
GRPS - Group Info
GUAR - Guarantee Policy

& Viewpoint - [Hotel Description - MC - 1153]

"1 File Description Edit View Window Help

lj Veb@

Hinerary Nates
MC - 1153 - MARRIOTT SEATTLE SEA-TAC

@ BOOK - Booking Guidelines d Hotel Hame: DAYS IHH PORTLAHD HORTH OR
@ CANC - Cancellation Policy fAddress: 9930 HORTH WHITAKER RD
D COMM - Commission PORTLAND OR 97217

.0 COMT - Contacts us

-0 CORP - Corporate Rates Phone: 5083 280-1800

& CRED - Credit Card Poliies Faxz 503 289-3778

-0 DESC - Hotel Description gsn 2ail:1r_|g. gPI"I

& DIRS - Directions To Hotel [:hgzk u:;:- 1o

""'E E;ST ,':De.:.:.os'tpol'cy Nearest airport: PDX - Portland Intl Arpt
'""D - Facillties pistance: 4 mile(s) W

D

D

-

AFcise

Window

GoTo

MARRIOTT SEATTLE SEA-TAC

3201 SOUTH 176TH STREET
SEATTLE WA 98188 AAA Rating: <> <> <>
Telephone Mo: 206 241-2000
Room Amerities Guest FAX No: 206 248 0789
Spotts/Recreation Credit Cards: AX CA DC DS JC VI
Diring . :
LD Meetings/Business Services L =
O BOOK - Booking Guidelines aa
y @JsTTYEd&EL
O COMM - Commission Registration and Check Dut Information
O CONT - Contacts CHECKAIN: 3PM CHECK-OUT: 1PH
O CORP- Corporate Rates
O CRED - Credit Card Policies
O DESC - Hotel Description Local Atractions
O DIRAS - Directions To Hatel ®  FEDERAL WAY
O DPST - Deposit Policy #  BOEING MUSEUM OF FLIGHT
O FACI - Faciities #®  APOLLO TRAINING CENTER
O FaMI - Family Plan
O FREM - Frequent Traveler

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

Use the scrollbar, if applicable, to view the list of keywords.
Click a keyword to view specific keyword information.

Click Chain to display corporate keyword information.

o > DN

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.)
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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.

&) viewpoint - [PNR - CHRISTENSEN]
"I File Edit Air Fares Car Hotel Queues Map ‘iew Took ‘window Help

52 O @ o= @& & » . v FE = B

Terminals  Customer Shop Air Fares Car Hotel

Map Finish Issuelocs  E-Mail Web:
Availabilicy,
= @ Record Locatar: new record Index...
Direct Sell...
2 T Names Modfy...

CHRISTEMSEM, PATRICIA

Phones

E-mail

Check In: Monday, March 22, 2004 Check Out: Monhday, March 29, 2004 7 Nights 1 Person 1 Room|

SEA - Seattle RA - Ramada Hotels And Resorts

RA INN SUITES SEATA Roomiaster ID: 30605 Booking: NK1SSW
52.49 USD per day Guaranteed

Status: 55 - Sold Confirmation: 59450732
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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.

Hotel Reference Sell

Easic Fields |Hate | Customer | Exstra |

Ire [F2272008 =] Monday

Chain IME - baniott

RoomMaster 1D: |1153

Booking Cods: ICDHADD Rate: 124.00 USD

d Mbr Persons: |1—

12 PLUS Tk DALY PARKING CHARGE

oue [F2I2008 ] Mondap

CORPORATE RATE *DELUXE ROOM 1 KING OR 2
DBLS

Selected Options

Mbr Rooms: |1—

Tppe Mumber

Expires MM

Use &

% Credit card I

=]

Y
l— l— &+ Guarantes

" TravelSereen I
" Guarantee to agency with 1ATA number in 484 [AGT]

" Guarantee ta agency with the following IATA number:
" Deposit has been taken [DPST)]

" Daposit guarantead by the agency [DPST AGT]

j " Deposit

" Deposit with free fom text I

" Other guarantee free form text I

1 None

Guarantes Required Cancel

Murber of rooms

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.

I Fle Edit view MWindow Help

EI Yiewpoint - [Sell, Modify, Cancel - ¥Yendor Summary]

"
wWeh

Itinerary

City: Seattle

Rate: 524350 per day Guaranteed
Foom: MET55W # of Rooms: 1

Payrment Guarantee: AGT
First name:  PATRICIA
Last name: CHRISTEMNSEMN
Rate Guaranteed 52,49

Chain Test:
DEPOSIT BY MalL

CAMCEL 24HR PRIOR TO 4P
THANE YO FOR BOOKING R&MADA,

RA - Ramada Hotels 30605 Status: COMFIRMED  Confirmation #: 53450732 =
Dates: 3/22/2004 - 3/29/2004 Hights: 7 Persons: 1

Bl -
Chain: RA - Ramada Hotels RoomM aster ID: 30605

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 ltinerary section.

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

information.

Viewpoint 4.0 Quick Reference — March 2004
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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.

Car Availability B3
B asic Fields | Wendor Specific I Ore Way I Maore Car Types I Rate Categories I List of Selected Qualifiers
Diates Ec:up ?late: g!ggfgﬂ*l
. ———— ickup Time: 8:
Fickup D ate: Im vI I orday Time: |5:00 &AM Retum Date: 342972004
Fietum D ate: I3.-’29£2DD4 vI onday Time:  |&:00 A Return Time: 8:00 AM
City or dirport; SEA - Seattle T
i~ Rental Company Rate Type: W - Weekly
Wendar 1: I vl
Wendar 2: I vl
‘Wendar 3: I vl
— Rental Location
City or Airpart: ISE.-’-\ - Seattle Tacoma [ntl At j
* Ajpart Seattle Tacoma [ntl Arpt
" City Locations Seattle, Wi - US E I i3
" Via Reference Point I j
" Location ID I ™| Hon-Cartdaster Losation
Fiate Type: IW ~weekly vI Car Size: Ix - () vl
Search I Cancel |
Enter date or press Al+Down Arrow ko select date From calendar
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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.

@ Yiewpoint - [Car Availability - SEA 2ZMar-29Mar]

") File Information Search Alternate Rates Sell Sort View Options  Window  Help

= ] E - o] & Uz A
Itinerary CarType Shuttle Descripkion Alt.Rates Rules Sell More web Closeiindaw
Citybirport: Seattle, Wi - LIS [Seattle Tacoma [ntl Arpt] SEA WEEKLY Rates
Dates: Mon 22 Mar to Mon 23 Mar
STND/PROM Distances are in mies List of Selected Qualifiers: IF'lckup Drater 3/22/2004 j

U3 Dallars (USDY) Cars in list: 10
# v| Line | Link. I\f'endol Location Car Type | Rate Amt IEst Baserate | Pre Pay | FM IF'er Mile I Dist | \nclusionsl

[Z] FULLY QUALIFIED RATES

1 ey Thrifty Terminal CAR 39.99 LIM T
2%y Dolar Terminal EC&R 133493 139.99 LINL o T
3 % Dollar Terminal EDAR 139.99 139.99 UNL 0T
4 % Thiifty Terminal CCaR 149.99 149.99 UNL o T
5 % Dallar Terminal CCaR 149,99 148.59 LINL o T
E % Dollar Terminal CDAR 149,99 149.99 UNL 0T
7 % Thiifty Terminal ICAR 169.99 169.99 UNL o T
i % Dollar Terinal ICAR 169.99 168.99 UNL o T
] % Dollar Terminal ID&R 169.99 169.99 UNL 0T
10 % Advantage Terrminal ECAR 17371 17371 UNL 1} T

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

e Click the car you want to select.

To update your search criteria from this page:

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

To view rates in an alternative currency:

e 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.

Viewpoint 4.0 Quick Reference — March 2004 27



Viewpoint 4.0 Quick Reference

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.

"] Fle Description  Edit View ‘Window Help

Iﬁl é dtg Cloze

Itinerary Dlezeription [lare; weh @ window
ZR - Dollar SEATON SEATTLE TACOMA INTL ARPT

-

Go To

TAX

(a1 YIT]

[ | o e

SHUTTLE SERVICE
TAXSTATEAOCAL

CrkARAICCIOK] AZCRITC

FKewword Dezcription
GAS REFLELING POLICY d
% HOURS HOURS-OPER/EUSNS = & Location
INS INSURAMCE /COVERAGE -
PAl PERSOMAL ACC IMSUR " Vendar

— Description Type —

SHTTL - SHUTTLE SERVICE
SHUTTLE AVAILABLE DURING NDRMAL BUSINESS HOURS AT N/C.

NORTH CDUNTER -ACROSS FROM ALASKA AIRLIHES-
TAKE COURTESY SHUTTLE OUTSIDE DOOR HO. 18

SOUTH COUNTER -ACROSS FROM HORTHWEST AIRLINES-
TAKE COURTESY SHUTTLE OUTSIDE DOOR HNO. 18=%

*COURTESY SHUTTLE AVAILABLE AT MARKED POINT
OUTSIDE THE TERMINAL THROUGH RESPECTIVE DOOR.
SHUTTLE FREQUENCE STOPS EVERY 3-5 MINUTES.

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

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.

Under Description Type, click Vendor to display Corporate policies.

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 scre

en 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.

1 File Tax! CDW Sell Options! View ‘Window Help

@ Yiewpoint - [Rules Display - CarMaster]

#
Itinerary Tax COw Sell

‘web ; |

kg Clase

‘window

Summary Information

Arrival: 08:00a Mon 22Mar SEATO1
Returr: 08:00a Mon 29Mar

Car type: ICAR TOYOTA COROLLA
Estimated base rate:

Wendor: 2R - DOLLAR

169.99 USD - ADDITIONAL DROP CHARGE MAY APPLY

Fate guarantes period: 10/2272003- 47
Rate code: WKLAS D ADY W 45 DY
Weekly / Standard

% Rate Detail
Baze rate includes:  DAY/HOUR CHARGES
wieekly: =1 wK]
Ewtra day: [* 0 XD]
Extra hour: [ 0 HR)
Drop charge:

169.93 USD UNL FMW 0.00 Per MI
36.99 USD UNL FM 0.00 Per M1
15.00 USD UNL FM 0.00 Per MI

AMOUNT NOT AVAILABLE - ADDITIONAL CHARGE MAY APPLY
1972004

MAX RENTAL VALIDATED

2. Use the scrollbar to review the rules.

3. Click the Tax button to review ta

xes 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.
sell

Basic Fields | Custormer I Fiate Categories I Special I Oneway I List of Selected Sell Options
Pickup Date: Mar22Mon  Time:  S00AM  Flight | Rate Code: WKL45

Return Date:  Mar 29 Mon Time: 200 A

Wendor: ZR - Dollar Corp Digcount #: I

Car Type: |CAR Fate: 1B89.99USD

Intermediate

City:  SEA - Seattle Tacoma Intl Arpt Location [D:  SEATO

Hirt

Usge the tabs to find a wariety of qualifiers which may provide
maore information to the car company far this booking.

Sell I Cancel |

Enter arriving flight using airline cade and Flight number if applicable.

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

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

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

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

e 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.

@ ¥iewpoint - [Sell, Modify, Cancel - ¥Yendor Summary]
1 File Edit

Itirverary

Wiew  Window  Help

w'eb g

ZR Dollar Rent A Car Stat OMFIRMED Confo #: Y3175920
Pickup: 22Mar at 8:00 AM HReturn: Z3Mar at 8:00 AM

City: Seattle, WA - US [Seattle Tacoma Intl Arpt] SEA SEATO1
CAR TYPE: ICAR - Intermediate # of cars: 1

Rate Code: WKL45

WEEKLY AMT: 169.99 USD Gid ML Fi
Booking Source: &

Mame: PATRICIS CHRISTEMSEN

Rate Guarantee:  JSD163.9Fw™ -LIML Ml

Wendar Text:

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 lItinerary section.

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