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Login

Access the Virgin Atlantic Flightstore booking site vaflightstore.com using the User Name and
Log-In provided:

G y f,.-"'J CLASSIC DELIGHT /
¥ | L N & A

virginatiantic'

]C“ghl“gr’ore 5N Yo For detalls on how to book Economy Classic,

Economy Light or Economy Delight please click here.

Username
avng02

Password

Notifications

Updates and announcements will be displayed on the Notifications tab on the homepage.

Hint: You can open a notification in a popup using the icon to the right of each notification title.

5 4

NCENTIVES @ NOTIFICATIONS MY BOOKINGS

@
[Posted: 28/06/2018] - Shanghai IT Special Offers - h

[Posted: 28/06/2018] - Hong Kong IT Special Offers

[Posted: 28/06/2018] - Havana IT Special Offers


http://www.vaflightstore.com/

My Bookings

All your bookings can be found, sorted and accessed under the My Bookings Tab

‘ Advance Search

M
INCENTIVES NOTIFICATIONS /\A MY BOOKINGS

Ticket A
Deadline v

Booking Status

3-Mar LHR-DXB

ol - . . N
= 4N720 VTIYEA 07-Jul-2018 10:49 Pre-ticketing cancellation 17-Mar DXB-LHR

Search

@ 403417 VK9SS5L 10-Oct-2018 23:59 Booked not ticketed 10-Nov LGW-MCO DTC

= 403408 VIV24A 1-Aug-2018 23:59 Booked not ticketed 1-Sep LHR-JFK DTC

] 403403 visuio 15-Jan-2019 23:59 Booked not ticketed 15-Feb LHR-MIA VvsC

Hint: You can open a booking in a new tab using the icon to the left of the booking reference.

Searching My Bookings - Clicking the down arrow gives the option to search by Booking
Reference, PNR, Ticket Deadline, Status, Flights and Revenue Stream. Advance search options are
also available by Booked date, Ticket Numbers or Passenger name.

Customizing your search - The My Bookings Tab can show a maximum of 7 columns which can be
customized depending on the information you want to see. When clicking Customize the filters
Booking Reference, Status, PNR and Notes are mandatory fields but the remaining filters are
optional.

Criteria ’)'(‘
Uncheck
Booking Reference
Status
PMNR
| Flights
< MNotes

WA

| Passengers

| Ticket Deadline
] Tickets

| Fare Types

| Booked Date

| Departure Date
| GDS

Show Criteria




Creating your booking

Availability Search

Search for flights using the search box located on the homepage.

Recent &
Favourites

| Open Jaw

Flight search

LON - JFK...

| One Way

|| MultiSector / MultiCabin

v

Your recent searches will be saved here for speedy re-booking.
The default journey type is return. Other journey types can be
selected.

For journeys from Nigeria onto USA please select the Multi
Sector / Multi Cabin option, with the exception of LOS>JFK

From: LOS, Murtala Muhammu-@\\.
which has a same day connection.
lo: LON, London Q
Depart: =Jul-2014 . . .
eRer O4-Jul-2019 ﬁ Enter your flight routing in the FROM and TO boxes. You can
Return:  T1-Jul-2019 ﬁ type either the city/airport code or name.
Cabin: Economy L ) ) .
_ Enter Flight Depart and Return dates by typing a date, or using
Ad:].“: Lhid: InI'aAnL: the POP-UP calendar.
Choose a cabin from the drop down list, or select Show All to
Show available seats: ] see all cabin prices.
Include taxes |+ )
Direct flights only " Enter the humber of seats required for each passenger type -
Branded Fares view w  Adults, Children (2-11) or Infants (under 2)
Airling
All Partner Airlines L
Fare Type
| selected . . . X .
clecte v VFR - Nigeria will be the only Fare Type option available.
Outbound time: Return time:
Any Time L Any Time W

Click Search to start your booking.

Hint: Unsure of an airport? Click % to search by country



Availability Response

When searching your itinerary through the system, Branded fares view will be the default but
you can untick this box if you prefer to use the alternative view.

Amend your Search - Your search can be amended from the availability response for ease when
checking different dates/routes.

Summary Passengers

Total Recommendations 1 &F ens342

Total Itineraries 1 (e

L08 — LHR €3 Deadline 24 December 2018 [ iinerary Ootion
e Econamy Classic £1183.42 v

Expand All Reset All LHR DIRE LoS

Ticketing Deadline

‘Outbound Connections
& Select/Unselect All

0

Inbound Connections

When the recommendations appear, you will need to select the downwards arrow to show the
different route options.

Summary " Passengers Review & Continue

Total Recommendations 1 ¥ E£1183.42

Total Itineraries 1 VIRGIN ATLANTIC

LOS DRECT LHR €3 Deadline 24 December 2018 1 Itinerary Option
@ e £1183.42 A

Expand All Reset All LHR DIRECT Los

VIRGIN ATLANTIC
Ticketing Deadline

itinerary Option 1 (T

A 24 Docamber 2078
£1183.42
V50412 Los Ok 46m LHR =] --- o €854
e 018 - 24 A 1l 2019, 10.0¢ Economy 00 2 34 2019, 1650 oy Cl t
b
© @ o-

Ouee

Outbound Connections ome
@ Select/Unselect All VS0411 LHR G/ Om_} Los B 24 December 2018

Economy (@)

o n

This displays the different routes available with costs and via point if applicable and further
information on this fare including Rules, Fare Type and Ticketing Deadline.

You can view the fare rules by clicking the clipboard icon. If you hover over the flight number more
flight details will appear.

The 3 main indicators will show as a quick view for each option (Baggage, Meals, Seating) then
clicking the 3 dots will display additional details of what fare families are offered. If the airline does
not return this information these indicators will be greyed out with a hover over showing Not
Returned.

This will display a list of attributes for this Economy Classic fare. (At a charge, included or not
offered) default will show what is included but if the package did have things not offered you can
view these by clicking the red button.

[6a]



Economy Classic °

Included in this Fare Family
& & @ -

STANDARD SEAT SEAT SELECTION AT HAND BAGGAGE CHECKED BAGGAGE
ANY TIME
Ll
v
MEALS AND DRINKS WIFI REFUNDS REBOOKING AND

UPGRADES

At Charge At Charge
At Charge

Filters

The filters can be applied from the availability response. When selected these will remove flight
options from the response which no longer apply. The filters are displayed as sliders or lists, which
can all be reset with Reset All displaying the original availability again.

Filters: Fare Types, Price, Operating Airline, Ticketing Airline, Ticketing Deadline, Outbound Flight
Duration, Inbound Flight Duration, Cabins, Route, Branded Fares, Aircraft Type, Departure Points,
Outbound Connections, Inbound Connections, OQutbound Departure Time, Inbound Departure
Time and Arrival Points & Stops.

From this page you can also upsell by clicking the Upsell button, a list of FF upsell options will
appear next to your route option as below, you can flick through these and choose which Fare
Family suits you.

ailability Summary Passengers
. o Depart lourney type Airie Cabin -

Total Recommendations 1 (¥  £1183.42

Total Itineraries 1 VIRGIN ATLANTIC

ﬁ Filters Los — LHR 3 Deadline 24 December 2018 v Option
conamy Classic £1183.42 A
Expand All Reset All LHR SIRES Los
VIRGIN ATLANTIC
Ticketing Deadline
24 Decomber 20 imeran yOption1 @[ | Upsell 1-£1109.92 | Upsell 2-£1144.52  Upsell 3-£T4452 |  Upse4-€N79.22 | Upsell 5- £1483.92 | Upsell 6-£1389.52 | Upsell 7- £1518.62 | Upsell 8 - £1424.62 >
" mbe
VS0412 Los 6 45w} LHR =] (] Q o - £n79.22
4 Jul 200 Economy (V) i 2019, 16.50 oy D ) e
DuELe
Tickating Desatine.
24 Dy ber 2018
Outbound Connections vS0411 LHR S O LOS (=] 0O Q o - ek
@ Select/Unselect All

At this stage once you are happy with the fare and attributes, select your flight, click on the Review
& Continue button, a tab will show to display your selected flights, fare and ticket deadline details.
If you Continue from here, this will progress to the pricing stage with those selected flights.

(D) Ticketing Deadline: 24 December 2018 £1179.22 BEEIR-Le TS
Flight Departure Arrival Fare Basis  Stops Class Baggage Duration
F vsoar (] LOS 04-Jul-2019 10:0% LHR 04-Jul-2013 16:50 XKAFO3CX O W 2 picce @ 0gas
4F vsoan o LHR 11 Jul 2013 2230 LOS 12 Jul- 2013 05:35 XKAFQ3CX O v 2piece @ 0705

Continue




APD

Passengers aged 2-15 are exempt from paying Air Passenger Duty tax. When pricing, the system
needs to know the age of these passengers in order to apply the correct pricing entry.

After the availability response page when the flights have been selected a pop up appears for you
to specify the passenger ages.

Please confirm ages

We require the ages of any passengers aged 12-15 in this request as the fare rules,
prices, and taxes can vary according to age. Please note this is mandatory as per
government legislation. For any passengers aged 16 and over please leave the boxes
blank and click Cenfirm to continue.

Passenger type Age

Adult 1 BI 12 - 15)

Note: If an adult passenger is over 15 you can confirm past this stage without an age specified.

If there is a booking created with youths only, the booking will automatically change to Awaiting
Manual Pricing status and will need to be looked at by Virgin Atlantic Flightstore.

Quote Summary

From the Summary page you can review the details of the flights you have selected, and view
alternative fares if available, some flights may give you the option to upsell into the next cabin.

Abandon Booking will take you back to the homepage, alternatively you can email yourself the
quote or print a copy if needed.

Hit Continue to proceed to add passenger details and complete you're booking. ‘

Passengers £1,194.22 m

& summary

Availability

Please check your chosen flight itinerary

Virgin Nigeria Seat Only

Los . R 04-0u1-2019 043200 S— iecs
Ml e Lofison Hesthiow 003 s oz @ stops ©) Eroromy 0 2piece @ =3
LHR Los W-dul-2019 0i-2019 —_—

Rt o O Muhamme iy e VS04l @) Stops (0) Economy [V] 2 piece @ [ Rutes |

Passenger Total Net Fare(s) laxes, Fees & Carrier Charges S e Fe Total (per passenger) Total (all passengers)

1 Adult £73400 44522 119422 119422

Selected Fare Alternative Fare (click Lo select

Virgin Nigeria Seat Only il ey’ Y

Classes/Cabins may be different)

Upsell Fare Into Next Cabin

Quote Totals 2uote Totals
Total Net Fare(s) £734.00 Total Net Fare(s) £1168 00
Taxes, Fees & Carrier Charges. i} £44522 Taxes, Fees & Carrier Charges Li>) £59592

Service Fees £15.00 Service Fees £2500

£1.788.92

e non-refundable after ticket issue

Note: Pricing policies appear on the quote page, passenger name page and display booking page.



Book

This page allows you to insert your passenger details, add a personal reference if you desire &
amend emergency contact details.

We will pass special requests on to the airline, but cannot guarantee their provision.

You now have the option to Pay & Ticket immediately, or to Book No Deposit with the option to
return to the site to Ticket any time before the Ticket Deadline.

At this stage, please read and accept the Terms and Conditions before continuing.

Note: Date of Birth (DOB) and Gender are always required to be entered together. DOB and
Gender are mandatory for Children, Youths and Infant passengers.

S Passengers

Availability Summary

acoept the Jenns and Conditions updated as al Feb 2018 | pavaicier | ook noepost |

Please check your chosen flight itinerary

Virgin Nigeria Seat Only

LR O4-Jul- 2019 04-Jul-2019 s6 Econar
ncdon Heathrow 10:05 1650 veod @ Shope (0 anamy IV} Zpiece @
Los T-Jut-2019 d-2019
Murtals Muhammed 22:30 05:35 vsoan @ Stops (0) ] 2plece @
TS MISS Rachel Test Emai: RachelGreen ®
Passenger lotal Net | are(s) laxes, Fees & Carrier Charges @) Service | ees Total (pel lotal (all passengers)
1 Aduit £73400 £a45.22 £1500 €ngazz Egazz

Please nate: Fare and Fuel Tax are guaranteed as per baoking date, or last voluntary amendment date. Other Taxes, Fees & Surcharges are not guaranteed and will be recaloulated at the time of ticke! issusnce.

Title  GivenMama(s) # Sumame ¢ DateofBith  Gender Age Fraquent Fiyer Meal Special Requests

Note: The booking can be abandoned at this stage, your quote details will be lost and you will be
returned to the home page.



Display Booking page

On the pre-ticketing booking screen you can:

1. View the Airline Locator

2. Add anew booking reference

3. View emails that have been sent for the booking
4. Cancel booking

5. Pay & Ticket

6. View the fare rules

/7. Amend emergency contact details

8. Split passengers from the PNR

9. Add/amend APIS details

10. Add/view notes

1. View/set reminders
12. Pre-ticket Amendments

Virgin Atlantic MISS Rachel Test (Rachel Greenoush@vafliahtstore.com) PNR Wik v
Virgin Nigeria Seat Only AV1000 Aviate Travel

464876 21-Dec-2018

WLK7HA 21-Dec-2018 BOOKED NOT TICKETED.

privnd
VS-FDMB3W 3 I
ConcalPr. | PayaTete:

@ Ticketing Deadline: 24-Dec-2018 2559

@ REMINDERS A

04.Jul 2010 041 2019
a2 e vsonn g stops (0)

2019 12012019
o s vsom @ stops (0)

Total (all passe

Total (per pas

Total Net Fare(s)
A2z ez

1 Adult £73100 £AM522
£1500 £9az2 19422

not quaranteed and il be recalcuiated at the time

V| H23A0DAABRTSTT ; Undate

The prices above may not be guaranteed. Please refer to your booking confirmaticn email for the pricing policy on this booking.

Notes for PNR WLK7H4

10

Reminders

Once you have created a PNR through Virgin Atlantic Flightstore, a ticket deadline reminder will
have automatically been generated to send the day prior to the ticket deadline. You can view this,
and create additional reminders for the booking by clicking Reminders.

REMINDERS %
@ Reminders for PNR WLK7H4
Reminder Type Send Date
Ticket Deadline Reminder 2% Dec 2018 Rachel Greenough@vaflightstore.com e

Add Reminder




Pre-ticket Amendments

After creating a booking, you are able to make a pre-ticket amendment through the system. Select
(by ticking the box) which flights you would like to amend then click Amend selected flight(s). A
pop up will appear giving you the option to amend the date, airport, cabin & connection point.
Once you have chosen your changes click Check Availability. As per screenshot below we have
selected to change the inbound flight departure date.

Hint: Married sectors are highlighted, and can only be changed together. The website will
automatically select any married flights together.

Ticketing Airline: Virgin Atlantic Contact MISS Rachel Test (Rachel Greencugh@vaflightstore.com)
Fare Type: Virgin Nigeria Seat Only Company Name: AV1000 Aviate Travel

Booking Ref: 464876 Created On: 21-Dec-2018

GDS PNR: WLK7H4 Pricing Date: 21-Dec-2018

GDS: Amadeus

Airline Locator: VS-FDMB3W

Ref: &

Please check your chosen flight itinerary

LOS 04-Jul-2019
Murtala Muhammexd London Heathrow 10:05

Departure Date: 15 Jul 2015 ﬂ

& LHR o Los Tdul-2009
London Heathrow Murtala Muhammed 2230 Departure Airport: LHR, London Heathrow Arrival Adrport: LOS, Murtala Muharmmed
® Add & Amend selected @ Delete selected Add return Hight?
flight flight(s) flight(s} Cabins pom— v

Ticket Cost Costsshr e for most recent Hckeb(s) Cenmction Poit ®

Passenger

Total Net Fare(s)

1 Adult £731.00 Branded fares view: v

£734.00

Chack Availability

Hease noter Fare and Fuel Tax are guarantesd as per booking date, or last voluntary amendment date. Other Taxes, Foes & Surcha

The results are displayed similar to an availability search by showing each flight available on that
date and also alternative routes. Select the flight you would like then click Review & Continue,
this will then give you a summary. From here you can Abandon changes or Update booking. The
amendment will then be made and the flights will update on the display booking page.

Sumemary €D Ticketing Deeclin: 24 Drceies 208 [ALERFY oo i conine |
Tetal Recommendations. 1
Total itineraries 1
\( Filters 108 T [y 3 Deadiine 24 December 2018 Ve Soten
Feonemy Classic £1109.92 ~
Expand All Resat ANl LHR DSELCL Los
Ticketing Deadline
B [ ey opcons €@ |
eantar 20 p—
I V50412 Los oA [T =] [a] [+] [+ Ak o
24 Docermber 201 - 24 & b A, W Ecomany (O tammese 0 O - -
Docomons 208
Drar
‘Outbound Connections. Fating omacioe
vsoan um Commen) s . o o Q o oo
Inbound Connections




Pay & Ticket

Retrieve your booking

To retrieve your booking at a later date, enter the PNR / booking reference or passenger name
into the search box in the top left corner, select which search item this is from the dropdown and
click Display.

PNR/Booking reference v Di‘:’iF.’JL—’jf\«i

B PNR/Booking reference

PMNR Reference

INCENTIVES
Booking Reference
L opend o o Name
_| Passenger Name [Posted: 28/06/2012] - Shanghai IT
[ MultiSéctorrramreaom
Fram: ©Q, ® [Posted: 28/06/2018] - Hong Kong
Tor Q

= [Posted: 28/06/2018] - Havana IT S

You will then be re-directed to the confirmation screen, where you can Pay & Ticket.

Pay & Ticket

Selecting Pay & Ticket from the display booking page will re-direct you to a secure payment
screen.

Select your payment method from the Payment Method drop down.

Please check your chosen flight itinerary

042018 002 @ Stops (@) Ecancmy (V] 2piece @ | ruies |
470 vson @ stops () conmy V1 2piece @ [ Fuies |
Booking Total Payment Method

‘Quote Totals
4,00

Total Net Fare(s) £734.00
Taxes, Fees & Carrier Charges @ £44522
Service Fees £15.00

Card Payment -

Select Credit Card from the Payment Method drop down.

Card payments can be made securely online, including by Nigerian issued USD / GBP cards.

This must be a corporate card from your agency. We cannot accept customer or third party cards.
Select the card type from the next drop down box.

Check the box to confirm the amount that will be taken from the payment card.

Enter the card details as instructed on the screen, and click Confirm Order.

When the payment has been authorised you will be redirected to a confirmation screen that will
display your itinerary, fare and e-ticket numbers.

An email will also be sent containing these details and other travel information.



Please enter card payment detail
Name of Cardholder*
Card Type* Visa
Card Number*
Expiry Date (MM/YY)*
Tssue No.
CV2 (secusity code)*
Start Date (MM/YY)
Awmount 1193 40 GBP
Address Details
Address Line 1*
Address Line 2

City*
County State
Country*
Post Code®

Please do not press Pay & Tickets more than once.

Bank Transfer -
Select Bank Transfer from the Payment Method drop down.
Check the box to confirm the amount that will be transferred to Flightstore.

The status of your booking will now change to Ticket Request Awaiting Authorization and an
email will be sent to confirm the request.

Transfer the value of tickets from your bank account into ours. You must allow sufficient time for
the funds to clear into our bank in advance of the Ticket Deadline.

The transfer must come from your agency account and not from the customer or any third party.

Once Flightstore accounts receive the Bank Transfer made by yourselves, Flightstore will issue
your booking and email an Itinerary Receipt with ticket numbers.

Pre-paid Allowance -

Select Credit Allowance from the Payment Method drop down.

Create a credit allowance by transferring funds into your Flightstore account. You can then issue
tickets against this 24/7, and then top up as needed.

When the payment has been authorised you will be redirected to a confirmation screen that will
display your itinerary, fare and e-ticket numbers.
An email will also be sent containing these details and other travel information.

Please check your chosen flight itinerary

@ Ticketing Deadline: O1-Jul-2017 23:59

LHR JFK § y g i
Londan Heathrow ' ohn F Kennedy 0l-Aug-2017 16:05  01-Aug-2017 19:00 vsooos @ Economy [O] 1piece O
JFK LHR § ! i
John F Kennedy o London Heathrow 08-Aug-2017 20:01  05-Aug-2017 08:00 vsoizs @ Economy [O] 1piece O
Booking Total Payment Method Credit Allowance v
Quote Totals

Total Net Fare(s) EnaE Credit Limit £11,00000

Taxes, Fees & Carrier Charges @B £73914 £1100000

Service Fees £3000 To Pay E116714

Total £116714 Remaining Balance £9,83286

Please confirm payment details £1,167.14 to Aviate Management Ltd to be debited from your Credit Allowance

You agree to the payment Terms and Conditions

TICKET

ummary




Post-ticket Amendments

After issuing a booking, you are able to make a post-ticket amendment through the system. Select
(by ticking the box) which flights you would like to amend then click Amend selected flight(s). A
pop up will appear giving you the option to amend the date, airport, cabin & connection point.
Once you have chosen your changes click Check Availability.

This is used similar to Pre-ticket Amendments. As per screenshot below we have selected to
change the inbound flight departure date.

Hint: Married sectors are highlighted, and can only be changed together. The website will
automatically select any married flights together.

wgnallmr('

flignistore

opment@ealrom com) = PNR s

Vi MR NextGan

Virgin Atlantic Inclusive Tour AVI00D Aviate Travel
735297487 Created On: 134ul 2017
RSBNWX Pricing Date: 13-Jul-2017
VS.E2395Y

e " o - . - -
LLLLLL . I Kty " ° =

o ™ s Correcoon ot

LI T, B e = ® Econony 11 1ok @

@ Add Connection(s) @ Amend sslscted Fightis) (@ Delete selected Flight(s)

Passenger Total Net Fare(s) ) - e T Total (per passenger) Total (all passengers)

1 Aduk [ esrTT €ism BET T s 77

The results are displayed similar to an availability search by showing each flight available on that
date and also alternative routes. Select the flight you would like, the additional collection is shown
at this point so if you are happy click Review & Continue, this will then give you a summary. From
here you can Abandon changes or Pay & Ticket.

If you select to pay and ticket the booking, make a payment then the amendment will be made
and the flights will update on the display booking page with new ticket numbers.

You will receive an email with your new updated itinerary and ticket numbers straight away. An
invoice will be sent the following day.



Review & Continue

Summary
Total Recommendations 4
Total tineraries T
|/ Filters LGW T LAS @D Deadline 13 July 2018 o
Econceny Ciasse £1987.52 v
Expand All Reset All LAS [ owmECT | Low
VEGH ATLANTC
Price
Ticketing Alfines @ B — Las €@ Deadiine 13 July 2018 %
Economy Classe . ~
Operating Airlines LAS T5T0r% | LGW
em ArLANTC
Fare Types
hinesary Option 1
Ticketing Deadiine " «
LGW {100 45m_+ a - £3212.48
Connections Vvsooa3 - Ecanoemy (M) o E 0 o R
‘Outbound Duration
VS0086 Las o 8 o o Q- @uae
Deparure pois E—— el == 13 5o
Aval Points vseass wan Coiin nax 8 (= Q Q-
: 120 2008 11X Ecanomy (1) 3 A 2018, 123 oy oo
Via Points
V88201 o 18 LGW [=] (] Q [, I
Aacran Types et p—" .~
Virgin Adlantic [z MR NextGen Test 01 (vack_devekopment@carom com) = v
Virgin Atlantic Inclusive Tour AV1000 Aviate Travel
735297497 13ul2017
RSENWX 130ul2017 @ TICKETED
VS E2385Y MANU26IT g
MANUTZEIT (g

sen flight itinerary

check your ch

LHR K 1-Sep 2017 o1-Sep 2017
London Hesihrow o John F Kennedy 0805 1140 vsooos @ Stops () Economy [ B 1picce O
K LHR 10-5ep-2017 10:56p-2017

Jobm F Kerresdy © onton Heshow ties peny vswzs @ Stops (0] Economy 1 @

@ Add Connection(s) @ Amend selected Flighits) @ Delele selecied Flight(s)

Total Net Fare(s) Taxes, Fees & Carrier Charges Other Fees Airline Fees Total (all
Passenger > =S - = - Total (per passenger) passengers)
1200 o © e cis00 sresoo sz

Emergensy Coniact Details * TRACK_DEVELOPMENT@ICALROM GOM He

Tile  GivenName(s) ¢ Sumame ¢ DaleofBirth  Gender Age Frequent Fiyer sl Special Requests Tickets.

canm 18

A R RO Frequent Fiyer ro Standerd Hene.




To Do List

The To Do List Quick-link Tab is an easy way to manage your online bookings. The categories with
the list are:

Ticketing Deadline - Lists your bookings with deadlines from today’s date to 14 days’ time

Requires Cancellation - Lists your bookings which have passed the ticket deadline so can no longer
be issued and need to be cancelled down

Awaiting Ticket Deadline - Un-priced bookings will not have a ticket deadline stored and will show
here. Contact Virgin Atlantic Flightstore to price manually if required

Ticket Request Awaiting Authorization - Lists your bookings for which you have requested tickets
from Virgin Atlantic Flightstore through the system via Direct Debit or Bank Transfer

To do list —~

Last updated: 09:17:06 R

licketing 200 Iterns to action
Deadline

Requires 25 Itemns to action
Cancellation

Awwaiting

Ticketing 163 Iterns to action
Deadline

Ticket

Request 2 Iterns to action
Awaiting

Authorization

Note: The To Do List will display all your agency bookings if your user account privileges are set
to My Operator, and will display only user bookings if your user account privileges are set to My
Bookings. See User Account Management section for more details.

Hint: Click the arrow to refresh the list



User Account Management

Account management options can be found under the My Account drop down list located at the
top right of the screen.

virgin ala’mc"

fignistore

(R Home [2) Resources | £, Hayley Test
CAchat € Emergency Log out

About Products Groups Delta Air Lines Incentives News Contact

Change Password

To change your password, click on Change Password and follow the instructions on screen.

Oid Password :

Mew Password :

Confirmn New Password :

Update § Cancel

Passwords must contain at least six characters, inclueding uppercase, lowercase letters,special characters , numbers and no repeating
character.

Note: Password must be equal to or greater than 8 characters and must include 1 capital and 1
number

Manage Users
Click on Manage Users and a list of all user accounts for your agency will be displayed.

You can search for a specific user by clicking on the chosen operator and then on the header bar
labelled Search For Users which will display additional search fields.

A range of quick management options are available next to each user account -
Edit: update contact details and system access
Password Change Request: send a password reset email to the user email

Bookings: display all bookings created by the user



Agency Name

(Legal Name) IATA Number

Trading Name

Search For Users

B indicates locked users W indicates logged in User

Login User Name ¢ User Email

AVNGOS

MR Aviate Trawvel ACEOD
Miss bron Perkins 8bp0OO0
Mr c TEST AVCTEST
MR chris elltest LestO366
Mr Emirates Access TKEAS99

Mr Guest KGAD99
Mr H Tst AVHTEST

MISS Hayley Test ATEST

Miss Hayley Alliman AVALLMAN

MS L TEST AVLTEST

MISS Davies Idavies

MR Test 04 AVNGO4

MR Test Of AVNGOI

MR Test € I o

wiateworkd com

eworkd com

Further management options are available from the Select User Action(s) drop down list -

Enable User(s)
Disable User(s)
Change Booking Ownership

Add User

v | —-Select User Actionis)— *

Enable/Disable User and change booking ownership t

To disable a user account for example if an employee has left the company select the user account
and choose Disable User(s) from the dropdown.

‘Search For Users A

B indicates locked users B indicates logged in User
20 v | ——-Select User Action(s)-— ¥
---Select User Action(s)---
Book and Ticket AVBIVO2 ticketing@vaflightstare com dit Pal g naple User(s)
! Disable User(s)

Change Booking Ownership
Test Account AVVSVO! test@vaflightstore.com dit Paj Add User

A pop-up box will appear to ask you which user account you would like the bookings created by
that user to be assigned to. Select the user from the dropdown and click Lock User(s)

Selecting the new user fo whom the bookings need o assigned from the below list.

List of Lser(s) : Book and Ticket v

Lock Usen(s)

Locked users are hidden when you access Manage users to make it easier to see which users are
live and which are locked.

Click on the Grey bar titled Locked Users to view a list of locked users within that agency.



Search For Users

W indicates locked users W indicates

Last Name ® Login User Name ¢ User Email 2 —- Select User Action(s) -—- v

To enable a user account select the user account you wish to enable and choose Enable User(s)
from the dropdown. A popup will appear to confirm this action.

q

Search For Users.

B indicates locked users W indicates logged in User
20 v | --Select User Action(s)-—- ¥
“Select User Action(s)—-
Ed Enable User(s)
Disable User(s)

Booking Reference PNR Booking Status Change Booking Ownership
Add User
Booked

80956 3J9D20

Page Number: 1

Bookings Only AVBKVO3 bookings@vaflightstore.com Edil Password Chanae Reauest Bookinas

lest Account AVVSVO! test@vaflightstore.com Edit Password Change Request Bookinas

To Change the booking ownership from one user account to another, select the user and then
choose Change Booking Ownership from the dropdown.

A pop-up will appear asking you to select which user you would like the bookings to be assigned
to. Select the user from the dropdown and click Change

Change Booking Ownership x

Selecting the new user to whon the bookings need' fo assigned from the below st

List of User(s) : Bookings Only r

Change

Add User

To add a new user select Add User from the Select User Actions dropdown. The below Add User
pop-up will display.

Title * Select v
First Name *
Last Name *
User Mame *
Lock/Unlock

Usar Email *

Phone *
User Type * Select A
-
Revenue Stream Grab Book Agency Admin Amend Ticket

Add all the required contact information.
Check the box next to each required airline to enable access.
User Type - Select the option from the dropdown list.

My Booking: allows the user to see only their own bookings
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My Operator: allows the user to see all bookings made by the agency
Permissions - check the boxes next to the required permission settings.
Agency Administrator: allows the user to manage other user accounts
Book: allows the user create bookings

Amend: allows the user to amend bookings

Ticket: allows the user to ticket bookings

Click Add User

An email will be sent to the user for them to set up a password and complete the process.



Contact Virgin Atlantic Flightstore

Chat with us using the Chat icon located on the homepage

L.ch chat

Email us at info@vaflightstore.com

Call us - +44 151350 1120
Mon - Fri  08.00 -19.00
Sat 09.00 - 15.00
(UK times)
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