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1. Passenger list

Go to Group Services (OLGM)

Group Services (OLGM)

View, search and manage group booking(s) including submitting passenger and fare information, downloading documents and
performing online check in.

Sign in Cathay Agents www.cxagents.com After logged in, choose Group Services (OLGM)

) Help ond support & Inbox | Q Search @ Help and support
> CATHAY Agert ((Signin/ Regist o
Sanin/ Regiter ) @) N CATHAY Agents 2OM  Signout @y
© Cothoy Pacific temporarily suspends Tel Avly services & - 25 Sep 202% 16:00HKT (GMT+8) View 3 (21—
News Fares € Service Request  Groupmanagement  Policies and Procedures ~ Experience  Support  Cathay NDC
o Cathay Pacific il Tel Avi i - P 16:00HKT (GMT+8) View all (2)—

The Aria Suite - Where
artistry takes flight

Every aspect has been meticulously designed with
You In mind. This is Business class, artfully reimagined.

OLGM - Added a new status code on Submit to CX for lssue Ticket, click here to learn more details .

Welcome, OLGM ©) @ @® @

Faresheet Fare Enquiry Service Group Services  Group Request
CXATEST Request OLGWOLGO)  (Add/Eit) e

e Group Services
(OLGMADLGC)

30 December 2024 30 December 2024 23 December 2024

Republic of Korea - International Japan - Passenger Service Germany - Passenger Service
PSC, Departure Tax and Global Facilities Charge ( International Charge ( Domestic and

06 December 2024 06 December 2024 06 December 2024 Disease Eradication Fund )-SW- International ) - RA -

Introducing Munich and Brussels Reaching 100 percent of pre- New global partners leading for Charge - BP -

to our European network pandemic flights from January a more sustainable future

2025 Read more — Read more — Read more —
Readmore — Readmore — Readmore —

See more news

(RTINS O TN


http://www.cxagents.com/

1. Passenger list §

PNR Search

To view / manage your group booking, please enter either RLOC or any other search fields. The system displays the requested PNR
booking details.

BOOKING SUMMARY

Searchresults

Search by

Search result{s) for "RLOC : 5RD5Y2"

! 1Incomplete passenger list View a

1-1of 1 bockingls]

.} Refresh bookings

Showing 5| 10| 15 bockingls)

EBOOKING SUMMARY

Search results

Search by

21 Refresh bookings

Szarch resultls| for "Flight date (DDMMMYYYY) : 01.Jun2024"

1- 5ot 10 boakingis) Showing 5] 100 15 bookingls)

Mot mady io Iss

Flight itinerary
Figg s aar [ r—
Flight itinerary cxang IMay2024 PER 18:40 HEE 2235 HK Ecanoewy Mot ready
Flight information Slght no. Flight date Departurs Arrival Statug Cabin Check-n status e
cx722 28Jun2024  KUL13:10 HKG 17:20 HK Economy Mot ready GBEn l4nI0I8 - RREQIOS LARIZISSHK Encnomy Wt raady
Flight date [DDMMMYYYY) - -
CX745 29.Jun2024 HKG 02:40 DXB 06:30 HK Economy Not ready
AIRLINE cxai3 D6 Jun2024 SFO OS5 HEGOSO0+1  HK Etancaty Mt ready
cx Ticket net fare
Cxasd 07 Jun2024 HKE 07:30 FEK 1050 HK Ecanoevy Mot ready
Aduft chit Infant Saniar FOC Upgrade chlld
Eight no. Destinatian
B i B B B B Ticket netfars
e Cram et o
. o Payment status Services .
QOrigin Drestination .
(Z) Depositdeadiine Tvp detsi . §
- &) Passenger details S} Fare informatio /| Seatassignmant Grou D Fayment status Services
& Incompiate
- Deposit details » {5) Depositdeading -
Group ID . - 4| Passenger details
) Download e-Ticket | Download exchange J View check-in summary — ) ; ™
© Ful payment deadline o ~ order o Dapes
Group 1D - A8 Dovwnicaad ass hangi
& Fulpwyment ccacline o = arder
[ 1

Booking status

Payment status
Flight itinerary
Search gt e, -. i oo Chmcher
Cx3a? IMMay2024 PEK 12:40 HEG 2320 HK Econcityy Mot resdy
CxT45 01Jun2024 HKG 01:55 D8 D6:30 HK Econoery Mot resdy
CX746 06,2024 DXE 17:20 HEG 0520 +1 HK Econcityy Mot resdy

Cx334 07 Jain2024 HKG 07:20 PEK 1050 HK Econcityy Mot resdy




1. Passenger list

Go to Passenger List

Booking Summary

WYQOP4 (_Groupsize 13 )

Flight itinerary
Flight no. Flight date

CX504 26Jul2021

CX505 30Jul2021
Ticket net fare

Aduit Child

Payment status

Departure

Arrival

HKG 09:05 NRT 14:30

NRT 18:30 HKG 22:25

Infant Senior
Services

Status Cabin

HK Economy
HK Economy
FOC Upgrade child

1 .
Not ready to issue ticket
L]
Check-in status
Notready Y
Not ready
L]

Passenger Information Privacy

| acknowledge that | have the consent of each individual member of the group to share
their details with Cathay Pacific, and to manage their booking and check-in. For detail
please refer to the Cathay Pacific Cathay Pacific Customer Privacy Policy (5.

fareeandeontinte

Deposit deadline - - _
® R . ‘\'—) Passenger details 65\ Fare information @
@ Incomplete N ]
Deposit detalls »
\@ Download e-Ticket (48) Download exchange (3
@ Full payment deadiine ~ = order .
ey
Passenger details & Dowriondempne ;

aLsLPE 1

o tor

B
”!

Search RLOGC, click Passenger details,

A pop-up window will appear and request a group booking consent
which to agree on the condition of Passenger Information Privacy.
Click on “Agree and continue”, system will turn to Passenger details
page.

Passenger details page allows you to add/remove/edit the

saved passenger information before ticketed

Add passengers' details can be done

>by uploading file (Use on Upload file can save your time, upload
passenger details such as name, child age, travel document details,
STID (sit together indicator), special meal, passenger contact and

destination address all in one go.), or
>update manually

On Passenger details page, O
Mandatory fields:

e Passenger list

* Travel document

Optional fields:

e Special service

e Passenger contact (subject to country
requirement),

*  Membership

Mandatory field. Add Emergency and local contact of tour leader
(Require at least one contact detail),

Add title, full name and contact number (Tool tips @ — display list of
country international calling codes),

Add more contact, click + Contact or remove unwanted contact
details click — Remove



1. Passenger list

Add Passenger — from file

i ¥ Download templat
Passenger details cenload templte om e
Please provide passenger details by uploading a file or enter in below tables. -

~ View details

Emergency and local contact of tour leader

° Please provide at least one information for emergency and local contact of tour leader.

3 Collapse edit mods

Country /
Title Full Name Region © Ccontact number
MR v | | JOHN 852 25889012 - Remove
+ Contact

. Passenger list

o = Please provide all passengers Title, Family / last name, Given / first and middle names to proceed.
» Aninfant or child must be accompanied by a parent / legal guardian or a travel companion at least 18 years of age. For details. please click here.

X Collapse edit mode

Given/ first and middle names Gender STD = © Paxtype Infant

1 |MR ~ | | sanD PHILIP M Adutt ~ | +infant

“ Travel document

“ Special service

“ Contact

“ Membership

Save and proceed fare information Save and back to booking summary

Preparation: prepare name list file.

You can add these data to name list file and upload on Passenger list;
M Passenger names,

M Travel document details,

M Special service,

M Passenger contact (subject to country requirement),

M Sit together indicator (STID)

Click here to download name-list template

1. * Click on Upload file, browse the file from your computer and press
on OPEN,

* Passenger name and details will be shown on New add passenger
List table,

New add passenger

i Family f last riame, Given  first and middie names to procesd.
mpanied by a parent/ legal guardian or a travel companion at least 18 years of age. For details, please click here

Add passenger Remove passenger =X Manage columns
I e e e o e e i e

Savetofieids

* Press Save to fields upload into passenger list.

Choose Save and proceed fare information to save passenger
information and go to fare information, or

Choose Save and back to booking summary to save passenger
information and return to booking detail page


https://www.cxagents.com/content/cathay-agents/worldwide/en_HK/policies/group-management/upload-name-list-file.html

1. Passenger list

Add / Edit Passenger details - manually

Mandatory fields

~. Passenger list

° = Please provide all passengers Title, Family / last name, Given /first and middle names to proceed.
» Aninfant or child must be accompanied by a parent / legal guardian or a travel companion at least 18 years of age. For details. please click here,

. Collapse edit mods

#5 Tile Familyf last name Given/ first and middle names Gender STD 5 © Paxtype Infant
1 MRS o WELL JuLla F Adult ~ | +Infant
2 MSTR v WELL STEPHANIE M Child R

. Travel document

o Make sure group passenger travels with a valid passport to have an enjoyable trip.

Primary travel document 9 # Edit
Givery first and middle names Date of birth
1 MRS WELL JULIA CHN P CE789021 CHN 19Dec2028 14J2n1981
2 MSTR WELL STEPHAMIE CHN P CB783023 CHN 21Dec2028 19Jan2017

Optional fields

Secondary travel document X Coliapse edit mode|

& Tile ramilast Gven/frstandmiddienames ~ 12Vel type Wavel documentnumber  Country / Region [ ] Expiry date
1 MRS WELL JULIA
2 MSTR WELL STEPHANIE ‘Alien Card
US permanent resident card
Visa
Destination address 3 Collapse edit mode
Familyl GiverV first and middie Country
£ Title last Type of address = ©® Street City State code: Zip code

1 MRS WELL JuLia Destination v | | USA 701 SOUTHBEAC | | SFO CA 84107

CA

v US secure flight program

' Canada Passenger Protect Program

1. Passenger list
e Click Edit icon
* Choose title, add family/ last name, given /first and middle names
* Choose passenger type, default is Adult

2. Primary travel document
e Click Edit icon
* Add Nationality / Country/region of issue — 3 letter code,
@ - list of country codes, e.g. CHN

* Add Travel document type — to click dropdown menu and select option,
e.g. Passport

* Add Expiry date / Date of Birth format— DDMMMYYYY, e.g. 15FEB1981

STID (Sit together indicator)
* STID accepts 1 single letter between A —Z. You can assign the same letter to passengers for sitting
together.

*  Once submitted “Submit CX for issue ticket”, system will assign seats to each passenger according
to STID (if available).

Secondary travel document

* C(lick Edit icon

* Nationality / Country/region of issue — 3 letter code,

* Travel document type —select option(Allen Card / US permanent resident card / Visa)
*  Expiry date / Date of Birth format — DDMMMYYYY, e.g. 15FEB1981

Destination address

* C(lick Edit icon

* Type of address— Destination / Residence

e Country/region of issue — 3 letter code, e.g. USA

* Street —address detail, up to 35 characters including spaces
* (City, State code & Zip code

Notes:
1. When group RLOC destination is US city, Destination address is a mandatory and require to
complete all fields,

2. When the destination is non-US city, Destination address is an optional field

US secure flight program - Can add Redress or Known Traveller Number

Canada Passenger Protect Program - Can add Canadian Traveller Number



1. Passenger list

Option information — Add Special Meal for adult or child passenger

Special meal request deadline: at least 24 hours before your flight's departure

. Special service 1

e Search RLOC, click Passenger details.
@ 1esl requestis only available up to 24 hours before your fight I * On Passenger details page, click on Special services, click Edit icon.

0 U pea| |
2 * Select passenger and special meal from the 'Meal request' drop
down list.

@® - List of special meal code & description

FAMILY/ LAST NAME GIVEN/ ARST AND MIDDLE NAMES Wheelchair 0

1 MRS WELL JULIA - ~ - e

2 MSTR WELL STEPHANIE S m—_——— - v

BLML
CHML
DBML
FPML
GFML
HHBAL
KSML
LCML
LFML
MLAL
LSML
MOML
SPML
AVML
WL
WOML
RVML
WGEML
WLML




1. Passenger list

Option information — Add Wheelchair

A Special service 1 » Search RLOC, click Passenger details.
o Meal request is only available up te 24 hours before your flight. L On Passenger detaI|S page, C||Ck on SpeCIa| SerViceS, C||Ck Ed|t
X Collapse edit mode icon_

FAMILY/ LAST NAME GIVEN/ FIRST AND MIDDLE NAMES L ] CX693

2 * Select passenger, select type of wheelchair

1 MR FARM FOREST ~ - ~ 3 0
® - Wheelchair tool tip

2 MISS BROWN MUSHROOM A - N

3 MR WELL JANE ~ - v

Wheelchair Tool tip close (X)

Awheelchair service, along with an attendant, is available for Cathay Pacific
passengers who require it at no extra cost fior all Cathay Pacific flights. The attendant
will assist in transporting you within the airport area and to the gate or aircraft door
[depending on the ainport facilities).

R stands for ramp. Passenger can
ascend/descend steps and make ocwn
way to/from cabin seat, but requires
wheelchair for distance toffrom
aircraft, i.e., across ramp, finger dock or
to mobile lounge, as applicable.

WCHR

S stands for steps. Passenger cannot
ascendidescend steps, but is able to
make own way to/from cabin seat;
required wheelchair for distance
toffrom aircraft or mobile lounge and
must be camied up/idown steps.

WCHS



1. Passenger list i
Other Functionalities — Add Passenger Contact >

With respect to some governments enacting a legislation to mandate airlines to notify passengers in case of flight irregularities (flight delay/cancellation/disruption) or other
unexpected circumstances, please be advised that travel agents are required to collect and provide passenger contact information to Cathay Pacific (CX) for flight irregularities
handling. We need your cooperation to input one email address or one mobile telephone number in group PNR.

A Contact 1. e+ Search RLOC, click Passenger details. Click Edit icon
(1) X Gollapss edit mode * On Passenger details page, click on Special services, click Edit icon.
. e N Srenvtrstondmiateromes 25 @ et e * Add country/region, e.g. 852, mobile number, e.g. 67001234
Tool tips @ - List of country calling codes,
1 MRS WELL JULIA 852
or
2 MSTR WELL STEPHANIE 852

* Add email, e.g. xxxxxxx@gmail.com
When group RLOC destination is UAE/US city, passenger contact is a

mandatory field and required to add both mobile number and email for
each traveller.

11



1. Passenger list

Other Functionalities — Add Membership Number >

/N Membership 1 * Search RLOC, click Passenger details.
(1) X Collapse edit mode * Click Editicon
2 Tille R — Given first and middle names Membership Number * On Passenger details page, click on Membership, click Edit icon.
A WELL s o * Add Cathay Pacific (CX) frequent flyer number for group passenger.

2 MSTR WELL STEPHANIE CX -

12



1. Passenger list

Other Functionalities — Add Infant (No booked seat)

#s Titde Family/ last name Given/ first and middle names Gender STID = © Paxtype Infant
1 MRS o WELL JuLia F Adult ~ | +Infant o
OGP TR
#5 Tite Family/ last name Given/ first and middle names Gender STID # @ Paxtype Infant
1 MRS v WELL JULLA F Aduit o
- Remove
MISS L WELL BABY F INF

Primary travel document * Collapse edit mode

Country /

Given/ first and middle names Mationality [ ] Date of birth

regionof @ Expiry date
issue

1 MRS WELL JULLA CHN Passpol s~ CE789021 CHN 18DEC2028 14JAM1381
MISS  WELL BABY 9 - v
/. Special service
o Meal request is only available up to 24 hours before your flight.
* Collapse edit mode
# Title: FAMILY! LAST NAME GIVEN/ ARST AND MIDDLE NAMES Wheelchair L] CX494 [ ] CX495 [ ]
1 MRS WELL JULIA - L - v
MISS WELL BABY v
2 MSTR WELL STEPHANIE £
#% Title [Family last name Given/ first and middle names Gender STID % © Paxtype Infant
1 MRS o WELL JULIA F Adult A
- Remiove
MSTR Y WELL BABY M INF

1.  Eligible passenger type codes : Adult & Senior
Choose passenger and click on + Infant

2. Mandatory information for infant passenger:
* Gender, surname, given name and travel document details

3.  Need baby meal
Go to Special services, select meal for infant passenger,
BBML - Baby Meal (0-23 months) or
SPML - Request child meal for infant (this special meal cannot be
confirmed instantly and all on request basis.)

Special meal request deadline: at least 24 hours before your flight's departure.

Delete infant passenger

e Once click on “Remove”, all related information such as name, travel document
details and special meal request were deleted.

13



1. Passenger list

Other Functionalities — Add Passenger detail - Single Name

A Passengerlist

o » Please provide all passengers Title, Family / last name, Given / first and middle names to proceed.
= Aninfant or child must be accompanied by a parent / legal guardian or a travel companion at least 18 years of age. For details, please click here.

X Collapse edit mode

Family/ last name Given/ first and middle names Gender STID = @ Paxtype
1 MR | MAHAMMADMAULAAA M Adult ~ | +Infant
2 MRS ~ BROWN JULIA F Adult ~ | +Infant

If your group passenger name only consists of a single name, e.g:
MAHAMMADMAULAAA, please fill up in the "Family / Last name” field.

14



1. Passenger list _ s
Save and Proceed to Booking Summary

Passenger details & oo To confirming changes to existing records,

Flesse provids passen = User guideline

details by uploading a ile o

RLOC Groupsize \ View detals

‘ Click Save and back to booking summary to save passenger information and
return to booking detail page,

Emergency and local contact of tour leader

) - or tloeal cortact of tour lexcer.

X Collapse edit mode or

Counry
e s ame Coery! @ Conactramber

= ] o — Click Save and proceed fare information to save passenger information and go to
- fare information.

@ - Fress=providea! pssengers Title Famiy  sstname G| frst and e names o proceed
+ D nfant o chicmust be sccompaned by 3 parent legal guaTCian or  rauel companion ateast 18 yesrs of age. For detals, plesse Cick nere

1M v | | sanD PHILIP M Adut | < infant

Save and backto booking summary

Save and proceed fare information Save and back to booking summary




2. Fare Information Page
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enter/upload partial
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Add special service
request

verify applicable
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tax exemption
Download exchange

Ability to view seat
map and download
exchange order
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itinerary receipt
after ticketed..

Able to perform
online group check-
in for the departure
flight time between
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2. Fare Information

Go to Fare Information Page

Booking Summary

55QVNK ( Groupsize 2 )

Flight itinerary
Flight no. Flight date Departurs Arrival Status Cabin Chechk-in status
CX494 07Sep2024 HKG 10:20 TPE 12:20 HK Economy Mot ready
CX495 145ep2024 TPE 13:20 HKG 15:20 HK Economy Mot ready
Ticket net fare
Adult Child Infant Senior FOC Upgrade child
HKD2,770 - -
Payment status Services
@I Deposit deadline — B . . . .

- ;_,_é; Passenger details (7= Fare information |\',L!__: Seat assignment

° Completed Y Incomplete
Nennsit detail

Fare Information page

Fare information

# enter fare and tax information for ticketissuance:

RLOC
55QVNK

7 View details

@ 1oxes Prease note taxes are refresnes requiarly to refiect real-time changes

Ticket fare details @ All fields are required unless marked as optional.

Select form of payment ~

Fare calculation ——— -

mm e el s

Adut 2770 | v 3569

Child 2080 || ers v x1 2759

Infant 280 I 559 N I ®1 839
| SIS

Grandtotal HKD7,167

|understand the taxes displayed are only avallable for 7 days and have settied down payment before the deadiine.

Fare Information page can view/add fare, taxes information, update payment details, add
surcharges, tax exemption and fare remarks.

1 Search RLOC, Click Fare information to submit passenger information.

Notes:
If you would like to view the applicable taxes/taxes breakdown details but not update the
record, can click “< Booking summary” go back booking detail page.

Fare calculation

W Humber of pax Sttt
799 A x1

Adult 2770 3569
Tax code Tax amount Tax exemption

¥R 114

G3 30

HK 120

15 55

W 120

Child 2,080 679 v ox 2759
Infant 280 559 v x1 839

17



2. Fare Information

Fare Information Page

Ticket fare details @

Fare calculation

All fields are required unless marked as optional.

SELECT FORM OF PAYMENT
Cheque

m Humber of pax m
709

Adult 3,569
Child 679 A 2,759
Infant 559 e x1 839

Grand total HKDT,167

9 + | |understand the taxes displayed are only available for 7 days and have settled down payment before the deadline.

Surcharges
Optional fields.

w Humbsr of pax Sub-total

Additional charges
Re-routing
Split return

Upgrade

Grand total

HKD 7,167

x3 0
x3 0
x3 0

Grand total HEKDO

Save and back to booking summany

dNd OSO

2.

3

Choose Form of payment.

B
”’!

* If group PNR created from GSO, not necessary enter tour code and net fare pre-

filled by system.

* For non-GSO PNR, please add tour code and net fare.

Fare calculation

m

Adult 2,770
Child 2.080
Infant 280

Check the box and pending settle the payment within 7days.

arg calculation

dNd OSO-NON

To confirming save the existing records, click Save and back to booking summary to

save fare information.

For any additional surcharges can add on this box, i.e.

Additional fare,
XBAG — prepaid extra baggage charges,

CBBG - oversized cabin baggage charges,

18



2. Fare Information

Other Functionalities - Add Tax Exemption

Fare calculation

Adult 2,340 826 o o ox3 9,498

Fare calculation

AumBer of pax Sub-tot
826 A X3

Adult 2,340 9,498
Tax code Tax amount Tax exemption

YR 506

G3 90

HK 120 v same day connect by ferry CK1774 CKSHKG

15 55

E7 8

E7 8

c8 4

G8 4

T8 151

To apply your group passenger travel tax exemption, please click on
breakdown, select the tax code and enter exemption reason.

1. Select the passenger type, click [v] to view taxes details

2. Select the tax code and enter exemption reason.

B
”!

to view the tax

19



2. Fare Information

Other Functionalities - Add Taxes Breakdown (mixed cabin Economy + Business / PEY v.v.)

Booking summary

Fare information

YoU May view / €NTer fare and Lax IATOMMAon for ket SSUaNce
RLOC

6CKZWU

Fiight No. Flight date Departure
CX755 23JUN2023 HKG 09:30
cx708 26JUN2023 BKK 17:30

BKK11:30
HKG 21:30

@ * Toves Please note taxes are refresnes reguiary o reflect real-time changes.

* You may call admin for obtaining tax information.

Ticket fare details @

All fields are required uniess

4 OF PAYMENT

Cheque

Fare calculation

Tour code Net fare

Status Cabin
HK Business
HK Economy

marked as optional.

~

~ Collapse details

Number of pax | Sub-total

axes
3.260 0 2 EX
2,440 0 v | x1

d total

HKD5,700

understand the taxes displayed are only avallable for 7 days and have settied down payment before the deadiine.

Fare calculation

Adult

Tax code Tax amount
YR 414
G3 160
HK 120
15 55
E7 9
E7 9
G8 4
G8 4
TS 169

+ Add tax

3,260

- Remove tax

- Remove tax

- Remove tax

- Remove tax

- Remove tax

- Remove tax

- Remove tax

- Remove tax

- Remove tax

4,198

Humber orpax St
938 ~  x1

B
”!

Automatically taxes quotation is not applicable for below itinerary:

1.

Mixed cabin with economy class (G/cls) and premium economy (PEY), business (J) or first (A),
travel agent is required to enter tax(es) breakdown manually.

Clickon |

to open taxes table

Add applicable tax code and tax amount, click =+ Add tax Ito add more rows

20



3. Submit CX to Issue Ticket / Exchange order / View seat

= [sypmr]
U

SUBMIT CX TO
ISSUE TICKET

» Ability to view seat
map and download
exchange order
after submitted
“Submit CX to issue
ticket”.

21



3. Submit to CX for issue ticket

Submit to CX for Ticket Issue

557288 ( Groupsize 10 )

Flight itinerary

Flight no. Fiight data Departure Arrival
©X703 04Feb2025 HKG 08:30 BKK 10:40
cx708 08Feb2025 BKK 17:40 HHKG 21:25
Ticket net fare

Adult Child infant Senior
HKD1,015

Payment status Services

= . -
) Deposit deadline —.
@ B P (\L) Passenger details

" @ completzd
Deposit details »

Full payment deadline R
© ruleay () Seat assignment

f‘% View check-in summary

Submit to CX for issue ticket

1288 0
@ Fore taxes Pissa ot tis o fns tanes, . may et e youe revous st

Fareintomaton  Passengeriat Pamsngercontict el cocument Specaisanice

oo

'\“’/' Download e-Ticket

Submit to CX for issue ticket N

Status Cabin Checkin stats

HK Economy Mot ready

HK Economy Mot ready

FOC Upgrade child

(72) Fare information & submit to CX for iszye
@ comolet=d ticket

% Incomplete

{18) Download exchange
= order

-
7 en Confirmation for submit issue ticket

Please note that the following information cannot be edit and issue ticket cannot be.
undone after submission.

These sections will be view only after submission
Flight itinerary

Passenger ist

Fare information

)

Payment status Services

= . .

$) Deposit deadiine —.

\2) Depo (\&) Passenger details
& Pad Ay 0 competes

Complete

Deposit details » g
Full ment deadline =

e o :Td '\(‘.\_} Seat assignment

it HKD18,020 A~ Subent

(=) Fare information & Submit to CX for issue
@ completed ticket
@ complatad

\;9/ Download e-Ticket .J,_!I Download exchange

= order

f% \iew check-in summary

B
’/!

When group booking is finalized and ready to issue ticket, you can submit to CX for ticket
issue and settle final payment.

1. Search RLOC, either click on either one of the Submit to CX for issue ticket

2. Click Submit, a pop-up window will appear, click Submit.

Important notes:

= (Once the group booking are finalized and submitted “Submit to CX for issue ticket”, no changes (including
flight itinerary, passenger and fare details) will be permitted.

= Once submitted “Submit to CX for issue ticket”, CX sales office offer 7 days guarantee on these quoted taxes,
please settle the payment within 7 days. CX reserve the right to re-quote the tax(es) if payment overdue.

’ When “Submit to CX for ticket issue”
successfully status goes to “COMPLETED”

“Seat arrangement” is available. If you find
the icon is un-clickable, please click Refresh
bookings.

() Refresh bookings
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3. Submit to CX for issue ticket

Other Functionalities - Download Exchange Order

Booking Summary

636DMG  (_ Groupsize 10 )

Flight itinerary

Flight no. Flight date
CX603 30Sep2023
CX640 070ct2023

Ticket net fare

Adult Child
HKD4.740 HKD3.560
Payment status

(3) Deposit deadiine
@ raic

Deposit details >

© Fulpayment deadiine

@ raic

Departurs Arrival
HKG 19:10 KTM22:10
KTM 23:20 HKG 06:10 +1
infant Senicr
HKD480

Services

.\-\1‘ Passenger details
@ completed

(L) seatassignment

.'\_._% Wiew check-in summary

\iew ticket details
Suaws Cabin Check-in status
HK Economy Mot ready
HK Economy Mot ready
FOC Upgrade child
HKDO

(#=) Fare information

& submit to ox for issue

@ completes ticket
@ completzd
(#) Download e-Ticket "ﬁ; Download exchange
~ order

S CATHAY PACIFIC

Exchange order

Ticket fare summary

RLOC summary

836DMG Groupsioe 10

Fare Information / remarks:

ssssss

Depost rumiser Depositamount

Balance of payment

Balance of pay

rent HKD-56.255

ClasaiStatis | Stops

Upgrade

HKD-56.255

Destination

Pages

Pages per sheet

Margins

Options

B saveas PDF

All

1

Defautt

Headers and footers

Background graphics
1 [

Once Fare Information status reflected “Completed” or submitted “Submit CX to issue ticket”,

“Download Exchange order” is available.

1. Search RLOC, click on Download exchange order

2. * Choose > Print > Save as PDF
* Save the file to your local file
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3. Submit to CX for issue ticket

Other Functionalities - View Seat

Booking Summary

Once submitted “Submit CX to issue ticket”, “Seat arrangement” is available.

636DMG  (_Groupsize 10 ) View ticket details . . . . . . .
— You can view each flights’ pre-assigned seats. If STID (sit together indicator) is

Flight itinerar . . . .

o i e . S available, system will assign seats to each passenger according to the STID.

CX603 30Sep2023 HKG 19:10 KTM22:10 HK Economy Not ready

CX640 070ct2023 KTM 23:20 HKG 06:10 +1 HK Economy Not ready 1' SearCh RLOC’ ClICk On Seat aSSignment

Ticket net fare

T ~ 2. Click on flight segment to view each seat arrangement.
Payment status Services
(© Depositdeadine (L) Passenger details (%) Fare information ' ;i i NOtES:
g S e 7 @ compreg Sunmit G forissue For large group size RLOC, can enter keyword to search specific passenger seat
epostt details
0 corviess arrangement, or
[:] I;II ;:i:;nartneaalma o.\iy Seat assignment (#) Download e-Tickst @ I:;nerr:lcad sxchange - Click on menu to select Option
('@ Wiew check-in summary
View seat assignm
Viewby Passengername AftoZ fanme " -
( PBSSB"QEF nameAtoZ 4 - Select flight sector
Passenger name Z o A I P
STIDAtoZ |
STID Z to A Pa:ssengerlisl
Seat Number in ascendl'ng [ 1 o 22 recain you ressans, My nave to re-SSTON $550E WRSLE BT nERiEE,
arder
- . Search by passenger name A G D E F G H K Legend
Seat Number in descending | B R T e [ Asserved
order - | bt s s IEEE -« 5DE Unavatabie
o ST o s S ¢ (7] cwororen

sS04 MISS FARM WOOD 53K 5y »EEEE « 5E
sTo% MR DEEP RED 54G By -OEEE 2 5
oS - IS5 - B
HE+EEEO*EHE
Sy EEEE =« Y
gy -aEEE =T
DD MSWELL JANE 52D e e v S
sToD  MRWELL JOHNATHAN 52E @S 58 S@@@ 58 @@

sToC  MISS BROWN CANDY

sTDC  MS BROWN CHARLES 51E

sToc MR BROWN MUSHROOM 51F




4. Download E-ticket Itinerary Receipt

01

PASSENGER
LIST

Search & select
RLOC

enter/upload partial
/full passenger list
Add special service
request

SUBMIT

03

04

FARE SUEMIT CXTO DOWNLOAD E-
INFORMATION ISSUE TICKET TICKET
+ verify applicable  Ability to view seat * Download group or E
tax(es) map and download passenger e-ticket

« Add surcharges /
tax exemption
* Download exchange

exchange order
after submitted
“Submit CX to issue
ticket”. .

itinerary receipt
after ticketed..

05

CHECK-IN

Able to perform
online group check-
in for the departure
flight time between
72-24 hours
Download/email
boarding pass /
check in summary
Change seat /
cancel check in

06

MANAGE FLT

NOTIFICATION

Can either choose
to automatically
receive all OLGM
group RLOCs
related email
notifications or
choose to receive
notifications only by
selected RLOC(s).
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4. Download E-ticket Itinerary Receipt

Download / Emall E-ticket Itinerary Receipt

S5VGEIK i ) successful ti

Flight itinerary

Flight no. Flight date Departure Arrival Status Cabin Check-in status
CX705 01Dec2022 HKG 08:30 BKK 10:40 HN Economy Not ready
CX702 04Dec2022 BKK 19:15 HKG 22:55 HN Economy Mot ready

Ticket net fare

Adut Child Infant Senior FOC Upgrade child

HKD2,340 -

Payment status

(8) Deposit deadiine
@ Faid

Deposit details >

sServices

(&) Passenger details
@ completed

=)

o . Completed

") Fare information ' Submit to CX for issue

ticket

@ completea

(5] ';" F:V;"'Ert deadline .\g; Seat assignment f@ Download e-Ticket ;;'Ja‘/. Download exchange
'ai - B h

o order

|\';;—\' View check-in summary

Download e-ticket

After CX Ticket Office issued e-ticket for the group, this function is available to download group or e-ticket itinerary

RLOC Group size Fare v View details
SVGEIK 5 Group

Download group e-ticket  Send email to passenger

Send all e-ticket to one email
EMAIL ADDRESS
ppling@bestravelagency.com Send

Passenger listing

# Editemal
R e e R N
1 Ms ENG LYKANHARITH 1602345613378 rebecca_leung@cathaypacific.com
2 M HOUR MONIRATH 1602345613379 rebecca leung@cathaypacificcom
3 M MAO SREYMOM 1602345613380 rebecca_leung@cathaypacificcom
4 Ms PHO VORLEAK 1602345613381 rebecca_leung@cathaypacificcom

)

Ms SOVANN CHANSO 1602345613382

0 Passenger(s) selected

e After CX sales office issued ticket, Download E-ticket is available.

Download e-ticket page consists of two session;
» Download group e-ticket
» Send email to passenger

Click on Download e-Ticket

On Download e-ticket page consists of 2 tabs;
» Download group e-ticket
» Send email to passenger
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4. Download E-ticket Itinerary Receipt

Download Group E-ticket

Download e-ticket

After CX Ticket Office issued e-ticket for the group, this function is available to download group or e-ticket itinerary

RLOC Group size Fare

SVGEIK 5 Group

~ View details

Download group e-ticket

Send email to passenger

Passenger listing

o Plzase select the Meals requestad by flight sector.

n Family / last name Given / first and middle name Ticket number CX705 0 | cx702 ]
1 MS M id & - - -

LTRSARIRI Adul 1602345

237

2 MS 4R ACHINATA Adult
3 | Ms AT SRFFIM Adult
4 MS SHT WO Fak Adult
5 MS LN PR Ed Adult

Endorsement / restrictions AGT2010001 T9/GTT/NONEND NONRERTE NONREF VALID ON FLT/DATE SHOWN VALID CX ONLY

Airlines CX - Cathay Pacific Airways Limited

Air Transportation and other services to be provided by Cathay Pacific Airways are subject to the terms and conditions stated in condition of
contract and notices, supplied here with and made part of the contract of carriages.

Condition of contract 9 | agree to the terms and condition written in "Condition of Contract" (= and | am noticed it is my obligation to provide customer with a copy of

the Condition of Contract {ticket notice). Delivery by fax or other electronic means are equally acceptable.

B
”’!

Group e-ticket is designed to provide essential information such as, ALL group
members name, passenger type code, ticket number and special service
request.

1.  Click on Download group e-Ticket
2.  Check the box on Condition of contract
3.  Click on Download icon and save the to your computer.

Click here to view sample of Group e-ticket
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4. Download E-ticket Itinerary Receipt

Send email to passenger >

Send email to passenger with multiple functions:

1. Send all e-ticket(s) to one email - an effective way to send ALL group member(s) e-ticket itinerary receipts in a single email
2. Send email to passenger > Passenger listing - send an e-ticket itinerary receipt to individual passenger

1.Send email to passenger - Send all e-ticket to one email 2. Send email to passenger — by passenger list
1. Add email address 1. Select “ALL” or choose by passenger name item
2. Press on Send 2. Press on Send
Download group e-ticket  Send email to passenger Passengef I'\Stmg
# Edit email
Send alle-ticket to one emall o o l:ln-
LYKANHARITH 1602345613378 L LRR IR RN BRI Nl
EMAIL ADDRESS Send ‘ v 2 MS HOUR MONIRATH 1602345613379 TV 0PI men e o 1
ppling@besttravelagency.com
v 3 MS MAO SREYMOM 1602345613380 (R L RRRT A BRI N
v 4 MS PHO VORLEAK 1602345613381 TR T I e e m mm v
D 5 MS SOVANN CHANSO 1602345613382
2
4 Passenger(s) selected Send

Helpful Tips Can add passenger email address by name-list file, hence, simply check the box and email
to passenger.

Otherwise, can press on “Edit email” to edit / add passenger email, click on Save email.

X Cancel " Save email

EEEEESNE
LYKANHARITH 1602345613378
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5. Online Group Check-in

PASSENGER
LIST

Search & select
RLOC

enter/upload partial
/full passenger list

Add special service
request

02

FARE

INFORMATION

verify applicable
tax(es)

Add surcharges /
tax exemption
Download exchange

SUBMIT CX TO
ISSUE TICKET

0K

Ability to view seat
map and download
exchange order
after submitted
“Submit CX to issue
ticket”.

O3

DOWNLOAD

04

DOWNLOAD E-

TICKET

Download group or
passenger e-ticket
itinerary receipt
after ticketed..

CHECK-IN

Able to perform
online group check-
in for the departure
flight time between
72-24 hours
Download/email
boarding pass /
check in summary
Change seat /
cancel check in

MANAGE FLT
NOTIFICATION

Can either choose
to automatically
receive all OLGM
group RLOCs
related email
notifications or
choose to receive
notifications only by
selected RLOC(s).
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5. Checkin

Online Group Check in

BOOKING SUMMARY

Search results ") Refresh bookings
Search by Search result(s) for "RLOC : STU4KE"
EE B ——
~ RLoC
Awc Flight itinerar
ETU4KE 9 Y
Fighine Fignt date Deparn Arrial Scatus casin Checiin status
cx659 06uUuN2022 HKG 01:40 Sinos:30 HK Economy
~ Flight information
Flight diate (DDMMMY YY) Ticket net fare
aauc chi ntant Serior Foc Upgrace chila
LNE HKD1.000 HKD700 - - - -
cx e
Payment status services
Fiight no. -
& G raenane G yzesenaer aetane (3 rare nrormaton @ Sttt O Fur e
@ e psnl e piiiu .
o astes @ compiemea
origin Destination
© reovment acaain (B woat aseranment B Download o Ticket () Downtoad cxchanae
PR, View shaclc in summary

< Search results

Online group check-in

Your trip from HKG to SIN is now ready for check-in
Please review all the information to proceed online group check-in

D e T N

—~, 08Jun2022 | CX659 Departure Arrival Operated by
5TU4KE 5 > Y
“2) HKG to SIN 01:40 05:30 S CATHAY PACIFIC

Select passenger

@ Ficase update al the Travel dosument if youwran to proceed to check-in

I e T C N
v 3 MR POON KAl YU 86C
i 4 MS WONG WONG HOK Y1 B6E

Security notice

Please confirm you have read and understood the following baggage requirements for your own safety and the safety of your fellow p:

rity notice ﬁ
tnot carry items for o ronibited

No spare battsries of any type (ncluding portable

You o
dangerous items corrosive, toxic materials or integrated powsr banks) in your checkein
baggsge

Read all security notice

#| | agree that passenger baggage complies to the e safety advice 9

Online check-in is available when,

- Flight is going to be departed within 72 hours on economy class and 48 hours for business class;

- Connecting flight is going to be departed within 48 hours for all class of services

1. Click on Check in to Online group check-in page
2. Select “ALL” or choose by passenger name item

3. Please accept the agreement, press on Check in

4, Online group check-in summary page will appear after checked-in, Download boarding
pass, Select seat, Cancel check-in and Download check-in summary are available on this

page.

< Searchresults

Online group check-in summary

You are able to download check-in summary for your further operation, you may alse download boarding pass, select seat and cancel check-in.

e S

08 Jun 2022 | Cx659 Departure Arriva Operated by

5TUsKS
N 5 HKG to SIN 01:40 05:30 \» CATHAY PACIFIC

Passenger check-in status

‘You have 5 passenger(s) checked in and 0 passenger(s) not checked in.

e e e e

CHEUNG KAYIU Aduit Checked-in
2 | mss GHEUNG MEI LEE Child 660 Checked-in
3 MR POON KAI'YU Adult 66C Checked-in
4 Ms WONG WONGHOK Y1 Aduit 66E Checked-in
5 | MS YIF HOI'YAN Aduit 66F Checked-in
Download boarding pass 7w Select seat Cancel check-in
Here you are able to access and \‘!1/-‘ Please select your seats for your @ I you would like to cancel your check-
download all boarding passes passenger through this page: i, please click this page
Download > Arrange aseat > Cancel >
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5. Check in s

Other Functionalities — Download / View check-in summary

Booking Summary
You can view / download check in summary after checked-in.

5TU4KE ( Groupsize 5 ) View ul ticket details

Flight itinerary

Fiight no. Flight date Departure Arrival Status Cabin Check-in status

CX659 08Jun2022 HKG 01:40 SIN 05:30 HK Economy AN i . . .
1 Search RLOC, Click View check-in summary.

Ticket net fare
At cni infant Serier Foc Upgrsde chis 2. Online group check-in summary page will be returned, Select seat, Cancel

] check-in and Download check-in summary are available on this page.
Payment status Services Click on Download check-in summary can download the file.

(3) Depositdeadine

O Faid \,_': Passenger details ';E\ Fare information S,{ Seat assignment
o Completed ° Completed
Deposit details »
\4:0 Download e-Ticket ’,;I\ Download exchange :7_} View check-in
e Full payment deadline o “7 order "7 summary o

@ raid

< Searchresults

Online group check-in summary

You are abie to download check-in summary for your further operation. you may also download boarding pass, select seat and cancel check-in

e T N

. 08Jun2022 | Cx859 Departure Arrivar Operated by

) kG tosIN ot:40 05330 > CATHAY PACIFIC

STUSKE ¥

Passenger check-in status

“ou have 5 passenger(s) checked in and 0 passenger(s) not checked in.

I D e e T S L S
MS Adult B6A

1 CHEUNG KAYIL Checked-in
2 | wmiss GHEUNG ME LEE Ghila 850 Ghecked-in
3 wm PoON KA YU Aduit esc Checked-in
2 ws woNG WONG HOK Y1 Adutt esE Checked-in
5 MS viP HOI YAN Aduit 66F Checked-in
Download boarding pass ﬁ'\l Select seat Cancel check-in
Here you are able to access and \\‘—1/ Please select your seats for your I you would fike to cancel your check-
download all boarding passes. passenger through this page. in. please click this page

Download > Arrangea seat > Gancel > 9

Download checkin summary
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5. Checkin

Other Functionalities — Select seat >

Booking Summary

— You can change seats for your group members after checked-in. View check-in summary can show
you the latest seat you have selected.

Fightno. Fightdste Deparare Al s caoin

cxez 0BMN2022  HKGOT4O  SINOS30 H Economy

Ticket net fare

o

nnnnnnnnn

Payment status
() Deposit deadine

1 Search RLOC, Click View check-in summary.

© Fulpaymert deadine
0 ma

2. Click on Select seat

3 Click on Edit seat, select passenger
Seat selection

Cathay Pacific wil endeavor o retasin your seat seiection. However. for operational reasons, Cathay Pacfic may have to re-assign seats without price notice.

s —= p— s 4 Select the seat you want to change from the seat map, click Save

_— . 5 G022 | Cxsse Degarture Arra Operated by
STU4KE - -
HKG to SIN 01:40 05:30 S CATHAY PACIFIC
Select passenger
Seiect a passenger by Cicking on hiaier name in the Passenger st then you can see the assgned seat Na ou can aiso
- 5 -
R A © D E F G H K Legend
Saareh by pASSEnp ABME
—8
|2 Reserved
Viewby PassangerrameAtaZ ™ i &
CIF 28 ~ 3 FI )
MS CHEUNG KA YIU = E—‘:.’ -1 u—! == —
M) » COEEE « C5 ) eatrom
sToE  MISS CHEUNG MEI LEE 66D =ik f——f e == )
" priorit
) . ! ] Prioay
STOA MR POON KAI YU 66C = [ o § s | s | = Im
; ; - . - . ) . Unaccompanied
o8 MSWONG WONG HOK YI 66E = e e | e == -
. . . N "] Extralegroom
. I 43 1] 4 E
sTOB MS YIP HOI YAN B6F = e L o e e == .
p .\.E Unavaiable
44 ] 44
= [ e o} e | e | =
4 1 & Babybassinet
=it ] ==
. fl oy
46
=it 3 == W T
=
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5. Check in s

Other Functionalities — Cancel check In

N4OPI6 ( Groupsize & ) View successiul ticket details 1 Search RLOC, Click Cancel check-in.

Flight itinerar . . .
J y 2. Select passenger (If all passengers in PNR were checked-in, button label will

Flight A Fight date Depariure Arrival Status Cabin Chack-in status be dISp|ayed Cancel CheCk‘in*)

CX564 208ep2019  HKG 08:10 TPE 10:00 HK Economy ool checkom

3 Click Cancel check-in

Select passenger

n- S Srvenffstandmadcnans
1 M 496G

CHEUNG . kavio
9 2 MISS CHEUNG MEI LEE 66D
3 MR POON KAIYU B66C
4 MS WONG WONG HOK Y1 49F
5 MS YIP HOI YAN 66F
o
Flight itinerary Check-in status *If group members were partially checked-in,
Flight no. Fiight date Departure Arrival Status Cabin check-in button will provided the status, e.g.
CcX564 20Sep2019  HKG 08:10 TPE 10:00 HK Economy  Cancel check-in Partially checked-in 215, 2= 2 passengers were
Partially checked-in 2/5 checked-in, 5 = entire PNR group size. It means

3 passengers are not checked in.



5. Checkin )

Other Functionalities — Boarding Pass - Download >

66JUOQ |: Group size 2 :]

View successful ticket details

» After the group checked in online, group members boarding passes are available

Flight tinerary to download or send via email

Flight no. Flight date Departure Arrival Status Cabin Check-in status

CX139 20Apr2023  HKG0910  SYD20:15 HK Economy Cancel checkin . . .
[car hacn 1 Search RLOC, Click View check-in summary.

Payment status

i@ Deposit deadline

Services

2.

View check-in summary page will be returned, click on Download below

o Paid '\5- Passenger details -x— Fare information o Submit to CX for issue )
5 © corpierea 0 corpleres ticket Download boarding pass
Deposit details
° Completed
e Full payment deadline o R D, load e-Ticket () D load h
. (%) seat g t () e-Ticl (4d) Download exchange
@ raid o o ~ order

|’\';;—"' View check-in
=
summary

View check-in summary

You are able to download check-in summary in PDF format for your further operation.

20Apr2023 | CX139 Departure Arrival Operated by
66JU0Q ) 2 P p y

\Z) HKG to SYD 08:10 20:15 . CATHAY PACIFIC

@ Download boarding pass Select seat @ Cancel check-in

Here you are able to access and Please select your seats for your

If you would like te cancel your check-
download all boarding passes. passenger through this page.

in, please click this page.
Download > Arrange aseat > Cancel >

Passenger check-in status

OEmETT

KANG HEEYOUNG Adult Checked-in

2 M PARK SOYEON Adult 658 Checked-in




5. Checkin

Other Functionalities — Boarding Pass - Download

Download boarding pass  Send email to passenger

Passenger listing

Please note online boarding pass is not available to passenger with an infant

..

KANG HEEYOUNG
v | 2 MS PARK SOYEON
2 passenger(s) selected Downioad

> CATHAY PACIFIC @

Boarding pass

68H

+ HKG
o s The
1 07:30

PASSENGER GATE

PYARK/SOYEON M$S

At the Airport

KOSk And Check your Bags i at laas]
ocated at Suvarmabhumi Intemal

70 mins

Gepartuce 2 our Bag Grop counte
O, Counters Q11-Q21)
Search images with Google

30 mins

Create QR Code for this page

10 mins

Translate to 3 (%)
Important Reminders

View check-in summary page will be returned, click on Download below
Download boarding pass.
Select “ALL” or choose by passenger name item, click on Download

To save boarding pass for ALL group members into one file,
* Right click on a mouse to view Print Option

* Choose > Print > Save as PDF

* Save the file to your local file

35



5. Checkin

Other Functionalities — Boarding Pass — Send by emall

1. Choose Send email to passenger, select “ALL” or choose by passenger name item, click on Send by email

Manage boarding pass
You are able to download passengers boarding pass inyour local computer, also send the boarding pass to passengers by email or SMS.

~, 28Jun2023 | CXT05 Departure Arriva Operated by

53125E 2
+ HKG to BKK 08:00 10:00 - CATHAY PACIFIC

¥
Download boarding pass ~ Send email to passengero

Passenger listing
o Flzase note onling boarding pass is not available to passenger with an infant.

# Edit passenger contact

.. by fsstname Sven {first sndmiddle name m_

MR LR HERRT T LIHELTEnn II II IIIIII IIIII I I I
u 2 MS (U [ IOHTIRREY | JI | CINURR [NV LI | CINURN IRURY (RUWY I |
3
1
2 passenger(s) selected 1 Send by emal

e Can press on “Edit
passenger contact ” to
edit / add passenger email

Sample of boarding pass sent by email:

Mon 26/06/2023 16:19

Cathay Pacific <boardingpass@cathaypacific.com:=>
CXT05/28Jun23/06G6A/ W] RITMININEI 1100
7o EININTHHIN

ﬂ If there are problems with how this message is displayed, click here to vie

et s Wi erva ik bt v

S CATHAY Pa\CIFICO
Boarding pass

ECONOMY

FLIH _—
CX705 B6A
HKG - BKK
Heryg warg Barghk
DErARILHE BOAIEING

e
28Jun23 OE:D0 0720
PRSSENGEIE calE

ALPHAHUMERIS SHE §
1O RSN T S0, M LTS
FIBSULEN | FLYEI SIAIUS
L aimnnn s =



6. Manage Flight Notification

il
—

SUBMIT

r
P95
O

O O O

06

MANAGE FLT
NOTIFICATION

* Can either choose
to automatically
receive all OLGM
group RLOCs
related email
notifications or
choose to receive
notifications only by
selected RLOC(s).
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6. Manage Flight Notification

Manage Flight Notification (group booking) >

3 CATHAY PACIFIC Cathay Agents

B inbox  @Miman  Signowt Q| [

Welcome ||||H Il
Agency Name
o] TRAVEL LIMITED

IATA no.
o

Email Address

Z0,10007 em @ nmlawin Update profile o >

Location

Hong Kong SAR

User with Group services access is eligible to manage group booking flight notification preference.

My access

Email subscription preference

Group services ()

Yes, | agreed to get email notification on all group RLOCs

If you have problems with the access, please contact Cathay Pacific.

+ Group services
Wiew, search and manage group bookings.

General
+' | Email Alert & Newsletter

Agent account approval reminder

If you like to get group bookings

Group management related related notification by email, choose
7 .
Grouprequest Group services.
9 D Group services o

Mo, | will nanage my group RLOC(s) email notification

Subscribed user will automatically get ALL group
RLOCS related notification within the entire agency.

1  Click on Update profile

2 Select the Email subscription preference type ( Group request and/or
Group services).

If Group services is selected, two types of tab will open to select the
preferred notification;

O Yes, | agreed to get email notification on all group RLOCs
(In previous design) Subscribed users will get ALL OLGM group RLOCS
related notifications within the entire agency.

O No, | will manage my group RLOC(s) email notification
(In new design) User will get group booking related notifications by
registered RLOC(s) on Manage flight notification page.

3 Click Update to save the record.

User can access Manage flight notification page
to subscribe group related email notification by
RLOC.
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6. Manage Flight Notification

Subscribe Email Notification by RLOC(s)

> CATHAY PACIFIC Cathay Agents E nbox @Kinson Signout
Hews Fares & Service Request Group management Folicies and Procedures Experience Support Cathay NDC
Assign group check-in access right Manage group ID Booking summary Group Request (&
Manage flight notification 0
Manage flight notification
Receive useful reminders about group RLOCIs), we will notify to your registered email if registered RLOC is on schedule changed. ready to name-in and ticketing compiteted.

FIRST FUGHT DATE (DOMMMYY YY) . .
24Jul2024 Origin ~ |-| Destination

OB - |

RLOC Group ID My registered RLOCs

Search result(s) for "First flight date (DDMMMYYYY): 07Sep2024", "My registered RLOCs : No"
6 Subscribe

Showing 20 40| 80 bookingis)

.m Fhanetumber Fist ght date & m-

BITSJT CHaad 7Sep2024 HKG 10:20 TPE12:20
9 v BAGWTX = CH4a4 075ep2024 HKG 10:20 TPE12:20
ud BBJIDZ - CHaad 7Sep2024 HKG 10:20 TPE12:20

B
”’!

Click on Group management > Manage flight notification
Eligible user > Agent profile > Group service access > Email subscription
preference — Group Services > No, | will manage my group RLOC(s) email

notification

Non eligible user who click on this page will receive this message:

You do not have permission to aceess this application

Backto homepage

Search RLOC(s) by provided options.

Select ALL or any RLOC(s) from search result.

Click Subscribe to subscribe group related email notifications of the
selected RLOC (s).

Response if transaction completed:

v fou have successfully subscribed flight notifcation.

nmm FiontHumber e — m Subscription ema

Each RLOC can

CX750 10Sep2024 BKK 11:00
accommodate up to 5 users
wishing to subscribe. Check
box closed when subscription 6J3FFR - X700 10Sep2024 BKK 08:10

is full

2(gmail 1aa@gmail.com
2gmail 11aa@gmail.com
2gmail.11aa@gmail.com
2igmail 1aaa@gmail.com
2gmail.1aaaa@gmail.com

39



6. Manage Flight Notification

Search My Registered RLOCs (summary list) / Unsubscribe >

> CATHAY PACIFIC ~ Cathay Agents e To view your registered RLOC(s):
Mews Fares & Service Regquest Group management Policies and Procedures Experience Suppaort Cathay NDC ) . ) )
1 Go to Manage flight notification, check the box of My registered RLOCs,
. L click Search. Search result return on screen.
Manage flight notification

Receive useful reminders about group RLOCIs), we will notify to your registered email if registered RLOC is on schedule changed, ready to name-in and ticketing compitetad.

First flight date (DDMMMYYYY) Origin * |-| Destination

e e Al b e E

Searcn rasultis) for "My registered RLOCs : Yes”

S To stop getting any more emails notification of selected RLOC(s):

1 -3 of 3 bookingis| Showing 20140 | 80 booking(s)

2 Select ALL or any RLOC(s) from the “My registered RLOCs” summary, click
O RO R R i o

9 BGICKP - cx4s8 24Jul2024 HKG 08:00 TPE 03:55 20.100013a@gmail.com Response if transaction completed:

Sl280 = CK432 24 Julz02e HKG 08:50 KHH 10:25 20.10001za@gmail.com .,f" You have successful I}" unsubscribed ﬂlght notifcation

SIGMTH - CHAZ2 24Julzoza HKG 08:50 KHH 10:25 20.10001sa@gmail.com
Reminder: If a user removes Group Services access rights, all email subscriptions will be deleted in the same transaction, and the user will no longer receive any group related email notifications.
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6. Manage Flight Notification

Types of Notifications

OLGM related email notifications

Booking ready for submitting passenger
details

Ticket issuance completed

Flight schedule change

.

System sends an email notification to subscribed users notifying at 14 and 7 days before first
flight departure if Passenger list status have not been completed.

System sends an email to subscribed users notifying them the ticket issuance is completed.

System sends an email to subscribed users notifying them the flight schedule has changed.
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