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1. Passenger list

Go to Group Services (OLGM)

Efficiently manage your group bookings with the following features:

Passenger and Fare Submission - Input and update passenger details and fare information with ease.
Document Access - Download all necessary travel documents directly from the platform.
Online Check-In - Conveniently complete check-in procedures for your entire group online.

1. Access to Cathay Agents www.cxagents.com , log in to your account

) Help and support
> CATHAY Acent Signin/Register ) (@)
o ol P Tel fviv services & ¥ (CMT-8) View all (2)—

The Aria Suite - Where
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2. Select Group Services (OLGM) from the main menu

[ Inbox | O Search  Help and support
> CATHAY Agents 2 OlGM  Signout ‘
News  Fores€ServiceRequest ~ Groupmanagement Policiesand Procedures  Experlence  Support  CathayNDC
@ Coathoy Pacific temporarily suspends Tel Aviv services ' - 25 Sep 2024 16:00HKT (GMT+8) View all (2)—

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

Welcome, OLGM ® Q) @ )
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SAeT Faresheet Fare Enduiry

e GowServices  Grow
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Charge ( Domestic and
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1. Passenger list

PNR Search

To view or manage your group booking:

Enter your RLOC (Record Locator) or other relevant search criteria. The system will display the matching PNR (Passenger Name

Record) details.

20714 Aq yasess

BOOKING SUMMARY

Search results

M Searchby  — \ it for "RLOC : EXTHO2®

e e = — = —
e Flight itinerary

moc Figttno Fiottdse Oepartrs A sta caon o statis
EXTHO2
cxato Whn2025  HKGDEZS  ICN 14D HE Economy Mot ready
. Flightinformation cxare 2025 ICN2015 HKG2300  HK Economy Mot ready
Fight date [COMMMYYYY) Ticket net fare
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Origin Destination
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© Full payment deadline. - - - order
~ Group 1D %) View checken summary
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< Payment
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Search by Search resuitis) for "Origin : HKG", "Destination : TPE™
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1. Passenger list

Manage Passenger List

Booking Summary

EXEIN9 ( Groupsize 5 ) Not ready to issue ticket

Flight itinerary

Flight no Flight date Departure Arrival Status Cabin Checkein status
CX410 20Jun2025 HKG 09:25 ICN 14:10 HK Economy Notready
CX419 24Jun2025 ICN 20:15 HKG 23:00 HK Economy Not ready

Ticket net fare

© Full payment deadiine

Adult ohid Infant Serior Foc Upgrade child Passeng er Information Priva cy
lacknowledge that | have the consent of each individual member of the group to share
Payment status Services their details with Cathay Pacific, and to manage their booking and check-in. For detail
(®) Deposit deadiine B please refer to the Cathay Pacific Cathay Pacific Customer Privacy Policy 2.
N (&) Passenger details (#2) Fare information ’ Gro
= @ Incomplete -
Deposit details
~ ) . Y

() View checkcin summary

Passenger details page

pr—
Passenger details b Dot
Please provide passenger details by upioading 3 fle or enter in Delow tabies. e esine

e :

Emergency and local contact of tour leads

i35 o0 atact e rrormabontorameroenc T Ac COMC of s s

- Fome o s o Py, Gt s resiprceed 1
peeri = ¢ h oot s Fr s s "

1 v [ AR st <intact

-

On Passenger details page,
Mandatory fields:

e Passenger list

* Travel document

Optional fields:

* Special service

* Passenger contact (subject to country
requirement),

*  Membership

.

* Search RLOC, click on "Passenger Details."

* A pop-up window will appear requesting your consent to the Passenger
Information Privacy Policy for group bookings.

* Click "Agree and Continue" to proceed or “Not now” stay on the page.

* You will be directed to the Passenger Details page, where you can add,
remove, or edit passenger information before submit Group Finalization.

You can add passenger information using either of the following methods:

Upload a File - save time by uploading a file containing all passenger details at
once. This includes:

= Full name

=  Travel document details

= STID (Sit Together Indicator)

= Special meal requests

= Passenger contact information

Manual Entry - alternatively, you can enter or update passenger details
manually.

Emergency and Local Contact Information (Mandatory Field)
* Tour Leader Contact - at least one emergency or local contact detail for the
tour leader is required.

* Required Information:
Provide the title, full name, and contact number. (Tip: Hover over the info
icon () to view a list of international dialling codes.)

* Add or Remove Contacts:
To add more contacts, click “+ Contact”
To remove a contact, click “— Remove”



1. Passenger list

Add Passenger — from file

i & Download templaty
Passenger details cenloud templte o
Please provide passenger details by uploading a file or enter in below tables. -

~ View details

Emergency and local contact of tour leader

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

. Collapse edit mods

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

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 STID = @ 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. e+ 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
@ - Fiease providesl pax
= Aninfant or chid must

tie, Family f ast name. Given  first and micdie names to proceed.
mpanied by aparent/legal guardian or a travel companion at least 18 years of age: For details, piease click here.

Add passenger Remove passenger S Manage columns
I e e e o e e ) e

Savetofieida

* 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

A 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,

. Collapse edit mode

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

. Travel document

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

Primary travel document g # Edit
GiverV first and middle names Date of birth
1 MRS WELL JULIA CHN P CE789021 CHN 19Dec2028 14Jan1981
2 MSTR  WELL STEPHANIE CHN P C6789023 CHN 21Dec2028 19Jan2017

Optional fields

Secondary travel document X Collapse edit mod|
& Title ramiflast Gven/frstandmiddienames ~ 12Vel type Wavel documentnumber  Country /Region [ ] Expiry date
1 MRS WELL Juua
2 MSTR WELL STEPHANIE ‘Alien Card
US permanent resident card
Visa
Destination address X Collapse edit mode
Familyl GiverV first and middie Country
£ Title: last Type of address = @ Street City State code: Zip code
1 MRS WELL JuLla Destination UsA 701 SOUTHBEAC SFO CA 84107

v US secure flight program

v Canada Passenger Protect Program

1. Add / Edit Passenger list
e Click Edit icon.
* Select a title, then enter the family/ last name, given /first and middle names (if
applicable)
* Choose passenger type, the default is Adult

2. Add / Edit Primary travel document
e Click the Editicon.
* Enter Nationality / Country/region of issue (3-letter code, e.g. CHN).
Tip: Hover over @ for country codes.
* Select Travel document type (e.g. Passport).
* Enter Expiry date and Date of Birth in the format DDMMMYYYY, (e.g.
15FEB1981).

Add / Edit STID (Sit together indicator)

* Enterasingle letter (A-Z) for each passenger. Passengers with the same letter will be seated
together.

e After clicking “Submit CX for Issue Ticket”, the system will assign seats based on the STID (if
available).

Add / Edit Secondary travel document

* C(Click Editicon

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

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

Destination address

* Click Editicon

* Type of address (e.g. Destination)

e Country/region of issue (3-letter code, e.g. USA)

* Enter 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

A Special service 1

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

(1 Fegt| |
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 Wheeichair L]

1 MRS WELL JULIA - ~ - o

2 MSTR WELL STEPHANIE N Rk ~ - o

BLML
CHML
DBML
FPML
GFML
HHRAL
KIML
LCML
LFML
LML
LSML
MORL
SPML
AL
WML
WOML
RWVML
WGEML
WLML




1. Passenger list

Option information — Add Wheelchair

A Special serice 1 » Search RLOC, click Passenger details.
o Meal request is only available up to 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 o CX693

2 * Select passenger, select type of wheelchair

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

2 MISS BROWN MUSHROOM b - v

3 MR WELL JANE N - ~

Wheelchair Tool tip close (X)

Awheelchair service, along with an attendant, is available for Cathay Pacific
passengers who require it at no extra cost for 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 airport facilities).

R stands for ramp. Passenger can
ascend/descend steps and make own
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 toffrom cabin seat;
required wheelchair for distance
toffrom aircraft or mobile lounge and
must be camied up/down steps.

WCHS



1. Passenger list A
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. * Search RLOC, click Passenger details. Click Edit icon
(1) X Collapse edit mods * On Passenger details page, click on Special services, click Edit icon.
. e N Srenvtrstardmiateromes S5 @ wose i i * 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 >

/ Membership 1 * Search RLOC, click Passenger details.
o X Collspse edit mode e C(Click Edit icon
2 Tille I — Given first and middle names Membership Number * On Passenger details page, click on Membership, click Edit icon.
1 wES WELL JULA o * Add Cathay Pacific (CX) frequent flyer number for group passenger.

. MSTR WELL STEPHANIE CX -

12



1. Passenger list

Other Functionalities — Add Infant (No booked seat) >

#s Tite Family' last name Given/ first and middle names Gender STID = © Paxtype Infant
1 MRS o WELL JuLia F Adult ~ | +Infant o
e SR
#5 Titde Family/ last name Given/ first and middle names Gender STID # [ ] Pax type Infant
1 MRS ~ WELL JULIA F Adult ~
- Remove
MISS e WELL BABY F INF

Primary travel document > Collapse edit mode

.T Travel Country /

Givery/ first and middle names Mationality document region of [ ] Expiry date Date of birth

ch.rrﬂ'rHypem

issue

1 MRS WELL JULIA CHN Passpol s~ CE789021 CHN 18DEC2028 14JaN1981

MISS WELL BABY - v

. Special service

o Meal request is only available up to 24 hours before your flight.

3 Collapse edit mode

2 Tite FAMILY/ LAST NAME GIVEN/ AIRST ANDMIDDLENAMES ~ Wheelchair 0 o 0 oS [ ]
1 MRS WELL JULIA - w - ~

MISS WELL BABY ~
2  MSTR WELL STEPHANIE BEML - ~

SPML (reguest basis)

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.)

Delete infant passenger

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

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

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.

> Collapse edit mode

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

Save and Proceed to Booking Summary

Passenger detals g -
Please provide passenger details by upioadinga file s. = user guideline

RLOC Groupsize " View details
SHHZEI 1

Emergency and local contact of tour leader

@ Pesseprovie stiesst one fomaton oy and oeal contact of o fesdr.

pr—
e Fsname Cowtry! @ contactrumber

MR ~ | | orn 852 25869012 -Remove

@ - Fesee provicsal passengers Tt Famiy /st name, Guen st ancmicklenames o procesdt
+ Annfantor ehic st be 2ccompanied by  Farent 1egal GLAIEIAn o 3 ravel companion ot At 18 years of age, For deta's, plesge cick nere

X Collapse edit mode
a2 Twe [—— [ ——— Cender  STD: @ Paxtype ntant
1 MR ~ SAND PHILIP M Adult ~ | +Infant

v Special senice
v Contact
Vv Membersi

Save and back o booking summary

Save and proceed fare information Save and back to booking summary

To confirming changes to existing records,

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

or

Click Save and proceed fare information to save passenger information and go to
fare information.

15



2. Fare Information Page

PASSENGER
LIST

Search & select
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enter/upload partial
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Add special service
request

02

FARE

03

GROUP

INFORMATION | FINALIZATION

verify applicable
tax(es)

Add surcharges /
tax exemption
Download exchange

Ability to view seat
map and download
exchange order
after submitted
“Group Finalization”.

I

DOWNLOAD

0z

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).

16



2. Fare Information )

Go to Fare Information Page

Booking Summary

E92XI5 | Group size 5 :‘I

The Fare Information page allows you to view and update fare details, taxes, payments, and

Flight itinerary related remarks.
Flight no. Flignt date Departure Arrival Status Cabin Check-in status
CX251 10Aug2025 HKG 22:40 LHR 05:40 +1 HK Economy Not ready
CX254 16Aug2025 LHR22:15 HKG 17:50 +1 HK Economy Not ready
1 Search RLOC, Click Fare information
Ticket net fare
Adult child Infant senior FoC Upgrade child
HKD945 - - - - -
Payment status Services
Deposit deadline -
® ) P @ Passenger details (%3 Fareinformation ’ Group Finalization
~ @ completed ~ @ incomplete

Denosit details >

o

Fare Information page If you would like to view

1 < Booking summary : the app“cable
L————- taxes/taxes breakdown
Fare information details but not update

You may view § enter fare and taxinformation for tickst issuance

the record, can C“Ck < “are calculation

945 ~

back booking detail page.

Adult 3038
o Appl this page. Once you click'Group izati issi |, the final tax values will k¢
7 days.
Tax code Tax amount Tax exemption
Ticket fare details @ Al fields are required uniess marked as optional.
YR 1.138
Select form of payment ~
G3 160
Fare calculation
Pax Tour code Ta Number of
[m e e e .
Adult 945 I 3038 ~ IxS
15 65
Child 710 | 1915 v x
Infant 100 1 a0 v b GB 1.003
I I
FoC 0 3038 ~ooxl
1 uB 552
[

-—— = ol

17



2. Fare Information )

Fare Information Page

Fare information Please be alert applicable taxes are updated in real time when you access Fare
memmemmmmm———— o e » Information page. Once you click “Group Finalization” and the submission is successful

— S Ve the final tax values will be locked and retained for 7 days.
O T e
Ticket fare details @ PR —— 1. Choose Form of payment.
Qo == ¥ * If group PNR created from GSO, not necessary enter tour code and net fare pre-
it filled by system.
P . * For non-GSO PNR, please add tour code and net fare.

Fare calculation

are calculation

Child 710 1315 R | 2625 Z
1
FOC 0 3,038 ~oox1 3,038 G) . - o
0 | Adult 2770 Ayt FERNE NN 2 000 wn
Grand total HKD19,627 (@] O
I | cnid 2080 — N — e 3
g ®
Optional ieics Infant 280 nfant BN MK e
Additional charges 0 (6 0
Prepaid extra baggage 0 6 0
e ° - ’ 2 Click Submit

Grand total HKD 19,627 Submit

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 )

Fare Information Page

When the Fare Information status is marked as Completed, the Exchange Order becomes
available with the status “For reference only.” You can download it for reference.

E92XI5 ( Groupsize 5 )

Flight itinerary . . . . . . . .
. v e . . I The final version of the Exchange Order will be available after Group Finalization is successfully
cx251 10Aug2025 HKG 22:40 LHRO5:40+1  HK Economy Notready submitted.
cx254 16Aug2025 LHR22:15 HKG17:50+1  HK Economy Notready
Ticket net fare
Adult Child Infant Senior FOC Upgrade child .
osss momo mone oo ) 1. Search RLOC, click on Download exchange order
Payment status Services
® Depesiaeadine @ Pessenperdvals () far formtion & crovprotzsion * Choose > Print > Save as PDF
Deposit details » °Cc>mp\eted o Completed # Incomplete > Save the f'le tO YOUF |OCa| ﬂle
© Fulpayment cescine @; Seat assignment @ Download e-Ticket \QE\ E:,u:r:load exchange

1) For reference only

Cathoy Agants

N CATHAY @

Exchange order (For reference only)

Total group size Fare submission date 1 rumber License number
T TRA20TS T330463 JEBSEN

First departure date Flight number Agency name Group name
10Aug2025 cx2s1 JEBSEN TRAVEL LIMITED HKGCX/A/PSSHKGIGRP

Ticket fare summary

Deposit details

RLOC Form of payment Depasit number Deposit amount Balance of payment
E92XI5 Cheque - - -19.627

Deposttamount HIDO

Gandiotsl  HKD19,827

Balance of payment HKD-19,627

RLOC summary

E92XIS Group size 5

Flight tinsrary

Flight number Flight date Departure Arrival Day Class / Status Stops.

19



2. Fare Information )

Other Functionalities - Add Tax Exemption

Fare calculation

To apply a travel tax exemption for group passengers, click to view the tax breakdown
rtpe oot bt T | it select the relevant tax code and enter the exemption reason.

Adult 2,340 826 o o ox3

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

Fare calculation

2. Select the tax code and enter exemption reason.
o N N LY

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

G8 4

G8 4

TS 151

20



2. Fare Information

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

< Booking summary

Fare information

lew / enter fare and Lax informaten for ticket issuance

RLOC Group sze A Collapse details
SCKZWU 2
Fiight No. Fight dste Departurs Ariva Status Cabin
CX755 23JUN2023 HKG 09:30 BKK11:30 HK Business
cx708 26JUN2023 BKK 17:30 HKG 21:30 HK Economy
o Applicable taxes are updated in real time when you access this page. Once you click "Group and thy ion i | the final tax values will be locked and retained for
3days.
Ticket fare details @ All fields are required unless marked as optional
4 OF PAYMENT
~
Cheque
Fare calculation o

Tour code Net fare axes Number of pax | Sub-total

Aduit 3,260 0 2 EX 3,260
Cniig 2,440 0 v | x1 2,440

d tota!

Fare calculation

humber of pax Suo-tol
938 ~  x1

Adult 3,260 4,198

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

+ Add tax

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
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3. Group Finalization & Submit CX to Issue Ticket / Exchange order / View seat N

o
— | SUBMIT \

GROUP

FINALIZATION

 Ability to view seat
map and download
exchange order
after submitted
“Group Finalization”.
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3. Group Finalization

Group Finalization & Submit CX to Issue Ticket

E92XI5 ( Groupsize 5 \

Flight itinerary

Flight no. Flight date Departure Armival Check-nstatus

Status Cabin

cx251 10Aug2025 HKG 22:40 LHR05:40+1  HK Economy Notready
cx254 16Aug2025 LHR 22:15 HKG 17:50+1  HK Economy Notready
Ticket net fare
Adult Child Infant. Senior FOC Upgrade child
HKD945 HKD710 HKD100 - HKDO

Services

Payment status
(®) Deposit deadiine
. @ croup Finaiization

@-_) Passenger details
B Incomplete

(2 Fare information
@ completed -

Completed
Deposit details > °
) - @
() Download e-Ticket (i) Download exchange
order
) For reference only

©
© Fullpayment deadiine (&) seat assignment

Group Finalization and submit to CX for issue ticket

mox Gz SPR,
- 3
° P e sa e et
Fmidomaton  Pamegerist  Pugeeroct  Taeidcument S Memben
n—— F—
7 ea

Balance of payment  HKD19,627 A

Group Finalization
~

Confirmation for submit issue ticket

Please note that the following information cannot be edited, and ticket issuance cannot
be undone after submission

These i will be vi ly after

« Flight itinerary
+ Passenger names and type codes
» Fare and taxes information

Please be aware that if you request changes to passenger names. passenger type

codes, or fare information, it is necessary to re-submit the Group Finalization. taxes
may differ from the current submission.

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

(2

B
’,S

Group Finalization

Once your group booking is finalized and ready for ticket
issuance, submit Group Finalization to confirm final payment
for the entire RLOC and notify CX to proceed with ticketing.

Important Notes:

* After submitting Group Finalization, no further changes to
the booking—including flight itinerary, passenger details, or
fare information—will be allowed.

* (X offers a 7-day guarantee on the quoted taxes after
submission. Please ensure payment is settled within this
period.

* |f payment is not received within 7 days, CX reserves the
right to requote the taxes.

* If you request changes to passenger names, passenger type
codes, or fare & taxes information, you must resubmit Group

Finalization. Taxes may differ from the original submission.

1  Search RLOGC, either click on one of the Group
Finalization

2 Click Submit, a pop-up window will appear, check the
box, and click Submit or Cancel.
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3. Group Finalization

Other Functionalities - Download Exchange Order

Booking Summary

E92X15 If: Group size 5 :}

Flight itinerary

Fiight no Flight date
cx251 10Aug2025
CX254 16Aug2025
Ticket net fare

Adutt Child
HKD945 HKD710
Payment status

@ Deposit deadline
Deposit details >

e Full payment deadline

Departune Arrival
HKG 22:40 LHR 05:40 +1
LHR 22:15 HKG 17:50 +1
Infant Senior
HKD100

Services

(\&) Passenger details
" @ completed

(%) seat assignment

View ticket details

Status (Cabin Checkein status
HK Economy Mot ready
HK Economy Mot ready
FOC Upgrade child

HKDO

|’:t_5\’: Fare information
" @ Completed

(#) Dovmload e-Ticket

Print
Destination
Pages

Pages per sheet
Margins

Options

& Group Finalization
’ Completed

[':!:: Download exchange o

~ order

@ Completed

1 page
B saveasPOF -
Al -
1 -
None -

[ Background graphics

cancel

1.

2.

Search RLOC, click on Download exchange order

Choose > Print > Save as PDF

» Save the file to your local file

B
’,S

When the Group Finalization status is reflected as “Completed, the final version of “Download
Exchange order” is available.
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3. Submit to CX for

issue ticket

Other Functionalities - View Seat

Booking Summary

View ticket details

E92XI5 ( Groupsze 5 )

Flight itinerary

Fiightno. Flight date Departure Arrival

cx251 10Aug2025 HKG 22:40 LHR05:40 +1
CX254 16Aug2025 LHR 22:15 HKG 17:50 +1
Ticket net fare

Adule Child Infant Serior
HKD945 HKD710 HKD100

Payment status Services

@ Deposit deadline

Deposit details o

e Full payment deadline

';fu Passenger details

@ complet=d

\!-._l Seat assignment

Status Cabin Check-in status
HK Economy Mot ready
HK Economy Hot ready
FOC Upgrade child

HKDO

I’:;E.:: Fare information
@ completzd

1’@, Download e-Ticket

' Group Finalization
@ completed

[':I:: Download exchange
"~ order
Completed

If you find the icon is
unclickable, please click
Refresh bookings.

View by Passengername AfoZ

+ PassengernameAtoZ

2]

View seat assignment

Check out the seat options.

ALoC Groupsize
E92XI5 5

electilight sector

cx251 Cx254
HKG To LHR LHR To HKG

Passsngername Zto A

STIDZ to A

Seat Number in ascending

arder

Seat Number in descending |
order o

Passenger list

Cathay Pacific will endeavor to retain your seat selection. However, for operational reasons, Cathay Pacific may have to re-assign seats without prior notice.

Search by passenger name

Viewby Passengername AtoZ

69J

TID -
sTID-  MRDEEP WATER

STID- MR FARM FOREST 69K
MRS FARM TREE
STO" . MSTR FARM BABY 69E

STID- MISS FARM WOOD 69G

A B C D E G H J K

ISISISEISREES ==
sEEEHEE~EEE
SSISSIES RS ISSISS RS IS S|
SSIES]ES RN IEN SN R SIS
BHEE = EHEE = BHEE
EEE

Once successfully submitted, “Group Finalization”,

” u

You can view each flight’s pre-assigned seats. If STID (sit together indicator) is
available, the system will assign seats to each passenger according to the STID.

~ View details

Legend

9] resenes
E Unavailable

&
Q Extra legroom

Search RLOC, click on Seat assignment

Click on flight segment to view each seat arrangement.

Notes:

For large group size RLOC, can enter keyword to search specific passenger seat
arrangement, or

- Click on menu to select option

Seat arrangement” are available.
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4. Download E-ticket Itinerary Receipt

01

PASSENGER
LIST

* Search & select
RLOC

 enter/upload partial
/full passenger list

* Add special service
request

SUBMIT

02 03 04 05 06

FARE GROUP DOWNLOAD E- CHECK-IN MANAGE FLT
INFORMATION FINALIZATION TICKET NOTIFICATION
+ verify applicable * Ability to view the * Download groupor | - Able to perform « Can either choose

tax(es) seat map and passenger e-ticket online group check- to automatically
« Add surcharges / download the itinerary receipt in for the departure receive all OLGM
tax exemption exchange order after ticketed.. flight time between group RLOCs
» Download exchange after submitting 72-24 hours related email
“Group Finalization”. « Download/email notifications or
boarding pass / choose to receive
check in summary notifications only by
+ Change seat / selected RLOC(s).

cancel check in
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4. Download E-ticket Itinerary Receipt

Download / Emall E-ticket Itinerary Receipt

Flight itinerary

Flight no. Flight date
CX705 01Dec2022
CX702 04Dec2022

Ticket net fare
Adut Child

HKD2,340 -

Payment status

(8) Deposit deadiine
@ Faid

Deposit details >

@ Full payment deadline

@ raid

Departure Arrival

HKG 08:30 BKK 10:40

BKK 19:15 HKG 22:55

Infant Senior
Services

f';'_\:. Passenger details
° Completed

) Seat assignment

successful i

Status Cabin Check-in status
HN Economy Not ready
HN Economy Mot ready
FOC Upgrade child

!_frrs\; Fare information

- 'o Completed

(#) Download e-Ticket

& Group Finalization
° Completed

'ZII:: Download exchange

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

order
° Completed
Download e-ticket
After CX Ticket Office issued e-ticket for the group, this functien is available to download group or e-ticket itinerary
RLOC Group size Fare  View details
SVGEIK 5 Group
Download group e-ticket  Send email to passenger
Send all e-ticket to one email
EMAIL ADDRESS Send
ppling@besttravelagency.com =
Passenger listing
# Editemail
(8 e ot
1 MS ENG LYKANHARITH 1602345613378 rebecca_leung@cathaypacific.com
2 MS HOUR MONIRATH 1602345613379 rebecca_leung@ecathaypacificcom
3 M MAO SREYMOM 1602345613380 rebecca_leung@cathaypacificcom
4 Ms PHO VORLEAK 1602345613381 rebecca_leung@cathaypacificcom
5 MS SOVANN CHANSO 1602345613382

0 Passenger(s) selected




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 Please select the Meals reguestad by flight sector.

n Family / last name Given / first and middle name Ticket number CX705 0  cx102 L]
1 MS M id & - - -

LTSRN Adul 1602345

237

2 Ms H0Ln FACRIRATH Aduit
3 M LT SRFEAATM Adult
4 MS =HO WOTT Fak Adult
5 | MS LRI AR 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 nofices, 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
’,S

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 «i

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-ficket  Send email to passenger Passenger listing
# Editemail
Sendall e-ticket to one email o o l:ln-
LYKANHARITH 1602345613378 RN RRIR R R LT TR )
EI‘.-1.C.\IL ADDRESS Send ‘ vy 2 MS HOUR MONIRATH 1602345613379 TN T Iy we e vn
ppling@besttravelagency.com
v 3 MS MAO SREYMOM 1602345613380 RN TR RV R R )
e 4 MS PHO VORLEAK 1602345613381 THUWT Oy e m mw vomn
() |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

O = e e
LYKANHARITH 1602345613378
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5. Online Group Check-in

o3

DOWNLOAD

| I | |

01 02 0K 0z 05 06

PASSENGER FARE GROUP DOWNLOAD E- CHECK-IN MANAGE FLT
LIST INFORMATION FINALIZATION TICKET NOTIFICATION

Search & select  verify applicable » Ability to view seat .

RLOC

enter/upload partial
/full passenger list

Add special service
request

tax(es)

Add surcharges /
tax exemption
Download exchange

map and download
exchange order
after submitting
“Group Finalization”

Download group or * Able to perform

passenger e-ticket
itinerary receipt
after ticketed..

online group check-
in for the departure
flight time between
712-24 hours
Download/email
boarding pass /
check in summary
Change seat /
cancel check in

e 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

Online check-in is available when,
Search by S e e e - 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

e S

SR I i = ] ) 1. Click on Check in to Online group check-in page

S o oo 2. Select “ALL” or choose by passenger name item

P e egum egun 3. Please accept the agreement, press on Check in
e (D) Soatassignment (@) Downlooa e Tiexet cnsons cxone

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
Online group check-in page

< Search results

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

= = | @@ @ J= ] < semenreuts
—~, 08Jun2022 | CX659 Departure Arrival Operated by
ST ° HKG to SIN 01:40 o5:30 > v
= E & CATHAY PACIFIC i ;
Online group check-in summary
Select passenger You are able to downioad check-in summary for your further aperation, you may alse download boarding pass, select seat and cancel checkin
Passenger details Lootiet ok . 08Jun2022 | CX659 Departure Arriva Operated by
5TU4KE 5 ¥
N N HKG to SIN 01:40 05:30 \» CATHAY PACIFIC
R N e S
ZER ms cHEUNG KavIU sea
712 wss cHEUNG MEILEE s Passenger check-in status
A MR PoON KAIYU 60
v A nE P TR EG == ‘You have 5 passenger(s) checked in and 0 passenger(s) not checked in.
vls Ms vie HOI AN seF
D
1 Ms CHEUNG KAYIU Aduit 664 Checked-in
Security notice 2 | mss GHEUNG MEI LEE Child 66D Checked-n
Please confirm you 9950 requirements for your own Safety and the safety of your fellow passengers. 3 MR POON KAI'YU Adult 66C Checked-in
4 Ms WONG WONGHOK Y1 Aduit 66E Checked-in
Security notice & Dangerous goods 3% Batteries - ve Ve o van . . Checkedin
You must not carry items for others or prohibited or MNo explosives. no flammable radioactive. oxidising. No spare batteries of any type (including portable B
dangerous tems corosive. toxic materials or integrated power banks) in your check-in
bagasge
Download boarding pass ﬁ'\l Select seat Cancel check-in
Here you are able to access and \‘Ly Please select your seats for your f you would like to cance! your check-
download all boarding passes passenger through this page: in, please click this page 0
Read all security notice Download > Arrange aseat > Cancel >

" lagree that passenger baggage complies to the i fety advi I E
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5. Checkin

Other Functionalities — Download / View check-in summary

Booking Summary

5TU4KE ( Groupsize 5 )

Flight itinerary

Fiight no. Flight date Departure Arrival Status Cabin

CX659 08-Jun20232 HKG 01:40 SIN 05:30 HK Economy

Ticket net fare

Check-in status

Adult Child Infant Senior FOC Upgrade child
Services
Payment status
(5) Deposit deadline \\s‘-:' Passenger details '/?'E: Fare information & Group Finalization
@ Faid @ completed @ completed O compleed it
Deposit details . — —
;'\':LL:: Seat assignment l__!p,: Download e-Ticket lj}l_l': Download exchange
order
© Full payment deadiine @ completed

@ raid

(5 Viewcheck-in o
" summary

< Searchresults

Online group check-in summary

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

_, 08Jun2022 | CX859 Departure Arrivar Operated by
STUSKE

Passenger check-in status

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

) kG to sIN ot:40 05:30 - CATHAY PACIFIC

I e e e = S
1 MS Adult 66A

¥

CHEUNG KAYIL Checked-in
2 | wmiss GHEUNG MEILEE Ghiia 66D Ghecked-in
3 wm POON KAIYU Aduit esc Checked-in
2 ws wone WONG HOK Y1 Aduit ese Checked-in
5 M vIe HOI YAN Adit 66F Checked-in
Download boarding pass /e Selectseat Cancel check-in
@ Here youare able to access and \‘!y' Please select your seats for your @ If you would like to cancel your check-
dovinioad all boarding passes. pessenger through this page in. piease click this page
Download > Arrange a seat > Cancel >

e T N

(2]

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

1 Search RLOC, Click View check-in summary.

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.
Click on Download check-in summary can download the file.
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5. Checkin

Other Functionalities — Select seat

5TU4Ke ((Gro 5)

Flight itinerary
Fightno Figndate Departre Al

cxez 0BMN2022  HKGOT4O  SINOS30

Ticket net fare

o

Payment status
(® Depost deadine

© Fulpaymert deadine
0 o

Seat selection

Booking Summary

Cathay Pacic wil endeavor to retain your seat selection. However. for operational reasons. Cathay Pacific may have ta re-assign seats without price notice

RLOC Group size
ETU4KE s
Select passenger

Flight tinerary

s

08 Jun 20227

HKG to SIN

CXE5%

Departure Arrival
01:40 05:30

Select a passenger by cicking on his/her name in the passenges list then you can ses the assigned seat No. You can also
F 7 o

Operated by

S CATHAY PACIFIC

Searth by passenger name

Viewby Passengername AtoZ

MS CHEUNG KA YIU

STOE  MISS CHEUNG MEI LEE

SToA MR POON KAI'YU

sTOB MS WONG WONG HOK Y1

sToE MSYIPHOIYAN

66D

6EC

GEE

GEF

NING.

==
=

a1 |

B
’,S

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

1 Search RLOC, Click View check-in summary.

2. Click on Select seat

3 Click on Edit seat, select passenger

4 Select the seat you want to change from the seat map, click Save
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5. Check in &

Other Functionalities — Cancel check In

N4OPI6 (_Groupsize 5 ) View successiul ticket details 1 Search RLOC, Click Cancel check-in.

Flight itinerary q ] <
2. Select passenger (If all passengers in PNR were checked-in, button label will

Flight Ao Fight date Departure Arrival Status Cabin Cheack-in status

be displayed Cancel check-in*).
CX564 205ep2019 HHKG 08:10 TPE 10:00 HK Economy Cancel check-in

3 Click Cancel check-in

Select passenger

n- S Shvenfstandmadenans
1 MS 496G

CHEUNG . kavo
9 2 MISS CHEUNG MEI LEE 66D
3 MR POON KAIYU 66C
4 MS WONG WONG HOK Y1 49F
5 MS YIP HOI YAN B66F
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 :]

Flightitinerary

View successful ticket details

Flight no. Flight date Departure Arrival Status Cabin Check-in status
CX139 20Apr2023 HKG 09:10 SYD 20:15 HK Economy e
Cancel check-in
Payment status services
® Deposit deadline \@I Passenger details |’;;% Fare information & Group Finalization
o Paid @ completed @ complet=d @ Completed

Deposit details (%) Seat assignment

@}:: Download e-Ticket
© Fullpayment deadline B
o Paid '\?—gl View check-in o

summary

['.L_l:' Download exchange
7 order

°' Completed

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

*~/ HKGto SYD 09:10 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
download all boarding passes.

passenger through this page.

If youwould like to eancel your check-
in, please click this page.

Download » Arrange aseat > Cancel >

Passenger check-in status

D"

MS KANG HEEYOUNG Adult

2 MS PARK SOYEON Adult 65B

Checked-in

Checked-in

1

2.

After the group checked in online, group members boarding passes are available
to download or send via email

Search RLOC, Click View check-in summary.

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



5. Checkin

Other Functionalities — Boarding Pass - Download

D load boardi Send il t 35S r
S L B 3. View check-in summary page will be returned, click on Download below
Passenger listing Download boarding pass.
Select “ALL” or choose by passenger name item, click on Download

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

II ¢ Tomevomong s et gp e ocns s
* Right click on a mouse to view Print Option

KANG HEEYOUNG .

* Choose > Print > Save as PDF

v 2 | Ms PARK SOYEON * Save the file to your local file
2 passenger(s) selected Download

> CATHAY PACIFIC @

Boarding pass

FUGH SEAT
CX700 68H
BKK + HKG
28Jun23 08 1 07:30

PASSENGER GATE

PYARK/SOYEON MS

At the Airport

your Bags i 3! leas
70 mins ceparture at varnabhumi Intema
3 Q, Counters Q11
Search images with Google

30 mins

Create QR Code for this page

10 mins

Important Reminders
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5. Checkin

Other Functionalities — Boarding Pass — Send by emaill

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 in your local computer, also send the boarding pass to passengers by email or SMS.

ERERCSES S G

~, 28.Jun 2023 | CX705 Departure Arriva Operated by

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

Download boarding pass ~ Send email to pa ssengero

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

# Edit passenger contact

.. ey f s name e e m_

MR [T AU LIHE nen II II IIIIII IIIII I I I
o 2 MS (U | TONTIRRTN | T | WITTHL TR CINURNR INURY (RUmT 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=>
CXT05/28)un23/066A/W1 REIMINLINE NN 11101
7o HINNTTEIN

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

et s Wi v ek bt v

S CATHAY PACIFICO
Boarding pass

ECONOMY

FLIGHE .
CX705 BBA
HKG - BKK
Herg Warg Bairghah
DErAEILHE oA

s
28Jun23 OE:D0 0720
PASSERGEIE Cale

ALPHAHUMERL SHE §
R0 LRI R LR
FIBUUEN | FLYEI SIAIUS
fonmnvmm =23



6. Manage Flight Notification

il
—

SUBMIT

r
e
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) >

> CATHAY PACIFIC  Cathay Agents

B Inbox  @Hjsan  Signowt Q| (3

Welcome “|IIIIIHI
Agency Mame
ik TRAVEL LIMITED

IATA no.
i

Email Address
oy o
PURTEEANE T TRy TRy 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 o

ez, | 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
v .
Group request Group services.
9 DGrcupserwces 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 = nbox  @Kineon  Signout

Mews Fares & Servics Request Group management Paolicies 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 complteted.

FIRST FUGHT DATE (DOMMMYY YY) . .
rigm AT - £ tion
24Jul2024 Orig Destinatio

NN - |

RLOC Group 1D My registered RLOCs

Search result(s) for "First flight date (DDMMMYY YY) : 07Sep2024”, "My registered RLOCs : No"
0 Subscribe

Showing 20 40| 80 bookingis)

.m Franttiumbet Fist ight date © m-

B3TSJT Cx404 075ep2024 HKG 10:20 TPE 12:20
9 u BAGWTX = Cx4a4 075ep2024 HKG 10:20 TPE12:20
il BBJADZ - Cxda4 075ep2024 HKG 10:20 TPE12:20

B
’,S

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 access this application

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 Frantiimber First Rantcate & m Stbserpion et

Each RLOC can

CX750 105ep2024 BKK 11:00
accommodate up to 5 users
wishing to subscribe. Check
box closed when subscription BJ3FFR - CX700 10Sep2024 BKK 08:10

is full

2(gmail 1aa@gmail.com
2gmail 11aa@gmail.com
2gmail.1aa@gmail.com
2igmail 1aaa@gmail.com
2gmail.1aaaa@gmail.com
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6. Manage Flight Notification

Search My Registered RLOCs (summary list) / Unsubscribe >

> CATHAYPACIFIC  Catiy Ageres Frex Omen mnoe Q| € To view your registered RLOC(s):
Mews Fares & Service Reguest Group management Policies and Procedures Experience Support 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 compiteted.

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

e cre Al b e E

Search rasultis) for "My registered RLOCs : Yes”

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

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

2 Select ALL or any RLOC(s) from the “My registered RLOCs” summary, click
D O N R oo

g BGICKP - cx488 24Jul2024 HKG 08:00 TPE 03:55 20.10001aa@gmail.com Response if transaction completed:

sl2sQ = CK432 24 Julz02e HKG 08:50 KHH 10:25 20.10001aa@gmail.com .'I‘" You have successful I}" unsubscribed ﬂlght notifcation.

SIGMTH - CHA32 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.

42






	Slide 1: Cathay Agents (www.CXAgents.com)  Online Group Management – Group services Quick reference guides
	Slide 2: Table of contents
	Slide 3
	Slide 4
	Slide 5
	Slide 6: 1. Passenger list Manage Passenger List
	Slide 7: 1. Passenger list Add Passenger – from file
	Slide 8: 1. Passenger list Add / Edit Passenger details - manually
	Slide 9: 1. Passenger list Option information – Add Special Meal for adult or child passenger
	Slide 10: 1. Passenger list Option information – Add Wheelchair
	Slide 11: 1. Passenger list Other Functionalities – Add Passenger Contact 
	Slide 12: 1. Passenger list Other Functionalities – Add Membership Number
	Slide 13: 1. Passenger list Other Functionalities – Add Infant (No booked seat)
	Slide 14: 1. Passenger list Other Functionalities – Add Passenger detail - Single Name 
	Slide 15: 1. Passenger list Save and Proceed to Booking Summary
	Slide 16: 2. Fare Information Page 
	Slide 17: 2. Fare Information Go to Fare Information Page 
	Slide 18: 2. Fare Information Fare Information Page 
	Slide 19: 2. Fare Information Fare Information Page 
	Slide 20: 2. Fare Information Other Functionalities - Add Tax Exemption
	Slide 21: 2. Fare Information Other Functionalities - Add Taxes Breakdown (mixed cabin Economy + Business / PEY v.v.)
	Slide 22: 3. Group Finalization & Submit CX to Issue Ticket / Exchange order / View seat
	Slide 23: 3. Group Finalization Group Finalization & Submit CX to Issue Ticket
	Slide 24: 3. Group Finalization Other Functionalities - Download Exchange Order
	Slide 25: 3. Submit to CX for issue ticket Other Functionalities - View Seat
	Slide 26: 4. Download E-ticket Itinerary Receipt
	Slide 27: 4. Download E-ticket Itinerary Receipt Download / Email E-ticket Itinerary Receipt
	Slide 28: 4. Download E-ticket Itinerary Receipt Download Group E-ticket 
	Slide 29: 4. Download E-ticket Itinerary Receipt Send email to passenger
	Slide 30: 5. Online Group Check-in
	Slide 31: 5. Check in Online Group Check in 
	Slide 32: 5. Check in Other Functionalities – Download / View check-in summary
	Slide 33: 5. Check in Other Functionalities – Select seat
	Slide 34: 5. Check in Other Functionalities – Cancel check in
	Slide 35: 5. Check in Other Functionalities – Boarding Pass - Download
	Slide 36: 5. Check in Other Functionalities – Boarding Pass - Download
	Slide 37: 5. Check in Other Functionalities – Boarding Pass – Send by email
	Slide 38: 6. Manage Flight Notification
	Slide 39
	Slide 40
	Slide 41
	Slide 42
	Slide 43

