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TRAVEL AGENT SITE 
Service Request Summary

Search panel

Search the service requests in 

Inbox, Sent Box or Archived

Inbox

List of service requests replied by CX

Archived

List of archived service requests

Sent box

List of service requests sent by agent

New service request

To create a new service request



TRAVEL AGENT SITE
Service Request Summary – New service request 

Pre-defined fields

Service request type

Select the service request type to raise

PNR AutoFill

Allows agents to retrieve PNR and fill in pre-defined 

RLOC / passenger name / itinerary fields automatically

Permission

Whether to allow the agents within the same company can view this request

Email notification

Enter email address(es) who would like to receive 

email notification when CX replies this request

Itinerary field

Provides shortcut tools to ‘Copy & Paste’ sector and ‘Swap’ origin/destination

File attachment

Attach up to 5 files with total max file size 2MB

Support drag & drop the file

Confirm

Click to preview the request details to confirm before the submission



TRAVEL AGENT SITE
New service request – PNR AutoFill

Retrieve PNR

Retrieve the PNR by inputting passenger’s 

family name and CX/KA RLOC

Select the info for AutoFill

Available info for AutoFill: Passenger’s 

name(s) and flight sector(s)



TRAVEL AGENT SITE
New service request – PNR AutoFill

PNR info is auto filled

Selected PNR info will auto fill in 

corresponding fields in the form




