
TRAVEL –AIRLINE



Step 1: Select Travel under the Services tab



Step 2 : Go to Airline / Hotel



Step 3 : Search Flights



Step 4 : Flight Search is in Progress



Step 5 : Available Flights will appear



Step 6 : Click on Proceed to Booking Review



Step 7 : Click on Proceed to Booking Review



Step 8 : Confirm Passenger Details and click on ticket option below



Step 9 : Without filling anything click on “Yes” & your booking will be Successful



Step 10 : Transaction Successful & Ticket is booked



REPRINT AIR TICKET



Step 1 : Click on “Air Ticket Queue” under the Queues Tab



Step 2 : Enter PNR Details / Date then click on “Apply” button



Step 3 : Ticket Details will appear



Step 4 : Click on “View All Ticket” to get the Ticket in Normal / Color PDF



Step 5 : E Ticket Generated



AIR TICKET CANCELLATION



Step 1 : Click on “Air Ticket Queue” under the Queues Tab



Step 2 : Enter PNR Details / Date then click on “Apply” button



Step 3 : Ticket will appear. Now, click on “Change Request” to Cancel



Step 4 :  Click on desired option from the Dropdown list. Click “Refund” for cancellation



Step 5 : Click on “Passenger Name” & Reason to cancel under the “Remarks”
Agree to the Cancellation policy & click on “Send Request”



Step 6 : Cancellation Request has been sent successfully for ticket number



REFUND PROCESS



Step 1 : Click on “Air Change Request Queue” under the Queues Tab



Step 2 : Select all “Request Status”, “Request Type” & select Request Date.
Click “Apply” button



Step 3 : Refund status will appear



MARKUP PROCESS



Step 1 : Click on Services       Travel       “Airline / Hotel”



Step 2 : Go to Manage Users, click on “View Roles”



Step 3 : Click “View Profile” on the Top Right corner of the page (as highlighted in Black)



Step 4 : Select either Percentage or enter Fixed amount (e.g. Rs. 50 or 100) 
from the drop down list



Step 5 : Once you enter the Fixed amount e.g. Rs. 50 / 100, this 
will be published in the main fare



Step 6 : Click on “Save”. Service charge for the agent saved 
successfully



FAQ

q Ticket cancelled but amount not refunded
Ø Please raise complaint on portal. Our customer care executive will get back on this.

q Transaction status is showing "Failed”
Ø Amount already refunded in your wallet. Please check ledger statement.

q Transaction status is showing "Pending“.
Ø Please raise complaint on portal. Our customer care executive will get back on this.

q Transaction status is showing “Success”.
Ø Ticket generated Successfully.



THANK YOU


