Khai niém :
EMD (Electronic Miscellaneous Document) 1a mot loai chimg tir dién tir duoc Xuét tai dai ly (nhu xuét vé ET) dé thu cac
dich vu b sung (nhw name change fees, reservation change fees, name correction fees, group deposit, seats, baggage fees, meals. ..)

Cic loai EMD:

1) EMD-S (Stand Alone): thu cac dich vu bd sung khong gén v6i hanh trinh nhu Name change fees, change fees, name correction fees, group deposit. ..
2) EMD-A (Associated): thu cac dich vu bd sung gin voi hanh trinh nhu Seats, bags, meals, lounge access. ..

I) Mé lai EMD-S

1) T BF

Hién thi danh sach cic EMD di xuét EMDL

Hién thi tom tit EMD EMDDn  (n 1a EMD s mdy trong danh sach cac EMD)
Hién thi chi tiét EMD Tab vao “EMD DETAIL DISPLAY” v 4n Enter

2) Ngoai BF

>EMDD1059991005156 (1059991005156 1a s6 EMD)
Tab vao “EMD DETAIL DISPLAY” va 4n Enter dé xem chi tiét.

II) Hiay EMD-S (Void)
EMD chi dugc phép huy trong cling ngay xudt EMD. C6 2 cach dé hiy EMD:
1) Ding lénh EMDV
>EMDV1059991005156 (1059991005156 1a s6 EMD)
2) Void EMD tir hién thi tém tit EMD
Tir hién thi tom tit EMD, tab vao “EMD VOID”, g6 chit “V” va 4n Enter.
Luu y: Sau khi huy thanh cong, cac coupon s€ c6 chir VOID ¢ cot STATUS.

III) Hoan EMD-S (Refund)

Thuc hién 3 budc sau dé hoan mot EMD:

1) Hién thi danh sich EMD: >EMDL
2) Hién thi tém tit EMD: >EMDDn (n: EMD s6 mAy trong danh sach cac EMD)

3) T ab vao “EMD REFUND?”, gb chit “F” va 4n Enter.

Luuy:

++ Sau khi hoan thanh céng, cac coupon s€ c6 chit RFND ¢ c6t STATUS.

+¢ Chi thyc hién dugc refund khi trang thai cua cac coupon la OPEN.

% Khong phai tit ca cac Hang déu cho phép AG ty dong refund =>> Tiy vao rules ciia Hang.



1V) Péi EMD-S (Exchange)

AG c6 thé xuat EMD even exchange néu Hang hd trg tinh ning nay. EMD even exchange yéu ciu sé tién phi ctia dich vu cii va dich vu méi phai bang nhau.
Sau khi d6i vé va add mét chang dich vu SVC méi vao BF thi thuc hién 1énh sau dé d6i EMD:
>EMDI/EXE1059991005194/SM2/FS/P1-R

EMDI Ma 1énh (EMD Issuance)

EXE Ma 1énh (Exchange Even)

1059991005194 S6 EMD cén exchange

SM2 Chang dich vu SVC $62 (Chang dich vu SVC mdi)

FS Hinh thttc thanh toan (S - bing tién mat)

PI-R M3 Iénh dé in EMD ra may in (Print Itinerary — customer Receipt)

Luwu ¥: Sau khi ddi EMD thanh cong, cac coupon sé& ¢ chit EXCH & cot STATUS.
V) Xem History EMD-S

C6 2 céch dé xem History cia EMD:

1) Ding lénh EMDH
>EMDH1059991005156 (1059991005156 1a s6 EMD)
2) Xem History ciia EMD tir hién thi danh sach cdc EMD
Hién thi danh sach EMD: >EMDL
Hién thi History ciia EMD: >EMDHnN (n: EMD s6 mAy trong danh sach cac EMD)

VI) Giri Email EMD-S cho khach

C6 2 cach dé AG giri email EMD cho khéch:
1) Giri email khi xudt EMD
> EMDI/SM1/1C1059901897487/FS/PI-R/PE (1059901897487 1a Sb vé)
Cha thich:
PE3-R : $6 3 1a dia chi email “TO” s§ 3 (MT3) cua truong EMAIL ADDRESS (*EM) trong BF.
PE-R: Néu khong cho s6 vao thi mic dinh 14 giri t6i dia chi email "TO" s6 1 (MT1)
2) Giri email tiv hién thi History ciia EMD
B1: Hién thi danh sach EMD: >EMDL
B2: Hién thj History cua EMD: >EMDHnN (n: EMD s6 mAy trong danh sach cac EMD)
B3: Move down (MD) dén phan **REQUEST SUPPORT DOCUMENTS**, tab vao sau d4u chim rdi 4n Enter (néu ding Galileo Desktop)
hodc click ludn vao “EMDH1059991005156/RD* - (néu diing Smart Point)

*EREQUEST SUPPORT DOCUMENTS**

> -

B4: Tab vao “EMD CUSTOMER RECEIPT -..”, nhdp “01” 1a dia chi email “TO” s§ 1 (MT1) ciia truong EMAIL ADDRESS (*EM) trong BF.



BU'OC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCAAEK1HAN270CT-N1/D/993/RSVN CHG FEE/80.00/USD

CHU THICH:

_ HAN: SAN BAY KHOI HANH CUA VE MO

_ 270CT: NGAY BAY CUA VE MO

N1 KHACH SO 1

_80.00: PHIi BOI VE (Vi DU)
>R.TEN+ER

BUGC 2: XUAT EMD-S

>EMDI/SM1/1C0019901930027/FS/PI-R

CHU THICH:
_ SML: CHANG DICH VU LA CHANG SO 1
_0019901930027: SO VE bUQ'C EXCHANGE(VE cU)
_ Fs: THANH TOAN TIEN MAT
_ PIR: IN EMD RA MAY IN
HANG TEN DICH VU MA DICH VU | REFUND |VOID| EXCHANGE
AA RSVN CHG FEE 993 N Y N
AA GROUP DEPOSIT 997 Y Y N
AA MISCELLANEOUS CHARGE 98J N Y N

Cap nhat vao 119-Nov-14



AF
BUOC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCAFEK1HAN270CT-N1/D/98F/PENALTY FEE /80.00/USD

CHU THICH:
_ HAN: SAN BAY KHG'I HANH CUA VE MOl
_ 270CT: NGAY BAY CUA VE MOl
_NL KHACH SO 1
80.00: PHi BOI VE (Vi DU)

>R.TEN+ER

BUOC 2: XUAT EMD-S

>EMDI/SM1/1C0579901930027/FS/PI-R

CHU THICH:
_ SM1: CHANG DICH VU LA CHANG SO 1
_ 0579901930027: SO VE BU'Q'C EXCHANGE(VE cU0)
_ FS: THANH TOAN TIEN MAT
_ PI-R: IN EMD RA MAY IN
EMD - S
HANG TEN DICH VU MA DICH VU | REFUND |VOID| EXCHANGE

Thu céc phi phat (lién quan dén viéc stra
AF Penalty Fee 98F N Y N déi,

vi du Phi déi vé)

Phi lién quan dén vé

AF Ticket Fee 991 N Y N (céc khoan thu thém nhw xin diéu chinh
tén khach)

Group Deposit Indirect

Sales GR1 N Y Y

AF
bat coc vé doan

Céap nhat vao ngay: 30-Jul-14



AY

BUGC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCAYEK1HAN270CT-N1/D/992/CHANGE FEES /80.00/USD

CHU THICH:

_ HAN: SAN BAY KHO'I HANH CUA VE MO
_ 270CT: NGAY BAY CUA VE MO

NI KHACH SO 1

_80.00: PHI BOI VE (Vi DU)

>R.TEN+ER

BUGC 2: XUAT EMD-S

>EMDI/SM1/1C1059901930027/FS/PI-R

CHU THICH:
SM1: CHANG DICH VU LA CHANG SO 1
_1059901930027: SO VE bUQ'C EXCHANGE(VE cU)
FS: THANH TOAN TIEN MAT
_ PR IN EMD RA MAY IN
HANG TEN DICH VU MA DICH VU | REFUND |[VOID| EXCHANGE
AY Change Fees 992 N Y N
AY Group Deposit 997 Y Y N
AY Name Change Fees 115 N Y N
AY Name Correction Fees 225 N Y N

Cap nhat vao ngay: 30-Jul-14




CX/KA

BUOC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCCXEK1HAN25SEP-N1/D/98F/PENALTY FEE /80.00/USD

>R.TEN+ER

CHU THICH:

HAN:

25SEP:
—Nz1:

80.00:

BUOC 2: XUAT EMD-S

>EMDI/SM1/1C1609901930027/FS/PI-R

SAN BAY KHO'I HANH CUA VE MO

NGAY BAY CUOI CUNG + 1 CUA VE MO (Vd: ngay bay cudi cing cta hanh trinh 1a 24SEP)

KHACH SO 1
PHi BOI VE (Vi DU)

CHU THICH:
_ SM1: CHANG DICH VU LA CHANG SO 1
_ 1609901930027: SO VE PUQ'C EXCHANGE(VE cU)
_ Fs: THANH TOAN TIEN MAT
_ PIR: IN EMD RA MAY IN
HANG TEN DICH VU MA DICH VU | REFUND |VOID| EXCHANGE
CXIKA DEPOSITS 997 N Y N
CX/KA PENALTY FEE 98F N Y N
CXIKA MISCELLANEOUS CHARGES 98J N Y N

Cap nhat vao ngay:

30-Jul-14




DL

BUGC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCDLEK1HAN270OCT-N1/D/992/TICKET AMENDMENT FEE /80.00/USD

>R.TEN+ER

BUGC 2: XUAT EMD-S

>EMDI/SM1/IC0069901930027/FS/PI-R

CHU THICH:

HAN:
270CT:
N1:
80.00:

SAN BAY KHOI HANH CUA VE MO

NGAY BAY CUA VE MO

KHACH SO 1
PHIi BOI VE (Vi DY)

CHU THICH:
_ SM1: CHANG DICH VU LA CHANG SO 1
_ 0069901930027: SO VE BUQ'C EXCHANGE(VE cU)
_ Fs: THANH TOAN TIEN MAT
_ PIR: IN EMD RA MAY IN
HANG TEN DICH VU MA DICH VU | REFUND |VOID | EXCHANGE

DL Ticket Amendment Fee 992 N Y N

DL Cancellation Fee 995 N Y N

DL Deposit 997 Y Y N

Cap nhat vao ngay: 30-Jul-14




EK

BUGC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCEKEK1HAN270CT-N1/D/98F/PENALTY FEES /80.00/USD

CHU THICH:

HAN: SAN BAY KHO'T HANH CUA VE MO
_ 270CT: NGAY BAY CUA VE MO
_NIL: KHACH SO 1

80.00: PHi BOI VE (Vi DY)

>R.TEN+ER

BUOC 2: XUAT EMD-S

>EMDI/SM1/IC1769901930027/FS/PI-R

_ SM1: CHANG DICH VU LA CHANG SO 1
_1769901930027: SO VE BUQ'C EXCHANGE(VE cU)
_ Fs: THANH TOAN TIEN MAT
PI-R: IN EMD RA MAY IN
HANG TEN DICH VU MA DICH VU | REFUND |VOID| EXCHANGE
EK Miscellaneous Charges 98J Y Y Y
EK No Show Charge ONN Y Y Y
. Y/ Exchange only
EK Group Deposit 997 Y Y by EK Office
EK Penalty Fees 98F Y Y Y
EK TICKET FEE 991 Y Y Y

Cap nhat vao ngay: 23-Dec-14



JL

BU'GOC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCILEK1IHAN270CT-N1/D/992/TICKET AMENDMENT FEE /80.00/USD

HAN:
270CT:

N1:
80.00:

>R.TEN+ER

BUOC 2: XUAT EMD-S

>EMDI/SM1/IC1319901930027/FS/PI-R

SAN BAY KHOI HANH CUA VE MO

NGAY BAY CUA VE MO

KHACH SO 1
PHi BOI VE (Vi DY)

SM1: CHANG DICH VU LA CHANG SO 1

_1319901930027: SO VE PU'Q'C EXCHANGE(VE cU)

_ Fs: THANH TOAN TIEN MAT

_ PIR: IN EMD RA MAY IN

HANG TEN DICH VU MA DICH VU | REFUND |VOID| EXCHANGE

JL Ticket Amendment Fee 992 N Y N
JL Cancellation Fee 995 N Y N
JL Deposit 997 Y Y Y

Céap nhat vao ngay: 30-Jul-14




NH

BU'OC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCNHEK1HAN270CT-N1/D/993/CHANGFEE /80.00/USD

>R.TEN+ER

CHU THICH:

HAN:
270CT:
N1:
80.00:

BUGC 2: XUAT EMD-S

>EMDI/SM1/1C2059901930027/FS/PI-R

M@ lai BF, kiém tra s EMD vira xuét béng Iénh >EMDL

SM1:
2059901930027:
FS:

PI-R:

SAN BAY KHO'I HANH CUA VE MO

NGAY BAY CUA VE MO

KHACH SO 1
PHI BOI VE (Vi DY)

CHANG DICH VU LA CHANG SO 1
SO VE bUQ'C EXCHANGE(VE cU)

THANH TOAN TIEN MAT

IN EMD RA MAY IN

BUOC 3: THONG BAO SO EMD CHO HANG NH BANG LENH OSI

>SI.NH*EMD 2051234567890/ 993/ CHANGFEE/ NGUYEN/VANMR

>R.TEN+ER
EMD - S
HANG TEN DICH VU MA DICH VU | REFUND [VOID| EXCHANGE
NH CHANGFEE 993 N Y N
NH RENDBALANCE 996 Y Y N
NH DEPOSITES 997 Y Y Y
Céap nhat vao ngay: 4-Nov-14




UA

BUGC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCUAEK1HAN270CT-N1/D/993/REBOOK FEE /80.00/USD

CHU THICH:
HAN:
270CT:

N1:
80.00:

>R.TEN+ER

BUOC 2: XUAT EMD-S

>EMDI/SM1/1C0169901930027/FS/PI-R
CHU THICH:

_ SM1:
_ 0169901930027:
_ FS:

_ PIR:

M& lai BF, kiém tra s6 EMD vira xuét bang lénh >EMDL

SAN BAY KHO'I HANH CUA VE MOl

NGAY BAY CUA VE MO

KHACH SO 1
PHi DOI VE (Vi DU)

CHANG DICH VU LA CHANG SO 1
SO VE BUQ'C EXCHANGE(VE cU)

THANH TOAN TIEN MAT

IN EMD RA MAY IN

BUGOC 3: THONG BAO SO EMD CHO HANG UA BANG LENH 0S|

>S|.UA*EMD 0161234567890/REBOOK FEE

>R.TEN+ER
EMD -S
HANG TEN DICH VU MA DICH VU | REFUND |VOID| EXCHANGE
UA REBOOK FEE/PENALTY FEE 993 N Y N
UA CANCELLATION FEE 995 N Y N
UA DEPOSIT/ DOWN PAYMENT 997 N Y N
Céap nhat vao ngay: 14-Nov-14




UXx
BUGC 1: THEM MOT CHANG DICH VU BO SUNG VAO BF

>0SVCUXEK1HAN270CT-N1/D/993/PENALTY FEE /80.00/USD

CHU THICH:

_ HAN: SAN BAY KHOI HANH CUA VE MO
_ 270CT: NGAY BAY CUA VE MO

_ NI KHACH SO 1

_80.00: PHi BOI VE (Vi DY)

>R.TEN+ER

BUGC 2: XUAT EMD-S

>EMDI/SM1/IC9969901930027/FS/PI-R

_ SM1: CHANG DICH VU LA CHANG SO 1
_9969901930027: SO VE bU'Q'C EXCHANGE(VE cU0)
_ FS: THANH TOAN TIEN MAT
_ PIR: IN EMD RA MAY IN
HANG TEN DICH VU MA DICH VU | REFUND |VOID | EXCHANGE
UX PENALTY FEE 993 N Y N

Cap nhat vao ngay: 8-Apr-15



