
 
 

 
 

Airport Agent Website 
Manual 
 

Important note 
Please be informed that selling additional services on flights departing from 12.11.2017 
is available only in the following ways: 
 

1. On the airline’s website, during ticket booking. 
2. On the airline's website, in the personal account of the passenger, prior to the 

on-line check-in (more than 24 hours before departure). 
3. On the airline's website, during the online check-in (from 24 hours to 4 hours 

before departure). 
4. By agent of the airline, during check-in at the airport of departure. 

 
Booking of ​comfort seats​​ on the airline’s website is available: 
 

● Flights from Russia - from 5 days to 24 hours before departure. 
● Flights to Russia - from 14 days to 4 hours before departure. 
● Flights from AYT to Russia - from 14 days to 24 hours before departure, and 

also 4 hours or less before departure. 
 
Procedure of booking of comfort seats in overseas airports during check-in, 4 hours 
before departure (​charter​ flights only): 
  

1. Passenger approaches check-in counter and requires to choose a seat. 
2. Check-in agent holds the selected seat in local DCS and gives the paper with 

the number of seat to the passenger. 
3. Passenger approaches the guide, who has an access to the aircompany’s 

agent website, and pays for selected seat. Guide provides the passenger with 
EMD receipt. The passenger returns to check-in counter. 

4. Check-in agent provides the passenger with the boarding pass with selected 
seat. 

 



The time limit for sale of ​meal ​​services is set depending on the direction and duration 
of the flight and is automatically adjusted. 
Meal services can not be refunded via the airline’s website for 24 hours or less before 
departure. 
 
Booking of ​excess carry-on luggage ​​services on the airline’s website is available for 4 
hours or less before departure. 

 

Overview 
Website for airport agents allows agents of an airline to book excess baggage, meals, and comfort                
seats for passengers at international airports. 
 

Features 

Website for airport agents allows: 
 

● Finding a PNR 
● Adding extra services into PNR 
● Cancelling non-paid extra services in PNR 
● Issuing EMD 
● Printing EMD 
● Cancelling and making refunds for paid services with issued EMDs 
● Viewing booked extra services 
● Generating sale report 

Authorizing 
To access the website a user should have a username and a password. These credentials are                
issued by the airline for each responsible employee of the agent company. 
 
Users may have different levels of authorization. For example, some users may have read-only              
access to PNRs and issued EMDs, and other users may have the rights to book extra services, to                  
issue EMDs, to cancel booked services and to make refunds. 
 

How To Log-in 

When you enter a website for the first time you will be automatically redirected to the "Login" page.                  
Here you should enter username and password, provided to you by the airline. In the top right                 
corner you can also change language of the user interface: English (Eng) or Russian (Рус). 
 



 
Login page 

Finding PNR 
Main page of the website allows you to locate a PNR in three different ways: 
 

● By entering PNR number and surname of any passenger 
● By selecting one of the departing flights and locating PNR in the passengers list 
● By selecting one of the passengers of the nearest departing flight 

 
Depending on the situation you may use any method to find a PNR.  

 
Three ways to find a PNR 
 



Finding PNR by Number 

This is the most reliable, straightforward but also a slow way to locate a PNR. You need to enter                   
PNR's number and surname of any of its passengers. 
 

 
 
After you click on "​Search​​" button, the website will send a request to the reservation system and                 
will redirect you to the PNR's page. 
 
If the PNR was not found you will receive an error message: 

 
 
Shortcut for ​Charter Flights​ Only 
 
You can locate PNR faster if you know that it belongs to a ​charter flight​. 
 
For charter flights it is enough to enter ​only PNR number or passenger surname. If the reservation                 
system succeeds to find a PNR only by its number, you will be redirected to the PNR's page. 

 
 
If the reservation system succeeds to find a PNR by passenger surname, you will see the list of                  
passengers with entered surname, departing in the nearest 20 ​charter​ flights. 

 
 
In rare circumstances this procedure may not work. In this case you will have to specify both PNR                  
number and passenger's surname to perform a complete search in the reservation system. 



 
 

Finding PNR In List Of Departing Flights (​Charter Flights Only​) 

If a passenger does not know his/her PNR number, you may try to locate his/her PNR in the list of                    
departing flights. 
 

 
 
The website shows a list of 20 nearest departing ​charter flights. You need to find a flight of the                   
passenger and click "​Passengers​​" button. You will be redirected to a passenger list of the selected                
flight. 
 

 
 
Passengers in the list are sorted by surname. You can find a passenger by scrolling the list or by                   
using "​Find​​" feature of your browser (​Ctrl+F​). 
 



 
 
After you have located a passenger, you should click on "​PNR​​" button at the right side of the table.                   
You will be redirected to a PNR's page. 
 

Finding PNR In Passengers List Of The Nearest Departing Flight          
(​Charter Flights Only​) 

Main page shows a list of passengers of the nearest departing ​charter flight. This list appears only                 
if the flight departs within 3 hours. If a passenger does not know his/her PNR number, you may try                   
to locate it in this list. 
 

 
 
After you located a passenger, you should click on "​PNR​​" button at the right side of the table. You                   
will be redirected to a PNR's page. 

Working With PNR 
After you have found a required PNR on the main page, you will be redirected to PNR page.  
 
PNR page displays the following information: 
 

● PNR number, 
● Route, 
● List of passengers,  
● List of booked extra services,  
● List of extra services available for booking. 

 
PNR page supports actions: 
 

● Booking of extra services 
● Paying for extra services and issuing EMDs 
● Printing EMDs 
● Cancelling non-paid extra services 
● Cancelling paid EMDs 

 



Booking Extra Services 

Available types of extra services are shown in the "Add additional services" section of the page. 

 
 
To open a list of available booking options you need to click on "​Add​​" button. 
 

 
 
You will get a list of available booking options for all passengers in the PNR. Options are also                  
grouped by flight. 
 
If you want to close the list of options, click on "​Close​​" button. 



 
 
To add a new extra service into PNR you should click on "​Add​​" button. Each service is added to                   
the PNR individually. 
 
Important note: Price of available booking options may depend on what has already been added to                
the PNR. For example, the price of a first extra bag may differ from the price of a second extra bag.                     
After you add the first extra bag to the PNR, the price of the service "extra bag" in the list of                     
available booking options will be automatically updated. 



 
 
Extra services that were added to the PNR are displayed in "Additional services" section of the                
page. 

 
 
If services were booked for several passengers, they will be grouped by passenger and by flight. 



 
 
Important note: You can find additional details about booking extra services of different types in the                
following sections of this manual: 
 

● Excess baggage booking rules 
● Seat selection 

 

Issuing EMD 

To issue an EMD for a specific booked extra service, click on "​Pay​​" green button on the right side                   
of "Additional services" section. 
 

 
 
A confirmation dialog will be displayed to you, showing the amount to be paid. 
 



 
 
Important note: ​Extra baggage services can be paid only together. If you have several booked but                
not yet paid baggage services in a PNR, and you click on "Pay" button, you will get a warning that                    
all unpaid baggage services will be paid at once. 
 

 
 
If you confirmed payment of booked extra services, their statuses will be updated to "Paid", and                
you will be able to print issued EMDs. 
 

 
 



Printing EMD 

You can print EMDs only for confirmed and paid extra services. All EMDs of a passenger will be                  
printed together in a single document. You cannot print a separate EMD for each booked service. 
 
To print issued EMDs you need to click on one of two "​Print​​" buttons, depending on needed                 
format. Two EMD formats are available: A4 and format for portable printers. 
 

 
 
All EMDs of the selected passenger will be combined in a single PDF document. This document                
will be automatically opened or saved to your computer, depending on settings of your browser.               
You can print document directly from the browser or using any PDF viewer, like Adobe Reader. 
 
A4 format: 

 
 
Mobile format: 

 



Cancelling Non-Paid Service 

You can freely cancel any extra service added to a PNR, if it has not been paid yet. No charges will                     
be applied to a passenger. 
 
To cancel a service click on "​Cancel​​" button on the right side of "Additional services" section. 
 

 
 
A confirmation dialog will be displayed to you: 
 

 
 
If you confirm cancellation, the service will be deleted from the PNR, and it will disappear from the                  
list of booked services. 
 

 
 
Important note: Cancellation of ​excess weight service can affect ​booked extra bag ​service. If you               
have booked both services and then remove excess weight service, then extra bag service will be                
automatically changed to excess weight service. Price of changed service will be automatically             
updated. 
 



Cancelling Issued EMD 

In some cases canceling of ​paid​ services with issued EMD may lead to charges for a passenger. 
 
To cancel and refund a paid service you should click on "​Refund​​" button on the right side of                  
"Additional services" section. 
 

 
 
A confirmation dialog will be displayed to you, showing ​refund amount​ and ​cancellation fee​. 
 

 
 
If you confirm cancellation and refund, the service will be deleted from the PNR, and it will                 
disappear from the list of booked services. 
 
Important note: ​Extra baggage services can only be cancelled all together, if at least one of them is                  
paid. If a passenger has any paid baggage service, and you click on "Refund" button, you will get a                   
warning that ​all ​baggage services of the passenger will be cancelled. 
 



 
 

 

Excess Baggage Booking Rules 
Flight fare may include free baggage allowance: one or two bags of certain weight. Overweight of                
included bags or additional bags cost extra money and should be added to PNR as EMDs. 
 
Example: Flight fare allows a passenger to take one registered bag up to 20 kg free of charge. If                   
the weight of a bag is more than 20 kg, then the passenger must book ​excess weight service. If a                    
passenger has more ​bags than it is included into the ticket fare, then for every additional bag the                  
passenger must book ​extra bag​ service. 
 
The following examples show typical cases that may occur during flight check-in. It is assumed that                
ticket fare includes one registered bag up to 20 kg free of charge. 
 
Case 1: Only excess weight of baggage allowance 
 
Passenger has only one bag that exceeds the allowed weight. 
 
Actions: 

1. Add ​excess weight​ service with appropriate weight limit. 
 
Case 2: Baggage allowance and extra bags 
 
Passenger has one bag without excess weight and one or more ​extra​ bag/bags. 
 
Actions: 

1. Add ​free baggage allowance​ service 



2. Add ​extra bag​ services 
 
Case 3: Excess weight of baggage allowance and extra bags 
 
Passenger has more than one bag. Weight of all bags exceeds the allowed limit. 
 
Actions: 

1. Add ​excess weight​ service 
2. Add ​extra bag​ services 

 
Case 4: Change of an excess weight of baggage allowance to an extra bag 
 
Initially a passenger had one bag that exceeded the allowed weight, so a passenger paid for                
excess weight of his/her baggage allowance. Then the passenger rearranged a part of things from               
the first bag to a new bag, so that now the first bag does not exceed the allowed weight limit, but                     
the passenger has two bags in total. 
 
Actions: 

1. Cancel booked ​excess weight​ service 
2. Add ​free baggage allowance​ service 
3. Add extra bag service 

 
Case 5: Change of a bag with excess weight and an extra bag to an extra bag only 
 
A passenger paid for excess weight of baggage allowance and for one extra bag. Then he/she                
reduced the weight of one of the bags to allowed. Now the passenger has one bag which is under                   
free baggage allowance and one extra bag. 
 
Actions: 

1. Cancel ​all​ booked baggage services 
2. Add ​extra bag​ service 

 
Case 6: Change of an extra bag to a bag with excess weight and an extra bag 
 
A passenger had one bag under free baggage allowance and also paid for one extra bag. Then                 
he/she increased the weight of a free bag, so that now its weight exceeds free baggage allowance                 
limit. 
 
Actions: 

1. Cancel ​all​ booked baggage services 
2. Add ​excess weight​ service 
3. Add ​extra bag​ services 

Seat Selection 
If selection of comfort seats is available for a flight in the PNR, then you will see “Seat Selection”                   
service in the “Additional Services” section. Here you can open the “Seat Map” of the aircraft, that                 
shows you layout of seats, their availability and price. 
 
Open a list of passengers by clicking on "​Add​​" button in “Seat Selection” service. 
 



 
 
Click on a passenger to open the “Seat Map”. The map will be opened under the passengers list.                  
Seats on the map are coloured depending on their availability. Green colour means that the seat is                 
available, while grey colour means it is not. The legend is displayed above the map. 
 

 
 
To see price of a seat hover your mouse over the seat. 
 



 
 
Click on the seat to choose it. A confirmation dialog will be displayed to you, showing the seat                  
number and amount to be paid. 
 

 
 
Passenger with the chosen seat will be highlighted. Seat number and amount to be paid will be                 
displayed in the “Additional Services” section and also in the highlighted row. 
 

 
 

 
 
If you try to select seats for more than one passenger, you will see that some seats are coloured in                    
orange. These seats are already selected for other passengers in your PNR and cannot be               
selected. 
 



 
 
If you want to change selected seat, first you need to cancel it in the “Additional Services” section.                  
Otherwise, if you click on the highlighted row you will see the warning message: 
 

 
 
Important note: Seat near emergency exits may be prohibited for some categories of passengers.              
Check the tooltip before clicking on the chosen seat. 
 

  



Viewing Booked Extra Services 
“Booked Services” page displays all services booked by an airline agent via the website.  
 
The page allows: 

● Searching for booked services 
● Opening related PNRs 

 

 
 

Searching For Booked Services 

To find services, specify filters and click on "​Search​​" button. You can also leave all filters empty. 
 

 
An airline agent may be authorized to work with several airports. 
 
Use “Status” filter to find services with a specific status: 
 

 
  



 
Example of search results: 
 

 
 

Opening PNRs 

You can click on a PNR number in search results to open the related PNR page. 
 

 

Generating Sale Report 
Depending on the set of user’s rights granted to you, you can generate sale report about your 
personal ​sales​​ and ​refunds​​ for a particular period, or about sales and refunds of all employees.  
 
To customize sale report output, use the “Reports”​ ​-> “Sale Report” tab. 
 

 
 
Select the period of sale report and a particular user on the “Report Parameters” form. 
 

 
 



If you have access to the reports of all employees, and you need to form a general report, do not 
select the user. Click “OK”. 
 

 
 
You will see the dialogue box of your browser. Select the saving options for the report. The report 
will be generated in a form of an Excel document.  
 

 

Supported browsers 
The website will function correctly in the following browsers: 
 

● Latest version of Chrome 
● Latest version of FireFox 
● Latest version of Safari 
● Latest version of Edge 
● Latest version of Opera 
● Mobile Android 5.1+ 
● Mobile iOS 8.2+ 
● Internet Explorer 11+ 

 


