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— Introduction
About this guide

Welcome, | Logout

SpriK”

Sprk NDC platform NDC - Reservation * 2
This guide is based on the interface and p et Lorntar: ot dat) -
fUI’]CtIOﬂS Of a genel’lc InStance Of the Sprk (4] Traveler Download sample.csv | Upload Travelers
NDC platform that does not contain airline- Telephone G
specific branding. However, some screen Email 0 Itinerary
captures may include a random airline- Payment 0 ——
specific logo. s L,
R ransaction Transactions
Any airline logos that appear are solely for .
i i entity Docs No items to display.
illustrative purposes and do not represent a —r
. - SSR o
preferred carrier or alliance.
osl 0
Remark 0
Access to Sprk NDC
Record Locator
jo

Before you can use Sprk NDC, your travel
agency needs an agreement with direct
connect airlines. Contact the Accelya service Office Queves
desk to assist you with Sprk NDC set-up and

login credentials.

Advanced Search
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__Sign-in and navigation

Sign in

Sign in with user ID

Use the credentials that the Accelya service desk
has provided for you.

Go to your Sprk NDC portal.

Enter your office ID in Office ID.
Enter your agent ID in Agent ID.
Enter your password in Password.
Click Login.

areN =
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a Company Credentials(SSO) can be used for this Office ID.

Company(s)
Company Link

Sprk -

Office ID

Agent ID

Password

Forgot password?

Login

L—

Sign in with single sign on (SSO)

SSO allows you to use your agency'’s Office ID to
sign into Sprk NDC.

1. Enter the agency office ID in Office ID.

2. Press Tab.

3. Anaccess key appears above the sign-in
dialog. Click your agency’s SSO.

4.  You are signed into Sprk NDC.



__Sign-in and navigation

Home screen

The Reservation screen is your home screen and displays the Toolbox, Workspace, navigation buttons, and hyperlinks. Agents can start a new reservation,
retrieve an existing one to review or update, and add/update traveler profile information.

Toolbox
The Toolbox contains clickable tabs to:

. Enter traveler information (name, contact, identity
documents, etc.)

«  View traveler itinerary (shopping cart and booked travel)

*  View traveler transactions

 View associated SSRs, OSls, and Remarks

«  And more

Workspace

Once you have completed the Traveler information and entered
the itinerary, the data appears in the Workspace in the
associated frame corresponding to each element in an Order.
Click the Toolbox tabs to open and close the associated
Workspace frames.
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Spr”

NDC - Reservation

TOOLBOX

Welcome. me== | Logout
@ > & IATA Bpgmes Office ID: &g

Advanced Search

Office Queues

Record Locator: NotSet W

O Traveler

Itinerary

No Htinerary

Transactions

No items to display.

&
Download sample.@v | Upload Travelers

Navigation




__Sign-in and navigation

Navigation

Navigation buttons Search options

Use the icons on the top right to navigate within Use the hyperlinks that appear below the Toolbox to
Sprk NDC. | | search for an existing record or Order.

Current Add Air Add Profile Settings
Reservation Reservation Management

* Reservation. The default screen after sign-in » Record Locator. Enter a record locater to

and shows the Workspace where you can begin Rl Locator search for the associated record.
building the traveler reservation. » Advanced Search. You can search by other
» Add Air. Click to shop for flights. 0 criteria such as traveler name, carrier, etc.
+ Add Reservation. Click to add a new reservation Advancad Saareh + Office Queues. A repository containing like
separate from the current reservation. Orders, such as schedule changes,

» Profile. Click to set up and manage traveler confirmations, married conditions, etc.
profile information.
» Settings. Click to change the global settings

(language, time, etc.).

Office Queues
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— Home screen

Traveler information

Entering traveler information
You will enter all travelers for the reservation on the Reservation screen in Sprk NDC. By default, the Traveler frame is open.

1. On Traveler, click Add (+). 5. To add more travelers, click Add New and select the number of
travelers to be added.
O" Traveler

2. In Travelers, enter the traveler details.

6. Click Submit.

Temuslors : The traveler information you entered appears on the Traveler frame
e e e in the Workspace. The Traveler tab reflects the total number of
. a0 |v T travelers.

Record Locator:
Al
© nddnew [T v o e
= . Telephone: {0 # Type Title irst Name Middle Name Last Name
m ’

‘éﬂ ADT TRAVELER TRAVIS JONES

ADT MRS MISsUS JONES 17Apri987 )

3. To add an infant, click Add Infant. N

4.To add a frequent flyer number, click Add FFN.
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— Reservation
Traveler information

Editing traveler information
To change or delete traveler information, select the traveler. The Edit ( / ), Delete ( T ) and Add (+) icons are enabled. Click Edit or Delete.

1. Select the Traveler. The Edit and Delete buttons are enabled.

2. Click Edit to update traveler data. Click Delete to remove a traveler from the itinerary.

o rd E Traveler Download sample.csv | Upload Travelers
# Type Title First Name Middle Name Last Name Date Of Birth Infant FF#
B ADT MRS MISSUS JONES 17Apr1987

., - -

3. Click Submit to save your changes. Traveler has been updated.

o Traveler Download sample.csv | Upload Travelers
# Type Title First Name Middle Name Last Name Date Of Birth Infant FF#
) ADT MRS MISSY JONES 17Apr1987
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—Shop
Add Air

Air shopping

On the Add Air screen, you can filter your flight search by selecting pricing options and shopping qualifiers. After adding desired flights to your shopping
cart, you are returned to the Workspace where you can book and add services if desired.

1. Click Add Air.

3. Enter you itinerary and click Fare Search. 5. On Fare Search, review the pricing
details.
D ES " _— .
Add Air AX v HNL v 3/16/2025 B aAsgtime v 0ep® arO (v iy Pasagr . ; - i iy N
T
c:mz;
2. Select the desired options and qualifiers 4. From the results, click the desired flights. 6. Click Add to Shopping Cart.
and click Continue.
= @ Total Fare. USD 794.82 l
LAX 2025 @) ”":‘”"”
UA 5:20pLAX = 08:23pHNL 244 ek m -
HNL - LAX Saturday, March 22, 2025 ® ,_mm, ; § PR some
A 116! Class:N  09:55pHNL = 06:19aLAX m ”‘:4 WM :w : T TR T ) )
 Continue |
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—Shop
Reprice

Reprice an offer
You can reprice an offer in your Shopping Cart to request a new offer with different pricing options.

1. In your shopping cart, select the flights to enable the command 2. On Pricing Options, select the new pricing options and qualifiers, and
buttons. Click Reprice. click Continue.
Itinerary Pric
Shopping Cart - Air ‘)<’~ .'
» Class ¥ Stalus Cx are ® Boin g M ;
» Sun 23Mar25 LAX - MCO 1730 S of 739 1 n.
4 0931p-05:11a ® Current Classes vailable
» W  Sun 06Apr25 MCO - LAX 2662 i 739 1 Qualifiers
& 07:15p - 09:51p

3. On Price, review the priced offer and click Add to Shopping Cart.
@® Once the Offer is in the Shopping Cart, the Reprice button can be

used either to request a new Offer with different Pricing Options or

if the current Offer in the Shopping Cart has expired due to time- A pe ey iad
limit restrictions, the Reprice button can also be used to return a FR e
new current Offer. Total USD - (ADTx 2 + CNNx 1) 2584

The flight details have been added to your Shopping Cart.
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— Create an Order
Book and Hold

About Book and Hold

Book and Hold creates an unticketed Order and saves the flight information at the current fare. You can pay for the Order when you issues the documents
(tickets and EMDs).

1. On Itinerary, select the fares from the Shopping Cart to be booked. 2. The Record Locator is created and can be used later to search for
Click Book and Hold.

the reservation.

Itinerary

Shopping Cart - Air
4 _ Class ‘4 Status Cnx o Fare

» @ Sun 16Mar25 LAX-HNL  vanio N &
05:20p - 08:23p

ender) prior 1o ticketing

3. The Itinerary frame now shows Booked-Air and new command

buttons appear at the bottom of the frame: Reprice, Services,
’ Sat 22Mar25 HNL-LAX  ua 1169 N & 777 uAD 1
N e ' Seats, and Issue Documents.

@+ ooked - Air
Book and 1/old Selected pooked -4 oo

4 Sun 21Apr24 MIREE 435 VI 3h10m T™ME  HX
!3 02:27p 0’5:379 I A

<+ Sun 21Apr24 EWR -4BAT
"a 07:30p 0;.00.\

@ A telephone number or email address is required to book the fare. [ meprice | services | seats | - 1ssue Documents
Some airlines may require both phone number and email address. e
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— Create an Order
Adding SSRs

Special Services Request

A Special Service Request (SSR) is a request to an airline to provide a service or additional information about the passenger such as a passenger's disability,
meal restrictions, or other needs.

1. Click SSR on the Toolbox to open the Special Service Request (SSR) 3. In Text, enter additional information about the request and select
frame. Click Add (+). whether the SSR applies to all or a select passenger(s) and
@ ‘ - - segment(s).

2.1n SSR Code, select the desired SSR code. L s e T Ot
e ‘ ” - : 4. Click Submit. You are returned to the Workspace where the
Special Service Request (SSR) frame shows the added SSR for

the selected passenger(s) and segment(s).

0 Special Service Requests(S5R

Airline Sta & Request Travelars Segments
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— Retrieve an Order

Retrieve an Order

Retrieve an Order with Record Locator

You can use the Record Locator to retrieve an Order.
' 1. Enter the Record Locator in the Record Locator field and click Search.
NDC - Reservation N : 9

The record opens in the Workspace.
Record Locator: NotSet [ .
All (
—— , Retrieve an Order with Advanced Search
o E R p With Advanced Search, you can specify search criteria such as traveler name, airline, dates, etc.
Payment 0 ) . i ) S
A:d,m . I 4 1. Clicked Advanced Search, enter your desired search criteria, and then click Search.
2. Onthe results grid, click the desired record to open it in the Workspace.
Transactions «
Identity Docs 0 No items to display. “’;
SSR 0 é Search and Claim Muncrions
osl 0 F ET
Remark 0 : Select / Enter Search Criteria
£ ales y® De , @ Tickel
Record Locator ; < E ™ ol
N44GMS L 3 . B
Advanced Search i E Cnter Traveler v JavEs 1ONES
V4 b |
Office Queues P am= ~: ate _E 4 f::,_ o p m
#  Last Nameg Fitst Narne Auive Type  Verk Date
2 JONES JAMESH VR A 2024 01 18 75:21
3 JONES JAMESH ORD 4 2024-01-18 7407
5 JONES VaD A
1 JD\JE; .
|
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— Payment
Issue Documents

Issue Documents overview

Sprk NDC allows you to set up ticketing after an Order is created. This is known as deferred ticketing and can be accomplished using the Issue Documents
and Pay buttons. The itinerary must be in a confirmed status. The Issue Documents button will issue and pay for both the tickets and any services.

1. On the Reservation screen, Itinerary frame, click Issue 2. 0n Issue Documents, enter payment details and click Pay.

Documents. .
N | American Express v | (sl s cer 01 39 o 2288 TRAVIS JONES
Itinerary Phone Number Email
TR LLIT
Booked - Air I
» Class »  status Cnx g Fare W Silling Address .
Address 1 Address 2 Ci tate Postal Code
r Mon 21Apr25  HNL-LAX A 1169 v & sh28m 777 HK 1
4« 09:40p - 06:08a
Associate Items by dragging - 396.39
> # Sat 26Apr25 LAX - HNL 41170 L & sh4sm 777 HK 1 TRAVIS JONES (ADT)
05:10p - 07:58p UAT158 LAX-HNL 13JAN o
2 = UAT169 HNL-LAX 17)AN
E’J 39639 (USD)

Add credit Card Jf Add Other |
S

3. The Transactions frame appears and shows the purchased tickets.

Record Locator: noGes @ N @@

Al
Traveler ! Transactions
Telephone 2 Tickets
Email 1
Reference Source status Transaction Date Travelzrs Segments
Payment 1
A a 0162425007357 Airlines Ticketec 230EC24 13113 TREMIS JONES (ACT] HGI NI AX21APR

1170 LAX-HNL 2€APR.
Rinerary
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Payment

Seat selection

Paid seats

Seats are generally included in the price of the ticket. A seat map is available for each flight segment where you can select your included seat if allowed.

Some seat restrictions may apply based on airline rules.

1. On Itinerary, click Seats.

@'

2. The Seat Map appears. Click the desired seat (if allowed) and then

click Continue.

- 2 LB = A
R I T R R R, w 1 4 2 5 4 ’ 2
A A
L ECSSEENEEREERNREREERERE DD DERRER L
K EEEEEEEEE ERREEDERERTERE E D DRRDEN S0 Wi et
) ESEEEEEEDENRERERERSE BERRREE | s -
* United Economy
cHEENEENEEEDD DEEDEREEEW B i D 6 @ . e i
rAEEEEEEERDD P EEEEEEERED [ § 1 ][] ] | juciess Ll lens
cEEEEEEREEDN BEERERDE 0 5 i i 0 8 D (0 0 1 O D
sl EENEEEEEDD BRERDOD D REEDRREDEDRED -
c EEENEEEER BEED BEER0nHE <
: EEENEEEES Illﬂlﬂl | X=0 1 [ 1111111711} 8
A EEEENEEEEN L L] | [=imi=] W J=Q | [ |11 1]]]]] A
A\ A\
% W oW oy o2 2 B 2 2 7 3
Type Traveler Seat Stat: Seat Option
B ADT  TRAVIS JONES st Window seat Inchuded
[ continos |
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3. The selected seat for the segment now shows on Itinerary.

Itinerary

Booked - Air
» Class ™ Status Cnx ¥ Fare
4 # 0 Mon21Apr25 HNL-LAX wa1169 Vv @ 5h2sm 777 HK a1
09:40p - 06:08a
TRAVIS JONES (ADT) Service Description  Status Price (USD)  Type Number Cpn
il seat: 51A , Status: Confirmed
DEFAULT FREE SEAT HK 0.00
y # Sat 26Apr25 LAX - HNL 170 L o shasm 777 HK 1
. 05:10p - 07:58p

@ If you selected a seat upgrade, a payment screen will appear.




— Payment

Services and ancillaries

Services and ancillaries

You can purchase additional services and upgrades if desired. The types of services offered will vary by airline.

1. On Itinerary, click Services.

2. The Services screen opens and shows services and/or ancillaries for
purchase. Click a desired service and then click Continue.

Sprk”

NDC - Services

Optional Services priced in USD

Options for flight 4, 1169 from HNL - LAX

Premium Access
Economy Plus

Economy Plus, Premier Access and Club Trip Pass
P i et »
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JONES/T
UsD 39.00

JONES/T
UsD 209.00

JONES/T
»

S S LV

3. The Payment form appears. Enter payment details and click
Continue.

5.You are returned to the Reservation screen where the SSR frame
shows the added service.

o Special Service Requests(SSR)
Airline Status #  Reguest Travelers Segments
HK TKNF 0162445007357 TRAVIS JONES (AL 1163 HNL-_AX 21APR
HK TKNE 0162445007357 TRAV'S JONES (ADT; 1170 LAX-HNL ZEAPR




— Modify an Order

Reprice

Reprice an Order

Unticketed Orders can be repriced to obtain the most up-to-date price. For example, time has passed since the Order was created, exceeding the Ticketing
Time Limit, and a new quote is needed to see if there is any change in the fare amount.

1. Retrieve the unticketed Order to be repriced. Click Reprice. 5. The Reshop frame shows the new offer and total fare. Click
— Continue.
Booked - Air m
> Sun 23Mar25  LAX- MCO 1730 s ol 4hdom 739, IK ; o\ A o2l = 227757
09:31p - 05:11a aa . m

4 Sun 06Apr25 MCO - LAX 2662 2 h 36r 4K R ~ g . MARLC . c
AR VICO SUNDAY, MARCH )
07:15p - 09:51p L LO SU 23, 202

09:31PLAX = 05:11AM

07:15PMCO " 09:51PLAX

2. If you have a document number to be used as a pricing qualifier,
enter it in Document No. Click Continue.

® If there is no price change, Reshop shows “No Price change on
cket Information .
current Order”.

4. The Pricing Summary grid shows the pricing breakdown. Click
Continue.

Continue m 6. If there is an amount due, a Payment form appears. You can
either Book and Hold or pay for the tickets. If you elect to pay,
17 | Qccelgc the Transactions frame shows the Status as Ticketed.




Reshop

Reshop a flight

You can reshop your current itinerary.

1. Click Add Air and enter the flight details

2. Click the Pin (»#) icon for each segment to be reshopped.

3. Click Reshop and select the desired flight.

— Modify an Order

v

v

3/3/2025

3/8/2025

Class

1169

1170

Vv

o Round Trip [IelY
v Depart Arrive
‘ HNL v LAX
‘ LAX v HNL
Booked
o y Mon 21Apr25  HNL - LAX
09:40p - 06:08a
' 4 Sat 26Apr25 LAX - HNL
05:10p - 07:58p

5h 28m

5h 48m

777

777

HK

HK
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4. Flight options are returned. Select the desired flight and click
Continue. The Total field shows the amount due (or refunded).

source: UAD  HNL - LAX 03MAR2025

Total: USD 0.00

G;gﬁj.in“

LAX - HNL 08MAR2025

HNL - LAX MONDAY, MARCH 3, 2025

1169 Class: L 11:00PHNL = 06:24ALAX Direct nonstop
Arrives in LAX: 03MAR
LAX - HNL SATURDAY, MARCH 8, 2025 @
1158 Class: W 08:35ALAX =+ 12:38PHNL Direct nonstop

5. The Reshop screen appears and shows the Pricing grid. Click
Submit.

6. On the Workspace, Transaction shows the exchanged ticket and
the new ticket details.

Transactions

Tickets

Reference Source Travelers Segments
0162445007357 Airdin Exchanged SIS LARZIA
01624453289 Airlines kete ONES




— Delete an Order
Flight segment

Delete a flight segment

You can delete one or more booked flights and keep other flights in your itinerary using the Pin delete (»#). This option removes that portion of the
itinerary, reissues the tickets, and applies a refund if applicable.

1. Click Pin delete to mark the flight for deletion. Click Delete. 4. On the Pricing grid, click Submit.

Itinerary
Booked - Air ‘:,q,:'::,p:,,,,,,gu |Currenc; y!
4 Mon 03Mar25 HNL- LAX 1169 L o sh2am 777  HK 1 :’::‘::W -
11:00p - 06:24a L
’ @ Sat 08Mar25 LAX - HNL 1158 W o 6h03m 777 HK 1 :
08:35a - 12:38p | Taxes and Fees per Passenger usb 2
ek ==
2. A confirmation message appears. Click Continue. _subn ‘®
3. The Reshop screen shows the Total Refund field for the amount to be 5. Click Continue to accept the offer
applied to the remaining flight(s), if any. Click Continue to reprice the _
itinerary. 6. You are returned to the Workspace. The deleted flight has been
] removed from Itinerary and Transactions shows the status of the
documents (based on airline policy and fare rules).
T efund: USD 212.69
[ continue | | |
D - 0 @ The suggested practice to delete a flight segment is to use the
1158 ClassL  OB:35ALAX = 12:34PHNL Diect nonstop Reprice button to perform a partial delete and then reshop for
unticketed flights.
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— Delete an Order

Entire Order

Cancel an entire Order

Canceling an Order automatically cancels the Order and all associated booking references. The itinerary and any required actions on the documents from
the Workspace are removed. Any documents (ticket/EMD) tied to the canceled Order are automatically serviced by a void or refund transaction. A status
notification of either “Voided” or “Refunded” appears for each document associated to the Order.

1. Locate the ticketed Order you wish to cancel. 5. On Confirmation, click the toggle to confirm and then click Continue
(or Cancel to abort).

onfirmation Requi

3. The Reshop screen appears and shows the action to be taken and the A ltinerary of this Reservation will be lost
refund amount. Click Continue to remove all flights from your Order. ‘ :
% Click to confirm
[ cancel ] .
Cancel Continue
ACTION ON MULTIPLE TICKETS Total Refund: USD 571.42
All flights will be deletad from your order Continue .
: : 6. You are returned to the Workspace where Transactions shows the
refunded ticket details.
4. The Reshop price grid shows the fare amount plus taxes and fees to S——
be refunded. Click Continue to cancel all flights on the Order. Tickets

Transaction Date Travelers Segments

1 i Airlines Refunded 31DEC24 08:23 TRAVIS JONES (ACT) bt

21]accelya



_ Office Queues

Office Queues overview

Queue folders

Office Queues are folder repositories containing Orders that are placed either automatically or manually. Each Order is placed in a specific Queue for a

defined purpose. Agencies can have access to additional Queues specified for internal agency use.

Office Queues

Count Summary. The Count Summary handles the criteria
for the Queues display at the agency level, with controls for
Office ID, Source, and an option to filter by agent.

Queues Grid. Displays the list of Queues currently
containing Orders with options to Clean or Open them, as
well as a Navigator that allows moving between pages of
Queues if there are more than ten in the list.

Queue <#>. When the Open (folder) icon is clicked for a
given Queue on the left panel, the list of Orders found on
this Queue will display on the right panel. Clicking the
Record number for a listed item will open the Order in the
Sprk NDC Workspace.
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Count Summary

Office ID = v
Active Only [J Filter by agent
Queues

Number a

o

Seneral
Confirmation

ChangeOfOwnership

f Non-Air Segment Notification

ScheduleChange

Expired Time Limit and SSR Cancellation 1

New Married Condition

Catch-aAll

463

rwwwmgwEww

w

1-8of 8items

Category Placed by Office ID
AutomationQueue nbollineni AVDS9
AutomationQueue soapui AHD6

1

Record

XXXXXXX

- 2 of 2 items




_ Office Queues

Accessing Office Queues

Opening a Queue folder

Office Queues can be accessed from the Reservation screen by clicking the Office Queues hyperlink.

1. Click the Office Queues link that displays below the Toolbox.

2. The Office Queues screen appears and shows the Count Summary
and the Queues grid. Click a folder to access the associated Orders.

4. Click a record locator in the folder to return to the Workspace and

view the reservation details.

Queue 0 (787 of 787)

O 0T ©

Count Summary
Source | F1 - Farelogix v |
Active Only LJ Filter by agent
Queues ®
Number a Name Count
¢ —
¥ General 787 -
1 ¥ Confirmation 110 =
= g - ~ 5 —1
5 ChangeOfOwnership 2 14
: ¥ < = —
6 ¥ Non-Air Segment Notification 26 L
- sy < ~ (—]
ScheduleChange -
o s o
12 ¥ Expired Time Limit and SSR Cancellation 1 -
—
14 ¥ New Married Condition =
100 ¥ catch-All 463 W
1 1-8of 8 items

Queue navigation buttons
appear above the Workspace.
Use the left and right arrows to
advance to the next reservation
or go back to the previous
reservation. The trashcan icon
removes the Order from the
Queue. Click the X to exit the
Queue and continue working on
the current reservation.

Booked - Air [

»

L 4 Sat 25Jan25 SYD - MEL
07:35a - 09:10a
Transactions
Tickets
Reference Source Status
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Queue 0 (787 of 787) o O @ O —
Record Locator: muowy @ ww
Traveler
Type Title First Name Middle Name
» T1 4 ADT MR MICHAEL

Last Name

ZUMDIECK

Date Of Birth

Segments

D |




— Profile Management
Traveler profiles

Saving a profile
You can create a traveler profile using the data you entered in the Traveler frame.

1. Enter the travel details in Traveler, then click Create Profile. 4. The profile icon has changed from Create Profile to Open Profile.
Record Locator: NotSet [l é &
0 Traveler 4 Download sample.csv | Upload Travelers

o Traveler 1 Download sample.csv | Upload Travelers # Type Title First Name 4 Date Of Birth FF# /

4 o
# Type Title First Name (c Date Of Birth FF# » ADT TSTER TRAVIS ! 180¢t1985 u
» ADT TSTER TRAVIS y | 180ctises 9 | b ’m

¢ Create Traveler Profile

2. On Summary, click Submit to save the profile.

Profile Name |JONES/TRAVIS (® on summary, in Profile Name, you can change the default
Traveler Summary traveler profile name.

Type First Name Middle Name Last Name Date Of Birth

ADT TRAVIS JONES 1985-10-18

.

‘ar n,at.a_ﬁl"\""ﬁ s J’M N ff - L gt and®
FECOTa.. wwnsps
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— Profile Management

Traveler profiles

Updating a profile
Profiles can be searched and updated as necessary.

1. Click Profile Management, enter your search criteria, and click

Search.

NDC - Profile Management -
Search/Edit Profile New Profile

o g

2. On the Results grid, click Open for the desired profile.

3. Click the PNR Elements tab to add/edit contact details, payment

information, etc.

Office ID : AQHT Profile Name : JONES/TRAVIS

Information PNR Elements Contracts Preferences Document Tracking Templates

b

@ Traveler

Associations
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4. Click Add (+) and then Add new record for the desired element.

5. Click Insert (checkmark icon) to save.

Number Type Extension
Number: - 18435551212 | extension: ]
} ' ID Number:
Type:  [MOBILE v] Remark: | |
%
Insert @ display.
A cord

6. Repeat for each element you wish to add. When you are done, click
Submit.

7. To edit or delete existing data for an element, click Edit or Delete.

Number

18435551212
P, 59 ¢ O,

Add new record




— Profile Management
Traveler profiles

Creating an Order from a profile
With profiles, you can move traveler information to your bookings automatically.

1. On the Reservation screen, click Profile. 3. On the Results grid, click the profile you wish to use.

Record Locator: NotSet [ ﬁ F1Y ©
e [ Back Jl Reset

Profil vele ompany ffice
o Traveler ] Download sample.csv | Upload Travelers ‘E i ki Meree S
> JONES/TRAVIS N/A AQHT
‘ < (@ » 1-10of1items
2. On Search, enter the Traveler Profile Name. Click Search.

4. Click Add Defaults and then click close (X).

—ly O
Office ID AQHT | =
Traveler
Traveler Profile Name IJoneSfTraViS | Type Last Name First Name Title Remark  Mode
ADT JONES TRAVIS TSTER Auto Add
Company ProfileName | | | FrequentFyerNumbes
o M o e -S— . T FIHM 'V ET——— 1

Arranger D ’ |

5. The traveler details now appear in Traveler.

o Traveler < Download sample.csv | Upload Travelers
4
# Type Title First Name Last Name Date Of Birth FF#
1
» ADT TSTER TRAVIS JONES 180ct1985 B
4
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— Global Settings

Accessing Settings

Settings overview

You can set and edit Global Settings such as language, time format, default sort settings, user password, and email. You can also set bridging options
depending on your user role.

Access

From almost any screen, click Settings.

* 2
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Default view

The NDC Settings screen appears where User Preference is set
as the default view.

[2)

hoose Display Language
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— Global Settings

User preferences

Choose Display Language
Click a flag to display the default language.

Choose Display Language

@ frangais (France)

\I\ﬁ

Current - English (United States)
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Choose Time Format
Set the time to display in 12- or 24-hour format

Choose Time Format

® 12 Hour Time with AM/PM
O 24 Hour Time

Current - 12 Hour Time with AM/PM (03:19 PM)
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Sort by

Set or change the air availability sort order by price, by duration, by
departure, etc.

Sort by:

Sort by: Default v

Current - Default

User Password / Email
Update your user password and email preferences.

User Password / Email

Current Password

New Password

Confirm Password




— PCC Bridging
PCC Bridging

PCC emulation/office simulation
PCC bridging allows an agent to simulate an office, emulate a PCC, and work with Orders created under that Office ID (PCC) or Agency ID (IATA number)

1. Sign into Sprk NDC using the PCC Home credentials. 4. The bridged PCCs simulated office environment appears. View or
5 Click Simulate Office update the record(s) as necessary.

[ —p—

@ IATA: meimii  Office ID: FLX1

5. When you are done, click Return to Master Account.

Welcome, » == | Logout
@ > & ATA: alildums Office ID: AQHT

@ imulate Office

3. Enter the Office ID associated to the PCC you want to emulate. Click
Submit.

I
G Return to Master Account

6. Click Continue to confirm the message.

Welcome, e | Logout 7. You are returned to the Master Account.
O OfficelD o
“ ® Only PCCs within the same airline organization are allowed to
bridge.
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Thank you

THE AIRLINE-FIRST
SOFTWARE PLATFORM
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