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1 MAKING A RESERVATION

A SINGLE PASSENGER ONE-WAY RESERVATION QUICKSTEP

1 Access ELGAR from active Amadeus 1ELG//
2 Enter a Received Field R/RFYOUR INITIALS
3 Request Availability (up to 120 days in advance) R/AD10AUGWITPBN0900
4 Sell 1seat in AF class from line 2 R/SS1AF2 The formats in ELGAR
Fare Quote passenger at relevant fare are similar to those used
5 g R/FXP/RADT P 3
(ADT example only — see Fares and pricing) in airline reservations
P through Amadeus,
6 Enter Passenger’s Name R/NMIRAY/NMISS however, to remain inside
Request window seat R/ST/W/S1 the ELGAR partition a
- R/ is included in front
Form of Payment — miscellaneous (enter free text after FP) ~ R/FPMSACCOUNT of each entry.
9 End and Retrieve booking R/ER

(note locator and ticket time limit)

10 Printticket orarrange TOD

see Section 4

n Return to Amadeus

7

DISPLAYING AND RETRIEVING

Display booking record R/RT

Move up R/MU

Move down R/MD
Retrieve by 6-letter PNR R/RTQTRJZU

Retrieve by date/name

R/RT/24JUN-JONES

AVAILABILITY

Availability earlier R/MUAD
Availability later R/MDAD ﬁ;"tﬁ”,%’%;‘:',-’nb:;",g‘;‘,’fg
el e ] For seat availability codes,
Availability different time R/AD1400 pieasereife;tothetELGARpages
at eurostar4agents.com
Availability previous day R/ACA (please note —% indicates
- between 1and 10 seats
Availability next day R/ACT available).
ilabili i i R/ACRIGAUGT ‘Open jaw’ bookings should
Availability return with date and time CR16AUG1500 G e b
Encode Station R/DANWATERLOO make d separate booking for
each leg.
Decode Station (3 or 5 letters) R/DACGBWIT

NAME FIELD AND EUROSTAR FREQUENT TRAVELLER

Name (3 passengers, same surname)

R/NM3JONES/KMR/LMRS/
KMISS

Name (2 passengers, different surname)

R/NMIRYE/KMR;R/NMTMAY/

Enter last 11 digits of frequent traveller number (passenger name

automatically transfers into booking)

R/NM1#12345678901 is free and seats are

Delete name field 1 (a frequent traveller number can be added to

a provisional booking by first deleting the namefield)

not guaranteed.

R/XEN1

SELL OPEN SEGMENT (FOR ANY DUTCH STATION, LOCAL SERVICES)

Sell open segment (unreserved) in 1st class

R/SOSNAT2JANBXSAMST

Sell open segment in standard class, 2 passengers

R/SOSNB19JANAMSBXS2

SEATS

2 EUROSTAR DESTINATIONS

Sell seat in AF class as well as assign Club 2 seat

R/SSTAFT;R/ST*CLUB2 Seats must be requested before ending

STATION CODES

Assign segment 2 window seat

a boaking. All seats are non-smoking.
i

Assign segment 1Club2 seat

Seat availability display for segment 1in coach 2

(this does not reflect coach layout, please refer to seat map)
Check for correct class displayed on the left of screen:

Ais Business Premier, H Leisure Select and B Standard

Specific coach and seat, for single-passenger bookings

Assign seats near to seat (already allocated)

Reassign seat for sector 1to coach 7 seat 51

Display seats booked

R/ST/W/S2 Overbooking applies if message
N ‘Specific seat not guaranteed. Go to 3-LETTER CODE 5-LETTER CODE
R/ST'CLUB2/ST manual check-in’, appears. Client may -
get a seat at check-in due to ‘no- St Pancras International (from 14 November 2007) SPX GBSPX
shows,” but may be offered a tip-u, :
R/SM1//2 seatasa/astrejs/ort {hfeals areFertp Ebbsfleet International (from 19 November 2007) EBF GBEBF
guaranteed. Waterloo International (until 13 November 2007) WIT GBWIT
For help seating groups in specific A
seats, call eurostardagents. Ashford International ASI GBASI
R/ST/08.75/S1 Stratford International (once open) SDI GBSDI
R/ST/08.75/S1.N Calais Fréthun FRH FRSTH
R/STR/07.51/51 Lille Europe LIU FRLLE
R/RTS Paris Nord PBN FRPNO

SEAT TYPES

Brussels-Midi/Zuid

Single seat in Tst class, seat-back table

Two seats airline style 1st class, seat-back tables

Two seats facing each other st class, with table

Four seats facing each other 1st class, with table

(tickets valid to all Belgian stations) BXS BEBMI
SOLO Marne la Vallée (Disneyland) MCK FRMLV
DUO Avignon AVI FRAES
CLUB2 Moutiers MOU FRQMU
CLUB4 Bourg-St-Maurice BOS FRQBM

Four seats facing each other 2nd class
(must have minimum of 2 passengers in booking)

CARRE

3 CHANGES TO PROVISIONAL BOOKINGS

SPECIAL MEAL REQUESTS

CHANGES TO PROVISIONAL BOOKINGS

Special Meal Notice required Code
- Cancel itinerary R/XI
Vegetarian 24 hours VLML |
@ ts2to4 R/XE2-4
Vegan 36 hours VGML ance’ segments 2 to —
Kosher 36 hours KSML Change segment 1to AF cl.aS§ (you.mayonly change within the R/SBIAF
Meals are included.in same class of travel e.g. within Business Premier)
Muslim 36 hours MOML Business Premier and Leisure Select. Insert segment at start of itinerary R/RSO
Diabetic 36 hours DBML There are two bar buffet cars for
standard class passengers. Insert segment 2 after 0 R/RS0,2
Low fat 36 hours LFML
Delete Name (1 passenger) R/XEN1
Low salt 36 hours LSML
Delete names 2 and 3 R/XEN2-3
Gluten free 36 hours GFML
- - - - Reassign seat for sector 1to coach 7 seat 51 R/STR/07.51/51
Child (Ski and Avignon Direct only) 72 hours CHML
Reassign seat(s) for sector 2 to Ist class table R/STR*CLUB4/S2
Book vegetarian meal all passengers R/SRVLML
Book vegan meal, specific passenger R/SRVGML/P1 DIVIDING A PNR QUICKSTEP
Delete special meal for passenger 2 R/XESR/P2 —
- 1 Divide passenger 1 R/SP1
Delete all special meals R/XESR
To book a Eurostar fare you will 2 EnterReceived Field R/RFYOURINITIALS
FARES AND PRICING need to check the fares pages at 3 Filedivided passenger’s PNR R/EF

eurostardagents.com for the correct

Fare quote 1st passenger as ETL, 2nd as a child

2-letter class of service code as well as

Enter Received Field again
R/FXP/PURETL//P2/RCHD  the 3. jetter passenger type. The class

& (remaining PNR will be displayed)

R/RFYOURINITIALS

Infants under 4 do not require
AMR reservations and should not be
included in the booking. Travel

Fare quote 3 passengers as ELR, 4th as a child

R/FXP/P1,2,3/RELR//P4/ of service is selected from availability

RCHD and the passenger type is used when 5 End transaction and retrieve R/ER

ENDING A PNR only on day of quoting.

fare quoting. Fares are guaranteed
DIVIDING MORE THAN 1 PASSENGER

End and file away

End and retrieve (all data will be lost if you fail to end your PNR)

Ignore existing PNR

Ignore current activity and retrieve

R/ET

R/ER 1 Divide out passenger 2 and 4 R/SP2,4
2 Divide out passenger 1to 3 R/SP1-3

R/IG

R/IR

Open segment tickets are not
valid on Thalys or ICE services.

TICKET TIME LIMITS

On completion of a PNR, ELGAR automatically returns ticketing time limits, which are governed by how far in advance
the booking is made and cannot be changed. Reservations will automatically expire after the ticketing time and date limit.

4 ARRANGING TICKETS

3 or 5 letter codes may
be used when requesting
availability, but cannot
be combined.

All change entries must be
followed by a Received field
then End and Retrieve.

Dividing can be done both

before and after ticketing.

TICKETING
Issue tickets to a specific printer ID (printer sites only) R/TTP/P___
Issue test ticket to a specific printer ID (printer sites only) R/TTT/P___
i Any ticketing or queuing
B et
g : gadaysp P automatically generate
Ticket to a remote location (eg agency HQ) R/TKTRM a debit to your agency.
Ticket deferred (printer sites only.
Confirms PNR for later ticketing on site) R/TKTDF
TICKETS ON DEPARTURE (TOD)
St Pancras International (from 14 November 2007) R/TKTOD/SPX
Ebbsfleet International (from 19 November 2007) R/TKTOD/EBF
Waterloo International (until 13 November 2007) R/TKTOD/WIT
Ashford International R/TKTOD/ASI
Paris Gare du Nord R/TKTOD/PBN
Brussels-Midi/Zuid R/TKTOD/BXS
Lille and selected French Stations* R/TKTEL/CC1234567890123456
. . . (where 1234567890123456 is the credit or
(credit card required for collection) debit card number)
TOD collection
* Customers should collect tickets at least 45 minutes before departure, using the 6-letter reference.
« At UK stations, Ashford and Paris, tickets are collected from the e-ticket machines.
« At Brussels, tickets are collected from the Railtour desk, next to Eurostar.
« For Lille and selected French stations, the customer must present the credit or debit card to
collect tickets.
+ The card is not used for payment and is for security purposes only.
*for a list of eligible French stations, please see www.eurostar4agents, Ticket on departure page,
within the General Information or A—Z section.
TICKET STATUS CODES
Status Description Action Taken
TK Ticket Confirmed Ticket has be_en |s§ued or telepaid
(queued for ticketing)
TR Ticket Refunded Processed for refund
TE Ticket Exchanged New ticket issued
TV Ticket Voided Manual void of ticket
Tz Ticket Voided Printer failure void
X Ticket Voided Voided at Eurostar point of sale
” Ticket Cancelled Not yet refunded or exchanged
VOIDING (PRINTER SITES — DAY OF ISSUE ONLY)
Void all tickets in PNR (the void entry must be followed by R/TTV* If coupons are partially

R/RFYOUR INITIALS then R/ER. Tickets can then be printed, or
itinerary cancelled if booking no longer required)

printed, it is necessary
to void all tickets in the
booking before re-printing.

DAILY SALES REPORT

Display daily sales report for today

To maintain accurate sales
R/BZ ; P
accounting within your

Display daily sales report for specific date

agency, it is essential to

(previous 90 days can be viewed) R/BZI4JUN print out a daily sales
report each day. For more
) . B information please refer
Display daily sales report Eurostar only R/BZ24JUL"EUKL

to the ELGAR pages at
eurostar4agents.com.




