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Important Information

All About AirAsia MyCorporate

a) MyCorporate Fare Types: bit.ly/mycorpfaretypes

b) FAQs: http://bit.ly/mycorporatefaqOl

¢) MyCorporate 2-min video: bit.ly/mycorporate2min

d) Youtube Channel for User Manual Guide Videos: http://bit.ly/mycorporatewatch002

For more details on the Corporate Sales and Support team, please refer to
Dedicated Support & Chat with AVA (slide 53)



http://bit.ly/mycorpfaretypes
http://bit.ly/mycorporatefaq01
http://bit.ly/mycorporate2min
http://bit.ly/mycorporatewatch002

First Time Login &
Reset Password




First Time Login

Option 1:

2.

1.  Visit AirAsia website at www.dirasia.com

Agent Login

Scroll to the bottom of the page and select

&

C @ aiesacomten/ad

airasia

@ Fights @ Hotels

REDEEM
& SPEND

=

@ el Advisory:Say up o date wit
% Find out more

Explore  MyBookings  Check-in  Flight Status  Support

Uptog

9 NP 0 Shop

@ Fresh @ Health

98 % B %@ (et

@EN/MR v @ Login/Signup

pas=l i

Book your Flights, Hotels & SNAP

Travel Information
Airports and terminals
Baggage

Check-in information
Our fares

Flight status

nflight meals

nflight entertainment
Payment channels
Seat options

Tax invoice

AirAsia India tariff sheet

Fees and Charges

Our Products and Services

AirAsia Unlimited Deals
IKHLAS

AirAsia RedTix

Cheap flights

Duty free and merchandise
Red Carpet

Premium Up

Freedom Flyer Programme
BIG Points

BIG Xchange

Register as an agent

Agent login

Partners’ Product
Airport Transfers

Car Rental

airasia Card

Luggage delivery
BigPay

CIMB Savers

AirAsia Travel Protection

Santan ASEAN Restaurant

About Us
Ad space

AirAsia Foundation
Careers

Investor relations
Newsroom

Sales office

Promotions

Option 2:

1. loginat:
https://www.qirasia.com/agent/login/en/gb

Username

Password

Agent login

Forgot password?

Register as an agent



http://www.airasia.com/
https://www.airasia.com/agent/login/en/gb
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First Time Login

1. Tologin, key in the given Corporate Login ID and Default Password in the Username and Password box

Agent login

Username
* Required

Password )

* Required

Forgot password?

Register as an agent




First Time Login

2. Forfirst time login, key in the given Default Password in the ‘Old Password’ box

3. Key in your own preferred password and re-confirm the password in the ‘New Password’ and ‘Confirm New
Password box’

Password Expired

Your Agency/Corporate password has expired,
please reset your password.

Old Password o
New Password o
Confirm New Password o

Reset Password




First Time Login

4. Upon successful login, you will be able to see your name display on the right corner and the URL link will be
shown as “girasia.com/agent/en/gb”

5. You may choose to perform any of the displayed functions by clicking on the tabs

€ C & airasia.com/agent/en/gb B ¥ b3 e
e o
a"‘as,a Manage my booking ~ Group booking  Support @ EN/MYR v O LEE | j&—
SALE SALE SALE
@ Flights @ Health SNAP @ Activities Hotels @ Shop :’rri\gi:tion f'oo) g’;‘;fs"ted

Fly beyond AirAsia . R Fisve
Vid Other Airlines b < Zero Credit Card Fee

it

More than 700 airlines & 3000 destinations -

Powered by Kiwi.com

*Terms & Conditions apply. Refer to your account manager for more infomation.



http://airasia.com/agent/en/gb
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Reset Password

Option 1: Option 2:
1.  Go to the login page: 1. Directly visit the reset password page:
https://www.airasia.com/agent/login/en/gb https://newskiespr.airasia.com/AgentReset/
2.  Select Forgot Password 2. Insert Login ID and Registered Email, and click Submit

@ newskiespr.airasia.com/AgentReset/

Agent login 7%.,%5[.&

LN

Password

AirAsia MyCorporate and Travel Agent Reset Password

Log in Note: For security purpose, AirAsia will send the reset password to the registered email address.
Login ID l @ I(I. AACorporate_Thrive123)
Forgot password?

Registered Email (i.
Register as an agent

aa@airasia.com)

Submit

3. You will receive an email from donotreply@airasia.com with a temporary password

4. Proceed to the login page and login using the temporary password. The page will prompt Password
Expired and you will be required to reset your password (please refer to slide 8)



https://newskiespr.airasia.com/AgentReset/
https://www.airasia.com/agent/login/en/gb
mailto:donotreply@airasia.com

Book My Flights
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Flight Search

1. Click Flights to search for flights

2. Select Origin & Destination, Travel Dates, Number of passengers (Adult/Child/Infant) and click Search

SALE SALE SALE

. % 4 s Travel Unlimited
Q Flights @ Health SNAP @ Activities Hotels @ Shop Prstaction Dasls

|
Depart date
=) To

1Adult + Multi-city Promo code




Flight Selection

3. Flight listing for the selected date and destination will appear. Select the preferred flights and click Continue

@ @EN - 2 HALIMATUN AINI
Search flights Select flights Add-ons Guest details Payment
Depart  Kuala Lumpur to Penang #
—
< Mon,06Jul Tue, 07 Jul Wed, 08 Jul Thu, 09 Jul Fri, 10 Jul Sat, 11 Jul sun 120 >
Sortby. | Etliesttime v
Return  Penang to Kuala Lumpur /
07:20 & o 0815 4 _—
o) Direct 105.36 MYR
< Thu,09ul Fri, 10 Jul sat, 11.ul Sun, 12 Jul Mon, 13 Jul Tue, 14 Jul Wed, 150u >
i 9 ;
0h 55 Direct
L10] 105.36 MyR Sortby. | Eatliesttime v
Fare Onl
2025+ o 2120 ot s ’
0h 55m @ Direct B ¥ ] i
105.36 MR B0 Ry 10536 MYR
+1 Flight arrives next day
1405 & o 1510
1hsmQ@® Direct 105.36 MR
1940 o 2045
Tham® Dt 105.36 w
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Add-Ons (Corporate Fares)

4. Corporate Lite and Corporate Full Flex is available 6.  Click Compare Bundles to find more information
at Add On page. on the fare comparisons and benefits

5. Select fare types for both sectors until green tick

Fare details

u ppea rs. Fare Only Corporate Lite Corporate Full Flex Premium Flatbed
W creckeansoumce $ $ 20k
e © %) — s v >
Search fights Select flights Add-ons Guest details Payment y . s . e
Qe by Tuneprotet? $ $ v
Add a bundle for greater savings @ Compare bundies
Datefime change $ i Uniimited * Unavailable on this fight
; - $ v
Corporate Lite Value for money Corporate Full Flex Flexibilty ¢
Sony noisecanceling $ $ $
- + Go Show (subject to seat availability) - .
iti- Xoress boarding v
i
i 20 kg baggage allowance ® s b v
& Standard seat selection & Hot and standard seat selection m sedemes ek v Y.
1 1 meal 1 1 meal 6°  Plowsdne? $ $ $
e ?aggapg'elbellay &1 hour On-time Guarantee Protection by + Go Show (subject to availabilty) v
une Protec!
15t change fee waived Unlimited change of date/time 1 Value Pack i no availabl on Py Thu outes o, from o through Thailandicia and Japan
2 - Flabed.
ﬁ! Xpress check-in ﬁ Xpress baggage delivery, boarding and check-in 3 1 hour
4.t s departure. Corporate Lie owedupto
> KULWPEN 47.70mm/§ @ > KULIoPEN 98.58me/ i @ .
o
7.onboard use nly
% PENtoKUL 47.70mm/ v @ < PENwKUL 98.58 /1 @ ¢ Ssea¥ia
Avalabe for a fee  icluded
$

* View video at the given link on how to add-on Corporate Lite / Corporate Full Flex: https://youtu.be/BBdaDK2V-KA



https://youtu.be/BBdaDK2V-KA

Add-

7. Option

Ons

a. Select Flight + Hotel Combo to
Add-on Hotel (Discount up to 55%)

Corporate Lite

Y1 1 meal

fi#- Xpress checki

> KuLtoPEN

=< PENtoKUL

b.

Add a bundle for greater savings

Value for money

1st change fee waived

n

47.70 MR/t @)

47.70mve/ ¢ @

@ compare bundies

Corporate Full Flex

1 1 meal

Q@ Baggage Delay &1 hour On-time Guarantee Protect

Tune Protect

Unlimited change of date/time

#i#- Xpress baggage delivery, boarding and check;

> KuLtoPen

=< PENoKUL

Flexibilty

98.58 Mvr/ ¢ @

98.58 v/t @

Lexis Suites Penang

PO
Flight + Hotel Combo

Curated from over 10,000 hotels, resorts and rentals to suit your budget

® We can't confirm your hotel booking if you decide to hold booking

Select Preferred Hotel and Room

H:; " e

979.88 MYR X

Flight + Hotel Combo

S Depart date Kuala Lumpur * Penang
08 Jul 2020 AK6130 | 18201915 | On S5
< Retumn date Penang

* Kuala Lumpur
10.Jul 2020 129 | 21:45-22:50

Lexis Suites Penang, Penang
o8 12 ights

, — P — S & o ioies Fare, taxes and fees
Airflia Lo Fight + Hotel 1 Guest 7988 VR
Search flights Select flights Add-ons Guest details Payment
d Journey

KUL > PEN

Add-on amount Add-ons i
0.00 MYR

§ Adun

Corporate FullFlex +

- 4 Go Show (subject to s ability) - it Gouney
@ 20kg baggage al REN (5Kt

& Standard seat selection & Hotandstandardseatselection S _—— = N B a7 vowwowisitespenang  rorwe f 0| addon amount
0.00 MYR

Total [mvR | 979.88 X ~

Included

Included

Continue

At the bottom of the page, click the

upward arrow next to the shopping
cart icon to view the Flight + Hotel

Combo details

Type and click Done s

* View video at the given link on how to purchase Flight+Hotel Add-on: https://youtu.be/2dovDNo9fM0



https://youtu.be/2dovDNo9fM0

Add-Ons

8. Toadd on the Xtra carry-on baggage or pre-book the checked in baggage.

@ Your fare includes 7 kg of cabin baggage allowance

¥ Adult 1

Xtra Carry-On

Bring a total of 14 kg cabin baggage on board with Xtra Carry-On. Carry 1 cabin baggage and 1 small bag up to 7 kg each
Pre-book Xtra Carry-On for 35.00 MYR »

Checked b

©
=N

No checked
baggage

40 kg
120.00 MYR

£ £

15 kg 20 kg

0

25kg

30.00 MYR 35.00 MYR 45.00 MYR

*

)

30 kg
70.00 MYR

Sports equipment

You may choose the
checked in baggage
allowance that you
wish to add on

*You may purchase Xtra
Carry-0n to bring
onboard one more piece
of cabin bag weighing not
more than 7kgs for a fee.

*Xtra Carry Onis only
available for outbound
flights from Bangladesh,
Cambodia, Chinag, Hong
Kong, Laos, Macau,
Malaysia, Myanmar,
Maldives, Philippines,
Singapore, Taiwan,
Vietnam, Indonesia, and
Japan.

*Xtra Carry On is limited and
only available for selected
flights. Only available in fresh
booking.



https://www.airasia.com/aa/about-us/en/gb/fees-and-charges.html
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Add-Ons

9. Select Preferred Seat at Pick A Seat 10. Select Preferred Meal at Santan Value Meal

D

== Kuala Lumpur to Penang 2= Kuala Lumpur to Penang

172 12

Adult 1
e Aduit1 @
# Seat selection is included in Corporate Full Flex. Select your preferred seat. Get treated to a meal
You can pre-book up to 2 meals per flight

i ® Your seat
* 1 mealis included in Corporate Full Flex

Other guest's seat

S A g A 1 P
< ©O6 =T @
Yl Al ” e *’ & - Uncle Chin's Chicken Rice

[ G b é & 0.00 e

‘ * E A E < 3 E *6*6 R 8 @  Your meal comes with a complimentary drink

66*6* i GGG Select your complimentary drink (0.00 MYR)

Mineral Water (Cup) -
66 ° 666
l * = *Q . E * E * ﬁ * Add another meal to your booking

666 7 666 Bukhara Chicken Biryani o
10.60 myr
e %
el - GLEabe
A A A 10 Ly o Uncle Chin's Chicken Rice
& &t LT 7 10.60 e o
&l @ Lo
<« Exit row Exit row >
o = A Chicken Teriyaki with Ri
06 " GOV e we ©

Subtotal Subtotal
0.00 myr Next flight 0.00 myr Next flight

° This booking simulation is for Corporate Full Flex hence Checked Baggage Allowance, Pick A Seat and Santal Meal is complimentary
° For Corporate Lite - Checked Baggage Allowance is chargeable upon add-on
o For Fare Only - Checked Baggage Allowance, Pick A Seat and Santal Meal is chargeable upon add-on




Contact Details

1. Complete the required Contact Details and Guest Details:

a. Email Address: Flight itinerary will be sent to this email address. The email address is preset with admin ID
holder’'s email, however it is changeable to a different email address. The email address stated here shall act as
the key to manage booking in dirasia.com

b.  Guest's Mobile Number: AirAsia shall reach passengers at this number for any flight updates i.e. flight

retime/delay

c. Fillin the passenger details in the required Guest Details
d. Important: Emergency contact number must be different from the guest’s contact number

e

Contact details

Search flights Select flights Add-ons

Agency Information

v

HALIMATUN AINI 4 CHE ABDUL HALIM

Company Name: AA DEMO CORP AC

Company fax number
0387751689

Email address
maa_distsupport@airasia.com

v

Company details for GST tax invoice  ~

Guest contact details

o Mobie phone o
7 123456666 ¥ -

Alternative phone
1234555677

® EN - 2 HALIMATUN AINI

are not identified as spam or junk.

Guest contact details

Maobile phone
e T 123456666 vt T | 1234555677
Emergency contact
Given name Family name/Sumame
Al ~ Aodulian ¥
veo Mobile phone parent
T 172344455 i aren e
Guest Details
Adult 1
Famil
Fatimah Y i i
Date of birth
vy Male <
19/07/1989 ) @) Femate P ppr— -~

* Baggage Delay & 1 hour On-time Guarantee Protection is

included in Corporate Flex

Travel protection QRIS EEEICITT

foe) * -
o L pen- koL
w3 - 2= Baggage Delay & 1 hour On-time Guarantee =<  Baggage Delay & 1 hour On-time Guarantee
. Protection Protection

0.00MvR >
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Payments

2 Halimatun aini
12. Available Payment Options:
a.  Agency Prepayment —©6 e o o
b.  Credit/Debit Card '
c. Online Banking/Direct Debit Booking details
d.  Other payment options available according to —
point-of-departure countries i.e PayPal for e o T
Australia & PayTM for India and etc. KIS Ot ST S G0 P NI
Agency Prepayment | AG Payment Sthow booking fare detalls T
AG Payment is a prepayment system that uses a
floating balance, designed as an alternative to Payment
credit/debit cards Agenoy P Agency pre-payment
e  When AG Payment method is selected, the ticket i geneyprepey el o078 MIVR
amount will be deducted from the available fund _ sa0sTamm
eqch tlme booklng is Created Credlt/%mcard 5/405.11 MYR (Estimated converted amount in orginal sector currency) Subtotal 407.88 MYR
Processing fee 0.00 MYR
Credit/Debit Card TR aorsswe
° Processing fee may be applicable for payments -
made by Credit/Debit Card* T
Online Banking [ Direct Debit
e  Processing fee may be applicable for payments
made by Direct Debit*
By clicking "Purchase’, you confirm that you understand and accept our Terms and Conditions
* Processing fee waiver is applicable for flights where the point of origin/destination is of Carriage, which address cancellation, refund and rebooking, no-show, baggage allowance
Malaysia except for international Fly-Thru flights transiting in Malaysia. endizzvel doouments: acd other polictes.
Please refer to the Malaysian Aviation Consumer Protection Code 2016 for your consumer
* For more info, please visit: rights

https://support.airasia.com/s/article/What-is-Processing-Fee-en?language=en_GB

https://www.qirasia.com/my/en/our-fares/fees-and-charges.page



https://support.airasia.com/s/article/What-is-Processing-Fee-en?language=en_GB
https://www.airasia.com/my/en/our-fares/fees-and-charges.page

Confirmation

13. Once payment is complete, the booking confirmation page will be displayed and booking confirmation email
will be sent to the email address stated in the Contact Details form.

2 Grace

v
Booking Confirmed

Payment successful. View detail

]

Booking number

PPLB8J

A confirmation email has been sent to

SNAP

FLY & STAY!

W YOU CAN'T HAVE ONE @m
WITHOUT THE OTHER.

»Managebooking = Check-in

Passengers can Manage
Booking, Download Itinerary
and Check-in here as well

$ itinerary

Purchase Add-ons

Inflight Meal Checked Baggage Pick A Seat

Travel Insurance

Enjoy delicious Pre-book now and Choose your Get protected for
meals on board save more favourite seat your trip

View all add-ons >

NEXT-DAY DELIVERY GUARANTEED OR

LA ians YniLsy
s F YOUR NEXT PURCHASE
&

Sample of flight booking

= confirmation sent via email.

0 Dear athena lemoncorpuatnorm, your booking is confirmed

Flight 1 Fri, 26 Jun 2020 1 hours 5 minutes
 07:30 Kuala Lumpur (KUL)
KUA2
9 08:35 Singapore (SIN)
© o77702 1 hours § minutes
Flight 2 Mon, 29 Jun 2020 1 hours 5 minutes
x 07:45 singapore (SIN)
Ta
9 08:50 Kuala Lumpur (KUL)
KA
© Ax700 1 hours § minutes

Alltimes shown are local time

Guests
© 77702 Corporate Lite

Ms. athena lemoncorpuatnorm
- Seat16H
« Mineral Water (350mi)
« Mineral Water (350mi)
« Uncle Chin's Chicken Rice
= Uncle Chin's Chicken Rice
- GePL
« Potato Salad + Kit Kat + Haagen Daz
« Checked baggage 30kg
- Sports equipment 25kg




Manage
My Booking




Manage My Booking

1. Click on Manage My Booking to view list of upcoming, completed and cancelled bookings

airasia

SALE SALE

SNAP @ Activities

SALE

Q Flights @ Health

Fly beyond AirAsia
via Other Airlines - Do

More than 700 airlines & 3000 destinations

Hotels @ Shop

Powered by Ki

Manage my booking

oup booking  Support @ EN/MYR ~ @ Vvick

Click 'Manage My Booking’ to
view list of bookings

Travel

Protection

Zero Credit Card Fee

= Ao
Ky

Refer to your account manager for more infomation.

*Terms & Conditions apply.

Healthier with ®n2vri
Every Bite . ’ ®
Get expert diet and f

nutrition advice from o

registered dietitians. !

Naluri Food Journal
airasia super app just got healthier, with Al-
assisted meal logs

COVID-19 Information Next sale on 1st April

For latest update & safety information Stay tuned!

airasia Chat
For Everyone

It's easy to connect with Chat

Chat and connect!
Explore the latest Chat feature and get
connected seamlessly. Try it now.
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Manage My Booking

2. You may select My Bookings or My Agency Bookings

Manage bookings Q
y Agency Bookings = Booking Status: All v = Sort: Depart Date v

My Agency Bookings: Select this option to
msalaiod flight details A view bookings made by all users within
the same corporate account.

MR Test TEst

Reference number
YT6S3L Only Admin-All-Access IDs can view all
bookings.

4 KULPEN

Departure: 17 Sep 2020 « Return: 20 Sep 2020

07:15 08:10

KuL PEN Non stop ight details
mo 15;13 hom  Nonstop  View flight details - - - -
L] My Bookings: Select this option to view
your own bookings
MR tester adu test Upcoming Flight details A
4 KUL—SIN Reference number
Departure: 21 May 2021 S99ENX

lLds 1500 Th15m Non stop Manage Add-ons Check-in >

KUL SIN
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Manage My Booking

3. You may search for a booking by inserting booking details in the search box. You may also sort the booking
list by selecting Booking Status and Depart Date

You may search the booking by keying in
Manage bookings ( g the booking number, location and
passenger’'s name
My Bookings My Agency Bookings = Booking Status: All I_—_ Sort: Depart Date v !

MR Test TEst Completed Flight details A

ference number

4 KUL = PEN
Departure: 17 Sep 2020 + Return: 20 Sep 2020 You may sort by ‘Booking Status’ or ‘Depart
Date’ to retrieve upcoming/completed or
Ol %en ssm  Nonsop  View flight details cancelled bookings
1410 1515 hsm  Nonsop  View flight details
MR tester adu test Upcoming H\g%e(ails A Booking status can be viewed
here, whether it is ‘Completed’,
+ KUL — SIN Reference number ’Upcoming’ or ‘Cancelled’
Departure: 21 May 2021 SggENX
14> 1500 Th15m Non stop Manage Add-ons Check-in >

KUL SIN




S— a
Manage My Booking

4. Once the list of bookings appear and you have identified the booking that you would like to manage, you
may click Flight Details

5. If the booking is a two-way ticket, you may select which sector you would like to manage and click the arrow
sign > to View Itinerary, Manage Guests, Change Flight and Cancel Flight

Manage bookings Q
My Bookings My Agency Bookings = Booking Status: Upcoming v = Sort: Depart Date v,
MR corp test nav rollback Upcomin
+ KUL — PEN Reference number
Departure: 18 Aug 2021 IVSBNV
%?:25 07;,%% 1h Om Non stop Manage Add-ons Check-in >
View Itinerary Click here to manage
booking further i.e. View
Manage guests (; Itinerary, Manage Guests,
< 1 > — Change Flight and Cancel
SRS Flight
Cancel flight




Manage My Booking

6. Toview the itinerary of the selected booking

a.
b.

Select View Itinerary

The itinerary will be downloaded automatically.

bge Add-ons

bge Add-ons

Completed Flight details v

Reference number

YT6S3L

Upcoming Flight details ~

Reference number

S99ENX

Check-in

View Itinerary

Upcom Manage guests

Change flight

ser

cancel flight !

Check-in >

Cancelled Flight details v

Reference number

T5UIVT

Click 'View Itinerary’

Booking no. Booking date

Travel itinerary

Travel During Conditional or y
(CMCO/RMCO) Period

A For essential travel during the CMCO/RMCO period, you need a valid approval from
Polis Diraja Malaysia (PDRM) before departure. You must comply with the entry
requirements set by certain states.

Control Order

Flight 1 sat, 05 Jun 2021 2 hours 5 minutes
A 17:55 Miri (MYY)
@ 20:00 Kuala Lumpur (KUL)
KUAZ
© Aks6ss 2 hours 5 minutes

All times shown are local time

Guests

© Aksess Premium Flex

« Chicken Teriyaki with Rice
« GoCorporate

« Value Pack Insurance (except D flights)
« Checked baggage 20kg

SCAN TO PRE-DOWNLOAD OUR
shop E-CATALOGUE BEFORE YOUR FLIGHT!

airasia

to browze for molz, mer auty-free tems

o et
Santan I 9 Merchandise & Duty Free catologue

Country travel restrictions during the COVID-19 pandemic

Local travel restrictions:

We encourage you to be aware of the entry and health requirements of the countries you're travelling from
and to:

Malaysia




Manage My Booking

7. To manage guest’s details i.e Insert BIG ID and Update Contact Details

cpoo

Select Manage Guests
Update the email address that's registered to the passenger’s BIG ID
Update company details for tax invoice purposed (if necessary)
Update emergency contact (if necessary)

Q

us: All -~ = Sort: Depart Date v

Completed Flight details v

Reference number

I Click ‘Manage Guests’

Upcping Flight details A~

Reference number

S99ENX

bge Add-ons Check-in

Ve

Change flight Lop

Cancel flight !

bge Add-ons Check-in >

Guest Details

A Chatwith AVAIf you wantto correct your name or date of bith.

Adult1
First name Lastname
MOHD RAZALIE RAFFAE
Update the email address
Date of birth

that's registered to the
passenger’s BIG ID

2610611976

o®

Eam BIG Points with this booking BIG

et

Member account of tis REWARDS

Enter the email that's registered under thoB#
Quest

Email address

Contact Details

First name. Last nax
Lee Lee Peh

Email address Mobile phone
) o1 -
haltravel.malaysia@bcdtravel.com. =+ 60

(O 1 doritwant to receive future communication and newslette from your company and partners

Add company details for tax invoice purposes -
Company
Address
Country/Region State

city Postal Code

Add my emergency contact .

First name Last name

Relationship

Other B0 -




Manage My Booking

8. Tochange travel date, select Change Flight

Identify the flight sector that you wish to change, tick the box and proceed with Change Selected Flight

a.
b. Take note that changing of flight date/time will result in the cancellation of travel protection plan (if any)
Q OUPPUTT ]
us: Al ~ = Sort: Depart Date ~
; Choose the new Tick the box to
Completed Flight details ~ Change flights travel date change flight
Booking Number: IZBQTS

Reference ber

YT6S3L

Here you will find information regarding the flights that are currefitly found on your itinerary, as well as changes that you have indicated you want to make.

Upcoming Flight details ~

Reference number D t FI. ht
S99ENX 2= DepartFlg
Kuala Lumpur International Airport 2 (klia2) (KUL) Soekarno Hatta International Airport (T2) (CGK)
bge Add-ons Check-in >
06 May, 2021 | 10:40 (AM) 06 May, 2021 | 11:35 (AM)
View ltinerary .
Click v Once done, click
‘Change Flight’ Change depart flight date: Change Selected Flight
— 06/05/2021 &

cancel flight !

bge Add-ons Check-in >
lunderstand that changing the date/time of my flight will result in the cancellation of my travel protection plan. Change selected flights

Cancelled Flight details v \

'PT'SUIVTU Make sure to click the travel
protection box as well
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Manage My Booking

9. Select the preferred flight on the new date and click Continue to proceed

DDDDDD
18/05/2021 \m
>~ Depart Fligh
& Yourc ™
10:40 n:35 - 0o
KuL cak
zzzzzzzzzzz
e 1515;5 MVRISO2.00 Selected

MYR 80.00 =
Continue
Paid: 92260 ~
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Manage My Booking

10. Continue to Add-ons page for any additional purchases of meals/baggage/seats
1. Once done, total additional cost will appear and you may proceed to select Confirm Changes which will
direct you to payment page

M Some add-ons like seats and meals are not available on this flight. Kindly check and select your new add-ons.

Checked baggage >

® Your fare includes 1 small carry-on bag allowance with a maximum weight of 7 kg
KUL - CGK

= 30kgx2

Seat >

== KUL-CGK

Santan Value Meal >
Hot meals are available only if you've pre-booked them at least 24 hours before departure time.
n———— CI|cI.< Conflrm Chgnges
for final confirmation

0 selections made

Total additional cost
that needs payment \

Travel protection >

@G -6

.

Total [MYR -] 64.20

Confirm changes
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Manage My Booking

12. To Manage Add-ons

a. Tochange of meal, seat selection or increase checked baggage allowance without changing travel
date, select Manage Add-on

b. Once selected, you can manage your add-on. Total additional cost will appear (if any)and you may
proceed to Confirm Changes that will direct you to payment page

Some add-ons like seats and meals are not available on this flight. Kindly check and select your new add-ons.

Manage bookings Q
My Bookings My Agency Bookings = Booking Status: Upcoming v = Sort: Depart Date v Checked baggage >
@ Your fare includes 1 small carry-on bag allowance with a maximum weight of 7 kg
MR JOHN ANAK JAWI Upcomin, g Flight details A > [(:]Jt— cek
- g
4 MYY - KUL Filatat i Click ‘Confirm Changes’ for
Departure: 05 Jun 202 X9HH2U Seat final confirmation
. > kuL-cok
o 2000 2h5m Non stop Manage Add-ons Check-in >

Santan Value Meal >

Hot meals are available only if you've pre-booked them at least 24 hours before departure time.

>~  KUL-CGK
= o

made

Total additional
cost that needs
Travel protection poyment. >

ewre

Total [MYR -] 64.20

Confirm changes




Manage
Agency Profile
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Manage Agency Profile

1. Go to Profile Name

2. Select Manage Agency Profile

airGSia Manage my booking  Group booking  Support @ EN/MYR ~

AG Balance 366.58 MYR

SALE SALE Enroll an agent

. x Travel .
@ Flights @ Health SNAP Hotels 0 Shop i N I Mansge agenicy profle I

Agent Management

Fly beyond AirAsia .
via Other Airlines . S

More than 700 airlines & 3000 destinations =

Powered by Kiwi.com

Sales Report

Logout

*Terms & Conditions apply. Refer to your account manager for more infomation.
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Manage Agency Profile

3. In Manage Agency Profile, you will be able to check the Available AG Credit Balance, a unique SCB Virtual
Account Number and View Transaction of the day

4.  You will be able to Update Contact Details such as office address and contact numbers

5.  Once done, you may proceed to click Update Agency Profile

You may only update Contact
Details i.e. Office Address and

~ ai'.as,'a SoptBeydes Telephone Numbers on this
page.
Primary contact
To update Primary Contact
Home > Manage agency profile - - - MR v Details i.e. Name and Email -
" 1 View Transaction will show I an official letter is required
anage agency profile the transaction made for the DISTRIBUTION TEAM from the organization
day (begin from 0000-2359
Emai
Organization details hours of the same day only) maa_distsupport@airasia.com
Address line 1
Organization code CORPORATE HCC TERMINAL KCLIA
Type of organization Third Party j;p’a.: oo e
Name of organization AA DEMO CORP AC o~ Bnoods
Tokyo [Tokyo] v
Credit balance 376.58 MYR e s

- View Transactions
Office phone number
0328282828

How to pay with Jomf  Your latest AG Prepayment

(Malaysia) account balance is shown here _

* Change of Company Name & Primary Contact/Administrator Details can only be done by contacting AirAsia Distribution Support Team
, as official request letter is required from the Company.



mailto:maa_distsupport@airasia.com
https://docs.google.com/document/d/1hSS_05eDBXCV8VrOkuoEk7TdBbh45MuBb8Vp4kdFkIw/edit?usp=sharing

Standard Chartered Bank
Virtual Account Number
(SCBVAN)
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Standard Chartered Bank Virtual Account
Number (SCBVAN)

SCB VAN is required for AG Prepayment account top up

AG Prepayment Benefits:
e Zero processing fee for all flight ticket purchases
e Prepaid account for easy budget management
e AG prepayment account Report & Transaction Details
e Can be used for group booking, add-ons and flight changes

*Applicable for Malaysia registered corporate accounts only
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Standard Chartered Bank Virtual Account
Number (SCBVAN)

1. Standard Chartered Bank Virtual Account Number (SCB VAN) is a virtual account number assigned to each
corporate account

The SCB VAN is unique for each corporate account

The SCB VAN details can only be viewed by Admin ID holders via Manage Agency Profile

AG fund top up using the unique SCBVAN will allow automated top up without needing to submit the manual AG top
up form to AirAsia Finance team

Once SCB VAN's fund transfer is successful, the new AG credit balance will be reflected at Manage Agency Profile
Transfers performed on weekends [ Public Holidays will only be reflected in the account on the next working day

PWN

o o

Manage agency profile

Organization details

Organization code CORPORATE
Type of organization Third Party
Name of organization AA DEMO CORP AC
Credit balance 376.58 MYR
P ( SCB virt.ucl account for
[ top up is shown here

,'7.:] How to pay with JomPAY
(Malaysia)
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How To Perform AG Top Up Via (SCBVAN)

1. Go to your respective bank’s website and perform fund transfer (sample below is using CIMB Clicks)
2. Click Pay & Transfer and then Transfer Money
3. Kindly select Normal Transfer. Please note that Instant Transfer does not work on SCB VAN at this moment
4. Wrong selection of transfer mode may caused unnecessary delay in the top-up process
Gidiindotiinal ey FCCA Funds Transfer [ i R Click Normal Transfer.
B Ciewmene Instant Transfer is N/A
0 TopUp ¢ PayBilis * Foreign Telegraphic Transfer ok bace
/. Apply & Invest *  JomPAY * MoneyGram AwAsia Optional
* Pay Loans & Cards * SpeedSend Fumds Transter -
i Rewards
EPF/KWSP Transfer
& Services n ves
© From

* Transaction History * Manage Favourites
% Handy Tips

¢ Scheduled Transactions Direct Debi

© Amount and When

Transfer Money

MYR 1.00
Wt Dustiow you ¢an send DxRaya 60 your Kved Gows usng thee mobe number! Lean Mate
02)ut 2019 -
0T
N A X © Transaction Instruction
Q 772340000 Insert VAN here (10 Digits) [ From Agent A
om Agent “AlF
» Q
s e Click Other Banks O el
Via 3MS (MR 020 per 5o
CIME BANK AN

Via Emait

ql&mnﬁ CHARTERED BANK MALAYSIA BERMAD Sebct SCB
ick Here to P ==
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FAQs on SCBVAN

Q: Can | continue to use Manual Top Up?
A: You are required to top up via SCB VAN as we have ceased to process manual AG top up. However, should you are facing any
difficulties to perform top up using SCB VAN, do reach out to us for assistance.

Q: Does SCB Van Top Up require TAC?
A: Yes, TAC will be sent to registered mobile number as per the normal fund transfer process.

Q: Canl continue to use JomPay?
A:Yes.

Q: Can | top up via credit card?
A: SCB VAN is not available for top up with credit card until further notice.

Q: Can | top up with any currency?
A: SCB VAN can only be topped up with Malaysian Ringgit (MYR) until further notice.

Q: Which countries can perform SCB VAN?
A: SCB VAN is currently open for registered corporate organizations in Malaysia only.

Q: What is SCB VAN's fund transfer method?
A: SCB VAN uses Normal Transfer (IBG). Instant Transfer is not supported at the moment.

Q: Can | use cheque to bank in at SCB using VAN?
A: Payment using Cheque bank in is not accepted until further notice. Payment via cheque bank-in will need to be processed
manually.

Q: What is the minimum and maximum amount to top up?
A: Minimum is MYR 0.10 per transaction, while maximum is MYR1 Mil per transaction.

Kindly contact your respective sales representative for more information.




Enroll An Agent




Enroll An Agent

1. Go to Profile Name

2.  Select Enroll an Agent

e HALIMATUN AINI

a,.'.as,.a Manage my booking  Group booking  Support @ EN/MYR ~

AG Balance 366.58 MYR
. x Travel §
Q Flights @ Health SNAP Hotels @ Shop st N Manage agency profile

Agent Management

Fly beyond AirAsia & Fi
via Other Airlines - e -

More than 700 airlines & 3000 destinations e,

-:I, "
Powered by Kiw

*Terms & Conditions apply. Refer to your account manager for more infomation
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Enroll An Agent

3. Fillup the required agent details to create a sub-ID and set the password accordingly

4. Itis compulsory to select the Agent Status and Agent Role upon new sub-ID creation.*

Enroll agent

Oroenization co e . Fill in the sub-ID details
= and set the Password

LCC TERMINAL KLIA

64000

* Only the Account Administrator or Admin ID holders can create
new sub-IDs and set the Agent Roles

* For sub-1Ds which have already been created but need to
here - change Agent Role, kindly proceed to Agent Management

Q Agent Role
Acemi-att ancees ()
NomaL e st Acs (Tas)

NORMAL USER (TAIL)




Agent
Management
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Agent Management

1. Go to Profile Name

2. Select Agent Management

ai"as,.a Manage my booking  Group booking  Support @ EN/MYR ~

AG Balance 366.58 MYR

SALE SALE Enroll an agent

@ Flights @ Health m SNAP Hotels @ Shop Trvdl Manage agency profile

Protection

Fly beyond AirAsia . X X p—

via Other Airlines - ™+

More than 700 airlines & 3000 destinations oo, R

LX)

*Terms & Conditions apply.

Refer to your account manager for more infomation
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Agent Management

3. Youmay view the Agent Name, Agent ID, Role and Status of the agent from the list. Click on the ID that you
wish to manage

4. You may search for an ID by inserting the ID in the search box. You may also sort the ID list by Agent Status:
All, Active, Pending, Suspended and Terminated

Home > Agent management
Search by keying in the ID ’__a
Agent status Agent management Q Enroll Agent
415 agents available
O A
AcHivs Agent name Agent ID 7 Role 7 Status
Pending]
WONG MEI INN CORPORATE TAl Terminated
=
GBS TEST3 GBS_TEST3 CcJP2 Terminated
TEst Testa Travelagent_O1 GC1 Terminated
To sort IDs via Agent
Status: adrian CORPORATE _adrian COTH Terminated
. Active
. DAVID TANG CORPORATE_DAVID GCIL Terminated
. Terminated
.
Susp.ended Ivan Ku CORPORATE _IlvanKu GC1 Terminated
. Pending
wanruedee tuarop CORPORATE_jib CTH1 Terminated
IAA CORPORATE CORPORATE_IAA GCI1G Terminated
Rayner Teo CORPORATE _RAYNER TA1 Terminated
GBS TEST GBS_TEST1 CTH2 Terminated
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Agent Management

5. Once the intended ID has been selected, you may perform changes to the ID’s Agent Status and Agent Role

Home > Agent management > Agent details

WONG MEI INN

Agent details

Organization code CORPORATE
SRR * The system will auto terminate IDs which has been inactive
for the past 90 days. For such cases, an Admin ID holder may
proceed to reactivate the terminated IDs by following these
given steps.
comactdeis * Should the Admin All Access ID is auto terminated due to
BiimBnyicontact inactivity, kindly reach out to AirAsia Distribution Support team
at maa_distsupport@airasia.com to reactivate the ID.
WONG MEI INN
maa_corpgroup@airasia.com 0386604273

Agent status

Click the drop-down button
v & to manage the Agent Status
and Agent Role

Agent status
Terminated



mailto:maa_distsupport@airasia.com

—— o
Agent Management

Sub-ID Management and Role Access

Functions Admin-All Access Normal User with AG Normal User

(ec1) (eCi16) (ecClL)

Manage Agency Profile*

Extracting AG Report

Extracting Sales Report

Payment via AG Payment

Payment via Credit and Debit
Card and Direct Debit

View bookings made by all users

Allowed to view own user details

ANANE NI NENENEN
NO\\N000
\0\0000

* Change of Company Name & Primary Contact/Administrator Details can only be done by contacting AirAsia Distribution Support Team
, as official request letter is required from the Company.



mailto:maa_distsupport@airasia.com
https://docs.google.com/document/d/1hSS_05eDBXCV8VrOkuoEk7TdBbh45MuBb8Vp4kdFkIw/edit?usp=sharing

AG & Sales Report
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AG & Sales Report

1. The corporate portal allows AG & Sales Report extraction. The reports can be extracted by an Admin All
Access (GC1) user IDs only

2. Goto Profile Name

3. Select AG Report or Sales Report

a,"oasia Manage my booking  Group booking  Support @ EN/MYR ~

AG Balance 366.58 MYR

Enroll an agent

Travel
Hotels @ Shop Pretection Manage agency profile

Agent Management

Fly beyond AirASia Q Fliy AG Report
via Other Airlines \/

Logout

More than 700 airlines & 3000 destinations e

Powered by Kiwi.com

*Terms & Conditions apply. Refer to your account manager for more infomation.
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AG & Sales Report

4.  Select the required report date
5. Click Download Report

6. The data will be updated on a daily basis (T-1
day) i.e. If the extraction date is on'1 May 202],
the latest available data will be up until 30
April 2021

7. The maximum period of report date would
be 31 days. i.e. If you require sales report from
1 March to 30 April 2021, you will need to
extract 2 reports:
a. 1to 31 March 2021
b. 1to 30 April 2021

Download Sales Report

Select required date and download Sales Report as .csv file:

8. You may extract AG and Sales Report for last
3 months from the extraction date. If you i S
require reports more than 3 months prior to
the extraction date, please contact AirAsia
Sales Representative for assistance

9.  View videos at the given link on how to
extract:

a.  Sales Report:
https://youtu.be/TwVV39YIKXk

b. AG Report:
https://youtu.be/zbD4Jhnndz0



https://youtu.be/TwVV39YlKXk
https://youtu.be/zbD4Jhnndz0

AG & Sales Report

Sample of AG and Sales Report

AG Report May 1- May 31 +¢ @ saved to Drive M
File Edit View Insert Format Data Tools Add-ons Help Lastedit was seconds ago
o~ ® T 100% v $§ % .0 00 123v Al v~ 0 v B ISA & H Eviv 2y o @B WY
B6 -
A B c D E F G H I J K L M N o
CurrencyCi ACAmount available Account D T Date AccountTransactionType Reference CurrencyCode Amount ForeignCurrencyCode ForeignAmount Note CreatedUserCode
2 20312611 AIRASIA TRAVEL SB MYR 50800 50432.4 79794940 2021-05-04 8:00:16 CreditAccountDebitForPayment Z6DBFD MYR -1670.72 MYR -1670.72 Funds Used: Z6DBFD 20300000_ADMIN
3 20312611 AIRASIA TRAVEL SB MYR 50800 50432.4 79798195 2021-05-04 16:04:26 Balance MYR -50432.4 MYR -50432.4 Credit Account - Statement Date: 5/4/2021 3:59:59 PM JobScheduler
4 20312611 AIRASIA TRAVEL SB MYR 50800 49501.68 79895663 2021-05-18 3:22:25 CreditAccountDebitForPayment E86WIH MYR -930.72 MYR -930.72 Funds Used: EB6W9H 20312611 _ADMIN
5 20312611 AIRASIA TRAVEL SB MYR 50800 49501.68 79901769 2021-05-18 16:04:23 Balance MYR -49501.68 MYR -49501.68 Credit Account - Statement Date: 5/18/2021 3:59:59 PM JobScheduler
6 20312611 AIRASIA TRAVEL SB MYR 50800 51543.4 79920161 2021-05-21 6:08:52 CreditAccountPayment 20312611 MYR 371 MYR 371 MAA BSP 210502 (03-MAY-2021 to 09-MAY-2021) ADM MARCH2021 1025968
7 20312611 AIRASIA TRAVEL SB MYR 50800 51543.4 79920308 2021-05-21 6:16:24 CreditAccountPayment 20312611 MYR 1670.72 MYR 1670.72 MAA BSP 210502 (03-MAY-2021 to 09-MAY-2021) 1025968
8 20312611 AIRASIA TRAVEL SB MYR 50800 51543.4 79926122 2021-05-21 16:03:57 Balance MYR -51543.4 MYR -51543.4 Credit Account - Statement Date: 5/21/2021 3:59:59 PM JobScheduler
9 20312611 AIRASIA TRAVEL SB MYR 50800 51212.4 79959228 2021-05-26 3:24:09 CreditAccountDebitForPayment VBCMFK MYR -331 MYR -331 Funds Used: VBCMFK 20300000_ADMIN
10 20312611 AIRASIA TRAVEL SB MYR 50800 51212.4 79964421 2021-05-26 16:04:03 Balance MYR -51212.4 MYR -51212.4 Credit Account - Statement Date: 5/26/2021 3:59:59 PM JobScheduler
Sales Report May 1-May 31 ¥ B &
File Edit View Insert Format Data Tools Add-ons Help Lastedit was seconds ago
~ o~ ® P O100% v $ % .0 .00 123 Aral ~ 10 ~ B I SA & H viv|sv Yy o @B MW Y~ I
27 -
A [ c o £ F G H I J K L M N o P Q
1 RecordLocator AgentName EmailAddress BookingDate Carrier Dep Date BookingStatus TotalPax TotalSeat O ionCode O izati Currency TotalAmount convertedCurrency Converted_Amount
2 Z6DBFD 20300000_ADMIN info@cattravel.com.my 2021-05-04 8:00:16 AK  2021-05-22 8:10:00 KULMYY ALI BIN ABU Confirmed 1 1 20300000 AIRASIA TRAVEL SB MYR 1670.72 MYR 1670.72
3 E86W9H  20300000_ADMIN info@cattravel.com.my 2021-05-18 3:22:23 AK 2021-05-18 23:15:00 KULLBU CHONG KOK MIN Confirmed & 1 20300000 AIRASIA TRAVEL SB MYR 930.72 MYR 930.72
4 VBCMFK  20300000_ADMIN info@cattravel.com.my 2021-05-26 3:24:09 AK  2021-06-01 5:15:00 MYYKCH SIVA SUNDARAM Confirmed 1 1 20300000 AIRASIA TRAVEL SB MYR 331 MYR 331
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Log Out

1. Kindly ensure to Log Out if you do not wish to continue using the corporate portal
2. Go to Profile Name

3. Click Logout

a,"oasia Manage my booking  Group booking  Support @ EN/MYR ~

AG Balance 366.58 MYR

SALE SALE Enroll an agent

. X Travel 3
@ Flights @ Health SNAP Hotels @ Shop Pretection Manage agency profile

Agent Management

Fly beyond AirAsia L oo
VIa Other Airlines X ‘ Zero Credit Ca -i:]e::epm

More than 700 airlines & 3000 destinations e e

Powered by Kiwi.

*Terms & Conditions apply. Refer to your account manager for more infomation.




Dedicated Support
& Chat with AVA




Dedicated Support

Contact

Scopes

Telephone No.

Email Address

Client Support

Ticketing matters: Uncheck-in, Name correction, Manage My booking,
Airport tax refund request for No-Show ticket, etc.

Operating hours: Everyday, 9 a.m.to 6 p.m.

For after-hours support, kindly go to airasia.com (AVA B2B & LIVE CHAT)

603 8660 0010

clientsupport@airasia.com;
CC to maa_corpsales@airasia.com

Account related matters: Administrator's contact details update, reset

Number, AG transaction queries and finance related matters

Distribution password, sub-ID, MyCorporate portal and system. N/A maa_distsupport@airasia.com;
Support Account Update Request - Template - https://air.asia/JCt8B CC to maa_corpsales@airasia.com
For Password Reset request - https://newskiespr.airasia.com/AgentReset/
*IMPORTANT*
Corporate Sales | . - . A N

(Malaysia) Kindly copy maa_ corpsales @dirasia.com for all email communication N/A maa_corpsales@airasia.com

with AirAsia
. For AG Top-Up manual form submission, AG account’s SCB Virtual Account ss_finance_topup@airasia.com;
Finance GSS p~Up N/A gss— -topup@

CC to maa_corpsales@airasia.com

Group Booking

Travel bookers are encouraged to use ‘Group Booking System @GBS’
available in MyCorporate portal. GBS system would be able to generate an
automated group booking quotation.

However, should the travel bookers need further assistance in regards to
group booking request or post-GBS support, kindly contact Group Desk
team.

603 8660 0008

maa_groupdesk@airasia.com;
CC to maa_corpsales@airasia.com

Official working hours for Malaysia Sales team is Monday to Friday, 9am - 6pm(+8GMT), except on Federal Territory and Malaysia National public holidays.
Thank you.



https://air.asia/JCt8B
mailto:gss_finance_topup@airasia.com

——
AVA B2B - AirAsia Virtual Alistar
1. For quicker response*, MyCorporate users may seek for assistance via AVA B2B

2. AVA B2B is available 24 hours daily to assist you with any enquiries, or to direct you to the rightful team to
assist you further should the issue is more complex

3. To getaccess to AVA B2B, login to your corporate account and find for the AVA B2B icon in page

a""as,'a Manage my booking ~ Group booking  Support ® EN/MYR ~ @ HALIMATUN AINI
@ e Qe @ owr rose Q) s Foacion e * Effective Ist March 2021, the Client
. 9 Support team will provide assistance
£ Fiishs . )
F!y beyond .A'.rAsm N = from 9am to 6pm MY time (GMT+8) daily.
X'qhofol:e_r A;’;!)L?ff ” et Outside of the mentioned operational
ore than airlines estinations ot

.- .- hours, you may reach out to AVA B2B for

immediate support.

*Terms & Conditions apply.

Travel & Promotions

airasia @) naluri
NALURI FOOD JOURNAL

Naluri Food Journal

Stay & Dine from RMI9O Meet Aozora Kurumi
P just got healthier. with Al- e equi

her debut stream on YouTube on 8 Ma
2021 3t 8pm (GMT +8).

Click the AVA B2B icon in the

Get Free RM30 o L.
BIEOIR o vro oty it e ( page to initiate the chat
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AVA B2B - AirAsia Virtual Allstar .

4. Once you have clicked the AVA B2B icon, you will be directed to a chat box with a list of common keywords
that are relatable to AirAsia products and service

5. You may click on any keywords or type in your inquiries in a short and simple sentence/keywords when
interacting with AVA B2B

Click on the available keywords to
prompt a list of relatable topics; or type
in the inquiry in short sentence or
keyword.

Example: Missing Baggage, Pregnancy
Policy, Dangerous Goods etc.

I'm AVA, AirAsia Virtual Allstar

Here to help our travel partners
with their bookings and general
enquiries!

Try me by asking your questions,
keeping it short and sweet & or
select a topic below:

(Aers\a India (15 Flight) bookmgsj [c(mm 9 Flight cnangesj

[e«;okmg Changes ) ( Government Booking j ( Flight Status ) ( Feedbackj

[ Move Flight ) ( Credit in AG account ] [ Travel Notices 4 j

[Type a message...
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Booking Changes

Just click the AVA B2B widget at the bottom right corner of the page and choose
Booking Changes

e Add Infant
e  Child Ticket
e Change of Guest Details
o Name Amendment/Change (ensure all payment is completed)
m Given Name, Fomily/Surnome, Swap Given and Family Name/Surname
m  Given Name and Family Name/Surname, Add/Remove part of the name
o  Date of Birth Amendment
o  Gender Amendment
o  Passport details amendment
e Purchase/Change of add-ons (General FAQ and advice to purchase via Corporate Portal)
o Baggage
o Meals
o  Pick A Seat
o  Sports Equipment
e Flight Change
Wheelchair service (General FAQ and advice to purchase via Corporate Portal)

We appreciate if you can
prepare the documents &
details needed for your request
before chatting with us




Notes on AVA B2B

Pw

We appreciate if you can
prepare the details needed to
make any changes before
chatting with us

PNR, Departure city, new
preferred date & time, 2nd
preferred date & time just in
case the initial requested flight i

Example of details:

fully booked

AVA is a bot and is available 24/7. She validates the information that we provide to her. Please ensure to enter
the details as per AVA's request.
AVA is unable to read symbols in the Last Name & First Name, hence no symbols (/,@) are allowed. Please
ensure to enter the names as per booking to pass the verification.

Failed Verification

Pass Verification

Last Name

First Name

Last Name

First Name

FRED/FELLYSIA

FELLYSIA/FRED

FRED

FELLYSIA

To provide flight date as dd-mm-yyyy. Example: 25th September 2021 is 25-09-2021.
AVA is able to move flight for 1 PNR at a time. In case you have a connecting flight, we would suggest for you
to check the flight availability via AirAsia website and perform move flight again on AVA for the 2nd PNR.
For Refund requests, please ensure to select the topic according to the flight interruption notification that we
have sent to you. For example, if the flight is affected by reschedule, please select Flight Reschedule instead
of Flight Cancellation.
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Flight Interruption Notice

No special characters eg: - #_ We will

| use your mobile number if we need to
contact you regarding your booking or
flight.

Mobile phone Alternative phone

+0 MEN12345123 V| | +60 v 198748747

Please ensure to insert the correct contact number following the correct format to avoid any
inconvenience in getting SMS notifications for flight interruptions.




Move Flight via AVA

e Move Flight for1Sector Only
e Move Flight for Both Sectors




Move Flight for 1 Sector Only

I'm AVA, AirAsia Virtual Allstar
&

Here to help our travel partners
with their bookings and general
enquiries!

Try me by asking your questions,
keeping it short and sweet @
o or select a topic below:

IType a message...

Change Settings  Privacy

Move Flight

o

Move Flight i

AirAsia is offering its guests
impacted by flight disruptions
the flexibility to move their flight
up until 30th September 2021.

Please make sure to check in
advance whether the flight
schedule you want to choose is
available.

Please select one of the options
° below to get started.

Move Flight

Please enter your booking
number/PNR (In your itinerary)

Hint: It's under the 'Booking
Number' column on your

° itinerary
BIGKUY

TQ! And now your family
name/surname as the exact
o details made in the booking

AHMAD SHAHRUDIN

And, the guests given

hype a message... 0

Change S

And, the guests given X
name/first name (as per

° booking).

NURZATUL EFFA
Can | have the departure city of
your booking too?
© G KL Kuala Lumpur, KLIA2
BKI

Alright, here are the options that
you can choose. Remember, you
can only choose ONE by typing
in1,2

° 1. Move Flight

Do you have a connecting
flight? If Yes, type Y, and No,
type N

Your connecting flight could be

the flight before or after the

flight that you'd like to submit
° the request for.

|Type amessage... o

Change Settings  Privacy

Start with selecting Move Flight from the
options provided

Select Move Flight again from the list and
provide PNR, followed by Last Name. Please
ensure the names inserted as per booking.
No symbols (/@) allowed.

Next, provide First Name, departure city
(airport code is fine eg: PEN,KCH, KUL), enter
1 for Move Flight and type N if you don’t have
connecting flight.




Move Flight for 1 Sector Only

Do you want to move the flights
for all the guest(s) in the
booking?
Y -if you agree, N- for only

° selected guests

Choose the flight you want to
move. Type in 1 or 2 or, 3 for all
of the flights

1.PEN-BKI

Your flight(s) not listed above?

o Type in "9"

You can move your flight until
30-09-2021 forPEN-BKI

Can you provide me the new
date in the following format:
DD-MM-YYYY.
Please include the dash symbol
(-) as well.

@ G 25012020

Got it! | found you 2 from PEN-

hy;)a a message

Got it! | found you 2 from PEN- X

BKl on 30-09-2021.

Flights are arranged by
departure time. Please pick the
flight of your choice.

1. Morning (4:00AM to 12:00PM)
(2 flights)

Please select the part of day by
o telling me 1,2,3,0r 4.

These are the flights available:

1. AK 5326 (PEN-BKI)
Date & TimeQ

&3 30/09/2021 07:00
B 30/09/2021 09:50

2. AK 5322 (PEN-BKI)
Date & TimeQ

& 30/09/2021 10:10
B 30/09/2021 13:00

Please select the flight by telling

Q met23ora

Refare nraceadina further can

hyne a message.

Change Settings  Privacy

Before proceeding further, can
you re-confirm the new flight
details that you have selected.

PNR: BTGKUY

Departure:

Flight Route: PEN-BKI

New Departure Date & Time:
30/09/2021 10:10

New Arrival Date &Time:
30/09/2021 13:00

Type in "Y" to continue
o Type in "N" to cancel the request

Hang in there, making the
change for you now.

Okay, changes done! You will
receive your itinerary via the
email address used in your initial
booking.

Kindly take note that if your new
flight is between another 24
hours to 3 hours, we will try our
best to cater the original meal
you have selected or else, a meal
replacement will be served

o onboard as an alternative.

hyne a message.

Type Y if you want to move all guests in the
booking, select the sector that you wish to
move & provide the date. Please ensure date
format is as indicated by AVA eg: 25-09-2021

Select your preferred time of departure and
AVA will provide the available flights.

Select your preferred flight and AVA will
request confirmation for the flight you have
selected. Type Y to continue and DONE! AVA
will send the revised itinerary to you.




Move Flight for Both Sectors

I'm AVA, AirAsia Virtual Allstar
&

Here to help our travel partners
with their bookings and general
enquiries!

Try me by asking your questions,
keeping it short and sweet @
° or select a topic below:

hype amessage...

Change Settings ~ Privacy

Move Flight

o

AirAsia is offering its guests X

impacted by flight disruptions
the flexibility to move their flight
up until 30th September 2021.

Please make sure to check in
advance whether the flight
schedule you want to choose is
available.

Please select one of the options
° below to get started.

Move Flight

Please enter your booking
number/PNR (In your itinerary)

Hint: It's under the 'Booking
Number' column on your

° itinerary
C311P)

TQ! And now your family
name/surname as the exact
° details made in the booking

FRED

And, the guests given
name/first name (as per

° booking).

hype amessage... o

Change Settings  Privacy

And, the guests given X
name/first name (as per

° booking).

Can | have the departure city of
your booking too?

© G KL Kuala Lumpur, KLIA2
kch

Alright, here are the options that
you can choose. Remember, you
can only choose ONE by typing
in1,2

o 1. Move Flight

Do you have a connecting

flight? If Yes, type Y, and No ,

type N

Your connecting flight could be

the flight before or after the

flight that you'd like to submit
o the request for.

IType a message... (5]

Change Settings  Privacy

Start with selecting Move Flight from the
options provided

Select Move Flight again from the list and
provide PNR, followed by Last Name. Please
ensure the names inserted as per booking.
No symbols (/@) allowed.

Next, provide First Name, departure city or
airport code eg: PEN,KCH, KUL), enter 1 for
Move Flight and type N if you don’t have
connecting flight. If Y, you will be directed to a
Live Chat Agent. Follow step #1 on page 63.

65



Move Flight for Both Sectors

Got it! | found you 4from BKI- X

KCH on 28-09-2021

Flights are arranged by
departure time. Please pick the
flight of your choice.

1. Morning (4:00AM to 12:00PM)
(1 flight)

2. Afternoon (12:00PM to
17:00PM) (1 flight)

3. Evening (17:00PM to
21:00PM) (2 flights)

Please select the part of day by
° telling me 1,2,3,0r 4.

Below are the flights available.

1. AK 6359 (BKI-KCH)
Date & TimeG

&3 28/09/2021 17:45
B 28/09/2021 19:10

2. AK 6353 (BKI-KCH)
Date & TimeQ

&3 28/09/2021 20:10
B 28/09/2021 21:35

Please select the flight by typing
in 1,2,3,0r 4.

hype a message.

Below are the flights available. X

1. AK 6359 (BKI-KCH)
Date & TimeQ

&3 28/09/2021 17:45
W 28/09/2021 19:10

2. AK 6353 (BKI-KCH)
Date & TimeQ

&3 28/09/2021 20:10
W 28/09/2021 21:35

Please select the flight by typing

° in1.23,0r4.

Before proceeding further, can
you re-confirm the new flight
details that you have selected.

PNR: C31IP)

Departure:

Flight Route: KCH-BKI

New Departure Date & Time:
17/09/2021 13:45

New Arrival Date &Time:
17/09/2021 15:15

Return:

Flight Route: BKI-KCH
New Departure Date &
Time:28/09/2021 17:45
New Arrival Date &Time:

hy;)e a message...

Before proceeding further, can
you re-confirm the new flight
details that you have selected.

PNR: C31IPJ

Departure:

Flight Route: KCH-BKI

New Departure Date & Time:
17/09/2021 13:45

New Arrival Date &Time:
17/09/2021 15:15

Return:

Flight Route: BKI-KCH
New Departure Date &
Time:28/09/2021 17:45
New Arrival Date &Time:
28/09/2021 19:10

Type in "Y" to continue
o Type in "N" to cancel the request

Hang in there, making the
change for you now.

Okay, changes done! You will
receive your itinerary via the
email address used in your initial
booking.

Kindly take note that if your new
flight is between another 24
hours to 3 hours, we will try our
best to cater the original meal
you have selected or else, a meal
replacement will be served

o onboard as an alternative.

|Type a message...

Change Settings  Privacy

Select your preferred timing for inbound flight.

After that, please select the preferred flight for
the inbound sector.

AVA will request confirmation for the flights you
have selected. Type Y to continue and DONE!
AVA will send the revised itinerary to you.




Refunds

QZ Voluntary Refund

Credit to AG for Flight Reschedule
Credit to AG for Flight Cancellation
Multiple Refund Request with Same Refund Reason




QZ Voluntary Refund

I'm AVA, AirAsia Virtual Allstar
&

Here to help our travel partners
with their bookings and general
enquiries!

Try me by asking your questions,

keeping it short and sweet
o or select a topic below:

Credit in AG account

Type a message... a
Change Settings Privacy

What would you like to know X
more about refund? Choose one
of the options below to get

° started.

New Credit Request

Below are the types of refund
that you can select:

£ Helpful hint! Please ensure
you have your correct booking
details with you. Its important to
enter the details specifically as
asked to ensure | can validate

o your information.

More

Looking for more refund-related

° topics? See below:

Indonesia Domestic Refund

If you are requesting a refund
for domestic flights within
Indonesia, please note that the
total refund amount will vary
subject to different refund
methods, i.e. refund or credit
account.

You may refer to the amount of
refund and their conditions
based on the respective
methods below;

|Type a message... 0

Change Settings  Privacy

Refund Request 9% of Ticket Fare 9% of Airport Tax %
More than 72 hours from departure time 75% of ticket fare 100% of airport tax
More than 48 hours to less or equal to 72 hours 50% of ticket fare 100% of airport tax
before departure time
More than 24 hours to less or equal to 48 hours 40% of ticket fare 100% of airport tax
before departure time
More than 12 hours to less or equal to 24 hours 30% of ticket fare 100% of airport tax
before departure time
More than 4 hours to less or equal to 12 hours 20% of ticket fare 100% of airport tax
before departure time
Less than or equal 10 4 hours before departure 10% of ticket fare 1009 of airport tax
time
Credit Account Request 9% of Ticket Fare 9% of Airport Tax
More than 72 hours from departure time 100% of ticket fare | 100% of airport tax
More than 48 hours to less or equal to 72 hours 85% of ticket fare 100% of airport tax
before departure time
More than 24 hours to less or equal to 48 hours 70% of ticket fare 100% of airport tax
before departure time
More than 12 hours to less or equal to 24 hours 55% of ticket fare 100% of airport tax
before departure time
More than 4 hours to less or equal o 12 hours 40% of ticket fare 100% of airport tax
before departure time
Less than or equal to 4 hours before departure 20% of ticket fare 100% of airport tax
time
Would you like to proceed with
° your refund request?
Yes
Let me help you with that :)
| need your booking number or
PNR which consists of 6
° characters.
F8SWXH
|Type a message... o

Change Settings  Privacy,

Start with selecting Credit in AG account from the
options provided

Click New Credit Request then click More to see
the Indonesia Domestic Refund menu

Click Yes, if you wish to proceed with Indonesia
Domestic Refund. Then, provide the booking
number.




QZ Voluntary Refund

Please provide your B
° organizational ID. X

IDTSUKSCGK

Please select the journey(s) to be
refunded by typing in 1,2 or 3,
etc.

1. CGK-SUB

If you would like to select
multiple journey(s), please type
in with the following format;
1234.

Include the comma (,) symbol to
help me see which journey(s) are

o to be refunded.

Please select the guest(s) to be
refunded by typing in 1,2 or 3,
etc.

1. Suwito Widyananda Avriawan

If you would like to select
multiple guest(s), please type in
with the following format. EG:
1,3,5. Include the commas ()
symbols as well to help me
understand better which

o guest(s) to be refunded.

Type a message...

Change Settings ~ Privacy

If you would like to select
multiple guest(s), please type in
with the following format. EG:
1,3,5. Include the commas ()
symbols as well to help me
understand better which

o guest(s) to be refunded.

Kindly provide the subject of the
case. It is a short description of
the refund case you'd like to
submit.

Note: Limited to 50 characters
° including spacing.

Airline PNR : AUYFGF / BO
JO2NCU

Yay! You have successfully
completed your refund request.

Here is your case reference
number 91581710. We have also
sent the case reference number
to your email address.

Note : All refund requests are
o subject to validation.

Was this helpful g~ '

o Submit another request

Type a message...

Change Settings ~ Privacy.

If you would like to select
multiple guest(s), please type in
with the following format. EG:
1,3,5. Include the commas ()
symbols as well to help me
understand better which

o guest(s) to be refunded.

Kindly provide the subject of the
case. It is a short description of
the refund case you'd like to
submit.

Note: Limited to 50 characters
° including spacing.

Airline PNR : AUYFGF / BO
JO2NCU

Yay! You have successfully
completed your refund request.

Here is your case reference
number 91581710. We have also
sent the case reference number
to your email address.

Note : All refund requests are
° subject to validation.

Was this helpful? g~ '

o Submit another request

Type a message...

Change Settings ~ Privacy,

Next, provide the Organizational ID, the sector
and passenger you want to refund.

Then, insert the subject of your request and a
case number will be created. You will be receiving
an email for the reference.

Should you have another submission for the same
refund category, please click submit another
request and follow the instructions given.




Flight Reschedule Refund

I'm AVA, AirAsia Virtual Allstar
&

Here to help our travel partners
with their bookings and general
enquiries!

Try me by asking your questions,

keeping it short and sweet @
° or select a topic below:

Credit in AG account

Type a message... 0
Change Settings ~ Privacy,

What would you like to know X
more about refund? Choose one
of the options below to get

° started.
New Credit Request

Below are the types of refund
that you can select:

£ Helpful hint! Please ensure
you have your correct booking
details with you. Its important to
enter the details specifically as
asked to ensure | can validate

o your information.

Flight Reschedule Refund

I'm sorry your flight was
rescheduled.

Would you like to proceed with
° your refund request?

Let me help you with that :)

| need your booking number or
PNR which consists of 6

° characters.
AUYFGF

Type a message... o
Change Settings Privacy

Please provide your

° organizational ID. X

IDTSUKSCGK

Please select the journey(s) to be
refunded by typing in 1,2 or 3,
etc.

1. CGK-SUB

If you would like to select

multiple journey(s), please type

in with the following format;

1234

Include the comma () symbol to

help me see which journey(s) are
° to be refunded.

Please select the guest(s) to be
refunded by typing in 1,2 or 3,
etc.

1. Suwito Widyananda Avriawan

If you would like to select
multiple guest(s), please type in
with the following format. EG:
1,3,5. Include the commas ()
symbols as well to help me
understand better which

° guest(s) to be refunded.

0.

Type a message...

Change Settings ~ Privacy.

o

Start by selecting Credit in AG account

Select New Credit Request and click on Flight
Reschedule Refund. Then click Yes to proceed
and provide the PNR.

Next, provide the Organizational ID, the sector
and passenger you want to refund.




Flight Reschedule Refund

If you would like to select
multiple guest(s), please type in
with the following format. EG:
1,3,5. Include the commas ()
symbols as well to help me
understand better which

o guest(s) to be refunded.

Kindly provide the subject of the
case. It is a short description of
the refund case you'd like to
submit.

Note: Limited to 50 characters
° including spacing.

Airline PNR : AUYFGF / BO
JO2NCU

Yay! You have successfully
completed your refund request.

Here is your case reference
number 91581710. We have also
sent the case reference number
to your email address.

Note : All refund requests are
° subject to validation.

Was this helpfulz g~

° Submit another request

Type a message...

Change Settings ~ Privag

If you would like to select
multiple guest(s), please type in
with the following format. EG:
1,3,5. Include the commas ()
symbols as well to help me
understand better which

° guest(s) to be refunded.

Kindly provide the subject of the
case. It is a short description of
the refund case you'd like to
submit.

Note: Limited to 50 characters
o including spacing.

Airline PNR : AUYFGF / BO
JO2NCU

Yay! You have successfully
completed your refund request.

Here is your case reference
number 91581710. We have also
sent the case reference number
to your email address.

Note : All refund requests are
° subject to validation.

o Submit another request

Type a message...

Change Settings  Privacy

Then, insert the subject of your request and a
case number will be created. You will be receiving
an email for the reference.

Should you have another submission for the same
refund category (for this example is Flight
Reschedule), please click submit another
request and follow the instructions given.




Flight Cancellation Refund

I'm AVA, AirAsia Virtual Allstar
&

Here to help our travel partners
with their bookings and general
enquiries!

Try me by asking your questions,
keeping it short and sweet @
° or select a topic below:

|Type a message...

Change Settings ~ Privacy.

Covid-19 Flight Changes

o

For any latest updates on our X
flights, you may check the flight

statuses by clicking “Flight

Status” below.

Please select one of the options
below to find out more

o information.
AirAsia Cancelled my Flight

I'm sorry your flight was
cancelled.

Getting you to your destination
is our top priority but so is your
safety. Cancelling your flight was
our very last resort. We hope
one of the options available to
you below will help ease the
inconvenience caused.

Please select one of the below
o options to get started.

Credit to AG account

Let me help you with that :)

| need your booking number or
PNR which consists of 6

° characters.
NTS3YL

Got your booking now!

|Type a message... o
Change Settings ~ Privay,

Please provide your X

OTAINAKBAN

° organizational ID.

Do you wish to cancel the
flight(s) in your booking?

Type in "Y" to cancel all the
flight(s) or “N* to only cancel

° either one of the flights.

Please select the guest(s) to be
refunded by typing in 1,2 or 3,
etc.

1. MOHANKUMAR
KARTHIKEYAN

2. PALANI ABIRAMI
3. All Guests

If you would like to request
refund for selected guest(s),
please type in with the following
format; 1,2,34.

Include the comma () to help
me see which guest(s) are to be

° refunded.

Kindly provide the subject of the

case. It is a short description of

the refund case vou'd like to
Type a message...

Change Settings  Privacy

o

Start with selecting Covid-19 Flight Changes

Then, click on AirAsia Cancelled my Flight, click
Credit to AG account and provide the booking
number

Next, provide the Organizational ID, the sector
and passenger you want to refund.




Flight Cancellation Refund

If you would like to request X

refund for selected guest(s),
please type in with the following
format; 1,2,3,4.

Include the comma ()) to help
me see which guest(s) are to be

° refunded.

Kindly provide the subject of the
case. It is a short description of
the refund case you'd like to
submit.

Note: Limited to 50 characters
° including spacing.

flight is cancelled by airline side

kindly process full refund..PNR:
NTS3YL

Yay! You have successfully
completed your refund request.

Here is your case reference
number 91582395. We have also
sent the case reference number
to your email address.

Note : All refund requests are
o subject to validation.

Was thishelpful> g~ 0

° Submit another request

Type a message...

Change Settings ~ Privacy.

If you would like to request X
refund for selected guest(s),

please type in with the following

format; 1,2,3,4.

Include the comma ()) to help

me see which guest(s) are to be

° refunded.

Kindly provide the subject of the
case. It is a short description of
the refund case you'd like to
submit.

Note: Limited to 50 characters
o including spacing.

flight is cancelled by airline side

kindly process full refund..PNR:
NTS3YL

Yay! You have successfully
completed your refund request.

Here is your case reference
number 91582395. We have also
sent the case reference number
to your email address.

Note : All refund requests are
° subject to validation.

° Submit another request

il T

Type a message...

Change Settings  Privacy

Then, insert the subject of your request and a
case number will be created. You will be receiving
an email for the reference.

Should you have another submission for the same
refund category (for this example is Flight
Cancellation), please click submit another
request and follow the instructions given.




Check Flight Status




Check Flight Status

I'm AVA, AirAsia Virtual Allstar
&

Here to help our travel partners
with their bookings and general
enquiries!

Try me by asking your questions,

keeping it short and sweet
o or select a topic below:

Flight Status

Need help to check the flight
status of your guest?

Reminder {): 1 can only check
o flight statuses up to 24 hours.

° [ Search by flight route ) [ Search by flight number)

Type a message... o
Change Settings  Privacy

W) U oo wp veows

Need help to check the flight
status of your guest?

Reminder £): 1 can only check

° flight statuses up to 24 hours.

@ fiight statuses up to 24 hours.

Search by flight number

Please provide your flight date.

Q@ o 22/01/2019 (DD/MM/YYYY)

23/6/2021

Please provide your airline code
and flight number.

Q & Ake1:

ak 5206

Please wait while | look for your
flight status

Here's the status of your flight
as of 17:38 21-06-2021(GMT +8
X

Flight Status: On Time
Flight route: KUL-KCH
Flight number: AK 5206
Flight date: 23/06/2021
Departure time: 11:25
Arrival time: 13:10

Enjoy your flight

Type a message... 0

Change Settings Privacy

RETNGET L7 T Can OnTy Cnecy

X

Search by flight route

What is the departure city?

@ £G: Kuala Lumpur OR KUL

KUL

What is the arrival city?

@ G: Penang OR PEN

KCH

What is the departure date?

@ G 9/1/2019 D/MMYYYY).

23/6/2021

‘What is the scheduled departure
time?

@ £G: 08:00 OR 1430 OR 9.45pm

1125

Please wait while | look for the
flight status!

Here's the status of your flight
as 17:35 of 21-06-2021(GMT
+8):

Flight Status: On Time
Flight route: KUL-KCH
Flight number: AK 5206
Flight date: 23/06/2021
Departure time: 11:25
Arrival time: 13:10

Enjoy your flight!

Type a message.. @

Change Settings ~ Privacy

Select Flight Status from the options provided.
You are able to search the flight status by
flight route or flight number.

Above is the example for search flight status by
flight number. It is more convenient when you
have the flight number.

AVA is still able to assist you if you have the
departure sector, date and time.
Above is the example for search flight status by
flight route.

* AVA (B2B) will be able to assist with checking Flight Status, similar to the Flight Status link available on AirAsia website.



https://www.airasia.com/flightstatus/en/gb

Check Case Status




Check Case Status

I'm AVA, AirAsia Virtual Allstar
&

Here to help our travel partners
with their bookings and general
enquiries!

Try me by asking your questions,
keeping it short and sweet
° or select a topic below:

(AirAsia India (I5 Flight) bookings ) ( Covid-19 Flight Changes) >

Suggestions A

Check Case Status S o

Change Settings ~ Privacy.

X

I'm AVA, AirAsia Virtual Allstar
&

Here to help our travel partners
with their bookings and general
enquiries!

Try me by asking your questions,

keeping it short and sweet
° or select a topic below:

Check Case Status

You can now check your case
o status with me by case number.

Let me help you with that 3)

o What is your case number?

91700906

1 need the email address that
o you used to make the booking.

corporate@startravel.com.my

Alright | have found the details,
below is the information related
to your case for your reference.

Subject : Please help to assist.
Case Number : 91700906
Booking Number : N5V3KQ
Creation Date : 09-06-2021
o Case Status : Reply Received

|Type a message...
Change Settings ~ Privacy,

Case Status

New

Details

Case is waiting in Queue

Assigned

Agent is working on your case

Reply Received

We have received your reply,
case is waiting in queue

Closed

Case is Closed

Start with typing Check Case Status and click
enter

Then, select Case Number and provide the
case number you wish to check. Finally, provide
the email address of the case. AVA will provide

you the case status details.




Group Booking
System (GBS)




To Start Booking on Group Booking System (GBS)

1. Click on Group Booking after logging in to the corporate portal

@ airasia.com/agent/en/gb

Group booking Support @ EN ~ MYR ¥ & HALIMATUN AINI

Manage my booking

MORE THAN JUST AN AIRLINE

more perks when you book Flights, SNAP (Flight + Hotel) and Activities
-

i Y T ¥ SALE SALE — " — . . : . - g |
L 1
Travel Bags, Meals, LLLE
Deals 1018008 |

~ ] 1 - H Ry = a0 o
« e 4 Flights % Flight + Hotel (@) Activities Hotels Duty-free @ Brdieation Sk ‘[

From To Depart date Return date
3 :
<" Penang (PEN) 08/07/2020 ) | 10/07/2020 i 2earch

Kuala Lumpur (KUL)

1 Adult ~ Multi-city Promo code

'p Travel Advisory: Stay up to date with our COVID-19 Guidelines
Find out more




GBS: Home Page

1.  Group Booking confirmation list under GBS
2. Group booking reminder for the payment schedules
3. Click search for Flight to start with the group booking quotation

earch for Flight Hi

ﬁ?’ﬂu’a

29292929 KANIN

CANCELLATION

[2]

BOOKING EXPIRY 30-MAR-2017 PENDING PAYMENT PENDING PASSENGER UPLOAD
2 5 4

EMAIL ADDRESS Pending Payment Upload Passenger

Transaction ID =

Notifications

CONTACT

Booking was created and

Choos: ransaction ID x| Record Locator Booking Date pending for payment [ZID42Z]
5 & 3 days ago
Ll S BE LB AR A ©® Transaction ID: 20 ;ng Date: 13 Mar :D 7 17:25, STD: 12 Jul 2017 ’J‘ 10, DMK - KUL To!ai A.I:T; Booking was confirmed [DG4HTC]
554,700.63 = zID42Z 13 Mar 2017 17:25 19 Jul 2017 16:25 ¢ SRR
= ZID427 13 Mar 2017 17:25 12 Jul 2017 07-10 = Booking was created and

pending for payment [ZH2DYS]

ing Date Booking was pending for

passenger upload [RQ3F2B]

Booking was pending for

passenger upload [HH8KFM]

05 Mar 2017 1

Booking was pending for

passenger upload [YK2QNW]




—— o
GBS: Search & Select Flight

1. Insert the destination, currency, departure date and number of passenger (min of 10) and click Search
2. Select your preferred flight
3

Click Continue to proceed with group booking quotation.

earch for Transaction / PNR Previous GBS @ Home Manage My Booking Search for Flight H ::::v:::‘rLy
ﬁ'rﬂu‘a
Flight Search .
Booking/Flight Search Continue 4
Flight Search m

Online Booking is now available r( It S r (SRG e
i A0S Betbes B Depart Kuala Lumpur(KUL) | Malaysia =¥ Semarang(SRG) | Indonesia

B One Way Only

Kuala Lumpur(KUL) Sun, 19 Mon, 20 Tue, 21 Wed, 22 Thu, 23 Fri, 24 Sat, 25
4 March March March March March March March >

Semarang(SRG) @

MYR AK 328 KUL Wednesday, 22 March 2017 0705 SRG Wednesday, 22 March 2017 0830 o /

22/0312017
29/03/2017 Return Semarang(SRG) | Indonesia =¥ Kuala Lumpur(KUL) | Malaysia
1

Sun, 26 Mon, 27 Tue, 28 Wed, 29 Thu, 30 Fri, 31 Sat. 01
< March March March March March March April >




(N 0
GBS: Fare Review

1.  Total Fare price for the group and Average Fare per passenger will be shown for the selected flight
2. Breakdown of the Total Fare including Fare, Airport Tax and Passenger Service Charges
3. Please click Confirm within the time frame given to proceed

ear or T ctior ~INF A Previous GBS Home Manage My Booking Search for Flight

Airflsia

Fare Review Time Remaining
Booking/Fare Review /m 49 sec
L L AT Total Price 8,128.50 MYR ot B 15
AR ASIA TEST Average Fare per Pax 541.90 MYR ST
» DEPART
Fare Details
Depart Return
Wed. 22 Mar 2017 Wed. 22 Mar 2017 - = T~
07-05 08:30 Fare per Pax 218.90 MYR Fare per Pax 232.90 MYR
-(1 RETURN Airport Tax per Pax 0.00 MYR Airport Tax per Pax 50.00 MYR
Passenger Service Charge 35.00 MYR Passenger Service Charge 0.00 MYR @
per Pax per Pax /
Wed. 20 Mar 2017 Wed. 20 Mar 2017 Fuel Tax per Pax 0.00 MYR Fuel Tax per Pax 0.00 MYR
08:55 12:15
Service Charge per Pax 0.00 MYR Service Charge per Pax 0.00 MYR
VAT per Pax 0.00 MYR VAT per Pax 0.00 MYR
Other Charge per Pax 5.10 MYR Other Charge per Pax 0.00 MYR
Total Amount per Pax 259.00 MYR Total Amount per Pax 282.90 MYR




— a
GBS: Select Add-on (Baggage)

You may add-on checked baggage allowance by clicking the Baggage tab

2. 20kg Checked Baggage is defaulted for International Flights including Fly Thru only. If you would like to upgrade
your checked baggage to 25kg, 30kg or 40kg, click Clear and select the allowance that you wish to have

3. Total Price for checked baggage allowance add-on will be shown. Click Continue to proceed

—_—

Airfsia
i ; ) |
Add-On Continue
Booking/Add-On A

29292929 DIST
AR ASIATEST

Total Amount 870.00 MYR

» DEPART KUL | SRG SRG | KUL

Wed. 22 Mar 2017 Wed, 22 Mar 2017
07:05 08:30

- RETURN

AK 329
SRG KUL Passenger List

Wed. 20 Mar2017  Wed. 20 Mar 2017
08:55 12:15 Page 1 of 2 (15 items) Mm 2 (3]

First Name | Sport Equipment Comfort Kit }Action

20kg Baggage is defaulted for International Flights including Fly

Thru




KUL|SRG SRG|KUL

29202029 DIST
AR ASIATEST

» DEPART

Soort Equipment [T

Pick A Seat
Booking/Pick A Seat

2922929 DIST

Hi,29292929_DIST

!"Ej,@lllcmmmme

:
# DEPART o i

AK 328 BT il L

Vied, 22Mar 2017 Wed. 22 Mar 2017
o705

+ RETURN

Status: Open
G 1

Fee: 300MIR

Seat summary

KUL-SRG

TBA TBA |

Amenities:

1
Information; Jgeut b
. (100 Q00

M, gl
- ‘08 oaa

You may add-on meals by clicking the Meal tab
and choose for your preferred meal by clicking the
dropdown menu

You may also add Sports Equipment and Comfort
Kit if you would like to

Once the meal is added, click Continue to proceed

To select seats at the Pick-A-Seat section, first
select the flight sector that you wish to purchase
seats

Select the available seats as per shown in the seat
map

Standard seat selection is defaulted for
International Flights including Fly Thru only
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GBS: Booking Summary - Fare Review with Add-on

Total Fare price for the group and Average Fare per passenger will be shown for the selected flight

2. Breakdown of the Total Fare including Fare, Airport Tax and Passenger Service Charges, Checked Baggage
Allowance and others add on.

3. Please click Continue to proceed for the payment page

p—

I

Sasi ; IR Previous GBS @ Home Manage My Booking Search for Flight Hi;:;;ms
% 4 -
:
o, ey
Booking/Booking Summary

Total Average Fare 9,088.50MYR =
z otal Pax 15
Average Fare 605.90 MYR

» DEPART @
AK 328 /

Fare Details

29292929 DIST
AIR ASIATEST

KUL SRG
Wed. 22 Mar 2017 Wed. 22 Mar 2017 Depart Return
07:05 08:30
Depart Fare 3.283.50 MYR Return Fare 3.493.50 MYR
-« RETURN
Adult Airport Tax 0.00 MYR Adult Airport Tax 600.00 MYR
AK 329
SRG 3 Child Airport Tax 0.00 MYR 3 Child Airport Tax 150.00 MYR
ack 20 Mar 287 Wact ZU Miac Z17 Passenger Service Charge 525.00 MYR Passenger Service Charge 0.00 MYR
08:55 12:15
Fuel Tax 0.00 MYR Fuel Tax 0.00 MYR
Service Charge 0.00 MYR Service Charge 0.00 MYR
VAT 0.00 MYR VAT 0.00 MYR
Baggage Charge 43500 MYR Baggage Charge 43500 MYR
—




GBS: Schedule & Payment

Select the booking (PNR) in order to proceed with payment
2. You may opt to pay the minimum (deposit) or you may proceed to pay for the full amount by ticking the Full

Payment box
3. Payment Schedule with the deadline for deposit / balance payment and the payment amount will be shown in

the table. Click Proceed Payment to make payment

—

Previous GBS ([l Home Manage My Booking Search for Flight Hi E&}_D\S"

Proceed Payment

fhirfisia

Payment

Booking/Payment

29292929 _DIST Amount Due 6,478.50 MYR E
/ Deposit as
Payment Schedule

AR ASIA TEST
% DEPART Payment Details Min Payment
—
Booking ID 20170316174001 Payment Expiry Date Min.Payment Balance
Payment

Total Paid Amount 0.00 MYR Mar 16, 2017 17:40 1,500.00 MYR

Mon, 17 Apr 2017 Mon, 17 Apr 2017

07-30 08-05 Total All In Fare Amount 6,478.50 MYR Mar 18, 2017 07:30 4,978.50 MYR

4 RETURN [1]

Sel ooking PNR to Pay

I@ PNR:To Be Confirmed (total passenger:15) Amount Due:6,478.50(MYR) Min. Payment:1,500.00(MYR)

Mon,24 Apr2017  Mon, 24 Apr2017
o L Min. Payment: 1,500.00 Amount To Pay 1,500.00

Full Payment




GBS: Payment Status

1. Once the deposit payment has been made, you will be able to see the payment schedule status of Paid

and/or Pending as per shown below

flicflsia

Payment

Booking/Payment

29292929 _DIST
AR ASIA TEST

» DEPART

AK 451

Mon, 17 Apr 2017 Mon, 17 Apr 2017
07:30 08:05

<% RETURN

Amount Due
Payment Details
Booking ID
Total Paid Amount

Total All In Fare Amount

Select Booking PNR to Pay

Mon, 24 Apr 2017 Mon, 24 Apr 2017

08:30 10:50 Min. Payment: 0.00

vious GBS o] Home Manage My Booking

3,982.80 MYR

Payment Schedule

20170317122042 Payment Expiry Date Min.Payment
1,200.00 MYR Mar 17, 2017 12:20 1,200.00 MYR
5.182.80 MYR Mar 18, 2017 07:30 3,982.80 MYR

Status/
Paid

Pending

Amount To Pay | Full Payment

O PNR:NWSCYH (total passenger:12) Amount Due:3,982.80(MYR) Min. Payment:3,982.80(MYR) Expiry Date: 18 Mar 2017 07:30
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GBS: Passenger List Upload (Manual or via Excel)

Click Download for the name list template in Excel format

Once the template has been filled, you may upload the file here

Alternatively, you may also insert the passengers details manually, starting with First Name & Last Name
Please click Confirm to upload the name list

PwbdN

Airflsia

Passenger Upload

Booking/Passenger Upload

29292929 DIST Click here to browse files...

Booking 1D
20170316113440

m
m

AR ASIA TEST Allowed file types: .xIs Maximum file size> 4Mb
» DEPART Passenger List
Kindly input the passenger detail correctly
Issuing Country ‘Nationality ‘First Name Las" .ame Passport No. |Expiry Date |SRG-KUL |KUL-
Wed., 22 Mar 2017 Wed. 22 Mar 2017 @ PNR: PI1MGM
07:05 08:30 -
Malaysia v | | Malaysia v [ |Mr v | |Male VI[| ] IUT Jan 19¢ v v 5E 5A
'(‘ RETURN Malaysia Mal Mr Male 9 5F 158
] Mr Male 6D 5E
Mr Male 6A 5F
M Male 01 Jan 1994 6B 6F
Wed, 20 Mar 2017 Wed., 20 Mar 2017 = - .
08:55 12:15 Mr ae s i
Mr Male 78 6D
Mr Male 7C 16C
M Male 7D 16B

Malo
Male
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GBS: Change Deadline & Name Change Rule

Change Deadline

Ancillary Change
Name Submission Name Change Flight Change e.g. Meals, Seat Select,
Baggage etc.

5 Days before Departure Date | 24 Hrs before Departure Date | 14 Days before Departure Date | 4 Hrs before Departure Date

Name Change

Rules for Terms & Conditions Penalty Amount
short/Long Haul

e Therequest is made outside of twenty four (24) hours prior to the scheduled
flight departure time
e  Only 30% of the group size will be entitled for a one-time free name change
short Haul (Percentage must be rounded down to nearest number) MYR 150 per pax
e  Theremaining 70% of the group will be allowed for a one-time name change (NCF code)
subject to name change fee per person per booking
e Name Change is not allowed once the outbound sector has flown irrespective of
No Show status
e Name Change only allowed for 1 time per passenger, complimentary (up to 24
Long Haul hours prior to departure) MYR 200 per pax
e Name change fees apply if changes is made within 24 hours up to 6 hours prior to (NCF codes)
departure.
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GBS: Deposit Payment Schedule for Group Booking

1. For travel date within 1 week from booking date :
e Full payment to be made on the same date (within 24 hours) of booking
e Required payments will be immediately cleared/confirmed funds

2. Fortravel date more than 1 week but less than 1 month from booking date :
e Full payment to be made 48 hours from date of booking

3. Fortravel date more than 1 month but less than 3 months from booking date :
e Service fee upon booking reservation (per person per booking)
e Deposit payment per passenger to be made 48 hours from date of booking
e Full payment to be made at least 1 month before departure date

4. For travel date beyond 3 months from booking date :
e Service fee upon booking reservation (per person per booking)
e Deposit payment per passenger to be made 7 days from date of booking
e Full payment to be made at least 1 month before departure date
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GBS: FAQs

1) Q: Can I still request for a refund on a successful transaction in New GBS?
A: AirAsia practices “No Refund Policy”.

2) Q: What if | had paid the Deposit and yet to make the outstanding payment?
A: As per the normal group booking T&C, failure to make due payment within the given time period will result in the booking being cancelled.

3) Q What if Full Payment made and Passengers’ Name not uploaded?
A: If Passengers’ Name not uploaded as per stipulated time frame, system will auto cancel the booking.

4) Q If  had added the add-ons to the booking, when do | need to make the payment?
A: The add-ons amount will be added into your due payment. If you added the add-ons after you had made full payment to your booking,
you are required to make the payment immediately for the add-ons.

5) Q: If | encountered issue in New GBS, who do I look for?
A: You may contact the Group Desk via email at gbs@plexform.zendesk.com should there be any system related issue.

6) Q: What if agent misspelled on passenger's name by few alphabets?
A: You may contact group desk to amend the passenger’'s name (up to 4 characters)

7) Q: Are we able to add in infant in GBS?
A: Yes, you are able to add infant at the “Add On” page and tag the infant to her/her Parent’'s name. Infant’s detail must be added in as well.

8) Q Can | change my pre-booked meal after the booking has been done?
A: Yes, you can change your meal to another meal as long as the price is the same. If the meal you have selected is priced higher than what
you had paid, you will need to pay the additional amount.

9) Q: Can | clear the defaulted 20kg checked baggage for international flights?
A: No, 20kg checked baggage allowance is already defaulted for international flights and it won't be able to be cleared from the booking.
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GBS: Group Desk Support

Scenario 1: Release Seat Before Full Payment
Q: I have booked a group of 30 pax in GBS. However, | would like to cancel 5 seats before full payment.
A: You are able to release the seat by contacting our Group Desk to cancel the unused seats before full payment is being made.

Scenario 2: Divide Booking Before Name Update For Flight Change

Q: I have made a group booking of group 40 pax without names and | would like to change flight for 20 pax.

A: You are allowed to divide the booking with TBA names by contacting our Group Desk for flight change purpose only.
Fare differences (if any) and flight change fees shall apply with immediate payment upon PNR division.

Scenario 3: Resend Itinerary
Q: I have made some changes on my passenger name list and | would like to get the latest itinerary.
A: You may contact our group desk and request to resend the itinerary.

Scenario 4: Tune Insurance Purchase

Q: I would like to purchase tune insurance for my group.
A: You may contact our group desk to purchase the tune insurance via phone call or email.
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GBS: Group Desk Support

Scenario 5: Request for Additional Pax

Q: I would like request additional 2 pax for my existing group booking which was booked via GBS.

A: GBS does not have the access for additional pax request at this moment. You may proceed to book additional pax by
contacting our group desk by stating your main PNR number.

Scenario 6: Group Booking More Than 50 pax

Q: I would like to check a group fare of 80 pax.

A: GBS can facilitate group fare request up to 50 pax per booking. For group size more than 50 pax, kindly drop an email to our
group desk or refer to your sales representative.

Scenario 7: Change Child & Adult Status

Q: I have done a group booking of 10 pax under ADULT status. However, | have notice there is a child passenger within the group.
I would like to change the passenger status from adult to child to avoid any web check-in being denied.

A: Kindly send an email to maa_groupdesk@airasia.com for amendment .

Scenario 8: Standard Seat Availability for International Flight
Q: I wish to make a booking of 20 pax but standard seat is insufficient. What should | do?
A: Do call our group desk to proceed booking.

MAA Group desk Email : maa_groupdesk@airasia.com
MAA Hotline : 03-8660 4399
Office Hour : 9am — 6pm every Monday to Friday. Closed on weekend and Public Holiday

* All other scenarios not mentioned above, kindly contact our helpdesk via email to_gbs@plexform.zendesk.com




Frequently Asked
Questions (FAQs)
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Frequently Asked Questions on MyCorporate

How do | login?
Go to www.airasia.com scroll down & click on “Agent Login” or directly visit
https://www.airasio.com/agent/login/en/gb. Key in your Corporate Login ID and Password and click “Log In”

What is my Corporate ID Username?
Your Corporate Login ID or Username will be provided by AirAsia upon successful registration.

What if | forgot my password?

Go to https://www.airasia.com/agent/login/en/gb and select “Forgot Password” or directly visit the reset
password page https://newskiespr.airasio.com/AgentReset/. Insert the “Login ID” and “Registered Email and
click “Submit”

I have keyed in the correct Agent Username and password but the login was unsuccessful?

Please check if your CAPS LOCK is on as the password is case sensitive. Please avoid copy-and-paste the
login ID and password; type it out instead. If you're still unable to login, please send an email to

maa _distsupport@airasia.com for assistance.



https://www.airasia.com/agent/login/en/gb
https://www.airasia.com/agent/login/en/gb
https://newskiespr.airasia.com/AgentReset/
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Frequently Asked Questions on MyCorporate

5. What can Admin All Access ID Holders authorized to do?

ADMIN ALL ACCESS

Can create sub-IDs and manage each and every one of the sub-IDs’ status and role via Agent Management
Able to utilize all payment methods to purchase flight tickets and add-ons (AG & Credit/Debit Card)

Able to view all bookings created by the admin and all users

Able to manage (flight change, add-on etc) all bookings created by the admin and all users

Can update primary contact details under Manage Agency Profile except for Company Name, Admin’s
Name and Email Address (requires official letter to be submitted to

Can update User ID access function (Active [ Pending [ Terminated [Suspended) through Agency
Management

View AG credit balance on Manage Agency Profile

Able to extract AG and Sales Report from the corporate portal

6. What can Normal User ID Holders authorized to do?

NORMAL USERS WITH AG / NORMAL USER

Able to pay for purchase of flight tickets and add-ons using AG Prepayment and Credit Card (Normal User
with AG) or Credit Card only (Normal User)

Able to view own bookings created by only themselves

Allowed to manage own bookings (flights changes to upgrade added value services) only



mailto:maa_distsupport@airasia.com
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Frequently Asked Questions on MyCorporate

7.

10.

Why | cannot view my AG Prepayment Account?

Only users holding an Admin-All Access IDs (GCI1) are able to view and utilize the AG Prepayment account.
Please liaise with your administrator to change your agent role setting to Normal User with AG (GCIL) if you
are authorized to access AG Prepayment.

Why | can only view my own bookings and not my agency bookings?

For security purposes, you are restricted to view Agency bookings if your role is under Normal User with AG or
Normal User. Please check with your administrator (who holds an Admin-All Access ID) on your role setting if
you are authorized to view and managed all bookings.

How do I search for bookings made previously?

Go to Manage My Booking, select “Record Locator” under Type of Search and key in the PNR number at the
“Keyword” column.

I have enrolled an agent but why the new agent cannot access the system?
Go to “Agent Management” and change the status from “Pending” or “Terminated” to “Active”.
Note: Status can only be change by the Admin-All Access ID holders.
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Frequently Asked Questions on MyCorporate

1. Canlupdate my email address online?
Unfortunately, No. You are required to send an official request letter (complete with company letterhead,
authorized signatory and company stamp) via email to and copy
. Please find the letter template to request account update -

12. How do I generate sales report?
Reports can be generated directly from the MyCorporate portal by clicking on the profile name once you

have logged in and click “Sales Report”. Sales and AG Reports can only be extracted by an Admin All
Access (GC1) ID holders only.



mailto:maa_distsupport@airasia.com
mailto:maa_corpsales@airasia.com
https://docs.google.com/document/d/1hSS_05eDBXCV8VrOkuoEk7TdBbh45MuBb8Vp4kdFkIw/edit?usp=sharing

—— 0
Frequently Asked Questions on MyCorporate

13. Inwhat circumstances does AirAsia will allow refunds?

a. Refund due to unexpected cases such as Flight Cancellation or Flight Rescheduling; In this case, the
passenger or the travel booker must reach out to the respective Sales Representative to verify the
request. Once verified, the refund request may be submitted to the Client Support team via email at

or may submit via AVA as well.

b.  Asfor Passengers Unfit to Travel, it is compulsory to provide an official document from a certified
doctor confirming that the passenger is unfit to travel. The passenger or the travel booker may submit
any other supporting documents that can back up the refund request as well.

c. Inthe case of Duplicate Bookings or Double Charge, we will be able to process the refund accordingly.

14. Is Airport Tax refundable?
a. Inline with the industry practice, Airport Tax will only be refunded when the airline is contacted by the

passenger or travel booker. To request for a refund, the guest should write in via email to the Client
Support team at or may submit via AVA as well.

b.  All Airport Tax refunds shall be subjected to a Processing Fee specified in our Fee Schedule.

c. Therefund can only be given to the person(s) named in the booking and not to a third party, in
accordance to the mode of payment for the seat.

156. How long does the refund process will take?
The refund process shall takes between 12 to 16 weeks from date of submission.



mailto:clientsupport@airasia.com
mailto:clientsupport@airasia.com

THANK YOU

m— everyone




