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Introduction
About this guide : -
Sprk NDC platform NDC - Reservation
This guide is based on the interface and po oot theiv '8 —
functions of a generic instance of the Sprk '+ Traveler Dawnlosd sampie.cs | Lnkiad Ttaisiery
NDC platform that does not contain airline- Tebephone B
specific branding. However, some screen Temal o ttinerary
captures may include a random airline- it docc ... No itire
specific logo. ke .
Any airline logos that appear are solely for Bt r“““
illustrative purposes and do not represent a i - iz
preferred carrier or alliance. r: :
Hevrrme - o

Access to Sprk NDC

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

login credentials.
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>> Direct Connect

— Sign-in and navigation

Sign in

Sign in with user ID

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

Go to your Sprk NDC portal.

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

ARWN=S
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a Campany Credentials[SS50)

Companyl(s)
Company Link

Office 1D

Agent 1D

Password

can be used for th

15 Office 1L

Sign in with single sign on (SSO)
SSO allows you to use your agency's Office ID to
sign into Sprk NDC.

Enter the agency office ID in Office ID.
Press Tab.

An access key appears above the sign-in
dialog. Click your agency's SSO.

You are signed into Sprk NDC.

A WON=




)> Direct Connect A

— Sign-in and navigation

Home screen

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

Toolbox sprk 4

The Toolbox contains clickable tabs to: NDC - Reservation

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

View traveler itinerary (shopping cart and booked travel)
View traveler transactions

_ Mecord Locater: NotSet B A
View associated SSRs, OSls, and Remarks S
—

And more

Workspace *j . @
Once you have completed the Traveler information and entered [o— o

the itinerary, the data appears in the Workspace in the
associated frame corresponding to each element in an Order.

Click the Toolbox tabs to open and close the associated \@xanced Searss Navigation
Workspace frames.
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)> Direct Connect

— Sign-in and navigation

Navigation

Navigation buttons

Use the icons on the top right to navigate within
Sprk NDC.

= Reservation. The default screen after sign-in
and shows the Workspace where you can begin
building the traveler reservation.

= Add Air. Click to shop for flights.

+« Add Reservation. Click to add a new reservation
separate from the current reservation.

« Profile. Click to set up and manage traveler
profile information.

- Settings. Click to change the global settings
(language, time, etc.).

6 | accelya
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Record Locator

Lelings

Search options

Use the hyperlinks that appear below the Toolbox to
search for an existing record or Order.

= Record Locator. Enter a record locater to
search for the associated record.

« Advanced Search. You can search by other
criteria such as traveler name, carrier, etc.

« Office Queues. A repository containing like
Orders, such as schedule changes,
confirmations, married conditions, etc.




)> Direct Connect

Home screen
Traveler information

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

5. To add more travelers, click Add New and select the number of

1. On Traveler, click Add (+).
travelers to be added.

IO" Traveler ]

2. In Travelers, enter the traveler details.

6. Click Submit.

The traveler information you entered appears on the Traveler frame
in the Workspace. The Traveler tab reflects the total number of
s | % 5 travelers.
o o —— don Natw B =
o o
C;) = "““'“ » . THAVIS . soenn . : " IO (» |
—rre—s i M ' LI ) dgoe 10 2
=

3. To add an infant, click Add Infant.

4. To add a frequent flyer number, click Add FFN.
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>> Direct Connect

Reservation
Traveler information

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

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

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

o é B Traveler Rownioad sampleczy | Unload Travelers
Type Title Frrst Name Middlie Name Last Name Date Of Buth Infar FFru
» ADT MRS MISSUS JONES 1 7TApr 1987 » |
= e O A NG el T Al Al o B P it o & P T o —

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

o Traveleor Rownioad samplecxv | Upload Travelsts
. Type Hitle Flrst Name Middle Namve Last Name Date OFf Birth Infant FEw
» ADT MRS MISSY JONES 17Apr1987 B2
R Y - - i -~ — B el it P Bl s e - F— P —-
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>> Direct Connect

—Shop
Add Air

Air shopping

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

3. Enter you itinerary and click Fare Search.

5. On Fare Search, review the pricing
details.
° [
[’k;d!.

porie

Bate

2. Select the desired options and qualifiers
and click Continue.

ooea
-
i
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>> Direct Connect

— Shop
Reprice
Reprice an offer

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

1. In your shopping cart, select the flights to enable the command 2. On Pricing Options, select the new pricing options and qualifiers, and
buttons. Click Reprice. click Continue.

Henarury

Pocing OEbom -
Shopiving Cart - Al

P bt Sares
.

» o - o o -
B | PO Sun 23MAE LAX-MCO e nm 5 o ™ '
W 08aYy BRI @ Cuoramt Clacsms ) Buit acade
o ;‘ Suts DBA 25 MCO - LAX - < )
W 0TSy e Ry

mcgmmm

@ Once the Offer is in the Shopping Cart, the Reprice button can be
used either to request a new Offer with different Pricing Options or
if the current Offer in the Shopping Cart has expired due to time-

limit restrictions, the Reprice button can also be used to return a
new current Offer.

The flight details have been added to your Shopping Cart.
10| accelya




>> Direct Connect

—— Create an Order
Book and Hold

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

(tickets and EMDs).

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

Click Book and Hold, the reservation.
s wry o Nycore U atut OFFLEA sutsasatuily rested
Shoppling Carn - Air
£ s
= SunlEMaZS  LAXHNL uanin 0 o s 3. The Itinerary frame now shows Booked-Air and new command
20p -
= buttons appear at the bottom of the frame: Reprice, Services,
T TR dkh 4 o - e Seats, and Issue Documents.
CPTIETTD GRS IR €I G il
Boak snd 1z Selectnd
A | T i
Bl oo -y
® A telephone number or emall address is required to book the fare. [neprtew ] momvien | woore ]
Some airlines may require both phone number and email address.
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>> Direct Connect

—— Create an Order
Adding SSRs

Special Services Request

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

1. Click SSR on the Toolbox to open the Special Service Request (SSR)

3. In Text, enter additional information about the request and select
frame. Click Add (+). whether the SSR applies to all or a select passenger(s) and
% =SS segment(s).
s 8 sesamt > Rew

————— 4. Click Submit. You are returned to the Workspace where the
A Special Service Request (SSR) frame shows the added SSR for
\ . the selected passenger(s) and segment(s).

o Scecinl Ser vice Raspuests] SN
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— Retrieve an Order
Retrieve an Order

Retrieve an Order with Record Locator
You can use the Record Locator to retrieve an Order.

Sprk

: y 1. Enter the Record Locator in the Record Locator field and click Search.
NDC - Reservation . 2. The record opens in the Workspace.
Record Locwtec: NerSet B 1
An ,
|......- [ o] [+] Trevetns @
o r Retrieve an Order with Advanced Search
- tiaaio p With Advanced Search, you can specify search criteria such as traveler name, airline, dates, etc.
E r 1. Clicked Advanced Search, enter your desired search criteria, and then click Search.
e 3 2. On the results grid, click the desired record to open it in the Workspace.
Cratmtinetlose o J ey "
Vemer b b B /
- ¢ 7
a3 4 -
ams K -
[Bes Dususy - e &=
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>> Direct Connect

Payment
Issue Documents

Issue Documents overview

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

1. On the Reservation screen, Itinerary frame, click Issue
Documents.

renarsry

Booked « A

- N Mon ZVApEs ML - LAX - 11 v o  Whihe rrr
L ™RADp DN OMe

- B 5ot 26Ape2S LAX ML w1 [
o 90p  BNSEe
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2. On Issue Documents, enter payment details and click Pay.

o | Arvericen Exvpress v | Slutcsemmmeee 0% ;e s izees TRy s

B ity Adtes we

Asnwrratn Ienime ey hmpgeey - P06 19

FRAVYY JORER (ADT)
LA TR0 LAN 40 1 1hA%y =

LA 1A MG LA 1 TN

30439 (D

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

Reewid imitet usiiy & B @

-—— ¥ o

whiphs B T




>> Direct Connect

Payment
Seat selection

Paid seats

Seats are generally included in the price of the ticket. A seat map is available for each flight segment where you can select your included seat if allowed.
Some seat restrictions may apply based on airline rules.

1. On Itinerary, click Seats. 3. The selected seat for the segment now shows on Itinerary.
Booked - Alr
2. The Seat Map appears. Click the desired seat (if allowed) and then v . /
A - ;‘ Mon 2IApI2S HNL - LAX - 110 v o NI T M - '
click Continue. S oeasy cesa
iy i P R p e Mo L e PR e L et e
DCPAULY TREE DTAT 0oo
- o
~ ’*‘ sal JGApe2S LAX - HMNY - AT T WAk 77 e '
TR : Wl Dhoy a7k
-~
] l Suretems § et

$288EE bl e = it
-5 -1 3 33 gl ] RO T
FEEEEREEw. — ]
FEEESEES = - -
o EEEREEe mRI 0 - .
' L2 3. 3 3 3] - RGO ‘
: '= Exmam el : @ If you selected a seat upgrade, a payment screen will appear.
s o) T - —

e ]
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>> Direct Connect

Payment

Services and ancillaries

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

1. On Itinerary, click Services.

3. The Payment form appears. Enter payment details and click
Continue.
2. The Services screen opens and shows services and/or ancillaries for

purchase. Click a desired service and then click Continue.
Sprk , ,
NDC - Services v—

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

) spetiel Sarvie

” Mgt o 1S S00)

e PRNE 9 B das¢
Oyptimmad Sawwinmn prom e bn UN0

Pretiee. Assene
Fermrmmrey e

Faummamty Mhan Praesiss Accmme sl Ol Trip Pus
g I ekl P ol e — -
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>> Direct Connect

Modify an Order

Reprice

Reprice an Order

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

1. Retrieve the unticketed Order to be repriced. Click Reprice.

Hizrerwe y

Dovhed A

- o S LAX - MCD o
§ orate 9E11e

4 orisp D8ELe

%:!m@t = | [ 1ovee Oocrements |

2. If you have a document number to be used as a pricing qualifier,

enter it in Document No. Click Continue.

E-Twcket Informaton -

iment 8 pt

[ continwe J concer
17| Qccelya

5. The Reshop frame shows the new offer and total fare. Click
Continue.

~ S AR | RSO0 FIMA \ - S0 227757
LAX - NMCO SUNDAY. MARCH 23 2025 1
QRIPIAY * OR1TAMCE . ;
Arvees = MCOH JIALS I
MCO - LAX SUNDAY, APRIL &, 2025 a
OTARP AT OBSIP LA

(D If there is no price change, Reshop shows “No Price change on
current Order”.

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

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




>> Direct Connect

Modify an Order

Reshop

Reshop a flight
You can reshop your current itinerary.
1. Click Add Air and enter the flight details

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

3. Click Reshop and select the desired flight.

o Aoune Trip O Winy AN City

v Depart Arrive Date Time
" /32023 Arrpteme

|°vo 8 Mon Z1AprAS  HKL - LAX 1168
. 0%A40p - 0600

- SN sat 26Ap2Y LAX ML 110 1 o 2w 77
0%:10p  07:53p
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4. Flight options are returned. Select the desired flight and click

Continue. The Total field shows the amount due (or refunded).

AN SIMALIOY

J<oS
~ 11460 il | 11:00P 1 rL = 06 24ALAX v
LAX - MNL SATURDAY, MARCH 0 2028 o
1"sa Tn W QBASALAX * 18PN

Tatak  LSD

AN L DM ARIOZ %m
HNL - LAX MONDAY, MARCH 3, 2025 e

0.00

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

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

the new ticket details.

Tickomn
m—— e —
BIAA0
Q105481129713 e Tutatest




>> Direct Connect

Delete an Order
Flight segment

Delete a flight segment

You can delete one or more booked flights and keep other flights in your itinerary using the Pin delete ( »#). This option removes that portion of the

itinerary, reissues the tickets, and applies a refund if applicable.

. Click Pin delete to mark the flight for deletion. Click Delete.

# UM Mon03Mar2s  HNL - LAX - 1149 Lo
U4 190p  08:24e

N “' W Sat OOMar2s LAX - HINL - 1150 w o w777 e -
¥4 onass 12aep

o= o D

. A confirmation message appears. Click Continue.

. The Reshop screen shows the Total Refund field for the amount to be
applied to the remaining flight(s), if any. Click Continue to reprice the
itinerary.

a n T fund: USD 212.69
LAK - MNL MONDAY, JMAMUARY 20, 2025 £N
1158 Wir L OMESALAX * 12:34PHNL
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4. On the Pricing grid, click Submit.

fmare Ty Carvamey

f e barn e Pasieeger .

=)

wa

useo

——

5. Click Continue to accept the offer.

6. You are returned to the Workspace. The deleted flight has been
removed from Itinerary and Transactions shows the status of the
documents (based on airline policy and fare rules).

@ The suggested practice to delete a flight segment is to use the

Reprice button to perform a partial delete and then reshop for
unticketed flights.




>> Direct Connect

Delete an Order

Entire Order

Cancel an entire Order

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

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

2. Click Cancel Itinerary ([ ).

Confirmation Required

3. The Reshop screen appears and shows the action to be taken and the A Hinerady oF this Ressrvastion Wi ba lost
refund amount. Click Continue to remove all flights from your Order. Q B
Cancel Continue
ACTION ON MULTIPLE TICKETS Tornl Aefund: USD S71.42
All tlights wil be deinred frmm yonr oedar ‘m!m .
' 6. You are returned to the Workspace where Transactions shows the

refunded ticket details.

4. The Reshop price grid shows the fare amount plus taxes and fees to T
be refunded. Click Continue to cancel all flights on the Order. Ticketa

21| accelya



>> Direct Connect

— Office Queues

Office Queues overview

Queue folders

Office Queues are folder repositories containing Orders that are placed either automatically or manually. Each Order is placed in a specific Queue for a
defined purpose. Agencies can have access to additional Queues specified for internal agency use.

Office Queues Count Summary 5

Mfice 10 e T ~ | m 1o Time Neqg 1 by ¥ Rocord
Count Summary. The Count Summary handles the criteria o (EA=Pansugs, 0] o ) nbollinani  AVDS 30000
for the Queues display at the agency level, with controls for e - 12

Office ID, Source, and an option to filter by agent. b

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

Ao
Confirmaticn 110

NangeOtOwneship

Non-Alr Segment Notification 26

Queue <#>. When the Open (folder) icon is clicked for a

given Queue on the left panel, the list of Orders found on 12
this Queue will display on the right panel. Clicking the 14
Record number for a listed item will open the Order in the 100
Sprk NDC Workspace,

Expired Time Limit andg SSR Cancaliatior

R4

Catch AN A&3

1 - » 1 Aol tems
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>> Direct Connect

— Office Queues
Accessing Office Queues

Opening a Queue folder

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

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

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

view the reservation details.
2. The Office Queues screen appears and shows the Count Summary

and the Queues grid. Click a folder to access the associated Orders.

CounlS«mmuy e © (787 o 70 O O T O de—
Office | aar ry ~ — Q. © (787 w? 737)
oures A Queue0(7870f787) @ © @ © Mococd (ocator: anins B 88 e =
Artive Orky Filler try agem Teavetes
Queues G) Queue navigation buttons s T @ ATT  wa ICHAR dsdeeis . 0
TGS o appear above the Workspace.
v - » Use the left and right arrows to Booked - Ale B
& coofirmat 1 = advance to the next reservation ’ cre ¥ et
¥ changecicumenhis i or go back to the previous 2t oot S L W) v
&  non-alr Segmant NotTica s = reservation. The trashcan icon
=~ IRREEe = removes the Order from the PR ervicns | sets |
P e O P LTS Do ) = Queue. Click the X to exit the
- = Queue and continue working on Trarsactians &
4 < L s
e the current reservation. Vichom
\30 N atch | ae B s = -~ e
] | aola items ‘e
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>> Direct Connect

Profile Management
Traveler profiles

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

1. Enter the travel details in Traveler, then click Create Profile. 4. The profile icon has changed from Create Profile to Open Profile.
Recard Locstor - P
i = 2 et £ O Traveler Rawnioad samaiecty | Uaload Travelecs
o Traveler ' Downlosd samnlscay | Vnlced Traxelsrs . Fype e First Name / Diate 1 dirth irs /
= Type Title wit Name > Date fBu 2 1YY Pa— ( a p——
y / . . ADT TSTER TRAVIS TROCtISN 0
. ADT TSTER TRAVIS 160011008 L I Opap it Siants

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

profile Name |JONES/TRAVIS ‘ (D On Ssummary, in Profile Name, you can change the default
Traveler Summary _ traveler profile name.

Type First Name Middle Name Last Name Date Of Birth
ADT TRAVIS JONES 1985-10-18

e s rl.'\u” —— R / B S / - . _,d‘“)“-"* P

FECOTO. — wrapes
Sutmit I conce:

|

23| accelya



>> Direct Connect

Profile Management
Traveler profiles

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

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

ND.C Profile Management u n
e D m—
l . . —
—= [ ove |

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

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

Offcw 1D : AQMHT Fratie Neme 1 JONES/TRAVIS

" -

réarmatan PRIN Tiwrmends Cantracts Frutmiences Dooument Tracking Tarmplates Avonation

& Traveler @

A4
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4. Click Add (+) and then Add new record for the desired element.

5. Click Insert (checkmark icon) to save.

Numbor Type Extension

sNumber: | - 18435551212 Extcnsl-:.n.l | .
—_— D Number: |

Type (MOBILE ~) Remark: [ ]

>
@:"'F’Y Ito display
1
ACT TEW TRCOID

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

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

Numbet 9

@ 18435551212 P

Add new ecord




>> Direct Connect

Profile Management

Traveler profiles

Creating an Order from a profile

With profiles, you can move traveler information to your bookings automatically

1. On the Reservation screen, click Profile.

Record Locator: Not Set & -

L+ ] Traveler 3

a2
| Profie
Revwnload samelecsy | URload Travelers

2. On Search, enter the Traveler Profile Name. Click Search.

Company Profile Name
—— ._I"“ —_— ———

oy

-

Arranger ID

Office ID IAél-_{T ]
Traveler Profile Name [Vones/Travis |
I B *’--_' A
S . S|

oo
e

Travelews Compeny

LQNEER/TRAYIS
S8 |® . 1 - 1or ) tems

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

Traveler ‘#
Remark Mode

;Ty-pc Last Name

laoT Jomes

Furst Name Tatle

Autc

aAdag

|
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.A_.‘

Frequem F|yc¢ Numbers
-"‘"‘ _—-, 'lir‘ -4 R - -— 4

3. On the Results grid, click the profile you wish to use.

5. The traveler details now appear in Traveler.
o Trawveler : Renvicad samoie Oy | Uniaesd Travelen
. Type Trrim Firvt Name Lt Name Owie OFf Sirth Fre
. Al TSTER TRAVIS JONES Det 4983




>> Direct Connect

— Global Settings
Accessing Settings

Settings overview

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

Access

From almost any screen, click Settings.

(¢ [=F
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Default view

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

s el el IS NN NS e e e

T

Vraamen

L B el e S

et




>> Direct Connect

— Global Settings

User preferences

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

Choose Display Language

=11 i

l frangais (France)

Current - English (United States)

-

Choose Time Format
Set the time to display in 12- or 24-hour format

Choose Time Format

@ 12 Hour Time with AM/PM
() 24 Hour Time

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

27| accelya

Sort by

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

departure, efc.

Sort by:

Sort by: pDefauit v

Current - Default

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

User Password / Email

Current Password

New Password

Confirm Password




>> Direct Connect

PCC Bridging
PCC Bridging

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

1. Sign into Sprk NDC using the PCC Home credentials. 4. The bridged PCCs simulated office environment appears. View or
2. Click Simulate Office. update the record(s) as necessary.
I ) ] i 5. When you are done, click Return to Master Account.
@ I1ATA: = Office ID: FLX1
\“ Welcome, = | Logout
imulate Office @ > B ATA: s Office ID: AQHT
12
3. Enter the Office ID associated to the PCC you want to emulate. Click Return to Master Account
Submit.

6. Click Continue to confirm the message.

Welcome, "= Lo 7. You are returned to the Master Account.

(N OfficelD

(D Only PCCs within the same airline organization are allowed to
bridge.
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Thank you
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