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12.0nload List

13.Flight Banner and Flight Comments
14.Boarding — Priority Boarding

15.Flight Closure
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1. SK Applications
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Some SK specific systems are not integrated parts of Altea, but access to these systems can be done via:
“Applications” -> “SK Applications”

Customer ChrleH

Fiighit Ctrl+F

Saatmap Chil+5

Bggage Ctilsa

Boanding Cti=B

Boarding Monitor Cti=Dr

Track Clrlekl

Rizsarsations Ctri=R

Telatypa (TTH) ChrleT

Taletvoe Templabe Admin Clrley

My Lker 1D Detals Cti=0

My Praferences Chil+p

MEsSSEnQeEr Chrl+M

orkd Tracer Ctil+w

Movamant [MYT) Chrleh

St Dierfault Carier Chil+F1

Operational Fight Updates Cti=l

5K Applcations k| EuroBonus Lipgrade
/ Hatel Chisll FIDC

Dizrunhion Chrs FightMove

Arire Settings Ctris A | World Tracer

Departure Control Histary Chrl+ Fight Infoemnation

Nor-Traveler Chrl+

SK Applications => Flight Information

Customer ClrkeH SKFght (2) | SK Customar (3) | SK FiGht SK4425 (4) | 5K Flght SK758 (5) | SK Floht SKi90 (6) | Reservations (2) | 5K Fight Information (8) | SK FIOht SK4042 (9) | 5K Fight Infomiation (19) ”
Fight ik
Fight Moritar ctivg
Crew CtrleShift+C
" Saatmap ctis
. Bagoane i
Restart F Boardrg Criv
Boarding Moritor D
Track Ctrlek
Reservations ClileR
Telotype (TTY) ChreT
Teletype Terglate Admin - Ctrkey
My User ID Datals cuho
My Preferences CtileP
Messerger Cirih
Wl Tracer Ciw
‘Wiorld Tracer Desktop. CtrleShift+L
Voucher Management il
Movernent (MVT) CtreN
Sat Default o
mg oral Flght Updates  Ctrisl
5K fpchcations ¥ EurdBores Upgrade
Hatel ittt BDO
Disuption ctrivshiftsD | Fightiove
Aurine Settings Ctrieshiftes | Fight Information
Daparture Control Hitary  Ctrieshifte | Workd Tracer
Jin iavles Cshiftan

Insert Flight number and date of operation (if not for today)
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|
Traffic & Flight Information
Flight info search
3 Flight Info Advanced Search [Alt 2]
< Passenger Load Figures [Alt 4]

Please enter search values

Flight id(s) Date of operation (UTC)
[4425 | [

Dep station code Aircraft Type

AC registration Time mode:

® 1t O utc

Call Sign

(Rosct SN oo TN <corch |

Traffic & Flight Information
Flight Information

= Flight Info Search [a1t 1]

2 Flight Info Advanced Search [Alt 2]

< Passenger Load Figures [Alt 4]

The flight search was performed using:

Time mode: LT

FlightiDs: SK 4425 , Period: 06FEB24-06FEB24

AIRCRAFT DELAY
FLIGHT DATE FROM TO STD ETD ATD TOFF TDWMN ATA ETA STA STC TYPE OWNER \l" CODE2 CALLSIGN
SK4425 06FEB24) LYR TOS 1445 1438 1444 1601 1604 1620, J | 32N 5K 3 RO SASTET

TOS OSL|1720 1920, J | 32N SK 32N1  SERQI SASTET
CHolp Cprint| Copy datatofile

Click on ACREG to check aircraft rotation

Flight Information

L]

Traffic & Flight Information
Flight Information

2 Flight Info Search [A1t 1]

= Flight Info Advanced Search [Alt 2]

=< Passenger Load Figures [Alt 4]

The flight search was performed using:

Time mode: LT

FlightlDs: %, Period: 06FEB24-06FEB24 Acregs: SEROI,

3 hits] AIRCRAFT DELAY

FLIGHT DATE FROM TO STD ETD ATD TOFF TDWN ATA ETA STA STC TYPE OWNER VERSION ACREG CODE1 CODEZ CALLSIGN

SK4414 0GFEB24 OSL TOS 0935 09350957 1129 1132 1140) J | 32N SK 32N1  SEROI SAS4414
TOS LYR 1215 1207 1216 1350 1354 14000 J | 32N SK 32N1  SEROI SAS4414

SK4425 06FEB24 LYR TOS 1445 14351444 1601 1604 1620 J 32N SK 32N1  SEROI SASTET
TOS OSL 1720 19200 J 32N SK 32N1  SEROI SASTET

SK1330 06FEB24 OSL AES 2000 2105 J | 32N 8K 32N1  SEROI SAS1330

[Help | [ Print | Copy datato file
2. Baggage
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Insert actual baggage weight.
Excess bag - S sign (not in Skilling) - pieces or wight

If prepaid — you will see EMD sign and $ will not be displayed.

- Pay Excess — charge in CC terminal and insert invoice number in CM, or
- Waive Excess — insert your user id and reason for waiving
(be precise as much as possible, avoid “commercial” without explanation).

Shortcuts
Add Bags
Amend Bags
Amend YWeight
Cancel Bags
Depool Bags
Excess Calculator
Pay Excess
Print Bag Tag F5
Revert Waiver
Update Bags
Waive Excess

Bag should be tagged to the final destination.

If there is domestic flight in passenger’s routing — passenger should be informed where customs clearance
takes place in a country.

Customer Application => Regulatory => Timatic Country

+ 5K760 21FEB GOM + CPH Copenhagen Kastrup (3) ST: 15:20
e Gt 20 Saaig 10
sorcay Drna [¥) e fscenng (%
[ T BgTaGbn S St A e o
:

SSK760 ZIFEB GONGPH M 003 v SK-GOLIGHT, LGHT, CTCM, CTCE
RS ZIFER CPHERU EMN 03 TR v SKGOLIGHT, LGHT, CTCH, CTCE

7 @) selct ussorar(s) for Accaptanca: @ Boand (2] 0.0F1 Selectad

O Ginge produet ssecton
! Comments out of GON

are;| Adeanal travel Requrements
6| Chock Reguirements

79

Blacklist

i1z Blackkst Ovemide

Dotumentation

i

i Seconsdary Dacument
Delete Travel Information
Reguistion Authority
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O Enter details to gquery Timatic on Country information.

Timatic Request Country
Country: |CPH Request Category: |Customs || w

SubCategory: Baggage Clearance E

Reservation Application CTRL+R
TI/CPH/Baggage

TIMATIC-3 / 21FEB24 / 1153 UTC
CUSTOMS FULL TEXT FOR: DENMARK (DK)

BAGGAGE CLEARANCE:

- DENMARK: BAGGAGE IS CLEARED AT THE AIRPORT OF FINAL
DESTINATION.
FAROE ISLANDS AND GREENLAND: BAGGAGE IS CLEARED AT THE FIRST
ATRPORT OF ENTRY IN FAROE ISLANDS OR GREENLAND AND MUST BE
LABELED TO THE AIRPORT OF FINAL DESTINATION.

3. SAS Go Light

Customer List category 8.
Go Light No Carry-on bag (CABB), excluding EBG, EBD, EBP

[ e LR e

=+ 5K760 21FEB GDN + CPH Copenhagen Kastrup (3)

Acceptance Open

List Type Additional Information

1 All Customers(ALL) All Customers Display List
2 Incarriage Customers(02) Customers with an incarriage fiight
3 Oncarriage Customers(03) Customers with an oncarrage flight
4 Not accepted Customers(04) Customers not yet accepted
5 Accepted Customers(05) Accepted Customers
6 Special Assistance and Categories(06) AV, BLND, CBBG, COUR, DEAF, DEPA/U, DPNA, EXST, MEDA, PETC, STCR, SVAN, UMNR, WO incl. CHD and INF
7 Staff Customers - Passive crew with Onload code 01C, 02C, 01M, 02M a... Booked and listed Staff in prio order
E GoLight No Carry-On baal0g) GoLight no Prepaid Carry-On bag (CABB), excluding EBG EBD EBP
~ Fmecnlbamom Chinl

R E—
() Select a customer list.
Restrict Customer List

To: hd Customner Filter: Joining and Transit | w

Cabin: -

On Boarding Application, you can see how many passengers are accepted in Zone 5
Go Light No Carry-on bag

= SK7E0 21FEB GDN =+ CPH Copenhagen Kastrup (3)
Acceptance Open
Accepted Boarded Mot Boarded Accepted Zone Yot To

Joining | 36+0inf 0+0inf 36+0inf Ineligible To Board 0 Board

Transfer 0+0inf 0+0inf 0+0inf Special Assistance 2O F7 to see the list |1 6

Transit Jump Seats 0 2 1

Totals  36+0inf 0+0inf 36+0inf 3 18
4
——

Not Boarded Customers: 36

Link Sec.Nbr Seat Cabin Acpt Bag Incarriage Last Seen
1 AAM Erlend Mr SK Siver 2 005 11E Moy WEB
2 AVICOLLI Manuel SILVER 027 27F Mook WEB
3 BAYSA Donald Laugo Mr 009 228 M oyl WEB
4 BERG Jorn Mr SK Diamaond 013 ac C w4 WEB
5 BOWUCHER Francois 019 188 M w4 WEB
6 BRUSAZAPPELLINI Alessandro 015 25C Mook WEB
7 CHARDON Franck Mr 003 254 M v WEB

In Customer Application in Info you will see LGHT
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+ SK760 21FEB GDN + CPH Copenhagen Kastrup (3)
Acceptance Open

-Custnmer Bkg Tkt Cabin Sec Seat Accept Baggage Info
1 BOUCHER Francois

- 5K760 21FEB  GDMN-CPH B4 M(K) 019 18A W OLIGHT, LGHT, CTCM, C
+ 5K559 21FEB  CPH-CDG B4 M(K) 028 18A W OLIGHT, LGHT, CTCM, C

When passenger has paid for Carry-on at check-in Add Service - CABB
on all flights paid and reprint boarding pass — zone 5 will be changed to zone 4.
LGHT will be changed to CABB.

Select Customer(s): |1
O Enter services.

Special Services

Service Service Description Additional Description
1 CABB ..|PRE PAID CARRY ON 8KG 18LB

Special Services Information Recap

1 SK566 19FEB CDG-CPH LGHT Status: Confirmed LIGHT FARES MO CARRY-ON BAG =

CTCE Status: Confirmed PASSENGER IROP COMTACT
INFORMATION E-MAIL ADDRESS SASTAG//ORANGE.FR

CTCM Status: Confirmed PASSENGER IROP CONTACT

1 5K566 19FEB CDG-CPH

deiains INFORMATION MOBILE PHONE 33682831921
CDG-CPH CTCT PAR EDO CONTACT 0033 17841837
CDG-CPH CTCN PAR PASSENGER CONTACT 0682831921
1 CKSAR 19FFR  rM--rPH MNY¥TM Tl -MNONF 2t
Select: 2 of 4 selected

4. Special Baggage AVIH/WEAP/WCBD/WCBW/WCLB

Current SK procedures require AVIH, WEAP, WCBD, WCBW and WCLB be registered specifically as “Special
baggage”. The reason for this is, that these codes are transferred to Altea FM (Load control system) ONLY IF
the Special Baggage is inserted correctly.

AVIH/BIKE/WEAP/SKI/GOLF need to be requested in reservation in advance and shown in Info field,

if missing not — please contact GLSS.

When you insert weigh for AVIH/BIKE/HBAG/WCHXx add Special Bag — select — YES

Select Customer(s): |1
O Enter baggage weight for next piece.

Baggage Current Baggage
Additional Hold Bagagage: JE] KG Hold Baggage: 0/ 0KG

Is this a spechl bag
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O Enter the data for the special bag(s) to update.
Sperial Baggage
Attribute-Description Details

[~]
AVIH -
BIKE
BULK
GATE 0 Attrbutes
HBAG
WCBD
WCBW
WCLB -

HBAG — hand baggage

September 01, 2024

add Special Bag when flight is fully booked, and handbag is sent as checked baggage.
This procedure applies in high season — information will be published in Bulletin or Procedure Alert.

Select Customer(s): |1
:) Enter baggage weight for next piece.

Baggage
Additional Hold Baggage: f KG

Is this a special bag? Yes E

O Enter the data for the special bag(s) to update.

Special Baggage

i =Description Details
< HBAG

S —— -

CBBG/EXST - Cello in Cabin/ Extra Seat

Current Baggage
Hold Baggage: 0/ DKG

Select 2 seats from Seat Map (if not already pre-reserved acc to Ground Handling Bulletin 01FEB2024).
When CBBG/EXST reservation is correct - 1 boarding pass will be printed with 2 seats for psgr and BBG.

If 2 boarding passes are printed - 1 for passenger and 1 for CBBG/EXST —

please contact GLSS for correction — error on Loadsheet!

5. Document Check/ TIMATIC
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If ADC (Additional Document Check) for other airlines is not ok you can swipe and insert passport details, but if
still not ok — pls do not override,

cancel acceptance from the flight and this airline will perform ADC in their check in system.

Accept passenger only on SAS fights, bags can be checked in to final destination.
Inform passenger to contact the airline at transit desk to collect a boarding pass.

Baggage can be tagged/checked-in to final destination if agreement with SAS exists,
CRTL+R => GGAIRSK xx (xx is airline code).

GGAIRSK QR — agreement OK

INTERLINE AGREEMENT EN 14FEB17 0900Z
GG AIR SK QR (LAST UPDATED: 14FEB17 STONKSK)
1 2 3 4 5 6 7
QATAR AIRWAYS 157 OR NO YES YES YES
1. INTERLINE CARRIER'S NAME
2. INTERL. CARRIER'S CODE
3. INTERL. CARRIER'S DESIGNATOR
4. IS CODESHARE INCLUDED IN THE INTERLINE AGREEMENT?
5. DOES THE INTERL. CARRIER ACCEPT SAS DOCUMENTS?
6. DOES SAS ACCEPT INTERL. CARRIER'S DOCUMENTS?
7. IS THERE A PASSENGER E-TICKET AGREEMENT?
SEE "GG AIR SK INTERLINE" FOR FURTHER EXPLANATION

GGAIRSK DY - no agreement

|DATA PAGE DOES NOT EXIST

6. Travel Pass

To find passengers travelling on Travel Pass check Customer List F4
Category 14 “PRC OPR precheck”

th SK4425 O1FEB LYR # TOS + OSL Oslo Gardermoen
Acceptance Open
List Type ‘Additional Information
10 ADOC missing(10) Check of health documents not performed - SSR ADOC missing
11 iAPP CN and UK gate actions(11) iAPP status OKS NOK
12 Mo electronic product NEP(12) Customers without Electronic products
13 Customers No Show and Go Show(13) ners Mo d Go Show - Charter
14 PRC OPR precheck 1(50) { DPMA, SKTP, UMNR, WCHC
15 PRC OPR precheck 2(51)  OMSRRL Ll T AFF BKD, SVAN
16 PRC precheck special assistance and animal(52) MED, CRE, SAL, AVIH, PETC
17 PRC precheck specific SSRs(53) UPGD, EBP, SEMHN, SPEQ

10 — e Anmilal OO0 NETE mbnbam O o d RO (filenre CODY

Select Lt

(D selact a customer list.
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J £ SK4425 O1FEB LYR # TOS # OSL Oslo Gardermoen
Acceptance Open
Selected List: PRC OPR precheck 1
Selected Fitters: None

From To Bkg Cabin Class Seat Accept Tier RGO, ONC Servic
1 CHRISTENSEN Sissel Olsen Ms  LYR TOS C 5 4F v’ SK Basic N N SKTP-9230Q8465 TPC RBK WORLDWIDE C CLASS TRAVEL PASS CORPORATE

Travel Pass is linked @ and passenger is ready for check -in

+ 5K4425 01FEB LYR # TOS Tromso Langnes
Acceptance Open

Customer
1 CHRISTENSEN Sissel Olsen Ms
+ 5K4425 01FEB LYR-TOS

Seat  Accept Baggage Info

v OTHS, SKTP, RQST, CTCM, CTCE

7. Suspect Fraud CKIN

There is no special warning of suspected fraud in Altéa.

Suspected fraud or other important information is indicated by a CKIN note in the Info field of the Customer
application.

el 143 CPH (3] # AR Stockholm &rlanda (%) STD: 09:20
Aneptane Pendng Gate: Mona  Boanding: 0500
Customar B Tet Cabin  Seat  Accept Baggage Info

Sedect. Cuntomer:[1 SelectAghtisih | %) Espard [5F2]  10f 15ekected
(0 Gelect oustones To view corresponding record. Refine the ‘Al Categories’ display with F2 function,

/1 Boarding Pass Print Details

SKSZDE 140N OPH-ARN Hat einted

Customer Details
MR LAEGER FRANZ
ke

Record Locabor: IO

— . Booiang Class: ¥
52 A1M (FPH-4RN )
N PAL (e ranual Seleriee; o
SC508 140N OPM-ARN acpeplance Statue: Duslomer nol acoepled

Passport and Travel Informstion
Sumame: MEGER Gerdar: Male

/i Seat information
J— , = Seat: None  Prafercnce: None  Shaifle: OFF 8, Pass: Mot
5. 1N O |
=08 i H-AR printed  Securty Numbar None
() Speial Servioes e e
200 AT CPHARR CKIN CHECK-IN SERVICE RECRJEST CHECK, CREDIT CARD FOR.
i e : . MALIDITY -

Ticket Detals -
Tickat Numbar: 1172397595039 Coupon Numbar: 1 Toket

SSelE AR AR Type: E-ticket Assocstion Ststus: Associated

It is VERY important to check the note CKIN.

This is done via “View Customer” from Customer application. The CKIN information is found under “Special
Services”.

Normal procedures for suspected fraud apply, please contact GLSS to report the fraud.

Note: The CKIN-note might be used for other important information, always check “View Customer”
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8. Manual Regrade

September 01, 2024

Regrade is the process of assigning a customer to a cabin that is different from the one for which the customer

paid (the cabin class of the ticket). Regrade can be an upgrade or a downgrade.
With the Regrade function you can perform an upgrade or a downgrade.

Always use “Manual Regrade”.

In the Customer Application any customer can be manually regraded.
In the Boarding Application (CTRL + B), any accepted customer can be manually regraded.

In Flight Application (CTRL + F), only customers eligible for regrade can be manually regraded.

BEFORE and AFTER Acceptance the process is the same:

1. From Customer Application, CTRL + H
2. ldentify customer to be regraded

3. From Menu “Customer” CF4, select “Manual Regrade.

v gAY LI PN (Y] AR Stogialn Adieda (5)
Arcegtance Open

—— Select Customer©s] for Acosptance: |
o s () Enker bag details and seat preference (if reguined).
1 xoeins ) Bagmane
L CF michi Raggags: i o 0%

] Tracking
Urmerge Bookirsg Track CusEoimes

| Comments

H dadd Comment

11| Upclsbe Comment
pr
Updlate Other Detalls

Restart EFLE| Whisw Do Dinirwar

Trsgquersl Travialers
Al BTV

Debete FOTY

T st

Al Tl st

Feenirve [ridant

Linking

Wiew Links
Regrade

e
C Marail R ade

ke Service

Gpating

Eaat Prefaren

10
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4. Enter the Regrade Details (Reason / Cabin / Authorizer / Extra Info (optional)

5. If needed, use “Common Flights” field (Advanced Option) to restrict the regrade

to selected flights.

September 01, 2024

shortouts
add Regrade
Baggage F
Delete Reqgrade ©
Hight Info 51
Seatmap iF7
View Customer |/
Wiew Links 5F3
Menus

Bagogages Fa
CLIS TS F4
Highte i
Seatinge

System

Manual Regrade |

= SK5101 21UN CPH (3) + ARN Stockholm Arnds
Acceptance Open

Customer

1 PETERSEN Franz Mr
+ 5K5101 21JUN  PH-ARM

- SK3301 210N ARN-HEL

Selact Customer(s): |1
0 Select the customer(s) and flight{s) to regrade and requested seats. Regrade will apply to selected flight(s) only.

Restart

G)éfi;

Regrade Details
Regrada Reason: [«Salact Regrade Reason > E‘ Extra Information:
Regrada Cabin: Authonsar Ref:

Select Saat(s]:

®

Commion Feghts For all Selected Custoners

B sK5101  21UN CPH-ARN |
2 SKS301  Z1JUN  ARM-HEL
Salact:|1 1 of 2 selected

6. Press Enter to activate the regrade

7. View the result:

54y

Default: SK
TRAINING

Shortouls

Add Bags I
A FOTV :
Aol Service

Cancel Accepl
Frwd Connecton |

Fight Info  ©f
Wiew Cistomer |

Henes

Acceptances

Crews

|| DEsruptione L

F
Addd Itinerary 2

i

F

Fired Customes [

Wiew Links 5F3

E I, . {J) Enter bag detads and seat preference {if required).

Bage - Extesss o2 00908

Compensations | -
A

Crigtomer s CF4

Customer Identification JETTRITE TR o E0]

= 5101 21JUM CPH (3) + ARM Stoddolm Aranda (5)
ACCEpENCe Open

Custormer

= CKE101  21UN  CPH-ARN
=R CHSIN]  21IUN  ARSHEL

Select Customes(s) for Acceptance: 1

Seating
Hold Baggage: I m[d Saat Prafarance: B
Customen also has specal bags? Ho | =

11
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9. Crew/Cockpit seats (jump seats)

Jump seats are used for the cockpit and cabin crew. In some situations, a jump seat can be assigned for
approved company staff — always agree with the crew!

To identify jump seats and the corresponding jump seat number:
Use Application Seatmap (CTRL + S) or Flight (CTRL + F):

Spplcations  Device  Mawgation  Logoff  Help

5K Esabmap SE5100 (00

Entes ight |

S [ECEC P () o ARN Slockholm ftanda [5)
ACrepnance Cloesd

mzzzafaznzraaa;malaaaamaaa +
- 00 ! = =
Tele e de e ledednds -
D__E:___I____ _I__

B e el Qe f
emimilmilw i alman i) D
Wl o= o =)
zalsEsranonoxmMIzs J

g

Seket 50 (FPHlysan) |

DEnlu'mt numberis) or select an action on the left,
Cuphomer Leg e Gt et Tharacheistics |
acar et “F-ARN Lhd =)

Each jump seat has a specific “seat name”. Different airlines/aircrafts have different names for their jump
seats.
Below are examples from an SK flight:

Jump seat number Description
JP-CO1 Cockpit (flight deck) seat
JP-CA1 Jump seat in front
JP-CA2 Nump seat in front
JP-CA3 Jump seat in the aft
JP-CA4 Jump seat in the aft

Due to Weight and Balance calculation, always assign crew seats from “behind”, i.e., use the 2 crew seats in
the aft before using other crew seats.

12
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To accept customer on jump seat:
Select customer — Insert seat info in “Seat Preference”

Daggager e

Cuest. Dt ailse

Cust, Services SF1

Disruption: SFE Select Customer(s) for Aocepbance: 1

ETASk U D Enter bag details and seat peelerence (if reguiced),

Fight Infio 7 Baggage

Printirg» i

Seatings i Hold Baggage:

Thckets iF Custormer dso has spedal bags? o | =

Transfers FE

Wiew Links F 5

System Tag hurnbes Fam | To Acc  Css  Owner Tag Type Tnfo

Restart 12 =P H ARN | w| ALta

0 Bags
Otk Acceplance Dplians Camimin Flights
Update Status to: Arrepk - Force Status: [Yes | = e B e o
Through Checkin Orly: No. | = Freeze Mo | = 2 Sk3102 21N C
Reason; OF i S
10.0verbooking

When flights are overbooked already at the check-in we need to find Volunteers for Denied Boarding (VDB).
The flight will be updated by back-office functions (PRC or GLSS) to show VDB Information.
After acceptance of a customer on an overbooked flight set for VDB, the following prompt will appear:

= 5K2726 090CT ARM (5) = TKU Turku (1) STD: 18:00
Acceptance Open Gate: None Boarding: 17:40
Customer Blkg Tkt Cabin Saec Seat Accept Baggage Info
1 ENLUND Hakan Mr 5K Silver )
= SKITI6 ARN-TKL = M(E} 056 4F v

(_Eehmmmm‘ 1 FlExpand [SE2] 1 0f1 Selactad
O Confirm if customen(s) would like to voluntesr for denied boarding. 2 voluntesr(s) still required.
VDB Compensation and Alternatives

Altemnative 1: SK2716 2230-0020 COMP: 300 EU IN TV/KOC
Altarnative 2:
FEEmative 3:

Alternative 4:

Altarnative 5:

No to Remoye

Volunteer |

Confirm Exit .

13
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Choose Yes if the customer is a Volunteer.
If the customer is NOT a volunteer, just Exit or Escape!
If the “Yes- “customer has baggage, use the “Volunteer” tag.

September 01, 2024

A common procedure is to indicate VDB via the Customer Service menu.
VDB information is indicated with bold red text in the Flight banner field, see below:

Mo © stﬁuhtwmu_

Customer List Edactl:m

Accaptance

RO VDB 5753 CPH/GDN STD 22%0-2345 ERLUE00 1 T YOLUCHER

Customer

Customer Selection IRl E LTl
w SKTST 17 (PH {3) + GDN Gdarsk Lech Walesa (1)

Bl Tkt Cabin Seat  Acceq

1 MAKURAT Wieslawa Mrs
e grey CPH-GON

E M

If the customer is a volunteer, this is registered into the system via the Menu “Disruption, CF10”:

= 5KS101 21IUN P (3) * ARN

Acceptance W
Shuetcuts Customer
Add Bags Fi1x 1 r ™r
Add FQTY SF4 -

Add Itinerary 8 7 I LAGERGREN Casper Mr
A s S SKS100  2LUN CPHA

Cancel Accept FO ANNE
el Connection 3 kM Magnas Nr

fnd Customer - F4 3 = SK5101  21MUN  OPH-A
fight Info  SF10 4 :lflTENSEN Hennk Mr
View Customer  F7 SK5108  21UN  OPHAl

View Links  5F3 |5 I~ OHRSTROM Cheistian M¢

Menid " SK5101 21N CPH-Al

Accoptances AFL2 B ?‘C.ESBC Christian Mr

Baggages AF3 SK5101 2LUN  OPH-Al

Bags - Excessy AF2 Select O {s) for A =

Compessations UZ O Enter bag detalls and seat prefen
Raogage

Crews

l
»

Disruptiom  CF10
N

Customer Flags

Identifications AFS|| Update Disruption Status
Noov-TraveBers  CF5)

Asgments o3 Update Volunteer Status |
Printing» AFLO| Transfer

(
Regulatarys B packup Transter 3

Seatings AF1)

Ticket / EMD»  AFG| Disruption Transfer 6
Travely AF9

Syslein

Restart SF12

Choose Voluntary Denied Boarding status “Volunteer”:

Chonse Yolunteer Status

Woluntary Denied Boarding Status: Volunteer

Accept Bapgage Info

N C

Note the icon in the Info field.

If the customer has baggage, use the “Volunteer” tag.

Once you have set the voluntary status of a customer, you can reset it at any time.

14
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To get a list of customers with VDB status:
From Application Flight, select “Customer List — F4” Select List no. 1 “All Customers”, and use Filter “Volunteer
Status (VDI)” —and set Value “Voluntary Denied Boarding (VDB)

[ sk fisont sxs101 (@) ]| S Custamer (1) | Sk Seatmep Sks101 (2)

Enter Hight Acceptance FIOUREST- |\ @0 ) ict Selection §
=l O3IUN CPH (3) * ARN Stockholn Adanda (5)
|___Accentance Cnsed
.
List Type Additionad Information
1
“ NCAMAage LLETIOMErs! J LISTOMErs with an ncamage
3 Oncamiage Customers(d3) Customers with an oncarriage fight
4 Not accepted Custorners(04) Clstomers not yet accephed
S Accepted Customers(0S) Accepted Customers
& Mo electronic product MER(DS) Customers without Blectronic products
7 Staff Customers(07) Bocked and listed Staff Customears
g Special masl(XE) Clestomers with special rmeaal
L T o S e ML L et [ )] o e LT R e A TR S R
Soict Lot
() Sebect a cust .
Restrict Custoo omer Nmber 8.9, 1
Toe - Cuetormer Fiber: Joring and Trarsit |+
Cabir; -
e fireErr b anee - w B e
AndiOr  Include/Exchude  Fives Vale |
e i Al B S e e e e
and | w linclude - -

11.Denied Boarding

When passenger is Denied Boarded —

- Cancel Acceptance => Not Traveling =>Denied Boarding
- Call GLSS for involuntary rebooking and tkt reissue
- Issue DB compensation voucher — instruction enclosed.

Select Customer(s): [1 |

Enter the cancel acceptance details for this customer
Cancel Acceptance Details

Update Status to: |Not Traveling =]

Reason: Denied Boarding (=]

12.0nload List
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On the 05MAR2024 SAS will, as part of the last batch of Altéa airlines,
implement Enhanced Onload in Altéa Customer Management.

It will improve the Onload process resulting in a more user-friendly display, increased overview of the actions
required and control to agents.

New Behavior New Display Onload List Onload Recommendation is divided into sections for recommended
action:

e Offload — Weight Restriction: offload suggested due weight limitations.

® Onload: passengers with SBY status recommended for onload.

e Upgrade: passengers eligible for upgrade.

e Downgrade: passengers eligible for downgrade.

e No Action: no recommendation suggested.

Onload is enabled when the Acceptance status is Open.
Onload is based on Acceptance Figures. Onload Recommendations are set to be processed from top to bottom
but can be handled in any order when required.

Example with sections Onload, Upgrade, Downgrade and No Action:

Device  Navigation Logoff  Help
SK Flight SK6928 (0)
PDT Enter ight  Z4l: U Onload Recommendation g
v SK6928 19]JAN BOS (E) » CPH Copenhagen Kastrup (3) STD: 20:00

i Acceptance Open Gate: None Boarding: 19:40
|~ Shortouts Availability Before and After Ondoad Catering Figures
|Cancel Accept 16
| Override Onld Avakebilty: BOS-CPH Acceptance Figures C Y M
{Standby Split () Cabin Capacity 5 3 4
|view Customer F7 Before Onload After Onload Meals 0 0 {
[ = L s . b L, St B e
Ehutptanu.-s f BOS-CPH 4 1 0 4 ¢ 0
! » i
| Compensations Cust: Onload Rec dation
|Customer»
[ Flights Customer Cabn  Seat Current Accept Recommendation  Priority Info. Bag
|Printing» | Onload
S 1
(Geategy A e | 1 PARK AxelMe SKGold M(E) 006  SBY  Onload M
I syster Upgrade
|Refresh 51 2 PARKER Robert Mr M(M) 37A v Upgrade * C /COD RQ
IRestart f

Downgrade

3 THOMPSON Carol Ms staff C(C) 3A v Downgrade { Y 00Y/Y00 STUG

No Action

4 POWELL Michael Mr Staff M(X) 009 say S8y 20M/M00,SA STUG

Select Customer(s):[ |
Osdeclcusmms(s),M'Apptv'toameptmeneconnendamnorsdectanmnhommemenuonmeleft
Ext |
- |

For more information, please revert to SAS Ground Handling Bulletin FEB2024.

13.Flight Banner and Flight Comments
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Enter Flight Hight Information

* gKgng 0BFEB CPH (3) + EWR MNew York Newark Liberty (B)
Shortcuts Acceptance Finalised
Accept Group .
Catering Figures Aircraft
EI':JS;tD'E'ﬂ It_iStt Config Cabin Capacity Infant
ig ontacts ;
Flight Update Aircraft Reg C Y M C Y M Quota
Onload List CPHEWR 333 LN-RKM 32 56 178 32 56 178 12

Proactive FIQUFes | pony catus

Acceptance  Boarding
P -EWR Finalised Closed

Seatmap
Set Comments

Acceptancer Schedule
Baggager Airport: CPH BEWR
Compensatione 8h35
Customer» Elapsed Time:
Disruptione
Flight»

Scheduled: 12:35 15:25
Regrade;Onld» )
Regulatory» Estimated: 15:06
Seating» Actual (offfonblocks): 12:31
Ticket / EMD» Actual (girb./touchd): 12:44

Delay: -0h04 -0h1g

System )
Refresh F5| Total Elapsed Time: 08h3s
Restart

Comments out of CPH

® LOW BF: UPG: M-Y 25000P/3999DKK M-C 50000P/11499DKK Y-C 35000P/8499DKK
® MMEALS 32C/52Y/109M
® PSC 32321107

Set Comments =>

Flight Banner or Add/Edit Comments

Enter Floht. - Y e

* sx909 O6FEB CPH (3) + EWR Hew York Newark Lberty (8) STO: 1235 ATD: 12:31

Shortcut Acceptance Frased Gate: E129 Location: £27 Departed

o - Enter select other options on the left to continue.
e Figl Comments:

Fght Banner o fight W) commment

Flight Level

Hen Banner Comments:
™ OW BF: UPG: 18Y 250009/3999KK M-C S0000P/114990KK Y-C 350009/8499DKK

Restart Checkin Comments:

o chack-n comment
‘Gate Comments:

MMEALS 32/52Y/109M
PSC 32321107

Load Control Comments:
No koad control comment
Service Desk Comments:
No servce desk comment

Supervisor Comments:
No supervisor comment.

Arrival Comments:
No arthal comment

Cancelfation Comments:
No cancelation comment

Add Comment]  ©x

14.Boarding
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Priority Boarding and Zone Boarding

Open Boarding => Update Zones => Zone 1

= SKT60 21FEB GDM = CPH Copenhagen Kastrup (3)
Acceptance Open

Add Bags F11
Boarded List F3 Accepted Boarded Mot Boarded Accepted Zone Yet To
Cancel Accepl  F6 | |joining | 49 +0inf 0+0inf 49+0inf Ineligible To Board 1(3) SF9 to see the list Board
Deboard FE| | Transfer 0+0inf 0+0inf 0+0inf Special Assistance 2()F7toseethelist |1 7
I"bl'?"!g;j Con  SF3) Ipnge Jump Seats 0 = 1
I 1] LSt BFg Totals  49+0inf 0+0inf 49+0inf 3 20

- 4 6
Update Zones SF11 B 9
Receptant ArTZ Not Boarded Customers: 49
Baggl;x_ge» AF3 Link Sec.Nbr  Seat Cabin Acpt Bag Incarriage Last Seen
poardingr - AF21 1 AAM Erlend Mr SK Siver 2 005 e M owd WEB
Disruptions  CF10 2 AVICOLLI Manuel SILVER 027 F M WEB
Flight ap7|| 3 BAYSA Donald Laugo Mr 009 28 M W B2 WEB

P 4 BERG Jorn Mr SK Damond ¢13 B C % WEB
Printing» AF10 -
Regrade/Onlds CF7 5 BOUCHER Francois 019 188 M i WEB
Requlatorys O | 6 BRUSAZAPPELLINI Alessandro 015 25¢ M @ WEB
Seating» AF11| LT oUAnmAN Fee e nnn hEA m nirn

o Select Seats/Sec Mbrs: l:l Or Line Numbers: Qr Name: 0 of 49 selected
Refresh F5 . "
Restart SF12 O Enter seat numbers, security numbers or line numbers to board customers.
Customer Boarding Status:

 SK760 21FEB GDN # CPH Copenhagen Kastrup (3) ST

Acceptance Open Gate: 20 Now B

(O Manage individual zone status or update all zones

Zone 3|Closed

Zone 4|Closed
Zone 5[Closed
Zone 6[Closed
Zone 7[Closed

JIJE W[

Zone 8[Closed

More info, incl. Boarding Group and announcements in Ground Station Bulletin 01SEP24

15.Flight Closure

By default, Altea changes Acceptance status to Closing and Closed on predefined activity times (e.g., 40mins
before STD or ETD). It can be done manually as well.

However, FINALISED must be done manually.

This is one of the prerequisites for producing a Load Sheet (to cockpit or printer) and Load Message (LDM).
Furthermore, the Loading Supervisor needs to finalize his Loading Report, and the Commander or Load

Controller must insert the Fuel Information.

18
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- shortcuts

Accept Group F3
Catering Figures F9
Customer List  F4

el mn}

Flight Update SF2
Onload List SFo
Proactive Figurest

Hegrade List FG&
Seatmap SF7
Set Comments F12

Change Acceptance Status - CLOSED (or FINALISED) => OPEN
it is possible until LOAD SHEET FINALISED.

- 5K1427 04APR ARM (5) » CPH Copenhagen Kastrup (3)
Acceptance Finalised Codeshare: CAGBOG

0 Update timing and status information or select an option from the menu
Timings

e:[ J+0 [»] aDwv: +0 [+] ATD: +0 [+
ETA: liE] Boarding Time: WE ATW: E

Flight Status

Acceptance Status: |FINA|_ISED || v] General Flight Status: |DPENED || v]
Load Control: [LOAD SHEET FINALISED |  Boarding Status:  |CLOSED |
Disruption Status:  [NOT DISRUPTED =]

NOTE: Pls do not change General Flight Status!

When LOAD SHEET FINALISED, and you need to do changes —the CDC in PRG needs to be contacted to reopen
flight — their phone number can be found in Flight Contacts — name and the number to the load controller of
your flight.

e == e e e [ e e

Search Flight  Flight List Hight Information

Flight Contacts §
e gK1742 04APR CPH (3) # VNO Vinius International

Acceptance Finalsed Codeshare: AC9934,0U5698,502742
Contact Firstname  Surmame  Phone Mumber  Workstation/Radio ID Fax Mumber Printer Address
Acceptance
Gate
Load Controller [Vincenzo  |[Musca 420221101231
Service Desk
Supervisor/PCL
Other
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16.Error reporting procedures for Altea DCS CM

1. Press “Help” — “Send Error Report” as soon as possible after the error occurred.

Applications De Mavigation Logoff
Messenger (0) JFE Help
Show Theoretical Seats
Wiew Log

Subscription Parameters About JFE

Role: Check-n Agent | v M

Arrine: K ] Send Errar Report

I - . -‘K-._\_\_\_\_'_'_'_,_,--""Fr

2. Note the current Date and Time when the report was created:

20IUN12 07:17 ¥

3. Wait until below pop-up dialogue is shown:

The Error Report is being sent to Amadeus.
Thank you for your assstance.

Progress

[ox])

Note: The report itself takes a while to process — do not wait for it to finish at this stage.

Instead, continue with step 4.

4. Press” Help” —” About JFE”

spplications  Dewice Mavigation  Logoff
Messenger (0) | Boarding (1) JFE Help
Show Theoretica Seats
' Wiew Log
Subscription Parameters
Role: Check-in Agent |+ = Magmize
AFine: Eg Send Error Report

20
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5. Note the “User” and “Workstation Id/ATID” shown in the pop-up dialogue:

Amadeus

Atea FlyCM -4943 7

Copyright (c) 2001-2016

Amadeus Framework version 3.0.5-m
Java version used: 1.7.0_80

Useré.5K/10393

Environment: PRD_S!

Workstation Id/ATIB: SK/A/ARN/T/1/ADM/00VO/0500
Full Location:

Duty Code: GS

6. Do NOT close down Altea DCS CM for at least another 10-15 minutes.
You may continue working with other tasks in CM.

7. Report error by sending an e-mail to
” CPHKM Station Systems” on address dcs@sas.dk.

September 01, 2024

Include your User Id, Date and Time when the report was created, Workstation ID used and a free

text including the error message or a description of the situation you experienced.

This mesiage has not been sent.

From...

.l

Té CPHKM Stalion Svibesa;
Send

..,

Subject:  Error report

Time/Date: XBIUN12 0717
UserID: 5K/10353
Wirkstation 1D: SK/A/ARN/T/L/ADM/00v0/0500|

ﬂ!.ll'"l"li acceptance........

Note: If the error is related to one or more specific flights and/or customers please remember to include at

least one flight number and/or full passenger name.
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