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Special Service Requirements or SSRs are special services requested by customers for their
flights. These can be for wheelchair services, meals, unaccompanied minor service, pets or
other services offered by an airline. If certain services are not added in a timely manner, it may
cause disruptions. Below are the steps on how to add and delete an SSR for a passenger in

Altea.

Step 1: With the passenger requiring the service selected. Click “Customer.” Then click “Add
Service.” Alternatively, you can also click “Add Service” directly from the Shortcuts menu on the
top left of the screen.
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Not all services are free. Follow airline pricing policies when appropriate.
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Step 2: Select the flight at the bottom of the screen. Then in the Service field, type the SSR you
wish to add to the selected passenger. Alternatively, you can select the SSR from a dropdown
list by clicking the 3 dots (...) to the right of the text field. Then click “Add Service.”
connecting flights if necessary.
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SSRs must be added for connecting flights as well. This is especially important for wheelchair services.
Additional charges may apply for some services.

Be sure not to add an SSR that the airline does not offer.
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Deleting an SSR

Step 1: Click “Customer.” Select “Delete Service.”

Applications Device MNavigation Logoff Help 20JUN23 10:46 . ¥ & EJ
Default: A7 AZ Customer (0) g/ll _?Fl
Customer Identification
v AZ407 29]UN FRA (2) # FCO Rome Fiumicino (1) STD: 17:55
|- Shortcuts ————— Acceptance Open Gate: None Boarding: 16:55 Baggage: Open
Add Bags F11 r X - =
Add FQTY SF4 Sort By Defaut | w|  Order |Ascending | |
Add Slerwte SF9 Customer Bkg Tkt Cabin  Sec Seat  AcceptBaggage Info
Find Conmection £9 | 1 MATIER b Executive
Find Customer 4 =+ AZ407 29]UN - FRA-FCO ® (L) 056 11C v AZ-YC, Service
g ) > = : -
Flight Info  SF10 A71750  20JUN FCO-CTA @ YL 069 120 v AZ-YC, Service
View Customer F7
View Links SF3
| Menus Booking Service
Acceptancer AF12| Unmerge Booking SF10 | add Service F5
Baggage» AF3 -~ - y - =
Bags - Excessy AF2 View Booking Cr4 | Delete Service F11 (%) Expand [SF2] 1 of 1 Selected
Compensation» CF2| Comments Update Service AFG |} check suitability.
Crewr AFS . :
View Service Catalogue F10
AT EE]| Add Comment F3 g
Disruptionr  CF10 Tracking
Flight» A7l ypdate Comment AFG SF4
Identifications AFG| ° AF8 | Track Customes
Non-Traveller» CF5| Details
Paymentt) CF3 Update Other Details F6
Printing» AF10 i
Regulatory»  CF8| View Customer F7
Seating» AF11
Ticket / EMD»  AF6 Frequent Travellers
Travels AFO| Add FQTV F4
- System ————| Delete FQTV CF10 B 2o o Options [F91 Back
Restart 512 - 721 [Proceed] | pack
Infant
Add Infant CF6
Remove Infant CF8
Linking
View Links AF3
Regrade
Add Regrade F8
Manual Regrade SF6

Page 3 of 4



Training Bulletin

Revision: 0 | Issued: 10.07.2023

Step 2: Find the service you wish to delete from the list. Select it and click the “Delete Service”
button on the bottom right of the screen.
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Remember to delete services from connecting flights if necessary.
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