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Topic: Adding SSRs in Altea 
 
 

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. 
 

 
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.” Repeat for 
connecting flights if necessary. 
 

 
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.” 
 

 
 
 
 
 
 
 
 
 
 
 



                                                                                          Training Bulletin 
Revision: 0 | Issued: 10.07.2023 

Page 4 of 4 
 

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. 
 

 
Remember to delete services from connecting flights if necessary. 


