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Travel Agency Form for Apollo

Completing this form will enable Omega Transportation in partnership with GT3 to quickly set up your agency location to book ground transportation on behalf of your corporate account.  Please save the updated document and email it to GT3SETUP@GROUNDTRAVEL.COM
If you have any questions about what information is needed, please contact Colleen Hughes @ 201-270-5918.  Please be sure to view the entire document before saving and sending!

	Date Submitted:
	Person Submitting:


Corporate Account Information

	Corporate Account Information (company)

	Company:
	

	Address:
	

	City:
	

	State/Zip:
	

	Contact:
	

	Title:
	

	Phone/Ext.:
	

	Cell:
	

	Fax:
	

	Email:
	


Travel Agency Location Information

	Agency Location Information

	Agency Name:
	

	Address:
	

	City:
	

	State/Zip:
	

	Contact:
	

	Title:
	

	Phone/Ext.:
	

	Cell:
	

	Fax:
	

	Email:
	


	Travel Services Agency Information

	Agency IATA #:
	

	Verify that this is an Apollo account:
	

	Specify pseudo cities used for this account:
	

	Number of agents booking this account:
	

	Call Center Information (if applicable)

	Call Center Name:
	

	Address:
	

	City:
	

	State/Zip:
	

	Primary Contact:
	

	Title:
	

	Phone/Ext.:
	

	Cell:
	

	Fax:
	

	Email:
	


	Service Provider/Ground Service Information

	Have the vendors been notified of the automation partnership with GT3?
	

	What is the preferred 

form of payment

for ground transportation?
	

	Approximate annual ground 

transportation reservations booked?
	

	Approximate annual ground

 transportation spends?
	


	FREQUENTLY BOOKED ADDRESSES

	PLACE
	STREET
	CITY
	STATE
	ZIPCODE

	GT3 HEADQUARTERS
	41 SLATER DRIVE
	ELMWOOD PARK
	NJ
	07411

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


GDS Profile Information
GT3 requires information about how your profiles are set up in order to provide you with a ground transportation-booking tool that automatically reads the following information from either the profile or the PNR (home and office address, home/business/fax/cell telephone numbers, email address, form of payment).

Optionally, the GT3/Saturn booking tool can read information from name field remarks (NFR) and other areas of the profile to be used in client reporting, such as employee ID, cost center information, budget codes, etc.  

If Your Profiles Are Not Standard…
GT3 will make a reasonable attempt to re-configure the booking tool to read your profile information regardless of whether or not it is standardized.  The most important aspect regarding profile information is that the data is consistent.  That means that it is important that we always find the information on the same line regardless of whether or not it complies with a given standard.

It is important to send an actual example of a profile that is consistent with the general population.  Please do not send a copy of the standard as we generally find that there are account specific requirements that require small deviations from the standard (which we need to be able to read).  So send the real thing.

Cutting & Pasting…
How do you get the copy of the profile to us?  DO NOT PRINT AND FAX IT!!  Regardless of the GDS you can ‘drop’ the mouse in the upper left hand corner of the displayed portion of what you want to copy, hold down the left mouse button and drag the mouse down until you have highlighted as much as you want (or can).  Then, while the text is still highlighted, click on the edit menu and then click on copy.  Then use the task bar to navigate back to this document.  Click once in the area that you want to paste, and then press CTRL-V (hold down the CTRL key and press the ‘V’ key).  You should see the portion of the document that you copied.

If the text that you are copying does not display all in one screen, you will have to copy and paste multiple times.  Each time that you copy, you will have to do the MD (move down) command in order to see the next screen of text.

PLEASE CONTINUE ON TO NEXT PAGE
Instructions for Apollo Users
For Apollo, GT3 reads the profile to get the address, phone, credit and other information.  If your agency has standard profiles below, then the GT3 booking tool can read all of your profile information making your agents extremely productive when booking ground service.

14J3/BEST COMPANY-TRAVEL AGENCY KAREN T                        PREF-P  21JUN02

PERSONAL FILE

1YT/N:1SMITH /KAREN T*4800

2YT/P:NYCR/914-555-9220

3YT/P:NYCB/212-555-4698

5YT/P:NYCB/212-555-4801 JANICE ADAMS

6YT/P:NYCF/212-555-4174

13YT/P:MEMO/**UNTOUCHABLE** ANY CLASS ANY CARRIER APPROVED 

14YD/D-KAREN SMITH BEST COMPANY 200 FIFTH AVENUE-15TH FLOOR NEW YORK NY 10017 

20YB/F-AX378504443022002/D0803 

31YB/T-G*BB/U11257 

32YB/T-G*DP/G175 

37YB/T-U7-0043 

48YT/[:5G/SEAT-A 

49YT/[:5G/SEAT-NO BULKHEAD 

58YT/[:5G/SENIOR VP OPERATIONS 

60YA/MP*UA00444179153*US20444963*NW262444594

61YA/MP*DL4014448796*TW74443015*COBF844460

62YA/MP*AADB44494

71YC/[:5C/ZE/ID-16444079

73YC/[:5C/ICAR

74YC/[:5C/ P

85YH/[:5H/MC/ID-021844496 IC/ID-274440930

90YH/[:5H/ROOM- NONSMOKING KING 

95YH/[:5H/CCGUAR-AX378504443022002EXP0803

106OT/W-8 JAMES LANE

TUXEDO NY Z/10536

108OT/F-VI4271384447621154/D0303

118YT/[:5V/ CITIZENSHIP: UNKNOWN

130YT/P:MEMO/**UNTOUCHABLE** ANY CLASS ANY CARRIER APPROVED 

140YT/[:5N/ALWAYS FIRST CLASS SEATING 

141YT/[:5N/HUSBAND JOHN KIDS HELEN / ROBERT 

155NT/[:5N/U 040444 KO 

END OF DISPLAY

Cut and paste a real example of your Apollo profile here AND the display command that is used to redisplay the profile when in a record.

For example, some agents have to hit *PA and then TAB to the passengers profile and then hit enter to redisplay the passenger’s profile. Others have to display the business and passenger’s profiles to get the office and home addresses (e.g., S*B, S*P or S*company name, S*P)

Apollo Form of Payment (mandatory)
GT3 supports both credit card and direct bill bookings (or both).  Largely, this depends on the relationship between the corporation and the service provider.  You may need an account number to book using direct bill.  Also, the credit card that you want the script to pull may not be in the standard form of payment.  It may be a hotel guarantee or there may be a special credit card in the profile for ground transportation. Please be specific in where the cc pulls from.

 20YB/F-AX378504443022002/D0803                            

Cut and paste a real example of your profile for form of payment and EXP here:
Apollo Home Address, Office Address, Phone Numbers (mandatory)

Please provide a cut and paste example of your home address field, office address field and phone number field and how you display it:

	


Additional Information To Capture (i.e. for reporting)

If there is additional information that you need pulled by the GT3 booking tool, you must paste the portion of the profile, and then provide a brief explanation of what information needs to be pulled and why (e.g., NFR or SORT fields). Please be specific as to what the information relates to.

GT3 can capture the following data fields:

· Cost Center

· Department Code

· Employee ID

· Budget Code

Here is an example of where additional information may need to be captured in order to allow the service provider to provide accurate billing information or for the company to group reporting information:

 1YT/N:1SMITH /KAREN T*4800   (employee ID code 4-digit)   MUST EXPLAIN WHAT IT IS
Cut and paste any information in the name field remarks (and explain what they are) that you would like pulled here:

IMPORTANT: For Call Centers with Multiple Corporate Entities

If your call center has multiple corporations for which you would like to book ground service, please save copies of this document and name the file accordingly (e.g., CompanyA.doc, CompanyB.doc)

It is important that the booking script have an automated way to identify which corporate client is to be used in order for GT3 to return the correct corporate rates.  The display commands below show an example of how to indicate where to find the corporate client information:
Cut and paste examples of the display commands or portions of the profile that clearly and consistently indicate which company is represented in the profile/PNR:

14YD/D-SMITH SMITH BEST COMPANY 200 FIFTH AVENUE-15TH FLOOR NEW YORK NY 10017

EXACT CORPORATE NAMES WILL BE ‘BEST COMPANY’ or ‘GIANT COMPANY’
PLEASE ADD THE CORPORATION’S PREFERRED SERVICE PROVIDERS
	Service Provider Information – Accurate Information Required To Ship Materials To SP.

	Provider Name:
	

	Street:
	

	City:
	

	State:
	

	Zip:
	

	Contact:
	

	Title:
	

	Phone:
	

	Fax:
	

	Email:
	

	Account Number(s) for billing and form of payment (credit card or direct bill):
	


	Service Provider Information – Accurate Information Required To Ship Materials To SP.

	Provider Name:
	

	Street:
	

	City:
	

	State:
	

	Zip:
	

	Contact:
	

	Title:
	

	Phone:
	

	Fax:
	

	Email:
	

	Account Number(s) for billing and form of payment (credit card or direct bill):
	


	Service Provider Information – Accurate Information Required To Ship Materials To SP.

	Provider Name:
	

	Street:
	

	City:
	

	State:
	

	Zip:
	

	Contact:
	

	Title:
	

	Phone:
	

	Fax:
	

	Email:
	

	Account Number(s) for billing and form of payment (credit card or direct bill):
	


	Service Provider Information – Accurate Information Required To Ship Materials To SP.

	Provider Name:
	

	Street:
	

	City:
	

	State:
	

	Zip:
	

	Contact:
	

	Title:
	

	Phone:
	

	Fax:
	

	Email:
	

	Account Number(s) for billing and form of payment (credit card or direct bill):
	


	Service Provider Information – Accurate Information Required To Ship Materials To SP.

	Provider Name:
	

	Street:
	

	City:
	

	State:
	

	Zip:
	

	Contact:
	

	Title:
	

	Phone:
	

	Fax:
	

	Email:
	

	Account Number(s) for billing and form of payment (credit card or direct bill):
	


	Service Provider Information – Accurate Information Required To Ship Materials To SP.

	Provider Name:
	

	Street:
	

	City:
	

	State:
	

	Zip:
	

	Contact:
	

	Title:
	

	Phone:
	

	Fax:
	

	Email:
	

	Account Number(s) for billing and form of payment (credit card or direct bill):
	


	Service Provider Information – Accurate Information Required To Ship Materials To SP.

	Provider Name:
	

	Street:
	

	City:
	

	State:
	

	Zip:
	

	Contact:
	

	Title:
	

	Phone:
	

	Fax:
	

	Email:
	

	Account Number(s) for billing and form of payment (credit card or direct bill):
	


END OF DOCUMENT
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