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Login

Access the Lime booking site www.lime-management.com using the username and password provided.

Notifications

Updates and announcements will be displayed on the Notifications tab on the homepage.

Hint: You can open a notification in a popup using the icon to the right of each notification title.

g INCENTIVES E NOTIFICATIONS [f:] MY BOOKINGS

[Posted: 15/03/2020] - Customer Guidelines - Coronavirus restrictions/cancellations

[Posted: 07/02/2020] - Operational update - TYO flight switch -

My Bookings

All your bookings can be found, sorted and accessed under the My Bookings tab.

Advanced search

My Bookings
Page Count: 1
Bookings Dizplayed

[_D‘ MY BOOKINGS

@ NOTIFICATIONS

g INCENTIVES

Booking »
Reference v

~ Ticket fad i 2
PHNR Deadline v Status Flights Passengers

Booking Status W Passenger

9-Oct LHR-NCE Search

ica) | oy 11-Aug-202023:59 Booked not ticketed 11-Oct NCE-LHR
. 2-Oct LHR-NCE

it} —— - 11-Aug-202023:59 Bookednotticketed o5 er e

[ - 23-Mar-202123:59 Bookednotticketed 22 May LHR-GIE

29-May GIE-LHR

Hint: you can open a booking in a new tab using the icon to the left of the booking reference.

Searching My Bookings

Clicking the down arrow gives the option to search by Booking Reference, PNR, Ticket Deadline, Status,
Flights and Revenue Stream.

Advanced search options are also available by Booked Date, Ticket Numbers or Passenger name.

Customising your search

The My Bookings tab can show a maximum of seven columns which can be customized depending on the
information you want to see.

When clicking the ‘customize’ icon the filters Booking Reference, Status, PNR, Notes, Passengers and
Ticket Deadline are mandatory fields but the remaining filters areoptional.


http://www.lime-management.com/

® Uncheck
Booking Reference
Status
PHR
Flights
Motes
Passengers
Ticket Deadline
|:|Tickels
|:| Revenue Stream
[ |Backed Date

[ Jcos

Search Show Criteria

T 1

Search will save your selections for next time you log in.

Show Criteria will show your selections once and will return to default selections next time you log in.



Creating your booking
Availability search

Search for flights using the search box located on the homepage. Here you can specify a cabin and fare
type, or simply search across them all and filter down later.

Q, FLIGHT SEARCH

EEezigdh LON-NYC.  w -
Favourites

[ Open Jaw Round Trip
[Muttisecter

Frorm:

1

To:

Ciepart:

Return:

Cabin: All
Adults 16+
Young Adults  12-15
Children 2-11

[ T v T s T Y
oo BAEO <G E o o

Infants Under 2

Include taxes & fee

Diirect flights only

Branded fares view
Checked baggage farss onhy

FarzTyp=

<

3salected
Outbound time: Reeturn time:

Ay Time hd Ay Time hd

Search

Hint: Unsure of an airport? Click 4 to search by country.

Hint: You can pin routes toyour favourites by clicking M from your recent itineraries. To remove
them simply click again.



Availability response

Select Fare Type ¥ | selectGrabOption

ltinerary options @

Total Itineraries T ¥ LHR [ oweet | EWR €D Deadiine 28 November 2022

Basic Economy

JFK {_owect | LHR
BRI A
Filters ‘
Expand All Reset All T—— LHR I owecy | K @D Deadiine 28 November 2022 E s
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v

Inbound Departure Time Sasic Economy

EWR [ owmecr | LHR

Note: The system can offer an alternative route in your availability search. For example, if you specify
Heathrow as your departure point but Gatwick is cheaper it will give you fares for both. If you don’t wish to
see this, you can use the Filters tab to select your preferred departure/arrival point.

Alternate dates

The system automatically shows full search results for your chosen dates. Our calendar shortcut also displays
lead-in fares for +/- three days around departure, allowing you to easily switch dates if there is a cheaper fare
available.

Itinerary options

Our intuitive branded fares interface displays itineraries grouped into Recommendations. All itineraries within a
Recommendation group will be the same price, but could vary in flight time (one or both legs) or departure point.

Click the arrow on a Recommendation to display all the itinerary options.

Availability | £ Summary | 282 Passengers

7
8
=

Filters T—— o (—oiREcT | K €D Deadline 22 July |10 itinerary Options_|
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- -
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Itinerary Options 1 (D)

Outbound Departure Time
£398.72 5
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Select

Cabins




This will display more details including the flight numbers, times, cabin, class, fare type and ticketing
deadline. You'll also see our Ticket Protection Scheme marker with a tick to indicate if the fare is included.

The branded fares icons for baggage, meals and seat type which work on a traffic light system: green means
included, amber means included at a charge, and red means not included. There is also a grey category
which means the details haven't pulled through via NDC yet: this will fill out when you select an itinerary
and go through to the summary page.

Upselling

The upsell button is a great tool to find upgrades within the same search. Clicking the upsell button will
display all the available upgrade options so you can switch between them and get a price quickly. This will
also display upgrades from Basic (hand baggage only) to Standard fares.

You can also use this as a multi-cabin search. For example, if you would like to upgrade only the inbound
flight, you can do your initial search for the lowest cabin then use the upsell button to view upgrades.

‘ 282 Passengers | Pe  Ticketing Deadiine: 31 July 2020 £281.88 ReicwsContinue

Inbound Duration LGW [ oREeT | JFK @D Deadline 31 July 2020

10 Hine Options
Basic
. e = g2
Itinerary Options 1 m Upsall 1- £326.88 Upsell 2 - £226.88 Upseli 3-£38188 Upsell 4 -£477.88 Upsell 5-£1477.28 Upsell&-£1573.88 _
£477.88

- - B 08h 10m ..
TR A Pk BA2273 Lew i L Q (+1) Q ncltmes tass
4Now 2020,16:45 ‘World Travelier Plus (T) 4 Nov 2020, 1955 e weLLoeD. weLLer nolwses HELD
R O P A
31 July 2020

Mo 2020, 1830 World Travellr (0) 12Now2020,0625 = SRSUAs: .- M
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Hint: when using the Upsell button, branded fares view will always pull up the cheapest options first. This
means you can benefit from easily seeing offers - for example, if you're looking to upgrade one sector and
Club World works out cheaper than World Traveller Plus, it will display Club WorldFirst.

To narrow down the number of Itineraries or Upsells you see, use the Filters tab at the side.

Filters

Filters

A

-

&
8
2

Expand All
Ticketing Deadline

You can instantly filter your search results by one, some or all of the following:

Fare Type Outbound Departure Time
Price Inbound Departure Time
Operating Airlines OOtoaneiDyaion

Ticketing Deadline
Flight Duration
Aircraft Type
Departure Point

Inbound Duration
Outbound Departure Points

Outbound Arrival Points

De parture Time Inbound Departure Points
Branded Fares Inbound Arrival Points
Arrival Points Operating Airlines

Number of Stops. Fare Types

Cabins
Thesefilters are displayed as sliders or lists, which can all be reset with

Reset All displaying the original availability.

Branded Fares

Aircraft Types
Alternatively, click the arrow to hide the filters. Price

Route



Selecting your flights

Once you have selected your flights, Review & Continue to view the details of the flights chosen and to
proceed with your booking.

Quote Summary

From the Summary page you can review the details of the flights you have selected and view the fare rules.

Abandon Booking will take you back to the homepage, alternatively you can email yourself the quote or
print a copy if needed.

Email Quote will email a copy to you - handy for if you're browsing.

[

—— v R PV

@ Tidketing Deadline: 11-Aug-202023:59

Hit Continue to proceed to add passenger details and complete your booking. 1

Inclusive Tour Semi Deferred

-Nav- £ Nov-2020 5 :
W e g D Lo rrtd 832273 @ Stops 0} World Traveller [O] World Traveller @ 1piece @ esles
j:fnws__m O e U fine e 1t BA2272 @ Stops (D) Warld Traueller [0] World Traveller @ 1piece @ Rudes
Fassznzer Totai Net Farsts) Taves Feas ang Carrier Charges Lime Service Fees Tenalfpar passenzer) Tetsl(3l passengers)

Ladu £51.00 22558 £1500 33188 33188

Plesse note: Fareand Fusl Tax are guaranteed as per booking date,or |ast vokuntary amendment date Other Taxes, Fees & Surchargesars not i wil be recalculated 2t the time of ficketissuance

Ticketing Deadline:
11-Aug-2020 23:59

Quote Totals

Inclusive Tour Semi Deferred

Total Net Fare(s) £51.00
Taxes Fees and Carrier Charges o £26588
Lime Service Fees £15.00

‘Lime Service Fees' are non-refundable after ticket issue.
Please be aware that no booking has been made at this time, and this information does not guarantee secured seats.

Add your passenger details and click Book - no deposit to create your PNR.

You can view the pricing policy underneath the ticketing cost: this will also be shown on the Booking
Confirmation once you click Book - no deposit.

Note: DOB and Gender are always required to be entered together. DOB and Gender are mandatory for
children and infant passengers.

If you are ready to ticket instantly, you can use Pay & Ticket to proceed straight to your ticketing options.

PNR/Bookingreferan: Sefsct Fare Typs W || Select Grab Ogtion v

ey
[ Availability = [ | eceept the Terms end Conditions updsted as et Feb 2018 ! osi Pay & Ticket Disruption Booking

" . @ Ticketing Deadline: 11-Aug-2020 23:59
Inclusive Tour Semi Deferred

Low IFK 04 Now-2020 04 Mov-2020 .
e B ey e P BA2272 @ Stops (0} Worid Traveller [O] World Traveller @ 1piece @
IR Low 11-Now-2020 12:Nov-2020 "
o Kennedy o Gatwick P P 842272 @ Stops(0) Werid Traveller [0] World Traveller @ 1piece @
Reference: Main contact: MISS Laura Gois Email: Laura Gois(glime-management com (©)]
Pazsenger Totsl Net Farals]) 'og e e Lime Service Fess Torsl (per pessenger] Totsl 5l pazsengers)
1adutt £5100 £26588 £1500 £33188 £33188
£1500
Piasse note: Fare 2nd Fusl Tex Bocking date, or e Taes, Fees & Jarantsed andwil
Title GivenNamels] & Surname £ Dste of Birth Gender Age  Frequent Flyer
o WY e [S— - crmorerm o R
Emergancy C ik Email: scodi uk Phone: nited Kingdom +44 v | 07876634501

Abandon Booking



On this pre-ticketing booking screen you can:

1. Addanew booking reference
2. View emails that have been sent for the booking
3. Cancel Booking

4. Pay&Ticket

5. Viewthefarerules
6. Amend emergency contact details
7. Split passengers from the PNR

8. Add/amend APIS details

9. Add/view notes

10. View/set reminders

e, B R e e

FareType: Inclusive Tour Deferred Contact MISS Test Booker (test@lime-management.com) ENR: ABCOEF v
Booking Re: 111111 Company Name: Lime Management Ltd

GDSPAR: ABCDER Crested On 16-Jul-2020

GDE: NDC Eritish Airways Pricing Date: 16-Jul-2020 2 BOOKED NOTTICKETED

Airfine Locator: BAU24EKW
Ret &

4

[ T w B T et asziz @ Seoms D) F— Fus @ Lsie @ R
R
#Rs e 19aug 200 198052020 ; N
[ w WR e = 24863 @ Sewas ) [—— s @ isiess @ Rk

() Addfight ¢» Amendselectedfiihtis] (%) Deletesslected fightis)

[ ol et Farai 5= : L Senvieafons Totalperpasscnzer] Total | passengers)

[rens ) ) 00 s sy

f2te 2 st vshintins amandment dase. Qe Taes Fres e 2 07 b el sttt e

Emergency Cantact Detais:” Emit Phane| Ne sade resa e, alreasyinhenumber v 6 m
Title Givenhamels) & Surrame & Dste o Bith Genter hze FresentFer =] Soecial eaests
Azl Dzez LrRinn Ganaer Frazuent Fiverna, Stanezrs Narne

2 mmmanm & Bmend APIS detals 8 =

o ‘The prices above may not he guarante=d. Please refer to your booking confirmatin email for the pricing policy on this booking.

Reminders

Once you have created a PNR through Lime, a ticket deadline reminder will have automatically been
generated to send the day prior to the ticket deadline.

You can view this and create additional reminders for the booking by clicking Reminders.

REMIMDERS o
@ Reminders for PMR ABCDEF
Reminder Type Send Date Send To Motes
Tickst Dmacline Remingar 29-Jul-2020 test@lime-management_com Vi

1

r—




Pre-ticket Amendments

After creating a booking, you are able to make a pre-ticket amendment through the system. On the display
booking page the option Amend Selected Flight(s) is given below your itinerary. Select (by ticking the box)
which flights you would like to amend then click Amend Selected Flight(s). As per screenshot below we have
selected to change the inbound flight departure date and departure airport.

Hint: Married sectors are highlighted and can only be changed together. The website will automatically
select any married flights together.

Airline Locator: BA-UCBKW4

A Amend Flight(s)

Departure Date 04-Feb-2021

Cancel PNR Pay & Ticket
Departure Airport: LHR, London Heathrow

Add return flight? O

_ e B v

Arrival Airport: JFK, John F Kennedy

@ Ticketing Deadline: 25-Aug-202023:59

LGwW JFK. i =
London Gatwick 9 John F Kennedy| Check Availability orld Traveller @ 1piece @
D JFK LGW

JohnF Kennedy i o

e - orld Traveller @  1piece @

@ Addfight & Amend fiightls) (&) Del

The results are displayed similar to an availability search by showing each flight available on that date with
different route options (if applicable) displayed at the top of the screen. Select the flight you would like then
click Continue which will price the amend and take you to a summary.

@ Sselected revenue stream:ITS{Inclusive Tour Semi Deferred)

Continue

Route Option 1: LHR-JFK [Continue for quate) Routz Option 2: LCY-JFK (Continue for quote) Route Option 3: LHR-EWR (Continue for auote)
LHR, London Heathrow - JFK, John F
Kennedy

World Traveller Plus ClubWorld First

—=BAD117 04-Feb-202108:25 11:25 ) continuefor () ) continuefor (1) () Continuefor (1)
s A quate quats quate
A
— BA0175 04-Feb-202109:50 12:55 () Continuefor (+) () continvefor () () Continuetor (+) (O continuefor (2
LHR IFK T S i :

quote

quate
A A A
From the summary you can Abandon Changes or Update Booking. When you Update Booking, the
amendment will be made and the flights will update on the display booking page.



Pay & Ticket

Retrieve your booking

Toretrieve your booking at a later date, enter the PNR / booking reference or passenger name into the
search box in the top left corner, select which search item this is from the dropdown and click Display.

You will then be directed to the confirmation screen above, when you can Pay & Ticket.

PME/Booking reference PNR

PMR/Booking reference

PMNR Reference

Eooking Reference

El NOTIFICA

@ INCENTIVES

Passenger Mame
Rerent & Ciim e

Pay & Ticket
Selecting Pay & Ticket from the display booking page will redirect you to a secure payment screen.

Select your payment method from the Payment Method drop down. These will be displayed depending on
the payment options you have agreed with Lime.

@ Ticketing Deadline: 25-Aug-2020 23:59

Law JFK 03-Feb-2021  03-Feb-2021
Landon Gatwick ¥ JohnF Kennedy 16:45 19:55 8A2273 @ Stops(0)

World Traveller @ 1plece @

World Traveller [0]

IFK Lew 10-Feb2021  11-Feb-2021
John F Kennedy © | ondon Gatwick 22:10 10:00 8Az272 @ Stops (0)

orld Traveller [0]

World Traveller @

Booking Total Payment Method Select payment method v
Select payment method
Quote Totals Direct Debit
Total Net Fare(s) £51.00 Credit Allowance
Taxes,Fees and Carrier Charges O £265.83 Bank Transfer
Lime Service Fees £15.00 Credit Card / Diebit Card
Total £331.88
A Al cards used must belong to your azency. Customer's cards may not be used to pay Lime Management directly.

Booking Summary



Card Payment:

Select Credit Card from the Payment Method drop down. Select the card type from the next box down.

Check the box to confirm the amount that will be taken from the payment card. Enter the card details as
instructed on the screen and click Confirm Order.

When the payment has been authorised, you will be redirected to a confirmation screen that displays your
itinerary, fare and e-ticket numbers.

An email will also be sent containing these details and other information.

Booking Total Payment Method FieNLCand / Detencand v
Quote Totals
Total Net Fares) £51.00
Taxes Fees and Carrier Charges @ £26558
Lime Service Fees £1500
Transaction Charge £9.13
Total £34101

Card Type| Visa Credit v

A All cards used must belong to your agency. Customer’s y not be used to pay Lime

7] | accept the Terms and Conditions updated as at Feb 2018

Please confirm payment details 01 toLime Management Ltd to be paid by your credit card payment

Please enter card payment details

y by Capita
Pay by Card Click here for help text
Fields marked with an asterisk * are mandatory for all card types.
Name of Cardholder* |
T —
R
Expiry Date (MMAYY)* [ |

Issue No. E
V2 (security code)*[___ |
Start Date (MM/YY)
Amount 341.01 GBP

%IEFJED Mastercard
4 by Vi SecureCode
Y

Please do not press Confirm Order more than once.

Direct Debit:
Select Direct Debit from the Payment Method drop down.
Check the box to confirm the amount that will be taken by Direct Debit.

The status of your booking will now change to Ticket Request Awaiting Authorization” and an email will be
sent to confirm the request.

Once payment has been taken and cleared by Lime Accounts, Lime will issue your booking and email an
itinerary receipt with ticket numbers.

Bank Transfer:
Select Bank Transfer from the Payment Method drop down.
Check the box to confirm the amount that will be transferred to Lime.

The status of your booking will remain as ‘Booked not Ticketed’ but you will be able to see that the bank
transfer has been requested in two locations:



1. Abanner will be added to show the request

o Bank Transfer has been selected on this booking. Ticketing can proceed once funds have cleared.

Ticketing Alrline: e - o i— Contact:

Fare Type: . o e — Company Mame:
Booking Ref: —— Created On:
GDSPNR: - i Pricing Date:
GDS: Amadeus

Airline Locator: AA-MYYUM)

2. Bookings fall on anew To Do list category

Awaiting z
ek
Approval

Awaiting g z
Manual 7 items to action
Reconcilistion

Missin 2 z
Tidmjg 1 items to action

Detected

Payment
Pending. 10 items to action
Ticketing
Required

Once Lime Accounts receive the bank transfer made by yourselves, our Flights Support team will email the
booking owner to notify them that the funds are allocated to their Account Allowance and that self-
ticketing can go ahead.

Your Account Allowance will also increase by the amount you have transferred. To complete the self-
ticketing process using your transferred funds, select ‘Account Allowance’ as the payment method.



Account Allowance
Select Account Allowance from the Payment Method drop down.
Check the box to confirm the amount that will be deducted from your Account Allowance agreement.

When the payment has been authorised you will be redirected to a confirmation screen that will display
your itinerary, fare and e-ticket numbers.

An email will also be sent containing these details and other travel information.

@ Ticketing Deadiine: 25-Aug 202023:59

E:;’W J— © j?nwwmy o3 F;'?;é"z‘ “3":1‘;5%"21 842273 @ Stops(0) Wierld Traveller [0] World Traveller @) Lpiece @ Rules
jgﬁkg"my o N swick 0T R BA2272 @ Stops () Werid Traveller 10] World Travelier @ 1piece @ Rukes
Booking Total Payment Method \Cr;ﬂ't“mm v |
Quote Totals Credit Limit £99.999.00

Total Net Farefs) £51.00

Taxes, Fees and Carrier Charges. 0 £26588 L] £9989176

Lime Service Fees £15.00 ToPay £331.88

Total £33188 Remaining Balance £99,559.88
' All cards used must belong to your agency. Customer’ used to payLi

(]! accept the Terms 2nd Conditions updated as at Feb 2018

Please confirm payment details W £331.88 to Lime Management Ltd to be debited from your Credit Allowance



GDS Ticketing

For Lime GDS bookers, the GDS Ticketing option can be found both under My Account in the top right
corner, and the left hand quick-link tabs.

Select your airline and fare type, enter your PNR reference and click Grab PNR.

GDS TICKETING

Fare Type:

Select Fare Type L

PHER:

Grab PMR

You will then be directed to a page where you can amend the fare type / passenger type if necessary,
confirm the child ages, and add a reference if desired.

From this page you will need to select the pricing date (either today or a date in the past when the booking
was priced) then continue to Price and then proceed to Ticket.

GDS Ticketing

Fare Type: PNR

Incluzive Tour Fare V| 30TWX3 Grab PNR
Revenue Stream: IT PNR : 3QTWX3
Company name: Lime Managel Ld Ready tD price
Created On: 09/02/2017
Reference: Main contact AHMO00D Email: hallmang@aviateworld.com (C]

Please check your PNR itinerary details

© Ticketing Deadline:

LHR DXB
L W 2 = %
yiny R L = 01-Aug-2017 09:05 01-Aug-2017 19:05 0 Economy [U]
DXE LHR o . . y
v B B e 08-Aug-2017 02:30 08-Aug-2017 07-05 0 Economy [K]
Please click 'Price’ to generate pricing information for this booking
1 Title Given Namefs) ¢ Surname &  Date of Birth Gender Age Frequent Flyer Meal Special Requests
[Adut | MR BOS MARL None

Read-only access will be given so that you can view your PNR in your GDS. For all post-ticketing
amendments, please contact Lime.



To Do List

The To Do List quick-link tab is an easy way to manage your online bookings. The categories with the list
are:

Ticketing Deadline lists your bookings with deadlines from today’s date to 14 days’ time.

Requires Cancellation lists your bookings which have passed the ticket deadline so can no longer be
issued and need to be cancelled down.

Awaiting Ticket Deadline will show unpriced bookings that do not have a ticket deadline stored. Contact
Lime to price manually if required.

Payment Pending, Ticketing Required lists your bookings for which you have requested tickets from Lime
through the system via Direct Debit or Bank Transfer.

Cieadline
Cancellation -

Note: The To Do List will display all your agency bookings if your user account privileges are set to My
Operator, and will display only user bookings if your user account privileges are set to My Bookings. See
User Account Management section for more details.

Hint: Click the arrow to refresh the list

Disruption Cancel & Exchange Travel Credits

Should you wish to cancel a flight and obtain a refund, as per the airline ruling, you can use the ‘Disruption
Cancel’ button in the booking to remove all flight sectors.

This helps your passengers avoid a no-show.

Fare Type: Inclusive Tour Deferred Contact: -— [ e ——
Booking Ref: - Company Name: — —— — — -
GDSPNR: —— Created On: 23-Sep-2022

GDS: Amadeus & 24-50p-2022 & TICKETED &

Airline Locator: - -

@ Ticketing Deadline: 21-Oct-2022 23:59

If applicable, you are then able to request a refund using our contact form.

For assistance with redeeming Exchange Travel Credits on COVID-19 impacted bookings, view our how-to
guide here.


https://survey.alchemer.com/s3/6175529/Contact
https://www.lime-management.com/media/5454/disruption-bookings-how-to-2-lime-external.pdf
https://www.lime-management.com/media/5454/disruption-bookings-how-to-2-lime-external.pdf

User Account Management

Account management options can be found under the My Account drop down list located at the top right of the
screen.

Ll ieml ) mesones (] e

Change Password

To change your password, click on Change Password and follow the instructions on screen.
Old Password :

Mewr Password :

Confirm Mew Password :

Update Cancel

Paz=zwords must contain at least six characters, including uppercase, lowercase letters special characters, numbers and no
repeating character.

Note: Password must be equal to or greater than eight characters and must include one capital and one
number

Manage Users
Click on Manage Users and a list of all user accounts for your agency will be displayed.

You can search for a specific user by clicking on the chosen operator and then on the header bar labelled
Search For Users which will display additional search fields.

Search For Users ~
First Name Last Name LeginUser Name User Email

M indicates lockedusers M indicates loggedin User

Login User Name = [ --- Select User Action(s) -~ ¥
Miss Jayne Higgins UMEL111 test@®lime-management.com Edit Passwors Change Request Bookings

]
] MR Joha Smith UMEL111 test@lime-management.com Edit Password Change Request Bookings

A range of quick management options are available next to each user account:

Edit: update contact details and system access
Password Change Request: send a password reset email to the user email
Bookings: display all bookings created by the user

Further management options are available from the Select User Action(s) drop down:

Enable User(s)

Disable User(s)

Change Booking Ownership
Add User



Enable/Disable User & Change Booking Ownership

To disable auser account (for example if an employee has left the company) select the user account and
choose Disable User(s) from the dropdown.

Search For Users =

o User Email | 20 v | -~Select User Actionis)—~__+

~—Select User Actionfs)—
Enable User(s)
Disable User(s)

Change Booking Ownership

O avises Test Login ahoo track developmentgeairom.com Edit @

] Miss testtest test test@avate com test@aviatecom Edit P
[ uA Login AvuAL000 track_developmentcalron com

A pop-up box will appear to ask you which user account you would like the bookings created by that user to
be assigned to. Select the user from the dropdown and click Lock User(s).

Search For Users

Last Name B e S | 20 v | --Select User Action(s—  *

Disable Usorls) I

-
Page Mumber: 2
e

 Lock User(s)

To enable a user account, select the user account you wish to enable and choose Enable User(s) from the
dropdown. A popup will appear to confirm this action.

Enable user(s) confirmation x

Arevyou sure to Enzble the selected users?

To change the booking ownership from one user account to another, select the user and then choose
Change Booking Ownership from the dropdown.

A pop-up will appear asking you to select which user you would like the bookings to be assigned to.
Select the user from the dropdown and click Change.

Search For Users
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%) Login 00 track developmentdealromom
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Add User

To add anew user select Add User from the Select User Actions dropdown. The below pop-up will
display:

Add User

Title™ Sglect W

First Mame *

Last Mame*

User Namsz *

Lock/Unlock O

User Email =

Additional CC Contact ®

Fhone

User Typa~ | Select A |
DCru'xsE Fanss Agency Administrator Grab Post Ticks: Eock Amend Tickst
Dlnclusive Tour Agency Administrator Grab Post Ticks: Eock Amend Tickst
Dlnclusive Tour Deferred Agency Administrator Grab Post Ticks: Eoclk Amend Tickst
Dlnclusive Tour Z2mi Deferred Agency Administrator Grab Post Ticks: Eoclk Amend Tickst
DLimEﬁdce:ing Agency Administrator Grab Pozt Ticks: Eoclk Amend Tickst
Dmhlished Farz Agency Administrator Grab Pozt Ticks: Eoolk Amend Tickst
DSea‘t Cnly Agency Administrator Grab Pozt Ticks: Eoolk Amend Tickst
DSkiNlocstion Agency Administrator Grab Post Ticke: Eook Amend Tickst

Add all the required contact information.
Select the User Type option from the dropdown list:

My Booking allows the user to only see their own bookings
My Operator allows the user to see all bookings made by the agency

Check the boxes next to the required Permissions settings:

Agency Administrator allows the user to manage other user accounts
Book allows the user create bookings

Amend allows the user to amend bookings

Ticket allows the user to ticket bookings

Click Add User. An email will be sent to the user for them to set up a password and complete the process.

Contact Lime

Pop us an email or give our friendly team a call:

Lime Switchboard: T-0151 350 1170

Flights Support: T - 0900 100 0156%, E - reservations@lime-management.com
schedulechanges@lime-management.com
ticketing@lime-management.com
postticketamends@lime-management.com
refunds@lime-management.com

Partnerships: T-0151 350 1171, E- partnerships@travelinnovationgroup.com

Accounts: T-0151 350 1173, E - accounts@lime-management.com

*Calls to our Flights department cost 65p per minute plus your network’s access charge. Please note calls are recorded for training and
quality purposes.
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