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1. User Guide for Ethiopian Ticket Benefit Management System

1.1 OverviewThis document is prepared to easily introduce Ethiopian Airlines self-service System.It clearly shows how an employee can access the ticket benefit system over the internetfrom any place without the need to visit Central Pass Bureau.
Logging to the systemGo to the URL Address https://estafftravel.ethiopianairlines.com and enteremployee Id, private password and press login.

For wrong ID / password entry, the system displays warning message “Incorrect
Username and /or password”. If this message is repetitive, please contact yoursystem administrator using Ext. 8888 or ServiceDesk@ethiopianairlines.com.After successfully login in to the system there are the left menu and main body content.In the left menu there exist a tab for different functionalities and the detail will be on themain body.
1.2. Top Right Navigation Menu



This page shows top right navigation menu which consists of home, current userEmployee Id, Help and Logout.
1.3. Functionalities Displayed on the Left MenuThe left menu have specific functions including Profile, My vacation, Ticket Allotment,
Book a Flight, My Booking Detail, Flight Review and Password Change.

2. Profile

2.1. Employee and family profile list

The user can see or manage own and family profile



2.2. Employee and Family Detail Profile

When you click “Update” link from Employee and Family Profile List, you can see andupdate Travel document, e-mail, and telephone information.

2.3. Employee and Family Profile UpdateIf the employee makes any change on the profile, the change should be saved by clickingthe save button.If you want to add additional travel document information, click the Add documentbutton. After updating all data click Create.For travel document update, first click the Update button and amend documentinformation, then click Save.



3. Employee Vacation Detail/ Available only for active employeesActive Employee can see their approved vacation number of dates by selecting My
Vacation for the left side menu.If Employee has no approved vacation, the message:- No approved vacation willbe displayed.

4. Ticket Allotment

Employees can see own and their family Free and Reduced ticket allotment quota byselecting Ticket Allotment menu option



5. Book a Flight

5.1. Passenger, Benefit Type and Payment Option

To book a flight user should select “Book Flight” option from the given option on theoperational page. Then, Select you preference from the given options: the specific Namefrom the “Select Passenger” option; Allotment type (Free or Reduced); Payment option;select one of the three alternative journeys span (one way, round trip or multi city) thenthe itinerary From and To City including the departure and return date.
The Add more flights button is used for adding more flights. Remove button can beused to delete added flights.Then Click Continue button to proceed the next step,



If Active Employee doesn’t have an approved vacation date the system displays thefollowing message



If Employee/Dependent doesn’t have ticket quota the system displays the followingmessage

If you are allowed to issue a ticket the flight availability for the given selection will bedisplayed as shown below, then select your preference flight and click continue



After your flight selection the below pop up window will displayed ; Click Ok and
Continue if you agree, and want to continue with the booking, otherwise click Back to
Booking to return to the booking page.

Then, the ticket booking price for the selected sector will displayed



If you agreed with the given price and want to finalize your booking for ticketing click“Agree, Generate PNR”, immediately booking confirmation will be forwarded to beneficiary
e-mail with the reservation detail.

Then, The PNR will be generated and the following pop up message will appear requestingfor ticket issuance.  If you are sure of travelling and agreed to generate a ticket click the
Generate Ticket button for ticket issuance.



Upon successful ticket issuance, the following message will be displayed.

Ticket will be issued and forwarded to the beneficiary email address maintained
in the beneficiary profile (in this system).

6. My Booking Detail

Under booking detail you will get your Pending and History Booking List. If you want to seeyour Booking & Ticketing History detail Click Detail and you can continue your booking, ifyou have any interrupted booking before ticket generation.

6.1. Refund process

For unutilized ticket amount refund request there are to available option on my bookingdetail the under Action Column: 1. Auto Ticket Refund and 2. Ticket Refund



6.1.1. Refund fully unutilized Ticket which issued payroll payment

Auto Ticket Refund: If the ticket issued with payroll payment option and full unutilized
Auto Ticket Refund option will be available on my booking detail.

If there is more than one ticket under the given PNR, the following pop up window will bedisplayed.

If you want to refunds your unutilized ticket amount, click Auto Ticket Refund. Then thefollowing pop up window will be displayed for your confirmation, then click Yes. As a
result, the given refund amount will be reimbursed for you on your coming month salary

6.1.2. Refund partially utilized and Ticket which issued Cash/Mobile banking payment

Ticket Refund: for partially utilized ticket and, for the ticket issued with Bank toCash/Mobile banking option Ticket Refund option will be available.



If you want to refunds the given ticket amount, click Ticket Refund. Then the followingpop up window will be displayed for your confirmation, then click Yes.

The ticket refund requests will be automatically submitted to central pass bureau, andemployees need to go in person and process the refund request at Central Pass Bureau forsuch Cash/mobile payment ticket and partially used ticket Refund Request process.
6.2. Ticket Rebooking

To change your ticket flight date, flight number and to rebook you reservation to the samesector, first click on “My Booking Detail”

Then, for the unutilized ticket an action button called “Re Book A Ticket” will be shownunder the Action column.



To rebook your ticket click on “Re Book A Ticket”

Once you clicked on the “Re Book A Ticket” button, the below confirmation pop upwindow will be displayed. Click “Yes” if you really want to rebook your ticket.

Then, the below page will displayed. You are only allowed to change the Departure or
Return Date of your ticket.
Please Note that: For Active Employees Rebooking only allowed with the approvedvacation date range.



Then, Select the specific Departure or Return Date which you want rebook on and then
click on “Continue”.

When you clicked on the “Continue” button the below flight availability page willdisplayed. Select your flight preference from the given options and click on “Continue”button.



Finally, you will get the below rebooking confirmation page and you will get the updatedbooking detail via your email.



7. Flight Review

To see the flight information and the number of booked passenger and the list of staffpriority booked on the specific flight, select Flight Review the left operational page.Enter the fight number, departure & arrival city, and Departure date. The click the Searchoption

Then you will get the overall flight information (Number of Business & Economy classpassengers, and the List of staff priority list on both Business & Economy class on the givenflight) as is shown below will be displayed.



8. Cost Report

8.1. Employee Monthly Ticket Cost Report

To see your monthly payroll ticket deduction and refund amount, Select “Cost Report”from the left operational page.

When you select “Cost Report” the below page will displayed.



Choose the specific Month from the given month options tab and click on “Search” button.

Once select the specific month and clicked on the search option, you will get the Net payroll
ticket Deduction and Net ticket Refund Amount on the selected specific month if there is any.Then to see the detail ticket information for the given Total Booking Price for the selected month
click on View Detail.



As it shown below for the sample, you will get the detail ticket and amount information whenyou clicked on the View Detail button.

9. Change Password

If you want change your system login password, select Change Password


