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1. User Guide for Ethiopian Ticket Benefit Management System

1.1 Overview
This 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 internet

from any place without the need to visit Central Pass Bureau.

Logging to the system

Go to the URL Address https://estafftravel.ethiopianairlines.com and enter
employee Id, private password and press login.

Enter Login Detall

Employee ID: 4 123456

Password B e

Remember Me a1

Forget Password? Click Here To Reset

For wrong ID / password entry, the system displays warning message “Incorrect
Username and /or password”. If this message is repetitive, please contact your
system 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 the
main body.

1.2. Top Right Navigation Menu



This page shows top right navigation menu which consists of home, current user
Employee Id, Help and Logout.

& Home current User & 00022096 535 Help Ce Logout

Ethiopian AOTAR ALUANGE MEMBZA 7" Top Right Nesizaion Mo
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1.3. Functionalities Displayed on the Left Menu

The left menu have specific functions including Profile, My vacation, Ticket Allotment,
Book a Flight, My Booking Detail, Flight Review and Password Change.

Welcome To Ethiopian Employees Ticket Benefit Self-Service System

Prafie

My Vacaton F..3

Please note that yon can make ticket issuance up o oyonr maximum monthly salary faking 2 note of your monthly deduction.
Ticket Allotment

TTAANE: (HIE OC UL O-hr mde PLRRE THIN TECYE RFFT BUA 0.1
Book a Flight
My Booking Detail
Flight Raview
Rzport

Pazsword Change

2. Profile

2.1. Employee and family profile list

The user can see or manage own and family profile
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2.2. Employee and Family Detail Profile

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

Cperaticnzl Mages

L e ]

s et s

you can see and

EPHRATA Detall
Pretile

=mrpoyceld Famihyld FrstHzme
My Vacation 0213562 00030520201 EFHRATA
Ticket Allatment Wil ame Lasibainz Gender

EISRAT BEZUAYENE £

B0k Shur etk Email BirlhDale
My Roaking Detail 251621230460 MERIMAGETHICPLAMATR TVES.COM 112342002 =

Nalivnelily
Report

T Gelact Matinralty E
Clzararc= Validaban
Traval Request Aporovel Bk 1o Lidd
Pesssrard Chargz Traveler Document List
e £ o E = s = SN
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2.3. Employee and Family Profile Update

If the employee makes any change on the profile, the change should be saved by clicking

the save button.

If you want to add additional travel document information, click the Add document

button. After updating all data click Create.

For travel document update, first click the Update button and amend document

information, then click Save.




Traveler Docurnienl

Add traveler Document

£ Passport expiry date should be a minimum of six months ahead.
Lmployees
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Back to List

3. Employee Vacation Detail/ Available only for active employees

Active 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 will
be displayed.

F 0 <5 4
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THE NEW SPIRIT OF AFRICA
Operational Papes oy Vacalion.
Prcfilz:
NoOfL=ave 1
My Vearaliim FromUate  13/E1/5018
Tahate |3/ 1/701R
Tickst £latment LeaveType
LeaveSubType
Book = Hignt

My Boosng Letil
Flight Revicw
Report

Password Chanae

4. Ticket Allotment

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



A Home 200020894  $EHap (e logou:
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Traveler Allotement List

Prcfilz
My Travel Allotement List
My Vacation | o TR e T - T
Sto [FullNeme  [FamilyD [FreeQuota [Free Travel Type Reduced Quota_ [Reduced Travel Type ]
Ticket Algtment 1 000: 6 Domestic and Irtemationgl 6 Domestic a1d Intemationz!
il : 000 3 Domestic and Irtzmationz! 6 Domestic a1d Intemadional
Book z Aignt 3 00z k] Domestic and Irtemationgl 6 Domestic a7d Intemationg!
My Boo<ng Cetzil

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 the
operational page. Then, Select you preference from the given options: the specific Name
from 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) then
the 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 be
used to delete added flights.

Then Click Continue button to proceed the next step,
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OpRational Fages Booking

profle

Select Passenger Allobvent Tyos Payrent Oction Posizive Tidvet

Mon2 selectac - Frez A Pleasge selact v
Ticket allotment

Dook a Tigh: One Way Round Trip Multiple Citins

[ L =
My Booking Jetal

Fiichil Rewiew Dienartura Alrpart Arrvzl Alrport Departure Date

Report

KEWIr Daze
pzesword Lhzrge

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

MHome 200020894 fEHslp O Logou:

EtthplarT‘ ASTAIALUANCE| oo Mossage!
SATERS

Tie Mew Srinit oF Amica

Profile

Selkn | Bass=rny Prrilive Ti ke
Iy Vacation

HNone 5 r

Ticket Allotrisnt
Bodk a Hight one Way ltple Cites

| I
My Docking Dezai
Fliyht Reavitn Daparturs Airport Aarrival Arpors DepartLre Dat2
Ranor =

Returmn Dotz
Paszword Change




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

message

A Hone A 00022096 5 Hely G Logou.
A STARALLIANGE] o) Massage

Warning? 1. Sorry, you have insufficiont sharced quola e i A
Tnfo Profile eativ iz mandaory for encceseful bockiap.
Plaase record yan- e your family arofils hefors

.m fmsiehank.

Scloct Fassengy maont optlon
[REPEEEE Y - T i Payul
O Way Round Trip Mulliphe Cilise
-
RAyiw From Fying Tu Cepar b Dl
=
listurn Uste
=

[T

If you are allowed to issue a ticket the flight availability for the given selection will be
displayed as shown below, then select your preference flight and click continue
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List of available fights

Profilz —

Ay Vazaton Showr IZS_'| entries Search:

Ticker Allowment

Book 3 Flight I

My Biwkmyg ek’ L ADD-DIR

Requorl g 2 Direct 142 03/01/2€15 T 13:20 03/01/2015 T 14:20 ADD DIR LCIe

Password Changz B 3 Dhrect 144 03/01/2C19 T 12:10 03/00/2019 T 13:10 ADD BIR CHE ET
S Dhrect 182 03/01/2C19 T 15:30 03/01/2012 T 17:30 ADD BIR CHE E
B s Dhrect 186 03/01/2C19 T 03:10 03/01/2012 T 09:10 ADD BIR LHE ET
B 6 Lirect 188 0301726191 11:40 U301/ 2019 1 1290 ADD Blx LiHy BT
8 Lhirect 116 0370172019 19210 030120191 U815 ADD Bl LiHy I
8 g Lirect 116 03/0172019 1 18225 0301720191 19230 ADD Bli LiHy HI

@ 10 Direct 143 03/02/2019 T 15:00 03/02/2019 T 16:00 BIE. ADD LHE T
B 1 Direct 145 03/02/2C019 T 13:40 03/02/2019 T 14:40 BIE. ADD THS T
B 12 Direct 187 03/02/2C19 T 12225 03/02/2019 T 11:25 BIE. ADD THE BT
B 13 Threrl. 189 0322019 T 1310 N3N22019 T 1410 RIR ADT THR e
@ 14 Therl. 147 0322019 T 000 NIN22019T 21 05 RIR ADT THR T
@ 15 Thrert. 126 03022019 T 03 00 MRN22019T 11 1IN RIR ADTY THE T
Showmng 1tc 1/ of 1/ entries DProvicus 1 Mext
4 [ 4

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.

M Hou= 1 onn?nagq £ Falp Oe il

Ethiopian ASTARAANGE! Notification Message!
CANCHS

THE NEW SPIRT OF AFRACA

Uparabaral Pages Souking Bazic lnformalion

Profile

C00R00 2dult
v Tickdd © = AN TR R TR AN~ Last Name

My Vacation
Tit kel Allolment

Book a Fight

My Beaiking Ml il

Flight Review

Repor

Password Change

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

ti =
W e Routing of the Travel Request

Tickel Allalrrend
Book a Flight BOOklng Summary
e Routing Information Information
Fligh Revisw i
it i Fassenger Rasic
R00r | T B 4:20:00 P .
2 ADD | 222019 4:50:00 FM | 3272019 5:50:00 P4 L@ same
Password Chance | . — _MUIL —
a |y EEEE

Aagree, Genarts PN

L% 4

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 requesting
for ticket issuance. If you are sure of travelling and agreed to generate a ticket click the
Generate Ticket button for ticket issuance.

Notification Message!

Information
= PNR for this booking is: BIOYCL

Generate Ticket



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

Generate Ticket

Your ticket is generated and sent to your email successfully. Please check your email to get your ticket.

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 see

your Booking & Ticketing History detail Click Detail and you can continue your booking, if
you have any interrupted booking before ticket generation.

Operaticral Pages

Hrofle

My Vacakion
licka® Allotment
Dook a Might

Wy Rnaking Neral
Fight Review

Paswwurd Cherue

6.1.

" Your and yours family Booking List

Booking List - Pending and History

Show [1D ¥ entries Search: l—
Boalking Lisz

- B |2 [ |~ =

1 LUUzUEYs Free Bockrencing 85 ;;\25"101;4:‘0:% Detoil B

1 £0020891 Free Ticket scued kS| HHINA ;:\1 e m

1 o020894 Frew FullReTundzd 5% AEKRZZ ";;\15.'1013 Az BEh m FullFefuned

1 CANFHIHYS Fres FullHetinadan 137 meven :::5:'}.”13 TeAn: ruliketunden

Refund process

For unutilized ticket amount refund request there are to available option on my booking
detail 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.

= || Ticket ‘Booking Total : o .
Number Type Status i Booking Date Detail Action
2 00020894 Free Ticketissued 33 NNINWA ;;:8'%19 il m

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

displayed.

Passenger Information

LEYKUN | [272s2005 |

1 !w: &6 [Paret. |OTINZ0023804 |3 1y 3 oy Refunded |
MIHIRET | | | g [2rzsras |

2 fteuay [t [0 R i Refunded |
I | | jrosien |
WUBSHAY | | | |2r2502019

3 lvorsnen iln..m\ o | Payrel UHZEZJDZ]&}?iliﬂiﬂ 2 | Ticketisssed

| M

; Date. 1
[3/02/2019 4:20:00 P |

3:00:00 PM

Darmark

If you want to refunds your unutilized ticket amount, click Auto Ticket Refund. Then the
following 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

Confirmation

Do you really want to Request Refund? It will automatically refund ticket!

== NI

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 to
Cash/Mobile banking option Ticket Refund option will be available.




0} Ticket Booking Total o S o o
tem | mber e i e PNR Booking Date Detail Action
310172019
1 00027453 Free Ticketlssued 302 HZAAHM 10:33:54 Detail @

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

Confirmation

Do you really want to Request Refund? It will automatically change the

ticket status to Refund Request!
=

The ticket refund requests will be automatically submitted to central pass bureau, and
employees need to go in person and process the refund request at Central Pass Bureau for
such 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 same
sector, first click on “My Booking Detail”

E:l}‘li()l:nélrl4 A STAR ALLIANCE MEMBER ¥.2-
ShiSAS

THE NEW SPIRIT OF AFRICA

Welcome To Ethiopian Employees Ticket Benefit Self-Service System

Frofile

My Vacation A

Ticket Allotment \

Eook a Fight

My Booking Detail
Hight Review
Password Change

CheckPNR

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



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

Your and yours family Booking List

Booking List - Pending and History

Show 10 v | enlries Search:

Booking List

B} /16/2010
i -
1 00027453 ree Ticketlssued 33 IVIITPG 10:53:50 AM Detail W
00027453 F Ticketlssued | 360 Fpug | 216020 lionsiiniioled]
: b g oo 2 9:53:07 Al betait

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

Confirmation

Do you really want to Rebook this Ticket?

= NI

Then, the below page will displayed. You are only allowed to change the Departure or
Return Date of your ticket.

o

Please Note that: For Active Employees Rebooking only allowed with the approved
vacation date range.




Re Booking

Passenger Allotmant Type Payment Option

LEYKUN MIHIRET v Fres r Payrol ¥
RoundTrip
e

-
Ceparture Airport Arrival Airport Departure Date
ADD MK 971972319 12:00:00 AM =
R=turm Date
972172019 12:00:00 AM =

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

Passenger Allotmert Typza Payment Option
LEYKUN MIHIRET v Free v Payrol
X i|2|a|4|5|6]|z
RoundTrip g 9 10 11 12 |13 | 14
v i5 | 16 | 17 | 18 19 | 20 | 21
22 | 23 |24 | 25 | 26 ey 28 |—
Ceparture Airoort Arrival Airport ag | 3 1 2 3 4 5
ADD MOX -
-3 7 g 9 10 | 11 | 12
I e/27/2019 ' =
Conrinie Il .(::

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



List of available flights

Show |25

v

| entries

Search: ]

09/24/2019 T 07:15

09/24/2019 T 08:40

2 112 ADD MQX DHs ET
3 Direct 160 09/24/2019 T 08:00 09/24/2019 T 09:25 ADD MQX DHS ET
e 4 Direct 106 09/24/2019 T 10:55 09/24/2019 T 12:20 ADD MQX DHS ET
a s Direct 102 09/24/2019 T 12:20 09/24/2019 T 13:45 ADD MQX DHS ET
6 Direct 104 09/24/2019 T 15:40 09/24/2019 T 17:05 ADD MQX DHS8 ET
7 Direct 180 09/24/2019 T 16:10 09/24/2019 T 17:35 ADD MQX DHE ET
8 Direct 108 09/24/2019 T 18:10 09/24/2019 T 19:30 ADD MQX DHS ET
8 9 Direct 148 09/24/2019 T 19:05 09/24/2019 T 20:30 ADD MQX DHS ET

[ MQX-ADD

8 n Direct 161 09/27/2019 T 10:10 09/27/2019 T 11:35 MOX DHs ET

8 12 Direct 107 09/27/2019 T 12:50 09/27/2019 T 14:15 MOQX ADD DHS ET

8 i3 Direct 103 09/27/2019 T 14:15 09/27/2019 T 15:40 MQX ADD DHS ET

B4 Direct 105 09/27/2019 T 17:30 09/27/2019 T 18:55 MQX ADD DHs ET

a8 1s Direct 181 09/27/2019 T 18:05 09/27/2019 T 19:30 MQX ADD DHS ET
Showing 1 to 19 of 19 entries Previous Next
4

Back -

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

" Routing of the Rebooking Request

Your reservation has successfully rebooked. The new PNR for your booking is: MXPALA.
Please check your email to get your confirmation.

Routing Information

1 ALD TACE 9/24/2019 12:00:00 AM | 9/24/2019 12:00:00 AM | G/24/2019 12:00:0C AM | 9/24/2019 12:00:00 AM | 100 100
2 MOX ADD 9/27/2019 12:00:00 AM | 9/27/2019 12:00:C0 AM | 9/27/2019 12:00:0C AM |9/27/2019 12:00:00 AM | 101 101

Passenger Basic Information

il LEYKUN MIHIRET Adult Free MXPALA TRCUBE 9/16/2019 4:03:51 PM




7. Flight Review

To see the flight information and the number of booked passenger and the list of staff
priority 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 Search
option

Flight Info

Flight Number Departure Airport Arrival Airport

602 Addis Ababa (ADD), Ethiopia, Africa Dubai (DXE), UAE, Asia
Departure Date

03/04/2019 =

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

L 1602 Hight Status

Ethtoplarf
ik

"(ET) 602
ADD to DXB

Stahis:

Scheduled

Last change to status more than 3 hours ago

DLPARIURL

Sehediled Neparhiee:
2019-03-01 T 1030

Availabk

ARRLIVAL

Srheduled Arrival:
--— 1515

Hight Capacity: kEconomy : 365 [ Business J¥
Ticketed: Ccomomy :

132 / Dusiness 4
: 233 / Busi 24

Gate: 15
Awrcraft lail Mo:  AI'K

General Flight Notes:

= If your tilght status is In Airor the tlight is Fulf try to rebook agian plcase.

Bclow LISts arc Mot Prioridzed

StandBy List
NSNS NSNS T NSNS
ET Business Class ET Economy Class
& Checkin 2 Mname M Seat & theckin 2 Name M Seat
1 DAWIT. TAKELE - L BETELHEM.AYALEW -
2 DAWIT. TAKELE - 2 KIDUS DAWIT -
Below Lisls sre Mol-Prionilized o I =
? HANA — 4 WUBALEM.ASFEAW -




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.

Welcome To Ethiopian Employees Ticket Benefit Self-Service System

Profile

My Varalion A

Tlcket allotment ;
Book a Flight \\
My Dooking Detail . "
| light Heview ! .

T

Peusword Chiange

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

Employee Monthly Ticket Cost Report

Select Month  [10/2019 | | search |

Net Deduction

You have no Deduction in this month!
Net Refund

You have no Refund in this month!



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

Employee Monthly Ticket Cost Report

Select Month IﬂfZOld || search 5
Net Dedu|_| :
Jan Feb Mar Apr
You have ni|
Net Refur n
May Jun Jul
You have ni

Sep Oct Nov Dec

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.

Employee Monthly Ticket Cost Report

Sclecl Month (08/2019 || seah |

Net Deduction

00027453 2019 08 01 12:00:00 AM 2019 08 31 12:00:00 AM 1024

Net Refund

00027453 2029-08-01 12:00:00 AM 2015-08-31 12:00;00 AM -045 = =
| View Datzil



As it shown below for the sample, you will get the detail ticket and amount information when

you clicked on the View Detail button.

Employee Ticket cost details

Delailsl

00027453

00027453

(HID, /853

00027153

00027453

00027453

000774513

00027153

0712124695430

0712124091931

/12124047308

0712121697253

0712124787507

0712124700211

0712124854414

0712121711192

Refunded

Refundsd

Refundad

Rofunded

Refunded

Tickatlssued

Rehindad

Refunded

TCDORP

TSYBPE

Y1GUKR

UMoJGH

YRSMIB

EHZVZX

XH=0YY

IFWGIU

9. Change Password

1024
View Detzil

-445
View Cretail

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

Employee ID:

Old Password:

Password:

Confirm New Password

000208594

Password

NewPassword

Confirm Password

X Change



