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Guest Pass User Guide 
 

Upon logging in for the first time, you will be asked to accept the usage terms: 

 

 
 

 

Once logged in, you will be automatically taken to the Book Travel page.

Any time you see , it is an indication that you can close out or remove something from 
the area you are working in. 
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Booking a New Flight 

 

Booking a new flight is very similar to booking a flight on our regular website. 

 

Step 1) Enter the Necessary Flight Information  

 

 
 

 

� The features on this screen allow you to select if you are booking a one-way, round-trip, or multi-trip 

flight. The number of passes you use depends on what you select here, as these passes are issued as 

one-way, not round-trip. 

� Check non-stop only if you are only looking for a non-stop flight. Most of our non-stop flights will 

be arriving or departing out of a hub (Phoenix, Charlotte, or Philadelphia).
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Step 2) Select your Flights and View PBTs 

After clicking on Search, the Flight screen will appear. This is where you will actually select the flights 

you want. 
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Step 2a) Viewing PBTs from the Booking Page 

 

When you click on Select to select a flight, you will activate the window to the immediate right 

of the selection area.  The PBT window gives you the following information: 

� Flight Number: identifies the flight on a particular day and time 

� Origin/Destination: the departure and arrival cities 

� Departure Date: the date the flight is set to depart in the time zone of the city it is departing 

from 

� Total capacity: the actual number of seats on the aircraft 

� Authorized: the number of seats the airline is selling for this particular flight 

� Booked: the actual number of seats that have been purchased 

� Space Available: the actual number of seats that are open (not counting authorized numbers) 

� Non Revs Listed: the number of standby passengers listed for this flight 
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Once you have viewed the PBTs and are ready to select your flights, click on Continue. You will be 

taken to the Passenger screen. 
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Step 3) Complete the Passenger Screen 

Here is where you will select the flier(s). The employee has set this up for you; if the person you are 

trying to book a flight for is not on the list, you will need to contact the employee. They will have to add 

them for you. 
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Once the Passenger screen is complete and you’ve clicked on Continue, you will be taken to the 

Payment screen.  

 

 
 

 

Step 4: Review  

Clicking on Complete Listing will take you to the Confirmation page. 
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Viewing a Flight 
 

To view the details of a flight you’ve booked for yourself: 

 

 
 

 

 

Your flight details will display: 
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Modifying Flights When Money is Involved 

From the My Profile page, pull up the flight you wish to change. 

 

 

 

Make your modifications as normal (see Modifying a Flight). You will be taken back to the 

Confirmation page. 
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Enter the cities and dates you want to change and click on Search. Proceed as normal.  

 

 

 

 

Once you have selected your flights, you will be taken back to the Modify Confirmation Number page. 

 

Once you have clicked on Submit Modifications, you will receive fare instructions.  
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If the modifications you have made result in a higher fare than what was originally paid (because you 

changed the flight segments, etc.), you will see the fare difference; enter your credit card information to 

pay the difference. 

 

 

If the modifications you have made are less than what was originally paid, you will be issued a refund. 

The funds will automatically be credited to the credit card you used to initially pay for the flight. 
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Cancelling and Refunding a Pass 

Pull up the flight by entering the Confirmation # in the Lookup area of the Profile page or by clicking 

on the Confirmation # under Recent Listings. To cancel the pass, click on Cancel This Pass. To cancel 

and obtain a refund, click on Cancel and Refund This Pass. 

 

 

The Refund window will appear; enter the billing address of the card used to pay for the flight. 

 

 
 

The refund will automatically be credited back to the credit card initially used to book the flight. The 

passes will automatically be redistributed back into your account.
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Travel Tools 

 

 

 

Flight Status: utilize to check the status of a flight; you will need the flight number and the departure 

date 

 

PBT Tracker: will allow you keep an eye on certain flights. See page 15 for more information. 

 

Check PBT: will allow you to check the PBTs of a certain flight 

 

Web Check-in: Click here to check in for the flight you booked
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Comparing Flights 

You now are able to compare flights that you are interested in booking.  Enter your desired city routes 

and dates and click on Search. The flights available will display: 

 

 

 

The flights you want to compare will display. 
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The PBT (Passenger Boarding Totals) Tracker 

The PBT Tracker allows you select certain flights that you want to watch without having to re-enter all 

of the flight information again.  

To utilize the PBT Tracker, enter your desired city routes and dates on the Book Travel page and click 

on Search. The flights available will display: 
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Once you have added a flight to the PBT Tracker, you will need to go to a different page to view it. 

 

 

 

The PBT Tracker will open. 
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Logging Out 

 

It’s very important to remember to always log out of your session once you are done. 

 

 

You will be taken back to the Wings homepage. 

 

 


