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1. Login  

Every user (cashier) will have its own login and password to sign-in in the system: 

 

 

 

 

 

 

 

 

 



 

2. Open the tag FLIGHTS to choose the flight with necessity of EMD payment 

 

 

3. Choose the flight from the list: 

 

 

 

4. After choosing the flight, enter the tag EMD, the list of passengers of the flight will 

be shown: 

 



5. The passengers that have an unpaid ancillary services are marked with the letter E: 

 

 

Click right mouse button to open the content menu and choose the function MANAGE 

EMD 

6. The pop-up window with the description of the unpaid service will be shown. 

 

 

Click NEW OPERATION to start EMD-payment process: 



7. Choose payment currency and rate of exchange at the day of payment (currency code 

will be saved for the further transactions in this session): 

 

After data input save the settings SAVE 

 

8. After saving the settings the operation to release the EMD coupon will start: 

 

To print the receipt use the button PRINT EMD to choose a printer (to choose receipt 

printer press SELECT PRINTER, it is configured only once) 



9. An example of a printed EMD: 

 

10.  After payment and release of EMD the marking of a passenger changes to P: 
 

 

 

 

 

 



11.  If a passenger that has already paid an EMD orders an additional ancillary service, 

the system marks it with the letter E as it is written in section 5: 

 

  

12.  The new ordered service is saved under the existing EMD number but with a new 

coupon: 

  

With an indication to a paid and new payment for an additional service. 

 

 

 

 

 



13.  In OPERATION LIST a new EMD coupon will be shown for an additional service: 

 

 

Further actions are similar to 8-9 

14.  Annulation of EMD. Find the passenger that needs to annul an EMD.  

 

Right mouse click will open the content menu MANAGE EMD  

 

 



15.  In OPERATION LIST choose a coupon to annul: 

 

To annul one coupon click CANCEL OPERATION 

 

16.  Confirm the operation to annul an EMD coupon: 

 

 

To annul all EMD coupons click CANCEL ALL 

 



17.  A commentary to annulation of an EMD coupon: 

 

 

 

18.  Marking ACTIVE and ANNULED EMD-coupons: 

 

 



19.  After EMD coupon annulation, the passenger is marked with the letter E (the service 

is ordered but not paid) and returns to a check-in counter to annul the additional 

services. After the annulation the passenger is marked with F: 

 

 

 

20.  EMD issue for COMAIL: 

 

Find a passenger marked with C (company mail). Right mouse click will open the content 

menu, choose EMD for COMAIL 

 

 

 

 

 



21.  In the pop-up window all COMAIL registered for the current flight are shown: 

 

 

 

22.  Click NEW OPERATION and all COMAILs are accumulated in one EMD 

 

Save the settings SAVE 



 

 

Print the receipt Print EMD 

23.  Changing the paid amount for COMAIL 

If total amount of COMAIL changes, a new amount has to be entered manually.  

 

In the tag Amount enter a new value in EURO, the system will automatically calculate in 

the paid currency.  

After save the settings SAVE and print EMD – Print EMD as it is written in 22. 


