ConcessionsOnline

Updating your Personal Details and your
Staff Travel nominees for Staff Travel 2009

Former staff
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Your Nominees for Staff Travel
2009 and ConcessionsOnline

* This guide will show you how to
 check and update your Personal details

* check existing Nominee detalls, and change or set up your
nominees for travel from 01 April 2009

* You may nominate one person of your choice, and your

children if they are under 24

* 'Current Nominee' status can only be changed after a minimum
of 6 months

* Nominees need to be registered in ConcessionsOnline before
they can be selected for travel in the online booking system

* For more information on Staff Travel 2009 and Nominees, see
the Staff Travel 2009 FAQs.
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Accessing Concessionsonline

ESS Home

After logging in to Employee Self Servce D
(ESS) at my.baplc.com, using your BSAFE ==

password...

Add APIS and contact
details

day Hotline
ine Flights

sonal and D Lty

sonal travel on

Go to Shortcuts on the ESS page, and click [ :
ConcessionsOnline ConesssiansOnine

drgo

i1l
Touchdown Magazine

(see following slide for what to do next..)
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New ConcessionsOnline terms
and conditions

Agreement

As & senving or former employee of British Ainways Plo BA" vou are eligible to use non-cantractual staff travel henefits subjectto the policy as outlined in the Staff Travel Guide 2008 (STGO). All hookings are subjectto STG09. Itis
wour sole respansibility to fully understand the STG0A and to ensure thatyour nominees are fully aware ofthe policy when they are using stafftravel.

ithen you are making travel arrangements you must ensure thatvau and your nominees are eligible for the concession. If a concession is available in error, including on-line e.0. an annual hookahle concessian is reinstated after
it has been used orthe wrong number of concessions are displayedfaccessed accarding your personal benefit eligibility, both serving and former staff must bring this to the attention of the Staff Travel Manager, at the following
address: Waterside, HCB3, Harmondswarth, Middlesey, UBT 0GB and in addition serving employees must also advise their line manager.

Ay misuge of stafffravel whether a breach of the STG0E or otherwise will be treated seriously and for sering employees will lead to disciplinary action under EGA01 Disciplinary Pracedures. Far former employees an
investigation will take place and appropriate action taken, this may lead to the withdrawal of concessions.

Stafftrawel is a non-contractual and discretionary henefit granted atthe sole discretion of BA and as such can be withdrawn or varied atthe sole discretion ofthe Company at anytime.

Please read, then Accept or Decline as appropriate.

You need to accept these conditions before being able
to go in and view/ update your nominee details
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ConcessionsOnline Welcome screen

From here you can...

ConcessionsOnline * Check and update your Personal Details

S, - /0 [V o nee:

(for travel up to 31 March 2009)

e » Manage your Nominees for Staff Travel 2009
Travel Morminees (fOf travel from 07Apf//200.9}

Travel Mominees-ST09

 — . Welcome to Concess

......
44444

ConcessionsOnline holds the data for cu ormer employees and their staff travel benehits.

My Details

Persanal Details

Travel Morminees

The following screens will show you how
Travel Mominees-STO9 to check and update your details and
manage your travel nominees...
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How to update your Personal Details

In ConcessionsOnline
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Personal Details

My Details

S e R [0 L e s L T s L s Eati vy =L P Y, PEFSDI‘IEI| DEtaiIS
First Name . Jonanna Birth Date L 21-Dec-1946
Travel Naminees
Middle NEIITIE:{S} 1 Gender . Female Travel Nominees-STO9
Last Mame King Partnership o MarriediZivil Fartner
Status
Title Mr=
Preferred Mame Jo
Update »
‘Home Address 0 0 iivimmain e . .
A ———— T — Updating your Personal details
Address Casa de Blanca . . .
_  Click the Update button in the section you want to
CElUpe LI e change, and on the resulting Amend Personal Details
La Plancia de Monrovia screen make your changes...
...some examples of these screens will come up next
County
Post Code Q0201 San Jose
Country Spain

Home

Home Email
Address

0034 567 39012324

ernail@hera.co. Uk < * A valid email address is also required to

LI

Phone/ Email

* You must provide a valid email address so that
confirmation of your updates can be sent.

complete staff travel bookings.

e
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Persanal Details

Update Basic Detalls

Travel Nominees-ST09

T Ry e T s A eam

What you can update
any item with a white box to the right...

1| either clicking in the box first and
G -t o o o o ¢
AP then typing in the information, or Personal Details

25 2| clicking the downward arrow to select

tiﬁ: 20 DI from d pre_ﬂ”ed “St . Divorced/Dissolution
Lt Cal Itemns Marked vath *must be completed Legally Separated
Major i : Widawed

First Mame i Margie Birth Date : 01-8ep-1929  [SESEIDDNREE 3
! Maried/Civl Fartn
Middle Name(s) A Gender . Fermale arre ; arner

Name : Livingstane Partnership : | Single
Status :

:_“':2

Title

Preferred Name

W Admiral
D,
Baroness

Once you've made your changes,
click the Submit button
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My Details

Update Home Address T

Ei8 St o

Amend Personal Details

You can update any of the fields on this screen...

A Harkog Mk EmUE: B coriiceed either clicking in the box first and then typing in the
- ARCHEE 57 Heinz Avenue information, and

'~ Branston for your Country of residence, click the downward arrow
to select the country from a pre-filled list

County © o Widdles e
Post Code HZ&7 28R

* Country : __I._In_|1!a_|_d qudum

Once you've made your changes,
click the Submit button
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Update Phone / Email o —

Travel Nnminees-;TE_I?_

You can add new, amend existing or delete contact details by...
O first clicking the Add button

1| then the downward arrow to select the type of contact information you

want to include (a new line will appear for each type of contact information)
Then type in the new information, or

clicking in the box first and then over typing the existing information, or

using the Delete button next to the line you want to remove

Work SITA Code
Work Pager

Work Mobile Phone / Email

Work Fax

External Work Mumber Home Email Address £| MargieLivingstoneg@Heinz.co.uk
Work Telephone ;
Horme Mobile :
Email Address Home : 0208 567 8901

Home Email Address

Once you've made your changes,
click the Submit button
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Checking Nominees In

ConcessionsOnline
(for Staff Travel up to 31 March 2009)
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Nominees example 1
(up to 31 March 2009) _Travel Mominees 5109 _

In this example, an existing
nominee and a child under 24 will
Main Dependant be valid until 31 March 2009

(Spouse and Parther are main dependants)

Employee Tr

. : This screen will not be used or
ull Hame Birth Date L. .
M Duncan King ssaoriass | D€ visible from 01 April 2009

Dependant Children

Hominate Full Hame Birth Date Relationship Effective From

Miss Lou King 01-Jdan-1926 Daughter 09-Jan-1926

Non-Dependants As the new STO9 Nominee policy stipulates
Nominate you may nominate just one person - plus any Eifective To
children if under 24 years - these records will
carry over to ConcessionsOnline and the
nominees will be available to add to staff Staff Travel Policy Guide
travel bookings from O1 April 2009 Emploves Services Gontacts
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Nominee example 2 T
[Up to 31 March 200 -9} i S

This example shows three existing nominees, of which one will need
Main Dependant to be chosen for Staff Travel from 01 April 2009, with the other two
spouse and Parinerare | ramaining as potential travel nominees in ConcessionsOnline

T e T Eecive 10

Dependant Children
Hominate Full Name Birth Date Relationship Effective From Effective To

Mon-Dependants

Nominate Full Hame Birth Diate Relaticnship Effective From Effective To

Mr. Arthur  Johnston 10-Jan-1903 Father 01-Apr-1991 31-Mar-2009

Mrs. Harriett Johnston 24-Mar-1905 hother 01-Apr-1951 3-Mar-2009
As the new STO9 Nominee policy stipulates you may nominate
just one person - plus your children if under 24 years - anyone
with more than one person already nominated will see that their
Nominees will no longer be available to add to staff travel

bookings after 31 March 2009

Staff Travel Policy Guide
Emplovee Services Contacts
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Checking and updating Nominees In

ConcessionsOnline
(for Staff Travel from O1 April 2009)
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New Nominee definitions

Travel Nominees-5T09

ConcessionsOnline shows two new types of Nominee:

* Current Nominees - who are can be included in your
bookings as they appear in the online staff travel booking
system.

Current Nominees cannot be changed for at least six
months after their ‘Effective from’ date.

* Potential Nominees - who could appear in the online staff
travel booking system, but are not yet showing.

Potential Nominees only become eligible for travel
bookings once they become Current Nominees.

from 16 February 2009
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ConcessionsOnline tips

Travel Nominees-5T09
B ; i

In the period from 16 February to 31 March 2009

* check your Nominees in ConcessionsOnline to ensure
the correct person - and any children under 24 - is listed.

* Whoever is listed as a Current Nominee in
ConcessionsOnline will be your travel nominee from 01
April for a minimum of six months...

« ...If you want to replace them with a different nominee,
you should do this before 31 March 20009.

It takes at least 24hours for any Nominee changes to
take effect, so you should make any changes well in
advance of your departure date so that you have enough
time to make a booking including the changed Nominee.

from 16 February 2009
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Checking/ updating your e
Travel Nominees -ST09 = —

The following screens show examples of how to:

* check Nominee status and details
* change Nominee details
 add new people to your Potential Nominee list

This guide also outlines what to do iIf

* you have more than one person listed as a Potential
Nominee and you need to decide which of them is to be
your Current Nominee to appear in the online staff travel
booking system

from 16 February 2009

< BRITISH AIRWAYS Staff Travel 2009 — ConcessionsOnline Issued: February 2009




Check Nominee status
and details —

ConcessionsOnline Staff Travel Nominees

You may nominate one person of your choice, and your children if they are under 24.
Click more information for details.

MMore information

_ Current Nominees

Full name Date of birth  Relationship Effective from  Effective to  WNumber of Months Nominated

O Mr Dwuncan King Z5-Apr-1938 Husband 20-Jul-1974 0
O Miss Lou King 01-lan-1956 Daughter 09-lan-1936 n}

Change Marminees Details

End/Extend Momination

- Potential Nomin

If your nominees details are correct, no further action
Is required. Click Exit ConcessionsOnline to finish.

Full name Effective to

Add Person »

from 16 February 2009

ssionsCnline
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My Details

e

Fersonal Details
Trasvel loroioes

Travel Nominees-5T09 l

| T ————

Change Nominee detalls

ConcessionsOnline Staff Travel Nominees

You may nominate one person of your choice, and your children if they are under 24.
Click more information for details.

rore information

e o ot e T s R S T

Full name Date of birth  Relationship Effective from | Effective to | Mumber of Months Nominated

) Mr Duncan King Z25-Apr-1938 Husband 20-Jul-1974 u]
O Miss Lou kKing 01-Jan-198& Daughter 09-Jan-1986 u]

Change Mominee Details

If you need to make changes, eg title or name...
* first select the nominee by clicking the © button

bl then click Update details and make the changes
Full nj m Effective to

* when finished, click Submit.

Add Person »

from 16 February 2009

Click Exit ConcessionsOnline to finish.

4 Exit ConcessionsCnline
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My Details

e

Add d hew Nomlnee -I:‘_fr'snnaIDEjtails
Trovel Nominees-ST03)

| T ————

ConcessionsOnline Staff Travel Nominees

You may nominate one person of your choice, and your children if they are under 2.
Click more information for details.

More information

Full name Drate of birth | Relationship | Effective from Effective to | Mumber of Months Hominated

O Mr Duncan King 25-Apr-1935 Husband Z20-Jul-1974 0

Use the Add Person option to add a Potential Nominee.
Miss Lou King . . L.
2 Potential Nominees can only become eligible once your

Current Nominee has reached the end of their current
period (minimum of 6 months).

- Potential Nominees ..

Full name Date of hirth Relationship Effective from

(@)
@)
@)
N
>
(-
(qv]
-
—
0
Q
L
o)
=
O
—
(S

Add Person »

4 Exit ConcessionsCOnline

< BRITISH AIRWAYS Staff Travel 2009 — ConcessionsOnline Issued: February 2009




Add a new Nominee
Travel tominees-ST05 )

...then fill in the required information

 Title and Relationship: Use the down arrow to call
up a list from which to make your choice

First/ Middle/ Last Name: Click in the field and
Please enter the person's details type in the information

Iterns marked with * must be completed Gender: Click on the appropriate option to select

Pt Ms. v Date of Birth: Type in the date following the
format shown or use the calendar button to pick
the date

* First Name ESDphiE

Middle Mame(s)

...and when finished click Submit

* Last Mame Anplegate

* Gender O male ® Female

* Relationship |5ister M

* Date of Birth 10-dun-1972) || (Use farmat DD-MMM-reey )

(@)
@)
@)
N
>
(-
(qv]
-
—
0
Q
L
o)
=
O
—
(S

a Submit »

< BRITISH AIRWAYS Staff Travel 2009 — ConcessionsOnline Issued: February 2009




Choosing an existing
Nominee for travel from

01 April 2009

In this example, three existing Travel Nominees have been
carried over to Staff Travel 2009 as Potential Nominees.

Under the new STO9 policy, you can only have one
Nominee - and any children under 24 - so any of the
Potential Nominees needs to be listed as a Current
Nominee to be available for bookings from 01 April 2009.

The following screens show how to move your chosen
nominee to Current Nominee status.

from 16 February 2009
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Choose a Current Nominee [
Trovel Nominees-ST03)

;

The new Current Nominee ‘Effective from' record will be updated
overnight, so it is Important that you make any Nominee changes
at least 24 hours before you need to make a booking

ConcessionsOnline

You may nominate one p
Click more information fdg

More information

Current Nominees

Full name Date of birth Relationship Effective from Effective to Mumber of Months Nominated

You can select one of your Potential Nominees - plus your children if
under 24 - to become Current Nominees and so available to add to
staff travel bookings.

LICEIERTEE  «first select the nominee by clicking the © button
Il o .
bl then click Nominate Person
0 Mr., arthur  Johns

O Mrs., Joyce  Sommerville =lan-1938 Sister 01-Apr-1991 31-Mar-z009

O Mrs. Harriett Johnston 24-Mar-1905 Maother 01-Apr-1991 31-Mar-z009

Add Persan » Change Person Details » Delete Person » Morninate Person »

(@)
@)
@)
N
>
(-
(qv]
-
—
0
Q
L
o)
=
O
—
(S

4 Exit ConcessionsOnline
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Choose a Current Nominee Eais
Trovel Nominees-5T03 )

| T ————

ConcessionsOnline Staff Travel Nominees

You may naminate one person of your choice, and your children if they are under 24.
Click more information for details.

Maore infarmakion

‘E’ﬁﬁ’-#ﬁrmﬂ--ﬁivﬁ-bﬁiﬁ fﬂ‘

This nominee will be camried owver into the next staff wavel year. The effective 1o date Hominated
will e removed and the nominee will be fimed for & months.

Flemse note - Youcan nomirate 1 person to carry foreard into the nexd staff traesl year.
F you norminate 3 2nd person they will becomea a future dated nomines in STO3, and w4l
ceszeto be eligible for st=ff trawvd i mmediately.

lornimvie Datals

Tective to

Mr. &rthur Johrston 10-Jan- Fathar 1-&pr- F1-Mar-2009

GG "|_CJick OK to move to the next stage iAo
HErrie

TonnsTan TE-Mar-lene Tarher 1-Apr- 31-Mar-2009

Mrs

m Parsan [ PErsor Mominate Perscn ®

(@)
@)
@)
N
>
(-
(qv]
-
—
0
Q
L
o)
=
O
—
(S

1 Exit ConcessionsCnire
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Choose a Current Nominee [
(Travel ominees-ST05 )

O1 April 2009 is the start date
for Staff Travel 2009

Person being nominated
Full name Date of birth Relationship Effective from Effective to
Mrs. Joyce Sommerville 13-Jan-193& Sister 01l-Apr-1991 31-Mar-z009

The nominee will be carried over into the next staff travel yvear. The effective to date will be removed and the nominee will be
fixed for & months from the date below,

Six month start date 11-AFE-2N01

4 Cancel Subtnit »

Click Submit to make the selected Nominee a
Current Nominee and available top add to travel
bookings from 01 April 2009

(@)
@)
@)
N
>
(-
(qv]
-
—
0
Q
L
No)
-
O
—
(S
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Choose a Current Nominee [
Trovel Nominees-ST03)

| T ————

ConcessionsOnline Staff Travel Nominees

You may nominate one person of your choice, and your children if they are under 24.
Click more information for details.

More information

@ Update successful,

Current Nominees

Full name Date of Relationship Effective Effective HMumber of Months
birth from to Mominated

D Mrs. Joyce 13-Jan-1938 =ister 0l-Apr-1991 o
Sommerville

[P 7 Y Sl [ ) P ey Sy ool R N Dty

The update to Current Nominee status has been confirmed.

LB Current Nominees remain in place for a minimum of 6 months.

Full na

O Mr. arthur  Johnston 10-Jan-1903 Father 01-Apr-1991 31-Mar-2009

O Mrs, Harriett Johnston Z4-Mar-1905 Mother 0l-Apr-1991 31-Mar-z00a

(@)
@)
@)
N
>
(-
(qv]
-
—
0
Q
L
o)
=
O
—
(S

Add Person » Change Person Details » Celete Person k Morninate Person k
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Summary

* Go to my.baplc.com and log in using your BSAFE password
to access ESS and then ConcessionsOnline

* Where necessary update details straightaway

* Any Potential nominee you want to include in your staff
travel bookings will need to be changed to Current
nominees for travel from 01 April 2009

* Check the Staff Travel Online booking facility on their
‘Effective from' date to see that your Nominee has been
updated accordingly

* For more information on Staff Travel 2009 and Nominees,
see the Staff Travel FAQs.
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ConcessionsOnline

Updating your Staff Travel nominees
for Staff Travel 2009

Former staff

End of guide
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