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Training Agenda

1. IATA Customer Portal
2. BSPlink
3. BSP Agent Remittance Procedures
4. IATA EasyPay (IEP) – Overview
5. Annual Revalidation Exercise (ARV)
6. Annual Agency Fee Exercise
7. Q&A

27 April 20232



1. IATA Customer Portal

• www.portal.iata.org
• One window solution to all IATA 

tools and application
• IATA point of contact
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• Login with email and password if 
existing user

• Create new User if new user

http://www.portal.iata.org/
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1.b Granting access
to a Service

• To be done by Portal 
Administrator

• Click See All option to open all 
Services

• Click Manage Service option of 
any Service to manage the 
access of users





Key services : IATA customer e-statement
The agency should have access to the below key services.
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Key services : Risk Profile & RHC
The agency should have access to the below key services.
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2. Customer Portal > Access BSPlink
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2. Customer Portal > Access BSPlink
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2.1 Click on ‘Submit’ on the new window which will open as below:



2. a) BSP Agent billing reports
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Click on Files > Download as per below screenshot:

Click the Agent_Billing file for the period you wish to download the billing as 
per the screenshot below:



2. a) BSP Agent billing reports
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• How to check Billing file from zip folder and final payment amount 
 

• Agent billing file will download and open in Zip Folder 

• Zip folder will contain multiple PDF files 

• To check your Billing details, you must click on File name ‘FCAGBILLDETALT’ 

• To check Agent Remittance Final Amount, click on file name ‘AGREMSUM. 

• DQVALID file must be checked for any document i.e., Rejected such as Refunds 



2. a) BSP Agent billing reports
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Once the billing file is open, you can view the billing details as below:



2. b) How to check ADMs
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How to check Agency Debit Memo (ADM) on BSPlink

In your Agent billing details file if you see an Airline has issued an ADM you can check the ADM details with 10-
digit ADM number under ADM/ACM > Search ADM/ACM by number

• Note above feature is only available for Agents who opted for BSPlink Streamline access



2. c) BSPlink user templates (Efficient/Streamline)
Functionalities User Type

Enhance Basic
ADM & ACM View all the ADM details Only can view pre-billing ADM also they can submit pre-billing 

dispute. Unable to view Billed ADM details

Refund Application Yes Yes

Document Enquiry Yes No

Rejected Document Yes No

Post billing Dispute Yes Yes

Online billing Statement Agent can view this option Cannot view this option

Online billing Analysis Agent can view this option Cannot view this option

E-Mail Alert All options available Limited options only. The ADM/TA alert is not available

Airline information under Master data Available Not Available

GDS Query Available Not Available
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BSPlink pricelist

To upgrade to Streamline, please 
send a request through the IATA 
customer portal.
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Key take away’s

Discuss each topic in detail

Refund Application

ADM & ACM Query

Files & Communication

Post Billing Dispute

TIP
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• RA Issue (Efficient & Streamline user)
• Check Validation report

Refund Application

Refund Application

ADM & ACM Query

Files & Communication

Post Billing Dispute

TIP
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ADM & ACM query

Refund Application

ADM & ACM Query

Files & Communication

Post Billing Dispute

TIP

• As efficient user don’t have access to 
this feature (except pre-billing 14 days)

• ADMs info is available for 13 months
• ADMs issued by Airlines and 

processed/billed by IATA
• Update email alert for notification (not 

available for efficient/basic)
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Files & Communication

Refund Application

ADM & ACM Query

Files & Communication

Post Billing Dispute

TIP

• Download and Save
• Email alert maintenance (TA & ADM not 

available for Efficient/Basic)
• All report available for 2 months
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Post Billing Dispute

Refund Application

ADM & ACM Query

Primary info here

Post Billing Dispute

TIP

• How to PBD
• Each party has 2 chance to update 

PBD i.e., Agree or Disagreed
• PBD settlement/refund

27 April 202321



22

Start Post billing dispute



Post billing dispute
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• Both the Airline and Agent will have a “Pending Post Billing 
Disputes.” query option, which will display the list of all the PBD 
pending resolution.

• The Airline/Agent or Group has the possibility to indicate their 
agreement or disagreement with the dispute in the field called "PBD 
Agreement“

• : - "Disagree with Airline" or “Disagree with Agent” allows the 
Agent/Airline to record the disagreement with the arguments of the 
counterparty. In case of disagreement, it will be mandatory to 
provide information in the "PBD reason" field. 

• There can be a maximum of 2 disagreement actions per party in 
accordance with the following provision in accordance with 
Resolution

• "Agree with Airline" or “Agree with Agent” allows the Agent/Airline to 
record the agreement with the other party. Once the agreement is 
provided by any party, it won’t be possible to further modify the 
dispute.



Transparency in Payment

Refund Application

ADM & ACM Query

Files & Communication

Post Billing Dispute

TIP

• Agent can use own card for CC sales
• Airline should accept CC FOP in BSP
• Agent must get consent from Airline 

under TIP to use own card
• Agent must have PCI DSS compliance 

certification to enable CC as FOP.
• https://portal.iata.org/faq/s/faq-

category?category=Travel&language=
en_US&topic=PCI_DSS
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BSP remittance & procedures

BSP Calendar 

Remittance Kit 
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• On the next page, use the filter to select country, 
remittance, etc.

• Once downloaded in PDF, the calendar will have the 
below details:

How to download BSP Calendar from IATA customer portal



3) BSP Agent Remittance Procedures
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How to download Remittance Kit from the IATA Customer Portal

• Go to Support > Click Documents
• Inside the search box type ‘Remittance Kit’
• Click on Arrow next to your country code to download the Remittance Kit

https://iataonline-my.sharepoint.com/personal/bhopalwalh_iata_org/Documents/Desktop/Trainings/2023/IN_BSP%20Remittance%20Kit.pdf


4) IATA EasyPay (IEP) – Overview

A new industry payment method:

• ‘Pay-as-you-go’ solution

• Alternative to cash and credit card form of payment

• Voluntary for agents to use

• Agent’s can continue selling through Easy Pay, once RHC has 
been reached
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Alternative 
Payment 
Method

4) IATA EasyPay (IEP) : Scenario through IATA IEP

Virtual Card
AIRLINE
(Merchant)

PASSENGER

PASSENGER

PASSENGER

Ticketing

Payment
AGENT

Received 
payment from 
passengers



4) IATA EasyPay (IEP) – How to get started ?
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YES bank

Agent contacts YES 
bank to open an IEP 

account.

YES bank will open 
account and share 

the Virtual account & 
16-digit virtual card 

details

Agents to deposit 
money in their Virtual 

accounts with 
respective banks

Issue tickets using 
the 16-digit Virtual 

card number

Standard 
Chartered Bank

All IATA accredited 
agent has SCB virtual 

account.

Agents can download 
the Virtual account & 
16-digit virtual card 

details from BSPlink.



4) IATA EasyPay (IEP) – Bank details
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Standard Chartered Bank:
Download the file from BSPlink

https://iataonline-my.sharepoint.com/personal/bhopalwalh_iata_org/Documents/Desktop/Trainings/2023/SCB%20Easypay%20Manual.pdf


4) IATA EasyPay (IEP) – Agent Billing Reports:

• Can be downloaded from BSPlink

• Agent Billing Details – can be downloaded on a weekly basis

• Agent Billing Summary NG – can be downloaded on a weekly basis
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Annual Revalidation 
Exercice (ARV)

• ARV is a yearly mandatory exercise that all 
travel agents must complete.

• Exercise period is usually in the 3rd Quarter 
(Jul-Sep)

• Timelines agent has 30 days to complete the 
exercise

• Non-submission by the timelines will lead to 
Late Annual revalidation charges (USD 252)

• Non-completion will trigger a Notice of 
Termination (NOT)

(If completed after NOT is served, a reinstatement 
fee of USD 152 will be charged)

27 April 202334

https://iataonline-my.sharepoint.com/personal/bhopalwalh_iata_org/Documents/Desktop/Trainings/2023/Annual%20Revalidation%20Processes%20Guide%20for%20Travel%20Agents_ENGLISH_Final.pdf


Procedure for submitting the form
Scenario A:

Agent clicks on Confirm details are 
correct. He will be redirected to Step 
B, where he will be able to submit the 
information to IATA.

Scenario B: 

Agent clicks on Update Details
A new form will be displayed. In each 
section of this form, the agent will be 
asked to confirm details or notify a 
change.
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Important!
Problem: 

If the agent clicks on ''Update'' button (for email 
or phone nr) but all details are correct, the 
system will display the error and won’t allow to 
submit the update. *Phone nr and email are not 
considered relevant information for ARV 
processes

Solution:

Agent must click on Discard Update, and the system 
redirect him to the initial window, where he has to
select the correct option - Confirm details are 
correct.

27 April 2023
Guide for Annual Revalidation Process
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Annual Agency Fee Exercise
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27 April 2023
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6) Annual Agency Fee Exercise

• Invoices are sent to agents via BSPlink and 
email by the end of October every year

• Timeline to pay is 30 days from Invoices sent, 
i.e., around the End of November

• Non-payment by timelines leads to a risk event 
recorded against the agency, giving additional 
30 days to pay

• Non-payment by the second deadline leads to a 
Notice of Termination (NOT) by the end of 
January.
(If paid after NOT is served, a reinstatement fee 
of USD 152 will be charged)

• Mode of payments – CC and Bank transfer



6) Annual Agency Fee Exercise
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Q&A

Thank You
40
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