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This is a simple guide that will help you create Interrail Pass orders for your
travellers.

For each Interrail Pass that you issue, the system automatically creates a
user accountfor the pass holder and a Discount Card (this will be
available in the DiscoverEU Travel app, accessible via account log-in)

Step 1. Add travellers’ details
e Once you are logged in ETS you can click on “Create order” in the “Bulk
sales tab”.
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e Then to start creating your passes, you will need to download the template by
clicking ‘Download Template”. This is provided in Microsoft Excel format.

<« C () httpsy//ets-dashboard-acc.eurail.io/bulk-sales-crez

interrail Provide traveller details

- eura" Please download our Excel template and fill in all ravellers details in the correct format

Bulk sales

B Order Overview

&  Userguide Upload filsas

& Select file

Select Pass details

Pass type

Global

Validity

7 Days within 1 Month

Make sure all travellers details are in the correct format before uploading the filed-in templat

Description

NEED TO BE FILLED

5 © &l v @ @

e Inthe template, you can find two tabs: “Import” and “Description”.
e You will need to add the details of the travellers for whom you wish to create
the Passes in the “Import” tab. Please delete the example rows already

present in the file.

o There are two types of Passes you can create: youth and adult (Youth for
travellers under the age of 28 and Adult for companions who are over the age
of 28). Please keep in mind that you can only create only one type of pass in
each order. If you need to create both Adult and Youth Passes, you will need

to create two excel files and submit them separately!
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AutoSave template - Protected View ~ £ Ssearch Maria Rekalidol o

File  Home Insert Pagelayout Formulas Data Review View Help
(i) PROTECTED VIEW  Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing x
c8 - K v

A B C D E F G H J K L M N o P Q R S T -
1 Email address First name Last name Date of birth Country of residence

2 |john.doe@eurail.com John Doe 01/01/1990 NL
3 |jane.doe@eurail.com Jane Doe 01/01/2000 NL
4 |baby.doe@eurail.com Baby Doe 01/01/2022 NL

Import | Descrigltio < >
Heady ] - 1 + 100%
@ @ 1CCoudy @208 PO oI 1632

¢ Please check the “Description” tab, as it includes detailed instructions on how
data needs to be added to the ‘Import’ tab. You don’t need to edit or delete
the ‘Description’ tab.

template (1 rotected View + £ Search Maria Rekalidou =l
File  Home Insert Pagelayout Formulas Data Review View Help
(i) PROTECTED VIEW  Be careful—files from the Intemet can contain viruses. Unless you need to edlft it safer to stay in Protected View. Enable Editing x
D7 < S v
A B c D -
1 Email address doe@eurail.com Ves - excel [another email address.
2 [First name John Yes - excel |First name of traveller which should appear on the Pass. Must be provided in excel.
3 |Last name Doe Yes - excel |Last name of traveller which should appear on the Pass. Must be provided in excel.
4 Date of birth dd/mm/yyyy Yes - excel_|Our system needs this to be in format "dd-mm-yyyy". Please make sure Excel sees its format as "Date” rather than "General”. Must be provided in excel.
5 [Country or residence 150 3166-1 alpha-2 Ves - excel |Must be provided in excel.
6
7
8
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e Once all the details of the Passes you wish to create are added to the file,
save it on your computer and upload it onto ETS by clicking “Select file".

< C () https//ets-dashboard-acc.eurail.io/bulk-sales-create AN

interrq“ Provide traveller details

- eura" Please download our Excel template and fillin all travellers details in the correct format

First name

Last name

Date of birth
Country of residence
Email address

E]  Order Overview & Download template

B3 Userguide

Bulk sales

Upload filled:iptapiate

M7 all travellers details are in the correct format beforemigading the filled-in template
& Select file emYateisx © <:

Select Pass details

The Pass details will be the same for all travellers in this order. Plea
Pass, Estonia and Latvia

Business channel Description
Interrail NEED TO BE FILLED
Pass type
Global
tom.medici@eurail.com
Validity Pass
€] logout
7 Days within 1 Month Regular

Step 2. Pass details

After uploading the file, please fill in the fields under ‘Pass details’.

Most fields are predefined except the travel category field. For all participants
(or companions) aged 28 or younger please choose Youth. For companions

of 28 years old or above choose Adult.

Bulk sales Select Pass details

The Pass details will be the same for all travellers in this order. Please note the following One Country Passes are still not available as mobile passes: Greek Islands
Pass, Estonia and Latvia
Order Overview

Business channel Description
Uezernie Interrail
Pass type
Global
Validity Pass
7 Days within 1 Month Regular
Travel class

2nd class ::

Distribution
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“Passes for participants” or “Passes for caregivers”.

Bulk sales & Select file

Order Overview

Select Pass details

User guide

Pass, Estonia and Latvia

Business channel

Interrail

Pass type

Global

Validity

7 Days within 1 Month

The Pass details will be the same for all travellers in this order.

template.xlsx @

Description

passes for participants

Pass

Regular

- eurail

In the description field please fill in a description of the order, for example

Please note the following One Country Passes are still not available as mobile passes: Greek Islands

e Under ‘Language selection’ you can choose the language of the confirmation

emails which will be sent automatically to the email addresses added to the

import file.
e Click Next.

Bulk sales
Distribution

E]  Order Overview Passes to the travellers

B3 User guide Send order confirmation emails

Yes, send emails

User accounts

Yes, create account for users

Language selection
language will be the same for all passes in an order.

Language

English

tom.medici@eurail.com

€] logout

mend that you let us send the Passes automatically to the travellers. Pl

lease note that if either option is not selected, you

—— —

ibute the

Select the language of the order. All communication, like the email with instructions, the order overview pdf, etc. will be available in this lanuage. Please note the

DiscoverEU Inclusion Action



Step 3. Create passes

- eurail

» Before creating the passes please do not forget to check if the total entries
match the successful entries. If not, please go back and check the file you
updated for possible errors. The system will not let you create orders if an entry

is not filled in properly.

&~ C &) https://ets-dashboard-acc.eurail.io/bulk-sales-create
fnerze ] Bulk sales
=9 eurail
Pass Details
Rail Pass type Interrail (European citizens)
Bulk sales Pass type: Global
Country: -
Validity 7 Days vithin 1 Month
Travel dlass 2nd class
B Order Overview X
Age group. Complimentary youth

B3 User guide

Traveller details

=
G <=

& Reupload file template (1).xIsx @

Go back

tom medici@eurail.com

€] logout

s © 8=
@ English
Your order summary
Interrail (European citizens) 3x

Global Pass
7 Days within 1 Month
Complimentary youth 2nd class

@ The payment will be processed via invoice. Any discounts will later
be applied if applicable

Create orders

e Please wait a few minutes, once the order is created you will be able to view if all
the passes were created succesfully. In this view you can also see all previous

orders you created.
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interrail

eurail Bulk sales ® e

New order

Description Status Pass details Amount Success Failed Date created

Global Pass

Bulk sales

asses for p hin 1 Month 0
E  Order Overview . nterrail Global Pass ; .
for participants 28-01-2023
Previous orders

User guide nterrail Global Pass .
8 g participants all Global 25.01-2023
my first order Youth NGO DA s 1 1 0 24-01-2023

ys within 1 Month

Global Pass .

first batch of bool Completec obal P 4 4 0 18-01-2023

hin 1 Month

Global Pass
hin 1 Month

est Youth NGO

Interrail Global Pass
i Completec Youth NGO 1 1 0 17-01-2023
pass creation mplet ou 7 Days within 1 Month

e Inthe event an order is not created, you will be able to view the error and create
a new order accordingly.

interrail Bulk sales .
=9 eurail
Description: Passes for participants

Find here your bulk order details and all individual orders placed within it.

Bulk sales

M@ Order details @8 Passes
Order Overview

Youth NGO c48f80bf-a534-4069-9bas- 28-01-2023 3 2 1
User guide 99d9f58153a8

Just click on the error

All orders Created Error
Traveller email v Q & Expe
Row Order number Traveller email

8 Passes

Bulk order ID. Date Created Amount Success
c4880bf-a534-4069-9bas- 28-01-2023 3 2
99d9f58153a8

Traveller Details

Email Address john.do

d Error Date of Birth and Pass Traveller Type is not compatible:
’ Search Got it
Order number Status
NA Error
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Once the order is finalized, participants will receive an e-mail from
Interrail with their Pass number to add in the Discover EU Travel a app.

In addition, since the DiscoverEU Travel app is an account based app,
the participants will receive a second email with details on how to log
in using their account.

Please note that one user cannot have multiple Passes on a single
device. Each Pass holder needs to use their own device and log into
the DiscoverEU Travel app with their own user account.
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