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IATA EasyPay Access and Account Creation
1) How Can I access the IATA EasyPay Portal?
Access to the IATA EasyPay Portal will only be available through the IATA Customer Portal via
URL: http://www.iata.org/customer-portal
On the IATA Customer Portal, you will be prompted to log-in with your IATA Customer Portal
credentials. If you are not registered on the IATA Customer Portal, you will have to register first by
clicking on the ‘Please self-register as a new user’ option.
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2) How Can I Create an IATA EasyPay Account?
An IATA EasyPay Account can only be opened by someone with Portal Administrator and
Authorized Signatory privileges for the head office of the travel agency.
You will select the IATA EasyPay ‘New Service Request’ link in the IATA Customer Portal, which
will redirect you to the IATA EasyPay Portal.

After clicking ‘Open IATA EasyPay Account’, you will be prompted with a confirmation disclaimer
as shown below:

After confirming, you need to wait while the IATA Customer Portal connects to the IATA EasyPay
Portal.
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An email is sent to you from IATA Customer Portal Team, notifying you that access has been
granted to the IATA EasyPay Portal with an IEP Admin role. Such responsibilities of the IEP Admin
role are outlined in the Terms and Conditions available on the IATA EasyPay Portal.
The Authorized Signatory is granted automatic access to the IATA EasyPay Portal upon initiating
the IATA EasyPay Account opening. This means that you can come back to the IATA Customer
Portal at any time to complete the opening of your IATA EasyPay Account and the IATA EasyPay
Portal without having to log in again, via Single Sign-On (SSO)

Once accessed, you will be brought to the first page of the IATA EasyPay Portal which will display
a listing of required information to open the IATA EasyPay account. Once you have reviewed the
information, click on the ‘Get Started’ button.
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After clicking on the button, the Terms & Conditions (Ts & Cs) page on the IATA EasyPay Portal
will be displayed. You must read the entire contents, which may also be printed by clicking on the
printer image in the top-right corner. Review and fully understand the Ts & Cs before accepting
them by checking the box at the bottom and then click on ‘Accept’.

4

After accepting the Ts & Cs, you will be redirected to an Onboarding or Registration series of
pages which specific information will need to be provided.
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3) What Information do I Need to Onboard or Register an IATA EasyPay
Account?
If you have not setup your account, you will be redirected to a series of Onboarding or Registration
pages. Required fields must be completed to submit the Onboarding or Registration form.
The information requested below is required to assist in creating the IATA EasyPay account.
Who needs to provide this information?
We will request this information from the Legal Authorized Signatory who opens a new IATA
EasyPay account on behalf of a legal entity.
General Information
Provide your basic business information

You must provide all the following:
•
•
•
•
•
•
•
•
•
•

Full Legal Name of the Company
Doing Business as or Trade Name (if applicable)
Tax Identification Number
Type of Company
Business Phone Number
Business Website
Current Business Address
Country where Business was Established
Estimated Gross Ticket Sales for Next Two Years
Business Contact and Ts & Cs Signer Information
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Once all information has been entered, select the ‘Next’ button in the bottom right corner of the first
Onboarding or Registration screen.

Ownership
7

What is Beneficial Ownership and why do I have to provide this information?
A beneficial owner is an individual or organization, if any, who holds 10% or more equity ownership
of your business. To help fight financial crime, country-specific regulations require us to obtain,
verify, and record information about the beneficial owners of legal entity customers. Legal entities
can be abused to disguise involvement in terrorist financing, money laundering, tax evasion,
corruption, fraud, and other financial crimes. Requiring the disclosure of key individuals who own or
control a legal entity (i.e., the beneficial owners) helps law enforcement investigate and prosecute
these crimes.
Provide Your Business Ownership Information
For companies with beneficial owners, you must provide the following information for all direct and
indirect1 owners owning 10% or more of the company:
•
•
•

•

Ownership Type (Individual or Organization)
Percentage of Ownership
Individual
o Full Legal Name (First, Middle and Family)
o Nationality
o Role/Title (i.e.: CEO, President, etc.)
o Date of Birth
o Legal Registered Address
o Phone Number
o Email
o Unexpired Passport or National Identification Number, Country of Issuance, and
Expiration Date
Organization
o Legal Business Name
o Percentage of Ownership
o Unexpired Passport or National Identification Number, Country of Issuance, and
Expiration Date and address for equity owners over 10%

For companies that do not have beneficial owners owning 10% or more of the company, you must
provide the following:
Details explaining the ownership structure of the business. For example:
•
•
•

Agency is 100% owned by Entity Holdings Ltd.
No individual shareholder of the Agency holds more than 6.28% of the equity shares.
The major shareholder of the Agency is ABC Agency, which holds 65.2% of the equity
shares. ABC Agency is a publicly quoted company listed on the London Stock Exchange.
The remaining shares are held by 28 Directors and Senior Managers of the company, and
the largest individual shareholder is the Chairman, who holds 6.28%.

Managing Party Information:
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An “indirect owner” would exist in ownership if the travel agency has more than one (1) layer of
ownership. For example, Company A owns the Travel Agency. The owners of Company A would
be considered “indirect owner” for purposes of these requirements.
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•
•
•
•
•
•
•
•

Full Legal Name (First, Middle and Family)
Nationality
Role/Title (i.e.: CEO, President, etc.)
Date of Birth
Legal Registered Address
Phone Number
Email Address
Unexpired Passport or National Identification Number, Country of Issuance, and Expiration
Date

How do I enter or edit the Beneficial Ownership Information?
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To enter the beneficial owner information, click the pencil icon (edit).

To remove an owner, click the trash bin icon (delete) to the right of the edit icon.

The ownership fields will display below the table.
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If the direct owner(s) is an organization, you will be asked to provide the direct owners of the
identified organization and the percentage of the organization’s ownership. Additional Direct and
Indirect ownership information will be requested until you have reached the 10% requirement or a
natural person with direct or indirect ownership.
How do I know I have completed providing the Beneficial Ownership Information?
Once you have fulfilled the 10% requirement, the table will display as seen below:

If any information is missing and the 10% requirement is not complete, you will see the table show
an ownership line in red, prompting you to continue entering in ownership information.

Click the ‘Next’ button to save and continue to the Documents tab. If you have not completed the
required fields upon submit, you will be automatically directed back to the Ownership tab, and
detailed error notifications will be provided.
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Documents
Provide your business’s formation and Proof of Existence documentation
You must upload the following:
•
•
•
•
•
•

•

Share Certificate or Share Register
Commercial Registry Certificate
Tax Registration Card
License from Ministry of Tourism
For a Partnership, a Certified Copy of the Partnership Agreement
For a Trust, a Trust Certificate that includes the names of all beneficiaries, trustees,
administrators and any other person with control over the trust. If this is not included in the
Trust Certificate, upload a list of the Full Legal Names and Dates of Birth for all
beneficiaries, trustees, administrators and any other person with control over the trust.
For a Joint Stock Company (JSC) or Limited Liability Company (LLC), Certified Copy of the
Memorandum and Articles of Association
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Click the ‘Next’ button to save and continue to the Funding Source tab. If you have not completed
the required fields upon submit, you will be automatically directed back to the Documents tab, and
detailed error notifications will be provided.
Funding Source
Provide the Business’s Funding Source Information
You must provide the following:
•
•
•
•
•
•
•

Bank Name
Bank Address
SWIFT
Account Type
Account Holder Name
Account Number
Copy of a Recent Bank Statement or Voided Check (excludes counter checks or starter
checks.)

Note: Some banks include the Designation number on the check. This is not required to create the
funding source for the IATA EasyPay Account.
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How do I save my Onboarding or Registration form?
To save the onboarding or registration form, click the ‘Next’ button or the numbered page icon
buttons at the top of the screen. Once clicked, a save notification will display in the upper right of
the page.

How do I submit my Onboarding or Registration form?
In order to submit the completed onboarding or registration form to create an IATA EasyPay
Account, provide the personal information of the Legal Authorized Signatory and click Submit.
Submit
Provide your personal information
If you are a business Legal Authorized Signatory, you must provide all the following information:
•
•
•
•

Full Legal Name (First, Middle and Family Name)
Date of Birth
Residential Address
Unexpired Passport of National Identification Number, Country of Issuance, and Expiration
Date
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If you attempt to click the ‘Submit’ button and you have not completed all required fields, you will
be automatically routed to the onboarding page that is missing required information and provided
detailed error message(s).
Note: You must select the checkbox stating you are authorized to submit the application, and you
authorize us to verify data provided.

Select ‘Submit’ when finished.
Please be advised that after a successful submission, and all required requested information and
documentation are provided, the internal review will take between 1-3 business days.
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4) How Can Users be Added to an IATA EasyPay Account?
Once the IATA EasyPay Account has been created, the IEP Admin will first create the Manager of
the Master Wallet role for the Wallet Manager to then add additional user roles to the EP Account.
The IEP Admin or the Manager of the Master Wallet can then add other users from the ‘Services’
tab on the IATA Customer Portal.

This is a two-step process:
a. Subsequent to the initial Account creation, the IEP Admin creates access requests for one or
more users on the IATA Customer Portal and assigns the user(s) role(s) (i.e. IEP Admin,
Manager of the Master Wallet, Ticket Issuer, Read Only) and clicks ‘Continue’.
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After clicking ‘Continue’, the window below will be displayed confirming the request.

b. This will create the user(s) on the IATA EasyPay Portal with a ‘Pending’ status.
c. The IEP Admin or Manager of the Master Wallet will then need to approve the user role
requested on the IATA EasyPay Portal from the ‘Users’ tab. The IEP Admin or Manager of the
Master Wallet can also change the IATA EasyPay role of the user(s) request at this stage.
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d. As soon as the IEP Admin or Manager of the Master Wallet has approved or declined the
request, an email notification will be sent to the user from the IATA Customer Portal Team
informing them that access has been granted or denied with their corresponding IATA EasyPay
Portal role. This action will also automatically update the user’s access to the IATA Customer
Portal.
e. The newly approved user(s) will receive a notification email that access to the IATA EasyPay
Portal has been granted. The user(s) will be able to access the IATA EasyPay Portal in one of
two ways:
(1) By clicking on the ‘IATA EasyPay’ link on the IATA Customer Portal, as displayed below:

(2) By first clicking on the tab ‘Services’
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Then clicking on the link as displayed below:

5) How Can a User Request Access to an IATA EasyPay Account?
Other users from the Agency can request access to the IATA EasyPay Portal from the ‘Services’
page on the IATA Customer Portal (IATA EasyPay link).

This action will open a window where the user(s) selects the proposed role they would like to have
(i.e. Ticket Issuer).
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Once the user confirms the request, the IEP Admin and/or Manager of the Master Wallet(s) will
receive an email notification of a user access request on the IATA EasyPay Portal.
The requester can review the status of the request on the IATA Customer Portal, under ‘Services’.

The IEP Admin or Manager of the Master Wallet will then need to approve the access requested
on the IATA EasyPay Portal from the ‘Users’ tab. The IEP Admin or Manager of the Master Wallet
can also change the IATA EasyPay role of the user at this stage.

As soon as the IEP Admin or Manager of the Master Wallet has approved or declined the request,
an email notification will be sent to the user informing them that access has been granted (with
their corresponding IATA EasyPay Portal role) or denied. This action will also automatically update
the user’s access to the IATA Customer Portal.
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If approved, the user will be able to access the IATA EasyPay Portal in one of two ways:
1) By clicking on the ‘IATA EasyPay’ link on the IATA Customer Portal, as displayed below:
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2) By clicking on the tab ‘Services’

Then the user will access the IATA EasyPay Portal by clicking the link displayed below:
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6) Where Can I Find User Access Requests?
Only IEP Admin or the Manager of the Master Wallet can accept or decline user access requests
by doing the following:
Go to ‘Users’ tab.

All pending requests will be displayed:

If the Proposed Role is a Wallet Manager or Ticket Issuer, from the drop-down menu under
‘Wallet’, select the wallet(s) the user should have access.
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The IEP Admin or Manager of the Master Wallet will then have to either ‘Approve’ or ‘Deny’ the
user access request.

7) How Do I Review Current User Access?
The IEP Admin and Manager of the Master Wallet will be able to review all the active users under
the same tab as new user requests are found.
Go to ‘Users’ tab.

To review an active user, select the user’s name to view the details of their access.
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The user’s access will be displayed as shown below:

8) How Can a User be Removed from the IATA EasyPay Portal?
Only the IATA Portal Admin can remove a user from the IATA EasyPay Portal. To do so, please do
the following:
Go to the IATA Customer Portal and click on ‘Company Administration’ > ‘Access to services’.
For the selected user, click on ‘Edit’.

Click ‘Deny Access’.

Denying IATA EasyPay Portal access sets the status to Access Denied so that the next time the
selected user logs into the IATA Customer Portal the IATA EasyPay link will not be available.
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9) How Do I Register Associated Entities?
Once the Travel Agency Account is approved in the IEP Portal, Associated Entities accredited and
registered with IATA can be registered in the IATA EasyPay Portal.
Go to the ‘Settings’ Icon.

A new window will open with the general information of the Travel Agency Account. Click on the
‘Entities’ tab.
Note: This tab will only appear if there are Associated Entities accredited and registered in the
IATA Customer Portal.
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The ‘Entities’ window will appear with the Associated Entities listed. Click on an Entity to begin
registration.

Choose the Associated Entity to register by clicking on the Agency Name.
There are 3 ways to register an Associated Entity:
1) If the Associated Entity is wholly owned by the Head Entity and will use the same Funding
Source:

Click ‘Continue’, to complete the Onboarding General Information and Ownership screens.
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2) If Associated Entity is wholly owned by the Head Entity, but will use a different funding source,
choose ‘Yes’ and ‘Add a New Funding Source’.

Click ‘Continue’ to complete the Onboarding General Information, Ownership and Funding Source
screens.

3) If Associated Entity is not wholly owned by the Head Entity, choose ‘No’ and click ‘Continue’.
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Click ‘Continue’ and complete the Onboarding screens for General Information, Ownership,
Funding Source and upload Agency Documents.

When Onboarding information is completed, the last step for each scenario is to select ‘Submit’.
Please be advised that after a successful submission, and all required requested information and
documentation are provided, the internal review will take between 1-3 business days.
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IATA EasyPay Wallet Management
10) How Can a Bank Account be Registered?
Only the IEP Admin can register a bank account, which is performed during the onboarding or
registration process of the Agency when opening the IATA EasyPay Account.
Please see below the information that was requested at that time:

Note: Only one bank account can be added for an entity, and funds will be transferred from (and
withdrawn to) this bank account.
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11) How Can a Wallet be Added to an Account with no Associated
Entities?
In order to add a wallet to the IATA EasyPay Account, either the IEP Admin, Manager of the
Master Wallet, or Sub-Wallet Manager must perform the following:
Select the ‘Wallets’ tab.

If you are a head entity with no associated entities, click on the ‘plus’ icon button located under the
Agency details in the bottom right corner of the wallet.

A new wallet will become available as displayed in the example below:
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12) How Can a Wallet be Added to an Account with Associated
Entities?
Wallets can also be added to head entities with associated entities. The wallet screen will show
each entity the IEP Admin or Manager of the Master Wallet has permissions. The wallet screen will
show each entity based on if they are directly or indirectly funded.
Directly Funded Wallets: Wallets that have their own funding sources.
Indirectly Funded Wallets: Wallets that are funded from the same funding source as the head
entity. Funds are deposited into the head entities master wallet; then funds are transferred to the
master wallet of the associated entity.

If a head entity is associated with a directly funded associated entity, the wallets page will show a
second blue heading with the funding source name and account number. Below this line, the
directly funded associated entity will display.
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A sub-wallet can be created for both directly, and indirectly funded master wallets. To add a subwallet, select the ‘Plus’ icon below the master wallet you would like the sub-wallet created.
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The newly created sub-wallet will be displayed as shown below:

13) How Can Funds be Added?
Only IEP Admin, Manager of the Master Wallet, and Sub-Wallet Manger users can add funds to an
IATA EasyPay wallet. These roles need to set up a bank transfer from the source bank account to
the IATA EasyPay bank account. The source bank account is the one registered when opening the
IATA EasyPay Account.
To obtain the required reference details for the bank transfer, please follow the steps below:
Go to ‘Wallets’ tab and then click on ‘Add Funds’.
Click on the ‘Bank Transfer’ tab to display the details of a bank account as given below:

Please copy all the details displayed as they may be required from the bank of the Agency to
process the transfer of funds.
To exit the screen, click on the ‘Cancel’ button.
To have funds transferred into your IEP account as a direct debit, select the ‘Direct Deposit’ tab.
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From the drop-down menu in the ‘To’ section, select the Master Wallet the funds should deposit to.
Then enter the amount of funds you would like deposited. Select the checkbox after reviewing the
permission statement allowing consent for funds to be debited from your bank account and
deposited into the selected IEP account. Finally, click on the ‘Add’ button.

The funds will be reflected in the IATA EasyPay wallet within 3-5 business days, and subsequently,
funds can be transferred to existing sub-wallets.
Note: Only directly funded master wallets will display in the ‘To’ drop-down menu.

14) How is an IEP Number Generated?
The IATA EasyPay Number (IEP number or IEPN) is a virtual card number that can be used to pay
for transactions within the GDS.
The IEP number is linked to the wallet, so the transaction must be made in the currency of the
wallet, and there must be an available balance to cover the value of the transaction – this is
evaluated at the time the IEP number is used, not at the time it is generated.
Go to the ‘Wallets’ page by clicking on the button as displayed below:
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Click on the Wallet from which you want to generate an IEP number.

A pop-up window will appear and if there are available funds, the IEP number ‘Generate’ button will
be activated. Select the type of IEP number.
A three-month multi-use IEPN will be valid until the end of the month 90 days after it has been
active. This number may be used on all transactions during this time if funds are available.
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A single-use IEPN will be valid until the end of the month 30 days after it has been generated. This
number may only be used for a single transaction.

Once the type of IEP number desired is selected, click the ‘Generate’ button to create the IEPN
number.
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An IEP number will be generated and displayed. This number can be copied to the clipboard as
shown below:

If a previously non-used or still valid IEP number was created in the past, the same number will be
displayed with only the option to ‘Copy’ the number to the clipboard is available, where it can be
then pasted into the GDS work screen.
Transactions processed against previously generated IEP numbers will be displayed at the bottom
of the page.
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15) How Can Funds be Transferred Among Wallets?
Funds can be transferred among all existing wallets. Only IEP Admin, Manager of the Master
Wallet, and Sub-Wallet Manager roles can transfer funds between wallets. To do so, please do the
following:
Click on ‘Wallets’ tab.

Then click on ‘Transfer Funds’.

Select the ‘From’ field and choose the wallet from which funds are to be transferred from the dropdown list, then select the ‘To’ field and choose the wallet to which funds are to be transferred to
from the drop-down list, then enter in the amount to transfer. Finally, click on the ‘Transfer’ button
to complete the transfer of funds. An example is shown below:
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A success pop-up page will be shown, and the transfer will be completed immediately.

Note: Only wallets from the same funding source will be shown in the drop-downs to process
transfers. Funding for a wallet can only come from a single source.

16) How Can Funds be Withdrawn?
Funds can be withdrawn from a wallet back to the original source bank account. Only an IEP
Admin, Manager of the Master Wallet or Sub-Wallet Manager roles can perform this action. To
withdraw funds, do the following:
Click on the ‘Wallet’ tab at the top of the screen.

Then click on the ‘Withdraw Funds’ button.
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A pop-up window will appear. From the drop-down list select the wallet from which funds are to be
withdrawn, then input the amount to withdraw. Finally, click on the ‘Withdraw’ button.

The withdrawn Net Total amount will be transferred to the original funding source bank account
associated with the Master wallet. The funds will be available in the registered bank account within
3-5 business days.
The first three withdrawals will have no fee in a calendar year. On the fourth, and all subsequent
withdrawals, the Fee field will populate and will deduct from the amount provided. The Net Total
will be the amount withdrawn and returned to the source bank account.
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17) How Can Wallet Funding Movements be Reviewed?
Only IEP Admin, Manager of the Master Wallet, and Sub-Wallet Manager roles can review funding
movements on the IEP account. To do so, do the following:
Go to the ‘Reports’ tab at the top of the screen.

Under the tab ‘Reports’ a detailed listing of funding movements that have already taken place will
be displayed:

Note: The currency column will show the currency associated with the country in which the IATA
EasyPay account was opened. As such, your currency may display differently than shown above.
Below is a listing of definitions for each of the columns in the Funding Movements report and what
they represent.
Date: The date of the transaction
Currency: Currency of the country the IEP account is registered
Amount: The value of the transaction
IATA Code: Travel Agency IATA assigned code
Funding Source: Agency bank name associated with the transaction
Type: Either a transfer or withdrawal
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Status: Shows whether the transaction was confirmed, declined, or pending
Wallet: Where the funds came from or went to
User: The user who completed the transaction
Filters can be applied by clicking on the filter button:

Enter in the criteria you would like to have the filter search for. Once the desired criteria is
completed, select the ‘Apply’ button at the bottom of the page.

Note: Please be aware that filtering by too many criteria may return no results.
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You can also download the funding event listings into a spreadsheet or .csv file by clicking the
‘Export’ button as shown below:

18) Where Can IATA EasyPay Transactions be Reviewed?
IATA EasyPay transactions can be reviewed by taking the following steps:
Go to the ‘Transactions’ tab:

Note: The currency column will show the currency associated with the country in which the IATA
EasyPay account was opened. As such, your currency may display differently than shown above.
The fields displayed above are:
Date: Date the transaction was made
Ticket Number: Ticket number assigned
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Country: Where the operation was made
Currency: Currency of the local BSP
Amount: Amount of the transaction
IEPN: IATA EasyPay number used
IATA Code: IATA assigned code for the Travel Agency
PNR: Passenger Name Record
Type: Ticket, Refund, EMD
Wallet: Wallet used to purchase ticket with IEPN
User: IEP user that generated the IEPN

Filters can be applied by clicking on the filter button:

Enter in the criteria you would like to have the filter search for. Once the desired criteria are
completed, select the ‘Apply’ button at the bottom of the page.

Note: Please be aware that filtering by too many criteria may return no results.

45

You can also download the transaction listings into a spreadsheet or .csv file by clicking on the
‘Export’ button as shown below:

19) How do I Change my Funding Source?
The IEP Admin has access to IATA EasyPay account funding source information. To view the
funding source, take the following steps:
Go to the Settings wheel in the upper-right corner and click the icon to view the IEP funding source
information as displayed below:

Select the ‘Funding Sources’ tab.

In order to change the funding source, the wallet balance must be at zero. If there are any funds
available, withdraw all funds and then change the funding source.
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To view the current funding source information, click on the bank name to expand the banking
details.

The banking details will display as shown below:

Note: The currency will show the currency associated with the country in which the IATA EasyPay
account was opened. As such, your currency may display differently than shown above.
Click on ‘Back to IEP’ link to go back one screen to the Funding Sources overview screen.
To change the funding source, select the ‘Edit Funding Source’ pencil on the right side of the
screen as shown below:
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The information required for the new bank account is the same as during onboarding or
registration. In addition, you will need first provide the reason to change the funding source.

After you have provided the reason you are changing funding sources, scroll down the screen and
provide the following banking information:
•
•
•
•
•
•
•

Bank Name
Bank Address
SWIFT
Account Type
Account Holder Name
Account Number
Copy of a Recent Bank Statement or Voided Check (excludes counter checks or starter
checks)

Note: Some banks include the Designation number on the check. This is not required to create the
funding source for the IATA EasyPay Account.

Once all banking information is entered and the bank statement or voided check is uploaded,
select ‘Submit’ to request the funding source to be added. The new banking source will be
reviewed for approval and will take 1-3 business days.
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Once the new funding source is approved, you may add funds to the IEP account using the new
funding account.
Note: Changing funding sources may cause a delay in the availability of IATA EasyPay as a
payment method until funds are withdrawn, the new bank account added, and funds are added
with the new bank account.

IATA EasyPay Help and Support
20) Where Can I find Help and Support for the IATA EasyPay Portal?
All users can access help and support for IATA EasyPay. To do so, scroll down to the bottom of
any page where the ‘Participating Airlines’, ‘Frequently Asked Questions’ and ‘Contact Support’
links appear:

To verify if an airline can process IATA EasyPay as a payment method, select the ‘Participating
Airlines’ line at the bottom of the page.
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A current list of participating airlines will display in alphabetical order.

For accessing the FAQs, click on ‘Frequently Asked Questions’:

If further help is needed, click on ‘Contact Support’:

You will be redirected to the IATA Customer Portal for requesting support as shown below:
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IATA Customer Service will send an automatic notification to the Agency once the query is
submitted.
The Agency can view the case details in the IATA Customer Portal.
IATA Customer Service will analyze the query received and take necessary actions to provide the
Agency with the corresponding solution within one business day, where the final solution to the
query will be raised.
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