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Introduction

1.1

Overview: About this Quick Reference Guide

With the migration of Sabre Red App Centre, Red Apps will be moved to Sabre Central Marketplace. The
way and process by which they are ordered has been refined and adapted to meet accessibility and UX
standards, as well as feedback from current Red App Centre users.
This guide shows step-by-step processes how to order, modify, and delete orders for Red Apps ordered
via Sabre Central Marketplace.
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How to order a Red App?
2.1

How to find the Red App

2.1.1
Note

How to find the Red App you are interested in (Public Red Apps)
If a Red App has been migrated to the Sabre Central Marketplace, you will see this information
on its page on the Sabre Red App Centre. To order this Red App, you can click on the "Product
Page" link, or click "Order Now" and then "Go to Sabre Central Marketplace"

1. Open Sabre Central Marketplace website.
Note

If you want to order Red Apps, you have to be logged in the Sabre Central Marketplace
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2. You can search for Red App through the search box or the “Sabre”/”3rd Party” and then "Red Apps"

3. Visit the product page of the Red App of your choice
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4. To order, you must accept the Terms and Conditions. To do so, please expand it and read to the end.
The checkbox will only unlock once the content has been read. Then click "Order Now"

2.1.2
Note

How to find the Red App you are interested in (Private Red Apps)
If a Red App has been migrated to the Sabre Central Marketplace, you will see this information in
ordering panel in Admin Centre. To order a specific Red App, you can click on its name and this
will move you to the product page in Sabre Central Marketplace. If not all of your Red Apps were
migrated, you still can order non-migrated Red Apps through Admin Centre
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1. Open Sabre Central Marketplace website.
Note

If you want to order Red Apps, you have to be logged in the Sabre Central Marketplace

2. You can search for Red App through the search box or the “Sabre”/”3rd Party” and then "Red Apps" tab
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3. Visit the product page of the Red App of your choice.
Note

As this is a private Red App, it is only visible for users within the specified SC Code. So, if this is
the private Red App of Agency with SC Code 1A2B only users logged in under this SC Code will
be able to see it.

4. To order, you must accept the Terms and Conditions. To do so, please expand it and read to the end.
The checkbox will only unlock once the content has been read. Then click "Order Now"
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2.2

Order Red App on SC Code Level

2.2.1

Activation method – Automatic (recommended option)

1. If you want to order the Red App on the SC Code level (for every PCC and EPR in your agency) and
for all new Red App versions to be updated automatically, select this activation method (“SC Code
Level” and then “Automatic”)

2. In this activation method you don't have to select anything else. To place the order just click "Submit
Order"
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3. After successful submission, you will see a screen with your order number. Now you have to wait for
your order to be processed

2.2.2

Activation method – Manual

1. If you want to order the Red App on the SC Code level (for every PCC and EPR in your agency) and
for new Red App versions to be updated manually, select this activation method (“SC Code Level” and
then “Manual”)
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2. By selecting this method, all available PCCs and EPRs will be ordered. Therefore, they cannot be
unchecked

3. For selected PCCs or EPRs you can change the activation method to automatic
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4. If you do not see an existing EPR on the list, you can add it under the specific PCC it belongs to. You
can remove them later too
Note

Add EPRs one at a time. EPRs can be up to 6 characters long and only numbers are acceptable
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5. If you have finished configuring your order and want to place it, click "Submit Order"
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6. After successful submission, you will see a screen with your order number. Now you have to wait for
your order to be processed

2.3

Order Red App on PCC/EPR Level

1. If you want to order the Red App only for selected PCCs or/and EPRs, select this activation method
(“PCC/EPR Level”)
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2. If you want to order Red App for the entire PCC, select "Order Entire PCC" and choose the activation
method. In this case, you cannot uncheck EPRs that you would not like to order. To deselect any EPR,
uncheck "Order Entire PCC"

3. If you want to order Red App for specific EPRs, expand the list of EPRs under a given PCC, select
specific ones and choose the activation method
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4. If you do not see an existing EPR on the list, you can add it under the specific PCC it belongs to. You
can remove them later too
Note

Add EPRs one at a time. EPRs can be up to 6 characters long and only numbers are acceptable

5. If you have selected automatic as the activation method for the entire PCC, you cannot change the
activation method for a specific EPR to manual
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6. If you have selected manual as the activation method for the entire PCC, you can change the activation
method for a specific EPR to automatic

7. If you have finished configuring your order and want to place it, click "Submit Order"

8. After successful submission, you will see a screen with your order number. Now you have to wait for
your order to be processed
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2.4

How to check the status of my order?

1. If you want to check your order status you have two options:
a) Click on the human icon next to "Sign Out" and select "My Agency Orders". You can search
for a specific order based on product name, order number, order status, or date range. When you find the
order you are interested in, click on the order number listed in the "Order Number" column
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b) Look for the specific Red App, then click on “View Order Details”
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2. From this level you can read information about your order and check specific statuses. If the order was
made for the entire PCC level, you see the status in the PCC row. If the order was made for a specific
EPR, you must expand the list and there you can see their statuses

3. When you hover over a status, a window will display with all previous statuses and when they were
added

4. For SC Code level with automatic activation method orders, the list of ordered items will be
supplemented with this information
Note

No worries, it is supposed to look like that. You ordered on SC level (all PCCs and EPRs) and
have no option to change to manual activation, that is why no PCCs and EPRs are displayed here.
To see the order status, look at “SC Code status”
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2.5

How do I check the status of my order that requires provider
approval (manual confirmation)?

1. If your order requires provider approval, the PCC/EPR or SC Code level order will have a status of
"Verification in progress". You’ll get an email as confirmation of the order placement.
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2. If the provider rejects your order and you will get an email notification. If you want to place it again,
you can:
a) For a PCC/EPR order, order again under "Order New Items"

b) For SC Code order re-order with "Retry SC Code order". Select Automatic or Manual activation
method and confirm your order by clicking on "Continue".
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3. If the provider accepts your order, its status changes to "Order Submitted" and it is then automatically
processed. The result can be "Completed" on success, or "Purchase declined" in case of problems
identified during automatic processing.

4. In case you have submitted two orders at different levels, and provider accepts/rejects only one of
them, you will see only one of the statuses updated in case of acceptance/rejection. After acceptance by
the provider, order is automatically processed. The result can be "Completed" on success, or "Purchase
declined" in case of problems identified during automatic processing.
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a) Accepted/rejected PCC or EPR in the list, while SC Code status will remain in "Verification in
progress" status.

b) Accepted/rejected SC Code order, while the other items you individually previously ordered will be
listed in the table below
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3

How to modify my Order?
3.1

3

How to order additional PCCs/EPRs?

1. You need to go to “Modify Order” view, and you have two options:
a) Click on the human icon next to "Sign Out" and select "My Agency Orders". You can search
for a specific order based on product name, order number, order status, or date range. When you find the
order you are interested in, click on the order number listed in the "Order Number" column

b) Look for the specific Red App, then click on “View Order Details”
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2. Click on “Order New Items”

3. A window will pop up where you can select the new PCCs/EPRs and their activation method
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Note

The same rules apply here as for standard Red Apps ordering, which was described earlier in
chapter 2

4. If you want to order selected PCCs/EPRs click on "Order Items"
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5. After you place your order, the list of ordered items will be supplemented with these new ones

3.2

How to change activation method for specific PCCs/EPRs? (only
from manual to automatic)

1. You need to go to “Modify Order” view, and you have two options:
a) Click on the human icon next to "Sign Out" and select "My Agency Orders". You can search
for a specific order based on product name, order number, order status, or date range. When you find the
order you are interested in, click on the order number listed in the "Order Number" column
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b) Look for the specific Red App, then click on “View Order Details”
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2. Click on “Modify Order”

3. Note that it is only possible to change from manual to automatic activation method. If you are
determined to do so, select the PCCs/EPRs you wish to change and click on "Change to Automatic"
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4. A summary pop-up window will appear. If you still want to do it, select "Change to Automatic"

5. After you modify your order, the list of ordered items will be supplemented with the updated
information
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3.3

How to upgrade my order to SC Code level?

3.3.1

Upgrade to SC Code level – Automatic

1. You need to go to “Modify Order” view, and you have two options:
a) Click on the human icon next to "Sign Out" and select "My Agency Orders". You can search
for a specific order based on product name, order number, order status, or date range. When you find the
order you are interested in, click on the order number listed in the "Order Number" column
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b) Look for the specific Red App, then click on “View Order Details”

2. Click on “Upgrade to SC Code Level”
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3. A pop-up window will appear. If you want to upgrade to SC Code level with automatic activation
method check “Automatic” and then click “Continue”

4. After you upgrade your order to SC Code level, the list of ordered items will be supplemented with this
information.
Note

No worries, it is supposed to look like that. You ordered on SC level (all PCCs and EPRs) and
have no option to change to manual activation, that is why no PCCs and EPRs are displayed here.
To see the order status, look at “SC Code Status”
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3.3.2

Upgrade to SC Code level – Manual

1. You need to go to “Modify Order” view, and you have two options:
a) Click on the human icon next to "Sign Out" and select "My Agency Orders". You can search
for a specific order based on product name, order number, order status, or date range. When you find the
order you are interested in, click on the order number listed in the "Order Number" column
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b) Look for the specific Red App, then click on “View Order Details”

2. Click on “Upgrade to SC Code Level”
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3. A pop-up window will appear. If you want to upgrade to SC Code level with manual activation method
check “Manual” and then click “Continue”

4. After you modify your order, the list of ordered items will be supplemented with the updated
information
Note

Please be aware that all previously ordered items will retain activation method, as you cannot
change from automatic to manual activation method
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3.3.3

Change SC Code level from manual activation method to automatic

1. You need to go to “Modify Order” view, and you have two options:
a) Click on the human icon next to "Sign Out" and select "My Agency Orders". You can search
for a specific order based on product name, order number, order status, or date range. When you find the
order you are interested in, click on the order number listed in the "Order Number" column
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b) Look for the specific Red App, then click on “View Order Details”

2. Click on “Upgrade to SC Code Level”
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3. A pop-up window will appear. If you want to upgrade the existing SC Code level order to automatic
activation method check “Automatic” and then click “Continue”

4. After you upgrade it to automatic activation method, the list of ordered items will be supplemented
with this information.
Note

No worries, it is supposed to look like that. You ordered on SC level (all PCCs and EPRs) and
have no option to change to manual activation, that is why no PCCs and EPRs are displayed here.
To see the order status, look at “SC Code Status”
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3.4

How to re-order the Red App after purchase has been declined?

1. You need to go to “Modify Order” view, and you have two options:
a) Click on the human icon next to "Sign Out" and select "My Agency Orders". You can search
for a specific order based on product name, order number, order status, or date range. When you find the
order you are interested in, click on the order number listed in the "Order Number" column
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b) Look for the specific Red App, then click on “View Order Details”

2. In the "Order Details" view, find for which of the ordered items purchase declined occurred.
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Note

Hover over the question mark to see why the order was declined. Because Red Apps orders are
processed automatically, if a problem occurs (e.g. timeout, lack of permissions) the order may be
declined. If you want to learn more about the issue, please contact our support at scmsupport@sabre.com

3. You can also resubmit an order for items with “Purchase Declined” status. Click "Order New Items"
and select the items you want to order. Then click "Order Items".
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4. When your order is submitted again you will see a confirmation message and the list of ordered items
will be supplemented with the updated information.
Caution

User Guide

This view on the screenshot below will be applicable after May 12th. Before, after resubmitting a declined order(s)
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4

How to discontinue my Order?
4.1

4

Discontinue selected PCCs/EPRs

1. You need to go to “Modify Order” view, and you have two options:
a) Click on the human icon next to "Sign Out" and select "My Agency Orders". You can search
for a specific order based on product name, order number, order status, or date range. When you find the
order you are interested in, click on the order number listed in the "Order Number" column

b) Look for the specific Red App, then click on “View Order Details”
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2. Click on “Modify Order”

3. Select the PCCs/EPRs that you want to discontinue. Then, click "Request to Discontinue"
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Note

If you want to discontinue order made on the entire PCC level, you cannot uncheck single EPRs
that you do not want to discontinue. You have to discontinue the entire PCC then

Note

If order has been placed on entire PCC level, single EPR with manual activation under this PCC
cannot be discontinued

4. A pop-up window with summary will appear. If you want to discontinue the selected PCCs/EPRs click
“Request Discontinuing”

5. After you discontinue some of the items in your order, the list of ordered items will not show them
anymore
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4.2

Discontinue order on SC Code level

1. You need to go to “Modify Order” view, and you have two options:
a) Click on the human icon next to "Sign Out" and select "My Agency Orders". You can search
for a specific order based on product name, order number, order status, or date range. When you find the
order you are interested in, click on the order number listed in the "Order Number" column
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b) Look for the specific Red App, then click on “View Order Details”

2. To discontinue the whole order on SC Code level, click on “Contact Support” and describe your
request in the email

User Guide

47

How to discontinue my Order?

User Guide

48

How to discontinue my Order?

5

5

How to turn the Red App
notifications on/off?
5.1
Note

How to turn on/off the Red App notifications?
Only Agents with buyer role can turn on/off notification.

1. Log in to Sabre Central Marketplace. Click on the human icon next to "Sign Out" and select
"Notification Settings".

2. If you are only a buyer, you’ll see two sections “Red App Versions” and “Red App Orders”. If you are
both buyer and provider, you’ll see three sections “Red App Versions”, “Red App Orders” and “Orders
for my Red Apps”.

3. Change your notification settings and click “Save”.
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Glossary
A
Activation Method
This is the way the Red App will be updated to its next versions. There are two methods, automatic and manual
Agency Level
Otherwise, SC Code Level
Automatic Activation
It means that if a new version of Red App is released, it will be automatically installed on your side

D
Discontinue
Discontinue, in the context of an order means its deletion/deactivation

E
EPR
Employee Profile Record, the lowest code, assigned to a specific agent

M
Manual Activation
This means that if a new version of the Red App is released, you will have to manually initiate the update in Sabre Red 360 Agency
Admin Tool
Manual Confirmation
This is the mechanism by which the Red App provider must manually accept or reject each order for his product

O
Order Number
An order number assigned to each order individually. Thanks to it, it is possible to identify and process orders. If you are concerned
about your order and want to reach out to support team you should always provide the order number
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P
PCC Code
Pseudo City Code, four characters alphanumeric code that identifies Travel Agency. Medium level of codes covers for example a
specific branch of the agency. Under PCC there are EPRs

S
SC Code
The highest level of codes, meaning literally the entire agency globally. It includes all PCCs and EPRs
Status “Cancelled”
It indicates that the order has been rejected during processing. This is most likely due to an error in the order
Status “Completed”
It means that the order has been successfully processed and the Red App is ready to be used
Status “Discontinue Complete”
It means that the order has been deactivated
Status “Discontinue in Progress”
It means that the order is being in process of discontinuation
Status “In Progress”
It means that the order is currently being processed after modification
Status “Order Submitted”
It means that the order has been submitted and is waiting for someone from Sabre to process it
Status “Purchase Declined”
It means that the order has been automatically declined. There might be many reasons for such an action like missing permissions,
timeout etc. To investigate the issue why your order has been declined it is best to contact the Sabre Central Marketplace support
team at scm-support@sabre.com
Status “Rejected by Provider”
It means that the order has been rejected by the Red App provider, and such Red App requires manual confirmation. In such case
you can place the order once again
Status “Verification in Progress”
It means that the order has been placed and is waiting for the provider to accept or reject it
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