
B2B WEBSITE
User Guide



Welcome to our website!

► Our booking tool Easy Rail Access (booking tool) is the new 

distribution system developed by Rail Europe. This web-based tool is

designed to provide the best possibleuser experience, which means

you'll find interaction with it to be intuitive, and the booking process 

smooth and fast, from researching and comparing schedules to

saving and finalizing the transaction with a booking confirmation.

► This user manual has been created to walk you through the main

transaction steps.
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1. BEFORE YOU START – IMPORTANT THINGS TO KNOW



Our booking tool is compatible with most internet browsers

► Certified browsers are: Microsoft Edge version 17 and above, 

Firefox version 54 and above, Google Chrome version 58 and

above, Safari version 10.3 and above, Opera version 44 and

above, Sogou version 9.2 and above, QQ version 1.61 and

above andYandex version 18.10.1 and above

URL: https://agent.raileurope.com
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OFFERS

PRODUCTS AVAILABLE IN THE BOOKING TOOL 

6Note that this is only the current product lineup. More products will be made available soon, so keep an eye on the “What’s New”

carousel for more updates on product availability.

Domestic International

❑ SNCF (France) ❑ Eurostar (UK – France- Belgium – The Netherlands)

❑ Swiss Travel Pass ( Switzerland)

❑ SBB (Switzerland) 

❑ Trenitalia (Italy - France)

❑ SJ (Sweden ) ❑ TGV Lyria (France – Switzerland)

❑ National Rail (United Kingdom) ❑ Renfe-SNCF in cooperation (France-Spain)

❑ Renfe (Spain) ❑ DB - SNCF in cooperation (France-Germany)

❑ Ouigo Spain (Spain) ❑ Thalys ( France – Belgium – Germany – The Netherlands)

❑ Trenitalia (Italy) ❑ Eurail Global Pass 

❑ Italo (Italy) ❑ TGV France – Italy

❑ Deutsche Bahn (Germany) ❑ France - Freiburg

❑ Eurail One Country Pass ❑ Paris – Luxembourg 



Login and password

► Each individual user of our booking tool will be given a
personal username to login, based on information
provided by the user.

► You'll be required to change your password no later than
15 days after your first login. It is advised to create a
password of at least 8 characters, including lowercase 
and uppercase alphabetic characters, numbers, and
symbols.

► Can't remember your password? Click on the“Forgot your 
password?” link and we'll send you a new one.

► Do NOT share your login or password withanyone. It is
unique to you.

► Can't remember your username? Click on the“Forgot your 
username?” link and we'll send you a reminder.
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Terms and conditions 

► Once you have logged in, you will 
need to accept the terms and 
conditions of Rail Europe to 
proceed. You have the possibility of 
downloading them in PDF format 
and keeping them.



Security verification

► For security reasons, we have asked users to provide their mobile number (not a

landline). This number is necessary in case our system detects a fraudulent 

and/or unauthorized login attempt. If such a challenge to security is 

detected, a text message will be sent to that mobile number for verification.

Contact us

► Contact us – the link is at the top right of the homepage where you can find 

your username and log out

► You have the possibility of making enquiries if you have any difficulties or 

questions
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PNR hints

► Our booking tool has 15 minutes from the search results to confirm the PNR, otherwise
you'll get an error message.

► As soon as the PNR is created, the carrier Ticketing Time Limit (TTL) becomes active.

Lead traveler or “Traveler 1” - required information

► Traveler information must match the details on the traveler's passport. Enter the details
carefully, you will not be able to modify this information later.

► An email address and phone number are required for the lead traveler, “Traveler 1”.
For travel alerts, the carrier will email and text the traveler. If no phone number that
can be reached in Europe is available, “+1111111111” may be entered for this
required field.
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2. HOW DO I LOG IN ? 



► Open the booking tool https://agent.raileurope.com

► Click Login (Your individual Username and a generic password were emailed to you.

Open a case in myRailEurope if you have not received it, or need it sent again. Your

password will need to be changed the first time you log in)

► You are logged in when your Username appears at the top of the page, on the

right.

► If you need to reset your password:

o Click on Forgot your password?

o Enter your Username in the pop-

upbox and click on Send code

o An email will be sent to you with

a verification code

o Enter the verification code along

with your new password in the

pop-upboxand click on Change

Password
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https://agent.raileurope.com/


► If you don’t remember your username:

o Click on Forgot your username?

o Enter the email address attached to your

username, confirm you’re not a robot click on 

Send username

o If the email address entered is attached to an 

existing username, an email will be sent to you

with a reminder of your username

o You’ll be redirected to the login screen.
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3. ABOUT HOMEPAGE

Contact us

Rail Europe Trainings

Your Homepage



Contact us

► Contact us is where you can submit your 

enquiries using pre-selected topics such as 

After-sales, Help to book a journey, 

Payment and Account management. You 

can then choose the reason of your enquiry 

in More details, where you can specify your 

demand and write a message. 
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Which query type should I choose? 

► Help to book a journey is where you can ask questions if 

you face issues during the booking flow or about an existing 

booking. 
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Which query type should I choose? 

► Payment enquiry type is the place for questions 

related to payment multiple charges, multiple 

attempts, payment not accepted or error at 

checkout. 

► Account Management query type is to be

selected for any question or issue with user set up 

(change industry number, address, phone 

number, name of agency, consortia affiliation, 

change admin contact, create agent profile or 

delete agent user), or concerning Bills, 

Commissions and allowance management. 

► After-sales query type is used to make travel date 

or time change, or for exceptional claims.
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RE Trainings

In Agent’s corner tab, Training resources 
section, you'll find the link to take you to the RE
training platforms. 
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YOUR HOME PAGE

1) Username and logout

2) Systems connectivity status

3) Tickets or Passes tabs, with search
fields for One way or Round trip 
options

4) Enter From (departure) and To (arrival) cities and
stations, Departure date and Time. Auto-fill will help you
retrieve relevant stations easily

5) Traveler age information (Adults, Seniors, 
Children/Youth) is related to fares. You must enter an
age when adding children. The ages entered must
correspond to the actual traveler’s age on the date of
travel 19

6) Direct only scheduleoption

7) Quick search by reference number, PNR,
first name, surname, email, or phone
number

8) Bookings to view all bookings global view

9) Quick access to shopping cart



4. ABOUT SEARCH RESULTS
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➢ The price is displayed for the entire
traveling party (not per traveler)

➢ By default, fare results are
displayed by Best Price; click on
Flexibility to view more flexible
fares

➢ Click on the desired fare to
expand fare details
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► You may review all fare types and
View fare conditions

► Click on Add to Cart to add the
desired train and fare

► Repeat for the return train journey

► Your Shopping Cart is automatically
updated with your selected trains
and fares



►You may remove an item from your cart at any time
by clicking on the "delete" icon
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Pass Booking Flow

► Select the desired pass (Flexi or Consecutive) and first date of validity

► Select the number of travelers and Search.
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► With the Swiss Travel Pass, if you have a child or children aged 6 - 15, a pop-up box will appear
with a free Swiss Family Card offer by default, you can unclick it if you don’t want the Swiss 
Family Card. Be aware that once booking is confirmed and paid for, it is no longer possible to
add the Swiss Family Card.

► You may review all fare types and View all conditions. 25
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► Click on Add to Cart to add the desired pass. You'll have up to four hours to add the
traveler information before the item expires and needs to be rebooked. Once these
details have been added, you have a few days to finalize your pass booking.



Step 1

➢ Shopping cart 

➢ Hide/Show commission (if applicable)

➢ Traveler details

➢ Add a note

➢ Traveler(s)

➢ PNR number

➢ Travel Agent contact

➢ Continue to payment
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5. COMPLETING THE SALE

Step 2

➢ Payment process

➢ Booking tool reference number

➢ Agency’s booking number

➢ Payment methods available

➢ Cancel checkout

Step 3

➢ The follow-up

➢ Confirmation email setup

➢ Booking summary page

➢ Print at Home (PAH) attachment

➢ Feedback



► Each time you add an item to your 
cart, a pop-up will appear asking if 
you want to Continue Shopping or Go 
to Cart to complete your purchase

► If you’re ready to check out:
► Go to Cart

► Click on the drop-down arrow to
expand and confirm the details
in the shopping cart

► Total price will include the agency 
commission

► You may Continue Shopping or
Checkout if all the segments have
been added

► Delete All: clicking on this button will
delete all items added
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STEP 1
Shopping cart
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► You may hide or display the agency commission by clicking on the icon        at the top right of your 
screen. 

Hide/Show commission



Traveler details

► Traveler information must match the

details on the traveler's passport. Enter

the details carefully, you will not be able

to modify this information later.

Add a note

► Atthis point, notes can beadded to the

bookingby clickingon the Add Note

button. It's a good idea to include the

date and your name on each note

when entering your remarks.

► When you have finished adding your
notes, click on the Add Note button
once more to save your notes and close
the notes box.
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Travelers

► Enter the information required for the

lead traveler, Traveler 1 (use the

drop-down box to pre-fill if multiple

segments are booked).

► An Email and Phone number are required
forTraveler 1. For travel alerts, the carrier will
email and text the traveler. If no phone
number reachable in Europe is available,
“+1111111111” may be entered for this
required field.

► When two or more segments have 
the same number and type of 
traveler, the traveler details are filled
in automatically with the details
entered in the first segment. These can
be modified if needed.

► Click Confirm for eachsegment.
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PNR

► PNR number: Users will have the

ability to edit the passenger

details. However, a new PNR will

be created and the price will

be subject to the current fare

and availability
► Example of a Trenitalia Railways (TI) screen

after confirmation (PNR displayed
immediately)

► Example of a Swiss Railways (SBB)

screen after confirmation (PNR not

displayed until after payment)

► Click Edit to update traveler information, 
then click Confirm to save or Cancel to 
keep the details as they are. Note: the
price may change when the traveler
information is modified, because the PNR
has been cancelled and rebooked 32



► Scroll down the page to see the travel agent contact. Enter the information about the travel

agent and click Save
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Travel Agent Contact



Continue to hold & payment

► You mayplaceyourbooking on hold if there

are noinstant purchase tickets or non-

refundable, non-exchangeable products.

Hold is selected by default.

► If you select Hold, you will be advised

how long the seats and prices will be

guaranteed once the booking is put on 

hold. Please note that the Ticket Time

Limit (TTL) is calculated based on the

most restrictive TTL provided by the

carriers among all the booking items.

► You have the possibility of copying and 

pasting your booking information, including 

the itinerary, traveler details, PNR and 

confirmed fare. This makes it easier to report 

or keep track if needed.
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Continue to hold & payment

► You can also copy and paste 

the train and itinerary information 

when you do your search. 

► If the payment is not being

made immediately, you may be

able to place your order on hold, 

depending on the product in your

shopping cart.

► If not invoiced before the TTL, the 

PNR will expire and the booking

will be cancelled.
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► You will be able to send an email by scrolling down and clicking Send Email to proceed. Or you can 

go back by clicking Home on the top left to return to the home screen. Once the email has been sent,

click on New Booking to be directed to the main homepage search.

► In your email, you'll be provided with a link to retrieve & finalize your booking.
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Continue to hold & payment



► By clicking on the link in the email, you'll be 
redirected to our booking tool and the booking 
details page. An option to “Finalize Booking” is 
available. 
This option requires a login and password. 
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Continue to hold & payment



► You can also finalize your reservation by indicating your booking number in the Quick search in the booking 

tool and clicking on the box to the right of the booking status. You'll be redirected to the booking details

page, where you have the option of finalizing your booking.

► If you don’t finalize your booking on hold, you'll receive a reminder to resume your booking and pay.
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Continue to hold & payment



► You can find all your bookings in your Home page on the left by clicking on My bookings. 

► The functionality Show Filters allows you to filter by booking status, booking type, Agent’s ID, Carrier and by 

date or time period. It will help you save time in case you need to have a quick view of several bookings at 

a time. 
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Continue to hold & payment



► Booking reference number: Note
that your booking reference
number is at the top, just above
your trip summary
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STEP 2
Payment process

► Agency’s booking number: The
optional Agency’s booking number
fieldisavailablefor your internal file
numberassignedto your client. You
may leave this blank if you do not
have one.



Payment Methods Available

► In the Payment Methods Available field, 

select Allowance or Credit Card

► Allowance payment is only 

available for agencies having an 

agreement in place with Rail 

Europe. 

► Enter Billing information 

► For Allowance: this is the agency 

information

► For credit card: this is the card 

holder information
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Once you have entered the billing information with the agency contact details, you have
three options.
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Finalize booking
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1. Continue to pay

► If you have chosen Credit Card payment, you’ll be redirected to the following screen to enter the required credit card
information.
At this step, you can still go back or cancel the checkout.

► If you have chosen Allowance payment, you’ll automatically be redirected to the Checkout email setup screen. 43

Finalize booking
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Finalize booking

2. Go back

► Click on BACK if you need to make
chances on the travelers details or the 
travel agent contact.
You will be redirected to the Traveler 
details page.



3. Cancel

You can cancel the checkout process at
any time as follows:

► Click on Cancel Checkout and you’ll be redirected to the shopping cart page.

► You’ll have the possibility to Add new products, Delete all the reservations or Continue to traveler details. This will 
cancel the PNR and you'll need to reconfirm the traveler information and save the travel agent contact again. 
This creates a new booking reference and PNR
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Finalize booking



STEP 3 

The Follow-up

.

► Once payment is successfull, you can 
complete important follow-up details.  

► The “To” field pre-fills with booking contact 
email (editable) 

► The agency email is also included (if different 
from contact email). 

► Additional email addresses can be added 

► The train tickets are automatically attached 
to the email as a PDF 

► It is possible to attach documents from your 
local computer or server, if needed, by 
clicking on “Attach File” and browsing to the 
location where the file is saved 

► You can add a specific message to the 
client in the grey text field 

► When you are done click Send Email 
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Confirmation email setup
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Sample of confirmation email
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Booking summary page (booking is invoiced)



Print at Home (PAH) attachment 

► Documents issued through our booking 

tool are e-tickets issued as Print at Home

(PAH) and will need to be printed from

a home/business computer before

travel.

► A confirmation email will be sent with
the PAH ticket as an attachment.
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The Swiss Travel Pass Flex

► A PDF attachment will arrive with the 
confirmation email. This attachment is 
only a travel receipt. It is NOT a valid
travel document!

► Travel days will need to be activated
at www.activateyourpass.com prior
to boarding the firsttrain on each
travel day.

50

http://www.activateyourpass.com/


The Swiss Travel Pass Flex

► Travelers will receive a valid ticket
for each activated travel day,
which can then be presented to the
conductor in printed form or on their
mobiledevice.

► Activated days can be deactivated
up to 11:59 pm the day before. At
midnight on theactivated date, they
can no longer be deactivated

► Passes are refundable if there are no
activated days. If still possible,
activated days mustbe deactivated
prior to attempting arefund.

► Other printing methods will be available in
the future.
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Eurail passes

► All Eurail passes are mobile passes (mPass). mPass is a paperless
ticket that can be instantly added to your phone.

► Travelers will need to download Eurail's Rail Planner app to 
activate their pass. The app is compatible with Android 6.0 / iOS
10.0 / iPhone 5 (and newer).

► Once the App is downloaded, travelers must activate their pass 
by filling the passenger’s name and the PNR indicated on the 
Rail Europe booking confirmation email.

► Prior to boarding a train, bus or boat, travelers must add the trip 
in the Eurail Rail Planner app under My Trips and connect the 
trip to their pass.
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6. TROUBLESHOOTING
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Am I connected to the system? 



Systems connectivity status

► Click either on Agent’s corner or Help 
(top right) to have access to the 
Systems connectivity status, where 
you can verify if our booking tool is 
connected to the carrier inventory 
and payment system. 

► If our booking tool is connected, the 
box will be green, and the text will 
indicate that inventory is “UP”. 

► If our booking tool is not connected, 
the box will be red, and the text will 
indicate that inventory is “DOWN”. 

► If our booking tool is not stable, the 
box will be yellow, and the text will 
indicate that inventory is “UNSTABLE”. 
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7. TO VIEW AN EXISTING BOOKING
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Resend confirmation ticket? 



► From your homepage, enter one of the following: the booking reference number, agency reference 
number, PNR, first name, surname, email, or phone number in the Quick search. 

► You can also click View bookings to have a global view of all your bookings with the status (green for 
invoiced and yellow for expired ones). Show Filters allow you to filter by booking status, booking type, 
Agent’s ID, Carrier and by date or time period. It will help you save time in case you need to have a quick 
view of several bookings at a time. 
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View Bookings
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Example of payment details with allowance



Resend confirmation and tickets

► If you need to resend booking details,
click Resend Email to have the email
confirmation andtickets sent again

► You cannot edit the body of the
email, but you can update an email
address.
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8. REFUNDS / EXCHANGES
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Trip summary

► In the trip summary, click on the drop-down arrow to expand trip details, then click View fare 

conditions

► This expands the Fare Details pop-up, where you can view refund information and directions.
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Aftersales

► If you want to cancel your 

reservation and ask for a refund or an

exchange, when applicable, click on

the Refund/Exchange button in the 

after-sales section.

► All items not already refunded are

listed, even if the fare is non-

refundable.
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Refund

► Select the items you wish to cancel.

If the userhas the option to refund,

he/she will see a button that reads, 

“Request Quotation”. Otherwise, that 

means that the fares selected are 

all non- refundable.
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Refund quotation

► The “Refund” button is

displayed if the fare is eligible for

refund and if the refund is

greater than zero.
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Exchange

► Select the items you wish to exchange.

Ifthe userhas the option to exchange,

he/she will see a button that reads, 

“Exchange”. Otherwise, that means that 

the fares selected are all non-

exchangeable.
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Exchange

► Select the new hour and departure date you wish and click “search” button. 

► You have the option to exchange for the same or a different fare depending on the exchange rules 

applied to your fare. Click on Select and see Balance to see the difference between the old and new 
fare. 
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Exchange quotation

► Depending on the fare you

choose you might pay the 

price difference if the fare

selected is more expensive. 

► Click on the button

« Exchange » to proceed
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► Once the user has

confirmed the refund/ 

exchange quotation, the

following screen is displayed

► On the back end, the items

are cancelled in the carrier

systems. The amount is then

refunded or exchanged,

using the same payment

method as for the booking.
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Email refund confirmation

► If the refund has been successful, 

a confirmation email is sent to the 

final customer or agency. The

agent has the possibility to

customize the email and attach

files. For a refund confirmation, no

documents are automatically

attached.
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Email exchange confirmation

► If the exchange has been successful, 

a confirmation email is sent to the final 

customer or agency. The agent has

the possibility to customize the email

and attach files. For an exchange 

confirmation, the new tickets are

automatically attached.
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Refund summary & confirmation

70

► The After-Sales Summary tab

contains a list of each after-sales

operation



Exchange summary & confirmation
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► The New trip summary tab contains a

list of each exchange operation



Booking modified

► The status of each item will be updated if the

ticket is now cancelled or modified for 

exchanges, and the PNR status will be 

displayed as Withdrawn for refund only, or

Cancel Forced if the item cancelled is non-

refundable

72



Aftersales Email set up & Payment details

► It is possible to resend the email of each operation on the booking
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9. ACCESS MANAGEMENT
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► Agencies have full autonomy when it comes to creating new agents or administrators from the “Agency 

registration” on the homepage; they can register through the new "access management" page without 

having to wait for the credentials. Consequently, a newly created agent has direct access to the booking 

tool.

At the same time, an email-to-case is automatically sent to salesforce to create the agent in the Rail 

Europe database.
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► The administrator can choose to:

► create another user administrator 

► create another agent

► remove the “allowance option payment” 

for the new agent (only for point of sales 

authorized for “allowance”)

► agree to receive the newsletter

► The new agent will immediately receive the new 
credentials and he/she can start to join our 
websites.

► Agencies that do not have an administrator 
assigned can still use the “Contact us” section to 
ask for a new agent.

► You can ask the agencies to provide the 
administrator to you so that, once updated in 
our booking tool, they can be autonomous in the 
process. 
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10. BILLING CENTER
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► As an administrator or an accounting contact of the agency, you have access to all your documents and 
invoices in your personal space: the billing center.

► To access the billing center, click on your profile      on the top right of the screen, then click on Billing Center.
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► Year and month are prefilled with previous month and invoicing documents are automatically retrieved.

► You can still select another year and month and click on Search to retrieve older documents.

► If you need the documents for several month, you need to repeat the action.

► Each Head Account identified as such will be invoiced for all the agencies in its network.
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► Around the 5th of the month, agents
can find their invoicing documents for
the previous month:

► CCIA - Commission Invoice

► MSOA - Monthly Statement Of

Account

► MDTR - Monthly Detailed

Transaction Report

► CSSA - Monthly gross sales

summary

► You can click on the document to 
download it.

► For allowance: payment must be 

made via the agency account to Rail 

Europe bank account within 10 days 

after receiving invoices in the billing

center.
► On 15th of M+1, Rail Europe sends a first

payment reminder.
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► Commissions invoice (CCIA):  

► Self-invoicing concept : Rail Europe itself 
generates the agency commission invoice (as if 
it was made by the agency to Rail Europe)

► The commission invoice will show the sum of
commission due to the agency for the given
month (sum for all transactions)

Explanation and sample of documents provided
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➢ Gross Sales Invoice (CCSA):

This document shows the gross sales amounts by

product.

Explanation and sample of documents provided
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► Net Sales Statement (MSOA):

(Monthly Statement of Account).

This document shows the net amount to be paid by

the agency and shows the bank details for the

agency to process the payment.

This is the recap of:
► Net sales distributed (after refunds)
► Commissions due to the agency

Explanation and sample of documents provided
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► Transaction Report (MDTR)

(Monthly Detailed Transaction Report)

This Excel report lists all the

transactions made, indicating key

information for each ticket, such as 

the booking reference, gross

amount, commission and client pax

name.

Explanation and sample of documents provided
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► Other accounting document (DIV)

It could be credit note, banking fees, 

penalty invoices …

Explanation and sample of documents provided



11. REPORTING
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► Reports that reflectbooking activity are generated automatically byRail Europe. Theyare 
distributed on a weekly and monthly basis.
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12. EXIT BOOKING TOOL
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► In the top right of the screen, click Log out in your account menu.
Otherwise, when you close your browser window, you are
automatically loggedout.
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