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1.ADX Navigation Overview

ADX is an itinerary building platform with complex backend contract integration for air, hotels, activities, and insurance services.
Advisors can build custom trip itineraries, select from commissionable services, and add bundle and service fees. All management of
client profiles as well as services will be done directly within ADX. Vendor notifications will keep advisors appraised of any changes,
cancellations, and payment deadlines.

When working in the ADX system, you will need to familiarize yourself with two main advisor pages: the advisor dashboard and the
trip services page.
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1.1. ADVISOR DASHBOARD
The advisor dashboard is the main landing page in ADX. The purpose of this page is to be the starting point of all ADX quotes
and sales, manage your recent itineraries and those ready to travel, access all notifications for active bookings and see Travel
Edge promotions pertaining to cruise and hotel.
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Section Notes

Tool Bar e The tool bar will be accessible from anywhere in ADX
ADX home page e Return to the main dashboard from anywhere within ADX by pressing the
ADX icon
ADN
Providers e Access provider content including contact information, promotions, preferred
partner lists
Providers

e Refer to the Providers section for more information

Hotels Cruises

Clients e Create new client profile
— e Access client profile

o View all clients — see all client profiles

CREATE NEW CLIENT View Al Clens o Download a client list

o Search by first name OR last name OR phone # OR email

e Refer to the Client Profiles section for more information

Resources e Training and support resources including:
o PDF guides

webinar registration

Training PDFs  Webinars and Videos FAQs calendar Request Support Video /inks
FAQ’s,

Travel Edge training calendar

o O O O




o support request portal
Refer to the Access Support section for more information

Commission Display

&

Toggle between showing commission and hiding it on the agent facing pages
including all searches and the trip services page

c €& Commission is OFF

o) Commission is ON

f)

Search

Use the v to change the search from bookings to providers

Bookings - Search for existing reference on your account by entering the ADX
reference, air PNR reference number, invoice number

Search for providers...

g)

Advisor Portal

Press the v to expand the profile and account options
o Moy Profile — customize your advisor profile, set up your Travel Edge
profile page, change passwords, set planning fee defaults
o Reports — Access your advisor statement, unclaimed reports,
unreceived reports
o Lout of out ADX
Refer to the Advisor Profile section for more information

Modules

Modules of product types that you can sell directly in ADX
o Air, hotel, activities, insurance
Cruise and Invoice tool allow for invoicing external services booked outside of
ADX
Itinerary builder allows you to create a shell itinerary with no services on it
o Refer to the Itinerary Builder section for more information
Blue buttons — Services that you can sell to your clients through ADX




White buttons — Invoicing of external bookings

Quotes and Bookings

See the most recent 8 quotes and booking created
Use the filters to view by status, agent, quote name, departure, service type,
update time frame
Press VIEW to jump directly to that itinerary
Use the “Using ADX AS” to select who's quotes/bookings/notifications you
would like to see
o View ONLY your own items
o View delegate items
o View ALL items shared with others within your branch
View All will show ALL references booked in ADX
Refer to the Post Booking Management section for more information

Traveling Report

List of any active ADX references where the travel date begins in the next 10
days

Itineraries that are in CANCELLED/CLOSED status will not appear

Click the ADX reference to open trip services page

Notice Board

All notifications that are sent from vendors for air and hotel will display here
All notifications that are manually set will display here

Clicking on the notification will open the notice for review and actioning
View All will show ALL notifications — actioned and unactioned

Notifications will also display directly on ADX trip reference

Refer to Post Booking Management section for more information

Promotions

Displays current Travel Edge cruise and hotel promotions
Use the v to filter sort by type and vendor




Click on attachment pages to open details provided




1.2. TRIP SERVICES PAGE

All itineraries built and quoted/booked/ticketed will live on a trip services page - the reference page for all of the services
pertaining to a single trip. This is where you will view and manage your client trip information. Trip Services will each have their

own alpha numeric ADX reference located on the top left corner of the page.

The trip services page will be divided into several tabs: TRIP, CLIEENT AND TRAVELERS, PAYMENT, SERVICE FEES, MANAGE

ADXe Providers Clients

Round Trip Flights: Los Angeles - Rome

Sunday, June 12, 2022 - Sunday, June 19, 2022

ADX Ref. 3E2TNF| Archive | Copy Quote| & Link Bookin

Resources

Trip Mame

Round Trip Flights: Los Angeles - Rome

All Services

% Round-Trip Los Angeles te Rome & Rename

Jun 12, 2022 - Jun 19, 2022

Actions: Select New Flights « Ask Air Support » Seat Plan

km Palazzo Nalado. Rome & Rename

Jun 13, 2022 - Jun 18, 2022

Actions: NModify

# Travel Select Plan & Rename

Jun 12, 2022 - Jun 19, 2022

Actions: 1iodify

Actions: Reorder Sarvices

-Jﬁ Estimated Quote @

Potential Commission

Add Insurance

Add ADX Service =~

Add non-ADX Service -

USD $155.00
USD $40.00

re R

@  Bookings ~
fes
Dates
06/12/2022 FT| 06/10/2022

=¥ Client Documents:
J .
Insurance offered

| Update

ruise ID, ADX Ref, BNR, or Invo

es QO  AnnaKulej v

Sam Smith
Advisor: Anna Kule]

22 Refresh Quote

Add details/notes v

v

v

v
il Remove

Send Itinerary 9



2.2.1 Common Features
These features/buttons will be available from any selected tabs on the trip services page.

ADM Provders Cherts Resources @  Sootags v Crume D, 200 Ae?. PN s Q Arne S v

1. Trip Details
2. ADX reference Round Trip Flights: Los Angeles - Rome Sam Smith
3. Archive Sunday. june 12. 2022 - Sundey, Jure 19, 2022 Advisor: Aree Kulef
4. Copy Quote ACIX Ref. JEZTNE| Arctee | w) @ Lk =
5. Link Bookings

Trp m Ny [ Sartsatats || Sroge o
& Monogemeniisbs [ ot | setntens | e |

111p Name Dates

-

Rourd Trip Flgnex Los Anpeles - Rome e 2/2022

Al Services

B Round.Trip Los Angeles to Rome  # Farae

B flound Trip Los Angeles to Rome  # Fararme

Jur 12, 2023 - Jun 19, 2022

Actiora: <l hme g e ) et Pin

B Palazso Nelado Rame 7 Fennw

Jun 13 2022 - jun 18 2022

Actions: oo,

P TraveiSelect Plan 7/ Ve

Jun 122023 - Jun 18, 2022

Actiens: St

SO s
Petonoyl (Corrmizuos USD s40.0C

Chent Docurments:
Irsurance oflered

A EBvuied Guow ©

Upacete

10. Add ADX Services

11. Add non ADX Services
12. Compare Services

Send ltinerary

7. Client Information
8. Primary Advisor
9. ltinerary Status

13. Send Itinerary
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Section

Notes

Trip details

Trip name and trip start and end dates

Edit the trip name section of the trip tab to change the name
Automatically default to name of first service added
Automatically default to dates based on services added

ADX Reference

Internal alpha numeric reference specific to an ADX itinerary
Use this number in the Quick Search for quick access to the reference
Reference this number when working with ADX support

Archive

Hide itineraries no longer needed — will no longer appear in the quote
and bookings section of the dashboard

Archiving can be done from the trip services page and the View All
Quotes and bookings page

Refer to the Post Booking Management section for more information

Copy Quote

Copy all of the services on an ADX reference into a new reference
Services MUST be in a quoted status — cannot copy quote if services are
booked/paid or the itinerary is Travel Ready status

Link Bookings

Link multiple ADX references together for quick access — ie. multiple
clients travelling together

Each linked reference will show linked information in the trip details
section

Will not link references with providers, ONLY for internal use

Refer to the Post Booking Management section for more information

Management Tabs

Trip details are divided into different management tabs or sections:

11




Trip — Trip details for all services
Client and Travelers — Client and companion information
Payments — Process payments and review invoices

O O O O

Service Fees — Add and collect on fees
o Manage — Review notifications, send client emails
Press on the blue tab to see the details within that section

Client Information

Will show once you’ve assigned a client to the reference
Assign client through the Client and Travelers tab

Primary Advisor

Owner of the quote/booking
If using delegation access this can be changed at the time of the quote
creation

Itinerary Status

Status depends on the ALL services added to an ADX reference
Refer to the Understanding Statuses sections for more information

10.

Add ADX Services

Add services bookable through ADX to this reference to build a
complete trip itinerary
o Air, hotel, insurance, activity
o Cruise — uses cruise line inventory for external invoicing
purposes
o Planning fee

11.

Add non-ADX Services

Add services booked directly with suppliers for commission tracking and
itinerary building purposes
These services are managed external to ADX, with vendors directly

12.

Compare Services

Send a service comparison of up to 4 different service options

12




This will appear when you have more than 1 of the same type of
services

o 2+ air services

o 2+ hotel services

o 2+ activity services

13.

Send Itinerary

Send a client itinerary with all service details

Can be sent at any time — quoted or after fully booked

Can be sent with or without client information — at quote
Refer to the Customizing the Client Itinerary section for more
information

13




2.2.2 TripTab

The trip tab will show the summary of the services either by the service view or a calendar view and be where all management
happens for each service. The trip tab will have the following sections:

1. Trip Details and Notes — Customize the reference information to show on the client itinerary
e Refer to the Customizing the Client Itinerary for more information on full customizations

2. View: Calendar vs Service — Select the view type and reordering options
3. Service Details — Review service details, manage services via the action buttons
4. Reorder Services — change the ordering of the services on the trip page and the itinerary
5. Upsell Insurance
ADHe Br e T [ (o]
Round Trip Flights: Los Angeles - Rome Sam Smith
1. Trip Detalls and Notes ————| tpame Daten
e By >
o Bauad Lis Arged R m s
R -—
Artians: "
T
| oo ]
.
=n
Actians
* Trawel el P B
e =n
Actians:
Actinng
T — Vovan [ T ety

el DX Serviee - Add mon ADX Service ~ Compare Serviees - Send bunerary
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a. Trip Name and Date

b. Description

¢. Advisor Background

d. Advisor only Notes

e. Hide Cancelled Services ———

ADN Providers Clients Resources

ADX Red. 3EITHF| &rehive| Copy Quote| & Link Bookings

Lo

Bookings %  Cruse IO, ADX Ref, PNR or ivoice 8 O

Trip Mame Dates
Raound Trip Flighes: Los Angeles - Rome N2 |0 bENe2022 | O |
Description 1300 characters max Upload Attachments
| Choos Fie |\n:-ﬂv| choaen
Upload Cover Image

Adwizor Background

&~
Advisor-only Notes

.

[ Hide Cancelled Sarvices

Anns Kuls) w

£ Refresh Quate

Clorgs &

——— f. Upload Attachments

g. Upload Cover Image

h. Save Changes

15



Section

Notes

Trip details and notes

Press the v button to expand the details and notes section

Details includes trip name, dates, description, advisor background,
advisor notes and attachments, hiding cancelled services

This section will customize the details of the client itinerary

Trip name and dates

Change the trip name to personalize the ADX reference and client
document
Change the dates to add more services to the reference

Descrption

Add a trip description to show on the client itinerary

Advisor Background

Will pull from the advisor public profile — if active
Details will show on the client itinerary
Can be turned off through the advisor profile

Agent-only notes

Clients do not see this information — agent facing ONLY

Hide Cancelled Services

Opt to hide any services on the ADX reference that is in a cancelled
status

Upload Attachements

Added attachments will show on the client itinerary as another file
When sending itinerary out of ADX the added files will send as an
attachment in the email with the attached itinerary document
Max file size is 4 MB

Upload Cover Image

Personalize the client itinerary by adding a cover image
Max file size is 4 MB

16



AN Providers Clients Resources @  Bookings ~  Cruse D, ADX Ref PNR. o invoice s ) Anna Kule] w

h Sq Round Trip Flights: Los Angeles - Rome Sam Smith
: Sunday, June 12, 2022 - Sunday, june 19, 2022 Adhwsor: Anna Kulej
ADX Ref. IE2TNF | Archiva] Copy Quote| &P Link Booking [ mom |
Trip Name Dates
Round Trip Flights: Los Angeles - Rome 06122022 (O eNw2022 | 0O Ay etailsinotes v
2. View: Calendar vs Service — Viewby: [ 3

W= Round-Trip Los Angeles to Rome  # Rename
Jun 12, 2022 - Jun 19, 2022

Actions:

| owmi |
¥ Round-Trip Los Angeles to Reme  # Qenarme EEE
Jun 12, 2022 - Jun 19, 2022 m

Actions:

k= Palarzo Maiado, Rome #R
Jun 13, 2022 - Jun 18, 2022

Actiens:

Actions:

L Estimated Quote @ USD $155.00 Client Documents:
Potential Commission USD $40.00 Insurance offered

Add Insurance

Add ADX Service - Add non-ADX Service - Compare Services - Send Itinerary

Section / Notes

View by: Calendar vs. Service e Toggle between calendar and service views




©)

o

= Calendar view — use the date picker to toggle between days
= Service view — see list of all services

View will default to calendar

18



3. Service Details

ADXe Providers Chents Resources @  Boshing: v

Round Trip Flights: Los Angeles - Rome
Sunday, June 12, 2022 - Sunday. june 19, 2022

ADX Ref SEJUNF | Archinve | Copy te] @ Link Booking

e mmm

Trip Name Dates

Round Trip Fghts: Los Angedes - Rome 06N2/2022

All Services

Cruie 0 ADX Red, PR, orbwaaz ¢ Q Anna Kuley v

Sam Smith
Advisor: Anna Kulej

62022 | MY Add detalismotes v

B Round-Trip Los Angeles to Rome /o

Jun 12, 2022 - jun 19, 2022

B Round-Trip Los Angeles to Rome  / Recare

Jun 12,2022 . un 19, 2022

Actions: oo b ® NI port t u
GDS: Sabre
AIR SUPPORT HOURS

Mon-F: 1000 am EDT - 7:00 pm EDT

Sunday. june 12, 2022 - Los Angaies {LAX} to Rome (FCO)

Los Angeles (LAX) to Montréal (YUL)
Jun 12 2022

AIR CANADA | Flight 774

Clss S

Cabwn: Ecanomy

Akrcralt TMB

Baggags Allowance: 1 Plece/Passenger
2h SIm Layover In Montréal

Ouration: Sh 19m

Departure: 7:55 AM
Termmnak 6

Arrivat 312 P
Terminal

Montréal (YUL) to Rome (FCO) Duration: h Om
Jun 12 2022

AIR CANADA | Flight 832 Departure: 7.05 PM
Cass S Terminal

cotert o PITTTE e

Add ADX Service ~ Add non-ADX Service - Compare Services «

Send tinerary

19



Section

Notes

Service details

Each service on the reference will have its on section or box
Applicable action buttons such as change, cancel, etc. will appear for
each service
Expand the details by pressing v button
All relevant information will show under each service section — ie.
Ticketing deadlines for air, cancel policy information for hotel, vendor
contact information for insurance, etc.
For Calendar view — each service will appear ONLY if it applies to that
day

o Use calendar day toggle to see each day
For service view — each service will be listed

20




ADXs Providers Clients Resources G Bookings ~  Cruise ID, ADN ficf, PNR. orinwoice @ (0, Anna Kulej w

Round Trip Flights: Los Angeles - Rome Sam Smith
Sunday, jJune 12, 2002 - Sunday, June 19, 2022 Advisor: Anna Kubgj
ADX Ref. 3E2TNF | Archive | Copy Quote| & Link Bookings | osom |
Trip Name Dates
Round Trip Fights: Los Angeles - Rome 0eM2022 |0 | 0en92022 |0 Add details/notes v
All Services Viewby: [ 2
W= Round-Trip Los Angeles to Rome & Fename W
Jun 12, 2022 - Jun 19, 2022 Book
Actlons: Select New Flights - Ask Air Support - Seat Plan - Fare Rules B Remove

% Round-Trip Los Angeles to Rome & Rename W
jun 12, 2022 - Jun 19, 2022 m
Actlons: Select New Flights « Ask Air Support « Seat Plan - Fare Rules @ Remoye

Em Palazzo Maiado, Rome # Rename BT
Jun 13, 2022 - jun 18, 2022 m

Actions: 1oy B Remove

4. Reorder Services O—+ Actlons:  Reorder Sendces

AW Estimated Quote @ USD §155.00 Client Documents:
: Potentiol Commission USD $40.00 Insurance offered

Add ADX Service = Add non-ADX Service - Compare Services - Send Itinerary




K]
|11

Section

Notes

E

Reorder Services

Please drag-and-drop the services below to arrange the order in which
you would like to have them displayed. This order will be reflected on
any outgoing client documents.

W= ROUND-TRIP LOS ANGELES TO ROME (1) JUN12-JUN 19
W= ROUND-TRIF LOS ANGELES TO ROME (2) JUN12-JUN 1D
e PALAZ70 NAIADO, ROME JUN13-JUN 18

Upon saving, you will apply the current ordering to all days of the
quote. Any previous quote-wide service ordering will be updated for
the services listed above. Any existing day-specific order you may have

saved takes precedence and will remain intact

Services will appear in the order they are added meaning they may fall
out of order — ex. Hotel appears before a flight

Reorder the services on the trip page as well as on the itinerary

Use the drag and drop to place the services in the desired order

22



ADXe Providers Clients Resources ©  Bookings v + Q v
ADX Ref, 3E2TNF{ Archive| Cop te| & Link Booking T
Trip Cliont & Travelers m m m et
Trip Namae Dates
Round Trip Fights: Los Angeles - Rome 6/12/2022 1 - 06192022 | O 23d detailsnotes v
\Aerteeihd View by: =

% Round-Trip Los Angeles to Rome  / fiena

Jun 12, 2022 - Jun 19, 2022

Actions:

» Round-Trip Los Angeles to Rome  / Hena

Jun 12, 2022 - Jun 19. 2022 m

Actions:

#m Palazzo Naiado. Rome /

jun 13, 2022 - jun 18, 2022

5. Upsell Insurance J“ Client Documents:

nsurance offered

Update

Add ADX Service ~ Add non-ADX Service ~ Compare Services ~ Send Itinerary

X
111

Section / Notes

v

Reorder Services e Add insurance to the trip

e Update insurance offered communication in terms and conditions
o Offered
o Purchased
o Offered and declined

23



2.2.3 Client and Travelers Tab

The client and travelers tab will host all information related to the client profile and the travelers assigned to the services. Refer to

the Client Profiles section for more information.

ADXe Providers Clients Resources @ ook v o 10, ADK Rt PI er Q  Awnauin v

Round Trip Flights: Los Angeles - Rome Sam Smith
Sunday, june 12. 2022 - Sunday. june 19. 2022 Advisor: Anna Kule|
ADX Ref. SEITNE| Ar | Cex e & Lo o ows ]

CLIENT AND TRAVELERS INFO

a. Client assignment —cunt Phone: 5554445555 BTRAVELING | =2

CONTACT INFORMATION FOR THES TR, Uruque data is entered per traveler, see fields below or

o Mr. Sam Simith | Traveler | Mar 23, 1930 | ¥

e FIRSY NAME MIDOLE NAME ’ LAST NAME
H H 2 Mr v Sam St
b. Companion assignment - :
CANDAR DATE OF BIRTH NATIONALITY [ save as comranion
®ulOr 23 v Mar v 190 v United States v
PASSFORT NUMBLR RLOHLSS NUMBLS
TSUING COUNTRY ENOWN TRAVELER NUMBER
United States v

LXMRY DATR

v v o205 v
W Round-Trip Los Angeles to Rome | ommp |
CONTACT EMAIL ADORESS CONTACT FMONE NUNBLR

)
SEATING PRLFERENCE MRAL PREFRRING
Add ADX Service ~ Add non-ADX Service - Compare Services - Send itinerary

24



Section

Notes

Clients and Travelers

Assign Client and travelers to the trip

Create new client OR pull in existing client information
Assign companions as travelers to specific services
Manage and confirm travel information

Client assignment

Client can be pulled in from existing profile OR create new client

Companion Assighment

Assign travelers to a service

Pull existing companions by pressing the ' = button
Create new companions and save them under the client profile

25




2.2.4 Payment Tab

The Payment Tab will show all action buttons as well as all financial information for the full trip.

ADXe Providers Clients Resources @ Beckings v Crumsel

Round Trip Flights: Los Angeles - Rome
sunday, june 12, 2022 - Sunday, june 19, 2022

ADX Ref, 3E2TNF| Archive | Copy Quote| &

a. Cost Summary ————— « B2

X Rel PNR oe lvorce #

Q Anna Kubey v

Sam Smith
Advisor: Anna Kuley

)

Travel Service Est. Commission Taxes
Round-Trip Los Angeles 1o Rome ee Detal USD 0,00 UsD $1.09252
Round-Trip Los Angeles 1o Rome See Detais USsD $0.00 USD $1.022.96
Palazzo Naiado, Rome See Details USD $298.89 USD $0.00
Consultation Fee USD $0.00
2417 Support USD s0.00
Total USD $508.89 USD $2.115.50
b. Payment summary [E] PAYMENT SUMMARY
Service FOPs Type Due
2477 Support Balance
Total Owing

¢. Invoices

NO Invoices present of this time

Add ADX Service « Add non-ADX Service - Compare Services -

Cost

UsD$2.49254

IATE ¥

USD $2.422.96

\TE PRICE
USD $3.455.26
USD $150.00
USD $60.00

USD $8,580.76

Book

Book

g

g Add

Payment

Send Itinerary



Section

Notes

Cost Summary

List of all services added to the reference including total cost
Breakout of commission, taxes and cost per service
Book/pay buttons for each service

Payment Summary

See list of items with a balance owing

Invoices

Auto generated invoices for any service sold within ADX
Each travel ready service will contain its own invoice and invoice
number

Refer to the Post Booking Management section for more information

27




2.2.5 Service Fees Tab

The Service Fees tab will contain any default fees set up through the advisor profile page. You will also be able to create new fees

that pertain to a specific itinerary. Refer to the Post Booking Management section for more information on fees.

ADX Partners Clients Resources @  Bookings v  Cruise 1D, ADX Ref, PNR, of Invoice #  Q  Anna Kulej v
Round Trip Flights: Los Angeles - Rome Sam Smith
Sunday, June 12, 2022 - Sunday, june 19, 2022 Advisor: Anna Kulej
ADX Ref. 3E2TNF| Archive | Copy Quote| & Link Booking | quote |
Service Fee Tab
Trip Client & Travelers Payment Service Fees m < Refresh Q

a. Fee types

ADD A PLANNING FEE

Planning Fee Planning Fee
b. Fee management : " i

You have added Consultation Fee to in the amount of USD ( ) Active v oo

$150.00
Change Fee Select

£ Create a new Planning Fee
24/7 Support Fee Select
1 added
Custom Fee Select
&8 SEND PLANNING FEE AGREEMENT
B VIEW TE SUGGESTED FEES

Add ADX Service « Add non-ADX Service - Compare Services Send Itinerary
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Section

Notes

Fee types

Fees bucketed into three types: Planning fee, change fee, custom fee
Fees created in profile will show under the name of the fee

Manage the fee by making it active or inactive

Create new fees

Add 247 product

Review and send a planning fee agreement to your client

Review the Travel Edge suggested fee structure

Fee management

Make fees active/inactive
Use the v to expand the details and edit the fee information
Add multiples of the same type of fee
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2.2.6 Manage Tab

Manage all notifications and communications related to the specific ADX reference. Itineraries with new notifications will display a
red number in the corner of the tab. Set up your bon voyage and welcome home emails to send automatically before and after the

trip commences.

Manage Tab

a. Notifications

b. Sent Emails

c. Bon Voyage and
Welcome Home emails

ADXe Partners Clients Resources @ Bodings v Crytse 1D, ADK Red, P « Q

Round Trip Flights: Los Angeles - Rome Sam Smith

sunday. june 12, 2022 - Sunday. june 149, 2022 Advisor Anna Xulej

ADX Rel. SE2TNF IC & Link Book | o |
Trip Client & Travelers Payment Service Fees Manage c

Notifications o a

There ore no notifications to display.

Sent Emails

There ore no emalls to dsploy

Bon Voyage & Welcome Home Email Messages

SEND DON VOYAGE AND WELCOMSE HOME EMAILS SEND TO THE FOLLOWING EMAIL ADDRESSES

(these are sent out on tnp departure and return dates) o t } .

To personaice the Bon Voyage and Welcome Home greetings, pleate edit the message on compozer on the nght
You can update the standard greetings on your page

Prevew B we

d ON e
on Yoyage
B I u = = = Normal $ Defamt : L
Enjoy your tripl

M1 can be of any further assistance belors you travel please do not hesate 1o
contact me My email addeuss and phone mambers can be found below
¥nd regards
11 car be of oy further sxsistance before you travel giease
5 6ot Petitate t careact me My sl sadrets snd phone

umibery can be foond below

Kind regards
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Section

Notes

Notifications

All vendor notifications will be stored in this section

Review, action and hide notifications

Create generic reminders for specific itineraries

A red number in the corner of the Manage tab indicates the number of
unactioned messages for this itinerary

b)

Sent emails

History of sent client documents out of ADX — client itinerary,
comparison, invoice, client statement
Ability to view the sent email body and file attachments

Sent Emails

Review history of any support tickets opened from a specific reference

d)

Bon Voyage and Welcome Home Emails

Opt-in to auto send these the day before and day after the trip
Customize the body of both emails
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1.3. PAYMENT PAGE

The Payment Page will be standard across all service types. The page allows you to select what services to process payment for in
one batch. Once the credit card information is entered, each service checked will be processed individually and will generate one
invoice per transaction. The payment page will allow you to add or manage added service fees. It will allow you to make quoted

services payable to transact in one batch. The payment page will also let you select your insurance offerings that are reflected on
the client itinerary Terms and Conditions section.

ADMs Partners Clients Resources © Q,  AnnaKulg] v
One Way Flight: Los Angeles to London sam smith
Sunday, July 17, 2022 - Monday, July 18, 2022 Advisor: Anna Kulej
(1 JECEIITFI -+ Add Payment Methad
SERVICES READY TO BE PAID COST
24/7 suppert USD $60.00
Automatically Added fee UsD $100.00 rd
One-way Los Angeles to London USD 5872.30
a as e fe Total to be paid: UsD $872.30
SERVICES REQUIRING ACTION COsT
Nomad Hotel Londan GBF £585.00
Suggested Planning Fee USD $50.00
Outstanding balance: GBP £585.00
USD $50.00

INSURANCE OFFERINGS

clients, ADX includes mess

sen sald through ADX documents will automatically reflact this detail

As some Jurisdictions re sel insurance to be offered to a

ging on 2ll client documents zbout any insurance

products that have been so eclined. If insurance has

nsurance Offered
Use this option when you have sent a guote for travel insurance to your client, and they have not responded yet.
nsurance Purchased In ADX

This option is only available when insurance has been sold or invoiced via ADX. Return to the Trip Services Page to quote & sell Insurance using
ADX or add an external invoice for an insurance product sold outside of ADX and this option will be automatically selected.

7 Insurance Purchased
Use this option if you have sold insurance to your client and have not invoiced through ADX. Please provide the name of the insurance product

or policy:

® insurance Offered and Declined

Choose this option if you have offered your client travel insurance and they have chosen not to purchase a policy through you. Also use this
option if your client has purchased an insurance policy themselves.
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Section

Notes

Splitting credit card

Split credit cards available for AIR on multiple ticket itineraries
Split credit cards by service
Add payment method tab for each credit card used

Selecting services to be paid

Check box to be added to payment process
Uncheck box to remove it from being added to payment process
Will show only payable status services

Services requiring action

Add service fees that are suggested — not active
Make sellable services payable and available to be added to payment process

Insurance Offering

Offering type will be added to terms and conditions on client itinerary
Sold in ADX will automatically be selected when sold policy through ADX
Manually add information OR select declined

Payment details

Manually enter credit card information
CC information is not pulled or stored anywhere

Terms and Conditions

Read and verify the terms before processing credit card payment

Process payment

Button will process all payment of services selected in services to be paid
section

Each payment will process individually and produce a individual invoice
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