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1.1. COMMUNICATION PROFILE 
The communication profile page will allow customization of content appearing on the itinerary such as advisor signature, default 

notes and branding and logos. Set your public Travel Edge profile to be visible on the Travel Edge website. It also will store advisor 

hotel loyalty numbers.   To expand a section, press the v on the right side 

 



 

1.1.1 Update Public Profile 
Create an advisor profile showcasing who you are, your expertise, awards and reviews and be searchable on the Travel Edge website, advisor 

page. Once you fill in the details make sure you make your profile active. Updates to the profile may take up to 24 hours to appear on the 

website.  

  

 

Steps 
 

Notes 

1.  Click Update Public Profile • Located on the right side 

https://www.traveledge.com/our-advisors
https://www.traveledge.com/our-advisors
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Steps 
 

Notes 

1.  Check box to make profile public   • Check the “Make Public” checkbox for the profile to 

be active 

• Profile will NOT show on the Travel Edge website if 

this is not checked 

• Updates may take 24 hours to appear 

• Website: https://www.traveledge.com/our-advisors 

2.  Fill in contact details • Mandatory fields marked with * 

3.  Upload profile image and banner image • Banner image is mandatory 

• Banner image appears at the top of the TE profile page 

as a highlighted image 

4.  Enter a bio and bio headline • Biography is mandatory 

5.  Add specialty information • Highlight destinations you specialize in 

• Enter specialties you service 

• Enter languages you service 

• Highlight awards and accolades you’ve received 

6.  Add social media links •  

7.  Add reviews and client recommendations • Multiple entries permitted 

8.  Save changes • Updates may take up to 24 hours to appear 

https://www.traveledge.com/our-advisors
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1.1.2 Specify Address and Upload Portrait 
Your default profile will automatically populate based on the office you are associated with. Your communication profile is what will show on the 

client itinerary. As an IC you can update all information in your communication profile EXCEPT for your email address.  
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1.1.3 Brand Settings 
The itinerary brand settings allow you choose from two different types of cover letters: TE branded and White Labeled 

The Travel Edge theme showcases the TE colors on the cover page whereas the White Label theme has a white background.  

 

 

 

 

 

 

 

 

 

Section 
 

Notes 

1.  Click on brand theme to select • Toggle between the Travel Edge and the White Label brand themes 

2.  Click on template to review  • Enlarge image to review 

3.  Click star in corner to select • This will set the default for the itinerary  
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Travel Edge Templates  
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White Label Templates 
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1.1.4 Upload Your Logo 
Your logo can be uploaded and used in three different ways on the client itinerary:  

o On the title page 

o On the footer of each page 

o On the invoice and comparison documents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When uploading files be sure to check the requirements for each logo type to ensure it will look proper on the client document. 
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Steps 
 

Notes 

1.  Click CHOOSE FILE on the logo type • Select from title page, footer, invoice/compare 

• Maximum file size 200 mb 

• Check the min-max height size requirement 

• Check the width min-max size requirement 

• Recommended:  

o For title logo – 85h x 85w pixels 

o For footer logo - 50h x 200w pixels 

o For invoice – 180h x 600w pixels 

2.  Locate the file on your computer •  

3.  Press OPEN  • This will attach the file to the logo selected 

• If file does not meet requirements an error will appear 

and file will not attach 
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1.1.5 Define Standard Notes for Inclusion in Client Itineraries 
Create predefined notes in your profile to quickly add messaging to your client itineraries. You can create unlimited notes in your profile.  

 

 

 

 

  

 

Steps 
 

Notes 

1.  Press ADD NOTE to create a new note and heading • Heading will appear in list  

2.  Enter verbiage to appear in note •  

3.  Press SAVE MESSAGE  • Note will be saved on profile 

• Note will appear on client itinerary page and be 

available to be added  
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1.1.6 Define Description for Planning Fee Agreement 
Create predefined notes in your profile to quickly add messaging to your planning fee agreements. You can create unlimited notes in your 

profile.  

 

 

 

  

 

Steps 
 

Notes 

1.  Press ADD NOTE to create a new note and heading • Heading will appear in list  

2.  Enter verbiage to appear in note •  

3.  Press SAVE MESSAGE  • Note will be saved on profile 

• Note will appear on planning fee agreement page and 

be available to be added  
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1.1.7 Customize Body Text of Itinerary Emails 
This section will let you set what appears in the client email when sending out specific client documents. Each tab will let you set verbiage for all 

the different types of client documents that are available.  

The Birthday Greeting and Passport Renewals are automated emails that can be sent out by opting in on the client profile page. The birthday 

greeting will send the day of the client’s birthday. The passport renewal will send out the email 90 days before the passport expires.  
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1.1.8 Define Your Email Signature 
Customize the signature that appears in the body of all emails sent out of ADX. 
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1.1.9 Customize Bon Voyage and Welcome Home Emails 
Bon Voyage and Welcome Home emails can be opted in on each individual trip page. Set up defaults to automatically pull in the messaging every 

time. When opted in, these messages will go out the day before the trip start date and the day after the trip end date, based on the service 

dates of one full ADX reference.   
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1.1.10 Set Advisor Loyalty Number for Hotels 
Advisors can save their advisor hotel program loyalty numbers for Hyatt, Four Seasons and Fairmont in their profile. When booking with any of 

these programs, ADX will automatically send the advisor number to the hotel to recognize the booking accordingly.  
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Steps 
 

Notes 

1.  Select the hotel chain program • Available to select from Hyatt, Four Seasons, Fairmont 

2.  Enter loyalty number •  

3.  Press ADD  •  

4.  Review loyalty numbers on the profile • Edit to change any information 

• Delete to remove a loyalty number 


