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1.1.

ACCESS SHARING
ADX accounts are set up to be shareable with other advisors within the same office. Advisor can choose the level of visibility of
client and data information they are comfortable with. Advisors cannot share content with anyone outside of their assigned
office.

To protect advisor privacy, ADX defaults to NOT sharing clients and booking information. Advisors will need to go into their
profile page and set the permissions to the sharing level manually.

There are three levels of permissions in ADX: not shared, shared with other advisors within their branch, delegations.

ADXs Partners Clients Resources @  Bookings v~  CruiseID, ADX Ref, PNR, or Invoice #  Q Anna Kulej ~

@ Welcome Annal Use the following tiles to update any aspect of your ADX profile.
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Client Sharing Status for Independent Contractors

| acknowledge that by clicking either of the buttons at right that | willingly share Status: l Not Shared l
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“independent contractors” (ICs) of the Branch to which | am affiliated for the Share access with inside advisors
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access to my client information and client itineraries at any time by revisiting this Share access with inside advisors and ICs

page.
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Advisor Start Date End Date

Norah Rahamim Indefinitely Indefinitely




1.2.1 Set Access Permissions
Set client sharing permissions by selecting the desired status. Shared accounts will be able to see and access client
information as well as ADX quotes and bookings. Access can be changed at any time.

= Not Shared — Nobody except manager
= Share access with inside advisors — Only internal employees and managers
= Share with Inside Advisors and IC’s — All branch employees, ICs, and managers
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| acknowledge that by clicking esther of the buttons at right that | willingly share Status: [ Not Shared J

access to my client information and chent tineraries with “inside advisors”
{employees) of the Branch to which | am affiliatad, or with “inside advisors” and

“Independent contractors” (ICs) of the Branch to which | am affilisted for the
purpose of providing seambess service to my clients, and that | may revoke shared

access to my dient information and cient ttineraries at any time by revisiting this Share access with Inside advisors and ICs
page
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When sharing permissions are set to SHARED, your quotes/bookings and client profiles will be visible to your colleagues associated with your
branch.

ADXs Partners Clients Resources @  Bookings v Cruise ID, ADX Ref, PR, or bvoice # Q) Anna Kulg) v
: ‘ CLIENT SEARCH RESULTS x
2 N K 2 || o | D
ITINERARY
BUNDER HOTEL ACTIVITY INSURANCE CRUISE INVOICE TOOL (] ONLY VIEW MY CLIENTS
v v v v v v
Client Email Phone Agent
USING ADX AS: Me n Mr. Smith, Sarah sarah.smith@gmail.com 4144441111 Darjit Dhillon
& MY QUOTES & BOOKINGS VIEW ALL Mr. Smith, Sam 5554445555 Anna Kulej
STATUS w ADVISOR CLIENT v QUOTE NAME v DEPART v SERVICES v UPDATED + Mr. Smith, Adam Ajaxon 416-96969969 Darjit Dhillon
BT | oo Sarah Smith  Travel Select Plan Quote 081322 -¢ 05.03.22
Mr. Smith, Jim James varinder.sehra@traveledge.com 555-555-0018 Darjit Dhillon
oo Jirn Srnith Travel Select Plan Quore 05.24.22 -e 05.02.22
Mr. smith, john space 6471889876 Maria Martynova
DD Jim Smith Travel Select Plan Quote 05.18.22 e 05.02.22 View
Ms. h. ddd@ttt.corr 123122111 Vi
oo Jim Smith Travel Select Plan Quote 05.18.22 -G 05.02.22 View . Smith. Suzy J ‘ teem e ? Maria Martynova
3 | oo JimSmith  Travel Select Plan Quote 05.16.22 -¢ 050222 Viows Mrs. Smith, Jane joan 647-566-5555 Darjit Dhillon
=] | oo Jim Smith Travel Select Plan Quote 05.16.22 *C 05.02.22 Mrs. Smith, Sam 647-566-5678 Maria Martynova
B | ax SamSmith  Courtyard ATL Marietta I-75 05.11.22 e 05.02.22 m
x| SamSmith  Seattle Airport Marriatt 05.19.22 Ze 05.0222
Quotes and Bookings — Agent column will indicate the primary Clients — Agent column will indicate the primary owner of that client.
owner of that quote. You will be able to see and access all You will be able to access client profiles and attach these clients to
quotes/bookings that are shared your bookings.



1.2.2 Setting Delegations
Delegates are advisors who have full shared access to another advisors’ ADX account (i.e., clients and bookings). Delegates
can/will:

e access all bookings and clients without needing the primary advisors ADX password

e modify and action all items for the other advisor

e receive all notifications relating to the primary advisors’ itineraries.

e receive all the primary advisors’ notifications and will be able to action on their behalf.
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I acknowledge that by clicking either of the buttons at right that | willingly share Status: ’ Not Shared ]
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Norah Raharmim Indefinitely Indefinitely




Steps Notes

Search by first or last name e Find advisor name

e Advisor must be associated with the same office

Specify identify dates of sharing e Set indefinite access with no end date

e Set specific date frame for start and end

Press ADD e Once delegate is saved they will appear in the
existing delegations box




1.2.3 Removing delegations
Delegation access can be removed by the advisor at any point regardless of the time parameters set. To remove the
delegation access press End/Cancel on the existing delegation’s section.

ADXe Partners Clients Resources ©  Bookingy v Crume L ADK Rt PR o evoue 0 QU Anna iulel v

Weicome Annal Uso the following tiles to update any aspect of your ADX profiie
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1.2.4 Accessing Delegate Bookings
Once delegations are set in the primary advisor profile, delegates will have access to all quotes and bookings of the primary
advisor via the dashboard. The delegate will receive all notifications that pertain to any bookings made by the primary advisor
and will be able to action on their behalf.

Changing the view on the main dashboard will allow advisors to go between different accounts without having to share

passwords.
AL Partners Clients Resources @  Bockings - X e, P ¢ O Annaduly -
'Eﬂﬁ_ﬁ:" ACTIVITY INSURANCE CRUISE INVOICE TOOL
w - L L L%
1. USIMNG ADX AS Multiple Agenits. w
B e
2, - )
] ROEAH RAHAMIM l
ALL
Filters:
CLIENT w QLRI TE NAME MFART w SERVICES UPDATE -
arah Smith Deluxe Travel Protecton Plan Juote 05.15.22 [ 4] |2 W N
Cour -Iu\'L:H-J_!-I\- i1 {'Inrx 05.73.22 o i 2822
barah Smith Multiple &ir Servces 01632 A 04,2722 m
Multi-City Fght: Los Anpeles - Mew York - Bostor 05.15.22 by 01.20.22 m
Celebrity Constellation 01.13.23 4 1 01.18.22 m
Amasiena 08.25.22 S N.18.22
karm < rath DUATYARD SEDDMA MARIOTT 01.24.23 L] M.13.22
Welcame to the NEW Client tinerary R IET Tcy R FEY. m




Steps Notes

Press V button on USING ADX AS section e Located on main dashboard

e Will show list of agents who have set you as a
delegate

Select checkbox next to name in drop down e Delegating advisor must add advisor in their profile
before this shows up in your list
o Select ALL to see everyone who has delegated to you

View delegating advisor’s bookings e Changing USING ADX AS will change the view on the
dashboard

e The ADVISOR column will show initials of primary
owner of the reference

10




1.2.5 Creating Quotes on Behalf Of
Once delegations are set in the primary advisor profile, quotes can be created on behalf of other advisors. Quote owner needs
to be changed at the time of creating the quote. Changes after the quote is created would require ADX and finance team
assistance. Quote owner can be changed for all modules offered in ADX.

ADXe Partners Clients Resources @®  Bookings v Cruise D, ADXRef PNR. orinvoice 4 Q. Anna Kulej +

g .- > . 4 &

1. ’;’3&%‘5‘-’ ; : ACTIVITY INSURANCE CRUISE INVOICE TOOL

v v v v v

»!3' NEW HOTEL SEARCH

HOTEL SEARCH SEARCH 8Y: ® pestination O property Nam:
2. | d_‘::.‘_.,-l ch fo ptel, landmark jdress, city, postal code or airport
CHECK IN DATE CHECK OUT DATE NIGHTS ROOMS
05/03/2022 - 05/04/2022 - 1 v 1 ROOM, 2 ADULTS & |
HOTEL CHAINS (OPTIONAL / MAX 3) @ inciude O Bxclude
Enter hotel chain name o e
3. QUOTE OWNER CURRENCY

Anna Kulej v| |susp v 5 save for Later | ()

View Saved and Previous Searches v
’ Norah Rahamim ‘ ' .
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Steps

Notes

Open module

Press on service type to begin
Each module will have a Quote Owner box

Fill in your search criteria

Select name in drop down

Delegating advisor must add in profile before
this shows up

Changing this will create the quote under the
advisor specified as the owner

12



1.2.6 Managing Delegate Notice Board
Managing delegates will have access to the primary advisors notice board and notifications.

Switching the Using ADX as field will change the view on the dashboard notice board and reflect the agent selected.

Delegates will also receive an email anytime a new notification is received. Managing delegate will have the ability to manage (confirm/reject)
all notifications that need to be actioned.

AD¥e Partners Clients Resources @  Bookings v CTrume D ADXBef PHEL asrivoce s QL Anmaulef v

——

VEWALL
Filters:
Aavisars. Norah Rahamien % O Cloar Filers
STATUSv  ADVISOR~  CLIENT v QUOTE NAME v DEPART v  SEAVICESw  UJOATED v
[0 ws I Brad Smith Black Car Network 0ks202 =6 oqoz.22 =
ST R One Way Fliight: New York to London 042922 e 0426.22 m
K= » sam smith Lunch Crusse - La Maring de Paris 042822 4 oq21.2
| owm michael halogen  Delta Anlines 0122 [ 4 041422 n
| on RS Lunch Crusa - La Manna de Pars 0428.22 v oq13.22
| won N Intercontinental Paris Le Gran - 1 nights 04.11.22 - x oq11.22 n
T jcha johnscn  Blackfoot tnn 042822 @ oqos.22 =
o R trust wmn @ S SR o |
£ CLIENTS TRAVELING IN THE NEXT 10 DAYS B4  womicE BoanD wew AL
NO cients traveling in the next 10 days u Croaty I
ADX Ref 3CTAYO - Generk NR
Notice
Mor 29 2022
Brad Smith NR
ADX Ref ICAKSG - Special
Instructions
pn 12 2020
Sarah Smith NR
ADX Ref. 4ZMNZo - Special
nstructions
Maf 22 2019
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