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1.Client Profiles Overview 
Client profiles created in ADX will be pushed into and stored in the Travel Edge Client Base system. Advisors who have existing 

profiles in Client Base will be able to access them using ADX1.  The profile will house basic client information as well as companion 

profiles, loyalty numbers, marketing options, travel history and all communication out of ADX.  

 

  

 
1 Clients ONLY pulled and stored in Travel Edge CB 



1.1. CLIENT PROFILE DETAILS 
The client profile can be updated to maintain up to date information. Advisor can also see the full quote and travel history of all 

records done for anybody associated with a primary client. Lastly, all of the communication coming in and going out of ADX will also 

be stored on the profile. The client profile is split into sections, click on the section to review the details:  

• Client information 

• Additional Details and 

Preferences 

• Loyalty Programs 

• Marketing Fields 

• Notes 

• Quote and Booking History 

• Communication History 

 
 

 

 

 

 

 

 

 

  



1.1.1 Client Information  
Basic information pertaining to the primary client.   Pressing EDIT opens the original New Client form for quick and easy edits to all sections, 

minus marketing fields.   

• Name 

• Birthdate  

• Gender 

• Phone number 

• Email Address 

• Invoice/billing Address 

• Loyalty Numbers 

• Passport Information

 

 

 

 

 

 

 

  



1.1.2 Companions  
Create companion profiles linked to the primary client. Each companion will have a relationship association with the client and will be able to be 

added to an itinerary as a traveler. Companions can also be created on the trip reference and saved to the primary client profile.  

 

 

 

 

 

 

 

 

  



1.1.3 Additional Details and Preferences 
Information pertaining to travel documents and preferences will show in this section and include:  

• Seating preference (advisor facing only) 

• Meal preference 

• Nationality  

• Known Traveler Number 

• Redress Number  

• Passport information



 

1.1.4 Loyalty Programs 
Client loyalty numbers are stored and pushed automatically at the time of booking. You can store loyalty numbers for the following service 

types:  

• Cruise  

• Air 

• Hotel  

 

 

 

 

 

 

 

 

 

 

 

 

 

Please NOTE: Updating loyalty numbers on the client profile will NOT retroactively make updates to any itineraries where the client is 

attached. To make changes to ACTIVE quotes and bookings, please do so on the trip reference directly. 
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1.1.5 Client Marketing Fields  
Set and manage client marketing options through ADX directly. Marketing codes can be used for informational purposes only OR you can opt 

your client into receiving monthly marketing Arrive emails with your advisor personalization automatically attached.  

 

To opt into client marketing select the TE Marketing field under section 7. Marketing. 
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1.1.6 Notes 
Client notes ONLY appear on the client itinerary and do not transfer to any client facing documents or records.  
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1.1.7 Birthday and Passport Reminders 
ADX can be configured to send your primary clients automatic birthday greetings and passport renewals. Customize the messaging in your 

advisor profile and check the opt in boxes on the client profile. Passport renewal reminder will get sent to the primary client 90 days before 

the expiry date stored in the client profile.  
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First, set up your default messaging for both message types in your advisor profile.  

  



14 
 

  

 
Steps  Notes 

1.  Open MY PROFILE • Name located at the top right corner 

• Press the v button  

• Select MY PROFILE 

2.  Click COMMUNICATION PROFILE tab  •  

3.  Click the “Customize Body Text of Itinerary Emails” header • Sixth tab down in the list 

• Details will expand down 

4.  Click the Birthday Greeting/Passport Renewal tab •  

5.  Customize body of the email text •  

6.  Review the formatting of the text entered •  

7.  Click SAVE EMAIL TEMPLATE •  
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On the client form check the boxes to set up the automatic email distribution. This can be done at the time of the client profile creation or edited 

after creating the profile. 
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1.2. REVIEW THE CLIENT FORM 
The client form will gather basic client information required to book services in ADX. It will also allow for storage of extra information 

designed to make the booking and payment process easier.  

Mandatory fields are marked with a * and include:  

• First name 

• Last name 

• Ender 

• Phone number 
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 Steps  Notes 

 Title •  

 First Name • Required field 

• Should match what is on the traveling docs ie. passport 

 Middle Name • Should match what is on the traveling docs 

 Last Name • Should match what is on the traveling docs 

 Gender • Required field 

 Date of Birth • Will determine maturity type for services such as air 

 Nationality • Will be passed on air bookings 

 Known Traveler Number • Will be passed on air bookings 

• Example: Global Entry, NEXUS 

 Redress Number • Will be passed on air bookings 

 Send Birthday Greetings  • Birthday greeting email would go out of ADX 

automatically when box is checked 

• ADX will use the date of birth entered in the profile 

• Message can be customized in profile 

 Primary Phone • Must be unique to your client and not entered before 

• Mandatory field 

 Primary Email •  
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 Primary Fax •  
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 Steps  Notes 

 Seating Preference • This does NOT get passed to the air record 

• It is meant as a note for the advisor 

 Meal Preference • Gets passed on to the air record 

 Invoice Address Information • Address that appears on client invoice 

• Click Use as Bill To if same as invoice address – will 

allow for easier entry on the payment page 

 Bill to Address • Used on payment page for credit card processing when 

available  
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 Steps  Notes 

 Optional Loyalty Programs • Store loyalty information for all bookable services in 

ADX 

• Air, hotel loyalty info will automatically pass on to the 

booking if number is in the profile 

 Optional Passport • Will pass onto air bookings automatically 

 Passport Expiry Notification • Check box to have ADX send an automatic passport 

expiry reminder to the email on the profile 

• Passport information must be available on the profile 

• Email would go out 90 days before passport expiry 
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1.3. CREATE A CLIENT PROFILE 
A client profile only has to be created ONCE and it will be saved in the system for future use. A profile can be created from two different 

places:  

• the Advisor Dashboard 

• the Trip Services page  

The form will be identical in terms of content, just a different starting point in the system.  

1.3.1 From the Dashboard 
Client can be created from the dashboard without having a quote in the system. The profile can be accessed at a later time and assigned to a 

quote as needed.  
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2 Phone number must be unique in Client Base 

 
Steps  Notes 

1.  Press the CLIENTS tab • Located at the top of the header 

• Section below will expand 

2.  Press CREATE NEW CLIENT button       • This will open the create client form 

3.  Fill in the client form • Mandatory fields are indicated with an * (first 

name, last name, gender, phone number2  

4.  Press CREATE NEW CLIENT button at the bottom • Client will be saved in TE Client Base 

• IF phone number already exists, you will see a 

validation error letting you know you can’t 

create the client  

• IF you receive validation error, try searching for 

the client instead of creating a new one 
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1.3.2 From the Trip Services Page 
Client can be created directly from a quote and added to the reference. The client form will live under the “Client & Travelers” tab on the 

trip services page.  
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Steps  Notes 

1.  Open the ADX reference • The trip services page for a specific trip 

2.  Press on the Clients & Travelers tab • Second in the list 

3.  Press the New Client button • Located on the right side 

• Will open the new client form 

4.  Fill in the client information on the form • Mandatory fields marked with an * 

5.  Press the CREATE NEW CLIENT button • Client will be saved in TE Client Base 

• IF phone number already exists, you will see a 

validation error letting you know you can’t 

create the client  

• IF you receive validation error, try searching for 

the client instead of creating a new one 
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3 Phone number must be unique in Client Base 

 
Steps  Notes 

6.  Press the NEW CLIENT button •   This will open the create client form 

7.  Fill in the client form • Mandatory fields are indicated with an * (first 

name, last name, phone number3 

• Optional fields include: title, birth dates, traveler 

numbers, email, fax, seating and meal 

preferences, invoice address, billing address, 

loyalty information, passport information 

• Information relevant to service bookings will get 

passed automatically on to the booking record  

8.  Check option to send birthday greeting and passport renewal 

reminder (optional) 
• Formatting of these emails can be reviewed 

through the advisor profile communication tab 

• Emails would get sent to client automatically IF 

check box is checked off 

9.  Press CREATE NEW CLIENT button at the bottom • Client will be saved in TE Client Base 

• IF phone number already exists, you will see a 

validation error letting you know you can’t 

create the client  

• IF you receive validation error, try searching for 

the client instead of creating a new one 
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1.4. ACCESSING CLIENT PROFILES 
Once a client is created, you can access the profile to manage and update content stored.  The client profile can be accessed via the client 

search in the header or from the client profile link anytime a client is assigned to a trip.    
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1.4.1 Client Search 
The client search box is accessible from any page in ADX via the CLIENTS section in the header. Existing clients can be searched by first name 

OR last name OR phone number OR email. The search criteria is limited to those search forms, entering FIRST LAST name will warrant no 

results. The client search will show a list of all clients that match the criteria. Once the list is available, you will be able to access the profile.  

 

 

  

 
Steps  Notes 

1.  Press CLIENTS tab in the header • Section will expand down 

2.  Enter search criteria  • Search by FIRST or LAST name or PHONE 

NUMBER or EMAIL  

• Searching by FIRST LAST will not show results 

• Search must be specific to the format indicated 

3.  Press        button •  
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Steps  Notes 

4.  Check the “Only View My Clients” check box – as needed • Client list will show all advisors clients who have 

opted to share within your branch 

• To ONLY see your list of clients select the 

checkbox  

5.  Locate the client in the list •  

6.  Press VIEW button • Will open the profile page for that client 
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1.4.2 Client Profile Link 
A client profile can be accessed from the trip reference page, anytime a client is assigned to the trip.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Steps  Notes 

1.  Open the ADX reference • Trip Services page for specific trip  

2.  Click on the Client and Travelers tab • Once client is added the name will show in the 

client section 

3.  Click on client name • Client name will be a blue hyperlink 

• A new page will open with the client profile 



34 
 

1.5. VIEW COMPLETE CLIENT LIST 
Advisor can search for a client from their FULL client list versus searching for a name.  
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Steps  Notes 

1.  Press CLIENTS tab  • Located in the header 

• Expands section down 

2.  Press VIEW ALL CLIENTS  • List of ALL clients shared with you 

3.  Apply “Only View My Client’s” filter as needed • Clients for all advisors sharing in your office will 

show 

• Use filter to only see your own clients 

4.  Select letter of alphabet to jump to filter to •  
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1.6. DOWNLOAD CLIENT LIST 
You can download a full list of your client profiles in an Excel format with the following information: First/last name, DOB, email, phone 

number, mailing address, passport info (number and expiry), companion info (name and DOB).  

The file will be stored in your DOWNLOADS folder on your computer. 



37 
 

 

  

 
Steps  Notes 

1.  Press CLIENT LOOKUP button •  

2.  Press VIEW ALL CLIENTS  •  

3.  Press Download All Excel Report • File will download as an excel file 

• Stored in your DOWNLOADS folder on your 

computer 

• Will ONLY show your clients 



38 
 

1.7. CREATING AND MANAGING COMPANION PROFILES  
Companions are created and housed under a primary client profile. Companions can be created from the client profile or on the fly on the 

trip reference. NOTE: Editing profile details will NOT update any active references. To update details on active trips please update the 

reference directly.  

1.7.1 Create Companion Profiles – From Client Profile 
The client profile page will have its own section for companions. Any companions created and stored under the profile will be accessible 

when applying travelers to a trip.  
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Steps  Notes 

1.  Open client profile         • Pull up profile by client info OR view all search 

2.  Click COMPANIONS tab • Tabs located on LEFT side  

3.  Click NEW COMPANION button • Will open a form 

4.  Select relationship type from list • Relationship must be established  

• Select one option from the list 

5.  Fill out companion information • Mandatory fields are first name, last name, 

gender 

6.  Click SAVE PROFILE • Companion will now show in companion list 
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1.7.2 Create Companion Profiles – From Trip Reference 
A companion can be created from the trip services page once a client is attached to a trip.  
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Steps  Notes 

1.  Open ADX reference         • Pull up profile by client info OR view all search 

2.  Assign Client to itinerary • Search by first name OR last name OR phone 

number OR email 

• Create new client using the New Client Form 

3.  Fill in companion information into traveler section •  

4.  Check the Save as Companion checkbox • This will save the new companion profile to the 

client assigned to this record 

5.  Save Changes • Relationship must be established  

• Select one option from the list 
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1.7.3 Edit/Delete Companion Profiles 
Existing companion information can be edited or deleted from the primary client profile. 
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Steps  Notes 

1.  Open client profile         • Pull up profile by client info OR view all function 

2.  Press COMPANIONS tab • Tabs located on LEFT side  

3.  Press EDIT button  • Located next to existing companion name 

4.  Edit information (if applicable)   •  

5.  Press Save Profile OR Delete Companion button  •  



44 
 

1.8. CLIENT MARKETING 
Set Travel Edge marketing fields through the client profile page.  

Marketing fields are NOT preset and need to be manually added to each client profile. For clients to receive their complimentary monthly 

marketing Arrive publication, you MUST fill in the marketing fields in ADX and select the TE Marketing option in the form. If the TE 

Marketing option is not checked, the Arrive publication does not get distributed.  

The more information you can include on a client the more marketing can drill down to the type of marketing material that should be sent to 

your client.  
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1.8.1 Adding Marketing fields 
A new client profile will default to NO fields being active. Advisor will set these manually on each client profile.  
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Steps  Notes 

1.  Search and select client profile          • See Client Lookup section 

2.  Click on Marketing Fields tab •  

3.  Click GET STARTED • Will open the marketing form with options 

4.  Click checkboxes to set marketing field •  

5.  Press SAVE • Profile will reflect the fields selected 
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1.8.2 Editing Marketing Fields 
The marketing fields can be edited at any time. You can edit a section in the form OR open the entire form to edit as a whole.  
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Steps  Notes 

1.  Search and select client profile          • See Client Lookup section 

2.  Click on Marketing Fields tab •  

3.  Press EDIT  • Edit at the top of the form opens the whole form 

• Edit next to section opens that section on the 

form 
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1.8.3 Opt Out Option  
Select the opt out option if you’ve previously selected marketing categories however your client no longer wants to receive any further 

communication from Travel Edge. This will remove all fields from the form automatically.  
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1.9. ASSIGNING CLIENT AND COMPANIONS TO A TRIP 
Once your client and companion profiles are created and you have a quote in ADX, you will be able to assign the client and companion to the 

itinerary and assign travelers to each service. After you assign the primary client to the itinerary, you can indicate that the client is traveling 

and easily pull in relevant information OR add travelers from your companion list.  
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Steps  Notes 

1.  Open the ADX reference          •  

2.  Click the CLIENT AND TRAVELERS tab •  

3.  Add client • Pull in existing client by entering first name OR 

last name OR phone number OR email into the 

search 

• Create a new client 
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1.9.1 Client as Traveler 
When the client is a traveler on the itinerary, check the IS TRAVELING checkbox to automatically pull in relevant information into the traveler 

section.  
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Steps  Notes 

1.  Check the “IS TRAVELING” checkbox          • Available once the client has been assigned to 

the itinerary 

• Once checked the client details will pull into the 

traveler box 

2.  Verify the traveler information •  

3.  Press SAVE CHANGES • The form will close  

4.  Verify traveler information is saved • Traveler name should be the same as client 

name 
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1.9.2 Companion as Traveler 
A client’s companion can be assigned as a traveler on any itinerary by pulling from the companion list.  
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Steps  Notes 

1.  Assign client          •  

2.  
Click the  icon 

• This will open the companion list associated with 

the client 
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Steps  Notes 

3.  Click the companion name          • Click the name in blue to add to the service 
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Steps  Notes 

4.  Verify information          • Companion information will automatically 

populate 

5.  Press SAVE CHANGES • Save the traveler information to associate it with 

the service 

6.  Verify traveler added •  


