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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 ADX!. The profile will house basic client information as well as companion
profiles, loyalty numbers, marketing options, travel history and all communication out of ADX.

ADX Partners Clients Resources ©  Bookings v  Cruise D, ADX Ref, PNR, or Invoice # @ Anna Kulej ~

Mr. Sam Smith 23 March 1990, Male | 5554245555

ITINERARY
SEre AR OTEL ACTIVITY INSURANCE CRUISE INVOICE ToOL
A v v v v v w

H
| Client Information

Companions NAME Mr. Sam Smith INVOICE ADDRESS 123 Sunny Drive
BIRTHDAY 23 March 1990 San Diego, California
Additional Details and Preferences GENDER Male United States
BILLING ADDRESS  Same as Invoice Address
PHONE 5554445555 R B
Loyalty Programs UPCOMING TRIP 9 May 2022, 3E2TP
ADVISOR Anna Kulej N N
- LAST TRAVELED 10 April 2022, 5TMANW
Marketing Fields .
Notes
T '
Status @  Advisor Client Quote Name @ Depart Services Updated @
O | o JEYS Sam Smith  Deluxe Travel Protection Plan Quote 310522 *@& 04.05.22 View
O | scvon-ain TS Sam Smith  Courtyard ATL Marietta I-75 110522 @& 02.05.22 View
O AK Sam Smith  Seattle Airport Marriott 19.05.22 7@ 02.05.22 View
m} AK Sam Smith Round Trip Flights: Los Angeles 120622 XA 260422 View
O | soowin ws TS Sam Smith  The Regent Resort Chiang Mai 180422 @ 17.01.22 View
Results: 1-50f 78 n_ 3 4|5 5w
sentEmalis ) m
SENT DATE EMAILTYPE  ADXREF  EMAIL SUBJECT EMAIL ADDRESS
11)an 2022 Quote IX6E Ritz Carlton Marina Del Rey michael.guber@traveledge.com
5 Jan 2022 Quote JJGDA  Residence Inn Downtwn Marriott - 1 nights anisha,ramathal@triparc.com
7 Oct 2021 Quote 5P5GoS  One Way Flight: Los Angeles to London smith@smith.com View

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:

e Client information e Loyalty Programs e Quote and Booking History
e Additional Details and e Marketing Fields e Communication History
Preferences e Notes
ADXe Partners Clients Resources oY Bookings ~  Cruise ID. ADX Ref, PNRor Ivoice #  , Anna Kulej ~

Client Information

Companions NAME Miss Sarah Smith EMAIL sarah@smith.com
BIRTHDAY 4 May 1981 INVOICE ADDRESS 123 Sunny Drive
Additional Details and Preferences GENDER Female San Diego, California
e 416-444-4343 L.Jn ted States, 5-1?23
Loyalty Programs BILLING ADDRESS ~ Same as Invoice Address
ADVISOR Anna Kulej
. UPCOMING TRIP None
Bl e iEes LAST TRAVELED 13 April 2022, 7H13PS
Notes

tatus @ Advisor Client Quote Name @ Depart Services Updated @
0 BT A Sarah Smith One Way Flight: Los Angeles to N... 240522 ¥@ 050522 m
O | quore NS Sarah Smith  Deluxe Travel Protection Plan Quote 30,0522 *@ 05.05.22 m
0 | oot NS Sarah Smith  Deluxe Travel Protection Plan Quote 15.0522 ~@ 29.04.22 m
O I K Sarah Smith Multiple Air Services 16.1022 A @5l 27.0422 m
O NR Sarah Smith  Round Trip Flights: Toronto - Pa... 13.0422 ¥J'¢ 280122 m
Results: 1 - 5 of 988 H: : 5 . 5 v
Sent Emails (39) Notifications (380)
SENT DATE EMAILTYPE  ADX REF EMAIL SUBJECT EMAIL ADDRESS
2 Feb 2022 Quote /H13PS Round Trip Flights: Toronto - Paris john.wippersteg@trip-arc.com View
16 Nov 2021 Quote 7HOGE? Car Rental Trip john.wippersteg@trip-arc.com View
16 Nov 2021 Quote /HOGE?  Car Rental Trip john.wippersteg@trip-arc.com View

1Jun 2021 Quote 470NNQ  Round Trip Flights: Los Angeles - Paris sarah@smith.com View



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.

e Name e Email Address
e Birthdate e Invoice/billing Address
e Gender e Loyalty Numbers
e Phone number e Passport Information
AD¥e Partners Clients Resources ® Bookings ~  Cruise ID, ADX Ref, PNR, or Invoice # ‘0, Anna Kule] ~

Miss Sarah Smith 4wmay 1981, Female | 416-444-4343 | sarah@smith.com

oS

* = &

ITINERARY INSURANCE CRUISE INVOICE TOOL

BUILDER

W W W b

Client Infermation (# Edit
Companions NAME Miss Sarah Smith EMAIL sarah@smith.com
BIRTHDAY 4 May 1981 INVOICE ADDRESS 123 Sunny Drive
Additional Details and Preferences GENDER Female San Diego, California
United States, 54323
PHONE 416-444-4343 S
Loyalty Programs ] BILLING ADDRESS  Same as Invoice Address
ADVISOR Anna Kulej

ekt Frelde — UPCOMING TRIP None |
& LAST TRAVELED 13 April 2022, 7H13PS

Motes



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.

ADX Partners Clients Resources @  Bookings ~  (Cruise ID, ADX Ref, PNR, or Invoice # O, Anina Kulej « NEW COMPANION FOR SARAH SMITH x

Miss Sarah Smith 4mMay 1981, Female | 416-444-4343 | sarah@smith.com
RELATIONSHIP TO CLIENT*

Select Relationship v
Qg x l.__| qp T ; g TITLE FIRST NAME* MIDDLE NAME LAST NAME* GENDER*
ITINERARY - -
BUILDER AR HOTEL ACTIVITY INSURANCE CRUISE INVOICE TOOL o Om|OF
v - - v v v v
DATE OF BIRTH NATIONALITY KNOWN TRAVELER NUMBER REDRESS NUMBER

0 hd hd ~ Not Specified v

Client Information Companions

NAME RELATIONSHIP BIRTHDAY SEATING PREFERENCE MEAL PREFERENCE
Additional Details and Preferences Ms. Amanda Jones Friend 5 July 1987 ( Edit Select Seating Preference v None >

Mr. Gordon Jones Other 19 November 2000 & Edit
Loyalty Programs

Ms. Greta Jones Friend 4 May 1988 @ Edit OPTIONAL LOYALTY PROGRAMS
e Ms. Greta Johnson Friend 16 March 1969 & Edit TYPE VENDOR NUMBER -
Notes Ms. Greta Jones Friend 4 May 1988 & Edit .

Mr. Jack Jones Boyfriend 2 May 1988 [ Edit

Mstr Sammy Smith Son 11 October 2017 [ Edit OPTIONAL PASSPORT

Ms. Sandy Smih wife 4 October 1978 & Edit

NUMBER ISSUING COUNTRY EXPIRY DATE »
Not Specified v v v ~

‘ Cance | Save 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

ADX Partners Clients Resources ® Bookings ~  Cruise ID, ADX Ref, PNR, or Invoice # Q,  Anna Kulej ~

Miss Sarah Smith 4May 1981, Female | 416-444-4343 | sarah@smith.com

oS * = &

ITINERARY
L D ACTIVITY INSURANCE CRUISE INVOICE TOOL

v v v v v

Client Information Additional Details & Preferences (& Edit
Companions SEATING PREFERENCE MEAL PREFERENCE
Aisle MNone
NATIOMALITY KNOWMN TRAVELER NUMBER REDRESS NUMBER
Loyalty Programs United States 000012345
PASSPORT NO. ISSUING COUNTRY EXPIRY DATE
Marketing Fields 123448 United States 7 July 2028

Motes




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:

e Cruise
o Air
e Hotel
ADXe Partners Clients Resources & Bookings «~  Cruise ID, ADX Ref, PNR, or Invoice # Q) Anna Kulgj ~

iss Sara mi 4 Ma , Female -34)-4 3 sarah@smith.com
M S h Smith 4May 1981, Female | 416-444-4343 | h@smitt

S

* = &

ITINERARY INSURANCE CRUISE INVOICE TOOL

BUILDER

v W W w

Client Information Loyalty Programs Z Edit
Companions TYPE VENDOR NUMBER
Additional Details and Preferences Air AMERICAN AIRLINES 12345
Alr BRITISH AIRWAYS 123456
Hotel HILTOMN HOTEL BRANDS 333222
Marketing Fields Hotel HILTON GARDEN INN 12345
Notes Cruise Celebrity Cruises 1234567890

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.



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.

ADX» Partners Clients

Resources @  Bookings v Cruise D, ADX Ref, PNR, or Invoice # Q) Anna Kulej v

Miss Sarah Smith 4 May 1981, Female | 416-444-4343 | sarah@smith.com

oS

ITINERARY
BUILDER
v

Client Information
Companions
Additional Details and Preferences

Loyalty Programs

Notes

fe= () -~ 3 En
HOTEL ACTIVITY INSURANCE CRUISE INVOICE TOOL
~ S v v v

Marketing Fields ® Optout (& Edit

Travel Edge markets to your clients on your behalf based on the options you choose. If you
would prefer Travel Edge to not market to your clients, please click ‘opt-out’.

Age Category Under 35 « Edit
Total Trip Budget Up to $3,000 # Edit
Marketing TE Marketing # Edit

EDIT MARKETING FIELDS x

4. Trip Frequency

Oarvear Oz3/vear Oasvear
l:D\“:R S/YEAR
5. Client Status
Owie O cLient (O REFERRAL
DOprospect
6. Life Cycle
OsineLe O marrien O cHiLDREN AT HOME
O remren Owioowen O pomesTiC PARTNER
Oveeraq O PHYSICALLY CHALLENGED
NOT VIRTUQSO CODE
7. Marketing
D pirect MAL O EmaiL campaiGN O NO NOTIFICATIONS

Ono insurance
REMINDER-NOINS

O no THINKING OF YOU

(OVERALL)-NOVCC

O no ANNIVERSARY-NOANN (J NO BIRTHDAY.NOBDY O NO BON VOYAGE NOBVE

DNOONBO}!RD ACTIVITY DNOP&SSPOR‘( RENEWAL
NOSHO NOPPR

O o TsA REMINDER-NOTSA (] NO WELCOME HOME

NOTOY NOWHE
TI: MARKETING [ ]ND THINKING OF YOU-

NOTOY
8. Interests
O a-wHeeL bRIVE O ApuLT EDUCATION O apvenTure
EXPEDITION

O ALt incLusive O arcHatoLOGY
O ARTITHEATRE OeaLLooning Oeroine
Oceesramion raver O cumeing O cruise BarcE
O cruise expEDITION O cruise LaRGE sHIP O cruiseriver
Moamier sssass =eom M mies sms s - | g (PR

- -:I-‘-I-‘I E

10



1.1.6 Notes

Client notes ONLY appear on the client itinerary and do not transfer to any client facing documents or records.

ADXe Partners Clients Resources ® Bookings ~  Cruise ID, ADX Ref. PNR. or Invoice 4 Q  Anna Kulej

Miss Sarah Smith 4 May 1981, Female | 416-444-4343 | sarah@smith.com

oS

o0 = =

S

INSURANCE CRUISE INVOICE TOOL

ITINERARY
BUILDER

v

v v v

Client Information Notes

Companions VIP client. Travels yearly to Madrid for business.

Prefers first class AA
Additional Details and Preferences Set up to send birthday greetings automatically.

4%
Loyalty Programs

Marketing Fields

S
TS
Al




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.

Happy Birthday & Best Wishes! ' Passport Expiry Notification

W

.‘.‘1&

Helio,

My records indicate that your passport is expiring soon. Please be

sure to renew it 50 that you are ready for your next adventure!
Happy Birthday - May this special day be filled with lots of happy
moments, and may the year to come be filled with health You can find the passport renewal form at
happiness and travel

hupsi/itravel state gov/cantent/passports/en/passports/forms.html

All » » <oy A 3
All the bes All the best

12



First, set up your default messaging for both message types in your advisor profile.
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Steps

Notes

Open MY PROFILE

Name located at the top right corner
Press the v button
Select MY PROFILE

Click COMMUNICATION PROFILE tab

Click the “Customize Body Text of Itinerary Emails” header

Sixth tab down in the list
Details will expand down

Click the Birthday Greeting/Passport Renewal tab

Customize body of the email text

Review the formatting of the text entered

Click SAVE EMAIL TEMPLATE

14



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.

L1 HELT KA W B SARE AN T RN T
w Daa | D e
DATL O KT A THIALITY ERaCt TRAVILLE hisin BLTALES b i SR
- w hest Speaied L
v
TN BITTHOAY GEEE TG

P AR B SO

AnTa K

B R A T

MLICT =

i Ay § A

MK #

% | CREATE NEW CLIENT x
R — L, R
el e g Pratee e el [
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EXPIRY DATE

Cancel Create New Client
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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
® |ast name
® Ender

® Phone number

ADXe Partners Clients Resources G

Bookings v  Cruise ID, ADX Ref, PNR. or Invoice # (), Anna Kule] ~

View All Clients Client Mame, Phone, or Ema B

O

BUILDER ACTIVITY
W

» 4 €

INSURANCE CRUISE INVOICE TOOL

ITINERARY

v v w v

USING ADX AS: Multiple Agents v

17
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-~ A

£

[ sEND BIRTHDAY GREETING

PRIMARY ADVISOR

Anna Kulej
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SELECT ~
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SELECT +
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SELECT -
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Om|OF
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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

19



Primary Fax
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SEATING PREFERENCE

Select Seating Preference

ADDRESS INFORMATION

INVOICE ADDRESS

ADDRESS 2

ciTY

BILL TO ADDRESS

ADDRESS 2

cTy

MEAL PREFERENCE

None

COUNTRY

STATE/PROVINCE

ZIP/POSTAL CODE

COUNTRY

STATE/PROVINCE

ZIP/POSTAL CODE

Use as bill to O
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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

22
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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:

e the Advisor Dashboard
e 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
guote as needed.

1 ADN——Partners Clients Resources @  Booking - o Q,  Aanaxu -

E

ITINERARY I I -
= HOTEL ACTIVITY INSURANCE CRUISE NVOICE TOOL o o
~ w w w w ~ _—
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Steps

Notes

Press the CLIENTS tab

Located at the top of the header
Section below will expand

Press CREATE NEW CLIENT button

This will open the create client form

Fill in the client form

Mandatory fields are indicated with an * (first
name, last name, gender, phone number?

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

2 Phone number must be unique in Client Base
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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.

ADXe

Partners Clients Resources @  Hookings v Crume 10, ADX Ret. PRR.or voice . Q. Anna Kule) v

Deluxe Travel Protection Plan Quote Advisor: Anna Kulej
Monday, May 30, 2022 - Friday, June 3, 2022

" ADX Ref, GNAAX7 | Archive| Copy Quate] & Link Bookings [ ouon |

‘ CLIENT AND TRAVELERS INFO

3.

Ple

T YOERY: Search by name, phone, or emal X New Chent

phect a chent prioe to specifying travelers.

/ISA Requirement

R s masm P e
v -
e e — L —r—

- - Nz lpoctad v
v
e e seny T

——_ mvIe

e A -

S rvanas s e

acr - it -
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" .
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Steps

Notes

Open the ADX reference

The trip services page for a specific trip

Press on the Clients & Travelers tab

Second in the list

Press the New Client button

Located on the right side
Will open the new client form

Fill in the client information on the form

Mandatory fields marked with an *

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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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 number?

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

3 Phone number must be unique in Client Base
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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.

1 CLIENT SEARCH RESULTS

Client

Miss Smith, Sarah
Mr. Smith, Jack M
Ms. Smith, Sarah

Mrs. Smith, Sarah A

Email

sarah@smith.com
jack@smith.com
sarah@j.com

saraha@smith.com

Phone

416-444-4343

5554641414

5554445454

4164444443

Agent

Anna Kulej
Anna Kulg)
Anna Kulg

Anna Kulej

OMLY VIEW MY CLIENTS

000
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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.

ADX Partners Clients Resources ® Bookings ruise ID, ADX Ref, PNR or Invoice & Q. Anna Kulej +
cmn NEW CLIENT View All Clients [T a
oS ! *» & &
ITINERARY
BUILDER HOTEL ACTIVITY INSURANCE CRUISE INVOICE TOOL
v v v v v

7= || Steps / Notes

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

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

NUMBER or EMAIL

e Searching by FIRST LAST will not show results
e Search must be specific to the format indicated

3. || Press E¥ button o
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l CLIENT SEARCH RESULTS ®

OMLY VIEW MY CLIENTS

Cliant Ernail I —
Mr. Smith, Michael 123-123-1567 Michael Maytag
Mrs. Smith, Norah Laura ns@smith.conm 4164141441 Diermio ADX
Mr. Smith, Jack jack smith@demo.c 313-956-7894 Demo ADX
Lrtndohn Fa A3 23141 a4 0 Dema- A0
Mr. smith, sam 416-898-9633 Norah Rahamim
Mr. Smith, Brad R Morah Rahamim
Mr. Smith, larry dd@d.com 416-909-9999 Morah Rahamim m

2=| || Steps / Notes
4, Check the “Only View My Clients” check box — as needed e (Client list will show all advisors clients who have
opted to share within your branch
e To ONLY see your list of clients select the
checkbox
5. Locate the client in the list °
6. || Press VIEW button e 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.

ADX Partners Clients Resources @ Bookings v Cruse 1D, ADX Ref, PNR. or Invosce# Q. Anna Kulej v

Deluxe Travel Protection Plan Quote Sarah Smith

Monday, May 30, 2022 - Friday, June 3, 2022 Advisor: Anna Kulej
1. ——ADX Ref. 6NAAXT | Archive | Copy Quote| & Link Bookir [ quore |

CLIENT AND TRAVELERS INFO

3 CLIENT: Sarah Smith | Phone: 416-444-4343 IS TRAVELING | =

e Miss Sarah Smith | Client | May 4, 1981 | 4

SA R¢ ent

2=| || Steps / Notes
1. Open the ADX reference e Trip Services page for specific trip
2. || Clickon the Client and Travelers tab e Once client is added the name will show in the
client section
3. Click on client name e Client name will be a blue hyperlink
e A new page will open with the client profile
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1.5. VIEW COMPLETE CLIENT LIST

Advisor can search for a client from their FULL client list versus searching for a name.

ADMs Partners Clients Resources @)  Bookings ~ Cruise|D, ADX Ref PNR, or nvoice ) Anna Kulej ~

: i o v [

0

= &

ITINERARY INSURANCE CRUISE INVOICE TOOL

BUILDER
v

ACTIVITY

w W v w

& ALL CLIENTS

3.
. Download All Excel Report ABCDEFGHIJKLMNOPQRSTUVWEXYZ 3 ONLY VIEW MY CLIENTS
2n Ml | E W
Mr. April, Jeffery GLST773434 Anna Kulej
Mrs. Jones, Ammy 5557775656 Anna Kulej

Ms. Kule), Anna

15t traveled 26 No 1 GYW3I0MN

skulej@gmail.com 4164147379 Anna Kulej

Traveledge Corporate Test Jorate +1 (999) 999-9999 Anna Kulej

dO60
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Steps

Notes

Press CLIENTS tab

Located in the header
Expands section down

Press VIEW ALL CLIENTS

List of ALL clients shared with you

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

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.

(SR Client Lookup aDX CADDemo v

QUICK SEARCH

*» = =

ITINERARY
BUILDER INSURANCE CRUISE INVOICE TOOL
v v v

v
USING ADX AS: Me

3. Download All Excel Report ABCDEFGHIJKLMNOPQRSTUVWXYZ () ONLY VIEW MY CLIENTS

Client Email Phone Agent

Mrs. April, Sammy

5558889898 aDX CADDemo m

Ms. Jones, April 4167777778 aDX CADDemo
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1982); Sally Smith(Dec

A H L 0] E F €] H
First Name Last Name Birth Date Email Phone Mailing Address Passport Info Companion info
Jackie Jones(Jun 03
123 St, , Ontario, 09 2018); Sam
Sarah Smith APR 04 1970 sarah@smith.com (416) 5554545 Canada, M8M 3M3 Smith{Apr 03 1976)
Sammy April 5558889898
66 South St, |
California, United
April Jones MBTTTTTTS States, 90876
Kelly Jones FEB 16 1982 V775555656
Mandy Jones AUG 07 1992 5556665656
Steps Notes
1. Press CLIENT LOOKUP button o
2. Press VIEW ALL CLIENTS .
3. || Press Download All Excel Report e File will download as an excel file
e Stored in your DOWNLOADS folder on your
computer
e  Will ONLY show your clients
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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.

ADXs Partners Clients Resources ® Bookings - 2 ENR s QU AnaXue v

1. — Miss Sarah Smith May 1981, Female | 416444.4343 | sarah@smith.con

0 P
ACTIVITY INSURANCE
v v

wnt Informanon Companions - 7n
et .

g

= 2
ITINERARY CRUISE INVOICE TOOL
BUILDER

v

v v

2 | AL _—4TTATIO ain
- =
! = e o . oy,
Additional Details and Preferencey — Vi AManda jones Friend
= — the ) r 200
NEW COMPANION FOR SARAK SMITH x
v v



Steps

Notes

Open client profile

Pull up profile by client info OR view all search

Click COMPANIONS tab

Tabs located on LEFT side

Click NEW COMPANION button

Will open a form

Select relationship type from list

Relationship must be established
Select one option from the list

Fill out companion information

Mandatory fields are first name, last name,
gender

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.

ADXe Partners Clients Resources @ Bosking v wise 10, ADX wt, PRR, o0

e & Q Arne Suley v

One Way Flight: Los Angeles to New York Sarah Smith
Wednesday, May 25, 2022 - Wednesday, May 25, 2022 Advisor: Anng Kulej
ADX Red, 21PQ@W | Archiive | Copy Quote] & Link Bookings m

A CLIENT AND TRAVELERS INFO

CUENT: Sarah Semith | Phone: 816-342-434)

CONTACT INJ ORMATION [ OR THIS TRIP. Unigue data 15 entered per traveler, see fields below or

ISTRAVELING =

Clear ang usa chient oetails for all travelers

TiITLE FIRST NAME MIDOLE NAME optora LAST NAME
2 ~

GENDER DATE OF BINTH NATIONALITY L SAVE AS COMPANION

OuiOs v v v v

PASSPORT NUMBER REDRESS NUMBER

ISSUING COUNTRY KENOWN TRAVELER NUMDER

-
EXPIRY DATE
- v v

fremove Traveler

Save Changes

40



Steps

Notes

Open ADX reference

Pull up profile by client info OR view all search

Assign Client to itinerary

Search by first name OR last name OR phone
number OR email
Create new client using the New Client Form

Fill in companion information into traveler section

Check the Save as Companion checkbox

This will save the new companion profile to the
client assigned to this record

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.

ADX¥e Partners Clients

Resources

® bookings v

1. —— Miss Sarah Smith Moy 1981, Female | 416-444-4343 | sarah@smith.com

oS

ITINERARY
BUILDER
v

Chent Information

X jem
AIR HOTEL
N ~

INSURANCE CRUISE
v . £

ADX Ref PNF ' woue 8§

Q

Anna Kulej v

&

=

INVOICE TOOL

Loyaity Programs

o 3
Companions u iew Companio
NAME RELATIONSHIP BIHTHOAY
R et Temmt St B2 T ZE
Mt. Gordon jones Other 19 November 2000 L E
e 2 t gL

RELATIONINIP TO CLUNT

SLATING PR ARANOY

Select Seoling Preference

OFMONAL LOTYALTY MOCRAMS

n»

OFTIONAL PASLIORT

ey

YINCOu

HINE COUNTEY

Nt

MIDOLE NAMT

o

>

‘_ 1DIT COMPANIONS: GORDON JONES (OTHER OF SARAM SMITH)

fed

LAST Namr* MDA
jones L L
ANCWN TREVELEE MINESLS REDRESS NUMBEM

MEAL PRSI ERINY

v »

m
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Steps

Notes

Open client profile

Pull up profile by client info OR view all function

Press COMPANIONS tab

Tabs located on LEFT side

Press EDIT button

Located next to existing companion name

Edit information (if applicable)

Press Save Profile OR Delete Companion button
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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.

ADXe Partners Clients

Miss Sarah Smith 2 may 1981, Female | 416-444-4343 | sarah@smith.com

g

ITINERARY
BUILDER

v

Client Information

Companions

Additional Detalls and Preferences

Loyalty Programs

Notes

Resources ©® Bookings v  Cruise ID, ADX Ref. PNR, or Invoice # Q Anna Kule] v

&

Ih)

v v v

INSURANCE CRUISE INVOICE TOOL

Marketing Fields © Opt-out [ Edit

Travel Edge markets to your clients on your behalf based on the options you choose. If you
would prefer Travel Edge to not market to your clients, please click ‘opt-out’,

Age Category Under 35 7 Edit
Total Trip Budget Up to $3.000 £ f
Client Status VIP 74
Marketing TE Marketing g
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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.

ADXs Partners Clients Resources @  Oookings v Crulse D, ADX Ref. PNR. or Invokce &

1. — Miss Sarah Smith < may 1981, Female | 416-444.4343 | sarah@smith.com

Q

Anna Kule] v

=

S .

ITINERARY

&

BUILDER ACTIVITY INSURANCE CRUISE INVOICE TOOL
v v v v v
Client Information Marketing Fields
Companions Trave! Edge markets to your cients on your behalf based on the options you choose. If you
would prefer Travel Edge to not market to your clients, please click ‘opt.out
Additional Detalls and Preferences
There are no Morketing fields selected for this chient yet
Loyaity Programs
2 =
5 -
3.
$ | EDIT MARKETING FIELDS x
1. Age Category
O overes O UNDER 35 O 3650
s1TO 65
4,
2. Total Trip Budget
O up 10 33,000 O 53,000 - 58,000 O 58,000 - $15,000
J s15,000 +
3. Trip Duration
O 14 pavs O s-10pAvs O 1120 pavs
J 21 DAYS +
5.

Cancel I
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Steps

Notes

Search and select client profile

See Client Lookup section

Click on Marketing Fields tab

Click GET STARTED

Will open the marketing form with options

Click checkboxes to set marketing field

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.

ADXe Partners Clients

1. Miss Sarah Smith < May 1981, Female | 216-444-2343 | sarah@smith.com

S

ITINERARY
BUILDER
v

Client Information
Companions
Additional Detalls and Preferences

Loyalty Programs

Notes

Resources © Bookings v  Cruise ID, ADX Ref, PNR, or invoce? QU Anna Kulej v

0

. 8 S 2 Z

ACTIVITY

v v v ~

INSURANCE CRUISE INVOICE TOOL

Marketing Felds © Opt

Travel Ecge markets to your dients on your behalf based on the options you choose. If yg
would prefer Travel Edge 10 not market to your clients, please click ‘opt-out

Age Category 36-5(

Client Status vViP

Life Cycle Married

Marketing TE Marketing

nterests All Inclusive, Birding, Hiking

N
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Steps

Notes

Search and select client profile

See Client Lookup section

Click on Marketing Fields tab

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.

Client Information Marketing Fields ® Opt-out [ Edit

Companions Travel Edge markets to your clients on your behalf based on the options you choose. If you
would prefer Travel Edge to not market to your clients, please click ‘opt-out.

Additional Details and Preferences Age Category 36-50 @ Edit

Loyalty Programs Total Trip Budget ~ $3,000 - $8,000 @ Edit

Marketing Fields Trip Duration 5-10 days (£ Edit

If your client does not want marketing emails, then please click the

"Confirm’ button to remove all the selected fields.
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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.

ADXe Partners Clients Resources ©® Bookings v

One Way Flight: Los Angeles to New York
Sunday, July 17, 2022 - Monday, July 18, 2022

Q Anna Kuley v

Advisor: Anna Kulej

1. ADXRef. 10090V Archive| Copy Quote| & Li [ quom |
CLIENT AND TRAVELERS INFO
3. — - CUENT: Sparch by name. phone, or emai n
Please select a client prior to specifying travelers

A Requirements
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Steps

Notes

Open the ADX reference

Click the CLIENT AND TRAVELERS tab

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.

AD Partrers

Oheres Fasources © ey v Q
ﬂ e mn >
[
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1 Frore 4964044540 o
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ra "
M w -
. v " v v re v
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M 2343
4y
+
+
e Oharges.
Fabdt ADX Smrwicw = At mans AUK Sorviw - Sewst lilrwrary
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ADXe Partrers Clients Resources (o]

One Way Flight: Los Angeles to New York Sarah Smith
Sunday, July 17, 2022 - Monday, July 18, 2022 ASvesor: Arna Kule
ADK Ref. 10050V] Archne | & : oo |

CLIENT AND TRAVELERS INFO

Phone 416-444-4343 IS TRAVGLING | &

RMATION FOR 1S Thap Unique data iz entered per traveler, cee fields below or

e Miss Sarab Smish | Cliers | May 4, 1981 |

7=| || Steps , Notes

1. || Checkthe “IS TRAVELING” checkbox e Available once the client has been assigned to
the itinerary

e Once checked the client details will pull into the

traveler box

2. || Verify the traveler information o

3. Press SAVE CHANGES e The form will close

4. || Verify traveler information is saved e 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.

AN Pariram sy Recurce @ Bosiewn v Cruim 0 A0N e PN orimenmn 8 C),  Sena Kty v
Ore Way Flight: Los Angeles to Mew York Sarah Smith
Ao Ao Mg

blonday, jure 30, 3033 - Tugsday, june 21, 2023
ALK R &TONTT | Aechvs | ¥ we| fF Lin

1. ELEMY; Sarats Svch | Phone: §16-444-4343 L =
CORTALT i ORMATION FOR Tiid TRI, LUrsgor s i eesgred oo irpveee jeon T below or
v IR Rl O AR LAST WAl
2. — s -
s AR OF mMEM FRATHHRAL ITY ] SAVE A% COMPANIN

[T sl £ - -

BAAAR ORT AR LHIC SRR

3Ll  DUNTRY wheCrAEty TRAWTI PR R &

-
- - o
o Oy Lo Iogches oo N Yk |
——— PR ———
1 e e cheta Al oty
SIATING PREFIRDSCE WAL PYREF DRENCT
b S Maa) Praderercs e

Salect Saaning Prafarance




Steps Notes
Assign client o

a | e This will open the companion list associated with
Click the "icon

the client
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Date of Birth

Moy 4, 1561
Juls, 16887
3.
Cxher Nov 19, 2000
Friend
Friend
Frienc
Boyfriend
Steps / Notes

Click the companion name

Click the name in blue to add to the service
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ADX Partners Clients Resources ©® Booking

One Way Flight: Los Angeles to New York
Monday, june 20, 2022 - Tuesday. june 21, 2022

ADX Ref. 4ZQYTZ| Archive | Copy Quote| & Link Scol

m c“e"( ™ ";.ve“.'" m m m

X Ret PNR. o o ¥ Q Anna Kulej v

Sarah Smith

Adwvisor: Anna Kule)

Q

CLIENT: Sarat | Phone: 416-444.4343 ] ISTRAVELING | =
CONTACT INFORMATION FOR THIS TRIP Unique data Is entered per traveler, see fields below or
ear and use cient deta ra sle
6 e Ms. Greta jones | Companion | May 4, 1988 | »»

Save Changes

= Steps / Notes

4. || Verify information e Companion information will automatically
populate

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

6. Verify traveler added .
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