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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.
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1.1. 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.
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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




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

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




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




