
 

 

 

 

 

 

 

 

 

 

 

 
Quick Guide –  

Companion Profiles 
 June 2022 



2 
 

Contents 
1. Client Profiles Overview ........................................................................................................................................................................................ 3 

1.1. CREATING AND MANAGING COMPANION PROFILES .................................................................................................................................... 4 

1.5.1 Create Companion Profiles – From Client Profile .................................................................................................................................. 4 

1.5.2 Create Companion Profiles – From Trip Reference ............................................................................................................................... 6 

1.5.3 Edit/Delete Companion Profiles ............................................................................................................................................................ 8 

 

  



3 
 

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 
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1.1. 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.  

1.5.1 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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1.5.2 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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1.5.3 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  •  


