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1.  Client Documents
ADX has six (6) types of client documents that can be sent directly through the system or downloaded:

Client Itinerary

Service comparisons (hotel, air)

Payment Invoice

Client Statement

Fee agreement

Additional emails — Bon Voyage, Welcome Home, Birthday Greeting, Passport Renewals

ADX does not automatically send any communication to clients, this is an advisor driven action. Anything sent out of the ADX
system will automatically CC the primary advisor on file. Any client document sent out of the ADX system will also be captured
on the trip page as well as the client profile. All emails sent out of the ADX system will come from noreply@traveledge.com?
unless advisor has a Travel Edge email in their profile.
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INVOICE NO. 28029790

FOR CLIENT: Cara Jones TRAVEL CONSULT.

Payment Summary

..............

Inveice Total UsD $630.77

Paiid on 05 Oct 2021 - Merchant XX00000000(1881 UsD §630.77

Amount Paid USD $630.77
Paid in Full

1 Affiliate agencies email will go out from noreply@adxtravel.com



mailto:noreply@traveledge.com
mailto:noreply@adxtravel.com

1.1.TYPES OF CLIENT DOCUMENTS

ADX will generate six (6) different types of client facing documents that you can offer to your clients.

1.1.1 Client Itinerary
The client itinerary is the main document issued by advisor to the client directly that contains all the service details and final confirmation
numbers. The itinerary can be customized on the Advisor Profile, the Trip Services Page, and the Client Itinerary page directly. A few things to
remember:

= Theitinerary can be fully customized before sending including branding and advisor profile information
= Theitinerary is meant to be used as a final document for confirmation numbers

ADXe Partners Clients Resources © Bocking v A 2 ¢ Q Annd ey v

Round Trip Flights: New York - Miami Cara Jones
Thursday, May 26, 2022 - Monciay, May 30, 2022 Advisor: Anna Kulej
ADX Ref, 70(62C | Arct | & Link [ owon |

Trip Name

All Se View by >
- Round-Trip New York to Miami  / -:- v
May 26, 2022 - May 30, 2022 m

Actions:

2= Esa Mlami Brickell Port  / | oowe IR
May 26, 2022 - May 30, 2022 m
Actions: 2

Actions:

J‘ Client Documents:

ce offered

Update

Send Itinerary
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Round Trip
Flights: New
York - Miami

Thursday May 26, 2022 - Monday May 30, 2022

Travelers: Prepared by:
Mrs. Cara Jones Anna Kule)
TravelEdge Corp.
anna kulej@traveledge com
1-800-387-2977

Round Trip Flights: New York - Miami
Thursday, May 26, 2022 - Monday, May 30, 2022
For Mrs. Cara Jones

DATE TINE EVENT

o Departure: New York [JFK), Terminal 4

Arrival: Mia

[x] Check-in: Esa Miami Brick

Stay: Esa Miami Erickell Port

=)

27

=)

Stay: Esa Miami Brickell Port

28

Stay: Esa Miami Brickell Port

=

29

K Departure: Miami (MIA)

30 Arrival New York [ Terminal 4
(1 ] Chack-out: Eza Miami Brickell Port
@ INSURANCE

o about the benefits o

2ak to your

to me any time during your trip at

DESCRIPTION

\R LINES (DL) 2219,

Address: 2

United States

i Florida 33129

Address: 2
United States

rida 3

Address: 298 SW 15TH STREET Miami Florida 33129

United States

Address: 2! W 15TH ETREET Miami Florida 33129

United States

DELTA AIR LINES (DL)

15TH STREET Miami Florida 33129

for any issues you may encounter as | want to ensure you have



Pricing

Thursday, K Round-Trip New York to Miami
o Itam Gost. Taxes and Fees Total Gost
May 26, Traveler:
2022 Mra. Cara Jones
ey Round-Trip New York 1o Miami 548220 USD 26541 USD SS4B.MUSD
Esa Miami Brickell Port 2101870 USD 2000 USD S 0BTouUSD
JK MIA Duration ADELTA
New Yori tiami ShSm
S5 5
0700 AM 1005 AM Total 81.80150 USD 2B541USD $1.508.891USD
May 26 tzy 26
Terminal 4
Terms & Conditions
Oabin:, Class W Passenger Name
Alroraft: BOEING 737-800 Cara Jones The travel-related products, sarvices, fares and other information (the “Travel Offeringe”) sat forth in this Itinerary, Quote, and/for
Brandt DELTA COMFORT PLUS Invoice | As applicable (Each hereafter refarred to as a *Traval Racord®) are provided by the suppliers of such preducts and services

Baggage aliowance: O Piece/Passenger which may include, without limitation, airlines, cruise line operators, travel insurars, hotels, and lecal ground operators (ineach case a

“Supplier” and cellectively the “Suppliers”)

Frequent Flyer Numbers R .
Passports must be valid at least six months beyond the date of travel. Ensure that you have il documentation required for travel
Mra. Cara Jones DELTA AIR LINES: 44443333 - . . . -
outside of North America. Entry into a country may be refused even if the required information and travel documents are complete
See Full Fare Rules & Restrictions (http://te-clients.uat te tid/air-fare-rules/5166014)

Living standards and practices at the destination and the standards and conditions there with respact to the provision and utilities,

Note: This Ar kinerary has been sent as a quote for information purposes only. Pricing and availability are sarvices and accommadanion may differ fram thoze found in Maorth America.

not guarantesd until booked and ticketed
No prices increases are parmitted afier the customer has paid in full If a prics increase is more than 7% (except increases resulting

from an increase in GST/PST/HST), the customer has the right to cancel the contract and obrain a full refund

©1 EsaMiami Brickell Port

298 SWISTH STREET
Miami, Florida, 33129,
United States

Phone 305356-3700

Studio Queen Bed Non Smoking

Check-in Stay
4 Nights
Amenities
High Speed Internet Extended Stay Available Wheelchair Accessible
Local Cals Parking Meai Plan
Pets Aliowed Laundry Facimes
Overview

AtExtendsd Stay America, guests find a frisndly homs away from home, whether for a day, a wesk or
amonth. Each of our 107 spacious suttes offers a fully equipped katchen, free WiFy, and a flat screen
TV with premium channels, with free grab and go breakfast and laundry Facilities onsite, Only 1 mile
from Downtown Miami, close to restaurants, and just 2 miles from the Port Of Miamd, our hotel is the
convenient, affordable choice for savvy business and leisure travelers. Hotel requires 2 valid credit
card on file upon check in for incidental charges or damages (o guast rooms. If no valid credit card or
guest is paying cash, a cash room depoait in the amount of 100USD per stay per room is collected.
After satisfactory inspection at check out, room deposit will be refunded. Refunds over 100USD wit
be refunded by check within 14 days of departure. _Visit esa.com/extendedperks to join the
Extended Perks rewards program It is free to join and includes exclusive offers from Extended Stay
America and hundreds of your favorite brands, no points required

Rate Description

Additienal airiine baggage fees may apply. Changes to itinerary may result in airline penalties and fees.
Alr Service Prices are subject to change untll ticketed and full amount is paid.

Suppliers may charge a fee for any cancellation or modification to your booked Travel Offering. Most travel bookings are non-
refundable and cancelled beokings will incur charges. These charges can be up to 100% of the cost of the booking, whether or not

your travel has commenced. Please refer to the supplier's terms and conditions for more information

This Travel racord is subject to Terms & Conditions. C

here to review the Terms & Conditions (htzp

[Ferwrw adxtravel.com/legal).

Please read and ensure you understand these Terms & Conditions when considering the Travel Offerings. By completing this booking
for the Travel Offerings, you agree to the Terms & Conditions.

Each Travel Offering is subject to additional terms and conditions imposed by the applicable Supplier of such Travel Offering, which

may vary from the Terms & Conditions.

IT 15 YOUR RESPONSIBILITY TO READ AND UNDERSTAND THE SUPPLIER'S TERME AND CONDITIONS RESPECTING ANY TRAVEL
OFFERING. BY COMPLETING THIE BODKING FOR THE TRAVEL OFFERINGE, YOU ALEBO AGREE TO THE BUPPLIER'S TERMS AND
CONDITONS.

Inthe caze of California, registration as a seller of ravel does not constitute approval by the State of California

Pricing
ltam Cost Taxes and Fees Total Cost
Round-Trip New York to Miami $482 80 USD BE541U8D $548.21U8D
Esa Miami Brickell Port 8101870 USD $0.00USD 8101870 UBD
Total 2150150 USD 26541 U8D $1.668.01USD

“Travel Edge Network, a division of Travel Edge (USA) Inc. and Travel Edge (Canada) Inc.*



1.1.2 Service Comparisons
Service comparison documents can be created using the Air, Hotel and Activities modules, to show clients up to four (4) different options on one
document. This document is formatted to show a cross section of pricing, class category, and other details of the service. A few things to
remember:

= Document type is ONLY available for air, hotel, and activities services
® You need to have at least 2 of the same service type on the reference for the Compare Services button to appear

ADMe Partners Clhients Resources ® Q
One Way Flight: Los Angeles to New York Advisor: Anna Kuley
Wednesday. june 22, 2022 . Wednesday, june 22, 2022

@ ' [ won

ADX Ref 420264

Al Service View Dy L -

= One-way Los Angeles tANew York / [ e I
Actions: 3

-+ Dv'bv\nylosﬂns-\uslnmel / BT -
un 22, 2022 - Jun 22, 2022 \ m
Actions: 3

% One-way Los Angeles to New York  / BT -
Actions:

» One-way Los Angeles to New York  / -::- v
Actions:

Add ADX Service ~ Add non-ADX Service « Compare Services « Sand itinevary




1.1.3 Payment Invoice
Once a payment has been processed on a service, an invoice number will populate under the PAYMENT tab Invoices section. The invoice number

is a hyperlink meaning you can send or download the invoice for your client. A few things to remember:

= |nvoices will ONLY show for services deemed as confirmed/paid by the vendor

= For hotels, invoices are used for commission tracking purposes ONLY and can differ from what the client pays at check out
= |nvoice number can take up to 24 hours to show as synched in ADX and the finance system

= A PENDING invoice has not synched into ADX yet

= Aninvoice number without the hyperlink is not yet available in the finance system

= Anything over 24 hours reach out to ADX support for assistance in synching

ADe Partners Clients Resources @  Bookings ~  Cruise D, ADK Bef, PNR, or imvaice &8 0, Ana Kule

Spring Break on the West Coast Cara Jones
Monday. Apeil 11, 2022 - Sunday, April 17, 2022 Advisar: Anna Kul|
ADX Ref. STMEWS | 4 &) & m

2 e - [

Travel Service £t Commission Tanes Cost
Round Trip Fights UZD $386.7% UED 3451 84 USD 3461444 PAD
£ar Diago Marriatt La jalla ; USD $118.50 USD $1.050.50
Consuitation Fee USD 50.00 USD $150.00 PAID
Total USD 5536.79 USD S5E0.34 USD 5581494

e ]

Number Type Issued service Payment Mathod Amount
Saa Oct & 2021 Residence inn La joll Marriott. La jolla 0000000001 BE1 usDh $630.77

s
Refund Qcot 5, 2021 Residence inn La joll Marriott. La jolla M0000000000 1 B3 USD $-630.77

ednCard




ADX Partners Clients Resources ® Bookings ~ uise ef, PHR, or Invoice# Q) Anna K

TRIP REF 51M4W4

INVOICE NO. 29029790 TRAVELEDGE CORP.

BASE TAXES LE
UsD $630.77 USD £0.00 USD 36
L L INFORMATION NFIRMATION: 256-6672257
Vendor: Travel Edge - Hotels Property: RESIDENCE INN LA JOLL MARRIOTT Start: 13 Apr 22 End: 17 Apr 22
Check In: 12:00 &AM Check Out: 12:00 AM Duration: 4 days Smoking: N/A

Payment Summary
Total Hote UsSD $630.77
Inveice Total UsSD $630.77
Paid on 05 Oct 2021 - Merchant XO0000OU00T 881 UsSD $630.77

Amaunt Paid UsSD $630.77
Paid in Full

Legal



1.1.4 Client Statement

A client statement will be available on any ADX service that has a synched payment invoice. The statement will reflect all invoices for all services

on one reference as well as amounts owing. The client statement will appear under the PAYMENT tab Invoices section. A few things to

remember:

Client statement button will ONLY appear when there is a synched invoice on the reference

Client statement will compile ALL service invoices on to one document

ADE Partners Cliants REsources @  Bookings ~  Cruise ID, ADX Ref, PNR, o bvoice # O, Anna Kule] w

Spring Break on the West Coast Cara Jones
Aaanday, Aprll 11, 2022 - Sunday. April 17, 2022 Agwigon Anna Kulg|
ADO Ref. 51MEWS | archive| & Link Booking

m m Pt @ m s st

[E] COSTSUMMARY

Travel Service Taxes

Round Trig Flights See Details LIS $386.79 LD 5451.84 USD S4.614.44 PAID
San Diego Marriott La jola UsD $118.50 USD §1.050.50
Consultation Fee

S0 $0.00 USD $150.00 PAID

Total USD 55.514.94

[E] PATMENT SUMMARY

[E)] INVOICES

Numb-ar Typa Iesued Sorvica Payment Mathod Amount
Zale Ot 5, 2021 Residence inn La joll Marriott. La jolla AOOOOOOOOO0 1 589 wUsD 883077

Credatsd
Refund Ot 5, 2021 Residence nn La joll Marnott. La jola OO0 881 USD $-630.77

et ard

10



ADX Fartners

Resources L0

INFO

Vendar: T

HOTEL INFC
Vendor: Travel E Hare

Check In: 1.2:00

Property: RESIDENCE INN LA JC
Check Qut: 12:00 AN

Payment Summary

Paid on 05 Oct 2021 - Merchant X

-

A

TRIP REF 51M4W4

TRAVELEDGE CORP.

CONFIRN

CONFIRMA
OTT  Seart: 13 Apr 22

Duration: 4 days

Invoice Total

Amount Poid

AATIOM: PF5162723

TION: 25 2257
End: 17 Apr 22
Smoking: MiA

IS0 5150.00

USD $150.00
IS0 515000

USD $150.00

11



1.1.5 Fee Agreement
A planning fee agreement is generated when creating a planning fee through the Invoice tool automatically creates a client fee agreement that
can be printed, downloaded, or emailed to your client. A few things to remember:

= The fee agreement ONLY creates when using the Planning Fee flow through the invoice tool
= Fee agreement will appear under the SERVICE FEES tab

= The fee agreement is not mandatory

= Refer to the Invoice Tool Guide for more information on this functionality

ADX¥e Partners Clients Resources © Bookings v O DX " avoxces Q  AnnaKulel v

New Trip Planning Quote Sarah Smith
Sunday, July 2. 2023 - Sunday, july 23, 2023 Advisor: Anna Kuley
ADX Ref. 4ZQZ7Z| M | Copy Q & Link Booking [ quan |

Fee

e ¢
- i V]

Planning Fee

You have added Consultation Fee to a single itinerary in
the amount of USD $100.00.

Change Fee
Planning Fee
Y ¢ added Planning Fee to all itineraries as Custom Fee
suggested in the amount of USD $50.00
Planning Fee .
Y sve added Planning fee 2 to all itineraries as m BViEwWT ; 1%
suggested |n the armount of USD $100.00
4]

Add ADX Service ~ Add non-ADX Service ~ Send Itinerary



TRIF REFERENCE

CLIENT Mr. Sam Smith

TRAVELERS

YOUR ADVISOR
EMAIL

OFFICE
COMPANY

ADDRESS

p Planning Agreement

This document represents an ag

Sam Smith requires travel arrangements fo

Katz Cruise July 2023

t Sam smith by providing the following serv

Anna Kulg| will

Consultation Fee;
Qir quote

nd not for the tra

planned trip is booked an

j Lo process 5 cred

By signing this agreeme

Consultation Fee LISD 510:0.00

Signed.

t between Sam Smith and Anna Kule| for the provision of

el planning services.

vel itself, It is non-refund

e, regardless of whether or not the

t card charge for the services described above in the amount of:

i K

Sam Smit Monday, May 09, 2022

13



1.1.6 Additional Emails

Advisors can also opt into ADX sending clients additional emails such as:

Bon Voyage — 1 day before trip start date
Welcome Home — 1 day after trip end date

0O O O O

Birthday Greetings — On date of birth indicated on client profile
Passport Reminders — 90 days before expiration entered on client profile

Additional emails can all be opted in or out of and defaults can be customized on the advisor profile. A few things to remember:

= Additional emails are OPTIONAL and do not automatically send to your clients

= These documents cannot be downloaded to send, they auto send from noreply@traveledge.com to your client

= Customize the Bon Voyage/Welcome Home email formatting on your client profile OR/AND the trip services page
=  Optinto the Birthday Greeting and Passport Reminder emails on the client profile

Enjoy your trip!

f | can be of any further assistance before you travel. please do
not hesitate to contact me, My emall address and phone
numbers can be found below.

Kind regards.

Anna Smith

WELGOME
~OME

Thank you for entrusting me with your recent travel
arrangements. | h,pe that your journey exceeded your
expectations and that you had a wonderful time while you were
away.

| would appreciate any comments and feedback about the
quality of travel services | arranged for you

| look forward to helping you plan your next trip.
Kind regards.

Anna Jones

14


mailto:noreply@traveledge.com

Happy Birthday & Best Wishes!

Hello,

Happy Birthday - May this special day be fliled with lots of happy
moments, and may the year to come be filled with health,
happiness and travel!

All the best

Anna Smith

Passport Expiry Notification

My records indicate that your passport is expiring soon. Please be
sure to renew it so that you are ready for your next adventure!

You can find the passport renewal form at
https://travel.state.gov/content/passports/en/passports/forms.htmil

All the best

Anna Smith

15



1.2.CLIENT ITINERARY

The client itinerary is the main client facing document that can be emailed and/or downloaded as a final travel document. The itinerary will
contain all the travel details, confirmation numbers and advisor contact information. The itinerary can be customized for content, branding and
length from three different areas in the system:

= Default Customizations - Advisor Profile: Set defaults for logos, branding, notes, messaging
= Trip Specific Customizations — Trip Services Page: Add specific trip details, names, images
= [tinerary Documents Customizations — Add/remove sections

Jones New York
Business Trip

Monday June 20, 2022 - Tuesday June 21, 2022

Travelers: Prepared by:
Ms. Greta Jones Anna Kulej
Anna's Travel
Anna Kulej@traveledge.com
566-444-5666

16



1.2.1 Itinerary Review

The itinerary is broken down into sections that can be customized for content, branding and length.

Logo uploaded from Advisor Profile

Brand default from Advisor Profile

Cover Image from Trip Services page

Trip name from Trip Services page

Traveler details on Trip Page

Advisor info from Advisor Profile

Jones New York
Business Trip

Monday June 20, 2022 ~ Tuesday June 21, 2022

Travelers: Prepared by:

Ms. Greta Jones Anna Kubey
Anna’s Travel
Anna Kule)gtraveledge com
B55-444-5600

17



Itinerary Status — Quote, In Progress, Travel Ready

Executive Summary of services on the itinerary

247 VIP support information

Insurance status

Trip Description from Trip Services page

Default notes added on itinerary page

Advisor image from Advisor Profile page

Advisor background from Public Profile

Advisor Contact from Profile

Monday, June 20, 2022 ~ Tuesday, June 21, 2022
For Ms. Greta Jones

QATE T SVENT DESCRE TION

n e ' Departure Los Argeles (LAX) Terminal 0 AMERICAN ARUNES (AA) 733, Economy

20 Via: Lo Vegas
3 Checkein 51 Pags New York Addrees: TWO 5TH AVENUE AT 55TH STREET New
York 10022 United States
IEE ocoxv | ¥ | Arviver Now Yok R, Tormnai®
4
0O Chack-out: 5t Regs New York Address: TWO 5TH AVENUE AT S5TH STREET New
York 10022 Unitec States

() iNsurance

SOeak 10 YOul Avisor about the hererits of purchasing

travel imsurance today

Notes
Trip Desorp

Alr fare and hotel details providec

1 founa the following ineraries for you Let me know whal you thenk!

Hetlo Geeta,

WHat SEATISS OUt M & keen desire 1O AN ANE OCgANER, Turned Into & fve long carser of
roating DOty Crafted memones 10 My frencs, famdy and chents.

Sncerely,
Aran Kaleg

Anoa's Traved

Anea Kudn@worldwewtravel com
£55-444.5656

18



Service details ordered by
calendar view on Trip Services

page

Footer Logo from Advisor Profile

Jones New You

Monday,
June 20,
2022

th Besencss Trp

Y Ono-way Los Angeles to New York

AMEIFICAN AIRLINES Flign T39
. .
e Aot Yy

Onrntion v

LAX LAN
. A-gries P -
Y] o v
T wow

Aroraf. ARSLD A 00200 Mela ren
Braset MU S

L LT T y—

A0 S Lavower 0 Lae Vegas

AA-MORIES T AN T - L O NCIGAL LIPSV ATE FANE A590 PO LY PO
FIRECT TORETIMOVALDATING CARNER - AACON D T COOE LR ¢ '
i - ‘ve «r
o a2t - Y oe Ve oty 204 S

Wt This Al Reniary bas

P bl | it o o (b
AMESICAN AIRLINED Filghe 338
<
Akt Ny

LAS i Ourwton Mo

M Vingae e Yorb " An

)40 I 00 AN

pe— areoret 8

Aworaft #0160 THT 40X Frets dwen

Braved Al CADI

Bagpage slowanos ) feca Vs nange
AA MOMNLY T ATEDW WL W ILT TR "o AMUEFINVATE TN LR L. ALRFOM
FUNECT TORE TINGIVACDATING A RREN - ARCOMNP DFACTM X LD D001

[P o on e fare o dun/TIIE

Pt This AF Anataty but tearranvsd 40 4 e arpme v el oumhet o
P wrtasd i boce s ad iotae

Pp——— oY
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Pricing breakout by service

Terms and Conditions

Terms and Conditions pricing

.- o e at Fane e
— e ecemx Es L e
—— 4 - L -
T T S o P o .- 950 0 Laa
e bl o0 te e LR sanee e
e e s e 80 -
Terms & Condutions

TG travel 1913504 producte, services, Pares snd other Infermation (1he *Travel OfMaringa™ ant forth in this Mirerary, Guote. aedior invalce . As sppicatee (Each
hereafiar refarred 13 a0 3 “Travel Secord’) 310 provided Dy 1he sppiiens of sech products and services which may Inciude, wrhout limitaten, airlines. c1uise fee
PO, ravel Maurers, Dotete, A0 ool greend cparatons (n €ach Cole & “Buppler” and collectively the “Suppless’]

Pasaports must be veled ot nast sic manthe beyond the date of tavel [aswie that you have ol ducumentaton sequred for travet sutside of North Amesica Cnirg weu o
Country may be refused aven ¥ the et rfurmats traved l

Livirg vEancarde 30d §ractices a1 the deslination and (he varCards and condiioos (here with 1espect 10 I provisien snd Utilies servites #ng 2icommoCsbun may
it feom Dows found in North Amernca

o prices Are peenittes after the b Pk 0 Sl IE 8 prlcm Increane s maore than TN lercept sting tromm e In GETPETANT,
he Cushommr Fas (he right o Cancal the Conract and obtam 2 Wt refund

Adczion sl sk ire Daggags 100 may apdly Changss 1u Cewriry My rosull I wriing pendition 30d Tees.
Alr Dertcn Prices are vald wull 12-302000

BupuBers may Charge  New Bar any cancel sthar w moSRcatnn b viw Disked Travel Ofeing Must tavel bockiegs are e\ anl e

et Charpes, Thawe Charges can Do o tu 100% of Ow Cout OF the BOURING, whether or not yourt Ll Ris Commueaced. Pladss 1efer 10 the polier's berms sad
~-‘. (™

This Travel record i sutpect 10 Tarmm & Conditions. [k bers b revs e Tarms & Cand it (vt ol Jga] Passe rand snd erware you

wrderaland (hese Teims & Co whan W e Travel Offecings. By " s W 100 The Travel Offerings, youl agree (0 1he Tarms A Conditers.

308 Traval Offuring is ubjodt 12 3SATGA Larme and by tha appheatl of guch Traved Offaring, which miy vary froe the Temes &

Conators

1T 56 YOUR REDACHSENLITY TO READ AND UNDEROTAND THE SUFFLICATS TERMS AND CONDITIONS ALAPTCTING ANY TRAVEL OFFERING. BY COMPLETING
THIG BOOKING FOR THE TRAVEL OFFERINGS. YOU ALSO AGREE TO Tl SUPPLIERTE TEAMO AND CONMDITONIL

W the v of Calfonia, reghetration as & seder of Uavel Gows S0 Constitete apguoval by the Buate of California

Pricing
Item Cost Taxes and Foos Total Cost
One-way Los Angeles to New York 9349.64 UBD $5542 UAD $40500 USD

5t Regis New York $1,245,00 UBD 9244.52 UBD 81.480.52 UBD
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1.2.2 Default Customization — Advisor Profile
Set defaults for messaging, logos and branding details. These defaults are set up once and available every time you use the documents. The
defaults are set from the advisor profile page.

ADXe Partners Clients Resources @®  Bookings ~ CruiseID, ADX Ref, PNR. or Invoice #  Q  Anna Kulej ~

Welcome Anna!

% Q

Access Set Change
Sharing Preferences Password

Communication
Profile

to your

bookings with other

and documents.

u:

Communication Profile Update Public P

Welcome to your communications profile. On this tab you can control the appearance and contents of emails and documents that your clients will
receive from you via ADX.

Flease click on the headings below to update the various communication profile items.

Specify Your Address and Upload Your Portrait

Brand Settings

Upload Your Logos

Define Standard Notes for Inclusion in Client Itineraries

Define Standard Service Descriptions for Planning Fee Agreements

Customize Body Text of Itinerary Emails

Define Your Email Signature Block

Customize Body Text of Bon Voyage and Welcome Home Emails

Set Advisor Loyalty Number for Hotels
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1.2.2.1 ADVISOR BIOGRAPHY - PUBLIC PROFILE
Create an advisor profile showcasing who you are, your expertise, awards and reviews and be searchable on the Travel Edge website, advisor

page. Once you fill in the details make sure you make your profile active. Updates to the profile may take up to 24 hours to appear on the
website. The information from the bio description will automatically populate on to the itinerary.

ADM Partners Clients Resources @  Bookings v  Cruise ID, ADX Ref, PNR, or Invoice ¢ O,

@ Welcome Anna! Use the following tiles to update anmy aspect of your ADX profile.

Anna Kule] w

¥ it

Communication Access Set Change
Profile Sharing Preferences Password

Control the appearance ¢ Change your p
and contents of emails ADX values rtain fields

and documenis. Sers. within ADX. your account is secure.

Communication Profile 1.

al anylime s

Steps / Notes

<48
|11

Click Update Public Profile e Located on the right side

=
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https://www.traveledge.com/our-advisors
https://www.traveledge.com/our-advisors

Factiwnn

oL tan lezare

Carewr of ©

Reviews &
Recommendations

WHae ar amEzng Tme we had
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Steps

Notes

Check box to make profile public

Check the “Make Public” checkbox for the profile to be
active

Profile will NOT show on the Travel Edge website if this
is not checked

Updates may take 24 hours to appear

Website: https://www.traveledge.com/our-advisors

Fill in contact details

Mandatory fields marked with *

Upload profile image and banner image

Banner image is mandatory
Banner image appears at the top of the TE profile page
as a highlighted image

Enter a bio and bio headline

Biography is mandatory
This section will show on the client jtinerary
automatically

Add specialty information

Highlight destinations you specialize in

Enter specialties you service

Enter languages you service

Highlight awards and accolades you’ve received

Add social media links

Add reviews and client recommendations

Multiple entries permitted

Save changes

Updates may take up to 24 hours to appear
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https://www.traveledge.com/our-advisors

1.2.2.2 ADVISOR CONTACT AND IMAGE

Set your advisor contact information on your communication profile for it to show on the itinerary. The default profile is what is used when
creating your advisor account. All fields except your email can be updated on your communication profile. Upload an image to show on the

itinerary OR leave it blank, it’s up to you!

ADX Partners Chents Rescurces © Uochings v ' e Q Arna Vadej v

Change

Preferences Password

Profile

Cortvol v appearance wROWIC defaut nINge you
454 ruterts of emady

ad SoQameers.

Fiedase Ok on (R headings Detow 10 UpGate the vanous COmmancation profie fems

p JUPE— 00cify Your Address and Upload Your Portrar ~

When ADX gerer stes & POF Eserary, (voke O “compare” tatile for sending (0 your (Sents. there 15 3 yection that contain inforrmat

the advisor, If you would She your address 10 appedr Sifferent thon your default branch address on Clhent documerts. please specfy the detals

Sehow

Note - If you are an “Inside adviser/employee. you will not be able to chonge your amad oddress.

jefauh Profile Commuracation Frofie
Name Arva Kule Name Anva Xule
Company Trave! £8ge HQ Company

Email  Arn Kb @worovmewts et Con

Phone 714540740 el e Kulserveliecg

Mobile Phone oo 1445666
oz NATHS04 Mobile
Address se 333 City 5w, West
Orange. CoMorm, 529863 United LL BT 20

Address  ADousss

ITATLPROVINGE
New Yok
TIMPOSTAL CO0%

5
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Steps Notes
Click Communication profile
Press v on Specify Your Address and Upload Your Portrait First tab

Upload your advisor image

Image must be in jpg, jpeg, png or gif format
Max file size is 200kb

Update communication profile

Everything except for email can be updated

Press SAVE PROFILE CHANGES
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1.2.2.3 BRAND SETTINGS
The itinerary brand settings allow you choose from two different types of cover pages: TE branded and White Labeled

The Travel Edge theme showcases the TE colors on the cover page whereas the White Label theme has a white background.

AD Partners Clients Rasources &  Bookings v  Cruise cced O Anna Kulej

Q i

Set Eh-ngi

1.
Communication Actess
Profile Sharing Preferences Password

Control the appearance
and conitenis of emails
and documents,

Update Public Profile

Communication Profile

Welcome to your communications profile, On this tab you con control the appearance and contents of emails and documents that your clients will

recenve from you via ADX

Please click on the headings below o update the various communication profile items

a

kN Brand Settings

Brand Thame

Travel Edge White Label

Itinerary templates

TEMPLATE 2
TOMIFLATE 1
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Section

Notes

Click Communication Profile

Press v on Brand Settings

Press on desired brand theme

Travel Edge has TE branded colours
White Label has a white background

Click star in corner to select

This will set the default for the itinerary
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Travel Edge Templates

Template 1

Sparrow’s
Anniversary
Cruise

Saturday November 7, 2020 - Saturday November 21, 2020

Template 2

Sparrow’s
Anniversary Cruise

lay Noverr r 7, 202( Saturday Nov be

29



White Label Templates

Template 1

s
Anniversary Cruise

Sat Novr 7, 2020 - Sun Nov 21, 2020

parrow’s

Travelers:
Me. James Robert Sruith, Mr. James Aobert Bman, Me James Robers Smah My, James
Flobert Smith, Ma. Alda Mcl ocking

Prepared byt
Jonathan Mason
Jonathan masongiraveiedgs om, 1-800-387-2077

x

Template 2 Template 3

er rg
o o |
I4 |I4

B

Sparrow’s Sparrow’s
Anniversary Cruise Anniversary Cruise

turday November 7, 2020 - Saturday November 21, 2020

o0t avwiadge vom

1-800-307-2077
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1.2.2.4 UPLOADING LOGOS
Your logo can be uploaded and used in three different ways on the client itinerary:

o On the title page
o On the footer of each page
o On the invoice and comparison documents

ADX¥ Partners Clients Resources ® Bookings v~  Cruise ID, ADX Ref, PNR, or e¥ Q AnnaKulej v

nd to client

ADX provides you with the ability to customize all of ¢
upload sections relating to cific parts of the cu
optimize the visual experience for yourself and your clients

with your own logos. Below you will find three different
ections allows you to upload a at will

er experience. Each

g0 with proportions

Upload your title page logo

This is the logo for the title page of the client itinerary. Please provide an image with a height of at lea:
The width should be no larger than 600 pixels, it will scale vertically and then center ho
t of 85 pixels with a width of 85 pixels. The image size limit is 200 KB. The recomm
transparent background functionality on the title page. Please contact ADX support if y

50 pixels and no more than 600 pixels.
ommended for the picture i
rmat is .png, .bmp or .gi
mage is not displaying as expected or contact advisor

1image 0 support

services if you need additional

u | Choose File | No file chosen

Upload your footer logo

assistance.

This is the logo for the fo
W ould b larg
50 pixels with a width o
[

inerary. Please provide an image with a
height of
ected or

t will scale vertically and then center horizont:
ize limit is 200 KB. Please contact A

n | Choose File | No file chosen

Upload your invoice/compare logo

is included. You can create

rsonalized logo and uf

d it
ure to follow the image gt ines: of 180 pixels is

mended width is 600 pixels. The maximum file size is 200KB

Bl oo ) vo e chosen

When uploading files be sure to check the requirements for each logo type to ensure it will look proper on the client document.



Al Parinery

Crents Resourees ®

3.

rw A 8 your
e et . S Ay AL

e

Set
Preferences

[t

Customtie oetas
s 904 CPTLIY Rty

a,

Change
Passwoed

Yo pas suteword
& argee |n ewsse

yOur TRt Iy wmtre

Upiaad yoar title page lags @ Open
el s ol v rls | 0 TE Ban_
: : . |
. - e = » w poge Tanie . ‘
cels B > e * New 1oider

e + [T

Ut pirar fsetes g

” . f <ha chm . anre . . |
' [ . pere .. > on corre i - Pctes
B ety il s el of 200 ke Yy s 3w Bt ——yiv|
2= np——— ord > J P— .V.r;lcs
3 G
Bl e ke
File name
Upsad pruer nwisn/suimpere loge
+
04 grroe e (& o e J »oged
o sy . ’ in ¥ brer Lplzace |
r et . # T T T T DT Y TR TY VI PO

)

Documents
Downloads

Music

ten-banner TEN banner-A
ADX Rewzed DX-600x5701a

anoll

All Fles

[ o= ]

Cancel
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Steps

Notes

Click Communication Profile

Click v on Upload Your Logo

Third tab down

Click CHOOSE FILE

Select from title page, footer, invoice/compare
Maximum file size 200 mb
Check the min-max height size requirement
Check the width min-max size requirement
Recommended:

o For title logo — 85h x 85w pixels

o For footer logo - 50h x 200w pixels
For invoice — 180h x 600w pixels

Locate the file on your computer

Press OPEN This will attach the file to the logo selected
If file does not meet requirements an error will appear,
and file will not attach

Verify logo Logo will show on page when attached
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1.2.25 DEFINE STANDARD NOTES

Create notes on your profile to easily add to the client itineraries. You can create unlimited notes in your profile.

ADMs  Partners Chients Resources @  Bookings v Cruse |0, ADK Bef, PNE, or iovoice 8 O, A Kulej w

Q

Communication Change

1. Profile

Password

Communication Profile

‘Weloome to your commurications profile. On this tab you can controd the appearande and (ontents of emails and doouments tat your chents will
receie from you via AD0C

Please dick on the headings bedow To update the various commaunication profile items.

. A——— [cfine Standard Notes for Indusion in Client Itineraries

When you are preparing to send an tinerary, invoice or "tompane” table to your dients, ADX gives you the ability to add or edit notes that wall be
inchaded in the PDF, To save you from re-typing or copying & pasting the same content into each finerary. you can define one or more standard
messages that you ¢an insert into the itinerary before sending it out. You can also pick one message to be defaulted inio all PDFs generated by

Al
Quole N | found T'leTollmﬂg ioneranes fior YOLL Let me ki wiat you thank!
Ticketed ™
Alr Comparg ]

Hotel Compane ®
3. —— [ e e
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Steps

Notes

Click Communication Profile

Click v on Define Standard Notes for Inclusion in Client Itineraries

Fourth option down

Press ADD NOTE

Name the note

Add note details

Press SAVE MESSAGE

Note will be saved on profile
Note will appear on client itinerary page and be
available to be added
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1.2.2.6 CUSTOMIZE BODY TEXT OF EMAIL

This section will let you set what appears in the client email when sending out the client itinerary. Each tab will let you set verbiage for all the

different types of client documents that are available, we will be focusing on the client itinerary.

Al Partaery Clients Pesources @ Sebingy v Cum D ADE R PN e s QL Aene Gy

Q,

Change

1 Preferences Password

Communication Profile “

Weicome to your communicationz profile. On thiz t3b you can control the agpearance and contents of emadz and cocuments that yoor chents will
receion from you vis ADX

Flase cick on tha hesding: telow 20 update the Vanous COMMUNICILON prof e items

Whan you send am iineary, iwoice. chent statement. Dlanting fee 2@ eement Of “compare” table wa ADX. It witl Dn attached 10 an emad a3 » POF
SOCATEnt. W Nave Orovided the Sefauit woeding foe thase emals. But you Cor udtomize the text below # you prefer

- = - - Port - S -

B I L

.
Pesre Snd stached the Quste St Yo spcomesy S0

1 you Nave oy quentians pladse g e el

Bet Rogares
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Steps

Notes

Click Communication Profile

Click v on Customize Body Text of Itinerary Emails

Sixth tab down

Confirm on Client Itinerary Tab

Defaulted option
First in the list

Add email communication

Press SAVE EMAIL TEMPLATES
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1.2.2.8 DEFINE YOUR EMAIL SIGNATURE
Customize the signature that appears in the body of all emails sent out of ADX.

& D BarzrETy Cliezm [FTESTA sl 18 0, SO i g n O s g

Communication Profike

Fabasd Oah B8 T Mahdnfs S 15 LI M [T v ieh DT T a0 o OF b BREs.

Sty Pimor Mabel s, @l Uiploded Wouwd Podrsd

Dirfirw Srarssiard Motes tor indhuion = (e Neeranes w

Dhebirae Sramiierd Seneoe Dearripiions dor Plsrrsng Fes dgresmemas L

Wi i 1 e iy, vnion et slsle el plernieg fee s vereet o “romeer” b e A el by staced 0 o el an g POE
SECLFHET W SRR OV 1PTES ORI e L o e 4 e sl Ve v inchade i tenl starmaner o e BT BT e

Tk 0SB R

Wil PR B

ELLF R ELFR S T o FTES o]
-1

Trorn Ok 44151

iminast g




Steps

Notes

Click Communication Profile

Click v on Define Your Email Signature Block

Seventh tab down

Define signature

Press SAVE EMAIL SIGNAUTRE
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1.2.2.9 DEFAULT CLIENT PAY OPTION
Client Pay allows you to add a payment link on the client itinerary for your client to process their own payments for applicable services. Set the
default to ALWAYS show on the itinerary or remove it completely if you don’t plan on utilizing this functionality.

ADKe Partners Clients Resources

(0] Bookings W " &d Q

§ @ & o a
Communication Access Set Change
Profile Sharing Preferences Password
Customire default
values for certain felds
wiithin ADX

Set Preferences

Air Search Inventory (GDS) Preference Al W

Commission Display Or w

Files to show upon login ("Using ADX As” field) Mine Only v
2. Default Client Pay selection (when available) ff -

Default Currency

Client Itinerary Canceled Services Visibility Show by Default ~
Alr Search Filters No Filter Applied ~
Hide Agent Profile in Client Itinerary No ~

:

°=| || Steps & || Notes
1. || Click Set Preferences .
2. || Click v for Default Client Pay selection e Fourth option down
e Select ON or OFF
3. || Press SAVE PREFERENCES °
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1.2.2.10
Default option of whether any cancelled services on the reference appear on the client itinerary or get removed automatically.

CANCELED SERVICE VISIBILITY

ADX¥e Partners Clients Resources

Q

Communication
Profile

Control the appearance
and contents of emaiks

and documents.

Set Preferences

Air Search Inventory (GDS) Preference
Commission Display
Flles to show upon login (“Using ADX As" field)
Default Client Pay selection (when available)
Default Currency

2. — client Itinerary Canceled Services Visibility
Air Search Filters

Hide Agent Profile in Client Itinerary

s

i

Access
Sharing

Share access to your

bookings with other ADX

users

©

Bookings v e ces2 Q  AnneKulej v

a,

Change
Password

Change your password

at anytime e

your account

Show by Default

°=| || Steps & || Notes
1. || Click Set Preferences .
2. || Click v for Client Itinerary Canceled Services Visibility e Sixth option down
e Select HIDE or SHOW by default
3. || Press SAVE PREFERENCES .
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1.2.2.11  HIDE/SHOW AGENT BIO
The agent biography pulls from the public profile page. When active, the itinerary will show the advisor photo as well as the biography
paragraph within the executive summary section. Advisor has the option to default this section to be turned on or off on the document. If turned

off, the document will simply show a signature line.

ADX Partners Clients Resources @  Bookings v . + Q  AnnaXulej v

" Q %
Communication Access Change
Profile Sharing Password
Control the appearance Share access to your Change your password
and contents of emails bookings with other ADX ot anytime to ensure
and documents users your account is secure.
Set Preferences
Air Search Inventory (GDS) Preference v
Commission Display Or v
Flles to show upon login (“Using ADX As" field) Mine Only v
Default Client Pay selection (when available) Off -
Default Currency usD v
Client itinerary Canceled Services Visibility Show by Default v
Air Search Filters No Filter Apphed G
2. Hide Agent Profile in Client Itinerary No v
v |
T e e z
W —
“=| || Steps & || Notes
1. || Click Set Preferences .
2. || Click v for Hide Agent Profile in Client Itinerary e  Eighth option down
e Select No or YES to hide profile
3. || Press SAVE PREFERENCES °
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1.2.3 Trip Specific Customization — Trip Services Page

Customizations related to specific trips are done directly on the trip reference page. You can personalize the trip name, descriptions, photos and

ordering of the services through the TRIP tab of each reference.

ADXe Partners Clients Resources @  Bookings v  Cruise ID, ADK Ref, PN arlnvoice ¢ Q Anna Kulej w

Sarah Smith
Advisor: Anna Kulej

Jones New York Business Trip
Monday. June 20, 2022 - Tuesday. June 21, 2022

ADX Ref. 4ZQYTZ | Archive| Copy Quote| & Link Bookings m
Trip Name Dates
Jones New York Business Trip 06/20/2022 |4 } 06/21/2022 | Y Add details/notes v
All Services View by: =
» One-way Los Angeles to New York  # Rename v
Jun 20, 2022 - Jun 21, 2022 Book
Actions: Select New Flights - Ask Air Support - Seat Plan - Fare Rules @ Remove
lem 5t Regis New York # Rename hd
Jun 20, 2022 - Jun 21, 2022 e
M Remove

Actions: Wodify

Actions: Reorder Services

Client Documents:

A Estimated Quote @ USD $36.00
Potentiol Commission USD 59.00

Insurance offered

Update

Add Insurance

Send Itinerary

Add ADX Service = Add non-ADX Service =
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1.23.1 CUSTOMIZE DETAILS AND NOTES

Personalize the itinerary buy updating the trip name, add a trip description, confirm your advisor background, attach pretendent documents and
a cover image.

ADXe Partners Clients Resources @ Bockings v Cruse® ADX Ref, PR or oz Q) A Kuiley v
Jones New York Business Trip Sarah Smith
Monday. june 20, 2022 - Tuesday, June 21, 2022 Advisor: Anna Kule
1. ADX Ref, 4ZQVTZ | Archive | Copy Quote] & Link Bookings m
2 we eedolioninni m e
3. Trip Name Dates
jones New York Business Trip 06/20/2022 ‘ 0 ’ 06/21/2022 i () Close A
4, Description 1300 charactens max  Upload Attachments 4MB mas
5 Air fare and hote! detaiis provided Choose Fie | No fie chosen
Upload Cover Image 4M8 max
4
6. Choose File | No fie chosen
Advisor Background 1300 characters max
e ~egt pat ' Fu Lmm Brew ) wetr & | I5es Megte
* wET Pase tore e @ rages wil e Joated = it
7. What started out as a keen desire to plan and organize, turned into a bve long career of S Wi helswsaly. Uaing mapm o) S &
PORANE W M DT T W VD 08 T TOW 2179 e
creating beautfully crafled memories for my friends, famdy and clients -
%~
Advisor-only Notes

Sent May 10th, Need to follow up

Cargel Save changes
5~

| Mide Cancelled Services
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Steps

Notes

Open the ADX reference

Click the TRIP tab

Update the Trip Name

This shows on the title page

Add a description

This shows on the executive summary section

Upload an attachment file

This will get added as an attachment on the itinerary
page

Upload a cover image

This image will show on the title page

Confirm Advisor Background information

This will pull from Public Profile

Press SAVE CHANGES
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1.2.3.2 HOTEL AND ACTIVITIES DESCRIPTIONS

Hotel and activities description details can get lengthy with redundant information for your client

service to streamline the information provided.

ADN Partres Oherma Reveuries D

Jonus New York Business Trip

Monday, June 20, 2002 - Tuestay June 21, 2022

A Rt £JQYTZ »
Trip M Setmy
-
2, ———————— o wegalew ek
Actoms
Rate Type: 51 78 Profered Parine Sebre Address:
Oheck e o 20, 2022 TWO STH AVENUE AT 98T STREET
Ohvack Out: 1 71, 2013 Now York Linsed Sttes, 14
Phone © 2127534500
Websie ;

: Carvmilotian Paluy

Otrer Intarmaran

DTS TANES AND SURCMARGES

Mote Beretex

Serah Smi

th

Advadr: v Ko

Send Wimevary

. You can edit the description fields on the
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Steps

Notes

Open the Trip tab

Expand the service details

Press the v to expand

Press the EDIT button on the section

Edits will be saved
You can revert to the original text after customizing
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1233 REORDERING SERVICES

Depending on what order you quote your services in, the itinerary may show them out of order — hotel before the air for example. This can be
easily fixed by reordering the services on the trip tab.

G
;;_ | REORDER SERVICES

Flodse drag-and-arop the services Delow 10 arrange the order in which
you woulad ke to have them daplayed. Thes order will be refiected on
any outgoing chient documents

W ONE-WAY LOS ANGELES 1O NFW rORX

o 5T REGHS NEW YORN

you will apply the current ordering to all days of the
ous quote.wide service ordering will be updated for
the services Bsted Above. Any existing day Specific order you may have
saved takes precedence and wil remain intact
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Steps

Notes

Open the Trip tab

Press REORDER SERVICES

Reorder services

Drag and drop the services into the order desired

Press SAVE CHANGES
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1.2.4 Itinerary Document Customization — Itinerary Page

The client itinerary length and content can be controlled directly on the itinerary page before emailing or downloading the document. These
customizations would be done every time you send the itinerary document. REMEMBER: To save changes on the client itinerary you MUST
press the Save/View Client Itinerary Changes button for them to take effect.

A Partners Chents Resources ©®
Jones New York Business Trip Sarah Smith
Monday. Jure 20, 2022 - Tuesoay. jare 21, 202 AOVTor AnNna Kule)
1. ——————————aowet g2 & [ _oem |
e m m m m ;.
Trp Name Dates
ne - - v

All Services View by =

¥ Ooeway Los Angeles to New York  /

Jun 20, 2022 < jua 21, 2022

Actions:

B 5t Regos New York /S

Jun 20, 2002 . jus 21, 2022

Chant Documenty
snce offered




Steps

Notes

Open the trip reference

Press SEND ITINERARY

Settings are changed directly on the itinerary page
before sending/downloading
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1241 SELECT SERVICES AND ADDITIONAL INFORMATION

You can select what services to show and remove from the itinerary by unselecting the service checkboxes. Unselecting a service will remove

that entire section from the client document including pricing breakouts.

A Parimers Clients Resourcen (o] A ——

aw 10, AT Bt PR, o irwscw @ O, A Wabey

= RACK T ITINERARY

SFECIFY ERAAL CONTENTE

- rofepl Tt dge com w
L CTRRTE P
—— jorues Mew fork Business Trip
BoDY
Feln -
Plone B alacted delsin for your Anacary
W o R ey quetions pledue g me & Call
Basl Faganss
-
" . T
ATTALHWENTS [ Chent iwnerary (Ser Belowg

Travel Serveoes
B i AT LOE ANGILES T MW ORE

T OiAS AT ARFARE BRAND AP ORBA TN

B T R MW T R B DEEPLAY HOTHL MAP

B PLAR RIS FEE R TAEY |

4, —— 1 B AT SUPGOET [PAYAELE

Thes e ey wechudes ser e Sgbie for diere et

W WL LIDE CUIENT BATRENT LI
Pleans ot the date and Dros you would blce this parmsnt bnk £o sxpare. I you hans mo Trmsiine in mand, pleass 56411 1o the day belons the
AT G

Eantern Tirme [ET)

Conte Page

[ HIGE DORER i

HIDE DETAILED SIWWCEs
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Steps

Notes

Check/uncheck box next to service to remove

Unchecked services will not show on the client itinerary

Check/uncheck box next to additional information

Display or hide air branded information
Display or hide hotel map

Check/uncheck planning fee

Fees are added through the trip services page

Check/Uncheck 247 support service

24/7 service added through the trip service page
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1.2.4.2 CLIENT PAY LINK

Default setting from the advisor profile will determine whether the link will automatically be added or not. You can check/uncheck the link on the

document manually as well. You can also set the parameters around the length of time the link is valid for.
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Steps

Notes

Check/uncheck the Include client payment link checkbox

Unchecked services will not show on the client itinerary

Set date and time parameters

This sets the active timeframe for the link
Once the date/time has passed the client will no longer
be able to use the link to process payment
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1.2.4.3 COVER PAGE
You can remove the cover page from the client document by checking the Hide cover page box.

Jones New York
Business Trip

Monday June 20, 2022 - Tuesday June 21, 2022

Travelers: Prepared by:

Ms. Greta Jones Anna Kulej
Anna's Travel
Anna Kulej@traveledge.com
565-444-5666
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1.2.4.4 EXECUTIVE SUMMARY
Depending on what type of document you are sending to your client, you can display or hide flight segments in the executive summary section
by checking/unchecking the box.

Round Trip Flights: Los Angeles - New York nerary Status
Sunday, September 18, 2022 - Saturday, September 24, 2022

No assigned travelers.

DATE TIME EVENT DESCRIPTION
m 06:30 AM % Departure: Los Angeles (LAX), Terminal O AMERICAN AIRLINES (AA) 529, Ecanomy
18 02:33 PM Arrival; Miami (MIA)
Via: Miami
0550 PM ‘ﬁ Departure: Miami (MIA) AMERICAN AIRLINES (AA) 1247, Economy
08:46 FM Arrival: Mew York (JFK), Terminal 8

(] Check-in: Mew York Marriott Downtown Address: 85 WEST 8T AT ALBANY 8T New York
12006 United States
(2] Stay: Mew York Marrictt Downtown Address: 85 WEST ST AT ALBANY 8T New York

10006 United States

£ Stay: New York Marriott Downtown Address: 85 WEST 8T AT ALBANY 8T New York
10006 Unitad States

Stay: New York Marriott Downtown Address: 85 WEST 8T AT ALBANY 8T New York
10006 United States

(2] Stay: MNew York Marriott Downtown Address: 85 WEST ST AT ALBANY ST New York
10006 United States

(1] Stay: New York Marriott Downtown Address: 85 WEST 8T AT ALBANY T New York

10006 United States

§H BH EH EH 3E GH aﬁ
£

08:00 AM W Departure: New York (JFK) , Terminal 8 AMERICAN AIRLINES (AA) 2813, Econamy
12:00 PM Arrival: Austin (AUS)

Via: Austin
Ot44 PM % Departure: Austin (AUS) AMERICAN AIRLINES (AA) 533, Economy

02:53 P Arrival: Los Angeles (LAX) , Terminal O



Travel Seraces

Plegs check all ssrdces you want to appear on the client Binerary

B ¥ ROUSD-TRIP LOS ANG LTS TO NIW YORK

B b FORK MARRIGTT DOWN T OWN

B 247 sUPPORT

B8 AUTOMATICALLY ADDED FEE

[ HIDE COVER PAGE

Additionsl information

[ DiSPLAT Abed ARE BRAND BNFORMATION

B pisFLAY HOTEL MAP

B CHSPLAY ALL FLIGHT SECMENTS IN THE EXECUTIVE SULBMARY

Detailed Services

[ WiDE DET&IL D S RVICTS

Fnancial Information

[ HibDE THi MRicite SICTION

O HIDE FINANCIAL INFORMATION FROM THE TRCS. PLEASE B AWARE THAT I DOING 50 YOU ACCEPT ALL LEGAL RESPONSIBILITY FOR ANY REGULATORY
COMPLIANCE COWPLAINTS THAT ARE RAISED FROM THE USE OF THIS DOCUMENT RELATED TD THE DESPLAY OF PRICENG.

[ INCLUDE FRICE FER PASSEMCER BREAKDOWS FOR ADK AIR SERVICES.
O inpCLuUDE HOTEL BATE PUR NBGHT FOR ADX HOTILS.

O HIDE ALL BUT THE FIRST AMD LAST DAY OF A HOTEL STAY

D HIDE HIOTEL - HOW TO GET THERE SECTION

Towr information

[0 HIDE ALL BUT THE FIRST AMD LAST DAY OF TOURE

Cinuise Information

[ HIBE ALL BUT THE FIRST AMID LAST DAY OF NON-ADK CRUISE
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1.2.4.5 REMOVE DETAILED SERVICE INFORMATION
To remove all of the details of the services and in turn shorten the client document to just the executive summary section, you can hide the
detailed service section for each service.

Monday, ] StRegis New York
Junc 20,

TWO S5TH AVENUE AT S6TH STREET
2022 New York, 10022

United States

Phone: 1-212-753-4500

Stars Exclusive Rate

1 Night
Amenities
Bar Fitness Center Restaurant
Business Center High Speed internet Rollaway Bed Availabie
Concierge Laundry Facilities Room Service
Crib Avasabie Meeting Room Avaliable \Wheeichair Accessible
Dining Room Parking
Dry cleaning Recreation facilities

Overview

Year Buit - 1904 Year Remodeled - 2013 Additional Property Description - Since its founding by John
Jacoh Astor over a century ago, The St. Regis New York has established itself as one of Manhattan's
most allunng uxury hotels. Our histonic 5-star hote! has evolved to reflect the nich heritage of St
Regis, while infusing the timeless elegance that has come 1o define it Every slement of the hotel is
carefully considered, from the richiy decorated rooms and designer suites to the graceful public
spaces, highlighted by a regal rooftop ballroom with sweeping Manhattan views. Exceptional dining at
Astor Court and the world-ciass King Cole Bar - home 1o the nation’s first Bloody Mary - further
ennance the experience. Enjoy thoughtful hotel amenives, including the treasured St. Regis Butier
Service and usage of the chauffeur-driven Bentley House Car 1o xplore the best of NYC
next stay

Suring your

Rate Desoription

STARS EXCLUSIVE RATE -AUTHORIZED TRAVEL ADVISORS ONLY-, INCLUDES WIFI, DELUXE
BUTLER SERVICE, GUEST ROOM, 2 DOUBLES A DAILY DESTINATION FEE OF USD SO PLUS TAX
WILL BE ADDED TO THE ROOM RATE

FEE INCLUDES A FOOD AND BEVERAGE CREDIT OF USD 50 AND MORE

MAX CCCUPANCY- 3 GUESTS DELUXE, 2 DOUBLES, 4S0SOFT/41SOM, LIVING/SIT'
WIRELESS INTERNET, FOR A FEE, WIRED INTERNET, FOR A FEE RATE INCLUDES
COMPLIMENTARY BREAKFAST FOR 2 DAILY, EARLY CHECK IN AND LATE CHECK QUT IF
AVAILABLE WELCOME AMENITY AND GM NOTE WELCOMING GUEST

UPGRADE OF ROOM TYPE IF AVAILABLE

GUARDIAN ANGEL SERVICE 4 HOURS RESPONSE ST

REGIS AND LUXURY COLLECTION 100 USD FOOD AND BEVERAGE CREDIT THE CREDIT CAN
ONLY BE USED ON INCIDENTAL SPEND THAT HAS INCURRED DURING THE Y UPTO 100
USD THIS INCLUDES DINING SERVICES ONLY AND EXCLUDES THE MINIBAR CREDIT MUST BE
USED DURING THE ORIGINAL RESERVATION AND IS NOT VALID ON CONSECUTIVE
RESERVATIONS IN THE SAME HOTEL THE CREDIT CANNOT BE APPLIED TOWARD THE ROOM
FATE AND IS NOT VALID ON ROOM AND TAX GRATUITIES SERVICE CHARGES CR SERVICES
PROVIDED BY A THIRD PARTY THERE WILL BE NO REFUND ISSUED ON ANY UNUSED PORTION
OF THE CREDIT THE CREDIT IS NONTRANSFERABLE AND CANNOT BE COMBINED WITH ANY
OTHER OFFER OR PROMOTION

AREA,

How to get there

Primary Aitport - EWR - Newark Liberty Intemational Airport - 36,00 Ni SW Other Airports - JFK -
John F Kennedy ntemational Airport - 16.00 MI SE LGA - LaGuardia Airport - 12.00 MIE Directions
to Property from EWR - Newark Liberty International Airport - Take Interstate 95 (New Jersey

B y S6 toll). Exit the tunnel and foliow

will be on 10th Avenue. Turn Right (east) onto 40th Street Proceed
rth) onto Madison Avenue At 55th Strest, twrn left (west). The St
Regis is on 55th Street between Madison and Fifth Avenues, on the left hand side. Directions to
Property from JFK - John F Kennedy intemational Airport - Upon leaving the airport, follow signs to
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1.2.46 FINANCIAL INFORMATION
Pricing breakdowns are shown in the pricing section as well as in the terms and conditions. You can opt to hide these sections by checking the box
next to the selection. You can also opt to show the per person pricing when an air service is on an itinerary, the default is to have this breakdown
turned off.

Pricing
Item Cost Taxes and Fees Total Cost
One-way Los Angeles 1o New York $34964 USD 35542 USD 8406.06 USD
St Regis New York $1,24500 USD $244.52USD 8145852 USD
Planning Fee $5000 USD $000 USD $5000USD
24/7 Support $6000 USD $0.00 USD $6000USD
Total $170464 USD $299.94 USD $2.00458 USD

Terms & Conditions

The travel-related products, sen

ble (Each here:

Invoice , As appli referred

tlimitation, airlines, crus

tively the “Suppliers”)

six months beyond the date of have all document

untry may be refused even if the required information and travel d

se is more than 7% (except increases resuiting

No prices incre

from an increase in GST/PST/HST), the customer has the right to cancel the contract and obtain a full refund,

Additional airkne baggage fees may apply. Changes to itinerary may result in airline penalties and fees.

Alr Service Prices are subject 1o change until ticketed and full amount Is pald

arge a fee for any canceliation or modification to your booked Travel Offering. Most trave! bookings are non-

Suppliers may

refundable and cancelled book charges can be up to 100% of the cost of the booking, whether or not

ommenced. Ple: and conditions for more information

com/legal)

Please read and ensure you understand these Terms & Conditions when considering the Travel Offerings. By completing this booking

for the Travel Offerings. you agrae 10 the Terms & Conditions.

Each Travel Offering is subject to additional terms and conditions imposad by the able Supplier of such Travel Offering, which
g Ji ]

may vary from the Terms & Conditions.

IT IS YOUR RESPONSIBILITY TO READ AND UNDERSTAND THE SUPPLIER'S TERMS AND CONDITIONS RESPECTING ANY TRAVEL
OFFERING. BY COMPLETING THIS BOOKING FOR THE TRAVEL OFFERINGS, YOU ALSO AGREE TO THE SUPPLIER ERMS AND
CONDITONS.

Inthe

fornis, registration a5 a seller of travel does not constitute approval by the State of California

e o

Pricing
Item Cost Total Cost
Cne-way Los Angeles to New York $34964 USD 840506 USD

8t Resis New York $1.245.00 USD 824452 USD 8148952 USD




Travel Secoces

Plaase chack 3| saraces you want to appear an the dignt ginerary
8 ¥ ROUND TRIP LOS ANGELLS TO NTW YORK
B~ NIW YORK MARRIOTT DOWNTOWN

8@ ra7 suwvont

6 © AUTOMATICALLY ADDED IT§

Caver Page

Adeeional information

L) OISPLAY ARF ARE BRAND INTORMATION

B DISPLAY HOTIL MAP

[ ik covie pach

Executive Summary

B OUEFLAY ALL FUIGHT SLOMENTE I 1h IXICUTAVL SUMMARY

O%fed Sarvices

() MIDE QEYAILLD SURVICES

[ MIDE YHE PRICING SECTION

L) MIDE PINANCIAL INFORMATION FROM THE TRCE. PLEASE S0 AWARS THAT I DOMNG 50 YOU ACCEPT ALL LEGAL RESPONSIDILITY FOR ANY RECULATORY

COMPLIANCY COMPLAINTS THAT ARE RAISED FROM Tl UK OF THIS DOCUNINT RELATID YO THE DISALAY OF PRICING.

L) MICLUDKE PRICE PER PASTINGLR BRLAKDOWN 108 ADX Al SLRVICLS.
D) INCLUDE MOTEL RATE PER NIGHT FOM ADX HDTILY,

Hotel information

) MIDE ALL HUT THE FIRSE) AND LAST DAY OF A HOTEL STAY
[ MIDE HOTEL - MOW 10 GET THERE SECTION

Toue Information

D) MHDE ALL BUT THE VST AND LAST DAY OF 1OUMRS

Cruise Information

[ MO ALL BT TME HIRET AND LAST DAY OF NON ADX CRUISL
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1.2.4.7 SERVICE SPECIFIC INFORMATION
Sections related to specific service type will have extra customizations that you can control on the client itinerary. For example, you can choose
to hide all but the first and last days for hotel and, tour and cruise trips as well as the getting there information for hotel.

BIuUS
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1.2.4.8 INSURANCE OFFERING

Insurance offering messaging gets added to the Terms and Conditions to meet some jurisdiction requirements. When insurance is purchased
directly through ADX the default will set to the purchased status. When advisors are adding insurance externally or the client has declined, that
messaging can be selected on the itinerary page.

Terms & Conditions

The travel-related products, services, fares and other information (the *Travel Offecings™) set forth in this Rinecary, Cuote, and/or
Invoice . As applicable (Each hercafter referred to as a “Trave! Record®) are provided by the suppliers of such products and services
which may include, without limitation, airlines, cruise line operators, travel insurers, hoteis, and local ground operators (in each case a

"Supplier” and collectively the “Suppliers™)

Passporis must be vahd at least six months beyond the date of travel Ensure that you have all documentation required for travel

outside of Noith America Entry Into a country may be refused even If the required information and travel documents are complete

Trip cancellation and out-of - province insurance was offered and declined

Living standards and practices at the destination and the standards and conditions there with respect to the provision and utilities

services and accommodation may differ from those found in North America

No prices increases are permitted after the customer has paid in full if & price increase is more than 7% (except increases resulting

from an increase in GST/PST/HET), the customer has the nght to cancel the contract and obtain a full refund.
Additional airline baggage fees may apply Changes to Itinerary may result in airline penalties and foes
Alr Service Prices are subject 1o changs until ticketed and full amount s pard

Suppliers may charge a fee for any cancellation or modification to your booked Travel Offering Most travel bookings are non-
refundable and cancelled bookings will incur charges. These charges can be up to 100% of the cost of the booking, whether or not

your travel has commenced. Please refer 10 the supplier's terms and conditions for more information

This Travel record is subject to Terms & Conditions. Click hers ta review the Terms & Canditians (http J/www adxtravel com/legal)
Please read and ensure you understand these Terms & Conditions when considering the Travel Offerings By completing this booking

for the Travel Offerings. you agree to the Terms & Conditions

Each Travel Offering is subject to additional terms and conditions imposed by the applicable Supplier of such Travel Offoring, which

may vary from the Terms & Canditions

IT IS YOUR RESPONSIBILITY TO READ AND UNDERSTAND THE SUPPLIER'S TERMS AND CONDITIONS RESPECTING ANY TRAVEL
OFFERING. BY COMPLETING THIS BOOKING FOR THE TRAVEL OFFERINGS, YOU ALSO AGREE TO THE SUPPLIER'S TERMS AND
CONDITONS

In the case of California, registration as a selier of travel does not constitute approval by the State of Calfornia
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1.2.49 ADDING ITINERARY NOTES

Predefined notes are set up on the advisor profile and show under the Itinerary Notes section to be added. Any note created on the profile will
appear in the list and can be added by clicking on the note title. Agents can also create a manual note for the itinerary by entering the text into
the text box and pressing the SAVE button to add it.

ADX Partners Clients Resources Q Bookings . ' Q Anna Xule]

Jones New York Business Trip Ll cuors |
Monday, June 20, 2022 - Tuesday, June 21, 2022

For Ma. Grota Jones

DATE Tims venT DESCTRIPTION
m 0D Oheck-Inc St Regis New York Address: TWO STH AVENUE AT S5THETREET Now

20 York 10022 United Btates

S P ¥ Departure: Los Angoies (LAX), Torminal O AME FECAN AIRLINES (AA) 738, Economy
Vix Las

Bl oowm ¥ ame e

2

[}  Check-out: St Regis New York Address: TWO 5TH AVENUE AT BETHSTREET New
L tod

Q VIP SUPPORT

M7 Access
Tol-Froe (North Armerical | (552) 4812004
QGilobak: 1.(647) 285-3050

Notes

Trip Description

A0 A

Important Information
found the foRowing ITINOranes 1or you. Lot me know what you thi
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1.3.SETTING UP AUTOMATED EMAILS

The additional emails in ADX need to be opted into in order for client to receive them. They DO NOT get automatically sent without
advisor consent. Email defaults can also be formatted in the advisor profile.

1.3.1 Opting Into Automated Emails
All additional emails MUST be opted into before ADX can send them to your client. The Opt In will happen in two places:

o Client Profile — Birthday Greeting, Passport Renewal
o Trip Services Page — Bon Voyage, Welcome Home

1.3.1.1 CLIENT PROFILE OPT INS
On the client form check the boxes to set up the automatic email distribution for Birthday Greetings and Passport Renewals. This can be done at
the time of the client profile creation or edited after creating the profile.

et . CREATE NEW CLIENT x

= - TITLE FIRST NAME* MIDDLE NAME LAST NAME* GENDER*
: - Om|OF
DATE OF BIRTH NATIONALITY KNOWN TRAVELER NUMBER REDRESS NUMBER
v w w Mot Specified w

\ () SEND BIRTHDAY GREETING

PRIMARY ADVISOR

Anna Kulej w
- PRIMARY PHONE* PRIMARY EMAIL
SELECT ~ SELECT ~
PRIMARY FAX
SELECT ~
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A e -
OPTIONAL LOYALTY PROGRAMS

IFEIAARTY ST FERLAETY FMRN

SELECT - ST -

TYPE VENDOR MUMBER x

RIAARTY AN

HT - P

P p— ST

Gapbacy Cangring Prfavarce w | Norw - OPTIONAL PASSPORT

S S — NUMBER ISSUING COUNTRY EXPIRY DATE

DT DparTL coRmTEr

Not Specified w - v ~
- x

— TN [J PASSPORT EXPIRY NOTIFICATION

orr MEPOATAL D00

e e Cancel Create New Client

el 4 § 504 TR AR AR |

-

o
T —————

TR L] ) L4
CuFTrimaL P AdSPOs T

e ISE, O THY P pAT

it Specifad - - - - -
| AREROET Calay O TP A TN
B E——
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1.3.1.2 TRIP SERVICES PAGE OPT INS

Each trip can opt into sending out Bon Voyage and Welcome Home. This is done on each individual trip reference and is related to the dates of
ALL the services on the reference. Check the SEND EMAILS checkbox on the MANAGE tab of each trip reference.

AL Partners Clients REsources &y

Round Trip Flights: New York - Miami

Thursday, May 26, 1032 - Monday, May 30, 3022

AD Rel, THRETE ] &

n m m m ——

o

Cara jones

Achsor: Anna Kuls)

| e

o

Naotifications & A
There ore oo wobfications fo dispoy.
Sent Emails
There ang me ool 0 doplay
Bon Vo & Welcome Home Email Messages
END BOM VOTAGE AND WILCOWE HOME WAL SEND 19 THE FOLLOWISS [MAIL ADDRLES
trese are sent out on tnp departune and return dates) -
Ta perianaize the Bon Voyags and Weltoms Foms gréstegi, pleiss sdit the meiiags on compoisr on the rght
¥igus N upiate the Standand Ereetings on your page
Pristi
B age
d o N -
= =  Homal 3 Duelmb : R

1-.iOYAGE T —

1 can oa of any lurine assistance befone you Tave, pleate oo ral Restase o
comtumct e My smaid addvess and phons nembers can be found beics

el ragande

Bifd ADX Sarebin = Add nor-ADE Serdice -
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1.3.2 Setting up Default Messaging
Default messaging can be customized for all additional emails through the client profile. You set defaults once and they will be utilized every
time the emails are sent.

et
2 Proforonces
.

Communication Profile Pz Pec Profie

Welcorws to yuur communcations profle. On tha ta8 you tae tamtesl the appesrsnce and corterts of evals and documerss that your therzs wil
receive from you vie ADX

Plodta OWK 00 The PaACHEE Babdwe 10 UDCIIE T WBICLE COMMUNCETOn o0 0f s Tamg

When you send an nerary. FVoie, client saterment, planning fee agreement o “compare” tabtie vie ADIK i wiil be seached 0 o= emal a3 o FOF
Socumens. We have provded the default noriing for these emars, But you tar cusisrwee the test below f you prefer

4,
) " 4 = Far « Sam o

B L &=

Ny records ot Bl pouy tepod & Ggming Son Medte be sure i feeen 8 4
Bat ron ez ieady B yow ped) sOVERST

Wi hn et I DAt e v o

Wy MTE AOCEe B e CamIe | BOeng Eor Fass M Avevel siate o ot

O

The e 438 T s e e 0 21 e best
e D S h e T

R
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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
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9.

10.

11
12.

ADN  Parunery Clenes Resources ®  Smern v Cuse e et QL Avee ey v

Communication Profile ===

Wealtormae 28 your cormmuncanons profhe. On the 530 y0u 63 Corerar T appearance and corneres of amads and documents that your Clerts wit
recerse fram you Wa ADK

Piesse cick on the beadivgs beiow 30 updete the smrious comwhuntation Srofle sems.

SPecty Your Adoress and Upiood Yoo! Fortrat

Ipkaad Yrue | ogr ~

R Lt ]

Custmmbge Doty Test of Hews gy Din

Debre Yot Lmafd Sgraturs ock

Vou CaN St AL 50 SUOmAncaly Serd your CHncs San Voyage ang E Ty ravel Ve Pave Brovaed OwauT
m‘-ﬁnn&nwwmnnh&lmm

Nece - ADX wil use th vige o= have dufired sbove end ta put e o e i the defouic rast of this
AResinge.

e
el ot W the [

T Cummewn Puse STV Jraegs. Suase aft e TMAL IR O
whermun on e (gt Tow wl he ste 0 Takie B2 0o vorage’
fr mach hert. ¥ devirard o thew 11 e pege

B I L 22 4 &5 - - e .
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M| z3r be of 3my Aetner suEatarce Setee you kave peass 33 Nt Rt o sortact
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N regon
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P AT T T e Iy e a5 wHL a0 Share
e b i beie.

roe g
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Steps Notes
8. || Click “Customize Body Text of Bon Voyage and welcome Home e Eighth tab down in the list
Emails”
9. Click the Bon Voyage/Welcome Home tab .
10. Customize text o
11. || Click “Use Default” checkbox e The default text will be used every time emails
go out
12. Click SAVE °
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1.4.DOCUMENT DELIVERY

Client documents do not get automatically sent via ADX. Advisor can choose to send directly from ADX or download the file as a PDF.

Documents sent out of ADX directly will come from noreply@traveledge.com?. Primary advisor will be cc’d on all outbound emails out
of ADX.

ADX Partners Clients Resources ® Bookings v # Q AnnaKulej v
« BACK TO ITINERARY
= anna.kulej@travel m -
TO o
51

Ice %
BOD _

BT U® E= Normal & Default s A

& invoice for your upcoming trip

TRIP REF 5TM4W4
INVOICE NO. 29029790 TRAVELEDGE CORP.

TRAVEL CONSULTANT:

PRINTED: 1(

TAXE TOTAL

HOTEL INFORMATION CONFIRMATION: 256-6672257

Download PDF Send Email

2 Affiliate partners will see noreply@adxtravel.com
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1.4.1 Sending Client Documents

Advisors can opt to send the client documents directly out of the ADX system Doing so would track the document sent on the client profile as
well as on the trip services page for that reference. The document would be delivered from address noreply@traveledge.com® and document
would be attached to the email as a PDF. Primary advisor will be CC’'d automatically on the email.

ADX Partners Clients Resources © Bockings v . 4 Q Anna Kubej
TA D ITINERARY
FROM noreply@iraveledge com -
2' 0
ra 1 \
3 oo vay Flight: Los Ang
800Y - —
BIUS® E= Normal ¢ Defautt : ) 4
‘oo
Ploase Mnd alached the quete for your upcoming irp
4 you have any queations ploase grve mo a call
Dant Flmgarcs
-
Po——
ATTACHMENTS @ ary (Sée Be
CUSTOMIZE CLIENT IMINERARY
Travel Services
[ % ONE WAY LOS ANGELES TO NEW YORX OESPLAY AIRFARE SRAND INFORMATION
Cover Page
1 HIDE COVER PAGE
Detaded Services
MIDE DETAILED SERVICES
Financiadl Informatior
5. [ WIDE THE Pay

Dowrlosd PO Send Tmad

3 Affiliate partners will see noreply@adxtravel.com
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Steps

Notes

Verify FROM field

If you have your TE email in your communication
profile you can change this from no reply to your TE
by pressing the v

If you have a custom email in your communication
profile you will not be able to change this

Verify the TO field

If client’s email is in their profile it will auto populate
To send to multiple users use the , and add the email

Verify/update subject and body of the email

Default will pull in from advisor profile

Customize the document as needed

Each email type will have its own customization
available

Customizing the email requires you to press the SAVE
button before emailing to generate the update

Press SEND EMAIL

Located at the bottom right of the page
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1.4.2 Downloading Client Documents
Documents can be downloaded to send and save on your computer. This feature will be available for the following types of documents:

= (Client Itinerary

= Service comparisons
=  Payment Invoice

= (Client Statement

= Fee Agreement

ADX Partners Clients Resources [} Beckings v . ol P . Q Anma Kulej v

« BACK TO ITINERARY

op aveledge com -
ah I ) I
SURjEC One Way Flight: Los Angeles to New York
800V g - -
BIUS®% E= Norma $ Default s A
Helo
Please find attached the quote for your upcerring trip
I you have any questons ploase grve me a call
Bust Regards
-
PR,
ATTACHMENTS @ Clent tinerory (See Below

CUSTOME CLIENT ITINERARY

ravel Serices

¥ ONE WAY LOS ANGELES TO NEW YORN DIEPLAY AIRTARE BRAND INFORMATION

Cover Page

HIDE COVER PAGE

Detalled Services

| MIDE DETAMED SERVICES

2. MIDE THE PRICING SECTION

Dowrvoed PDF Sersd Ernad




Steps

Notes

Customize as required and available

Different email types allow for different
customizations
IF customizing press SAVE before downloading file

Press DOWNLOAD PDF button




1.5. TRACKING SENT DOCUMENTS
Sending client documents out of ADX will track the original document content as well as the date sent. Tracking information can be found on
the client profile as well as on the individual trip services page under the MANAGE tab. You will be able to review the original email sent as

well as RESEND directly from the trip page.

ADN  Partners Clients Resources @ Sosking v

4 ] L
".‘mm' Hore AcTIVITY
v v

otion I Client Information

Acaions Detals a0 Preferences

Loyaity Pregrams

Marbeung Feids

£

CRUISE

@
INVOICE TOOL

v

ADX Partners Clients Resources @ Bookings v Cr \DX Ref, PNR voke# Q ef v

One Way Flight: Los Angeles to New York Sarah Smith
Monday, june 20, 2022 - Tuesday, June 21, 2022 Advisor: Anna Kulej
ADX Ref. 4ZQYTZ | Archive | Juote| & Link 8 | quomt |

Q

Notifications

There are no notifications to display.

Sent Emails

Date Sent Emall Type Attachments Recipients

May 9, 2022 Quote 1] sarah@smith.com View Sent Email

Client Profile

Bon Voyage & Welcome Home Email Messages

SEND BON VOYAGE AND WELCOME HOME EMAILS SEND TO THE FOLLOWING EMAIL ADDRESSES

(these are sent out on tnp departure and return dates) sarah@smith.com

To personalize the Bon Voyage and Welcome Home greetings, please edit the message on composer on the right
You can update the standard greetings on your My Profile page.

Preview Bon Voyage

Trip Services Page
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