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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.com1 

unless advisor has a Travel Edge email in their profile.   

 

  

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

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

▪ The itinerary can be fully customized before sending including branding and advisor profile information 

▪ The itinerary is meant to be used as a final document for confirmation numbers 
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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 

 

 

  



 
 

8 
 

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:  

▪ Invoices 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 

▪ Invoice 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 

▪ An invoice 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 
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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 
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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 
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1.1.6 Additional Emails  
Advisors can also opt into ADX sending clients additional emails such as:  

o Bon Voyage – 1 day before trip start date 

o Welcome Home – 1 day after trip end date 

o Birthday Greetings – On date of birth indicated on client profile 

o 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 

▪ Opt into the Birthday Greeting and Passport Reminder emails on the client profile 

 

  

mailto:noreply@traveledge.com
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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 

▪ Itinerary Documents Customizations – Add/remove sections 
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1.2.1 Itinerary Review 
The itinerary is broken down into sections that can be customized for content, branding and length.  
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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.  
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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.  

  

 Steps  Notes 

1.  Click Update Public Profile • Located on the right side 

https://www.traveledge.com/our-advisors
https://www.traveledge.com/our-advisors
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 Steps  Notes 

1.  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 

2.  Fill in contact details • Mandatory fields marked with * 

3.  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 

4.  Enter a bio and bio headline • Biography is mandatory 

• This section will show on the client itinerary 

automatically 

5.  Add specialty information • Highlight destinations you specialize in 

• Enter specialties you service 

• Enter languages you service 

• Highlight awards and accolades you’ve received 

6.  Add social media links •  

7.  Add reviews and client recommendations • Multiple entries permitted 

8.  Save changes • Updates may take up to 24 hours to appear 

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

 

  



 
 

26 
 

 

  

 
Steps  Notes 

1.  Click Communication profile       •  

2.  Press v on Specify Your Address and Upload Your Portrait • First tab 

3.  Upload your advisor image  • Image must be in jpg, jpeg, png or gif format 

• Max file size is 200kb 

4.  Update communication profile • Everything except for email can be updated  

5.  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.  
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 Section  Notes 

1.  Click Communication Profile •  

2.  Press v on Brand Settings •  

3.  Press on desired brand theme  • Travel Edge has TE branded colours  

• White Label has a white background 

4.  Click star in corner to select • This will set the default for the itinerary  
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Travel Edge Templates  
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White Label Templates 
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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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

1.  Click Communication Profile •  

2.  Click v on Upload Your Logo • Third tab down 

3.  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 

4.  Locate the file on your computer •  

5.  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 

6.  Verify logo  • Logo will show on page when attached 
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1.2.2.5 DEFINE STANDARD NOTES 

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

1.  Click Communication Profile •  

2.  Click v on Define Standard Notes for Inclusion in Client Itineraries • Fourth option down 

3.  Press ADD NOTE  • Name the note 

4.  Add note details •  

5.  Press SAVE MESSAGE • Note will be saved on profile 

• Note will appear on client itinerary page and be 

available to be added 



 
 

36 
 

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.  

 

 

  



 
 

37 
 

  

 Steps  Notes 

1.  Click Communication Profile •  

2.  Click v on Customize Body Text of Itinerary Emails • Sixth tab down 

3.  Confirm on Client Itinerary Tab  • Defaulted option  

• First in the list 

4.  Add email communication •  

5.  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. 
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 Steps  Notes 

1.  Click Communication Profile •  

2.  Click v on Define Your Email Signature Block • Seventh tab down 

3.  Define signature   •  

4.  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.  

 

 

  

 Steps  Notes 

1.  Click Set Preferences •  

2.  Click v for Default Client Pay selection • Fourth option down 

• Select ON or OFF 

3.  Press SAVE PREFERENCES •  
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1.2.2.10 CANCELED SERVICE VISIBILITY 

Default option of whether any cancelled services on the reference appear on the client itinerary or get removed automatically.  

 

 

 

 

  

 Steps  Notes 

1.  Click Set Preferences •  

2.  Click v for Client Itinerary Canceled Services Visibility • Sixth option down 

• 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.  

 

  

 Steps  Notes 

1.  Click Set Preferences •  

2.  Click v for Hide Agent Profile in Client Itinerary • Eighth option down 

• 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.  
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1.2.3.1 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.   
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 Steps  Notes 

1.  Open the ADX reference  •  

2.  Click the TRIP tab •  

3.  Update the Trip Name • This shows on the title page 

4.  Add a description  • This shows on the executive summary section 

5.  Upload an attachment file • This will get added as an attachment on the itinerary 

page  

6.  Upload a cover image • This image will show on the title page 

7.  Confirm Advisor Background information • This will pull from Public Profile  

8.  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. You can edit the description fields on the 

service to streamline the information provided.  
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 Steps  Notes 

1.  Open the Trip tab  •  

2.  Expand the service details • Press the v to expand  

3.  Press the EDIT button on the section • Edits will be saved 

• You can revert to the original text after customizing 
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1.2.3.3 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.  
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 Steps  Notes 

1.  Open the Trip tab  •  

2.  Press REORDER SERVICES •  

3.  Reorder services • Drag and drop the services into the order desired 

4.  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.  
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 Steps  Notes 

1.  Open the trip reference •  

2.  Press SEND ITINERARY • Settings are changed directly on the itinerary page 

before sending/downloading 
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1.2.4.1 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.  
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 Steps  Notes 

1.  Check/uncheck box next to service to remove  • Unchecked services will not show on the client itinerary  

2.  Check/uncheck box next to additional information • Display or hide air branded information 

• Display or hide hotel map 

3.  Check/uncheck planning fee  • Fees are added through the trip services page 

4.  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 

1.  Check/uncheck the Include client payment link checkbox  • Unchecked services will not show on the client itinerary  

2.  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. 
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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.  
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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.  
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1.2.4.6 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.  
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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.  
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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.  
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1.2.4.9 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.  
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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. 
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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.  
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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.  

  



 
 

73 
 

 

  

 
Steps  Notes 

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

• Press the v button  

• Select MY PROFILE 

2.  Click COMMUNICATION PROFILE tab  •  

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

• Details will expand down 

4.  Click the Birthday Greeting/Passport Renewal tab •  

5.  Customize body of the email text •  

6.  Review the formatting of the text entered •  

7.  Click SAVE EMAIL TEMPLATE •  



 
 

74 
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Steps  Notes 

8.  Click “Customize Body Text of Bon Voyage and welcome Home 

Emails”  
• Eighth tab down in the list 

9.  Click the Bon Voyage/Welcome Home tab  •  

10.  Customize text •  

11.  Click “Use Default” checkbox • 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.com2. Primary advisor will be cc’d on all outbound emails out 

of ADX. 

 

 
 

 

 

 

 

 

  

 
2 Affiliate partners will see noreply@adxtravel.com 

mailto:noreply@traveledge.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.com3 and document 

would be attached to the email as a PDF.  Primary advisor will be CC’d automatically on the email.  

 

  

 
3 Affiliate partners will see noreply@adxtravel.com  

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

1.  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 

2.  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 

3.  Verify/update subject and body of the email • Default will pull in from advisor profile 

4.  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 

5.  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 



 
 

 

 

  

 
Steps  Notes 

1.  Customize as required and available  • Different email types allow for different 

customizations 

• IF customizing press SAVE before downloading file 

2.  Press DOWNLOAD PDF button •  
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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.  

 

Client Profile Trip Services Page 


