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1.Accessing Support Overview
ADX is supported by several different Trip Arc support teams. Accessing support can be done directly from ADX for air and
technical and direct by email for finance. ADX is supported by:

ADX technical support

ADX Air - Air Support Team (during office hours)
Air After Hours

247 VIP Support

Travelex Insurance Support

Advisor Reporting Tool — Finance support

Client Profile support — CB support team

ADX and Travel Edge Training

M REQUEST SUPPORT x

Please tell us about the ADX Technical Support issue that you are encountering(ADX errors, question about ADX
usability. ADX training help) :

If you require Alr Team assistance (ticketing support, questions about a PMR, rules and restriction inguires)
then please use "Ask Air Support” option on a trip.

DESCRIBE YOUR REQUEST

Tell us your inguiry.

SEMD A5 f ON BEHALF OF ADVISOR CC REQUEST TOD

Me (Anna Kulej) w

[J This request is urgent. Close Submit Request



1.1. ADXTECHNICAL SUPPORT
ADX Technical support is available to assist with any errors or issues you encounter within the platform. ADX technical support should always
be accessed from within ADX directly by pressing the request support button either from the resources page or within the error message
directl

e Hours of operation: Monday to Friday 9 am —9 pm EST
e How to contact support: Via the request support buttons within ADX
e How does support communicate: Via email. There is no phone number at this time
e When to contact technical support
o Atechnical error has occurred
o You have questions with ADX usability
o You have a suggestion or feedback to improve the tool
o Need access to a module that we currently have available
o The system is telling you to contact ADX support
e Best Practices: A few tips on accessing better support
= Press the support request button directly from the ADX itinerary when possible, to send all of the
relevant information to the support team
= Use the Access support button within the error message if your request is relating to an error
= Note your support ticket when submitting the request and avoid sending duplicate tickets!



1.1.1 General ADX Request

When requesting general technical support, utilize the button within ADX to send your ticket request. Sending the request from the trip
reference page directly will send the reference information automatically to the team to research.

A Dk Partners Clignits Resources dan - il - . 2
Training PDFs Webinars and Videos FAQS Calendar Request Suppont 3.
1. ——— ADXPRcf TEEI| Archive | & Link Backings [t
Trip Mama Danes
Ritr Carlion Marina Del Rey 061372022 5 DN (O Add details/nates W
Al Sarices View by o 2
= Ritz Carlton Marina Del Rey & Rename T -

Jum 13, 2022 - jum 19, 2022

Vendor: Ritz Cariton Marina Del Rey
Service Provider: Ritz Carlton Marina Del Rey

Rotloms: oty

Fleate tell us sbout the ADN Technicsl Support I15us that you are encounternBiADX errors, question about ADX
usabiity, ADX training help) :

f PO raguiirg Alr Team assistancs (TERSTINg SUppor, questions about 3 PR, rules and restriction nguires)

then please use “Ask Air Support” option on a trip

DESCRIBE YOUR BEQUEST

4, —————————————  The Involce numbser is nat showing. Can you phease heip?
&
5. —_— SINDALS/ ON BIHALL OF ADVISOR CC mQuist To ?.
M (Anna Kulag) L tarahmanagen@smith.coim]

5 -— J This request Is wigent | |m .



Steps

Notes

Open itinerary

Press RESOURCES

Located at the top header
Will expand down

Press REQUEST SUPPORT

Sending request from the specific trip the request is
regarding will send support team information such
as trip reference, client information, etc.

Form will open

Describe what you need help with

Be as specific as you can

Select support request owner

Related to delegation access
Will show delegated agent names in the list

Check the Request is Urgent box — if required

Urgent requests are ones where travel is within 48
hours

Add CC email

Will be sent to anyone added into CC

Press SUBMIT REQUEST




REQUEST SUPPORT

We have received your request. A Support Team member will be in touch with you shortly.

9. - -
For future reference, please note your support ticket number is $13259.
10. Close
7= || Steps / Notes
9. Note support ticket number e Internal number associated with your request

Need this number to follow up on your support

request

10.

Press CLOSE




1.1.2 Error Message Support Request
If the request is related to an error you are receiving in the platform, press the REQUEST SUPPORT button from the error message directly.
This will send all of associated logs that go with your error to make it easier for the team to investigate the issue.

An error has occurred. there has been an error, Please contact the aDX technical support team.

Demo.
Send a Support Request
1.
p-
2 THIS REQUEST IS URGENT b k r You
3 Send Support Request il
°=| || Steps , Notes

Enter details

=
°

Give information as to what page you were on, what
button you pressed before the error came up

e The more information you provide the faster the
team can investigate the issue

2. Check Urgent flag — as required e Urgent requests are ones where travel is within 48

hours

3. Press SEND SUPPORT REQUEST




.H REQUEST SUPPORT

We have received your request. A Support Team member will be in touch with you shortly.

For future reference, please note your support ticket number is $13259.

E3

[3TY
|11

Steps

4

Notes

.

Note support ticket number

Internal number associated with your request
Need this number to follow up on your support
request

Press CLOSE




1.1. ADXAIR-AIR SUPPORT TEAM
ADX Air module is supported by the TripArc Air Support team. The air team will assist with questions related to any air booking made within
ADX. Advisors will utilize the action buttons directly on the trip services page to reach out to the air team.

Please indicate what help you require with this itinerary from Air Support Team
They will be happy to investigate and will get back in touch with you via email or
telephone

REMARKS

e Hours of Operation: Monday through Friday 10am - 7pm EST

e How to contact support: Via the action buttons on the trip services reference

e How does support communicate: Via phone. If you require a phone call utilize the 247-support number?!

e When to contact Air Support Team

You have a booked air itinerary in ADX

You have questions about an air booking (Commissions, contracts, penalties, schedule changes)

You need to change or cancel an air booking

You are between the hours of operation of the air support team — tickets will NOT be actioned outside of
business hours

o

©)
©)
@)

e Best Practices: A few tips on accessing better support

o

@)
@)
@)

Only submit ONE request and wait for a response!

Support team prioritizes tickets by urgency so be patient

Use the buttons in ADX instead of emailing the team directly

Support team will only assist with questions related to booked or ticketed itineraries in ADX. For shopping
guestions email air support directly — fees apply

! Fees apply when calling the 247-support team

10



1.2.1 Change Flight Request

Flight change requests can be submitted on held and ticketed itineraries. For held itineraries it is always faster to cancel and rebook when
applicable. On ticketed itineraries, submitting a change request will send a ticket to the air team to apply the changes. Before changes are
made, the air member will reach if there are any fees associated with the changes being made.

ADXe Partners Clients Resources ©  Bockings v Cruise 1D ADX Ref, PNR o inwmice ¢ Q Ana Xulej v
One Way Flight: New York to Toronto Sarah Smith
Sunday, September 11, 2022 - Sunday, September 11, 2022 Advisor: Anna Kule|
1. ———— ADXRef 6NACO9| Archive| & Link .
Trip Name Dates
One Way Flight: New York to Toronto 02022 |0 01172022 | Y \dd deta jtes v
All Services Viewby: & >
3.
% One.way New York to Toronto  # Sename | womn S
Sep 11, 2022 - Sep 11, 2022 Ticket Fight
4. Actions:
GDS: Sabre
PNR REF: (Sabre) KGBJEU
PNR REF: (A4 XTQWIM
AIR SUPPORT HOURS

Mon-Fri: 10:00 am EDT - 7:00 pm EDT

AFTER-HOURS ASSISTANCE (Fees Apply)
PHONE #: 888.481-2064
CODE: S-4REG

TICKETING DEADLINE: May 13, 2022, 11:59:00 PM Pacific Time
The Alr Itinerary Is booked but not ticketed,
Please proceed to payment and ticketing to secure availability and price




Non-ticketed Flights

If you are looking to change your booking for entirely new flights, the Air Support
Team may advise you to simply cancel this booking and rebook new flights, you can
also do this yourself which will be faster. Do remember to cancel your current
booking before booking new flights as airlines may cancel any duplicate bookings
for the same travelers.

Other Changes

Please specify what changes you require to the booked flights. Your changes will be
processed by the Air Support Team. Once the process is complete, you will receive
3 message in your ADX Notice Board and your email inbox.

REMARKS

CCREQUESTTO [} THIS REQUEST IS URGENT
Changirg/cancelling Taghts traveling within the
Recipient's Email Address
ecipient’s Email Address <A ol N - A

Same Gay voids or Plf?‘)’\et neket)

12



Steps

Notes

Open reference

Press TRIP tab

Press v to expand details

Detail section will open down

Press CHANGE FLIGHTS

Enter change request details

Provide as much detail as possible

Check urgent box — if required

Urgent flag used for flights departing within 2 days
or otherwise time sensitive requests

Enter cc email — if required

Press CONTINUE

Remember to note the ticket number
Reference the open ticket number on follow ups, do
not open a new ticket

13



1.2.2 Cancel Flight Request

Cancel flight requests will be actioned through ADX directly. On an booking where no payment has been added, pressing the cancel flight

button will auto cancel without air team intervention. On a booking where tickets have been issued, the service will go into a pending cancel

status until the air support actions the request. Once the request is actioned, the service will go into a cancelled status automatically. Air

team will communicate penalty infomration via email.

ADXe Partners Clients Resources ©® Bockings v Q & v
One Way Flight: New York to Toronto Sarah Smith
Sunday, September 11, 2022 - Sunday, September 11, 2022 Advisor: Anna Kulej
1. ————— ADXRef 6NACO9| &
e e e I B -
Trip Name Dates
Dne Way Hight: New York to Toronto 09/11/2022 » /1172022 ! v
All Services View by: >
3.
"W One-way New York to Toronto ~
Sep 11, 2022 - Sep 11, 2022 Ticket F“shl
4. Actions: f i ¥
GDS: Sabre
PNR REF: (Sabre) KGBJEU
PNR REF: (AA) XTQWIM
AIR SUPPORT HOURS

Mon-Fri; 10:00 am EDT - 7:00 pm EDT

AFTER-HOURS ASSISTANCE (Fees Apply)
PHONE #: 888.481-2064
CODE: S-4REG

TICKETING DEADLINE: May 13, 2022, 11:59:00 PM Pacific Time
The Air Itinerary is booked but not ticketed.

Please proceed to payment and ticketing to secure avaidabilty and price

14



. CANCEL PNR

Please add remarks for your request below for the changes to be processed. Once
the process is complete, you will see a message in your notifications list

REMARKS

CC REQUESTTO ] THIS REQUEST IS URGENT
- Changing/cancelling flights traveling within the
Recipient’s Email Address next 2 days or otherwise time sensitive (.3,

same day voids or exchange/ticket)

Cancel Continue

15



Steps

Notes

Open reference

Press TRIP tab

Press v to expand details

Detail section will open down

Press CANCEL FLIGHTS

Enter change request details

Provide as much detail as possible

Check urgent box — if required

Urgent flag used for flights departing within 2 days
or otherwise time sensitive requests

Enter cc email — if required

Press CONTINUE

Remember to note the ticket number
Reference the open ticket number on follow ups, do
not open a new ticket

16



1.2.3

Ask General Question Request

Air support can assist with general questions on booked ADX air itineraries, pertaining to commission percentages, availability, seat options,

etc.

ADXe Partners Clients Resources ®© Bockngs ~ ruise iD ADX Ret, PNRL or Invoce # Q Anna Xuled v
One Way Flight: New York to Toronto Sarah Smith
Sunday, September 11, 2022 - Sunday, September 11, 2022 Advisor: Anna Kulej
ADX Ref. GNACO9| Archive| & Link Bookings
Trip Name Dates
One Way Flight: New York to Toronto o022 (B oemzo2 |6 Add details/nates v

All Services Viewby. & >
¥ One-way New York to Toronto  / Sename A

Sep 11, 2022 - Sep 11, 2022

Ticket Right

Actions: Change Flights « Cancel Flights « Ask Air Support « Open PNR View - Seat Plan - Fare Ruls
GDS: Sabre

PNR REF: (Sabre) KGBJEU

PNR REF: (A4) XTQWIM

AIR SUPPORT HOURS

Mon-Fri: 10:00 am EDT - 7:00 pm EDT

AFTER-HOURS ASSISTANCE (Fees Apply)
PHONE #: 888.481.2064
CODE: S4REG

TICKETING DEADLINE: May 13, 2022, 11:59:00 PM Pacific Time
The Air Itinerary is booked but not ticketed.
Please proceed to payment and ticketing to secure avadlabiity and price.

17



@ ASKFORHELP

Please indicate what help you require with this itinerary from Air Support Team.
They will be happy to investigate and will get back in touch with you via email or
telephone,

REMARKS

CC REQUEST TO O THIS REQUEST IS URGENT
Changing/cancelling flights traveling within the
et 2 days o otharwise Uime Sensitivg (a.2

same day voids or exchangeticket)

| Cancel Continue

Recipient's Email Address

18



Steps

Notes

Open reference

Press TRIP tab

Press v to expand details

Detail section will open down

Press ASK AIR SUPPORT

Enter change request details

Provide as much detail as possible

Check urgent box — if required

Urgent flag used for flights departing within 2 days
or otherwise time sensitive requests

Enter cc email — if required

Press CONTINUE

Remember to note the ticket number
Reference the open ticket number on follow ups, do
not open a new ticket

19



1.2.

AIR AFTER HOURS SUPPORT TEAM

ADX Air module is supported by the TripArc After Hours support team outside of business hours. This is a paid service utilized in the event of
an emergency that cannot wait until regular air business hours. The fees related to utilizing after hours will determined by whether the client
has purchased the 247 VIP Support product. If the product has been purchased, the phone number can be utilized for no extra cost. If the
product has NOT been purchased the fee will be applied to the advisor statement.

e Hours of Operation: Monday through Thursday 7pm - 10am CST (outside of air team support hours)
Weekends and Holidays 24 hours

e How to contact support: Call the phone number located on your air reference

e How does support communicate: By phone.

e When to contact After Hours Support Team

Your have an ADX confirmed air booking

e You are outside of the air team support hours

You need immediate assistance with changes or cancellations

Your request cannot wait until regular air support hours

Best Practices: A few tips on accessing better support
o Submit a ticket if your request is not urgent and can wait until the business hours

20



ADXe Partners Clients Resources ® Bookings v  Crutse D ADX Ref, PNR o Iovoke ¢ Q Anna Kulsj v

One Way Flight: New York to Toronto
Sunday, September 11, 2022 - Sunday, September 11, 2022

Sarah Smith
Advisor: Anna Kulej

ADX Ref. GNACO9 | Archive | & Link Bookings

Trip Name Dates
One Way Flight: New York to Toronto o202 |0 ‘ 09/11/2022
All Services
» One-way New York to Toronto  / Henamie

Sep 11, 2022 - Sep 11, 2022
Actions: Change Flights « Cancel Flights « Ask Air Support « Open PNR View - Seat Plan « Fare Rules
GDS: Sabre
PNR REF: (Sabre) KGBJEU
PNR REF: (AA) XTQWIM
AIR SUPPORT HOURS

Mon-Fri: 10:00 am EOT - 7:.00 pm EDT

< Refresh Quote

Add detadls/notes v

Ticket Hight

AFTER-HOURS ASSISTANCE (Fees Apply)
PHONE #: 888.481.2064
CODE: S-4REG

TICKETING DEADLINE: May 13, 2022, 11:59:00 PM Pacific Time
The Alr Itinerary is booked but not ticketed.
Please proceed to payment and ticketing to secure avadability and price,

21



1.3.  24/7 VIP SUPPORT

The 24/7 VIP Support service is a payable product you can sell to your clients to cover any after hours and emergency assistance they may
need from our support team. Earn commission when charging your client OR opt to pay for the plan out of your commission... it is up to you!

The product ONLY covers services booked within ADX and covers all travelers? on the ADX reference for the duration of the trip. The product
is commissionable and offers direct support to your client (and you!) via a VIP support phone number. The service does not support services
booked outside of ADX and coverage is valid from the date of the departure to the date of return. The 24/7 support fee is 100% non-

refundable. If client opts out of the 24/7 support, any calls to the support line will be subject to the On Demand fee structure and will be
charged back to the advisor.

e Hours of Operation: 24/7 VIP support
e How to contact support: Call the phone number located on itinerary
e How does support communicate: By phone.
e How much does it cost: It depends on the payment preference that you selected
o Client Pays - $60 charged to the client - $12 commission to you!
o Advisor Pays - $48 charged to the advisor - SO commission
o On Demand — Subject to an on-demand cost charged to the advisor after every call
e When to contact 24/7 VIP Support:
o From the trip start date to the trip end date
o You or your client need assistance with an existing ADX booking
e Best Practices: A few tips on accessing better support
e 24/7 support will NOT book new services — they ONLY support existing bookings in ADX

2 Up to 9 travelers

22



14.1

Review the Plan Options

The plan settings can be configured to add your selection automatically to every itinerary. You will have options for coverage and payment

preferences as follows.

Opt In — Client Pays

o Afee charge of $60 will be added to the trip under the payment tab.
o Payment will be processed on the client’s credit card

o Theitinerary will show the cost breakdown including the fee amount.
o The advisor will receive $12 commission from the sale?

ADN  Partners Cllents Resources ®

a

@ convere

@ 27 supporeree

.
24/7 support plan \

{3 Cost

<] Requests Unlimited

Payment preference

@ Client Pays $60

T covering the cost for my

client

No coverage

On demand

43 Cost Per request

<] Requests Unlimites

Payment preference

3 Amount shown is subject to advisor split

Round Trip Flights: New York - Miami

For Mrs, Cara Jones

DATE TIME

@ INSURANCE

Speak to you

travel insuranc

Thursday, May 26, 2022 - Monday, May 30, 2022

EVENT

x Departure: New York (JFK), Terminal 4

Arrival: Miami (MIA)

% Departure: Miami (MIA)

Arrival: New York (UFK) , Terminal 4

itnerary Status  [eTile3 53

DESCRIPTION

DELTA AIR LINES (DL) 2219,

DELTA AIR LINES (DL) 2767,

Q VIP SUPPORT

ivisor about the benefits of purchasing

24/7 Access

Toll-Free (North America): 1 (888) 481-2064

Global: 1-(647) 288-3059

23



Opt In — Advisor Pays
o No extra payment is collected from the client.
o The fee of $48 will get deducted from the advisor commission by finance.
o Advisor earns SO commission
o ltinerary will not show the cost amount.

ADNe  Partners Clients Resources © Besking v s Q

-
@ conseree

@ 207 5uppor roe

24/7 support pla% On demand

43 Cost 48 43 Cost Per request
< Requests Unlimited 7 Requests Unlimited
Payment preference Payment preference

Client Pays $60 1) 1 earn 312 Final invoice will be sent to you

after the end trip date.
I'm cavering the cost for my
client

No coverage

No thanks, | won't be offering 24/7 support service to my client

Round Trip Flights: New York - Miami
Thursday, May 26, 2022 - Monday, May 30, 2022

For Mrs. Cara Jones

DATE TIME EVENT DESCRIPTION
0700 AM & | Departure: New York (UFK), Terminal 4 DELTA AIR UINES (DL) 2219,

26 1005 AM Arrival: Miami (MIA)

0750 AM 55 Departure: Miami (MIA)
30 04T AM Arrival: New York (JFK) , Terminal 4

DELTA AIR LINES (DL) 2767,

@ INSURANCE O VIP SUPPORT

Speak to your advisor about the benefits of purchasing 24/7 Access
Toll-Free (North America): 1{888) 481-2064
Global: 1-(647) 288-3059

travel insurance today

itnerary Status QUOTE

24



Opt Out — Provide On-Demand

o]

)
)
o]

ADX

+]

@ voseree

o 2477 support Foe
The 247 WiF .

Client is not charged for a cost upfront

Advisor will be charged per call to the 24/7 support team

Notes section will contain the VIP phone number with the on demand fee
On demand fee schedule will appear on the client itinerary

Partners Clients Resources ©  Hesking «

Hotel 50 Bowery - 3 nights Hinecary Status
Auindpamirempalop st Wednesday, June 15, 2022 - Saturday, June 18, 2022

2 ® No assigned travelers.
DATE TIME EVENT DESCRIPTION
" m (n] Check-in: Hotel 50 Bowery Address: 50 Bowery 10013 United States
24/7 support plan %“s‘v On demand 15
¢ 4 ¢ 5 . o .
13 Cost i @ Cost Reciequen m 3  Check-out: Hotel 50 Bowery Address: 50 Bowery 10013 United States
<7 Requests Unlimited 7 Requests Unlimited 18
Payment preference Payment preference
ClencPays 50 15 toam o1 P @i INSURANCE
after the end trip dat
I'm covering the cost for my Speak to your advisor about the benefits of purchasing travel insurance today
client
Notes
For 24/7 Support, please call 1-(888) 481-2064 if you are in North America and 1-(647) 288-3059 if you are located anywhere else. Please be

aware that there is a $35 dollar fee per call,

No coverage

No thanks, | won't be offering 24/7 support service to my client

25



No Coverage — Provide Advisor Contact
o Client is not charged for service

Advisor can add their own phone number to add as a contact

o)
o 24/7 number will NOT show on the client itinerary
o IF client does call 24/7 support the On Demand fee structure will apply
o Nots section will show advisor number added

o 24T Suppart Fen

24/7 support plan On demand
¥4 Cost 48 43 Cost Per request
<] Reguests Unlimited <] Requests Unlimited
Payment preference Paymaent preference

Client Pays $60 camn $12 Final invoice will ba sent to you

after the end trip date.
I'm covering the cost for my
client

No coverage

@) Nothanks, | won't be offering 24/7 support service to my client

Clients can reach me at this phone number

=

One Way Flight: Los Angeles to New York Hierary Status

Sunday, June 12, 2022

Mo assigned travelers.

DATE TIME EVENT DESCRIFTION
m 0625 AM a Departure: Loz Angeles (LAY, Terminal O AMERICAN AIRLINES (AA) 528, Economy
12 DesoPm Arrival: New York (JFK) , Terminal 8
Via: Miami
@ INSURANCE

Speak to your advisor about the benefits of purchasing travel insurance today

Notes

Flease feel free to reach out to me any time during your trip at 555-555-5555 for any issues you may encounter as | want to ensure you have
the best trip possible.

26



1.4. TRAVELEX INSURANCE SUPPORT
The Travelex Insurance product has automated modify, suspend, and cancel request integration. You can use the ADX Action buttons and
send request automatically to Travelex. Once processed, the ADX system will notify you of the change confirmation and the itinerary will
update back to Travel Ready status. If you have specific policy questions, please reach out to your Travelex rep or call the number listed in
the service details section and reference the plan code. Please DO NOT reach out to Travelex to modify/cancel/suspend any policies active in
ADX. This process MUST be completed in the ADX system directly.

Actions:

Provider: Trawels
Palicy Nama: Tra
Palicy Number: T5E5 205

0 BA4BER.8511 s ok

Travebars Date of Birth Trip Cost

TOTAL USD 345,00

e How to contact support:
o Modify/Cancel requests - Via the action buttons on the trip services reference
o Policy specific questions — Reach out to Travelex directly via the phone number and reference the plan code.
o Travelex ADX specific questions — reach out to the ADX technical support team
e When to contact Travelex directly:
o You have a policy specific question
o You need to file a claim with Travelex
e Best Practices: A few tips on accessing better support

o Do NOT reach out to Travelex to modify/cancel/suspend existing policies — use the action buttons within
ADX
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1.5. ADVISOR REPORTING SUPPORT

Support for financial reports and all related questions are to be directed to the finance team. ADX support cannot assist with questions
surrounding reporting errors, missing commissions, claiming commissions or any other financial questions. Finance can be reached directly

by email.

@ TRAVEL EDGE
Home | Log off

Report Prepared for Anna Kulej

Please reach out to finance.support@traveledge.com for assistance with
reports.

Q, Filters < Refresh Download Excel

Important: In order to facilitate the timely processing of commission payments please ensure invoices are rendered/issued at the time of booking. Commissions statement balances are
subject to change as commission payments received are not finalized until the month-end date plus 6 business days ("M+6")

INVOICED SALES Data not found

QUTSTANDING COMMISSION

UNCLAIMED COMMISSION

CLIENT FOCUSED REPORT

Hours of Operation: Monday through Friday 8:30am-5:30pm EST
How to contact support: Email Finance.support@traveledge.com
How does support communicate: By email only

When to contact Finance support

e You have questions about your reports and their content

e You have questions about your commissions

e You need to move commission from the unclaimed report

Best Practices: A few tips on accessing better support
o Provide the ADX invoice number relevant to the question you have
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1.6. CLIENT PROFILE SUPPORT
Assistance with client profile merge or deletions need to be directed to the Client Base support team. Please provide them exact information
regarding the profiles you need assistance with, including phone number, DOB and any other identifying information.

] OMNLY VIEW MY CLIENTS
Client Email Phone Agent
Mr. Smith, Sam 5554445555 Anna Kule m
Mr, smith, Sarah sarah.smith@&gmail.com 4144441111 Darjit Dhillon
Mrs. Smith. Jane Joan 647-566-5555 Darjit Dhillon View
Mrs. Smith, S5am 647-566-5678 Maria Martynova
Mr. smith, john space 6471889876 Maria Martynova m
Ms. smith, Suzy | ddd@ttt.com 1231221112 Maria Martynova m
Mr. Smith, Adam Ajaxon 416-96969969 Darjit Dhillon View
Mr, Smith, Jim James varinder.sehra@traveledge.com 555-555-0018 Darjit Dhillon View

e Hours of Operation: Monday through Friday 11:30am-8:30pm EST
e How to contact support: Email clientbase@traveledge.com

e How does support communicate: By email only
e When to contact Client Base support
e You want to delete a duplicate client profile
e You want to merge two client profiles to avoid duplicates
Best Practices: A few tips on accessing better support
o Changes to client information can be done directly in ADX!
o Search by FIRST name or LAST name or PHONE or EMAIL for your client profiles
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1.7. ADXAND TRAVEL EDGE TRAINING
As a Travel Edge advisor, you have access to regular ADX training guides, videos, as well as scheduled webinars with the ADX team and Travel
Edge partners. Access our training guides and on demand videos 247 at your own leisure. The Travel Edge calendar will give you access to
not only ADX webinars but also partner webinars and network events, all through the Resources page in ADX.

ADXe Partners Clients Resources [ 0] Bookings »  Cruise ID, ADX Ref, PNR, or Invoice # Q Anna Kulej ~

Training PDFs Webinars and Videos FAQs Calendar Request Support

S . = &

INSURANCE CRUISE INVOICE TOOL

ITINERARY
BUILDER

W w L w

USING ADX AS: Me u
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1.8.1 Accessing PDF Guides

PDF guides are available for each module offered in ADX. They can be viewed in browser or downloaded from the resources page.
ADXe Clients Resources Q Crulse ID, ADX Ref, PNR e Q Anna Admin v

\

Training PDFs Webinars and Videos FAQs Calendar Request Support

= adx-guide-air-module-full_v2.pdf 2 /57 + (=] 0:?

Click on the heading or topic to jump directly to that section in the document

1. Introduction
2. AIR BOOKING GUIDE.....

21,  Search and Select.

2.1.1. Regular Search

2.1.2.  Direct Sell Search
2.1.3.  Select Flight...

2.1.4.  Flexible Date Grid

2.1.5.  Air Net Rates.

6.15. Branded Fares......
2.2. Quote air

2.3.  AircCe ison (O

2.4. Book air

2.5.  Ticket Air
2.6. Splitting Credit Card Pay
2.7.  Manage Air

27.1. Understanding the Trip Services Page
2372 Airline Notifi

273. Seat Selection.........

2.7.4.  Special Instructions

2.75. Air Fare Rules .........

2.7.6.  Change itinerary.

2.7.7.  Cancel Itinerary




1.8.2 Accessing On Demand Videos

Access our on-demand video library anytime from anywhere! Check out our collection of quick guides, module training videos, ADX
exclusives and Travel Edge exclusives. For more videos press the HERE button on the Webinars and Videos page. New videos posted with
enhancement releases so check back regularly!

ADX Clients Resources @ ruise ID, ADX Ref, PNR, or Invoice 4 O Anna Admin w

Training PDFs Webinars and Videos FAQs Calendar Request Support

ADXs Clients Resources Q Cruise ID, ADX Ref, PNR, o Invoice #  ©  Anna Admin ~

Become an ADX ExpertFull Training Video ®

ADX offers live AND on demand webinars to fit your needs and schedules. See what we have to offer!
view our full video module training library and register for training HERE

Quick Video Guides [ ]

Don't need a full run down of the module but have a specific question? Check out our quick guide videos by module below.

FKAir Videos k=Hotel Videos “Insurance Videos

ZInvoicing Videos Common Videos
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1.8.3 Accessing FAQ's
Have a question about something in ADX? Check out our FAQ page. We curate the most commonly asked questions into one easily
accessible place on our resources page.

ADXe Clients Resources @ Cruise |0, ADX Ref, PNR, or Invoice # Q) Anna Admin
Training PDFs Webinars and Videos FAQs Calendar Request Support

=  frequently-asked-questionsv2.pdf

Click on the heading or topic to jump directly to that section in the
document

Commeon ADX Questions

Account Set Up...

Sharing and Delegations....

Password

Client Profiles.

Invoicing

Planning and Service fees..

Client Documents

Reporting and Commission
Air Module

Commission........

.5
5
]
6
6
7
7
8
8
9
9
9

Search and Availability
Booking /Soft Hold
Ticketing and Payment

Seat Selection .....

Frequent Flyer Numbers

Changes

Cancellations .....

Client Documents

Air Support..........

Cruise Module

Search and Availability .

Groups and Promotions

Booking Details...

Changes




1.8.4 Accessing Training Calendar

The training calendar will give you access to product training, product training and Travel Edge hosted events.

ADMe Partners Clignts Resources L O] Bookings ~  Cruise |0, ADX Ref, PNR, or Invaice #

Training PDFs Webinars and Videos FAQs Calendar Request Support

ADX Partners Clients Resources @  Boockings v Cruise ID, ADX Ref, PNR, or Invoice 2 Q@ Anna Kulej ~

Home » Calendar

Calendar
(= D = [) —
Monday Tuesday Wednesday Thursday Friday

Wine Friday “War M...

20

b v - B
Riviera Presents: Ne. On The Go Presents....

( |
Baby Quip Prasents:

30 31
Tourism New Zealan,

Q

Anna Kulej
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