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1. Post Booking Management 
All bookings can be managed directly through ADX. This section will show you extra functionality related to post booking 

management within the platform.  Learn more about topics related to:  

• Clients Traveling in 10 Days 

• Searching for Itineraries 

• Copy an Itinerary Quote 

• Link Bookings 

• Reordering of Services on an Itinerary  

• Removing Quoted Service from a Reference 

• Changing Trip Service Views 

• Building Multi Service Itineraries  

• Archiving Full Itineraries 

• Visa Requirements and Sherpa 

• Itinerary Notes 

• Resending Emails 

• Creating Notifications 

• Managing Notifications 

• Service Fees 

• 24/7 Support Fees 

• Splitting Payment 

• Client Pay 

• Manager Access 

 

  



1.1. CLIENTS TRAVELING IN 10 DAYS 
The clients traveling section on the main dashboard is designed to easily manage which of your clients are embarking on trips within the next 10 

days. The report will show any active ADX references with travel date set to start within the next 10 days. You can access the trip reference 

easily by pressing the reference number directly from the report.  

 

  



1.2. SEARCHING FOR ITINERARIES 
Once you have started building your ADX references, there are several ways you can search for them after the fact.  

• ADX Bookings Search 

• My Quotes and Bookings Filters 

• View All Page 

• Client Specific Trips 

 

 

  



1.2.1 ADX Bookings Search 
The bookings search is designed to easily access your reference by means of the specific ADX reference number, the air GDS PNR number or an 

available invoice number. Enter the identifier into the search box and press the  button. If the reference you have entered lives in ADX, ADX 

will refer you to the trip services page for that reference.  

  

 
Steps  Notes 

1.  Enter search reference • ADX reference is an alpha numeric reference specific 

to a trip 

• Invoice number is specific to a sold service on a 

specific trip  

• GDS PNR number is the airline locator related to an 

air booking 

2.  Press the  button • This will search the system for your reference 

• If reference exists will open the specific ADX trip page 



1.2.2 My Quotes and Bookings Filter 
Use the My Quotes and Bookings filters on the main dashboard to search for references by itinerary status, primary advisor, client or traveler 

name, quote name, departure date, service type or file update timeframe. Once a filter is applied, the most recent 8 files that apply to that filter 

will appear in the Quotes and Bookings section of the page.  

  



Status – Select the status of the full ADX reference and the most recent 8 references under that status. Set the status you want to see by unselecting 

the undesired options.  

 

 

  



Advisor – Change the primary advisor view on the dashboard. You can select ME to only see your own trips, ALL for anyone within your office that 

has set their permissions to shared. You can also use this field to search for a specific advisor by name.  

  

  



Client – Search by client or traveler attached to any service on a trip reference. Select from a list of most often used or enter the client or traveler 

FIRST or LAST name into the search box.   



Quote Name – Search by the name of your quote. The name can be customized on the specific trip reference page and would be reflected on the 

quotes and bookings section quote name field.  

  



Departure Date – Filter by departure date. This will show most recent 8 references that have a service with a departure that fits into the filter you 

set. You can enter a specific time frame OR select from next 10 days, 1 month or 3 months.  

 

  



Services – Filter by the type of service that is on the reference you are searching for. Filtering will show ALL references with that type of service 

associated on it.  

 

  



Updated – See files that were updated within a specific time frame. Add a time frame manually or select from today, last 2 weeks and last month.  

 

  



1.2.3 View All Page 
The View All page on the dashboard will house ALL of your quotes and bookings that you have ever done. It is an extended version of the Quotes 

and Bookings section and will show you a list of everything. You can use the same filters that apply to the Quotes and Bookings section on the 

View All page.  

  



Client Specific Trips – If a client/traveler has been assigned to a trip reference, you can also find the record of ALL of that client/companion 

references through the client profile page. You can apply the same filters as used on the Quotes and Bookings section of the dashboard.  

 

  



1.3. COPY AN ITINERARY QUOTE 
You can copy an entire itinerary quote to create a brand-new reference without having to re-run any of the searches. This is useful when you 

have two different clients taking the same trip, the itinerary can be built once and copied before it’s booked for the second client. The itinerary 

can ONLY be copied on a Quote status.  

 

 

  

 Steps  Notes 

1.  Open the reference  •  

2.  Press COPY QUOTE button • Itinerary will refresh 



 

  

 Steps  Notes 

3.  Confirm the copy • Name will contain version number (V2)  



1.4. LINK BOOKINGS 
Managing multiple ADX references that are traveling together can be done using the link bookings functionality. This feature will cross reference 

the ADX reference numbers on both/all files and allow for easy access to each. Clicking on the linked booking hyperlink will open that reference 

in a new tab. Please note this ONLY links the ADX references, it does not communicate with the vendors in terms of linking confirmations.  

 

 

  



  

 Steps  Notes 

1.  Open the reference  •  

2.  Press COPY LINK BOOKINGS • Itinerary will refresh 



 

  

 Steps  Notes 

2.  Enter an ADX reference  • Alpha numeric reference specific to the entire itinerary 

3.  Press ADD BOOKING – as required • Use if you want to add more than one trip to this 

reference 

4.  Press SAVE • This will link the references together 



1.5. REORDERING OF SERVICES ON AN ITINERARY 
When building your itinerary, the services will show in chronological order and then in the order that you added them to the reference. 

Sometimes this means that your hotel may appear before the flight, on the trip reference and client document. To fix this, we have added a 

REORDER SERVICES button that allows you to drag and drop the service tiles in the order that you want them to show.  

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

  

 Steps  Notes 

1.  Enter an ADX reference  • Alpha numeric reference specific to the entire itinerary 

2.  Press REORDER SERVICES • Located on TRIP tab 



 

  

 Steps  Notes 

3.  Press on the service tile and drag to re-order  • Drag and drop all services in desired order 

4.  Press SAVE CHANGES •  



  

 Steps  Notes 

5.  Confirm re-order  • Service tiles will show in new order 



1.6. REMOVING QUOTED SERVICES FROM A REFERENCE 
Since you can add multiple services to an ADX reference to build a complete trip itinerary, you can also remove any unwanted quoted services 

from that reference. Removing a quoted service deletes that quote permanently from the reference and it cannot be brought back once 

removed. This will also remove it from the client document.  

 

  

 Steps  Notes 

1.  Open ADX reference  •  

2.  Press REMOVE button • Located on Trips tab 

• Service tile will disappear from reference 



1.7. HIDE CANCELLED SERVICES 
Services that are cancelled can be hidden on the trip services page so that they don’t show if they are not relevant to a trip. Manage this view in 

the reference details and notes section and hide the cancelled services as needed.  

 

 

  



  

 Steps  Notes 

1.  Open ADX reference  •  

2.  Press v on Add details/notes • Will expand the section down 



 

  

 Steps  Notes 

3.  Check HIDE CANCELLED SERVICES checkbox  • Located at bottom of notes section 

4.  Press SAVE CHANGES button • The cancelled services will disappear from view 

• To show the cancelled service uncheck the hide 

checkbox and the service will show 



1.8. CHANGING TRIP SERVICE VIEWS 
The Trip Services page lets you change how you view the service details in ADX. You can select from:  

•  Calendar view – see day by day view of services  

•  Service view – see each service in a list, default view 

 

 

  



1.7.1 Calendar View 
Itineraries that span over multiple days with multiple services can be viewed on a calendar day over day layout. Each day block would contain 

only the services that pertain to that day. Use the calendar toggle <> to maneuver through the trip days. To view your trip reference in calendar 

view, press the icon.  

  



1.7.2 Service View 
The service list view will show you ALL of the services that were added to the reference in a list down format. The service view is the defaulted 

view on the page. If your view is set to calendar, you can switch it back to service view by pressing the  icon.  

 

  



1.9. BUILDING MULTI SERVICE ITINERARIES 
ADX is a complex itinerary building tool that lets you combine services sold in ADX with services sold outside of ADX and invoiced using the 

Invoicing module.  By building on one ADX reference, you will produce one robust client itinerary with all the trip details and confirmations in 

one place and on one file. Once you have added the first service quote to an ADX reference, use the service button on the reference to add the 

rest of the trip components.  

 

  



 

  

 Steps  Notes 

1.  Create an ADX reference  • Create a quote using the module buttons  

2.  Press ADD SERVICES button • ADX Services are bookable in ADX and include air, 

hotel, insurance, activity, panning fees 

• Non ADX services will let you add non ADX bookings via 

the Invoicing module 

• Work through quote flow for ADX services OR complete 

the invoicing page  



  

 Steps  Notes 

3.  Confirm service was added  • Once you complete the quote/book flow the service tile 

will appear under the trip tab 

4.  Press ADD SERVICES button – as required • Continue to add ADX and non ADX services as required 



1.10. ARCHIVING FULL ITINERARIES 
ADX does not delete references once they have been completed or the date has passed. Itineraries can be archived or hidden from 

view and accessed in the future. Archiving can be done from two places:  

• the Trip Services reference 

• View All page on the main dashboard 

  



1.9.1 Archive from Trip Services Reference 
An itinerary can be archived directly from the Trip Services reference. This will remove it from the Quotes and Bookings section as well as the 

View All page.   

 Steps  Notes 

1.  Open the reference  •  

2.  Press ARCHIVE button •  



 

  

 Steps  Notes 

3.  Press YES to archive  • Press no to cancel archive request 

• Pressing YES will archive the reference 



1.9.2 Archive from the View All Page 
The View All page will show you ALL of your quotes and bookings on one page. You can batch archive references by selecting the checkboxes 

next to the reference and pressing the archive button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 Steps  Notes 

1.  Press VEIW ALL • Located in My Quotes and Bookings 



 

  

 Steps  Notes 

2.  Select checkbox  •  

3.  Press ARCHIVE button • Items will disappear from the list 

• Items will not appear in Quotes and Bookings section 



1.9.3 Accessing and Unarchiving Itineraries  
You can review archived itineraries from the View All page on the main dashboard.  

  

 Steps  Notes 

4.  Press VEIW ALL • Located in My Quotes and Bookings 



 

  

 Steps  Notes 

2.  Press SHOW ARCHIVED QUOTES • All files archived will appear in the list 



 

  

 Steps  Notes 

3.  Press  icon next to file  • This will remove the file from the archive list 

• Item will appear again in View All page 

• Item will appear again on main dashboard 



1.11. VISA REQUIREMENTS AND SHERPA  
Ever changing travel requirements make add complexity to creating beautifully crafted trips for your clients. ADX has added quick links to the 

service blocks under the trip tab to external websites: IATA Travel Center and Sherpa. PLEASE NOTE: ADX is not responsible for accuracy of 

content found on these two websites. These are EXTERNAL sites to Travel Edge.  

 

 

 

  



  

 Steps  Notes 

1.  Open ADX reference  •  

2.  Press v on Trip tab • Expand details by pressing the v button 

• Details will expand down 

3.  Click link • Links located at bottom of each service tile 

• Webpage will open in new tab 



1.12. ITINERARY NOTES  
The Advisor notes section is a private note block that is advisor facing only, these do NOT show on the client itinerary. Use this to make notes on 

the trip for future reference.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



  

 Steps  Notes 

1.  Open ADX reference  •  

2.  Press v on Add Details/Notes • Expand details by pressing the v button 

• Details will expand down 

3.  Add notes to Advisor-only Notes •  

4.  Press SAVE CHANGES • Notes will show every time you access the reference 



1.13. RESENDING EMAILS 
Emails sent directly out of ADX are stored on the specific trip services page that the email is related to. You can view email history and resend 

these emails directly from the manage tab on the trip page.  

 

  



 

  

 Steps  Notes 

1.  Open ADX reference •  

2.  Press MANAGE tab • Sent emails section will show all emails sent out of 

system 

3.  Press icon to open file • Open the attachment in new tab 

4.  Press VIEW SENT EMAIL button • Opens information on email sent  



  



  

 Steps  Notes 

5.  Review FROM/TO  • Will show email sent from and sent to 

6.  Review email body   •  

7.  Press attachment link to open • View the PDF attachment that was previously sent  

8.  Press RESNED EMAIL • This will re-send the original PDF attachment 



1.14. CREATING NOTIFICATIONS 
There is a lot to remember when crafting multi service trips for your clients. Set up reminders to get sent to you via email with important 

reminders and action items. You set the date to receive the email as well as the notification text to show in the email. Reminders can be set a: 

▪ Generic reminders from the dashboard 

▪ Specific trip reminders from the trip reference 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.13.1 From the Dashboard 
Notifications created from the dashboard are generic in nature and are not linked with an ADX reference. They will ONLY appear on the notice 

board dashboard and will not show on a trip reference page.  

  



1.13.2 From the Trip Reference 
Notifications created from a specific trip reference links the ADX ref to that notification. The create notification option is available from the 

MANAGE tab of each trip reference.  

  



1.15. MANAGING NOTIFICATIONS 
Advisors will receive notifications from vendors relating to their air and hotel bookings. You can also create generic notifications to be sent as 

email reminders. Notifications will be emailed to the primary advisor on the file, any delegates set on the profile and will live in the ADX system. 

Notifications will appear in three places in ADX: 

o Dashboard Notice Board 

o Trip Services Page Manage Tab 

o Trip Services Page Manage Tab 

Once a notification is actioned or viewed, you can HIDE it for it to no longer appear on the Notice Board or in the Manage tab for that trip. The 

notification will NOT be deleted, just hidden from view. Unactioned messages on the Trip Services reference will be reflected with a number in 

the corner of the manage tab. Once notifications are either accepted/rejected or hidden, the number will clear out.  

 

  



1.14.1 Notification Types 
Notifications get lumped into 3 categories: Informational, Actionable, Generic Notice.  

1.14.1.1 INFORMATIONAL NOTIFICATIONS 

Notifications that do not require any action from the client or advisor. Typically, these are communications that are sent from the vendor to 

confirm they have received a re quest and are communicating the action they took. These notifications can be hidden once they are 

reviewed, no extra action is required through ADX. Some examples of informational notifications include:  

▪ Air seat selection confirmations 

▪ Air Meal selection confirmations 

▪ Air Frequent Flyer numbers acknowledgement  

▪ Air ticketing completion notification  

▪ Air ticketing deadline has passed 

▪ Air special instruction messages from airline queues1 

▪ Insurance modification request has been completed  

 

 

  

 
1 Any messages airlines put on to the record and queue it for ADX to pick up. These messages may show airline jargon. If unsure of what the message means please 
reach out to the air support team for clarifications. 



1.14.1.2 ACTIONABLE NOTIFICATIONS 

Actionable notifications are ones where the advisor MUST respond through the notification in order to confirm a change. Airline schedule 

changes will come through the notifications as actionable and will require the advisor to either accept or reject the schedule change. Unactioned 

schedule changes will result in out-of-date itineraries and may result in fees from the air support team.  

 

 

  



1.14.1.3 GENERIC NOTIFICATIONS 

Generic notifications are one’s advisors set either from the main dashboard or from the specific trip services page manage tab. These 

notifications can be used as reminders and are sent to the primary advisor’s email on the date specified, with messaging specified.  

 

 

  

Notice Board on the Dashboard Manage tab on the Trip Services page 



1.14.2 Hiding Notifications 
Notifications can be hidden once reviewed, to avoid clutter on the notice board and trip services pages. Hidden notifications can always be 

reviewed, they do not get deleted from the system.  The notifications can be hidden directly from the notice board on the dashboard or from the 

Trip Services manage tab.  

 

 

 

  



1.14.2.1 NOTICE BOARD  
Notifications can be hidden directly from the notice board on the dashboard by opening each individual message.  

 

  

 Steps  Notes 

1.  Click on notice • Find notice in list by scrolling and click on the one to 

open it 

2.  Press HIDE • Message will disappear from notice board  



1.14.2.2 TRIP SERVICES PAGE 

The notifications related to a trip will show on the manage tab of the Trip Services reference. The manage tab will show a red number on the top 

right corner of the number of notifications that require attention – either to be actioned (accepted/rejected) or acknowledged and hidden.  

 

  



 

  

 Steps  Notes 

1.  Open ADX reference •  

2.  Click MANAGE tab • Last one in the list 

• Red number in corner indicates new notifications 

3.  Press HIDE – as applicable  • Messages showing task completion will show HIDE 

button without need to open the message 

4.  Press REVIEW • Review to open the notification 

5.  Press HIDE • Message will disappear from list 



1.14.3 Viewing Hidden Notifications 
Hidden notifications can be viewed directly on the Trip Services page manage tab. Press the INCLUDE HIDDEN button to show all notifications, 

including ones that have either been actioned or have been hidden. 

  

  



 

  

 Steps  Notes 

1.  Open ADX reference •  

2.  Click MANAGE tab • Last one in the list 

3.  Click INCLUDE HIDDEN • List will show ALL notifications received for this 

reference 



 

1.14.4 Viewing ALL Notifications 
Unread notifications can be viewed in list form from the Notice Board dashboard. You can review the notifications as well as search for them by 

ADX reference.  

 

  



1.14.5 Advisor Email Notification Format 
All notifications issued through ADX will be emailed to the primary advisor on the file. Email notifications will contain the ADX reference, the 

details of the notifications as well as a button to access the itinerary related to the notification. Email notifications ONLY come to the advisor, 

not the client, and will come from adx.norprely@traveledge.com or adx.noreply@adxtravel.com for affiliate agencies. Do not reply to these 

emails as the email box is not monitored.  

  

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


1.16. SERVICE FEES  
Services fees can be added to any ADX reference and charged to your client at any point in your quote to book process. Service fees 

are visible to your client on their credit card statement as well as on the client document as a line item on the itinerary. Fees can be 

set up through the advisor profile to default how they are used - always added vs. setting suggested fees. Fees can also be set up on 

the fly, on each individual itinerary. Adding and managing fees can be done through the Service Fees tab on the trip reference page2.  

 

 

 

 

 

 

 

 

 

 

 

 

 
2 Fees are subject to commission split and 3.5% merchant fee 



1.15.1 Customize Fee Defaults 
Service fee defaults can be created through the profile and accessed on the trip service page. Fees can be created as:  

•   Planning fees 

• Change fees 

• Custom Fees 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Steps  Notes 

1.  Click v next to name       • Name located top right corner 

2.  Press MY PROFILE •  

3.  Press SET PREFERENCES  •  

4.  Scroll down to Customize your Service Fee Defaults section •   



 

 



 
3 Advisors located in the US will ONLY have access to USD currency. Advisors located in Canada will have USD and CAD access to currency. Advisors located in 
Bermuda will have access to USD and BMD currency.  

 
Steps  Notes 

5.  Open fee type by clicking > button       • Select from 

o Planning fee 

o Change fee 

o Custom fee – name it what you like 

6.  Review the TE suggested fee structure • A suggested fee may be set by your office 

manager 

7.  Fill in the fee details  • Fee name – Will show up on the client document 

• Currency – US, CAD, BMD3 

• Flat rate OR Percentage – Charge a flat fee or % 

of the entire trip and all the services added to 

one reference 

• Describe the service – Notes that will show up 

with the fee name 

8.  Add fee description • Optional 

• Will appear on the client itinerary  

9.  Select how to use the fee • Added to all itineraries automatically – the fee 

will default to ON and will show on client 

documents and payment page automatically 

• As Suggested – the fee will default to OFF and 

will not appear on client documents or payment 

page until you turn it ON to make it visible 

10.  Press SAVE • Repeat the steps to create multiple fees 



1.15.2 Managing Fees on Trip Reference 
Fees can be managed directly on each trip reference under the service fees tab.  

o Fees that are defaulted to always be added will show automatically as active.  

o Fees defaulted to suggested will show and have the option of being added to the reference  

o Create new fees to be added ONLY to a specific reference 

 

  



1.15.3 Processing Fees 
Fees can be processed at any point in the quote, book, pay flow. Once a client is added to the profile, the payment tab will show a PAYMENT 

button next to the active fees on the service tab. Fees not set to active can also be added through the payment tab. Fees can be processed on 

their own OR with other services.  

 

  



 

  

 
Steps  Notes 

1.  Add client and travelers       • Add client and traveler info on Client and 

Travelers tab 

• Client MUST be added before you can process 

payment for fees 

2.  Press PAYMENT tab •  

3.  Press ADD button to suggested – as needed  • Fees suggested not added to itinerary 

• Fees that do not show PAYMNET button are not 

added on itinerary  

4.  Press PAYMENT button •  Proceed to payment page to process payment 



1.15.4 Adding Fees on Payment Page 
If you forget to build out your fee on the trip page before starting the payment process, do not worry… you can add the fee on the payment 

page! The fee will be added to the payment process as well as saved on the service fee tab once it’s paid.   

 

 

 

 

 

 

 

 

 

 

 

  



  



  

 
Steps  Notes 

1.  Press ADD A SERVICE FEE button       • Located in Services Ready to be Paid section 

2.  Press ADD on fee type • Select fee type to be added 

3.  Enter fee details   •  

4.  Press ADD FEE •  Fee will be added to services ready to be paid 

• Fee will be added to payment process 



1.15.5 Cancelling a Service Fee 
In the event a service fee has been paid and needs to be cancelled, the cancellation request must be done from the ADX system on the payment 

page. Please note if you cancel all other services on the itinerary, the fee charge will NOT automatically be cancelled along with the services. Fee 

reversal requests will ALWAYS be submitted independent of any other service. The cancellation request will be submitted to the finance team 

who will process the refund. Questions around timelines of refund please contact the finance team directly. 

 

  



  

 
Steps  Notes 

1.  Open ADX reference •  

2.  Press PAYMENT tab •  

3.  Press CANCEL button • Located in Cost Summary section on PAID fees 

• A ticket form will open 

4.  Add cancellation details for finance team •  

5.  Press CONTINUE • Will submit request to finance  

• The fee will show CANCELLED 

• Invoice section will show a REFUND invoice for 

amount of fee cancelled 



1.17. 24/7 SUPPORT FEE 
Travel Edge offers a 24/7 VIP Support Plan that can be sold to your clients to offer a piece of mind. Earn commission when charging your client 

OR opt to pay for the plan out of your commission… it is up to you!  

The VIP support service applies to ONLY the associated ADX reference for which the service was applied and is limited to services booked in 

ADX. Coverage is valid from the date of the client’s departure to the date of return. Service is applicable only to one continuous excursion with 

a maximum of nine passengers. 247 support fees are nonrefundable. 

 

 

  



1.16.1 247 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 into 24/7 support and client pays for the fee – This is the default on your account!  

o A fee charge of $604 will be added to the trip under the payment tab.  

o The itinerary will show the cost breakdown including the fee amount. 

o The advisor will receive $12 commission from the sale5 

 

 

 

 

 

 

  

 
4 Canadian advisors will have a currency option of CAD or US 
5 Amount shown is subject to advisor split and 3.5% merchant fee 



Opt in to 24/7 support and Advisor covers the cost 

o No extra payment is collected from the client.  

o The fee of $48 will get deducted from the advisor commission by finance.  

o Itinerary will not show the cost amount.  

 

  



Opt out of 24/7 support and provide on demand cost 

O Client is not charged for a cost upfront 

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

O On demand fee schedule will appear on the client itinerary  



No Coverage 

o Client is not charged for service 

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

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 

  



1.16.2 Setting Plan Defaults 
Set the default payment preference in your Advisor Profile to add to every itinerary automatically. You can manually edit your default on the trip 

service page of a specific trip. The default is automatically set to Client Pays.  

  



  

 Steps  Notes 

1.  Press v button  • Next to name on top right corner 

2.  Press MY PROFILE •  

3.  Press SET PREFERENCES tab • Third box in the row 

4.  Press icon within 24/7 support box • Locate 24/7 fee section within the Service Fee Default 

section of the page 

• Expands details 



 

  

 Steps  Notes 

5.  Click radio button next to plan  • Select the plan you want to default to for ALL 

itineraries 

• Default set to CLIENT PAYS 

• Radio button will be purple on selected option 

6.  Press SAVE •  



1.16.3 Managing 24/7 Fee on Trip Reference 
Defaults can be changed for each individual itinerary directly from the trip reference. The Service Fees tab will house the 24/7 fee information. 

To change the default, select the 24/7 support fee type and select the desired plan option by clicking on the radio button. This will update the 

plan type, payment as well as client itinerary.  

 

  



  

 Steps  Notes 

1.  Press Service Fee tab  •  

2.  Press SELECT on 24/7 fee type • This will expand the details of defaulted fee selection 

3.  Click radio button next to plan • Button will turn purple when selected 

4.  Press SAVE • Plan will update 



1.16.4 Confirming 24/7 Plan 
When opting in to 24/7 plan, depending on who is paying for the cost, you will either process payment on client’s credit card or press the book 

button when advisor pays. Both actions will be done from the PAYMENT tab of each individual trip.  

 

  



1.16.4.1 CLIENT PAYS – PROCESS PAYMENT 

When the client is paying for the 24/7 service, a payment button will be available on the Payment tab. You can process payment with other 

services or on its own. Once the fee is paid, the cost summary section will show PAID and a payment invoice will be generated. The amount cost 

will be included in the trip totals for the client.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  

 Steps  Notes 

1.  Press PAYMENT tab  •  

2.  Press PAYMENT button • Payment button available when select Client Pay  



1.16.4.2 ADVISOR PAYS – CONFIRM SERVICE 

When payment plan is selected to Advisor Pays, no payment is processed through ADX. This option allows the advisor to pay for the service on 

behalf of the client and the payment will be deducted by finance from the advisor statement. To confirm the payment selection, press the BOOK 

button on the Payment tab. Once confirmed, the Cost Summary section will reflect a PAID service but no invoice will be generated in the invoice 

section.  

 

  



  

 Steps  Notes 

3.  Press PAYMENT tab  •  

4.  Press BOOK button • Located next to 24/7 fee line 

5.  Press YES to confirm • Press NO to go back without confirming 



1.16.5 Plan Options and Client Itinerary 
The information that shows on the client itinerary will depend on the type of plan you have selected and confirmed. 

 

 

 

 

 

  

  

Client Pays Opted In 



Advisor Pays Opted In 



On Demand 



  

Opted Out Advisor Number 



1.18. SPLITTING PAYMENT 
Split payment can be applied when there are multiple services on a reference or when you are ticketing an air service with multiple tickets. Both 

scenarios will utilize the checkbox functionality to select and unselect what services are being paid for on what card. You will need to enter the 

credit card information once on each card tab in order to process the payments. Payments will process independently, and a payment invoice 

will be generated for each service.  

 

  

 Steps  Notes 

1.  Verify Credit Card 1 tab  • Default 

2.  Check box next to service to add to credit card 1 • Check and uncheck boxes to add and remove 

• Total to process will reflect boxes checked 

• Enter CC information for Credit Card 1 

3.  Click Add Payment Method  • Add method to add Credit Card 2 



 

  

 Steps  Notes 

4.  Verify Credit Card 2 tab • Will show once you press ADD PAYMENT METHOD 

5.  Check box next to service to add to credit card 2 • Services already added to credit card will grey out 

• Total to process will reflect boxes checked 

• Enter CC information for Credit Card 2 



 

1.19. CLIENT PAY 
ADX gives your client the freedom to process their own transactions by sending them a secure client payment link on the client itinerary 

document for all bookings and fees6. ADX will send notifications of any action taken by the client and update the status of the service 

accordingly. The client payment link can be defaulted on or off through the advisor profile, can be set for a period of time with an expiry 

window, and will be added to the client document for ease of use.  

The client pay link is available for the following modules:  

 

The client pay link is available for the following modules:  

• Air  

• Hotel 

• Activities 

• Insurance 

• Merchant of Record invoicing 

• Service Fees 

• 247 VIP Support Plan

 
6 Services must be in payable status and qualify for client pay link 



1.18.1 Applicable Services  
The client pay option will be available through the client itinerary on applicable services and PAYABLE services meaning they 

qualify for payment and confirmation. Each service type differs on how to achieve the payable status, but all must have a client 

and traveler assigned to the service.  

10.18.1.1 AIR SERVICE 

Air must be in a BOOKED status meaning inventory must be held and next step is to apply payment. You cannot apply the Client Pay Link on 

quoted air options.  

• Requirements 

✓ Client and traveler assigned 

✓ BOOKED status  

• No client/traveler assigned 

• Quoted service 

 

 

 

 

 

 

 

  

 

  



104 
 

10.18.1.2 HOTEL SERVICE 

Hotel, both EDGE and standard, must be in a QUOTED status with client and traveler added.  You cannot apply the Client Pay Link before a 

client and traveler is added to the service.  

• Requirements 

✓ Client and traveler assigned 

✓ QUOTED status  

• No client/traveler assigned 
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10.18.1.3 ACTIVITITY SERVICE 

Activities must be in a QUOTED status with client and traveler added.  You cannot apply the Client Pay Link before a client and traveler is 

added to the service.  

• Requirements 

✓ Client and traveler assigned 

✓ QUOTED status  

• No client/traveler assigned 
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10.18.1.4 INSURANCE SERVICE 

Insurance must be in a QUOTED status with client and traveler.  You cannot apply the Client Pay Link before a client and traveler is added to 

the service.  

• Requirements 

✓ Client and traveler assigned 

✓ QUOTED status  

• No client/traveler assigned 
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10.18.1.5 MERCHANT OF RECORD (MOR) INVOICING SERVICE 

Merchant of Record invoicing service must be in a BOOKED status with payment process set to TE Processes.  You cannot apply the Client 

Pay Link to a Vendor Processes type of invoice.  

• Requirements 

✓ Client and traveler assigned 

✓ TE Processes payment  

✓ BOOKED status  

• No client/traveler assigned 

• Vendor Processes type 

• Quote  
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10.18.1.6 EXTRA FEES – 247 FEE AND SERVICE FEES 

Fees have a client assigned to the reference in order for it to be payable.  You cannot apply the Client Pay Link when there is no client 

selected.  

• Requirements 

✓ Client and traveler assigned 

✓ Processed alone 

✓ Processed with other services 

• No client/traveler assigned 
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1.18.2 Default on Profile 
Default your account to always add the client payment link when applicable on the client itinerary. Defaulting it ON will always have the 

checkbox checked on the client itinerary so that you don’t forget to add it for your clients.  
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 Steps  Notes 

1.  Press v next to name  • Your name on the top right corner 

2.  Press MY PROFILE   • First item in the list 

3.  Press SET PREFERENCES button • Third box in the list 

4.  Press v next to Default Client Pay Selection and select ON • OFF will not automatically check the add link box on 

the client itinerary 

• ON will automatically check the add link box on the 

client itinerary  

5.  Press SAVE PREFERENCES • Saves changes on your profile 

6.  Verify box is checked on client itinerary • When applicable services are part of the reference 
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1.18.3 Accessing Client Pay Link 
The Client Pay Link lives on the client itinerary page. When you have services that are applicable and in a PAYABLE status, you can add the 

link to the itinerary document for the client to access and process payment. REMINDER: When adding the link and setting the expiry, you 

MUST press the SAVE/VIEW button for it to update the client document before emailing or downloading the file.   
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 Steps  Notes 

7.  Open ADX reference  •  

8.  Press SEND ITINERARY   •  
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The  Client Itinerary Page 

The Client Pay Link shows in the green box under the Customize Client Itinerary section.  
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The Client Itinerary Document 

The Pay Now button will appear on the client itinerary along with the link expiry date and time.   
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1.18.4 Setting Expiry on Link 
Set an expiry date and time for the link to ensure payment from your client by a particular time frame. If you do not want to set a timeline, 

you can set expiry to the day before the trip start date. The timeline will be set on the client itinerary page before you send or download the 

document. Remember to press SAVE/VIEW CLIENT ITINERARY CHANGES for changes to save on the document before sending or 

downloading. 

 

  

 Steps  Notes 

1.  Open ADX reference  •  

2.  Press SEND ITINERARY button   • Bottom right corner 
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 Steps  Notes 

3.  Select date for expiry  • Set any date up until the date of travel 

4.  Enter the time    • Formatting is 00:00 

• Set AM/PM 

5.  Select time zone • Select from ET or PT 

• REMEMBER to press SAVE/VIIEW itinerary changes 

before sending or downloading once set 



119 
 

1.18.5 Client View – Payment Page 
Once the client opens the itinerary document, the PAY NOW button will show in the executive summary along with the link expiration. 

Pressing the PAY NOW button will take the client to a secure payment page where they can enter their credit card details.  The payment is 

processed in 3 steps.  

 Client Itinerary                                                                                              
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1.18.5.1  STEP 1: ENTER PAYMENT INFORMATION  
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1.18.5.2 STEP 2: CONFIRM AND PAY  
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1.18.5.3 STEP 3: PRINT/SEND RECEIPT  
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1.18.5.4 SERVICE PRICE CHANGE 

If a price change occurs on a service, the client will be prompted before entering their credit card information for payment. 

The advisor will see the original price and the revised price and will need to either decline or accept the revisions. Advisor will 

receive a notification on the price change and whether the client accepted or declined it.  



124 
 

1.18.6 Advisor View - Advisor Notifications  
Once the client attempts to pay for services using the Client Pay Link, a notification will be generated for the advisor stating an attempt 

at payment was made and it was successful, or it failed. These notifications will be emailed to the primary advisor on the file and will live 

under the MANAGE tab notification section of the specific itinerary.  

1.18.6.1 SUCCESSFUL ATTEMPT 

When the client attempts the payment and payment goes through, all services as part of that payment will confirm with each vendor and 

confirmation numbers will be pro 

•    Client View                                                                                         

 

 

 

 

 

• Advisor View  
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1.18.6.2 FAILED ATTEMPT   

When the client attempts payment and payment fails, the client will be directed to contact their advisor for next steps. Advisor will receive a 

failed attempt notification and failed service will NOT be confirmed with the vendor.  

• Client View                                                                                      

 

 

 

 

 

 

 

 

•      Advisor View            
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1.20. MANAGER ACCESS 
Accounts set up in TRAMS with a MANAGERS group will give the account access to the Office Management page and some management 

features for the office they are associated with.  

 

• Visibility to all quotes/bookings/clients regardless of sharing permissions 

• Office management ability to turn on/off portions of ADX 

• Access advisor profiles  

• Set office wide suggested fee structure 

• Set regulatory information on all accounts – Coming Soon!  

• Receive regular list of pending unactioned air schedule changes 

 

 

 

  



127 
 

1.19.1 Accessing Quotes and Bookings 
Management accounts will be able to view all quotes and bookings, as well as access all client profiles under the office they are set to 

manage.  

1.19.1.1USING ADX AS 

The Using ADX As feature will change whose items you are viewing in the Quotes and Bookings section of the dashboard. With a 

management account, you can opt to see your own items, your delegated accounts and/or quotes for your entire team by selecting ALL 

on the Using ADX AS feature.  
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1.19.1.2FILTER BY ADVISOR  

Viewing by specific advisor can be done by applying the advisor filter to the quotes and bookings section on the dashboard. Press the v 

to expand the filter and enter the advisor’s name into the search box. Once the filter is applied, the quotes and bookings section will 

show ONLY the items pertaining to that advisor.  
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1.19.1.3VIEW ALL PAGE 

View more then 8 recent quotes on the View All page on the dashboard. Apply filters using the v on the header and search by advisor, 

client etc. on items for the entire office.  
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1.19.2 Office Management Page 
Accounts set up with the MANAGERS group in Trams will have access to the OFFICE MGMT. section under the advisor profile page. This 

section will allow managers or admin to: 

• manage advisor lists 

• access advisor profiles  

• reset passwords 

• configure modules  

• set the suggested planning fee structures.  

• set regulatory information – Coming Soon!  

 

To access the Office Management page, press the v button next to your name and click the Office Mgmt. button. This will take you to your 

office management page.  
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1.19.2.1MANAGE ADVISOR LIST 

Management accounts will be able to view the list of advisors that are associated with their office. This list will show who is currently 

active vs not active in the system. Any account that has an  next to the name is a locked account with no access into ADX.  
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1.19.2.2ACCESSING AVISOR PROFILES 

Management accounts can access any advisor profile to review and configure accounts by clicking on the name of the advisor on the 

management page. This will take you to that advisor’s profile page and their communication profile, sharing settings, preferences, and 

password resets. Management accounts can update the communication details including uploading logos, set sharing permissions and 

delegations on accounts as well as resetting passwords.  
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1.19.2.3RESETTING ADVISOR PASSWORD 

From the advisor’s profile whose password you want to reset, press the CHANGE PASSWORD button at the top of the page.  If you know 

the current password for that account, you can use the Change Password section to apply a new password. If you do not have the 

current password on the account, press the SEND PASSWORD RESET EMAIL button. The advisor will receive an email to the email on the 

account with reset instructions.  
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1.19.2.4CONFIGURE MODULES 

Management accounts can select what ADX and features are enabled on each advisor account.  Unchecking the module box will grey out 

the module on the main dashboard and advisor will not be able to access it. When changing the access on an account, be sure to press 

SAVE CHANGES button at the bottom of the page for the changes to take effect.  
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1.19.2.5DEFAULT BRANCH PLANNING FEE AMOUNT 

Management accounts can customize the suggested planning fee amounts that show up on each advisors quotes automatically . Fees 

are NOT automatically added to each quote but appear as a suggested value that the advisor can set to active and process.  
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1.19.3 Pending Unactioned Schedule Change List 
Management accounts will receive a daily email from ADX listing the itineraries that have been on the schedule change queue for more 

than 72 hours. Review the action required by pressing the link directly in the email, which will open the all notifications page in ADX. 

Management can use this email to advisor advisors who appear on this list to get the schedule changes actioned. Unactioned schedule 

changes are subject to Air team fees as well as out of synch itineraries.  

 

 

 

 


