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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:

e C(lients Traveling in 10 Days

e Searching for Itineraries

e Copy an Itinerary Quote

e Link Bookings

e Reordering of Services on an Itinerary
e Removing Quoted Service from a Reference
e Changing Trip Service Views

e Building Multi Service Itineraries

e Archiving Full Itineraries

e Visa Requirements and Sherpa

e Itinerary Notes

e Resending Emails

e Creating Notifications

e Managing Notifications

e Service Fees

e 24/7 Support Fees

e Splitting Payment

e C(lient Pay

e 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.

ADMs Partmers Chents Resources @ g v . 0, ALK Bt DN sr Q  Atwatie v

1
ITINERARY
nu"‘ o HOTEL ACTIVITY INSURANCE cRuISE INVOICE TOOL
v w v v v v
USING ADX &% e -
S MY QUOTES & BOOKINGS VWAL
Filters
STATUS » ADVION ~ CLIINT « QUOTE NAMY « DAPART » SERVICLS VPDATID »
B A SamSmah  Travel Select Man Quote "R el 05.16.22 B
[narr. e T Sam Smth  Travel Select Man Quots 0619.22 -0 05.16.23 View
e o Carajones St Hegs Now York - S nights 083022 -e 080022 u
. The Plorre - A Taj Hotel - 4 Aights 152622 @ 5,08 22 u
T A Ve Pars Notre Dame - 3 mights wnn  me 5.042; [ view |
I A carajores  Round Trip FUghts: New Yok - Mism 033622 A@W 05,0822
oo B SamImth Delure Trave Protecton PlanQuote  0331.22 =@ 03,0422 [ view |

Name of travelers

Link to trip reference “ Departure Date

Notce

May 03 2022



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.

e ADX Bookings Search

e My Quotes and Bookings Filters

e View All Page
e Client Specific Trips

Client Profile - Trips

Clients

Resources @  Boockings v

ADX Bookings Search

My Quotes and Bookings
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ITINERARY
BUILDER

W

Advisors: Me x
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Sam Smith
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Sam Smith
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ACTIVITY
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Travel Select Plan Quote

Travel Select Plan Quote
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New Trip Planning Quote
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Deluxe Travel Protection Plan Quaote

*

INSURANCE
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el
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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.

AD Partners Clients  Resources Baskings «+  1EG7X Q, AnnaKulsj v

1. 2.
S 9
rﬂ:ﬁ_“;{:"’ HOTEL ACTIVITY INSURANCE CRUISE INVOICE TOOL
W L
USING ADX AS Ml n
c=| || Steps l Notes
1. || Entersearch reference e ADX reference is an alpha numeric reference specific
to a trip
e Invoice number is specific to a sold service on a
specific trip
e GDS PNR number is the airline locator related to an
air booking
2. Pressthe  button e This will search the system for your reference
e 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.

AL Fartners Clients Resources @  Bookings ~  Crutse D ADXRel PNR of invoice 8 Q) Anna Kulsj -

g D

= )

ITINERARY INSURANCE CRUISE INVOICE TOOL

BLILDER
W W

ACTIVITY

W L

USING ADX A% Me

D Clear Filters

¢
Q
4
5
=
ig

STATUS »  ADVISOR~  CLIENT v QUOTE MAME ~ DEPART » SERVICES » UPDATED ~
EDm A Sam Smith  Travel Select Plan Quote 13z e 05.16.22 [ view |
g Ax Sam Smith  Travel Select Plan Quote 06.19.22 - 05.16.22 m
own Cara jones St Regis New York - & nights 063022 @ 05.09.22 m
| quon [ Sam Smith  New Trip Planning Quote 07.08.23 ¢ 05.09.22 m
| quon [N The Pierre - A Taj Hotel - 4 mghts 05.26.22 - g 05.06.22 m
[own TS Melia Paris Notre Dame - 5 nights 091122  m@ 05.04.22 m
| ouon Cara jones  Round Trip Rights: New York - Miami 05.26.22 il 05.04.22 m
HEIIl ~« Sam Smith  Deluxe Travel Protection Plan Quote 05.31.22 -G 05.04.22 m



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.

& MY QUOTES & BOOKINGS VIEW ALL

STATUS A JADVISORv CLIENT v QUOTE NAME v DEPART v SERVICES v UPDATED v
SORTBYSTATUS®  EamSmith  Travel Select Plan Quote 132 <+ 05.16.22
SELECT ALL
QuoTe Sam Smith  Travel Select Plan Quote 061922 +@ 05.16.22
PART BOOKED
BOOKED N/$ Desert Safari, Dune Bashing and BBQ Dinner 051322 9@ 05.12.22

- @ Bookep wrs

| B TRAVEL READY Shrey Sharma Test bundle 051222 @ 05.12.22
ACTION-REQ
8 RaveLeD imSmith  Travel Select Plan Quote 062422 *@ 05.12.22

| 8 cLosen

[ owore O Sarah Smith  Travel Select Plan Quote 082622 *@ 05.12.22

DD StellaRock  One Way Flight: New York to Los Angeles 052622 X@ 05.11.22

X oo StellaRock  Beaune and Burgundy’s Vineyards Private Tour 052522 9@ 05.11.22



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.

& MY QUOTES & BOOKINGS VIEW ALL
STATUS » | ADVISOR ~ | CLIENT w QUOTE NAME DEPART w SERVICES w UPDATED ~
SORT BY ADVISOR O avel Select Plan Quote 111322 =@ 05.16.22 View
O me '
" avel Select Plan Quote 061922 +@ 05.16.22
S | | Find Advisor Q lsert safari, Dune Bashing and BBQ Dinner 05,1322 7@ 05.12.22 View
[ soouto ws [0 Shrey Sharma Test bundle 051222 (@ 05.12.22 few
g oo Jim Smith Travel Select Plan Quote 06.24.22 -0 05.12.22 View
B oo Sarah Smith  Travel Select Plan Quote 08.26.22 -0 05.12.22 View
DD StellaRock  One Way Flight: New York to Los Angeles 052622 A@ sz [
oo StellaRock  Beaune and Burgundy's Vineyards Private Tour 052522 9@ 05.11.22 m



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.

& MY QUOTES & BOOKINGS VIEWALL
STATUS » ADVISOR » | CLIENT & QUOTE NAME «~ DEPART ~ SERVICES v UPDATED ~
T T A SORTBY CLIENTO 1 Quote 11.13.22 -6 05.16.22 m
O sam smith '
EImg A« O Cara jones 1 Quote 061922 <T@ os1622 [
U john smith |
B oo O Tom Haggins ne Bashing and BBQ Dinner ~ 05.13.22 7@ 51222 [N
O stella Rock .
DD 051222 2@ 05.12.22
— 8 s TRAVELER | m
Bz oo e LI 1 Quote 062422 @ si22z [
Find Client/Traveler alr
DD 1 Quot 08.26.22 05.12.22 m
O HIDE QUOTES WITH NO CLIENT ‘Qu . e
SOOKID 3 StellaRock  One Way Flight: New York to Los Angeles 052622 A@ 05.11.22 m
Iy oo StellaRock  Beaune and Burgundy's Vineyards Private Tour  05.25.22 7€ snz [



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.

& MY QUOTES & BOOKINGS VIEW ALL
STATUS~ ADVISOR~ CLIENT + | QUOTE NAME ~ | DEPART~  SERVICES~  UPDATED +

g Ax SamSmith | SORT BY QUOTENAMEG 11322 *@ si622 [
Ep—— Sam Smith Find Quate Name B 061922 +@ 05.16.22 m
B oo Desert Safari, Dune Bashing and BBQ Dinner  05.13.22 7@ 05.12.22 View
DD Shrey Sharma  Test bundie 05122 @@ 05.1222
=g oo JimSmith  Travel Select Plan Quote 062422 +@ 05.12.22
DD Sarah Smith  Travel Select Plan Quote 082622 T@ 05.12.22
DD Stella Rock One Way Flight: Mew York to Los Angeles 05.26.22 xe 05.11.22
i Flig £
oD StellaRock  Beaune and Burgundy's Vineyards Private Tour 052522 7@ 05.11.22 m



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.

Filters:
e e
STATUS v ADVISOR v CUENT v QUOTE NAME v DEPART ~ SERVICES v UPDATED v
AK Sam Smith  Travel Select Plan Quote SORT BV DIPARTURE© 05.16.22 View
O Next 10 days
T AK Sam Smith  Travel Select Plan Quote O Next 1 month 05.16.22
1 © Next 3 months -
AK arajones St Regis New York - 5 nights ‘ 05.09.22
_owon_ | Carajones St Reg '8 umoonvy |8 | View
won I Sam Smith  New Trip Planning Quote 10 = 05.09.22
MMW/DDAYYYY | 29 |
[ ouort LS The Pierre - A Taj Hotel - 4 nights ‘ » 05.06.22
T A Melia Paris Notre Dame - 5 nights 091122 =@ 05.04.22
[ ooon S Carajones Round Trip Flights: New York - Miami 052622  X@bm 05.04.22
[ ouon NS SamSmith Deluxe Travel Protection Plan Quote 053122  +@ 05.04.22



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.

STATUS v ADVISORY  CLIENT v QUOTE NAME v DEPART v UPDATED v

(v xcnor IS SamSmith  Travel Select Plan Quote 111322 | SORTBY seRviCEs =
& seLeCT ALL

AK Sam Smith  Travel Select Plan Quote 06.19.22 8 ar

1 BroreL I

B AX Carajones St Regis New York - 5 nights 063022 | Bcrusse
INSURANCE

[ovori IS SamSmith  New Trip Planning Quote 07.09.23 EXTERNAL
SERVICE FEE

vt I The Pierre - A Taj Hotel - 4 nights 052622 | SAcTviTY

AX Melia Paris Notre Dame - 5 nights 091122 =@ 05.04.22

[ qvor S Carajones Round Trip Flights: New York - Miami 052622  X@ba 05.04.22

AK SamSmith Deluxe Travel Protection Plan Quote 053122  +@ 05.04.22



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.

& MY QUOTES & BOOKINGS VIEWALL

Filters:
Advisors: Me X O Clear Filters
STATUS v ADVISOR v CLIENT v QUOTE NAME v DEPART v SERVICES v UPDATED ~
T AK SamSmith  Travel Select Plan Quote 11.13.22 re SORT BY UPDATED ©
O Today
I AX SamSmith  Travel Select Plan Quote 061922 *@ O Last 2 weeks
+ O Last month
AK a4 Regis New York - 5 nights 06.30. e 5
[ quott | Carajones St Regis ig 30.22 L NVOO/YYYY I - *‘
[ quon Y Sam Smith  New Trip Planning Quote 07.09.23 ¢ To
MMWDDAYYYY | ™ |

[ quort TS The Pierre - A Taj Hotel - 4 nights 052622 =@ '

T AK Melia Paris Notre Dame - § nights 091122 @ 05.04.22
[ qwon I Carajones Round Trip Flights: New York - Miami 052622  X@im 05.04.22 =3
I A SamSmith Deluxe Travel Protection Plan Quote 053122  +@ 05.04.22



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.

ADXe Partners Clients Resources @ Brokings ruke D, ADN Ret, PR, orivoice 8 Q) Anna Kulej ~

o8 v * = &
ITINERARY
BUILDER ACTIVITY INSURANCE CRUISE INVOICE TOOL
~ v v ~ -

USING ADX AS:  Me n

ADXe Partners Clients Resources ® Bookings ~  Cruise ID, ADX Ref, PNR, or Invoice # O, Anna Kulej +

« BACK TO DASHEOARD

My Quotes & Bookings

Filters
Advivors: Me % m SHOW ARCHIVED QUOTES Results: 1- 20 of 211 «<| ¢ 2l3la s y | » 0 v
STATUS v ADVISOR v CLIENT ~ QUOTE NAME ~ DEPART « SERVICES v UPDATED v Fih.er;_
[ aser BRS Sam Smith  Travel Select Plan Quote niz e 05.16.22 = AT e
visors: e lear riiters
[ ruavie sier JEUS Sam Smith  Travel Select Plan Quote 06.19.22 el ] 05.16.22
I Carajones St Regis New York - S nights 063022 Mm@ 05.09.22 View ADVISOR
STATUSv  ~ CLIENT v QUOTE NAME v DEPART~  SERVICES~  UPDATED v
[ S Sam Smith  New Trip Planning Quote 070923 @ 05.09.22
=] o] AK SamSmith  Travel Select Plan Quote 111322 =*@ 05.16.22
S The Pierre - A Taj Hotel - 4 nights 052622 m@ 05.06.22 [ e | B ozt
[Foon TS Mekia Paris Notre Dame - § nights 091122 m@ 05.0422 m] TRAvEL-READY [N S SamSmith  Travel Select Plan Quote 06.19.22 *€ 05.16.22
[Twon WS Carajones  Round Trip Flights: Mew York - Miami  05.2622 ¥ 05.04.22 m o A Carajones St Regis New York-5 nights 063022 im@ 05.00.22 ”
h - - ew
[T oon B Sam Smith  Deluxe Travel Protection Plan Quote 053122 +@ 05.04.22 m
(=] | ouome  JEEYS SamSmith  New Trip Planning Quote 07.0923 & 05.09.22 e
[m] B AK The Pierre - A Taj Hotel - 4 nights 052622 =g 05.06.22 View
O [ ovore [N Melia Paris Notre Dame - 5 nights 09.11.22 =@ 05.04.22 View
=] [ ouoe Y Carajones  Round Trip Flights: New York - Miami 052622 ¥ @k= 05.04.22
a | o Y SamSmith  Deluxe Travel Protection Plan Quote 053122 *@ 05.04.22
@] | ouom  [JEYS Carajones  Round Trip Flights: New York - Los 052522 A& 05.03.22 View
Angeles
0 I A SamSmith  Courtyard ATL Marietta 1-75 051122 & 05.02.22 View



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.

ADXe Partners Clients Resources ® Bookings v  Cruis= ID. ADX Ref, PNR o Invoice ¥ Q. Anna Kulej «

E=iEEd Smith a

ADXe Partners Clients Resources @  Bookings ~  Cruise D, ADX Ref. PNR, or Invoice # O, Anna Kulej ~

Mr. Sam Smith 23 March 1990, Male | 5554445555

0

* & &

ITINERARY INSURANCE CRUISE INVOICE TOOL

BUILDER
v

ACTIVITY

v v ~ v

Client Information Client Information @ Edit
Companions NAME Mr. Sam Smith INVOICE ADDRESS 123 Sunny Drive
BIRTHDAY 23 March 1990 5an Diego, California
Additional Details and Preferences GENDER Male United Stales_
BILLING ADDRESS ~ Same as Invoice Address
Loyalty Programs FronE 5554445|5_55 UPCOMING TRIP 13 June 2022, 1QJGMF
Aowsos Anna Kulej LASTTRAVELED 10 April 2022, STMANW
Marketing Fields el
Notes

&  QUOTES & BOOKINGS FOR MR. SAM SMITH

Trips

Quotes | Archived ‘

e Status@  Advisor Client Quote Name @ Depart Services Updated ©
0 I A« Sam Smith  Travel Select Plan Quote 131122 *¢& 16.05.22 View
D | rmaver-aesov Y Sam Smith  Travel Select Plan Quote 190622 +€ 16.05.22 View
O |[CTEM AK samSmith NewTrip Planning Quote 09.0723 @ 09.05.22
O | quome TS Sam Smith  Deluxe Travel Protection Plan Quote 310522 *@ 04.05.22 View
O AK Sam Smith  Courtyard ATL Marietta I-75 11.05.22 @& 02.05.22

Results: 1 -5 of 81 « :nz 3|4 5 > 5 0w



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.

ADXs Partners Clients Resources ©® tockings v s @ ~
Round Trip Flights: New York - Miami Cara Jones
Thursday, May 26, 2022 - Monday, May 30, 2022 Advisor: Anna Kule|
1 ~ ADX Ref. 7iX62C | | & Link | ooorr_|
2.
e CHant A Travalecs m m m =
Trip Name Dates
Round Trip Rights: New York - Miam 0526/2022 | 0 302022 | O Add detal tes v
All Services View by: >
¥ Round-Trip New York to Miami  / [ o R
May 26, 2022 - May 30, 2022 m
Actions: v Fii k F
km Esa Miami Brickell Port 7 7: | o IR
May 26, 2022 - May 30, 2022 m
Actions: !
Actions:

J‘ Estimated Quote @ USD $39.00 Client Documents:
FPotential Commission usp s11.00 Insurance offered

Add ADX Service - Add non-ADX Service ~

= || Steps / Notes
1. || Open the reference °
2. || Press COPY QUOTE button e [tinerary will refresh




ADXes Partners Clients Resources @  Bookings ~  Cruise I, ADX Ref, PNR, oc Invoice s Q@ Anna Kulej v

Round Trip Flights: New York - Miami v2 Cara Jones
Thursday, May 26, 2022 - Monday, May 30, 2022 Advisor: Anna Kulej

ADX Ref. 3E2TUL | Archive | Copy Quote] & Link Boo [ owont |

Trip Name Dates

<

Round Trip Flights: New York - Miami v2 0572612022 - 57302022 )
All Services Viewby: = >

¥ Round-Trip New York to Miami  / f=nia
May 26, 2022 - May 30, 2022

Actions: “cloct Now Bl Soat Plan « Fare Ruk

May 26, 2022 - May 30, 2022

| __owmm |
Book
B Esa Miami Brickell Port 7 Renans [ owmo R
Actions: R

Actions:  “ooror (

J‘ Estimated Quote © Client Documents:
Potential Commussion Insurance offered,

Add ADX Service - Add non-ADX Service -

Steps / Notes

3, || Confirm the copy e 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.

ADXe Partners Clients Resources @® Bookings v Cruise ID, ADX Ref, PNR, or Invoice #  Q,  Anna Kulej v

Travel Select Plan Quote Sam Smith
Sunday, November 13, 2022 - Saturday, November 19, 2022 Advisor: Anna Kulej
ADX Ref. 1QJHBZ | Archive| ¢ Link Bookings

& Linked Bookings: W= lem@& 3E2TUL (Jones)

Trip Name Dates
Travel Select Plan Quote 11132022 | O 1192022 | O Add details/notes v
All Services View by: >
4 Travel Select Plan & Rename K=l -
Nov 13, 2022 - Nov 19, 2022
Actions: Modify - Cancel - Suspend
Actions: FReorder Services

Client Documents:
Insurance Purchased In ADX.

Update



ADXe Partners Clients Resources @ Bookings v

Travel Select Plan Quote
Sunday, November 13, 2022 - Saturday, November 19, 2022

— ADX Ref. 1QJHBZ| Archive| & Link 8o
Trip Name Dutes

Travel Select Plan Quote 11137202

All Services

1119/2022

- ADX Ref. PNR ez Q Anna Kuley

Sam Smith
Adwisor; Anna Kuley

TRAVLL READY

0

View by

L

“=| || Steps & || Notes
1. || Open the reference °
o [tinerary will refresh

Press COPY LINK BOOKINGS




LINK BOOKINGS

3E2TUL

@ Add Booking

Q

Please note that linking bookings 15 an ADX-only feature and only for

your reference This inking

3

not sent 1o vendors (

e.g airlines, cruse

lines, etc) and they will not be aware of any other associated bookings

on thus ADX trip

°= || Steps / Notes
2. || Enter an ADX reference e Alpha numeric reference specific to the entire itinerary
3. || Press ADD BOOKING — as required e Use if you want to add more than one trip to this
reference
4. || Press SAVE e 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.

AL Partners Clients Resources o ookings . PR i Q  Annax w
Round Trip Flights: New York - Miami v2 Cara Jones
Thursday. May 26, 2022 - Monday, May 30, 2022 Advisor: Anina Kubej
1, ————— ADNRef 3E2TUL & & Link Book —
Trip Name Dates
Round Trip Flights: New York - Miami v2 S26022 |0 0 B | w
All Services Wiew by -

i Eza Miami Brickell Port # m v
May 26, 2022 - May 30, 2022 m
Actions: |
% Round-Trip New York to Miami & ETTEE
May 26, 2022 - May 30, 2022 m
Actions:
2 Actlons:

Client Documenis:
nsurance offered

Steps / Notes

A58

Enter an ADX reference e Alpha numeric reference specific to the entire itinerary

=

2. || Press REORDER SERVICES e located on TRIP tab




= REORDER SERVICES

Please drag-and-drop the services below to arrange the order in which
you would like to have themn displayed. This order will be reflected on
any outgoing client documents.

B ESA MIAMI BRICKELL PORT MAY 26 - MAY 30

W= ROUND-TRIP NEW YORK TO MIANI MAY 26 - MAY 30

Upon saving. you will apply the current ordering to all days of the
quote. Any previous quote-wide service ordering will be updated for
the services listed above. Any existing day-specific order you may have
saved takes precedence and will remain intact.

LSS

Steps _/ Notes

w

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

Press SAVE CHANGES °




ADX¥e Partners Clients Resources © teckings v PO ADK A PNR or e e Q. Anhe Rde) v

Round Trip Flights: New York - Miami v2 Cara Jones
Thursday, May 26, 2022 - Monday. May 30, 2022 Advisor: Anna Kudey
ADX Ref. 3E2TLL) we | Copy Quete| & Link Bocking =
Trip Name Dates
Round Trip Faghts: New York - Moami v2 052672022 - i 0S/30/2022 0 Add eta/notes v
Al Services Viewby, 5 2>
em Esa Miamid Brickell Port /o B
May 26, 2022 - May 30, 2023 ook
A
W Round-Trip New York to Miami /& BT
May 26, 2022 - May 30, 2022 m
Actions: |
“=| || steps / Notes
5, || Confirm re-order e 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.

ADN Partners Chents Resources ©

Round Trip Flights: New York - Miami v2

hursd nday, May 30, 202

1.
Trip Name Dates
2m Esa Miami Brickell Port [ emms |
[ 8ok |
Actions:
2.
% Round-Trip New York to Miami  / e |
[ pow: |
Actions
Actions
Steps Notes
1. || Open ADX reference .
2. || Press REMOVE button e Located on Trips tab
e 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.

ADXs Home Partners Clients Resources €@  Bookings v  Cruise ID, ADX Ref, PNR, or Invoice # Anna Kulej w
One Way Flight: Los Angeles to New York Sam Smith
Sunday. August 14, 2022 - Sunday. August 14, 2022 Advisor: Anna Kulej
ADX Ref. 6PSIXY | Archive| & Link Bookings | TaveL-nenoy |
3
i m = 3 Refresh Quate
Trip Name Dates
One Way Flight: Los Angeles to New York 08/14/2022 | | 08M14/2022 | Add detalls/notes v
All Services View by: >
¥ One-way Los Angeles to New York # Rename | noemn I
AUg 14, 2022 - AUg 14, 2022
Actions: Change Flights . Cancel Flights « Ask Air Support « Open PNR View « Seat Plan « Fare Rules
¥ One-way Los Angeles to New York # Rename v

Aug 14, 2022 - Aug 14, 2022

Actions: Ask Ajr Support - Open PNR View - Fare Rules

Actions: Reorder Services

Client Documents:

A Estimated Quote @ USD $81.00
Potential Commission USD $21.00

Insurance offered and dedlined.

Update

Add Insurance

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



45 D HuTia Partnesi [= 10 Besouriei & Bociings v

One Way Flight: Los Angeles 1o New York
Samncay. August §4. 2002 - Sunday. August 14 2032

ADK Baf, 8PS0V | ro

Trip Mams Daben

Sam Smith

ADVISOT AN KL

=

Baries 15 Rew York (LY E ARl

= Wy Fight

Al Sprvaies

= One-way Los Angeles o New York & F

Augg 14, PODT - Aug 1L 3002

e

W Onecway Lot Angeles to New York &

A i, PO - v i, 3633

Rt

IS0 i D
LS 00

A Esimated Cuoie @
Potentiol Commaion

Add ADX Service =

A mon-ADX Lervice =

AT

Clann Dl umants

& ofiered o

iew Iy &

“=| || Steps & || Notes
1. || Open ADX reference °
2. || Pressvon Add details/notes e Will expand the section down




ADXe Home Partners

Clients Resources @ ook v

One Way Flight: Los Angeles to New York

Sunday. Augist 18 202 unclay. A

ADX Rel EPS(XY

Trip Nams

Descrigtion

Ootes

Sam Smith

Advisor; Anna Kude

=X

Upioad Attachments 4

Cheose Fiie | No Bie e

Upload Cover Image

Advirer Backygreand Shosele ™
Advisor-only Notes
‘
3- ! Mide Cancolled Servicus
“=| || Steps & || Notes
3 || Check HIDE CANCELLED SERVICES checkbox « Located at bottom of notes section
4. || Press SAVE CHANGES button e The cancelled services will disappear from view
e 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:

. E Calendar view — see day by day view of services

>
. = Service view — see each service in a list, default view

A Fartnen Clienes BELOUrCes ) Boakisg ACH Pl 7%

Round Trip Flights: Mew York
Thursday, WMay 26, 2027 - Monday, May 30, 2002

Al Pl 3EITUL | Cuite | &
Trig: Wasre Date
Aound Trip Flights: New York e (M Ty
£ May 30, 2027
%= Rownd-Trip New York to Miml & 0=
Flight 2767 a1 750 A
DLITET WiFay MIL-I0 BTRAAS-SBITAH (s
Aetsani:
¥ Ciey Towr arnd Everglades Tour &
sy 3, 3033
Actions:
A xbmated Quote @ LISD § DD f Client Documents
: Podeniinl Commision LD 51 7.00 urance offered

Add Irurarnce Updatr

Add ADX Service - Add non-ADE Service = Compare Services -

{'t Anng Ll

Cara |ones
Agivinor, Anina Kl




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.

ADN Part reesrs Clients Resources B  Booling = 0L AT Rl PIE § 0 Arwna Kule]
Round Trip Flights: New York Cara jones
Thisrsday, My 26, 2022 - Monday, May 30, 2022 Advisor: Anna Kulej
AL Ref. SEITUL | Archive y Quisste]| P Lirk Bookngs [ qmm |
Tflpm Dates
Round Trip Fights: New York - 0 0 - -
Use the <> to switch S— | Vewby B o= b Select the calendar icon
hetween days
¥ Round-Trip New Yerk to Miaml  # ’ BT
Flight 2767 a4 7:50 AM m
DLITET A8bay MIA. JFK BTS84 LAL7aM (W]
Services on the day Aetinns
specified
¥ City Towr and Everglades Tour # e BT -
Actions

Client Docusments:

Insurante offensd

A Eximated Quote USD 539,00
Prrertal Comdion USD $11.00

Add Insurance Update

Add ADX Service = Acdd nan-ADY Servics < Compars Services - Send llinerary




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.

AL Parners Clients Resaunges @ Beckings w e ICL AL e, P wices C  Anna Huld
Round Trip Flights: New York Cara jones
Thursclary, May 26, 2007 - Monday, May 30, 2002 Advizor: Anna Kulej
ADX, R, 3EITLAL | i &] P Link Book | won |
Trip Hams Cstes
Raound Trp Fghts: New York 052612002 m | 057303022 o Ausd MIST i
All Services Wiew by: = Select the airplane icon
B Round.Trip New York to Miami | s [
Wy 26, 20232 - May 30, 2002 Book
Artinns: t Waw Fight k a1 . SoatF -
Services listed out In T KeyWestTour # fenar BT
chronological order then May 27, 2022 Rk
when it was added
Actions:
¥ City Tour and Everglades Tour & s E B -
May 30, 20232 Bk
Actions:
Actions: i

M. Esiienased Quote USD $39.00 d Chient Documents:
Potentiol Commestion LsD 510,00 nsurance offencd

Send Minerary



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.

ADX Partners Clients Resources © g v Q . v
Round Trip Flights: New York Cara jones
Thursday, May 26, 2022 - Monday, May 30, 2022 Adasor: Anng Kuley
1., ————————ADXRef 3E2TUL |Archi | & Link Bock =

e et A m m m .

Trip Name Dates

Round Trip Fighas: New York J26/2022 - 15/30V2023 - A v
All Services View by >

W= Round-Trip New York to Miami

Actions.

J‘ Clhient Documents:

nsurance offered

Update

Hotel
Insurance Re
Aty

m
Crutse sty 2a
Plarning Fee

2. Add ADX Service ~ Add non-ADX Service = Send Itinerary



Steps Notes

Create an ADX reference e Create a quote using the module buttons

Press ADD SERVICES button e ADX Services are bookable in ADX and include air,
hotel, insurance, activity, panning fees

e Non ADX services will let you add non ADX bookings via
the Invoicing module

e Work through quote flow for ADX services OR complete
the invoicing page




AL Partners Clients Resources

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

AD Ref. 3E2TUL|

hive| Copy Quote] & Lir

©

- I I

Trip Nams

Round Trip Fights: Mew York

All Services

+ Rownd-Trip New York to Miami &

May 26, 2022 - May 30, 2022

Actions:

¥ Key West Tour &

May 2 T, 20232

Actions: 1

Actions:

A Estimated Quate @

J

Patential Commission

Add Insurance

Add ADX Service « Add non-ADY Service -

Dates

05262022

Eookinge

—

Chient Docurme

Cara Jones
Advisor: Anna Kule)

3

plis

Insurance offered

Updare

= || Steps / Notes
3. || Confirm service was added e Once you complete the quote/book flow the service tile
will appear under the trip tab
Press ADD SERVICES button —as required e 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:

e the Trip Services reference
e 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.

AL Partners Clients Resources @ ook - ALH R s Q  AnnaKulg w
Deluxe Travel Protection Plan Quote Sam Smith
Tuesday, May 31, 2022 - Friday, june 17, 2022 Addvisor: Anna Kule|
1. ADY Ref, ZKBSHP el & . .=
— 2.
Trip Nams Dates
F i P [ (- w
All Services View by -
“ Deluxe Travel Protection Plan & | omms R
May 31, 2022 - Jun 17, 2022
Actions:
Actions:
Chient Documents:
nsurance offersd
poate
Add ADX Service = Add non-ADX Service = Send Itinerary
W —
“=| || Steps / Notes
1. || Open the reference o

2. || Press ARCHIVE button o




Archive Quote

Are you sure you wish to archive this quote? To retrieve an archived itinerary choose "View All* on your

quotes, and bookings and click "Show Archived Quotes®. Click Yes to proceed.

Yes

<44
|11

Steps

4

Notes

w

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.

ADMs Partners Clients Resources [0 Bookings r D. ADX Ref, PNR. OF Inw # Q, AnnaKulgj «

g X 0

Gy = &

INSURANCE CRUISE INVOICE TOOL

v W L

USING ADX AS: Me n

ITINERARY
BUILDER ACTIVITY

» w

Advisors: Me x D Clear Flters

STATUS~  ADVISOR~  CLIENT v QUOTE MAME v DEPART + SERVICES ~ UPDATED ~

OoEmm Ax samSmith  Travel Select Plan Quote 11322 +@ 05.16.22 [ view |
g A« samSmith  Travel Select Plan Quote 061922 T 05.16.22
T X CaraJones 5t Regis New Yark - 5 nights 063022 Im@ 05.09.22
[ quom L Sam Smith  New Trip Planning Quote 07.08.23 [ 05.09.22 m
T The Pierre - A Taj Hotel - 4 nights 05.26.22 o 05.06.22 m
[ quore [ Melia Paris Notre Dame - 5 nights 09.11.22 R 05.04.22 m
[ om LT Cara Jones  Round Trip Flights: New York - Miam 05.26.22 A 05.04.22 m
I A~ Sam Smith Deluxe Travel Protection Plan Quote 05.31.22 el 05.04.22 m

Steps / Notes

33
111

Press VEIW ALL e located in My Quotes and Bookings

=




ADXe Pa Clients

:

My Quotes & Bookings

Filters

Advisors: Me X

Resources

Bookings «

©

200l

Results: 1

Anna Xudey

- er Q

D Cear Fiters

"
| <

ADVITOR

STATUS & ~

AK

AK

AK

AK

AK

AK

T

CLEENT &

Sam Smutr
Sam Senitt

Cara jones

Sam Smirt

Card jones

Sam Smith

QUOTE NAME v

Travel Selact Plan Quote
Travel Select Plan Quote

St Regis News York - § nights
New Trip Planming Quote
The Piemre

A Taj Hotel - 4 nights

Melia Paris Notre Dame neghts
Miatr

Round Trip Fights: New York

Deluxe Travel Protecton Plan Quote

DEPART v SERVICES v UPDATED v
1132 -¢ 05.16.22
061922 <@ 06.16.22 m
0630 - Q 050022
070923 @ 05.09
052622 =@ 05.06.22 m
09.1 -e 05.04.22
' 052622 XEwm 05.04.22
053122 =@ 0504

<44
|11

Steps

4

Notes

Select checkbox

2. °
3, || Press ARCHIVE button e Items will disappear from the list
e |tems 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.

ADX Partners

g

ITINERARY
BUILDER
w

Clients

X

AIR

Resources (O] Bookdngs « Cruise I[

o= 0

HOTEL ACTIVITY

hd W

?

INSURANCE CRUISE INVOICE TOOL

W

ADK Ref, PNR. or invoice #  Q,  Anna Kulaj

= €9

W W

USING ADX AS: Me n

Filters

Advisors: Me x
STATUS~  ADVISOR~  CLIENT ~ QUOTE MAME ~ DEPART ~ SERVICES UPDATED ~
AK SamSmith  Travel Select Plan Quote 11.13.22 el < 05.16.22 View
| T aiaoy LS Sam Smith  Travel Select Plan Quote 06.19.22 el 05.16.22 View
B A« Cara Jones St Regis New York - 5 nights 06.30.22 b= 05.09.22 View
m AK Sam Smith  New Trip Planning Quote 07.09.23 [ 05.09.22
[ owori LS The Pierre - A Taj Hotel - 4 nights 05.26.22 = g 05.06.22 View
B A« Melia Paris Notre Dame - 5 nights 09.11.22 = g 05.04.22 View
[ quom RS Cara Jones  Round Trip Flights: New York - Miami 05.26.22 A 05.04.22 View
B A« Sam Smith  Deluxe Travel Protection Plan Quote 05.31.22 el 05.04.22 View

Steps , Notes

4. Press VEIW ALL

Located in My Quotes and Bookings




A0 Partners Clients Resources G Bookings ~  Crumse 0. ADKRef. PR, or Invoice Q) Anna Kule] ~
« BACK TO DASHBOARD
My Quotes & Bookings
2, — Results: 1 - 20 of 208 B o v
Filters:
—
ADVISOR
.
STATUS » w CLIENT w QUOTE NAME ~ DEPART ~ SERVICES + UPDATED w
O X Ak Sam Smith  Travel Select Plan Quote m132  +@ 05.16.22 m
O B SamSmith  Travel Select Plan Quote 06.19.22 +@ 05.16.22
O m AK The Pierre - A Taj Hotel - 4 nights 05.26.22 - g 05.06.22 View
O [ ouom [T Melia Paris Notre Dame - 5 nights 09012 =g 05.04.22
O | quom [T Cara jones  Round Trip Fights: New York - Miami 05.26.22 H@=m 05.04.22 Vet
O [ ovom T Carajones  Round Trip Flights: New York - Los 052522 %@ 05.03.22 m
Angeles
] [ acnonsig LS sam Smith  Courtyard ATL Marietta 75 B2 eF 05.02.22 m
“=| || steps / Notes
2. || Press SHOW ARCHIVED QUOTES e All files archived will appear in the list




ADX Partners

« BACK TO DASHBOARD

My Quotes & Bookings

Filters

Advisors: Me x

Archive STATUS v

w
ol

#2000 N/

o B0GD N8

B TRAVELSD

a8 TRAYELSD

Clients

ADVISOR

AK

AK

AK

AK

AKX

AK

Resources

CLIENT v

Sam Smith

Sam Seith

Tom Haggins

Tom Haggins

Tom Haggins

Tom Haggins

Tom Haggins

Tom Haggins

Tom Haggins

Tom Haggins

@®  Bookings «

Results: 1. 20 of 41 n

QUOTE NAME v

New Trip Planning Quote

Deluxe Travel Protection Plan Quote

Monarch Hotel

Hertz Rent a Car

Northwest Airlines v2

Northwest Airlines

Northwest Airlines

Hertz Rent a Car

Hertz Rent a Car

Hertz Rent a Car

D. ADX fet. PNR or ivoice 4 @ Anna Kule)

D Clear Filters

11
l <

DEPART SERVICES v UPDATED v

070923 @ 05.09.22
053122 *@ 05.04.22
0282 e 01.06.22
012922 (7@ 01.06.22 View

012822 2@ 01.06.22
01282 2@ 01.06.22
02722 2@ 01.06.22 View

012922 @ 01.06.22
010622 @ 01.05.22
01.29.22 e 01.05.22

Steps

/ Notes

Press E icon next to file

e This will remove the file from the archive list
o [tem will appear again in View All page
e [tem 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.

ADXNe Partners Clients Resources ©
Round Trip Flights: New York Cara jones
Thursdoy. M 022 - Moncay. May 30, 2022 Advizor: Anra Kisde,
1 — ADIX Bef 02TV 4 [ - |
Trip Name Dates
- -4
2 SV . [
Actions
Tickoet: Tour
Astivay Description
Let somebody else 30 the Griving a~d 1 back, relas and enjoy the scemic irive from mainland 0 alend. (rassing the &7 bridge
hat o wl the
Ticknt Description
Waating point: Pick-up svelabls from selected hotes Sunny wet Beach Mam Seach South Beach and WrRown M Py
e alle
Vouther Remarks
Pwase print thiy - ary - Ml prmertiny -
- Base Pare 50 $56.29
TOTAL USD $86.25

Add ADX Service = Add nor-ADX Service ~ Compara Sarvices = Send ttinerary



Steps

Notes

Open ADX reference

Press v on Trip tab

Expand details by pressing the v button
Details will expand down

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.

ADXs Partners Clients Resources @ Bookings v ge 1D, ADK Ref, BNR. ot Imoice s Q. Anna Kulej v
Round Trip Flights: New York Cara Jones
Thursday. May 26, 2022 - Monday, May 30, 2022 Advisor: Anna Kulej
1. ADX R, 3€2TUL | Archive pv Quote| & Link Bookings m
e SIS B m m c s R,
Trip Name Dates
2.
Round Trip Flights: New York 0526/2022 |0 053002022 | O Add detalis/notes Vv
Description 7300 charactees max Upload Attachments 4MB max
! EN-OK Fter No fie chosen
Upload Cover Image 4MB max
~
| Cnooze File | No file chosen
Advisor Background 1300 characters max - .
%
Advisor-only Notes
3.
~
4.

Hide Cancelled Services



Steps

Notes

Open ADX reference

Press v on Add Details/Notes

Expand details by pressing the v button
Details will expand down

Add notes to Advisor-only Notes

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.

Am' Partners Clients Resources 0 Bookings ~  Cruse 1D, ADIX Ref, PNR, of Invoice ¥ Q Anna Kulej v
Jones New York Business Trip Sarah Smith
Monday, June 20, 2022 - Tuesday, June 21, 2022 Advisor: Anna Kule|
1. ——ADXRef, 4ZQYTZ | Archive| Copy Quote| & Link Bookings [ quors |
2. — d——— Client& Travelers B Payment R Service Fees EEEARLRIN & Refresh Quots
Notifications A Create Notification @ Include Hidden
There are no notifications to display.

Sent Emails

Date Sent Email Type Attachments Recipients

3.
May 9, 2022 Quote &} sarah@smith.com

Bon Voyage & Welcome Home Email Messages

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

(these are sent out on trip departure and return dates) <arah@smith.com

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



Steps

Notes

Open ADX reference

Press MANAGE tab

Sent emails section will show all emails sent out of
system

Press icon to open file

Open the attachment in new tab

Press VIEW SENT EMAIL button

Opens information on email sent




B SENT QUOTE EMAIL - ONE WAY FLIGHT: LOS ANGELES TO NEW YORK x

FROM

noreply@traveledge.com ~
5 — 10 .
sarah@smith.com
SUBJECT One Way Flight: Los Angeles to New York
6. BOOY Open Existing Email Body in New Tab
B IV EZ= = Nomal $ Default : L
Hello, -
Please find attached the quote for your upooming trip I

If you have any questions please give me a call

Best Regards.

Edits here apply to this message only - please see your advisor profile to edit your default
signature and email text.

7. —————avracHmENTs—— 8 [ itinerary-1909463-42QYTZ-20220509022338.pdf

8.
Resend Email




Steps

Notes

Review FROM/TO

Will show email sent from and sent to

Review email body

Press attachment link to open

View the PDF attachment that was previously sent

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

B4 CREATE NOTIFICATION X
NOTIFICATION DATE PRIORITY
08M16/2022 | Standard e

NOTIFICATION TEXT

REMINDER: Send out summer emails!

M\ | CREATE NOTIFICATION x
NOTIFICATION DATE PRIORITY
05/29/2022 m | standard v ADXRef. 3£2TUL

NOTIFICATION TEXT

Follow up RE Cruise deposi

Cancel Create




1.13.1From 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.

Chents Redburos @  Desking -

jr= '1?3'

fy?

HOTEL ACTIVATY INSURANCE

w

& MY QUOTES & BODKINGS

SEATLS = ADVISCH
. e
oo B
.

.

CLIENT = CUCITE RAME ~

Muki-Ciry Pight: Liss Angedes - Frarifian-am-W
Bdie joney Pawk béyant Mew ork - 1 nights
Mike jones Fous Seanons Mew York Downdoen - 1 nighis

Uiber Boat by Thames Chppers - Erser Rosmer Ca
Dawid Volman Rinera

O Wiy FRght: Teshonta 1o Nanyang

Round Trp Fights: Los Angeles - Kew York

Wukigls Hots Senaces

o el trawehing i ohe naat 10 s

w

I ADE A

DEPART =

[ R E )

05.351.22

053172

060022

a2

0T

(1AL )

LA e

0 Anns e

WEEVICES »

e

-

g

=

-e

UPDIATED «

2

&

AL Rl GAUALTG - Special
restruchions
Way 76 2002

B4 CREATE NOTIFICATION x

NOTIFICATION DATE PRIORITY
o8Me/2022 ] Standard A

NOTIFICATION TEXT

REMINDER: Send out summer emails!

Cancel Crears



1.13.2From 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.

ADXe Partners Clients Resources © ook v 0 1D, ADK Ret, PN moces Q  Anna kuley v
Jones New York Business Trip Sarah Smith
Monday, june 20, 2022 - Tuesday, june 21, 2022 Advisor: Anna Kule)
ADX Ref. 4ZQYTZ) Archive| Copy Quate] & Link Book [_qoon_| M CREATE NOTIFICATION x
ﬂ “"‘" m m S o NOTIFICATION DATE PRIORITY
o
"~
05/29/2022 u | Standard hd ADX Ref. BEZTUL
Notifications 8 Notf 8 nclude Hidd

There are no notfications to disploy.

NOTIFICATION TEXT

Sent Email
nt Emails Follow up RE Cruise denosd

Date Sent Email Type Attachments Recipients
May 9, 2022 Quote b} sarahismith.com

Bon Voyage & Welcome Home Email Messages

SEND BON VOYAGE AND WELCOME HOME EMAILS SEND TO THE FOLLOWING EMAIL ADORESSES Caneel Craate
(these are sent out on tnp departure and return dates)

sarah@smith.com

#

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

Foetew BonVoyage  Welcome Hame

5 EMAIL SUBJECT
d | Bon Voyage!

BIVU E= = Normai s Defaun s L




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.

Al Partners Clients Resources <

D% ® o + Q
od '/ » 2
TINERARY oo INsuRANCE crutse
v v v v

T L e
T - -e
T by Tha e
mm *
T e
T xom
T . e

Christopher sherman

Partners Clients Resources

ADXe Partners

Clients Resources @  Bookings v X Ref, PN -

Round Trip Flights: Indianapolis - Austin

Wednesday. May 25, 2022 - Friday. May 27. 2022

ADX Ref, 7H20VV | &

ve| & Link Bookin

Adv

a

Notifications
service

® RoundTrip IND - AUS

* RoundTrip IND - AUS

* RoundTrip IND - AUS

Date

May 12, 2022
May 24, 2022

May 24, 2022

Notification

Ticketing has been completed for this air travel service
Please review the message from the airline regarding your air travel service.

Please review the message from the airline regarding your air travel service,

Kulej v

David Thorne

isor: David Thome



1.14.1Notification 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 guest 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:

= Ajr seat selection confirmations

= Air Meal selection confirmations

= Air Frequent Flyer numbers acknowledgement

= Ajr ticketing completion notification

= Ajr ticketing deadline has passed

» Air special instruction messages from airline queues!
= |nsurance modification request has been completed

sox s v -

sam smith PNR : AIHJEP sam smith PNR : AIHJEP

Emal May 23, 2022 m Emaik: May 23, 2022 m Sam Smith PNR : AXLIAS

Phone: 416-898-9633 OneWay LAX - LHR Phone: 416-898-9833 OneWay LAX - LHR Email: December 02, 2021 View
Phone: 5554445555 RoundTrip LAX - JFK

Traveler: s2m smith UA 45645154 Traveler: sam smit LA 45645154 Seat Selection
Traveler: Sam Smith No assignment 19F - Confirmed

Other Information Other Infarmatien Flight No: AA 307

15 KK1.TKT UASEGS BY 26MAY22 TO AVOID AUTO CXL /EARLIER
15 KK1.TICKETING MAY BE REQUIRED BY FARE RULE

Please review the special instructions from the airline. If you need assistance please
contact the Air Support team for details.

Please review the special instructions from the airline. If you need assistance please Please review the special in

contact the Air Support team for details.

contact the Air Support tea:

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.

Kenneth Haderer PNR : ZCVDMIL

Email: May 23, 2022 m ————— View the Trip Services Page
rhone: 33541455181 OmewWay USH - FTE
original Schedule Revised Schedule
City Pair 1
AR1B63S USH-FTE AR1B53 5 USH-FTE -
Flights Movernber 08, 2022 11:3%3m o ———  Revised schedule in ORANGE
NMovemnber 06, 2022 12:55pm Lil
Duration 01:20:00 01:20:00
Warnings
ACCEPT/REJECT
COMMENTS ———— Comments directed to Air
p Support team around
changes
Nntlzl‘jm. da net action this notiication a fee w apply a3 per the fee schedule
The Air Support Team does not take respensibility for missed schedule changes.
Aecept Accept or reject the new
schedule




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.

CREATE NOTIFICATION ., CREATE NOTIFICATION

NOTIFICATION DATE PRIORITY

=] Standard

NOTIFICATION DATE PRIORITY

NOTIFICATION TEXT mm/dd/yyyy (m] | Standard v ADX Ref. 2iG3MG

Enter the notification text.

NOTIFICATION TEXT

p Enter the notification text.

fonee

can(el m

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



1.14.2Hiding 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.

£ ADX REF. 100DNE - SPECIAL INSTRUCTIONS

sam smith PNR : AIHJEP
Email: May 23, 2022

Phone: 416-898-9633 OneWay LAX - LHR

Traveler: sam smith UA 45645154 Removed

Frequent Flyer Numbers

Other Information

1S KK1.TKT UASEGS BY 26MAY22 TO AVOID AUTO CXL /EARLIER
1S KK1.TICKETING MAY BE REQUIRED BY FARE RULE

Please review the special instructions from the airline. If you need assistance please
contact the Air Support team for details.

‘ Close ‘




1.14.2.1 NOTICE BOARD

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

’.;ﬁ ADX REF. 100DNE - SPECIAL INSTRUCTIONS
o

sam smith PNR : AIHEP
Email May 23, 2022
Phone: 416898.9633 OneWay LAX - LHR

Frequent Flyer Numbers

Traveler: sam smith UA 45645154

Other Information

15 KK1.TKT UASEGS BY 26MAY22 TO AVOID AUTO CXL /EARLIER
1S KK1.TICKETING MAY BE REQUIRED BY FARE RULE

Please review the special instructions from the airline. If you need assistance please

contact the Air Support team for detalls,

1
= || Steps / Notes
1. || Click on notice e Find notice in list by scrolling and click on the one to
open it
2. || Press HIDE e 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.

ADX¥ Partners Clients Resources @  Bookings v  Cruise ID, ADX Ref, PNR, or Invoice #  Q Anna Kulej v
Round Trip Flights: Indianapolis - Austin David Thorne
Wednesday, May 25, 2022 - Friday, May 27, 2022 Advisor: David Thorne
1. ———ADX Ref. 7H20W|Archive| & Link Bookings
2. < Refresh Quote
Notifications A Create Notification & Include Hidden
3 Service Date Notification
® RoundTrip IND - AUS May 12, 2022 Ticketing has been completed for this air travel service.
4.
® RoundTrip IND - AUS May 24, 2022 Please review the message from the airline regarding your air travel service. Review
sam smith PNR : AHJER
Emai May 23, 2022 m
Phore:  416-858-9633 Oneay LAX - LHR

Traveler «am wrih LLA 256451 5d Rermoy

15 KELTET UWASEGS BY J6MAYIZ TO AVDID AUTO CXL FEARLIER
15 KKV TICKETING MAY BE REQUIRED BY FARE RULE

Please review the wpecial invstructhions from the sirline. if you nesd assistance please
contact the Alr Support team for details.

s —




Steps

Notes

Open ADX reference

Click MANAGE tab

Last one in the list
Red number in corner indicates new notifications

Press HIDE — as applicable

Messages showing task completion will show HIDE
button without need to open the message

Press REVIEW

Review to open the notification

Press HIDE

Message will disappear from list




1.14.3Viewing 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.

ADXs Partners Clients Resources © ooy v ADX ‘ ¢ Q  Annalulg v
Multiple Air Services Sarah Smith
Sunday, November 15, 2020 - Friday, November 20, 2020 Advisor: Anna Kule

1. —— ADXRef 3CAL7Z|A & Link

Q

2 Trio Client & Travelers Payment Service Fees Manage

Notifications [+ Jorificat A )
There are no notifications to dispiay.

Sent Emalls

There are no ermalls 1o aisplay

Bon Voyage & Welcome Home Email Messages

SEND DON VOYAGE AND WELCOME MOME EMAILS SIND TO THE FOLLOWING EMAIL ADDRESSES

(these are sent out On trip departure and return dates)

To personalize the Bon Voyage and Welcome Home greéetings, please edit the message on composer on the right
You can update the standard greéetings on your Ay | ¢ page

Preview

Bon Voyage

EMAIL SUNECT

Bon Voyage



Steps

Notes

Open ADX reference

Click MANAGE tab

Last one in the list

Click INCLUDE HIDDEN

List will show ALL notifications received for this
reference




1.14.4Viewing 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.

4 NOTICE BOARD VIEW ALL
N ADXe Partners Clients Resources @  Bookings v  Cruise ID, ADXRef, PNR, or Invoice # O Anna Kulej v
+ « BACRFQRASHBOARD
Christopher Sherman cs My Notifications
AD}{ REf ENACQG ~ SpECial Results: 1 - 20 of 501 « 23 4 5 . > » 20 -~ Enter ADX Ref. or PNRn
|I"15[I‘L.IEEIDI"IS ADXRef@ Agent Date @ Notification @ Priority @ Type @ Status @
Ma}" 26 2922 100DNE AK May 23, 2022 Please review the message from Standard  Special Instructions Unread
the girline regarding your air travel
service.
Davld Thﬂr ne . DT 4ZP78S AK April 11, 2022 Send Bon Voyage email Standard ~ Agent Notification Unread
ADK REf ?HEDW B Spe‘clal 10N9ET AK January 14, 2022 f Standard ~ Generic Notice Unread
|r'|5tr|...| Er|0n5 10MR5C AK November 11, 2021 Please review the message from Standard  Special Instructions Unread
May 24 2{]22 tSI;;Tc:rehne regarding your air travel
Dﬂ\'id Thﬂrne DT 2iEDNX AK November 03, 2021 Reminder Standard  Agent Notification Unread
ADK REf ?HEDW B SpECIEII 2iEDN2 AK November 03, 2021 reminder Standard  Agent Notification Unread View
Instructions 4ZPINS  AK October 26, 2021 sfs Standard  Agent Notification Unread
May 24 2022
sam smith AK
ADX Ref. 100DNE - Special
Instructions

May 23 2022



1.14.5Advisor 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.

Notification Alert: ADX Ref 7H25RF - Last Ticketing Date Passed

ed SR L) Iy all | => F
Pri Advi adx.noreply@traveledge.com eply Reply arward (71

ary sor To © Anna Kulej Sat 6/4/2022 5058 AM
Delegated Advizor — ¢ [)Norah Rahamim

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Tranweli:
[
-
ADX REF. TH25RF - PRIMARY ADVISOR : ANNA KULEJ

Reference information Sarah Smith ADX Reference: TH25RF
Email: sarahi@smith com Event Date: June 04, 2022
Phone: 416-444-4343 Record Locator: KYULIB

Service: OneWay LAX - JFK

The air travel service has been cancelled because the last ticketing date has passed
(TICKETING DEADLINE: June 04, 2022 6:59 AM)

Open ADX reference Open in ADX


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 page?.

ADXe Partners Clients Resources @©  Bookings v CruiseID, ADXRef, PNR orinvoices Q@ Anna Kulej v

Round Trip Flights: New York Cara Jones
Thursday, May 26, 2022 - Monday, May 30, 2022 Advisor: Anna Kulej
ADX Ref. 3E2TUL | Archive| Copy Quote| & Link Booking s

m SR tats m C =it
A m

Planning Fee Planning Fee
You have added Ticketing Fee to a single itinerary in the ( ) Active ~ Sacen
amount of USD $100.00.
Change Fee
You do great work for your clients. Put a value on that work - create an up-front planning
fee to recover the cost of your time/effort in quoting and booking this trip.
24/7 Support Fee Select
FEE NAME CURRENCY FLAT RATE* PERCENTAGE* @ added
Ticketi ng Fes uUso v 100
Custom Fee
DESCRIBE THE SERVICE YOU WILL PROVIDE
One time ticketing fee =5 ; E
BVEWTE T
%
Bases L e i ‘ Save Fee
Qc
Add ADX Service ~ Add non-ADX Service ~ Compare Services ~ Send Itinerary

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



1.15.1Customize 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
e Change fees
e Custom Fees

Communication Access
Profile Sharing Preforences Password
Lmwusr Seimh

e o certan fen
w-thes AX

Set Preferences

Alr Search inventory (GDS) Prefarence L -
Cemmission Display or -
Files to show upen login ("Using ADX As” fleld) Mo Only -
Default Client Pay selection (when availabie) on -
Default Currency usD -
Chent Rinetary View Quote Preference -
Chent Rinerary Canceled Services Visibibty Dow by Detat v
Alr Saarch Filters No Siter Appeed -
Wide Agent Profile i Clent Winerary -

YOu Can Set-up Setault Tervce 190t that will JPDASr N 30 new Bneranes you wil cradte These settings will orly 200 50 Pew BINeraNes N0 &
0088 POL 3PEly 20 SXNTing Miseranes. S1pecialy UNOranes that have Jlready been 1ent o pad by your dens

Sarvce Transacoon Foes

. Flanning Pee

You have added Planning fee test to all itineraries © e smount of $100 USD ’
‘ Charge Fee
You 00 rowde DON DOGKNG 2erVOe 10 your et AGd § vaiue for this work « chargs & change fer to changs travel detes of >

ooked fight or 16 334 room 1 akready dooked hotel



Steps

Notes

Click v next to name

Name located top right corner

Press MY PROFILE

Press SET PREFERENCES

Scroll down to Customize your Service Fee Defaults section




ADXe Partners Clients Resources @  Uookings v  Cruize D ADX Ret, PN orimaices QU Anna Kulsf +
Alr Search Filters | No Fiiter Applied v
Hide Agent Profile in Client Itinerary | No v

Customize your service fee defaults

You can set-up default service fees that witl appear in all new itineraries you will create, These settings will only apply 10 new itineraries and it
does not apply to existing tineraries. especially itineraries that have already been sent or paid by your clients,

Service Transaction Fees

Planning Fee
0400 8832 WOk L0r yiiil (leals Fuls walus on thal work ~ reate sa up-front planaung e lo seloner the costodyous >

10.

time/effort in quoting and booking this trip.

Change Fee

You do provide post booking senvice to your client. Add 3 value for this work - charge a change fee to change travel dates of v
booked flight or to add room in already booked hotel.

Your agency suggested fee is USD $25.00 View TE suggested fees

Fee name Currency Flat Rate* Percentage* O
Name | $USD v s or “

Describe the Service you will provide

Service descnption

How to use this feo

1'd like this fee to be | added to all itineraries automatically

*Based on client | displayed on all tineraries as suggested

l Cancel I-
| —




Steps Notes

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

o Planning fee

o Change fee

o Custom fee — name it what you like
6. Review the TE suggested fee structure e A suggested fee may be set by your office

manager

7. Fill in the fee details e Fee name — Will show up on the client document

e Currency — US, CAD, BMD?

e flat rate OR Percentage — Charge a flat fee or %
of the entire trip and all the services added to
one reference

e Describe the service — Notes that will show up
with the fee name

s. Add fee description e Optional

e  Will appear on the client itinerary

9. Select how to use the fee e Added to all itineraries automatically — the fee

will default to ON and will show on client
documents and payment page automatically

e 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 e Repeat the steps to create multiple fees

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.



1.15.2Managing 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

ADN Fartners Clients Resources [o)

One Way Flight: Los Angeles to London
Sunday, July 17, 2022 - Monday, july 18, 2022

ADX Ref. 1000ME f &

Service fEE tab T O S R

Suggested dafault fees wil s

Advior: dnna Kule)

T
-

have the option of being Flanning Fee Planaing Fee
ADDED ¥ou have sdded Suggested Planning Fee 1o all itineraries -
a5 suggested in the ame [ USD $50.00 m
Change Fee
Auto added fees can be Planning Fee
removed by setting to inactive Yo have added Automatically Addud fos 1o all &) e - TTSEEoTF
timeraries in the amound of USD $100.00 e
a : . Custom Fee
h E

‘Add ADX Service - Add non-ADX Service -

Send itinerary

Fee Type Menu

# of fees set as default

Expand to manage defaults

Travel Edge suggested fee
structure



1.15.3Processing 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.

A D Fariners Clients Resources &  Boskings ¥ ise |0, ADX Bef PR e O Anws el v
One Way Flight: Los Angeles to London sam smith
Sunday, July 17, 2002 - Monday, July 18, 2022 Mdhasor Anna Kulej
ADE REl. 1000ME | 4 wit| Copy Quoite| & Link Book m
1.
2,

[E] COST SUMMARY

Travel Service Est. Commission Tames Cost

3 Suggested Planning Fee USD $0.00 USD $50.00 a1
. T
2477 SUpporT uLD $0.00 UsD $&0.00

4 Automarically Added fes USD $0.00 UISD $100.00 2|

Taotal LISD 520,00 USD $234.30 USD 51,082.30

One-way Los Angeles to London & Dita USDR000  USD$23430 USD $872.30 m

Service FOPs. Type Due Amaunt

247 Suppart Balance LIS 860,00

Automatically Added fee Balance USD $100.00

Taotal Crwing USD $160.00
0 INVOICES

Add ADX Service = Add non-ADX Service « Send Itinerary



Steps

Notes

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

Press PAYMENT tab

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

Press PAYMENT button

Proceed to payment page to process payment




1.15.4Adding 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.

ADX Partners Clients Resources @  Bookings ~  Cruise ID, ADX Ref, PNR, or Invoice 2 Q) Anna Kulej w

One Way Flight: Los Angeles to Paris Sam Smith
Sunday. August 14, 2022 - Monday. August 15, 2022 Advisor; Anna Kulgj
ADX Ref. 7iX73F | archive| ¢ Link Bookings | quoe |

m CI hnt & Trav‘!la‘rs Pajment z HE‘FESF' UIJ o
[§] COSTSUMMARY

Travel Service Est. Commission Taxes Cost

One-way Los Angeles to Paris See Details USD 30.00 UsD $229.80 UsD 51.014.80
UPDATE PRICE

24/7 Support Fee USD $0.00 USD $60.00

Ticekting fas UsD 5100.00 CAMCELLED

Ticketing fee USD $0.00 USD $100.00 P |

Total UsD $160.00 UsD $229.80 UsSD $1,174.80



o O Ferirmy [ BT WEnziroe [ r———_ ama I A P T+ b oy v

One Way Flght: Los Angeles ta Londan sam wnith

forsizy by 17, JOEL - Soncisy, juiy 18, 3507 BN AN

T m
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1. Sam— | Tual ln b padl W T
SERWICES REQUEERGS ACTION CoaT

Marad otel Lorsdon LR LSS

Suggeeed Plerng Fee U B

O Liuseging ks o alF CEES )

il F R O

B acosemace rees

ALD & PLANMNIYG FEE
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Steps Notes

Press ADD A SERVICE FEE button

Located in Services Ready to be Paid section

Press ADD on fee type

Select fee type to be added

Enter fee details .

Press ADD FEE

Fee will be added to services ready to be paid

Fee will be added to payment process




1.15.5Cancelling 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.

AD¥ Partners Cliants Resources @ sconngs v * 10, ADX St PNR vr Q  Awaue v

One Way Flight: Los Angeles to Paris Sam Smith

Sunday. August 14, 2022 - Monday, August 15, 2022 Adasar: Anng Kule)
1: ADX Ref. T0(73F | » | & Link Bookings K=

’
{

2. thie S S o m

[E) COST SUMMARY
-

Travel Service Est. Commission Taxes Cost
One-way Los Angeles 1o Parls " UsD $0.00 USD $229.50 USD $1.014.50 m
JPDATE PR
24/7 Suppart Fee USD $0.00 USD $50.00 Payment
3 Ticekung fee CEL usD s0.00 USD $100.00 PAID
Ticketing fee USD $0.00 USD $100.00 7
Total VS0 5260.00 USD 522980 UsSD 5127400

Flease add remarky with the resson for cancelation beiow. You
st will D@ processed by t nce Team. Once 1he process is
omplete. you will 36¢ & message 1 your natfications st
FIMARKY

Poase cancel v fee. Clemn

Fd

5




Steps

Notes

Open ADX reference

Press PAYMENT tab

Press CANCEL button

Located in Cost Summary section on PAID fees
A ticket form will open

Add cancellation details for finance team

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.

ADx+ Partners Clients Resources @  Bookings v ADX Ref, PNF e Q.  AnnaKulej »

ce to your client. Add a value for this work - charge a change fee to change travel dates of 4

ready booked hotel

ce is valid from
nd is limited to

24/7 support plan On demand

43 Cost 48 ¢3 Cost Per request
<] Requests Unlimited <] Requests Unlimited
Payment preference Payment preference

.‘ Client Pays $60 T |earn$12 Final invoice will be sent to you

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

No coverage

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



1.16.1247 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 Afee charge of $60* will be added to the trip under the payment tab.
o Theitinerary will show the cost breakdown including the fee amount.
o The advisor will receive $12 commission from the sale®

ADN

a

24/7 support plar\ On demand

2 Cost 46 4 Cost Per request
7 Requests Unlimite < Requests Unlimited
Payment preference Payment preference

trip dat

No coverage

No thank won't be offering 24/7 support service to my chien

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.

ADM Partners Clients Resources ©  Becking: v ALIC Bt # ez Q

0 Change Fee

Yeputes 33 anon slanon Manager and
24/7 support plan On demand
43 Cost 43 43 Cost Per request
7] Requests Unlimited 7 Requests Unlimited
Payment preference Payment preference
Client pays $60 1 learn $12 Final invoice will be sent to you

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

No coverage

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



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

ADXe Partners Clients Resources @  Beskings v

[+

O Change fee
You do provide post booking service to your chent. Add a value for ths work - charge 2 change fee to change travel dates of

Q 2477 Support Foe
The J4/7 VIP Supg

arse belote 3 Jurirg their trip will be resolved by a highly shilled tean PPOM axents. The service can be used b

24/7 support plan On demand
43 Cost 48 4¢3 Cost Per request
<7 Requests Unlimited 7 Requests Unlimited
Payment preference Payment preference

Client Pays $60 earn $12 @) Final invoice will be sent to you

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

No coverage

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



O O O O

No Coverage
Client is not charged for service
Advisor can add their own phone number to add as a contact
24/7 number will NOT show on the client itinerary
IF client does call 24/7 support the On Demand fee structure will apply

AN Partnars Clianis ek DT O @  Bosking v i T

ked flght o to acd room in already t

e AT Support Fee

24/7 support plan On demand
14 Cost a8 i3 Cost Per request
<7 Requests Unlimited <] Requests Unlimited
Payment preference Payment preference
Chient Pays $&60 | carn 512 Final imvaice will be sant to you
! after the end ir p dabe

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

L




1.16.2Setting Plan Defaults

Set the default payment preference in your Advisor Profile to add to every itinerary automatically

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

ADN  Pariners Cllenss Barcurces D St v s ® wite ner oot s O Aot v

My Profie

(v Reports
Communication Dffice Mgmt
e Log out

e sopesence rere s . Cuntoyesee detoun
' i Iy o e

e ALK

Set Preferences

Alr Search kvwwniory (G0%) Preference i ~
Comemivsian Display Or ~
Fies 50 shwiw upen lugin ("Using ADX Ax" fleht) MeaCriy v
Dafauit Clhome Pay setection (when svalabie) o= v
Default Currency e -
Client bilnerery View Quete Prefesence By Date v
Clmt hinerary Cancrird Services Vialitity Show by Detasn v
Air Search Finers Na Fanae Agpdect -
Mide Agert Profile bn Client iinerary [ v

T

PO G LD Onfin it SaraCe oS Tt ol A00RR 1) Ml e EPTans you Wil Ceae. These SAIDEgs il Only Aoy 10 Mewy Bineraces and it
2003 NTX ADPY TO EEESNG SHErINeT. 3PECAly TINAINET Shat Fave sireacy Been 3ane o PaKE by your chents

Serven Tiaramoser fom

' Plpnsing 1 ee.
7 B
Fos iree aiddedt Plarwding Fre oo all itineraeies as saggested o e avous of 530 USD
VY —r -
o Chenge Fee
Yiu da provide pose Sockeng serves 13 yrur chees. Add 2 value for tha werh - charge 8 charge few &= charge travel cames of >
boseet Fight r 10 Ad roorn i siaddy Dooesd Sotet
m of oo agents. ™
we hag Deen purchased T
/7 0

GV W 3 Segle Ere<ary T & mamrr
Brums trp i De reacived I CEReStITIon Wit Yo

Tre 247 Supoon 11 100% non refuncotie

. You can manually edit your default on the trip



Steps

Notes

Press v button

Next to name on top right corner

Press MY PROFILE

Press SET PREFERENCES tab

Third box in the row

Pressicon ¥ within 24/7 support box

Locate 24/7 fee section within the Service Fee Default
section of the page
Expands details




@ 2477 Support Fee

24/7 support plan On demand
¢4 Cost 43 {4 Cost Per request
<7 Requests Unlimited <J Requests Unhmited
Payment preference Payment preference
S ®) Chent Pays $60
. endtripd
m covering the cost for my
chent

No coverage

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

o | see |
Steps Notes
Click radio button next to plan e Select the plan you want to default to for ALL
itineraries

o Default set to CLIENT PAYS
e Radio button will be purple on selected option

Press SAVE °




1.16.3Managing 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.

AD Partners Chients Resources Lo Q, -
Travel Select Plan Quote Sam Smith
WNGay, Novemder 13, 2022 - Saturday, Novemter 19, 2022 AVS0r; AnNa Ku'e
AUt SOMSE{archival @ s |
1 e m (S Rty -
.
— e
mr SPRON Servite £ Oepgned 1 LLe ad yOur (hents e Deace of mrd thae 4
INES S0URS TNAT by MEE BunNg THEN 10 will De feSaveS Dy B Ny el 18e™ of SuRpOnT Rpene
Changs [
2. . 242 Support Pee !i z‘:‘:g
ager. The 3 -‘.;.;.'.: Ol noa-refmdenie
Custom Fee
2477 support phr\ On demand -
id Com 248 {2 Comt Peor Request I
7 Requesss Unimaces < Requests (]
Paywent preforence Payment preference
B Clert Paygs 380 com$ how e ol 5o S0t te
o the atd iy dete
3. [ covering the coet for my

dhery

No coverage

NO tharka, | wen't e affering J4/7 support senvice 10 ry dhernt

* =l

Add ADX Service « Add non-ADX Sorvice - Sond Minerary



Steps

Notes

Press Service Fee tab

Press SELECT on 24/7 fee type

This will expand the details of defaulted fee selection

Click radio button next to plan

Button will turn purple when selected

Press SAVE

Plan will update




1.16.4Confirming 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.

ADXo Partners Clients Resources @  Bookings ~ Cruise ID, ADX Ref, PNR. or Invoice # Q) Anna Kulej w

Travel Select Plan Quote Sam Smith
Sunday, Navember 13, 2022 - Saturday, November 19, 2022 Advisor: Anna Kulej
ADX Ref. 1QJHBZ | Archive| & Link Bookings | TRAVEL-READY |

[E] COSTSUMMARY

Travel Service Est. Commission

Travel Select Plan See Details UsD £11.70
24/7 Support
Total UsD $59.70

[E] PAYMENT SUMMARY

No payments present at this time.

[®] INVOICES
Number Type Issued Service
29031765" sale May 16, 2022 Travel Select Plan

Total Invoiced

& Refresh Quote

Taxes Cost
USD $45.00 PAID
UsD $0.00 UsD $48.00 PAID
USD $0.00 USD $93.00

GENERATE CLIENT STATEMENT

Payment Method Amount
XARQOO0O0OOKTIN UsD $45.00
CreditCard

USD $45.00



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.

ADe Partners Clients Resources © ooty v Crutse O ADK Pl PNR o es Q  Avatin v
Travel Select Plan Quote Sam Smith
Sunday, june 19, 2022 . Saturday, june 25, 2022 Advisor: Anna Kuley

ADYX Ref. 3E2TTQ| Archive | & Link Booking .

oo [ ot SR e T e .

L8] COST SUMMARY

Travel Service Est. Commission Taxes Cost
Traved Sedect Pan tal UsD $9 36 UsSD $ 300 PAID
2477 Suppon Fee USD $0.00 USD $60.00 PAID
Total USD $69.36 UsSD 30.00 USD $96.00

m woicss | GENERATE CLIENT STATEMENT |

Number Type  Issued Service Payment Method Amount

154" Sole May 16 2022 Traved Sefect Plan 0000000011 UsD $36.00
Pendng’ Sale May 23, 2022 24/7 Support Fee USD $60.00
Total invoiced USD $96.00

Add ADX Service - Add non ADX Service - Send tinerary



Al Partrens Cliwnts Resources @ fSestegn v Cru 4 N o ¥ ¢ Qe v

Travel Select Plan Quote
Sanday, june 19, 2022 . Saturday, June 25 2022

Sam Smith
Adwizor: Anna Kule)

ADX Pief. SE2TTQ(Archuve | @ =

Travel Service st Commission

Travel Sefect Man 1 USD 3936 USD $36.00 PAD
2472 Smport Eap L0 S0 06 LISTY S50 00
Total USD $69.36 USD sa oo USD $96.00

Service FOPs Type Due Amount

2477 Suppon Fee

Edance SO $60 O
Total Owing USD $60.00
o
Type  Issued Payment Method
Sake May 16 2022 Traved Sedect Pl 0000000000 T 1Y USD $3 00
Total involced USD $36 00
Add ADX Service - Add nen.ADX Service = Send Rinerary
°=| || Steps & || Notes
1 Press PAYMENT tab o
2. || Press PAYMENT button

e 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.

ADX Partners Clients Resources @  Bookings ~ Cruise ID, ADX Ref, PNR. or Invoice ¢ QO Anna Kulej w

Travel Select Plan Quote Sam Smith
Sunday, Novemnber 13, 2022 - Saturday, Novemnber 19, 2022 Advisor: Anna Kulej
ADX Ref. 1QHBZ | Archive| & Link Bookings | TRaveL-ReADY |

Client & Travelers Payment m < Refresh Quote

[6] COST SUMMARY

Travel Service Est. Commission Taxes Cost
Travel Select Plan See Details UsD $11.70 USD $45.00 PAID
24/7 Support UsD $0.00 USD $48.00 PAID
Total UsD $59.70 UsD $0.00 USD $93.00

[E] PAYMENT SUMMARY

No payments present at this time.

[&] INVOICES GENERATE CLIENT STATEMENT

Number Type  Issued Service Payment Method Amount
29031765" Sale May 16, 2022 Travel Select Plan HHCOGOOGGOT 11 USD $45.00
CreditCard

Total Invoiced USD $45.00



ADX Partners Clients Resources © Bockings v

Travel Select Plan Quote
Sunday, November 13, 2022 - Saturday, November 19, 2022

ADX Ref, 1QIHBZ| Archive| & Link Booking

ADX Rel. PNR rwoice 8 Q Anna Kulej v

Sam Smith
Advisor: Anna Kulej

o |

2% Reatrech Ouot
£ Refresh Quots

[&] COST SUMMARY

Travel Service Est. Commission Taxes Cost
Travel Select Plan e Detai UsD $11.70 USD $45.00 PAID
2. 24/7 Support USD $0.00 USD $48.00 m
Total USD $59.70 USD $0.00 USD $93.00
 Phesse note that conlinning tis choice wil add o cherge 1o your ageet Matesnent fo this bocking, s process
<an ot be revarod
4 mm

°=| || Steps & || Notes
3. || Press PAYMENT tab .
4, || Press BOOK button e located next to 24/7 fee line
5. || Press YES to confirm e Press NO to go back without confirming




1.16.5Plan Options and Client Itinerary

The information that shows on the client itinerary will depend on the type of plan you have selected and confirmed.

ADW  Partaers  Clests  Resoarces @ e

1+

@ e

Y

i p..% — Round Trip Flights: New York - Miami ey
e S B Py Thursday, May 26, 2022 - Monday, May 30, 2022
<7 Requests Unlimited <7 Requests Unlimited
Py poafarsses Payment preference For Mrs. Cara Jones
@) Client Pays $60 (1) {sarn 312 | Fod it
g e DATE TIME EVENT DESCRIPTION
m 07.00 AM & Departure: New York (JFK), Terminal 4 DELTA AIR LINES (DL) 2219,
No coverage 26 1005 AM Arrival: Miami (MIA)
No thanks, | won't be offering 24/7 support service to my client
E=n 0750 AM & | Departure: Miami (MIA) DELTA AIR LINES (DL) 2767,
30 10A7AM Arrival: New York (JFK) , Terminal 4

Client Pays Opted In

v
@ INSURANCE 2C)- VIP SUPPORT
Speak to your advisor about the benefits of purchasing e 24/7 Access
travel insurance today Toll-Free (North America): 1 {8388) 481-2064
Global: 1-(647) 288-3059



ADW  patners  Cleats  Resources © | Backing v Crose AR VR s O Anwaul]
SIS IS
@ croneree
ASd 8 value for thy >
Docked fight o 10 30d r00m In aiready booked hotel.
@ 27 suppontren
The 24 cesigned to gue yoursel ond your insues thot may
arme betore. e . by a high of support agenss. wsed by
your  your your dients
doy y The 247 P appies to oty imtedto £ @

crune. indluding Merchan of Record senaces. This service i only vaiid for one continuous rip on & single tinerary, oy
g and the.

2477 Support Services Manager
24/7 support ph\ On demand
3 Cost 48 3 Cost Per request
7 Requests Unlimited 7 Requests Unlimited
Payment preference Payment preference

Client Pays $60 () 1 sarn 312 Final invoice wil be sent to you

I'm covering the cost for my
® cienr

No coverage

No thanks, | won't be offering 2477 support service to my client

Advisor Pays Opted In

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

For Mrs, Cara Jones
DATE TIME
07,00 AM b
26 10:05 AM
e 0750 AM ®
30 1047 AM

() INSURANCE

Speak to your advisor about the benefits of purchasing

travel insurance today

EVENT

\
‘ Departure: New York (JFK), Terminal 4

- Arrival: Miami (MIA)
|
“ Departure: Miami (MIA)
Arrival: New York (JFK) , Terminal 4

itnerary Status QUOTE

DELTA AIR LINES (DL) 2219,

DELTA AIR LINES (DL) 2767,




ADXe  Partners Clhents Resources. @  fesking v w10 ADK Rut, 18 o imoice s Q  Amma )

@© vveree

You do prowide post booking senvice to your chent. Add a value for this work - charge 3 change fee to change travel dates of >
BoCkeA Mg or 10 300 room in already bookad hotel

i retiarns. The 3477 ViP Support Sen St to ondy th 8 do £ B

vice wil not support travel
his service
rtious trip wil be resolved
2477 Support Services Manager

24/7 support plan On demand
2 Cost 48 <% Cost Per request
7 Roquests Unlimited 7 Requests Unlimited Hotel 30 Bowery-3n 1g,hls Rbvacary Sistin.
Payment preference Payment preference Wednesday, June 15,2022 - Saturday, June 18, 2022
Client Pays $60 % | earn $12 6 ﬂ‘nalll:w«euwlllh;unuoym
“ after the end trip date.
I'm covering the cost for my No assigned travelers.
client
DATE TIME EVENT DESCRIPTION
En I3 | Cheok-in: Hotel 50 Bowery Address: 50 Bowery 10013 United States
No coverage
) ) 15
No thanks, | won't be offering 24/7 support service to my client
(n]] Check-out: Hotel 50 Bowery Address: 50 Bowery 10013 United States
[ ]
18
On Demand
@ INSURANCE
Speak to your advisor about the benefits of purchasing travel insurance today
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,



ADM  Farinens Clients Resources @  Doskings v Cruse £ 405 Ret PN e encen QL Anna Kule] v

bocked fight or to add raom in already booked hote!

@ swrsuoportren

24/7 support plan On demand
44 Cost a8 43 Cost Per request
<] Requests Unlimited <] Requests Unlimited
Payment preference Payment preference

Client Pays $60 (1] 1 carns12 Final invoice will ba 5ant 10 you

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

client
One Way Flight: Los Angeles to New York Hinerary Stats
No coverage
®) No thanks, | won't be offering 24/7 support service to my dlient Sunday, June 12, 2022

Clients can reach me at this phone number

No assigned travelers,

w
DATE TIME EVENT DESCRIPTION
[ o ]
m 06:25 AM a Departure: Los Angeles (LAX) , Terminal O AMERICAN AIRLINES (AA) 529, Economy
. 12 0a40PM Arrival: New York (JFK), Terminal 8
Opted Out Advisor Number Via: Miami
@ INSURANCE

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

Notes

Please feel free to reach out to me any time during your trip at 5565-555-5555 for any issues you may encounter as | want to ensure you have
the best trip possible.



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.

Melia Paris Notre Dame - 5 nights Sam Smith
Sunday, September 11, 2022 - Friday, September 16, 2022 Adwvisor: Anna Kulbe
1L 1 NS+ Add Payment Method 3
RVICES READY TO BE PAID COST
2. De Notre Dame, Paris UsSD $1,221
7 SupnorT Fesg Gl
¥ Total to be paid: UsD §1,221.99
Steps Notes
1. || Verify Credit Card 1 tab o Default
2. || Check box next to service to add to credit card 1 e Check and uncheck boxes to add and remove

e Total to process will reflect boxes checked
e Enter CC information for Credit Card 1

3, || Click Add Payment Method e Add method to add Credit Card 2




ADX Partners Clients Resources ®

Melia Paris Notre Dame - 5 nights
Sunday, September 11, 2022 - Friday, September 16, 2022

Sam Smith

Advisor: Anna Kulej

DX | | quott |
_— © CeditCard x 2 QEEUIEWRAN  + Add Payment Method
SERVICES READY TO BE PAID COST
De Notre Dame, Paris USD $1,221.99
5. —— @ 24/7 support Fee USD $60.00
4] Total to be paid: USD $1,281.99
éE Steps , Notes
4. || Verify Credit Card 2 tab e Will show once you press ADD PAYMENT METHOD
5. || Check box next to service to add to credit card 2 e Services already added to credit card will grey out
e 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 fees®. 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:

e Air

° H Ote' Multiple Hotel Services for Miss Sarsh Smith
o Activities

e Insurance Multiple Hotel Services Rl ovor |

° Merchant Of Record invoicing Sunday, July 17, 2022 - Monday, July 18, 2022

For Miss Sarah Smith

e Service Fees

o 247 VIP Support Plan Pay for your services at our secure payment gateway with a credit card. PAYNOW
The payment link is valid until 07/17/2022 05:00 AM, Eastern Standard Time
DATE TiME EVENT DESCRIPTION
FI  Cheok-in: Park Hyatt New York Addrees: 153 West 57th St. New York 10019 United States
17
“ [ Oheck-out: Park Hyatt New York Address: 153 West 57th St. New York 10019 United States
18
]
) iINsurance ()~ VIPSUPPORT
AV
Speak to your advisor about the benefits of purchasing travel 24/7 Access
insurance today Toll-Free (North America): 1 (888) 481-2064

Globat: 1-(647) 288-3069

Anna Kulej

Anna's Travel
Anna Kulej@worldviewtravel.com
555-444-5666

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



1.18.1Applicable 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
qguoted air options.

[ ] Requirements ADXs Partners Clients Resources @®  Bookings v  Cruise ID. ADX Ref, PNR, or Invoice #  Q Anna Kulgj ~
v Client and traveler assigned
v' BOOKED status One Way Flight: Los Angeles to New York Sarah Smith
|' | . d Sunday, November 20, 2022 - Monday, November 21, 2022 Advisor: Anna Kulej
L
Noc Ient/trave er aSSIgne ADX Ref. TH25RF | Archive | & Link Bookings
e Quoted service
Trip Name Dates
One Way Flight: Los Angeles to New York 11/20/2022 | 11/21/2022 | &4 Add details/notes v
All Services View by: >
W= One-way Los Angeles to New York 4 Rename A
Nov 20, 2022 - Nov 21, 2022 Ticket Flight
Actions: Change Flights - Cancel Flights - Ask Air Support - Open PNR View - Seat Plan - Fare Rules
Actions: Reorder Services

A Estimated Quote @ USD $47.00
Potential Commission UsD $12.00

Client Documents:
Insurance offered and declined.

Add Insurance

Update

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



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.

e Requirements
v" Client and traveler assigned
v' QUOTED status

ADX Partners Clients

No client/traveler assigned

@ EBookings ~ CruiseID, ADX Ref, PNR, or Invoice#  Q  Anna Kulej ~

Park Hyatt New York - 6 nights Sarah Smith
Sunday, October 9, 2022 - Saturday, October 15, 2022 Advisor: Anna Kulej
ADX Ref. 3C7SK2| Archive| Copy Quote| ¢ Link Bookings | quone |

Trip Name

Park Hyatt New York - 6 nights

All Services

Iem Park Hyatt New York # Rename
Oct 9, 2022 - Oct 15, 2022

Actions: [/odify

Actions: Reorder Services

* Estimated Quote @

Potential Commission

Add Insurance

Add ADX Service ~

Add non-ADX Service ~

2 Refresh Quote

Dates

10/09/2022 E|

Add details/notes v

10/15/2022 | &4 |

Viewby: [ 2

T
[l Remove
USD $571.00 * Client Documents:
USD $148.00 Insurance offered
| Update |
Send Itinerary
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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.

e Requirements
v" Client and traveler assigned
v' QUOTED status
e No client/traveler assigned

ADXe Partners Clients

Brooklyn Bridge - Walking Tour

Resources

Sunday, September 11, 2022 - Sunday, September 11, 2022

Anna Kulej s

©  Bookings ~  Cruise ID, ADX Ref, PNR, of Invoice & Q

Sarah Smith
Advisor: Anna Kulgj

ADX Ref. 7TH2Z55P| Archive| Copy Quote| & Link Bookings

Trip Name

Brooklyn Bridge - Walking Tour

All Services

T Brooklyn Bridge - Walking Tour  # Rename

Sep 11, 2022

Actions: Modify

Actions: Reorder Services

AW Estimated Quote @

Potential Commission

Add Insurance

& Refresh Quote

Dates

091172022 | 4

Add details/notes v

091172022 | (4

Add ADX Service «

Add non-ADX Service ~

Viewby: [ 2
[ e T
Book
il Remove
USD $47.00 Client Documents:
USD $12.00 Insurance offered
Update
Send Itinerary
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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
v" Client and traveler assigned
v' QUOTED status
e No client/traveler assigned

AD¥e Partners Clients Resources

Travel Select Plan Quote
Sunday, August 21, 2022 - Saturday, August 27, 2022

ADX Ref. 3C7SK8| Archive| Copy Quote| & Link Bookings

Trip Name

Travel Select Plan Quote

All Services

# Travel Select Plan &' Rename

Aug 21, 2022 - Aug 27, 2022

Actions: odily

Actions:  Reorder

v

Client Documents:
Insurance offered

Update

G Bookings v

Dates

08/21/2022 | O |

Add ADX Service ~ Add non-ADX Service ~

Cruise 1D, ADX, Ref, PNR, or Invoic

08/27/2022

t

Q Anna Kulej w

Sarah Smith

Advisor: Anna Kulej

> Refresh Quote

Add details/notes v

View by: >

Send Itinerary
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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.

e Requirements

ADX Partners Clients Resources @  Bookings v Cruise D, ADX Ref, PNR. or Invoice #  Q  Anna Kulej v
v" Client and traveler assigned
v" TE Processes payment
v pay Courtyard Mariott College Stn Sarah Smith
BOOKED status Monday, August 15, 2022 - Sunday, August 21, 2022 Advisor: Anna Kulej
e No client/traveler assigned ADX Ref. 6PSIW2|Archive | & Link Bookings

e Vendor Processes type

Trip Name Dates
Courtyard Mariott College Stn 08/15/2022 | OO 08/21/2022 | O ‘ Add details/notes v
All Services Viewby: [ 2
k=  Courtyard Mariott College 5tn  # Rename m b
Aug 15, 2022 - Aug 21, 2022 Payment
Vendor: Courtyard Mariott College Stn
Service Provider: Courtyard Mariott College Stn
Actions: Nodify - Cancel i Remaove
Actions: Reorder Services
A Estimated Quote @ USD $208.00 ‘Jﬁ Client Documents:
Potential Commission USD $54.00 Insurance offered
=
Add ADX Service ~ Add non-ADX Service ~ Send Itinerary
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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.

e Requirements

v
v
v

Client and traveler assigned
Processed alone

Processed with other services
No client/traveler assigned

ADX Partners Clients Resources @ Bookings v  Cruise ID, ADX Ref, PNR, or Invoice# Q  Anna Kulej v

Courtyard Mariott College Stn Sarah Smith
Monday, August 15, 2022 - Sunday, August 21, 2022 Advisor: Anna Kulej
ADX Ref. 6P5iW2 | Archive | & Link Bookings

Client & Travelers Payment £ Refresh Quote

[8] COSTSUMMARY

Travel Service Est. Commission Taxes Cost

Courtyard Mariott College Stn EXTERNAL USD $42.80 USD $0.00 USD $4,680.00 Payment
See Details

24/7 Support Fee USD $0.00 USD $60.00 Payment

Consultation fee USD $0.00 USD $50.00 p Payment

Total USD $152.80 USD $0.00 USD $4,790.00
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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.

L AD%
2.

Partners Clients

Resources

Anna Kulej v
My Profile

Reports

LOg cut

3. Communication Access Set Change
Profile Sharing Preferences Password
trol the appearancs Customuze defaun
values for certain Nelds
withan ADX
Set Preferences

Air Search Inventory (GDS) Preference Al -

Commission Display Oon v

Files to show upon login (*Using ADX As” field) Mine Only v
4. B L o T -

Default Currency ot

Client itinerary View Quote Preference By Date v

Client Iitinerary Canceled Services Visibility Show by Default v

Air Search Fliters No Filter Appled -

Hide Agent Profile in Client Itinerary No v

.
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ADNe Partners Clients ResOUrces @

* BACK TO ITINERARY

Uoakings v Cruwse 10, ALK Hef. PN, or imvonce . Q) Anma Nulef

SPECHY EMAIL CONTENTS

FROM noreply@traveledge com v
T sarah@smath com
sumjecT Multiple Hotsl Services
BO0Y —

BIUS® E= nNomsg 2 Defaut e L

Hello -

Please find attached detsils for your inerary

1 you hawe any Questions please pive me a call

Best Regarca

-
Amm €l
Edits here apply 1o this messags only - please s&e your advisor profile 1o edit your detault signature and email text

ATTACHMENTS B Client minerary (See Sefow)

CUSTOMITE CLIENT ITINLSARY

Travel Services

Fiemse check all services you want to agipea the client tnerary

o PARK HYATT NEW YORK (PAYASLE)

B0 2477 SUPPORT (PAYABLE)

€3 © AUTOMATICALLY ADDAD FEE (PAYABLE)

Hink 1o expire.

DISPLAY HOTEL MAP

< INCLUDE CLIENT PAYMENT LNk

1 you have no timeline in mand, please set it 1o the doy bofore the

Eastam Time (ET)
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Steps

Notes

Press v next to name

Your name on the top right corner

Press MY PROFILE

First item in the list

Press SET PREFERENCES button

Third box in the list

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

Press SAVE PREFERENCES

Saves changes on your profile

Verify box is checked on client itinerary

When applicable services are part of the reference
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1.18.3Accessing 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.

AL Parirers Clients Eesaiarces (o]

v a & -
Multiple Hotel Services Sarah Smith
Sunday. July 17, 2022 - Monday. july 18, 2002 AdviSOr: Anna Kuke
1. ——— oot sicaoz)ar e & [ qum |
Trip Name Dates
MuEiple Hotel Sereces a7z | O TR0, . e
Il Sorice View by >
mm Park Hyatt New York & m w
al 17, 2022 - jul 18, 2022 m
Actions:
Axthons:
-fk Extimated Quote @ Cllunt Bocimants
Poleniiol Commizsion resurance offened
Update
2.
Add ADX Service = Add non-ADY Service « Send itinerary
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Steps

Notes

Open ADX reference

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.

ADMe Partners Clients Resources o Bookings ~  Cruise ID, ADX Ref, FNR, or Invaice # O} Anna Kule]

« BACK TO ITINERARY

SPECIFY EMAIL CONTENTS

AL noreply@traveledge.com hd

UL sarah@smith.com

SUBJECT Multiple Hotel Services

sooy BIU® E= Noma & Defaut ¢ K

Hello, =
Please find attached details for your itinerary

If you have any guestions please give me a call.

Best Regards,

B Ermith

Edits here apply to this message only - please see your advisor profile to edit your default signature and email text.
ATTACHMENTS [A client itinerary (See Below)

CUSTOMIZE CLIENT ITINERARY

Travel Services

Please check all services you want to appear on the client itinerary.

= PARK HYATT NEW YORK (PAYABLE) DISPLAY HOTEL MAP

A€ 24/7 SUPPORT (PAYABLE)

€ AUTOMATICALLY ADDED FEE (PAYABLE)

This itinerary includes services eligible for client payment ¥ INCLUDE CLIENT PAYMENT LINK

Please set the date and time you would like this payment link to expire. If you have no timeline in mind, please set it to the day before the trip
start date.

071772022 Eastern Time (ET)
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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.

Multiple Hotel Services

Multiple Hotel Services
Sunday, July 17, 2022 - Monday, July 18, 2022

For Miss Sarah Smith

for Miss Sarsh Smith

el oo |

Pay for your services at our secure payment gateway with a credit card.
The payment link is valid until 07172022 05:00 AM, Eastern Standard Time

DATE TIME EVENT

T1  Check-in: Park Hyatt Mew York

(K] Chack=-out: Park Hyatt Mew York

@ INSURANCE

Speak to your advisor about the benefits of purchasing travel

insurance today

Anna Kulej

Anna's Travel
Anna Kulej@woridviewtravel com
555-dd4-5666

DESCRIFTION

Address: 1523 West 57th St. New York 10018 United States

Addrags: 153 West 5Tth St. New York 10019 United States

iy

-‘O'- VIP SUPPORT

24/T Access
Toll-Free (North Americal: 1 (888) 481-2064
Globak: 1-(647) 288-3069

115



1.18.4Setting 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.
ET s EE e
Bm Park Hyatl Mew York & BT -
oo |
2.
Sand itimerary
“—| || Steps / Notes
1. || Open ADX reference °
2. || Press SEND ITINERARY button e Bottom right corner
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ADXe Partners Chients Resources (o]

* BACK TO ITINIRARY

Besbings v Cruse i) ADX Aet P30 o evocs s Q Anns ilef w

reou noceply#traveledge com v
o SarabumIth com
apRc Multiple Moted Services
200V -
BIUS == Nomal 2 Detant : L
-
Mok
Plense Bad stached detals bor your Bemiary
W you have any Guessons plosse give me a call
Bost Rogards
-
Bn B
LRy Mete appty M 1h0s measags Only - please see pii avisir prlile 8 st your deladt signature and et Leet
ATTACHMENTS (3 Chent minerovy (See Below)

CUSTONMET: CLIENT ITINERARY

Traved Services

Feasn Check ull sory YO WL 10 SPEOAr 00 the (hent Hinera

B35 FARK HYATT NOW YORK (PATASLE

O 247 SUPFORT PATARLL)

E1© AUTOMATICALLY ADDLD 18 (PAYASLE

O Cepiry

B OuSPLAY HOTEL MAP

< INCLUOL CLILNT PAYMINT UNK

if you hawe no p I mand, pie

Eastern Time (ET)
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Steps

Notes

Select date for expiry

Set any date up until the date of travel

Enter the time

Formatting is 00:00
Set AM/PM

Select time zone

Select from ET or PT
REMEMBER to press SAVE/VIIEW itinerary changes
before sending or downloading once set
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1.18.5Client 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

Multiple Hotel Services for Miss Sarsh Smith

[T QUOTE

Multiple Hotel Services
Sunday, July 17, 2022 - Monday, July 18, 2022

Pay for your services at our secure payment gateway with a credit card.

The payment link is valid until OT17/2022 05:00 AM, Eastern Standard Time

For Miss Sarah Smith

DATE TIME EVENT DESCRIPTION

[ Check-in: Park Hyatt New York Addrees: 153 West 57th St. New York 10018 United States

I Oheck-out: Park Hyati New Yark Address: 153 West 57th St New York 10019 United States

@ INSURANCE .. o'- VIP SUPPORT

Speak to your advisor about the benefits of purchasing travel 24/T Access
insurance today Toll-Frea (Morth Americal 1(588) 481-2084
Qlobat 1-(647) 288-3069

Anna Kulej

Anna's Travel
Anna Kulej@worldviewiravel com
555-444-5666
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1.185.1 STEP 1: ENTER PAYMENT INFORMATION

Round Trip Flights: Los Angeles - New York

ADX Ref: 3C7RC9
Invoiced To:
Sarah Smith
123 Sunny Drive, San Diego, California
United States 54323
Services Payable Services Requiring Credit Card for Guarantee
24/7 Support USD $60.00 H New York Marriott Downtown UsSD $3986.78
View Details
Automatically Added fee USD $100.00
Fee is non refundable GUARANTEE AMOUNT USD $3986.78
Card will not be charged
PAYABLE AMOUNT USD $160.00
5 Payment Details
. iy 5\| |/§ Y
A L
Enter Payment Info Confirm & Pay Print/Send Receipt

[ Use address on file

Cardholder Name Firet Marme Last Name Address
Card Number optione!
Expiry Date Month v Year v o
oW Code Country United States v
State/Province Alabama v
Zip/Postal Code

Proceed To Confirmation
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1.18.5.2

STEP 2: CONFIRM AND PAY

SECURE PAYMENT GATEWAY
Travel Edge HQ

€ input credit card »elow to confirm tt v h h Anna Kulej

If you have any questions, comments or concerns, please reach out to Anna Kulej prior to processing payment.

Round Trip Flights: Los Angeles - New York
ADX Ref: 3C7RCY

Invoiced To:
Sarah Smith
123 Sunny Drive, San Diego, California
United States 54323
24/7 Support usD $60.00  FE New York Marriott Downtown USD $3986.78
View Details
Automatically Added fee UsD $100.00
Fee is non refundable GUARANTEE AMOUNT USD $3986.78
Card will not be charged
PAYABLE AMOUNT USD $160.00
= Payment Details
Enter Payment Info Confirm & Pay Print/Send R
Amount UsD 54,146.78 Address 123 Sunny Drive
Cardholder Name Sarah Smith 2:;?[; ego, California, United States
Card Number AOOO0000C0K9299
Expiry 1/25

Terms & Conditions

The Payment Details section above requires that you enter your confidential and personal information, including your residential address, credit card number, expiration date
and verification number. You acknowledge and agree that you consent to the collection of this information for the sole purpose of booking the product or service above. You

[ I have read the terms and conditions. [ EUGRZENT 008

are solely responsible for verifying that the credit card information that you input is correct.
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1.18.5.3  STEP 3: PRINT/SEND RECEIPT

St Regis New York - 5 nights

ADX Ref: 7iIX70i
Invoiced To:
Cara Jones
123 Sunny Drive, Brooklyn, New York
United States 20678
Services Payable Services Requiring Credit Card for Guarantee
24/7 Support usD $60.00 [ Gardens Nyc Affinia Gardens, New York USD $4250.00
Support plan View Details
PAYABLE AMOUNT USD $60.00 GUARANTEE AMOUNT USD $4250.00
Card will not be charged
= Payment Details
Enter Payment Info Confirm & Pay Print/Send Receipt

Confirmed!

Your credit card has been processed successfully. Your agent will be in touch with you for next
steps.

ﬂ Gardens Nyc Affinia Gardens, New York Q

24/7 Support 45C96617H%9145815 @

& Print Confirmation
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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.

SECURE PAYMENT GATEWAY
Travel Edge HQ

please input credit care s v to confirm the ad through Anna Kulej

If you have any questions, comments or concers, please reach out to Anna Kulej prior to processing payment.

Multiple Hotel Services
ADX Ref: 2iG30Z

Invoiced To:
Sarah Smith
123 Sunny Drive, San Diego, Califoria
United States 54323

SERVICE NAME ORIGINAL PRICE REVISED PRICE

B Park Hyatt New York USD §1273.64 USD §961.67

| have read and understood the price revisions. Decline
ADX Partners Clients Resources @  Bookings v  Cruise ID, ADX Ref, FNR, or Invoice 8 QO Anna Kulej v
Multiple Hotel Services Sarah Smith
Sunday, July 17, 2022 - Monday. July 18, 2022 Advisor: Anna Kulej
ADX Ref. 2iG30Z | Archive | Copy Quote| & Link Bool ngs m

: ' 1]
Trip Client & Travelers Manage 2 Refresh Quote
Notifications A Create Notification & Include Hidden
Service Date Metification
® Park Hyatt New York Jun2,2022  There was a price change for the travel service, and client accepted it
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1.18.6Advisor 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

Advisor View

Client View

Confirmed!
Your credit card has been processed successfully. Your agent will be in touch with you for next
sleps
H Gardens Myc Affinia Gardens, New York a
24/7 Support 45Co6617HX0145815 @
ADX» Partners Clients Resources @  Bookings v~ Cruise ID, ADX Ref, PNR, or Invoice # Q) Anna Kulej v
St Regis New York - 5 nights Cara Jones
Thursday, June 30, 2022 - Tuesday, July 5, 2022 Advisor: Anna Kulej
ADX Ref. 7iX70i| Archive | & Link Bookings
a
Client & Travelers Manage 2 Refresh Quote
Notifications A Create Notification & Include Hidden
Service Date Notification
dens Nyc Affini
B Jun 1, 2022 Client tried to pay through Client Pay flow and payment succeeded. m
New York
o 24/7 Support Jun 1,2022 Client tried to pay through Client Pay flow and payment succeeded. m
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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.

e C(Client View

Your transaction was not successful

There was an issue making a payment. Please make a note of the failed transactions below and
contact your agent for next steps.

™ Brooklyn Bridge - Walking Tour %)
24/7 Support Mot Processed
Automatically Added fee Not Processed
° Advisor View
ADXs Partners Clients Resources @  Bookings v Cruise D, ADX Ref, PNR, or Invoice # ), Anna Kulej
0 .
Trip Client & Travelers Service Fees Manage 2> Refresh Quote
MNotifications & Create Notification  § Include Hidden
Saervice Date Notification
Brooklyn Bridge - Walkin
Tour ! £ : Jun2, 2022 Client tried to pay through Client Pay flow and payment failed. m
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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.

e Visibility to all quotes/bookings/clients regardless of sharing permissions
e Office management ability to turn on/off portions of ADX

e Access advisor profiles

e Set office wide suggested fee structure

e Set regulatory information on all accounts — Coming Soon!

e Receive regular list of pending unactioned air schedule changes

ADX Partners Clients Resources ® Bookings «  Cruise ID, ADX Ref, PNR orivoice # O, Anna Kulej «

Office Management SELECTOFFICE  Travel Edge HQ v

Note: Once you have saved the changes, the affected agents will need to log out for the changes to take effect.

Travel Edge HQ

& a
4 & & g
& = F s Q
& & & § & s &
& £ & ¢ & § & &
Agent Name G & &) G G &) G o
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1.19.1Accessing 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.

Advisor column
determined by Using ADX
AS feature. Will show
initials of primary owner.
Will see most recent 8
quotes and bookings

oS

ITINERARY
BUILDER

v

Partners

STATUS v

ADVISOR v

DA

AX

AX

200k s | RS

AKX

Clients

X
AR A
v

CUENT v

Mary Kleen

Sarah Smith

Sarah Smith

Sarah Smith

Sarah Smith

Sarah Smith

Resources ®

/)

QUOTE NAME v

Hyatt Regency Aruba Resort And - 5 nights
One Way Flight: Los Angeles to New York
Brooklyn Bridge - Walking Tour

Travel Select Plan Quots

Park Hyatt New York - 6 nights

One Way Flight: Los Angeles to New York

Brooklyn Bridge - Walking Tour

Multi-City Flight: Los Angeles - Frankfurt-am-M.,

Bookings «

CTIVITY INSURANCE
v v

e

USING ADX AS Multiple Agents

DEPART v

08.07.22

0627.22

09.11.22

08.21.22

10.09.22

es Q  Annakulel v

=

CRUISE

&
INVOICE TOOL

o

SERVICE ALL

e

e

el

-

e

& e

NORAH RAMAMIM

060322
06.02.22

060222

06.02.22

06.02.22

0531.22

<

View

Vi

<

noooooos
[

Using ADX AS determines
who's items you see in
the Quotes and Bookings
section

Me — View your own only
Name below — Delegated
accounts

ALL — View everyone
across an office

127



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.

AN Partners Clients Resources &  Bookings v  Cruise D, ADX Ref PR orinvoice s O, Anna Kulej ~

x o ©
AlR HOTEL ACTIVITY
W W W

g

= =

ITINERARY INSURANCE CRUISE INVOICE TOOL

BUILDER

W b e

USING ADK AS: — Using ADX AS set to ALL

£

<

& MY QUOTES & BOOKINGS VIEW ALL

Advisor column lets you —STATUSY | ADVISOR » CLIENT~  QUOTE NAME DHPARTv  SERVICES v  UPDATED v

enter an advisor name .

(first or last) to ONLY ] 307 5T ADVSOR G It Regency Aruba Resort And - 5 nights 00722 06.03.22 m

. N Cme

show that advisors items m B Wary Flight: Los Angeles to Mew Yark oeR7.22 el 06.02.22 Wiew

[ oon | e e Q| bidyn Bridge - Walking Tour whizz e 06.02.22 m
1 Demo ADX

[ o L 12z +e 06.02.22
| - Sarah Smith Park Hyatt New Yark - € nights ipazz  me LR - |
=3 '+ Sarah Smith  Ome Way Flight: Los Angeles to New York 11.20.22 e 06.02.22 m
T A Sarah Smith Brookiyn Bridge - Walking Tour 01622 P 06.02.22
K= o~ Mutti-City Flight: Los Angeles - Frankfurt-am-M,.. 07,1422 X 05.31.22 m

128



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.

ADXe Partners

g

ITINERARY
BUILDER
v

Clients

& MY QUOTES & BOOKINGS

Resources

@  Bookings ~  Cruise ID, ADX Ref, PNR, or Involce # Q)

*

ACTIVITY INSURANCE

w v

Anna Kulej

&

CRUISE

“w

9

L)

INVOICE TOOL

LU L Multiple Agents v

VIEW ALL

STATUS

ADVISOR v

ADX» Partners

« BACK TO DASHBOARD

CLIENT »

Clients

My Quotes & Bookings

Filters:

QUOTE NAME v

Resources

DEPART v

® Bookings v  Cruise ID. ADX Ref

Results: 1 - 20 of 7337

No filters applied. Click on column headings to narrow down your search results,

SERVICES v

PNR. of Invoice

UPDATED v

Q  AnnaKulej ~

i

sl [staruse o CLIENT v QUOTE NAME v DEPARTv  SERVICESv  UPDATED v

0 O oA Mary Kleen  Hyatt Regency Aruba Resort And - 5 0807.22 = 06.03.22
nights

0 [ ouon VS One Way Flight: Los AngelestoNew ~ 0627.22 X @ 06.02.22
York

0 K A Sarah Smith  Brooklyn Bridge - Walking Tour 091122 Ve 06.02.22

o B A Sarah Smith  Travel Select Plan Quote 08.21.22 - 06.02.22

() Ol A Sarah Smith  Park Hyatt New York - 6 nights 100922 =@ 06.02.22

O AK Sarah Smith  One Way Flight: Los Angeles to New 112022 X@ 06.02.22

York

[
o
<

View

<HM<M:<HM = <
3 3 3 ! 3
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1.19.20ffice 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:

e manage advisor lists

e access advisor profiles

e reset passwords

e configure modules

e set the suggested planning fee structures.
e 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.

ADe Partners Clients Resources

g

ITINERARY
BUILDER

v

©

O

Bookings - i

*

INSURANCE

W

a D, ADX Refl B

=

2 snmanay

CRUISE

W

Anna Kulej -

My Profile

Reports

Office Mgmt

Log out

v |

USING ADX AS
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1.19.2.1IMANAGE 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.

AL Partners Clienes. Resources @  Weskings . Cruse D, ADWAel PHR of okt d O, Anea Kule)

Office Management siscTosmes  Travel Edge HO v

Agent Mame :h f:"

ADX, Demd I ] = -] -] -] ) a
Alders, Chiris Ic ] ] -] -] ] ] ]
Bailey, Beverly @ Ic - C u o [m - a a
Bond , Jennifer I ] ] ] a ] ]
Budd, Jacoui & I 0 O 0 ] [ ] 0 o
Clark, Laura @ I 0O O O -] 0 ] 0 o
Comés, Sam @ Ic -] -] ] -] ] ]
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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.

AL Partrary Clienits Ersources & Bookign g d 0 Ased Kuls -

Office Management sigcromcy  Travel Edge HO v

@ Hote: Once you have saved the charges, 1he aflecied agenits will need 1o log cut for the changes to Lake effect

= w & L ‘-_v" . &
v £ & ¥ & & & =
Click the advisor's name E & °
to access their profile It ] ] B B B B B
page Err
K a (-] -] [ -] -] -] -] a
ADXe Partners Clients Resources @®  Bookings v CruiseID, ADXRef, PNR. or Invoice ¥ Q_  Anna Kulej v

e Anna! Use the following tiles to update any aspect of your ADX profile.

wé i o Q

Access Set

Communication
Profile

Control the appearance
and contents of emails
and documents.

Sharing Preferences

Share access to your Customize default
bookings with other ADX values for certain fields
users. within ADX.

Change
Password

Change your password
at anytime to ensure
your account is secure.
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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.

Change password for the
advisor if you know the
current one

Send advisor a password
reset email with
instructions

ADXs Partners Clients Resources

@ Welcome Annat Use the fallowing thes 1o update any aspect of your ADX profile

3

Communication
Profile

o

Access
Sharing

Change Password

Password must be at least 8 characters n lengeth and include

o Dney

o One

o One dgit or special charactor

CURNENT PASSWORD  seseeree

NOW FASSWORD

SIPLAT PASSWORD

(oot

Admin Password Reset

ik the Bnk Below 10 send J password reset emad 1o the user

Senrd Password Reset Emall

ADXMe Copyright TravelEdge 2022 - All Rights Reserved

Set

Vermion: 721,132
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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.

ADs Partners Clients Resources ©  Bookings +  Cruse D, ADK Ref, PR orimecice s 0 Anna Mulej -

Office Managﬂ'ment SILECT OFFICE Travel Edge HO -

Note: Once you have saved the changes, the affected agents will need to log out for the changes to take effect

i ey
. 3 & £ =
s & & 5 V4 A A
ROV, D IC ] -] -] -] B 0 [
Alders, Chris Ic <] ] -] ] a -] -]
Balley, Beverly @ Ic o O u] O O 0 0 (m
Bond , pernifir I -] ] a -] ] - -] -]
Budd, Jacqui @ I 0 0 o O o 0 0
Clark, Laura & Ic O O o ] [ ] ] =]
Cormibs, Sam G Ic <] ] ] -] ] a -] -]

Save Changes
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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.

ADXe Partners Clients Resources @ Gookings v Cruse D ADKTIEl PR orivoe ® QL Anna Kulej ~

Office Management sacromcs  Travel Edge HQ v

Note: Once you have saved the changes

& 4 ¥ \e 1"
& § & f é g &

Agent Name & ¢ *9 & ( 4’ g : ~¢ 3 &

)X, Do Ic g 0
Nders, Chrs IC 4] o a
Bailey. Beverly © Ic J ) ) Q J . [
8ond , jennifer I /] /] /] 1] o a /]
Budd, Jacqu © Ic ») o 0 o O a) 0 O

ark Laura © I 'S - O B ~ S - r
Combs, Sam @ I o ) g s ) - “ P

Save Changes

Customize your suggested fee amounts

You can add suggested amounts for the fees. These suggestions will heip your agents when they set up their fee structure. If you do not wesh for a suggested fee amount to appear you can enter an amount of $0.00 and agents wil
not see a suggestion

Travel Service Branch Settings
Planning Fee USD$ 150,00
Change Feo UsD$ 3000

Save suggested fee amounts
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1.19.3Pending 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.

Action Required Schedule Changes Report - May 27, 2022

@ if there are problems with how this message is displayed, click here to view it in 2 web browser,

<) Reply | % ReplyAll  —> Forward | G‘
Fri 5/27/2022 7:00 AM

adx.noreply@traveledge.com
To @ Anna Kulej

E ACTION REQUIRED SCHEDULE CHANGES REPORT - MAY 27, 2022

You are receiving this notification because there are pending air schedule change
notifications for your branch/branches which haven't been accepted in the last 72 hours.

It is important to action schedule changes to avoid any potential missed connections and
keep itineraries up to date.

Agent Name Agent Email View/Action
David Thorne david.thorne@traveledge.com 1 requiring action
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