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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.

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
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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 “ putton. If the reference you have entered lives in ADX,
ADX will refer you to the trip services page for that reference.
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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.
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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.
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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.
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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.
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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.
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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.
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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.
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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.
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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.
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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.
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