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

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

• Clients Traveling in 10 Days 

• Searching for Itineraries 

• Copy an Itinerary Quote 

• Link Bookings 

• Reordering of Services on an Itinerary  

• Removing Quoted Service from a Reference 

• Changing Trip Service Views 

• Building Multi Service Itineraries  

• Archiving Full Itineraries 

• Visa Requirements and Sherpa 

• Itinerary Notes 

• Resending Emails 

• Creating Notifications 

• Managing Notifications 

• Service Fees 

• 24/7 Support Fees 

• Splitting Payment 

• Client Pay 

• Manager Access 
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1.1. 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.  
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 Steps  Notes 

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

2.  Press REORDER SERVICES • Located on TRIP tab 
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 Steps  Notes 

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

4.  Press SAVE CHANGES •  
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 Steps  Notes 

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


