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

. &= Calendar view — see day by day view of services

>
. — Service view — see each service in a list, default view
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1.6.1 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.
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1.6.2 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 = jcon.
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