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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. 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
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1.5.1 From the Dashboard
Notifications created from the dashboard are generic in nature and are not linked with an ADX reference. They will ONLY appear on the
notice board dashboard and will not show on a trip reference page.
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1.5.2 From the Trip Reference
Notifications created from a specific trip reference links the ADX ref to that notification. The create notification option is available from the
MANAGE tab of each trip reference.
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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.
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