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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. 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.  
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1.2.1 Notification Types 
Notifications get lumped into 3 categories: Informational, Actionable, Generic Notice.  

1.2.1.1 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 quest 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:  

▪ Air seat selection confirmations 

▪ Air Meal selection confirmations 

▪ Air Frequent Flyer numbers acknowledgement  

▪ Air ticketing completion notification  

▪ Air ticketing deadline has passed 

▪ Air special instruction messages from airline queues1 

▪ Insurance modification request has been completed  

 

 

  

 
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. 
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1.2.1.2 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.  

 

 

  



7 
 

1.2.1.3 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.  

 

 

  

Notice Board on the Dashboard Manage tab on the Trip Services page 
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1.2.2 Hiding 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.  
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1.2.2.1 Notice Board  
Notifications can be hidden directly from the notice board on the dashboard by opening each individual message.  

 

  

 Steps  Notes 

1.  Click on notice • Find notice in list by scrolling and click on the one to 

open it 

2.  Press HIDE • Message will disappear from notice board  
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1.2.2.2 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.  
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 Steps  Notes 

1.  Open ADX reference •  

2.  Click MANAGE tab • Last one in the list 

• Red number in corner indicates new notifications 

3.  Press HIDE – as applicable  • Messages showing task completion will show HIDE 

button without need to open the message 

4.  Press REVIEW • Review to open the notification 

5.  Press HIDE • Message will disappear from list 
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1.2.3 Viewing 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. 
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 Steps  Notes 

1.  Open ADX reference •  

2.  Click MANAGE tab • Last one in the list 

3.  Click INCLUDE HIDDEN • List will show ALL notifications received for this 

reference 
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1.2.4 Viewing 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.  
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1.2.5 Advisor 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.  
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