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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. SERVICE FEES
Services fees can be added to any ADX reference and charged to your client at any point in your quote to book process. Service
fees are visible to your client on their credit card statement as well as on the client document as a line item on the itinerary. Fees
can be set up through the advisor profile to default how they are used - always added vs. setting suggested fees. Fees can also be
set up on the fly, on each individual itinerary. Adding and managing fees can be done through the Service Fees tab on the trip

reference page.

ADXe Partners Clients Resources @  Bookings v CruiseID, ADXRef, PNR orlnvoices Q@  Anna Kulej v

Round Trip Flights: New York Cara Jones
Thursday, May 26, 2022 - Monday, May 30, 2022 Advisor: Anna Kulej
ADX Ref. 3E2TUL | Archive| Copy Quote| & Link Booking =T

Planning Fee Planning Fee
You have added Ticketing Fee to a single itinerary in the ( ) Active - Sugec.
amount of USD $100.00.

Change Fee
You do great work for your clients. Put a value on that work - create an up-front planning

fee to recover the cost of your time/effort in quoting and booking this trip.
24/7 Support Fee Select
FEE NAME CURRENCY FLAT RATE* PERCENTAGE* @

added

T"..n:ns Fes Uso > 100

Custom Fee
DESCRIBE THE SERVICE YOU WILL PROVIDE L
One time ticketing fee = f E

BVIEWTE T

%
Base L e /| ‘ Save Fee

[+ 1=
Add ADX Service ~ Add non-ADX Service ~ Compare Services ~ Send Itinerary

1 Fees are subject to commission split and 3.5% merchant fee



1.2.1 Customize Fee Defaults
Service fee defaults can be created through the profile and accessed on the trip service page. Fees can be created as:

° Planning fees
e Change fees
e Custom Fees

Communication Access

Profile Sharing Password

Set Preferences

Alr Search invenateory (GDS) Prefarence ] -
Cemmission Display o -
Files to show upen login ("Using ADX As” fleld) Mioe Oy -
Default Client Pay selection (when availabie) on -
Default Currency vsD -
Chent Rinetary View Quote Preference -
Chent Rinerary Canceded Services Visiabty Qow By Dufaut -
Alr Saarch Filters Mo Siser Apped v
Wide Agent Profils in Clent Winerary N -
===
4. sorive yiu service fee Oetindt

You Can set-up detault Ternce fees that will 3pDesr N A new Mineranes you wil cradte. These settings wil only 200 50 Pew BINeraNes 300 &
0088 AL APEly 10 SXNTIng Niseranes. S1pecialy UNarares that have Jlready been 1ent or pad by your dents.

Sarnice Transacoon Foes

. rlanning Pee

You have addes '8 o Lot to all iti for 1 e amount of $100 USD

[+]
Othu‘tm
You 6o prowde

bocked fight or 16 334 room N already 530

POSt OGN service

AL AGD B vaiue for this work « charges & change fee to change trovel dates of >

" hocel



Steps

Notes

Click v next to name

Name located top right corner

Press MY PROFILE

Press SET PREFERENCES

Scroll down to Customize your Service Fee Defaults section




ADXe Partners Clients Resources @  Uookings v  Cruze D ADX Ref, INR orimvaices QU Anna Kulef +

Alr Search Filters | No Fiiter Applied v

Hide Agent Profile in Client Itinerary | No v

Customize your service fee defaults

You can set-up default service fees that witl appear in all new itineraries you will create, These settings will only apply 1o new itineraries and it
does not apply to existing tineraries. especially itineraries that have already been sent or paid by your clients,

Service Transaction Fees

@ rinoinaree

9.

10.

Y0400 :eat work f00 y ol Cleats Pt 5 walus on thal work - Create so up-front planaing fee o seconerthe costodyous )
time/effort in quoting and booking this trip.

‘ Change Fee

You do provide post booking service to your clent. Add 3 value for this work - charge a change fee to change travel dates of ~
booked flight or to add room in already booked hotel.

Your agency suggested fee is USD $25.00 View TE suggested fees

Fee name Currency Flat Rate* Percentage* O

Name | $USD e $ or “

Describe the Service you will provide

Service gescnption

How to use this feo

1'd like this fee to be | added to all itineraries automatically v

displayed on all tineraries as suggested

o




Steps

Notes

Open fee type by clicking > button

Select from
o Planning fee
o Change fee
o Custom fee —name it what you like

Review the TE suggested fee structure

A suggested fee may be set by your office
manager

Fill in the fee details

Fee name — Will show up on the client document
Currency — US, CAD, BMD?

Flat rate OR Percentage — Charge a flat fee or %
of the entire trip and all the services added to
one reference

Describe the service — Notes that will show up
with the fee name

Add fee description

Optional
Will appear on the client itinerary

Select how to use the fee

Added to all itineraries automatically — the fee
will default to ON and will show on client
documents and payment page automatically
As Suggested — the fee will default to OFF and
will not appear on client documents or payment
page until you turn it ON to make it visible

10.

Press SAVE

Repeat the steps to create multiple fees




1.2.2 Managing Fees on Trip Reference
Fees can be managed directly on each trip reference under the service fees tab.

o Fees that are defaulted to always be added will show automatically as active.
o Fees defaulted to suggested will show and have the option of being added to the reference
o Create new fees to be added ONLY to a specific reference

ADM Partners Clients Resources @  Boskings v C D, AL Riel, PR § 0 Aona Nk v
One Way Flight: Los Angeles to London Advior: Anna Kulej
Sunday, |uly 17, 2022 - Monday, july 18. 2022

ADX Pef. 10cDMNE P & . [ ovom |

Service fee tab e —
- FeeType Menu
ADD A PLANNING FEE
Suggested default fees wil I O

have the option of being Planning Fes Planaing Fas
ADDED ¥ou have sdded Suggested Planning Fee 10 all itineraries m : # of fees set as default
ak Gu“ﬁil‘ﬂ th Lagls { USD $50.00
Change Fee
Auto added fees can be Planning Fes
removed by setting to inactive Vo have sdded Automatically Added fee 1o sll ) s ” TR Expand to manage defaults
Itimeraries in the amount of USD $100.00 .
a : 9 Custom Fee
BVEW TE £5TED FEE Travel Edge suggested fee

structure

Add ADX Service = Add non-ADX Service = Send itinerary



1.2.3 Processing Fees

Fees can be processed at any point in the quote, book, pay flow. Once a client is added to the profile, the payment tab will show a PAYMENT

button next to the active fees on the service tab. Fees not set to active can also be added through the payment tab. Fees can be processed

on their own OR with other services.

A D Pariners Clients Resources @  Bookings v ise 10, A0 Bed PMA soes O Ao Nl v

One Way Flight: Los Angeles to London sam smith
Sunday. juty 17, 2022 - Monday, July 18, 2022 Advisor: Anna Kulej
AL Roef. 100DNE | Archive| Copy Quote| & Link Bool K

[+

[B] COSTSUMMARY

Travel Service Est. Commission Tawes Cost

One-way Los Angeles to London & Dita USDR000  USD$23430 USD $§72.30 m
3. Suggested Flanning Fee USD 30.00 USD $50.00 2]

2417 Suppart USD $0.00 USD $60.00
4 Automarically Added fes USD $0.00 UISD $100.00 2|

Total USDSZ10.00  USDS23430  USDS1.08230

Service FOPs. Type Due Amaount
2417 Support Balance USD 60,00
Automatically Added fee Balance USD $100.00
Total Owing UsD $160.00
O iNvOICES

MO MRS pre oo
Add ADX Service = Add non-ADX Service « Send Itinerary

10



Steps

Notes

Add client and travelers

Add client and traveler info on Client and
Travelers tab

Client MUST be added before you can process
payment for fees

Press PAYMENT tab

Press ADD button to suggested — as needed

Fees suggested not added to itinerary
Fees that do not show PAYMNET button are not
added on itinerary

Press PAYMENT button

Proceed to payment page to process payment

11



1.2.4 Adding Fees on Payment Page

If you forget to build out your fee on the trip page before starting the payment process, do not worry... you can add the fee on the payment

page! The fee will be added to the payment process as well as saved on the service fee tab once it’s paid.

Al Partners Clients Resources € Bookings ~ Cruise |0, ADX Ref, PNR, or Invoice £

One Way Flight: Los Angeles to Paris
Sunday. August 14, 2022 - Monday. August 15. 2022

O‘ Anna Kulg] w

Sam Smith

Advisor: Anna Kulej

ADX Ref. TiX73F | Archive| & Link Book ngs

m SHSRERTSe Payment

o Refresh Quote

[§] COSTSUMMARY

Travel Service Est. Commission Taxes
Dne-way Los Angeles to Paris See Details UsD 50.00 UsSD $229.80
24/7 Support Fee USD $0.00
Ticekting fas

Ticketing fee UsD 50,00
Total U5D $150.00 USD $229.80

Cost

UsSD 51.014.80
UPDATE PRICE

UsD $60.00

UsD 5100.00

UsSD 100,00

UsD $1,174.80

Book

Payment

CAMCELLED

7

12



o O Ferirmy [ BT WEnziroe [ r———_ ama I A P T+ b oy v

One Way Flght: Los Angeles ta Londan sam wnith

forsioy iy 17, IED - oscisy, juiy 10, 3

T m

LIENECES EFADY TD BF PAID COAT
BT St bl BB i
Badgeru i aily Soged Nep y==g flacli 1] F
u_'l'l-ﬂal-\...h!.ftlﬁ'...l.l-\l}' o=l 2 B
1. Sam— | Tual ln b padl W T
SERWICES REQUEERGS ACTION CoaT
Marad otel Lorsdon LR LSS
e Pl Fee LD 50 D
O Liuseging ks o alF CEES )
il F R O

B acosemace rees

ALD & PLANMNIYG FEE

Firu 00 el ik fof poul Chants Pl & vl Pl wetefic - Ef il i - fras

panning fee to necover the oot of your Bme'efert in guoting and booking Mt fnip arein g P

JI FLAT RATE" PR AL i
Changs Fea
& )

THE SV TR WL FEOIH Cumom Fee

& by e el 80 b et L Bl Al iy

TR0 o TR SO, AR Calig Canat vl 1D




Steps

Notes

Press ADD A SERVICE FEE button

Located in Services Ready to be Paid section

Press ADD on fee type

Select fee type to be added

Enter fee details

Press ADD FEE

Fee will be added to services ready to be paid
Fee will be added to payment process

14



1.2.5

Cancelling a Service Fee
In the event a service fee has been paid and needs to be cancelled, the cancellation request must be done from the ADX system on the

payment page. Please note if you cancel all other services on the itinerary, the fee charge will NOT automatically be cancelled along with the

services. Fee reversal requests will ALWAYS be submitted independent of any other service. The cancellation request will be submitted to
the finance team who will process the refund. Questions around timelines of refund please contact the finance team directly.

AD¥ Partners Clhants Resources @ scomgs v o 10, ADX Bt PR vr Q  Awexuieg v

One Way Flight: Los Angeles to Paris Sam Smith
Sunday. August 14, 2022 - Monday, August 135, 2022 Adwsar: Anne Kule)
ADX Ref, TO73F | » =] & Link Bookings | ouom |

SO T . m ot
=

L) COSY SUMMARY

|

Travel Service Est. Commission Toxes Cost

One-way Los Angeles 1o Parls " USD $0.00 USD $229.50 USD $1.014.80
JPDATE BRICE

24/7 Suppart Fee USD S0.00 USD $60.00 Pagmont

Ticekung fee CEL usD $0.00 usD $100.00 PAID

Ticketing fee USD $0.00 USD $100.00 7

Total USD 5260.00 USD 5229.80 UsSD 5127480

Flease sdd remarky with the resson for canceliation beiow. You

raquast sl De processed by the Finance Team. Once 1he process 15

complete. you wil s6e 4 Message M your NotACEtONS st
FIMARKS

Poase cancel v fee. C

y

15



Steps

Notes

Open ADX reference

Press PAYMENT tab

Press CANCEL button

Located in Cost Summary section on PAID fees
A ticket form will open

Add cancellation details for finance team

Press CONTINUE

Will submit request to finance

The fee will show CANCELLED

Invoice section will show a REFUND invoice for
amount of fee cancelled

16



