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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. 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 page1.  

 

 

 

 

 

 

 

 

 

 

 

 

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

• Change fees 

• Custom Fees 
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Steps  Notes 

1.  Click v next to name       • Name located top right corner 

2.  Press MY PROFILE •  

3.  Press SET PREFERENCES  •  

4.  Scroll down to Customize your Service Fee Defaults section •   
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Steps  Notes 

5.  Open fee type by clicking > button       • Select from 

o Planning fee 

o Change fee 

o Custom fee – name it what you like 

6.  Review the TE suggested fee structure • A suggested fee may be set by your office 

manager 

7.  Fill in the fee details  • Fee name – Will show up on the client document 

• Currency – US, CAD, BMD2 

• 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 

8.  Add fee description • Optional 

• Will appear on the client itinerary  

9.  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 
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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 
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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.  
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Steps  Notes 

1.  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 

2.  Press PAYMENT tab •  

3.  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  

4.  Press PAYMENT button •  Proceed to payment page to process payment 
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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.   
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Steps  Notes 

1.  Press ADD A SERVICE FEE button       • Located in Services Ready to be Paid section 

2.  Press ADD on fee type • Select fee type to be added 

3.  Enter fee details   •  

4.  Press ADD FEE •  Fee will be added to services ready to be paid 

• Fee will be added to payment process 
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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. 
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Steps  Notes 

1.  Open ADX reference •  

2.  Press PAYMENT tab •  

3.  Press CANCEL button • Located in Cost Summary section on PAID fees 

• A ticket form will open 

4.  Add cancellation details for finance team •  

5.  Press CONTINUE • Will submit request to finance  

• The fee will show CANCELLED 

• Invoice section will show a REFUND invoice for 

amount of fee cancelled 


