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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 

 

 

 

 



1.1. CLIENT PAY 
ADX gives your client the freedom to process their own transactions by sending them a secure client payment link on the client itinerary 

document for all bookings and fees1. ADX will send notifications of any action taken by the client and update the status of the service 

accordingly. The client payment link can be defaulted on or off through the advisor profile, can be set for a period of time with an expiry 

window, and will be added to the client document for ease of use.  

The client pay link is available for the following modules:  

 

The client pay link is available for the following modules:  

• Air  

• Hotel 

• Activities 

• Insurance 

• Merchant of Record invoicing 

• Service Fees 

• 247 VIP Support Plan

 
1 Services must be in payable status and qualify for client pay link 



1.2.1 Applicable Services  

The client pay option will be available through the client itinerary on applicable services and PAYABLE services meaning they 

qualify for payment and confirmation. Each service type differs on how to achieve the payable status, but all must have a client 

and traveler assigned to the service.  

10.18.1.1 Air Service 

Air must be in a BOOKED status meaning inventory must be held and next step is to apply payment. You cannot apply the Client Pay Link on 

quoted air options.  

• Requirements 

✓ Client and traveler assigned 

✓ BOOKED status  

• No client/traveler assigned 

• Quoted service 
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10.18.1.2 Hotel Service 

Hotel, both EDGE and standard, must be in a QUOTED status with client and traveler added.  You cannot apply the Client Pay Link before a 

client and traveler is added to the service.  

• Requirements 

✓ Client and traveler assigned 

✓ QUOTED status  

• No client/traveler assigned 
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10.18.1.3 Activitity Service 

Activities must be in a QUOTED status with client and traveler added.  You cannot apply the Client Pay Link before a client and traveler is 

added to the service.  

• Requirements 

✓ Client and traveler assigned 

✓ QUOTED status  

• No client/traveler assigned 
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10.18.1.4 Insurance Service 

Insurance must be in a QUOTED status with client and traveler.  You cannot apply the Client Pay Link before a client and traveler is added to 

the service.  

• Requirements 

✓ Client and traveler assigned 

✓ QUOTED status  

• No client/traveler assigned 
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10.18.1.5 Merchant of Record (MoR) Invoicing Service 

Merchant of Record invoicing service must be in a BOOKED status with payment process set to TE Processes.  You cannot apply the Client 

Pay Link to a Vendor Processes type of invoice.  

• Requirements 

✓ Client and traveler assigned 

✓ TE Processes payment  

✓ BOOKED status  

• No client/traveler assigned 

• Vendor Processes type 

• Quote  
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10.18.1.6 Extra Fees – 247 fee and Service Fees 

Fees have a client assigned to the reference in order for it to be payable.  You cannot apply the Client Pay Link when there is no client 

selected.  

• Requirements 

✓ Client and traveler assigned 

✓ Processed alone 

✓ Processed with other services 

• No client/traveler assigned 
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1.2.2 Default on Profile 

Default your account to always add the client payment link when applicable on the client itinerary. Defaulting it ON will always have the 

checkbox checked on the client itinerary so that you don’t forget to add it for your clients.  
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 Steps  Notes 

1.  Press v next to name  • Your name on the top right corner 

2.  Press MY PROFILE   • First item in the list 

3.  Press SET PREFERENCES button • Third box in the list 

4.  Press v next to Default Client Pay Selection and select ON • OFF will not automatically check the add link box on 

the client itinerary 

• ON will automatically check the add link box on the 

client itinerary  

5.  Press SAVE PREFERENCES • Saves changes on your profile 

6.  Verify box is checked on client itinerary • When applicable services are part of the reference 
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1.2.3 Accessing Client Pay Link 
The Client Pay Link lives on the client itinerary page. When you have services that are applicable and in a PAYABLE status, you can add the 

link to the itinerary document for the client to access and process payment. REMINDER: When adding the link and setting the expiry, you 

MUST press the SAVE/VIEW button for it to update the client document before emailing or downloading the file.   
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 Steps  Notes 

7.  Open ADX reference  •  

8.  Press SEND ITINERARY   •  
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The  Client Itinerary Page 

The Client Pay Link shows in the green box under the Customize Client Itinerary section.  
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The Client Itinerary Document 

The Pay Now button will appear on the client itinerary along with the link expiry date and time.   
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1.2.4 Setting Expiry on Link 
Set an expiry date and time for the link to ensure payment from your client by a particular time frame. If you do not want to set a timeline, 

you can set expiry to the day before the trip start date. The timeline will be set on the client itinerary page before you send or download the 

document. Remember to press SAVE/VIEW CLIENT ITINERARY CHANGES for changes to save on the document before sending or 

downloading. 

 

  

 Steps  Notes 

1.  Open ADX reference  •  

2.  Press SEND ITINERARY button   • Bottom right corner 
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 Steps  Notes 

3.  Select date for expiry  • Set any date up until the date of travel 

4.  Enter the time    • Formatting is 00:00 

• Set AM/PM 

5.  Select time zone • Select from ET or PT 

• REMEMBER to press SAVE/VIIEW itinerary changes 

before sending or downloading once set 
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1.2.5 Client View – Payment Page 
Once the client opens the itinerary document, the PAY NOW button will show in the executive summary along with the link expiration. 

Pressing the PAY NOW button will take the client to a secure payment page where they can enter their credit card details.  The payment is 

processed in 3 steps.  

 Client Itinerary                                                                                              
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1.2.5.1  Step 1: Enter payment Information  
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1.2.5.2 Step 2: Confirm and Pay  
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1.2.5.3 Step 3: Print/Send Receipt  
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1.2.5.4 Service Price Change 

If a price change occurs on a service, the client will be prompted before entering their credit card information for payment. 

The advisor will see the original price and the revised price and will need to either decline or accept the revisions. Advisor will 

receive a notification on the price change and whether the client accepted or declined it.  
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1.2.6 Advisor View - Advisor Notifications  
Once the client attempts to pay for services using the Client Pay Link, a notification will be generated for the advisor stating an attempt 

at payment was made and it was successful, or it failed. These notifications will be emailed to the primary advisor on the file and will live 

under the MANAGE tab notification section of the specific itinerary.  

1.2.6.1 Successful Attempt 

When the client attempts the payment and payment goes through, all services as part of that payment will confirm with each vendor and 

confirmation numbers will be pro 

•    Client View                                                                                         

 

 

 

 

 

• Advisor View  
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1.2.6.2 Failed Attempt   

When the client attempts payment and payment fails, the client will be directed to contact their advisor for next steps. Advisor will receive a 

failed attempt notification and failed service will NOT be confirmed with the vendor.  

• Client View                                                                                      

 

 

 

 

 

 

 

 

•      Advisor View            

 

 

 


