Quick Guide -
Manage Support Requests

June 2022



Contents
R o T o T Yo T = 1Y =T E= =T 1 1T | SR

1.1, MANAGE SUPPORT REQUESTS ..ottt et s b s b s b e e e be e s s ab e s s b e e s sa b e s s be e s bt e s sbe s e saaeeens



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.  MANAGE SUPPORT REQUESTS

When submitting any support ticket out of an ADX reference, you can track those tickets and their numbers via the manage tab. This is
helpful if you ever need to reference or follow up on a request you have submitted. Instead of submitting a new ticket, your manager can
assist in getting an update on a current ticket. Access the ticket history via the MANAGE tab on the reference.

ADN Pytoery Oeves Perminen [a}
Black Car Network Ademar Anra bidey

Tornde, pe 30 2002 « Senwtay Joy 3 X322

AL et Tookar s o |

Manage Tab S 508 = -

Notifications a A

Sert tmaks

Date Submitted Serrer Dese —

Message Summary nk 2822 s dscreges =

Bor Vaysge & Welcoma Hamse Emad Messages

IPNGH R BT BT B TG BRORT a0 R NG
To prnaratan the Bun Voyage and Weliare Horme gressogs desse 837 i @ Fassags o woser on the gt
0w (8 LOUIE T2 JEIere EOrngl o you oz

dON
‘/OYAGE SR sl Uy

. e B e b0 p b b
St TE ) BOOM 308 30E SAOFE MU T30 D6 g bes
nrqm

e mEE e b e e T peaie 3 St



