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1. Air Booking Guide

ADX air itineraries are compared against 200+ contracts to build you an intuitive list of options with commissions. This air flow
will take you from quoting to multi options to booking to ticketing, all in one platform. Booking ADX Air builds beautifully crafted
comparisons and client itineraries as well as records commission automatically for reporting and finance payouts.

e Allairitineraries are compared against our 200+ contracts to
build you an intuitive list of options with commission

e Search Sabre and Amadeus inventory

* Net fares with mark-up opportunity available

e Air team support is a single click away

* Build side by side comparisons of up to 4 different itineraries

* Automatic invoicing for commission tracking

e  Split credit card option when multiple tickets are sold




1.1.SEARCH AND SELECT

ADX users will have access to both Sabre and Amadeus inventory when using the air search. There are two search type options to select from when

building an air quote: Regular Search and Direct Sell.
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1.1.1. Regular Search

The regular search is a simple point and click fill the blank option where flights are selected from a list. The regular search will have the
advisor customize the fields based on their clients’ specifications. The more details you enter on the search, the more narrowed down
the results will be. The regular search is the defaulted option when you open ADX Air.
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Steps

Notes

Press AIR box

Air search can be started from the dashboard OR the
trip services page

From Dashboard press the AIR button

Button will turn green when activated

Air search will open below

Click type of trip — Roundtrip, One Way, Multi City (Open Jaw)

Roundtrip, One Way, Multi City

Multi city allows for 6 city pairs on one record

Indicate number of travelers by maturity type

Add up to 9 passengers on 1 record
Correct maturity types must be selected at quoting
Maturity types based on age

Enter the FROM/ TO

Airport code, airport name, city name
Check “Include Nearby Airports” to extend search to x
amount of miles

o  Will not show net rate options when selected

Click calendar to enter departure/ return date and slide time sliders as
needed

Select travel dates from a calendar

Time filter is optional and narrow down options if the
client has time restrictions

Slide the slider to apply a time window to the
outbound and return options

Time slider can be set for either departure or arrival
times

Type airline/alliance name (optional)

Add up to 3 airlines and/or alliances to include or
exclude in search results




Select Quote Owner

If delegations set up, name will appear in the
dropdown

Delegates needs to be set at the time of quoting

Will flow commission to correct quote owner on the file

Select currency

CAD advisors will see both USD and CAD option
USD advisors will see USD only option
BMD advisors will see BMD and USD option
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Steps

Notes

Select Cabin category for each segment

Cabin category options include Economy, Premium
Economy, Business, First

10.

Check/Uncheck cabin customizations

Same for all City Paris checkbox lets you create a
mixed cabin itinerary (example — economy on
outbound, business on return)
o Check box if all flights are in the same cabin
category — all cabin boxes will grey out
o Unselect if you need a mixed itinerary — all
cabin boxes will be customizable
Limit to Selected Cabin lets you create true class
itineraries without mixed options (example — Premium
economy on all segments)
o ADXdefault is to create mixed itineraries
o Iftrue class not available on all segments, ADX
will build next available option

11.

Indicate a route via airport (optional)

Airport code, airport name, city name
Will filter results to show only flights with that specific
routing

12.

Indicate fare option type: any, flexible or unrestricted

Any means results are not limited to the below
Flexible means refundable fare or exchangeable with
S0 change fee

Unrestricted means same as flexible with no other
restrictions

13.

Select the number of stops (optional)
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14.

Select Filter type for Basic Economy Fares

ADX will show ALL fares by default including Basic
Economy

Select No Filter or Hide Basic Economy Fares

Set default filter in Advisor profile to hide basic fares
automatically

15.

Set inventory source to All or Sabre

Inventory comes from Amadeus and Sabre
Sabre emulator (PNR view) only available for Sabre
itineraries

16.

Save for later (optional)

Save search criteria for later searches

17.

Press SEARCH

Will run the search based on the criteria entered

11




1.1.1.1. SELECT FLIGHT

The Regular Search flow returns a list of outbound and return flight options for advisor to select from
applying filters, adjust dates via the flexible dates option and review the seat map on a given flight.

AL Partrer LRl Seveurree
Flig
1.
Lo Angeles (LAX niacve
ounver (YVR) L Las Angy LAX
2. =
- 13
o 1t
3. < —
D s . e RN
USO 384817 L

Los Angedes (LAX) 10 Vancosswer [YVR) - S Moy

-

XoxX .

Lo Angmien | 0] 01 Vamesuer

Sipen wtnd By DXVIETT AMNLINES AT AMTRICAN tASLY

USD sS40 Wi 11N Tpew

. You can narrow the results by

——
=3
r 4
” = a .
o~ < u v
00} Dur srmn — S.
-~ a BN 6.

12



Steps

Notes

Modify search as needed

Opens the search box with pre-populated criteria

Check flexible dates within + or — 3 days (optional)

Click the “Select Flexible” button to open grid of +- 3
day pricing grid

Change itinerary dates by clicking on new date
GREEN — Cheaper price available

RED — More expensive price available

BLACK — Same price as current date

Add filters (optional)

Filter in Quick Pick box by pressing the name of the
airline, price point or stops
Filter in header by pressing v button:
O Price
Airline
Departure/Arrival
Duration
Stops
Advisories
Commission type /fare type
o GDS type
Filters applied will display under filter heading

o O O O O O

Press x to remove filter

Expand flight details

Expand details and see flight numbers, connection info,
seat map, etc.

Expanding will open the flight section

+ will expand ALL flights

v will expand individual flight
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Review seat map

Seat map based on airline availability
Seat map is view only until the itinerary is
BOOKED/TICKETED

Click ADD

ADD to select option
Repeat selection steps for all flights
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1.1.2. Direct Sell Search
Direct Sell is a specific type of search that allows you to tell ADX exactly what flights you would like to put together, specifying

the marketing carrier, flight number as well as booking class. This feature will allow you to bypass selecting flights from a list.
ADX will pull flight specifications based on the criteria entered, the booking class letter code IS mandatory to build the itinerary
using this type of search. Direct Sell searches will NOT show branded fare options for flights specified.

NOTE: The air segments entered MUST be bookable on 1 ticket for the itinerary to build in ADX — you can only combine
airlines that have interline agreements on to one ticket.
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Steps

Notes

Press AIR box

Select DIRECT SELL service type

Default will be SEARCH

Select type of itinerary

Round trip, one way, multi city (open jaw with up to 6
segments)

Indicate number of travelers by maturity type

Add up to 9 passengers on 1 record
Correct maturity types must be selected at quoting
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Steps Notes
5. Indicate departure date and FROM/TO airports for 1 flight Select date from calendar
Enter airport code or airport name
6. Indicate marketing carrier
7. Indicate flight number
8. || Indicate booking class This needs to be the specific booking fare class (ex.
Class L, M, etc.)
You cannot enter the name of the booking class — ie.
ECONOMY — it MUST be the letter code
9. || Press Check availability button (as needed) Check availability of seats in specific classes
Will show the class letter code with number of seats
available in each one
Select a new class as needed
10. || Add segments as needed Build the itinerary flight by flight meaning segment by
segment
If there is a layover flight, add a segment to add it
before building the return option
11. Enter details for each segment added Same as above
Do this for each segment as required
12. || Select GDS Source: Amadeus or Sabre All segments must be on one GDS option
Select Sabre or Amadeus
Sabre Emulator ONLY available for Sabre itineraries
13. || Indicate quote owner Used if booking on behalf of other advisors

Delegate needs to be set at the time of quoting
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Select currency

14. CAD advisors will see both USD and CAD option
USD advisors will see USD only option
BMD advisors will see BMID + USD option

15. || Press SEARCH This will build the itinerary for you and allow you to

proceed to quoting/saving on the trip services page OR
going straight to booking/ticketing

19



1.1.2.1. CHECKING CLASS AVAILABLITY
Using Dires Sell allows you to verify the number of seats available in each booking class and select the class to sell. Check availability by flight

(or segment).
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Steps

Notes

Click AIR button

Select DIRECT SELL

Click itinerary type

Indicate number of travelers by maturity type

Indicate departure date, From/To, Marketing Carrier and flight
number

Required to check availability for a specific flight

Press CHECK AVAILIBITLY

Will check on the flight specified
This can be done for each flight/segment on the
itinerary
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a SELECT BOOKING CLASS

Flight AA135, September 11, 2022
7. Booking Class
8. Avallability

Booking Class
Availability

Adt Adc Ade Adc Ak Ak Adc

ASC Adc Adc Ak Aad
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Steps

Notes

Review Booking class row

Review availability by class

Press ADD to add class

23




1.2. QUOTE AIR

Quoted itineraries are saved in ADX after pressing the QUOTE button. ADX does not purge or delete so itineraries will be accessible at any point.
Once quoted itineraries will be actioned (booked and ticketed) through the Trip Services page directly.

AD¥ Fartaars

Clanes Resecwries

Lo Angelec (LAX) to Landen (LK)

Los Angoles (LAX) 10 Londem (LMR) T Now 1

AAari T A AT s Lt £ . )

oo Bameg 01 2240 e by e 84 1 13 3000
- T hponudapedid .

e

R i
e aind by 3s

Londen L te Les Angaies [LAX)

London (Ll to Los Angeles (LAX) - Sa1 hane 18

oy e L L Angeies

.t e .

.x E -
et

- -

USD B2 08237 USD 53.302.37 VS0 510,17

VID am

Totwl coat for | passengeny o el

’ . 7‘ . z 4.
- =3

24



Steps

Notes

Search and select your air option

Click FARE RULES as needed

Review fare rules before continuing with the air option

Click SHOW PRICE AND LUGGAGE SECTION as needed

Provided by airlines

Press QUOTE

Pressing quote will save this one option on the trip
services page
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1.3. AIR COMPARISONS

You can search multiple options for air and build an air comparison of up to 4 different itineraries on one client document. You can search multiple

options for air and build an air comparison of up to 4 different itineraries on one client document. Air comparisons can be sent directly from ADX or
downloaded as a PDF.
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1.3.1. Create Multiple Searches
After you run your first search, press the + button at the top of the page BEFORE you press quote, to run your 2", 3™, and 4% searches. Each search

option will show in a tab at the top of the page. You can remove any unneeded option by pressing the x in the search box. Once you have all the
options built, press the QUOTE ALL button at the bottom of the page to save all the options and send your client the air comparison document. Air
Comparisons can be created using both the regular air search as well as direct sell.
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Steps

Notes

Press the + button

Press the +

Opens search box already pre-populated
Can be done with regular search or direct sell

Enter search criteria then press SEARCH

Flow same as search and select in previous sections
Change any criteria that is needed

Use Recent Search Criteria button to return to
previous results page without changing anything
Can be done using regular OR direct sell type of
search
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Repeat this step as many times as you need. Each new search will be a new “tab” at the top. When you have built all of the searches you would like
to save to ADX, press the QUOTE ALL button at the bottom of the page.

Los Angeles (LAX) ta New Yark (JFK)

Los Angeles (LAX) 1o New York (JFK) - Sun Aug 14

ADELTA

Total cost for 2 passungers

USD 51,298.60

Law Angubes (A1) 55 N Yark (15

USD 51,542 60

UsSD $2,%97.20

| quoee § quueers | poca |

Steps

Notes

4. Press the QUOTE ALL button

QUOTE will save just the “tab” or search you are
currently on

QUOTE ALL will save all tabs

BOOK will take you through the booking flow for the
one “tab” or search you are currently on
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1.3.2. Access the Air Comparison

Once you have more than one air service on a single ADX reference, you will see a COMPARE button at the bottom of the reference page. This
document will be a side-by-side comparison of the air options that you have captured. This document can be customized by adding client
information, branding banners on the profile page, as well as adding extra notes. This document can be sent directly out of ADX or downloaded.
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1.3.3. Review the Air Comparison

The air comparison can be emailed directly out of ADX or downloaded. You can customize the document before sending or downloading.

Define the email content

Customize the document to
include/exclude services and
brand details for each air
service

Hide financial information

Add notes or pre-defined
notes

Save and preview changes
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Trip name editable on
the Trip Services page

Logo uploaded in profile

Travaler and advisor
information

Side by side flight
options

Show/hide rows

IMPORTANT INFORMATION

TRIF mPIRTRCT GHA,

Flight Options
itinerary Opiksn 1

P Lo Angehes Lo New York

Total USD $611.06

Grand Total

Multiple Air Services

TOUR AOVLIOR
ERAIL

GERICH

FAX

0P ANY

ADDRESE [ t

itimerary Opibon 2

Los Angedes Lo New York

Total USD §2,597.2(

UsD $611.06 Grand Total

& DELTA

UsD $2.597.20
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Flight details

Travel Edge Terms and
Conditions

Advisor details from
communication profile

Flight Details

L Angeies te New Yack

Depect Sem 14 Aug Les Angeien

A ivn Sum 14 Aug New York
i 1Ih 19e | Saeg

W A28 AN LAX

AMSICAN Al 1S5

. Pl AAL2S

- f

280 MM A

e MM

Legal

Depars Sum 34 Aug Las Angeles
Alvivn S 14 Aug N York
Draton Sh 8dm. hae oo

N e00 AM - LAX

WA  DELTA AR LGS

A oo

- 2es M
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1.4.BOOK AIR

Pressing the BOOK ONLY button will confirm availability with the airline, provide you with an airline and GDS confirmation number and will allow
you to go in at a later point to pay and ticket — this is a HOLD! Pricing is not guaranteed on BOOKED tickets, it can change up until the time of
ticketing. Booked itineraries will cancel automatically 1 minute before the ticketing deadline expires if payment is not applied.

The book flow can be done with or without generating a quote first.

1. Without a Quote — Press the BOOK button once you have selected your itinerary option
2. From the Trip Page — You've pressed the QUOTE button first and now want to proceed to booking from the trip page.

Regardless of which flow you follow; the booking process will be the same.

Lom Argabes (LAX) t6 Mow York (P50

Los Angeles (LAX) 1= New York (JF¥) nAug 14 Tets! Errvtae 5

Vot B (A% s W 4

ek o

Uto S8 U0 $38633 UiD STRALS

Patal et fur | passangees [T RPN
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ADXe Partners Clients Resources ©®  Dookings v . |0, 4 - et Q  Aneakule v

L

City Pair Los Angeles (LAX) to New York (JFK)

Los Angeles (LAX) 1o New York (JFK) - Sun Aug 14 Total Duration: 5+ 30

A DELTA  tos Angelen (LAX) 10 New York 5%] Depart Sun Aug 74 at 0£:004m
DELTA AIR UINES 1099 | Mighe 1093 Terminst: TERMSGAL 3
Averat Bosng 767-300 {mnglety) Arrive Sun Aug 14 2 02:40pm
Catin Type: Business Terminst: TERNINAL £
Class: | Duratie: Sh 40m
Srand: DELTA ONE
ew Braabfast

Saggage Mlomance 2 Pwcec/Pasiearger

Your Selected Fare

TRAVELLERS COST PER PASSENGER (INCLUDING TAXAS & FErS
passenger Adult USD $1.298.6
passenger Adult USD $1.256.6

Total cost for 2 passengers USD $2.597.20

Ot responsidse

to pricing implied ot

ESTIMATED COMMESS

OoN

20% = USDS&a77.97

= || Steps / Notes
1. || Confirm availability —if pressing BOOK from Quote e If pricing and availability are the same a green bar will
appear
e If pricing has changed an orange bar will appear
e If availability has changed a red bar will appear
e Pressing quote will return to the trip services page
2. || Press book °
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ADNe  Partnen Chents Res00rces @ Bosing v Oum 0 ARt PN or e ¢ QL Adne k) v

Multiple Air Services ..« No Client
S0n Aug 14 2022 - Sun Aug 14 2022 Adveor Anna Xide)
ADX et ANApE | e |
(TINERARY SUMMARY O

Tip )
Fleese ey DOssenger namels) easly o3 they appesr on o asued £ The neenes should be writlen using Erglish Characters

And may De Up 10 25 (haractars ong Ariines and TSA regulstions 40 Bt Aow Variance I BRSERNRer Names, S0 WSt rames st De weitten out In

| i

L cumnT AND TRAVELIRS INFO

CUBNT, Saeah Sih | Phone: 416.448.45408 Brrseing = |

Cortact infurmanion for this Trgs

0 @ rrion womace
2168883333 (o
These cortm ! Senaly sl D S0t (0 thr arBoes 100 oF travenry, The Setaly iy e L by e st 40 CONTALE th travesrs & cane of Legt

PN CPduie Fanges Of Cacelations,

O prowide ndindusl detalh per Uovelel

IOOLE MAME ~ . LAST AN ¥ DATE OF BeETH GEnan
smm La v vy~ sty OmiEe
RATESNALITY
United ates -

TITLE ST AL MIOOLE NAME o LAST NAME DATEOF MIETH SO .
E:jvr v |k ' Jones {2 v My~ mes~v 8m|Of
CBAVE AT COUMAMICN g eriena ~ United States -

e ‘ [ —“cey l - -
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Steps

Notes

Add client

IF client was added on the Trip page, you will not need
to re-add the information
Search for existing clients by using
o FIRST name or
o LAST name or
o PHONE NUMBER or
o EMAIL
Use New Client form to create a new client

Assign travelers

Pull in existing companion profiles OR add new traveler
details

Press BOOK ONLY

Quote Only will return to the trip services page
Book Only will hold inventory and allow you to apply
payment at a later time

Ticket Flight will book inventory and proceed to
payment and ticketing
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[‘lsi VERIFY TRAVELERS LEGAL NAMES

f ramesty] exactly as they appear on govenment issued D3 Theck the boses 1 verdy the names

e 1D Proceed

Please note that f entered incorrectly. there are fees associated with making any name changes after
the fact

difable Decause thay Informator

the traoier and ertes ¢

MIDDLL aAsl DATI OFf ™

6. o G May 04 19 @ vizsran

7. - Moy L2 1338 VIEN 2D

8. .
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Steps

Notes

Verify the traveler information

Traveler names must match travel documents at time
of booking to avoid fees

Check the VERIFIED button

MUST be checked for all travelers
Traveler information changes after booking may result
in airline and air support team fees

Press CONTINUE

Continue button will be available ONLY once all
travelers have verified button checked
Continue button will process the booking
Cancel will close the overlay box
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ADN Farirers Chenis Besoarces

Multiple Air Services
Wy, Al 14

FO2T - Sundlay, Augut 14, 7022

Sarah Smith

Atbiriod ANNG Kidé

AL R, S 3 woms ws |
9, s Ooe-way Los Anpebes Lo Mew Yook B T
Aug 14, 2022 - Aug 14, 2022 m
Actigny
Add ADA Serdor « M vor- ADX Service = Sard Airsrary
7= || Steps / Notes
g, || Confirm BOOKED status on Trip Page e When booking is confirmed the trip services page will
reflect BOOKED on the service level
e Details will show an airline confirmation number
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1.5. TICKET AIR

Pressing the BOOK ONLY button will allow you to proceed straight to ticketing without a quote OR to apply payment and ticket after a hold has

been made on the trip services page. Once an air service is ticketed, you will see a TICKETED service status as well as ticket numbers under the TRIP

tab.

Ticketing can be done with or without generating an ADX reference first:

1. Without a Quote — Press the BOOK button once you have selected your itinerary option then TICKET FLIGHT. You will need to enter

your client and traveler information before the button becomes available.
2. From the Trip Page — A booked itinerary will show a TICKET FLIGHT button on the details.

Regardless of which flow you follow; the payment process will be the same.

At Partners Chents Pesourcey

One Way Flight: Los Angeles to New York
| o |
<]

o

(ot |

b Ad
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Steps

Notes

Press TICKET FLIGHT

Book flow will show Ticket Flight option
From the Trip Services Page press the Ticket Flight
Will land on the payment page
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N o

Al Fartreny Uy Senniner @ g v G R it O Aty

Multiple Alr Services Sarah Smitn
St Mg VAT - vk bt V& I0IT A b
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L1047 weport VB9 el 00
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Steps

Notes

Select services to process payment

Check services to process payment
Uncheck services to remove from payment process

Add services fee — as required

Add planning fees
Add 24/7 VIP support

Select insurance offering

Shows in Terms and Condition of client itinerary

Add credit card information

ADX does NOT pull in or store credit card information
Enter CC information including billing address

Read T&C’s and check box

You cannot continue to ticketing without checking the
box

Press PAY AND TICKET button

IF ticketing fails, a message will appear at the top
letting you know it did not go through

Ticketing may fail due to credit card decline, possible
fraud detected, ADX processing errors

IF ticketing fails, please reach out to ADX support for
assistance with next steps
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9.

10.

11.

One Way Flight Los Angeles to New York

Semciay. Mgt 14 2321 - Tendey, Aegent 14 2323
ADN Set AP0 | Arstonn | @ L0k sk

Servrer

L evrs O Aty v

Sam Smith
A Ance aw

Trp Name Dares
One Wiy FgnT Lot Angeet 10 Now Yok ok 408 - A | o AQC et -
Al Servces Yewty = 2
B Oneweny Las Argeies be New York /e uw D -
Aeg 1A 2002 - Aeg 14 2002
Actions: 1 o T+ Ot PR Vi
GO%: Satrn
Ll WO
% (AN TWor o
AR SUPFORT nOURS

Mo Fre 1000 am BDT - 700 e EDT

AFTERHOUES ASRESTANCE (Feer Appiy)

PHONE & BRE4EC J06S

cooe -G

Sorttiy Aspust 14,2

Los Angeles (LAX) te New York FK)
Aug 14, 2022

AVAER CAN AMCUNTS | Piget 2

Cass ©

Casn: Geonamy

ArTraft Avtus ALDY (B nE)
BagRage Mowance: O Metas Passenger

Paazanger Mame
M San Smah

Mra Sersh St

~ 0% Angeiey (LAK) B0 New Sore U

Deration: Sh &om

Depamirn Son Aug Mt E00 AV
Termenat

ATt Sun Aug V42 A Pw
Termenal ThivmaL ¥

Tichet homber
oOTMATRILIYE
(=Bt By A S

Basa Yare
Taums and Foas

uUsO 13584
Uso 3382
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Steps Notes
g. || Verify TICKETED status e On Trip Services page TRIP tab
e [tinerary status will reflect ALL services
9. Press V to expand details .
10. || Verify airline references e Will ONLY appear on client documents once ticketed
11. Verify ticket numbers °
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1.6.SPLITTING CREDIT CARD PAYMENTS
When booking air services with multiple travelers you can split the payment on multiple cards, by ticket. You can ONLY split payment when multiple
tickets are issued; you will not be able to split one ticket on to multiple credit card payments.

ADX Partners Clients Resources ® i v e Q | w
One Way Flight: Los Angeles to New York Sam Smith
Sunday, August 14, 2022 - Sunday, August 14, 2022 Advisor: Anna Kulej
B00KED N/3
o Credit Card + Add Payment Method
SERVICES READY TO BE PAID COST
12477 Support Fee RO
1. -
One-way Los Angeles to New York USD $415.06
4 Total to be paid: USD $415.06
°—| || Steps / Notes
1. || Press SPLIT PAYMENT button e On payment page ONLY when air has multiple tickets
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ADX» Partners

Clients

Resources (® EBookings

One Way Flight: Los Angeles to New York
Sunday, August 14, 2022 - Sunday, August 14, 2022

ADX Ref BPSIXY

(1 N AT @) CreditCard % =+ Add Payment Method

SERVICES READY TO BE PAID

Anna Kule w

w  Cruise |0, ADX Ref, PNR or involce & q

Sam Smith
Advisor: Anna Kule)

COsT
|_] 24/7 Support Fee UsD $60.00
Z4T Support Fee
One-way Los Angeles to New York Mr. Sam Smith UsD $207.53
2, Ag T 2022 —Aug 12022 Mrs. Sarah Smith UsSD $207.53
n & Fh g g 3l Iraw
B Add a Total to be paid: USD $415.06
°—| || Steps / Notes
2. Unselect traveler from Credit Card 1 °

ALL will default to selected

Remove check to remove the amount from the first
credit card
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ADX Partners Clients Resources ® Bookings

One Way Flight: Los Angeles to New York
Sunday, August 14, 2022 - Sunday, August 14, 2022

. — P o o - [

Crulse ID. ADX Ref. PNR. of Invoice 8 Q Anna Kule) v

~

Sam Smith
Advisor: Anna Kule;

BOOKID N/

SERVICES READY TO BE PAID COST
2477 Support Fee USD $60.00
One-way Los Angeles to New York Mr. Sam Smith USD $207.53
4. A 14 fog 1420 Mrs. Sarah Smith USD $207.53
+ B service fee Total to be paid: USD $415.06
= || Steps l Notes
3. Press Credit Card 2 tab .
4. || Check boxto associated ticket to card o All tickets must be associated with a card before
payment can be processed
e Repeat process as needed
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Steps

Notes

5. || Selectinsurance option ONLY needs to be done on one credit card tab
6. Enter credit card information
7. Click Credit Card 2 tab
8. Enter credit card information Repeat steps 7 & 8 as needed
9. | Readand check box Read the terms and conditions
ONLY needs to be done on one credit card tab
10. || Pres PAY AND TICKET button Only needs to be done on one credit card tab

Will process ALL credit cards
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1.7.AIR MANAGEMENT

Quoting and booking air is not the end of the process. Maximize your ADX air tool to get the most in the most efficient way.

e Mixed air search

e Restricted to class search

e Saved air searches

e Filtering basic economy fares

e Branded fare types

e Air Net rates

e Filtering search results

e Flexible date grid

e Accessing seat maps

e PNR View

e Adding and reviewing special instructions
e Adding and reviewing frequent flyers
e Locating air fare rules

e Airline notifications

e Air Support actions



1.7.1. Mixed Cabin Search

Round trip and multi city options can be built as mixed cabin searches meaning you can have one cabin type on an outbound flight and a different
cabin type for the return. To set the search to allow for a mixed cabin search, uncheck the SAME FOR ALL CITY PAIRS checkbox under the cabin
selection and then select your cabin category for the subsequent flights.

AL LIG LY Claeare Fatauries (S

Unselect the "same for all
ity pairs” checkbox

Select your cabin types for  —— - : . -
next flights ——




1.7.2. Restricted to class search

Build a true class air search by restricting the category on the upfront search. This will ONLY show you results where all the flights are available in the
class selected.

ADe Partners Clients Resources @ Bookimp v Crem O ADK Mt K o vacs s O e el v

oS

(1}) ﬂ g

ACTIVITY INSURANCE CRUSE INVOICE TOOL

ITINERARY
BUILDER

v v W v hd

TRAVELARS SBRARCH TYMR
Y Aault Y P
reow o
- - L D » "
Derant 1w LANMIN POUTE VA
M| Aeme ® ., = 2conomy v
P
Check the “Limit to selected D e chonse
- mehu g et rir e
cabin” checkbox
AsTUaN ™ CARIN DOUTE VA
- | Avpee @0ear Onme | peonomy v
AIRLINES AND ALLIANCES (Optional | Max 3) - e Dl locuse  TARE OFTIONS 7093
o Ny - Ary v
L 0 INVENTORY SOUNCH 1G0T
No Fiter Appled - Al v
QUOTL OWNAR CuURBINCY

Anva Kide) v  suso - B =y < |
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1.7.3. Saved Air Searches

Commonly used air searches can be saved and accessed at any time. Enter the air search criteria and press the SAVE FOR LATER button. To access
the saved and previously run searches, press the VIEW SAVED searches button, and select from the saved list. The search fields will populate with

the data previously entered and saved.

B PREVIOUS/SAVED SEARCHES

Saved Searches Previous Searches

SMITH LHR AIR

LAX-LHR
LHR-LAX

AA | Max 1 Stop | RowndTrip

Oct 09 2022
Oct 15 2022
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1.7.3.1.

CREATING SAVED SEARCHES

Steps

Notes

Enter air search criteria

Press SAVE FOR LATER button
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a.

°=| || Steps & || Notes
3. || Enter name for search e Will appear in list of existing saved searches
4. Press SAVE °
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AD» LI Chares Crouries

od

ITINERARY

ot
.

rew ('
L= “
PN AW MY Dare (M

A AR AR

QLEITE S e

ANRE Wil - W

RIS AR

'

L fav eett
A

- o
T
. .

e

i B '

RS N AR

1 g
- e
. Ve
]
At
AT "

@
MVOICE TooL

ted b oge
.
v
L
-

Steps

Notes

Review saved search in list
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1.7.3.2. ACCESSING SAVED SEARCHES

Al Partners clenes Resources @

™ = &
1 IN‘H.I:')KI ;'H:'IS[ h.'\.OI{: ToOL
== .
[ .
. - =

2. v

3 -
“=| || Steps & || Notes
1. Press AIR button °
2. Press VIEW SAVED AND PREVIOUS SEARCHES °
3. Click search in list OR press ALL SAVED AND PREVIOUS SEARCHES °
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SMITH LHA AlR

S. o
°=| || Steps / Notes
4. Click tab e Select Saved or Previous search tab
5. Press SEARCH e All search info will populate
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1.7.4. Filtering Basic Economy Fares
ADX air search results will include all available fares on the results page. To filter out Basic Economy fares, you can:

o set a default in your profile to automatically hide these fares on every air search
o change the filter during your air search
o set afilter on the search results page

When selecting Basic Economy Fares, advisor will need to confirm the message below before being able to continue with booking or ticketing.

Basic Economy Fare - please see airline website to review extreme

restrictions associated with this fare before booking.
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1.7.4.1. SETTING A DEFAULT FILTER
Setting a filter in your advisor profile will set the search to auto filter basic fares every time automatically. This only needs to be set ONCE.

1 ADN Partners Clients Resources [o) Bookings v  Cruise X Red, P & f‘_}\ Anna Kulej
@ ‘Welcome Anna! Uise the following tiles to update any aspect of your ADX profile.
2.

Communication
Profile

Contr

Set Preferences

Alr Search Inventory (GDS) Preference
Commission Display

Files to show upon login ("Using ADX As® flekd)
Default Client Pay selection [when availabile)

Default Currency

Access

Sharing

Client Itinerary Canceled Services Visibility Show by Default -
3., —————ir search Flltars Mo Fiter Applied w
Hide Agent Profile in Client itinarary
PR e rreirerce |
°=| || Steps / Notes
1. Open advisor profile e Vnexttoname
e Select MY PROFILE
2. Click SET PREFERENCES tab °
3. || Click v on Air Search Filter and select filter type e No filter applied — Basic will show in results
e Hide Basic Economy — No basic will show in results
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1.7.4.2. AIR SEARCH FILTER

Apply or change the filter during the air search BEFORE running the search.

ADXe Partners

g " &
1. ITINERARY e CRUISE INVOICE TOOL
BUILDER

2.

3. LTER O .
z=| || Steps / Notes
1. Press AIR button on dashboard e Open the air search widget
2. Enter search criteria °
3. || Click von FILTER and select option e No filter applied — Basic will show in results

e Hide Basic Economy — No basic will show in results

4. || Press SEARCH e Search results will not show basic fares
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1.7.4.3. SEARCH RESULTS FILTER

Filter our Basic Economy fares on the results page by applying a filter to the advisory column.

[ + ]
==
unmires Bl ADELTA sidedide wtt'i_..i_e.
2. -
2958 MOtum  Skidam m
3 . - . e
tesa 000erm e p n
- 23
- Srddpm - s m
Steps Notes
1. Run air search e Ffilter available on results page
2. Press v on ADVISORY column .
3. Check/uncheck Basic Economy checkbox e Results will update
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1.7.5. Branded Fares

Branded fares! are the bundling of optional services that airlines historically charged for a la carte — in addition to the base fare — or provided on

a complimentary basis. You will see a matrix of fare comparisons between the different branded fare options and your requested itinerary (ex.

Basic Economy, Main Cabin, Delta Comfort+, Delta Premium Select, etc.).

You will see as many brands as the airline gives us for a given route meaning you can UP SELL from economy to business if the price and
"amenities" are right. Currently approximately 80 airlines support branded fares and results will vary based on routes and codeshares.

AL Pastiiei Clanti s o (o)

selected Flights

City Parr Lot Angeles (LAX) e Landon (LHE)

Lok Angebes [LAX) 10 Londan [LHR] - Sun Mov 13 Vodal Eheration: (%

N L Dy S o1 ma s

Rty Par LONSH (LHR) 10 Lo8 Angeles (LAX)

Lendon (LHR] 1 Les Angeles (LAX) - 530 Moy 19

Aerwricandiines Yy, LS00N (L0 Laa Raguben 16X
S

Hiaad Vel hiacin
BapEsg dmsinen © Paen Tamesge: A

Sparard By 88

U dLoaL 5T Ui 2242 57 ush #3.9%7.17
USD 5229917

1 Branded fares ONLY available on Sabre itineraries
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Steps

Notes

Search and select flights

Press Branded Fare name to review details of fare

Use <> to rotate through available branded fare
options when available
The name is a hyperlink, and an overlay will open

Press SELECT to change fare type (optional)

Selected fare indicated with blue SELECTED button

Changing fare type will update price, class, brand, etc.

in details
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1.7.6. Air Net Rates

One of the types of contracts you can access through ADX is an air net rate. Net rates are based on special airline contracts that allow for a markup
to the airfare price that is not visible to the client. Mark up is added to the base fare of the ticket price. All net contracts will have a min/max rule

requirement that needs to be met before being able to quote or book. Not all air routings will offer a net fare contract. You can distinguish an air net

by looking at the Est. Comm column on the search results page.

Mark up rules will be shown once a net fare is selected and before continuing to quote or booking the fare.

ADXe Partners Clents Rosources o

New York (JFK) London (LMR

E.H i ADELTA  amrmascss A swiss '

USD $2.008.10 ’ 0828pm 1155om k ¥ et Bate

Type of contract shown
under Est. Comm column
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Set the markup $ or % amount

ADN  Partean Chents Resources © Sebnp v LumO AR et O Aneteny v

At Saewyg 137200 hergient
Lo Nyve Seamen
T U
et 3454 PN
Mo rearten
e e
Alternate Fares
o SADA LA SASA PALMLUM P
o A PRSI CACAPRIMAM My
Pov At VIO SL0M. 0 VIO S2.078.09
Commtuar Net Rate Mot tare
=3 =
Your Selected Fore
TRAVILLIRE COCT AR VASSIAGES MWCLUDAG TR A | 1)
1 pasIenger Ao LSO SR 10
Tatal cunt far | passengery VS0 5200810

before being able to continue

Review published fare comparable

Contract rules for min/max mark up
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1.7.7. Filtering Search Results
Get the most out of the search results by applying filters to narrow down the options. Filters are available through the airline price grid box as well as

through the header columns. Any filters applied will be added to the filters section and the results will be reflected. To remove the added filter,

press the x button next to the filter name and the results will update accordingly.

ADXe Partners Clients Resources ® Bookings v Q  annax
Flight Search Results
TRAVELERS JRRE
S Modiy §
ty Pair 1 n Nov 1 Los Angeles (LAX) to London (LHR) Economy s urrent
ty Pair 2 at Nov 19 London (LHR) 1o Los Angeles (LAX) Econormy Route Vix Selecte
Choose City Pair 1
X
Airline Price Grid ——«———— [
e s, IBERIA G amcavae®  uniTeoBl A DELTA i 2 o <
NON r
>

Filters Applied ——————— Filters

Nonstop %
Price i3 ¢ N > r e 1/ ke s 1 < n ~
Headin‘ Filters [ PRICE AIRLINE + DEPART « ARRIVE v MMOM/TO + DURATION « ADVISORY ~ EST. COMM* « D3 v o I
USD$208237 AR 0340pm  09:S5am  LAX. LR % 15m w & m v
S
USD$208237 A4 OLSOpm  1135am  LAX. LHI 10 4511 w8 m v
Live Se o
USD$208237 A/ 06:00pm  1225pm  LAX . LHR w8 ﬂ -
v lanice O
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1.7.7.1. AIRLINE PRICE GRID

The airline price grids will allow you to quickly apply a filter by airline, price point or number of stops. Only 1 filter can be applied at a time using the
airline price grid. Click on the item you want to filter by, the filter section will show that filter as applied, and you will see the results below reflecting
that filter.

ADXe Partners Clients Resources ® Bookings X het PN vouce s QU Anna Kule) ~

Choose City Pair 1

v
»
ALL
FLIGHTS HWAY ! .
wrmaman 2 weansnn'y,  IBERIA g ancavsoa®  uniTEoll A DELTA wonaarsd? Mirias ¢
Click on filter to NONSTOP -
apply 15100 = = v _ _ :
e
Fiters
Filters Applied Nanstop X
Price is per passenger including raxes ond fees Results: 1 -100f 64 n 10 -
PRICE v AIRLINE v DEPARTY ARRIWVEw TROM/TO v DURATION v STOPS v ADVISORY « EST. COMM* v GD5 v (4]
USD$2,08237 M 0340pm  09:S5am LAY Li 10h 15m 18% 13 m .,
.t n @
USD$208237 AA  O4SOpm  11:35am LAY, L 10h 45m w € m v
2 + 5o o
USD S208237 A4 06:00pm  1225pm  LAX. L 10h 25m - 18% < m v
*Sanct @
USD $2,08237 A4 07:3%pm  0220pm  LAX. LH# 10n 45m 1% e m v
s @
Filter applied to USOSI08237 M 0aSopm O03i0pm  LALLW 10h 20m w e B -
results y Soaeih @
USDS2.11037 A 0X40pm  0%:SSam  LAX. L6 105 15m 1w & m >
" * i» o
USD$2,11037 18 0450pm  11:35am  LAX. L+ 10 45m = w £ m v
, t e @
USD 52 110.37 RA 04S0om  11:35am AX . | M8 106 45%m 1% e R _
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1.7.7.2. FILTERS APPLIED

After applying filters either via the airline price grid or the results header, the filter will show in this section. You can apply multiple filters using the
results header. You can remove filters by pressing the x next to the filter applied.

ADXe Partners Clients Resources G  Bookings

jtse 1D, ADX Ref, PNR. or ivoice s Q Anna Kulej «
Choose City Pair 1
Select Foexihle Datse Wit $3Davs VvV
x
ALL g oH MERICAR UNITED DELTA Al cl, WS AP
FLIGHTS RLINE 8E ALRLINE Ll TLANT ATRLUINE
R — Amerasndotran Ny IBERIA’ amcanaoa®  uniTeo @ ADELTA wonaarsd® Ausirian <
NONSTOP D$211037  USD$2.082.37 7 7 37 7 5D $2.237.07
15T0P
>
25T0PS
Filters Applied  ——— .o
Click x to remove NOTSOP X Arrive: 10am Nov 14 - 05pm Nov 14 X O Clear Filters
Clear ALL filters
Price is per passenger including taxes ond fees Results: 1- 10 of 56 n 10 v
PRICE v AIRLINE v  DEPART v ARRIVEv FROM/TO v DURATION v STOPS v ADVISORY EST.COMM* v GDS v [+
USDS208237 AA  O4SOpm  11:35am  LAX- LHR 10h 45m ' £ m v
AR CABIN ’ 3 New 14 Live Searth @
USD $2,082.37  AA 06:00pm  12:25pm  LAX-LHR 10h 25m - 18% e m v
MAIN CABIN . s 3 Lve Senrin @
USD $2,082.37 AA 07:35pm  02:20pm  LAX- LHR 10h 45m - 18% & m -
LAIN CAZIT ) ¢ Live Searcn ©
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1.7.7.3. HEADER FILTERS

Use the v on each column in the header to apply a filter on price, airline, departure/arrival times, from/to, flight duration, stops, advisories, contract

type and GDS. Press the v button in the column and apply the desired filter. Click on the filter again to close the section and review the filtered
results.

Al Partners Clients Resources o Bookings rinvoice® Q). Anna Kulej ~

Choose City Pair 1

F & [ C W
]
ALL ARITISH ERICAL INITED DELTA A AN ISTRIAL
FLIGHTS I ERLA RLIME i ) LIk
e —— i darien by, IHEF"A’ B AN A u"|]'.u,i ADELTA A — MBI g £
NONSTOP S0 %2 110,37 . SO &2 11037 B S — . . -
1 5TOP >
2 STOPS
Filters
Nnn“cp !n: Arrive: 10am Nov 14 - ﬂipm Mowv 14 x ﬂﬂcﬂ' Fllters
Price is per poassenger including toxes ond fees Results: 1 - 10 of 56 n 1 -
Header Filters 4[ PRICE » AIRLINE ~ DEPART ~ ARRIVE~ FROM/TO -« DURATIOM ~  STOPS~  ADVISORY « EST. COMBM® +  GDS I L4
uUsD $2.082.37 AR 04:50pm  11:35am  LAX-LHR 10h 45m 18% 2 m -
1] . 3 B Live Search @
USD $2,082.37  AA 06:00pm  12:25pm  LAX- LHR 10h 25m ~ 18% I3 m "
A . Live Search i@
UsD 52.082.37 Ad 07:35pm 0220pm  LAX-LHR 10h 45m - 18% & m v
BUAIM N Leve Search i
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Steps

Notes

Price T Press SORT BY PRICE to toggle between high/low and
low/high
Apply sliders to adjust pricing window
Airline Sort by by or filter on airlines you want to include in the
g results
ST Check/uncheck airlines to apply filter
Departure/Arrive [ BV DEPARTURET Press SORT BY button to show earliest to latest
Apply sliders to narrow the time windows
From/To o © Review airports
Duration ORT BY DL o Press SORT BY button to sort by duration of trip
Apply sliders to narrow the duration window
Stops STOPS©

Press SORT BY button to sort by number of stops
Check/uncheck stop count to apply filter
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Advisory OVISORY e Check/uncheck advisories
Short connection
o Airport changes
. o Terminal changes
O o Basic economy fares
- o Carrier not ticketable in ADX
O o Long Connection
. o Overnight Connection
Est. Comm* a e Sort by or filter on type of contract you want to book
® o Showall
o Show only commissionable flights
o Show net rates only
o Show private fares only
GDS o e Filter on Sabre and Amadeus
a e Filter will reflect any defaults and search preference
entered
€
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1.7.8. Flexible Date Grid

The flexible date grid will show a +/- 3 day date grid of pricing and availability when running a regular search. The departure dates are displayed at
the top and return dates on the side. The grid will highlight the time frame originally selected. You can change the flight dates through the grid

without having to re-run the search by selecting the new outbound or return dates.

ADXe Partners Clients Resources ®©

Flight Search Results

& Modify Search
2 1 P nN Los Angeles (LAX) to Vancouver (YVR) Route — &n
Sat Nov 19 Vancouver (YVR) 1o Los Angeles (LAX) Economy 1
Choose C ty Pair 1
2.
E F RE
1 Now ot 12 Now Sun 13 Nov Mon 14 Nov
116N
The 17

3. & ) ‘o

$540.17

howing resulls from Sabre and Amadeus. Prices hsted are in USL
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Steps

Notes

Create and run air search

Press SELECT FLEXIBLE DATES button

A grid will open showing a price grid
Only available on regular search

Review new pricing options and press price button to change dates

Green indicates a lower fare
Red indicates a higher fare
Black indicates no change in price
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4, Selecting Friday, November 11th 2022 - Friday, November 18th 2022 as
your new flight date will update your current search results. Proceed?

3 cocce B0

Steps Notes

Review the new dates °

Press OK to adjust the search to new dates e Search results page will refresh with new date range
e Press CANCEL to close and keep original dates




1.7.9. Accessing Seat Maps

Air seat maps are available during the initial flight search as well as on the trip services page after an air has been booked and/or ticketed. The air
search seat map is a READ ONLY view meaning you can only see the options available; you cannot select seats before anything is booked. Once an air
itinerary is booked or ticketed, you can access the seat map from the trip services page and select seats as permitted by the airline. Once seats are
selected an advisor notification will be generated confirming the selection — no action is required.

Clients who have frequent flyers that open paid seats for free will be able to access these seats automatically as long as their frequent flyer number
is in their profile. You cannot purchase seats through ADX. Please reach out to the Air Support team or the airline directly for paid seat access.

SEAT AVAILABILITY PREVIEW x

[ SHOW ACCESSIBILITY SEATS -
LAX - JFK - '

MAIN DECK
A B C D E

(& - Regular seat & - Preferred seat || - Chargeable seat - Disability seat
Awailable for Reserved for loyahy Additional payment Reserved for
selection card holder required ’ disabled travelers

I'c-.l - Occupied seat
Mot available
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1.7.9.1. SEAT MAP DURING SEARCH

If the airline is sending the seat map information through, you can access the seat map during your air search to review configuration and
availability.

ADW Patinen Crmets Nesensrewy © g o e QO ety .

Faght Search Resufts

TRANATY

ceEmawiy
O Musty s
1L, ———— . ater! P B 1 e Angeten SLARS U Naw Yerk V) tuonomy o o
Chosee City Par 1
=
P
1
———— ADELYA uvwavseld Bt T ———
MAs ©
woniTe
)
=
e-
Ve fers sppriest OIS e Aeod ar e S your ¥ s
PG L R TSNt NG taats coxd e ‘e ! 348 . o
e MELBA w  DVPATY e oY PRI 1Toet au T - AT CON (321 (4]

VA0 115400 Peitem  Okige s -~ s n v
3 T P i 4 ST Satal Senad Prp—
. vpedert -
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e L
AN AN AR ST Y "wl' L ]
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Steps Notes
Run air search
Press v on flight details Next to ADD button

This will expand the details

Press VIEW SEAT PLAN

Seat map will be READ ONLY
You cannot select seats during a search
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1.7.9.2. SELECTING SEATS ON TRIP PAGE

Once an air option is booked or ticketed, seats can be selected directly on the Trip Services page TRIP tab.

ALRE Partrary Chents Besources @
One Way Flight: Los Angeles to Mew York Sam Smith
. st 14, 2023 - Senday, August 14, 2032 assen &
1. AL Bigf, PR e [ 1 s
2 e e — Y
Trip Name Daley
W Ofd-way Los Angebas 1s New York & [ s S
Aartacors
3.
Actian
* Estimated Quote @ USD %81 60 I Clhent Dacuments:
Fofcntad ammnacn 8D 5100 rance oified and dethne
Ak ADX Servies = Reld non-ADN Sarvice = S i ary
= /
2= || Steps R Notes
1. Open ADX reference °

2. Press TRIP tab

e Defaulted tab

Press SEAT PLAN

e [ocated in ACTION section
e Service MUST be in BOOKED or TICKETED status to
select seats
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_ISHOW ACCESS

Mr. Sam Smith
ABC

Mrs. Sarah Smith
Select Sest

IBILITY SEATS

MAIN DECK

D EF

4.
SHOW ACCESSIBILITY SEATS
& - Preferred seat ) - Chargeable seat & - Disability seat © - Occupied
Reserved for oyeay card AJ3rarel DeyTent Reserveo for
(g2 IQUr Aot B L LaY

Save Seat Selections

= || Steps / Notes
4. || Click seat o (Y icon will appear on seat selected

e Repeat for all travelers and segments
5 |[ Press SAVE SEAT SELECTION e Overlay will close
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ADN Partmers Chents Rrsources [ Y —— o 101, AL Bt P

Al

Telp mmm

Trip Name Dates

One Way FIght Lot Angeles 1o hew York mnen ‘0 CRNA2

(D

Servces

B Oneway Los Angeles to New York  / :

R oriwouss Q) Aa el v

AUy T4 2022 - Ay V42022
GODS: Satre

PNR REP: Satrw) FWOLGL
PNR REF: (A4) WO
AIR SUPPORT HOURS

Mon Frt 1000 am EDT . 700 g (DT

AFTERAOURS ASSISTANCE (Fews Apply)

PHONE »: 8564212064
cooe SINEG

Sencay. Augwst 14, 2027 - Lot Argewes LAXS D New York |JFx

Lo Angeles (LAX) to New York JFx) Dwration: Sh 40m

Aug 14 2022

AMERCAN ARLINES | Figin 2 Departure Sun Aug 14 01 600 AM

Case Q Termina

Cotorx: Ecomormy ArTist Sun Aug 12 at 220 PW
Arcraft Arbus A2 shatkdety Termmat TEOMINAL &

Déaggade AROmarce O PledesPassenger

Passenger Name Seat Meal Ticket Number
M Sam Svth e - 001 7SATINIIS

NS Sarah Satn ey - ] - 0017637923240

Steps

4

Notes

Press v on Trip Tab

Expand the service details

Verify seat selection
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1.7.10. PNR View
The PNR View (Sabre emulator)? is available for all ADX Air Sabre bookings. The emulator will allow advisors to change and manage their records

themselves without having to access the air support team. Advisors will use regular Sabre commands to manipulate the booking and changes will
reflect in ADX once completed. Please note, any debit memos as a result of changes made via the emulator will be the responsibility of the

advisor.

L]

2 Only available for Sabre booked/ticketed itineraries
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1.7.10.1. ACCESSING PNR VIEW
The PNR view button is available on any Sabre booked or ticketed itinerary, in the action section of the trip tab.

ADN FPartners Chents Rescuroes Lo Bookugn w - AL Red FMEA .d !'_11 Anra Hude] w
One Way Flight: Los Angeles to New York Sam Smith
Surday. August 14, 3022 - Sunday, Auguest 14, 2022 Advigor: Anna Hulej
1. AL Ref. BP5I| A | & Link Book EEm
Trip Mama Datos
One Wiy FIght: Los Angeles 1o New vork cENe2022 |0 144202 o M e
M| Services Wiew by >
B One-way Los Angeles to New York & BT -
Aug 14 2022 - Aug 14, 2022
Actions: g= Flig =l Fig 1 a0 PME Vie eal Pla Eare Ruls
3.
Actions:
* Estimated Quote i@ Client Documents:
Poreanial Commitsion nsurance offersd and declined
°=| || Steps & || Notes
1. Open ADX reference °
2. || Click TRIP tab e Defaulted tab
3. || Click OPEN PNR VIEW button e Located under Actions section
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& Sabre PNR View - FWQGGL

YOU s NOW Uyl the Sabee Commengd Window Commiting churgas (o thie PNR will vold e "Detit MemO Guas stite=" that Travel

e provides o ADKR boakings

SAIE SESSIO8 STARTTO.

LASMITI/SAM 3. 1SMITHISARAN
1AL 20 TAMD FOAAXITE MEZ  G00A 40P MRS /OCATRUOWO [T
3 OT™ AL GSFER W (K1 LAR/KEEF PMR TILL ®-22

FORS OF PAYMENT DATA EXISTE *FOF TO DISPLAY ALL
CUSTORER MPBER - 9353245358
IWQLICED
Bt At
TRAVEL DO
SUITE 1790, 333 CITY BLVD. wiST
ORANGE COUNTY, CA U5
Pi3sa
PRICE QUOTE RECORD XISTS - SYITem
SECURITY INFO EXISTS *P30 08 *PD 1O DISFLAY
OENERAL PACTS
5558 CTOM AX WCL/95544a55%Y
4,558 CTOM A4 MEL/355444555%

Steps / Notes

4. Enter Sabre commands to review and change PNR °




1.7.10.2. ACCESS SUPPORTED COMMANDS
The PNR View supports a subset list of Sabre commands. A list of supported commands can be accessed through the emulator.

B Cabie PME View - PVNQGGL

ﬂ P A v g e dabve Corwlend Window Cormrrating rhanges (o the PA il voes the "Tiete bemc Gl enter tha T
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1.7.11. Adding and Reviewing Special Instructions

Special instructions or requests for special assistance such as wheelchair service or individual assistance, can be added to the record on the Client
and Traveler tab of the reference. You can do this for each traveler associated with the trip. Information can be added on the record up until the
time of travel and it will automatically synch on to the record for you. Once added, you can press the ADD/VIEW button to review the special

instruction that were previously added to the record.

ADXe Home Partrners Cients Resources L R ——

One Way Flight: Los Angeles to New York Sam Smith

Senday Aupust 18 MI2J - Suniag. August 13 2002 ALV ALV S
1. —————————ADCRe! PGXY s (e e |

. CLANT AND TRAVELIRS 0O

o S 524255%% §TRAVALNG

Sa8L845555

ASS ADX Service « Add Non-ADX Service * Send Rinerary
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Steps

Notes

Open ADX reference

Booked or ticketed air services can request special
instructions

Click CLIENT AND TRAVELERS

Second tab

Click SHOW DETAILS

Each traveler attached to the record will have a details
section where you can add special instructions
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W One-way Los Angeles Lo New York

| e

Steps

Notes

Click ADD/VIEW Special Instructions

Located at the bottom of each traveler section
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B SETAIEW SPECIAL INSTRUCTIONS

5. REQUEST TYPE

Wiheskehair - Al the way 1o Seat

AIRLINE

Select

INETRUCTIONS

<8
111

Steps

Notes

5. || ClickVonrequest type e Select type from list

6. || Clickvonairline e Select airline — applicable when multiple flights are
present on record

7. Type manual instructions — as needed .

8. Press Add Special Instructions to add another request e Repeat as needed

9. Press SAVE °
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1.7.12. Adding and Reviewing Frequent Flyer Numbers

Frequent flyers that are on the client and companion profiles will automatically be added to the record once the travelers are assigned. Frequent
flyers can be reviewed through the client profile OR on a specific record under the Client and Travelers tab details section. If you need to add a
number AFTER you have booked and/or ticketed a flight, this needs to be done on the specific reference for it to push on to the record. The new
number once saved will update the client or companion profile automatically. Updating the client profile will NOT automatically add the new
number to the existing records. Frequent flyers can be added up until the time of travel.

ADX Home Partrers Chents Resoutces L JR e ——

One Way Flight: Los Angeles to New York Sam Smith

day August 14 M0 iy August 13, 2022

1. ———onel o s e

e I

' o '
3 Lo s +
° " -
A ADX Service + Add nON-ADX Service + Send Rinerary
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Steps

Notes

Open ADX reference

Booked or ticketed air services can request special
instructions

Click CLIENT AND TRAVELERS

Second tab

Click SHOW DETAILS

Each traveler attached to the record will have a details
section where you can add and review airline loyalty
programs
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W One-way Los Angeles to New York

Steps

Notes

Click ADD Airline Loyalty Program

Located at the bottom of each traveler section
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Steps

Notes

Type in name of loyalty program

Type ahead will show airline name as you type

Type in loyalty number

Press Add Airline Loyalty Program — as needed

Add multiple frequent flyers as needed

Press SAVE

Bottom of the traveler section
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1.7.13. Locating Air Fare Rules

It is important to understand the fare type you are offering and selling to your client and the rules that come along with that fare. Fare rules are
available for your review before quoting an air option, on the trip reference once an air option is selected as well as on the client itinerary. The Fare
rules link will organize the information by flight segment and category. Please click the specific category to review the rules.

! FARE RULES

x

These rules can be used for reference, if any details or flights are missing please confirm with the Air Support Team. If
you need to provide change or refund penalty details to your client, please confirm with the Air Suppart Team for full
terms and whether any current travel advisories may impact the changes.

Adult
LAX - JFK = RULE APPLICATION AND OTHER
) CONDITIONS
JFK - LAX > SEASOMNALITY
MINIMUM STAY
TRANSFERS
SURCHARGES

SALES RESTRICTIONS

TICKET ENDORSEMENTS

AGENT DISCOUNTS

FARE BY RULE

VISIT ANOTHER COUNTRY

VOLUNTARY REFUNDS

ELIGIBILITY

FLIGHT APPLICATION

MAXIMUM STAY

COMBINATIONS

ACCOMPANIED TRAVEL

PEMALTIES

CHILDREM DISCOUNTS

ALL OTHER DISCOUNTS

GROUPS

DEPOSITS

MEGOTIATED FARES

DAY/TIME

ADVANCE
RESERVATIONS/TICKETING

STOPOVERS

BLACKOUT DATES

TRAVEL RESTRICTIOMNS

HIF/MILEAGE EXCEPTIONS

TOUR CONDUCTOR DISCOUNTS

MISCELLANEQUS PROVISIONS

TOURS

VOLUNTARY CHANGES

INTERNATIOMAL
CONSTRUCTION
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1.7.13.1. DURING AIR SEARCH

Run your air search and select your flights — if using Direct Sell, enter your search criteria and run your search. The fare rules are available BEFORE you
quote or book an air option, at the bottom of the fare section.

Oy P 129 Angeies (LAK) 15 London [LNE)

Los Angeles (LAX) 1 Londen MRT - Mon Aug 15

UNITED ] Angeren 0001 Bamer D00
WIS ABLAES e | Pigr vasp
et Soeng TN
G Topm Brmwmy
Owm v
Bonm ICOROAY SaaTLL Y M UACam
WA 000 BN B (T D e
Dagpuge siaeaie | be et ey

O Lagvow = Dmnv 40 Brw
<Ly Canaarmm

0..1.0. Burwrne (01 Lamaon L1

Atornate Fares

LAN - DEN FOOMOM CCOMOMY MATOLLY
SACASL
LOONOM -~ -
DR < B = ETPMOMY PARTWALY
LUAR S e 1 )
JED 5844 32
Per Adun
USD 12 861 30
Commvimen ™~

Your Selected Fare

TRaveiiim (LT MR P asiinde C1UDed ANt & F120
1 passarge Adut
Total cont far § pavsengers

Foac De Jwirw B1at SO00T e 00t

UsD 129€ 20
USD 52.962 30

Ut BOmted. AL 18 S0t reTReCE e

SRR COUMMDGN

il g P R

FODMOMY PULLY

Totet Darstbom TH €T T -
L ALLIARS

Capor Vo dug 14 0 28 g
e

Arne Tiw g 012 20
Teveerer

Curorwn be SIe

FEOMOMY ALY PRTMA AN EOOMOMY

sl

R

W rARE RULES & RESTRICTIONS

THhene ruws can be wied for refarence. 1 3ny details or Sghts are magung sleise confirm with I Ar Supoort
Team. i you need 20 provde change of refund penaity Jetatls 10 your chent, please confrm with the Ar Supporn

Toam for B tetmy and whetPar any curr et ¥ave! &

LAX - LNR Aduft Patw Rules
T »

SEEUNOARLCG oY

YALIOA TG CAQBES - A

PR RPOLICATIOM ARD OTHEA ) —y
Lnmtwhomne FUMMY apel N
W AAL T MEZ I TN

L O (LSERRR TR N

s Ve ALCOWP AN TRty
Eada LAY e

A4 TT TR T ORI G ONTT
TENIT IMOOeSIMLNTE AL DTIAN DACOUNTT
Avim iy

LA W My MO

TIEY ARITIR COumETEY TS et

FOLUNTARY S U

WULL APPUCATION AND OTHER CONDITIONS

BOTE - THE MOLLOWING TEXT 13 INPORUATIONAL AVE BTT
AL DATID >

A AL

PECHG

2 AOCHITES TIRGEIUSE fatts RO ante |

Fangy ammyy
TBON ATGA
O MRS LakEs &

AOSON S 1Ny TEACT TP Chatges

Ll

Ay
SUWOVATENIVT O] TR
SN

LN RN

TAEP e T

WP ALl T TITONT
TN COMTUOYDE BHCOUNTT
IR AN PRI e
ey

R ANUAY Oy
A PUMAL LR Lo

100



1.7.13.2. ON THE TRIP SERVICES REFERENCE

Once an air service is quoted/booked/ticketed, the trip service reference will give you access to the fare rules on the Trip Tab Action section.

3.

ADXs  Home Partners Chents Resources ©  Seclnp v it ’ A Nideg v
One Way Flight: Los Angeles to New York Sam Smith
Surday. August 14, 2022 - Sunday, August 14, X022 Adasor: Arna Kufey
= ADX Rel GPSXY [Arctvwe | & Boc [ A aona |
Top Name Dates
e Yooy Figtt Los Angeles to New York wivx2 - a2 n A s ~
Al Sarvices Veow by >
W Ome-way Los Angeles to New York  / 1es BT
Aag 14 2022 - Aug 14,2002
Actions:
Actions:
Btirmatnd Quoce @ USD $31.00 Chent Documents:
Fexentiol Comemvson WD 831 00 Inugrance offe<o0 and decined
Add ADX Service ~ Adkd nan-ADX Service « Send Itinerary
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Steps

Notes

Open ADX reference

Quoted, booked, ticketed status

Click TRIP tab

Defaulted tab

Click Fare Rules to open fare rules

In Action section of air service
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These rules can be used for reference, If any detals or flighss are missng please confirm with the Air Support Team. ¥
you need 10 provde change or refund penaity detanls to your chent, please confirm with the Asr Support Team for full

terms and whether any current travel advisones may Impact the changes

Aduit

RULE APPLICATION AND OTHIR
CONDIMONS

STASONALITY

MIPOMUM STAY

THANF ERS

SURCHARGES

SALES RESTICTIONS

TICHET ENDORSEMENTS

AGENT DeiCOU

FARE 8Y RULE

VISIT ANQTHER COUNTRY

VOLUNTAKY REFUNDS

UGIRLITY

FLAGHT APPLUCATION

MAXIVUM STAY

COMENATIONS

ACCOMPANED TRAVIL

PENALTIES

CHLOREN DISCOUNTS

ALL OTHIR DrSCOuUNTS

GROUrs

DEFOSITY

NEGOTIATED FARES

DAY/TIME

ADVANCT
RESERVATIONS/TIONETING

STOPONVERS

BLACKDUT DATES

TRAVEL RESTIICTIONS

HIFALEAGE EXCEPTIONS

TOUR CONDUCTOR DISCOUNTS

MISCILLANIOUS PROVEIONS

TOURS

VOLUNTARY CHANGES

INTERNATIDONAL
COMNATRUCTION

Steps

4

Notes

Click the segment

Click the category

Fare rules for that specific category will open
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1.7.13.3. ON THE CLIENT ITINEARARY

Once an air option is added as a quote/booked/ticketed item on an ADX reference, the client itinerary will contain a link to the fare rules for the client

to access.
ADN Home Partners Clients Resources © ookng v
One Way Flight: Los Angeles to New York Sam Smith
Sunday, August 14, 2022 - Sunday, August 14, 2022 Advisor: Arva Kulej
1. ————— ADX Ref. 695 | & [ snan, duast |
Trip Name Dates
All Serwice Visowy by >
» One-way Los Angeles to New York T
Aug 34, 2022 - Aug 14, 2022
Actions:
Actions
B Client Documents
nce offered and dechned
Up
2.
Send tinerary
’=| || Steps & || Notes
1. Open the ADX reference °
2. Click SEND ITINERARY e located at the bottom of the page
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3. Sunday,
August 14,

2022

p"' One-way Los Angeles to New York

Airfinm Confirmation Numbee

CAN A N WOMMK

Traveler Tioket Number:
Mr. Sam Smie DO17/68792 )

M rah Smitt O 108792320

!/  AMERICAN AIRLINES Flight 2

LAX JFK Duration
L 3 1

(
Cabin ' y X ) Passenger Name
‘I'(;'ﬂ‘! \ 1Oy Y
Brand: MAIN CABIN
Haggago

allowance

Seat

Steps Notes
Scroll to air section of the itinerary .
Click SEE FULL FARE RULES AND RESTICTIONS °
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1.7.14. Airline Notifications
Airline notifications will include anything put on a queue from the airline that needs the advisor’s attention. Notifications will appear in the Notice
Board on the main dashboard page and in the Manage tab on the trip services page.

Advisors will receive an email from ADX with the notification message in it. The manage tab will also show a little red number on the corner if there
are unactioned messages on the service.

Types of Notifications

= Schedule change — MUST be actioned within ADX
= Seat selection confirmation

= Meal selection confirmation

= Ticketing deadline change

= Special instructions

= Duplicate booking warning

= Air team change notification

= Ticketing deadline missed

= Cancelled booking
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Dashboard

& wvquores &BooKINGS

P AL B CRUISE AR # HOTEL # INSURANCE @ EXTERNAL

Agent Quote Name

Sarah Smith - Round Trip Fights: Los Angeles - Frankfurt-are...
at Canada Allnclusive Quote

aC One Way Fight: Toronta to Washington

af  SarahSmich Canads Albincusive Quote

Saran Smith  Azamara 14 NIGHT TASMANIA & NEW ZEALAND VOYAGE

aC  SarahSmith Azamara 14 NIGHT TASMANIA & NEW ZEALAND VOVAGE

aC  SarahSmith Allinclusive Quote

aC  SarahSmih Canada Allinclusive Quaie

No clients travefing in the next 10 days

There arn
are infor

USING ADX AS:

Depart
021218

09.16.18

0315.18

1217

1217

AD Ref. TGWFBE - Generic

Natice

Feb 0 2018

AD Ref, 7GWFBE - Generic

Notica

Feb 032018

AD Ref. 6NAQJS -

Notice

Feb 05 2012

AD Ref. EN4QS -

Natica

Feb 05 2018

Feb 02 2018

Generic

Generic

ADY Ref. 421D - G

Notice

Feb 02 2012

sarah smith

AD¥ Ref, 4ZLDSG -

Specia

e
VIEWALL
Fnd a
VISCUBNT ¥ IS TRAVELER
Services Lpdated
= 020018
+ 020518
= 13017
+* 1217
& 102517
& 10217
+e 10517
re  wam17

tired and infor

Trip

Services Page

ADX  Home  Partners  Clients Resources @  Bookings v Crusse ID. ADX Ref ¢ Invoice # Anna Kule] v

One Way Flight: Los Angeles to New York Sam Smith

Sunday, August 14, 2022 - Sunday, AUguSt 14, 2022 Advisor: Anna Kulej

ADX Ref. 6PSIXY | Archive| & Link Bookings [rans o |

Notifications 8 Create Notificat ar e Hidde
Service Date

® OneWay LAX - JFK Jun 20, 2022_keting has been completed for this air travel service.

® OneWay LAX - JFK Please review the message from the airfine regarding your air travel service. Review

® OneWay LAX - JFK Please review the message from the airiine regarding your air travel service.

Sent Emails

There are no emails to display.

@ | sUPPORT TICKETS Attach Ticket
Service Date Message
One-way Los Angeles to New York Jun 20,2022 ADX Autoticketed - No QC

Bon Voyage & Welcome Home Emalil Messages

CJ SEND BON VOYAGE AND WELCOME HOME EMAILS SEND TO THE FOLLOWING EMAIL ADDRESSES

(these are sent out on trip departure and return dates) [Enter 2 st of valid emals separsted by commas

>CTICY

le changes, all other

3 Air team will work directly with advisor via email. Unactioned scheduled changes are subject to air support fees when having to action on advisor behalf



Action Required

e Press notification OR VIEW button OR Review button

¢ Review schedule change in orange

Sarah Smith PNR : PMVCRA
Email: arah@smit T October 12,2016
Phone: 4165554545 OneWay YYZ - IAD

¢ Add comment to comment box

e Press REJECT or ACCEPT

Informational Only

e Review special instruction message

¢ If you need assistance contact Air Support team

City Pair1
UAB274 YYZ-IAD UAB274 YYZ-IAD
Flights November 13, 2016 02:30pm i
November 13, 2016 04:00pm Li]
Duration 01:30:00 01:30:00
Warnings
ACCEPT/REJECT
COMMENTS
73 3
x
Sarah Smith

Emaill

Phone: 4165554545

Seat Selection

Traveler: Sarah Smith No assignment 55] - Confirmed
Flight No: NZ 1
Traveler: Jack Jones No assignment 55K - Confirmed
Flight No: NZ 1

Please review the special instructions from the airline. If you need assistance please
contact the Air Support team for details.

e Press HIDE to close
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1.7.15. Air Support Actions

Air support can be accessed directly from the ADX reference Action section. Select from ASK AIR SUPPORT, CHANGE FLIGHT, CANCEL FLIGHT
and submit an email request to the air team. Using these buttons will send all relevant information to the air team including the record locator,
the traveler date and advisor info. It will also prioritize it based on the type of request and urgency related to travel date.

When pressing these buttons, a support ticket will generate to the internal air team to pick up during office hours*. Please do not submit
multiple support requests. If you have an inquiry regarding an already submitted ticket, refer to the MANAGE tab for your ticket number and

reach out to your branch manager for assistance.

ADXe Home Partners Clients Resources (& Bookings v

One Way Flight: Los Angeles to New York
Sunday, August 14, 2022 - Sunday, August 14, 2022

ADX Ref. 6P5iXY | Archive | & Link Bookings
3
o I I T I
Trip Name Dates
One Way Flight: Los Angeles to New York 08/14/2022 | O |
All Services

¥ One-way Los Angeles to New York # Rename
Aug 14, 2022 - Aug 14, 2022

Actlons: Change Flights - Cancel Flights = Ask Air Support - Open PNR View

0842022 | O

4 Please reference the Accessing Support section for information on after hours, 247 VIP and technical support

Anna Kulej ~

Sam Smith

Advisor: Anna Kulej
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1.7.15.1. CHANGE FLIGHT

Air support will assist in change requests to booked or ticketed air itineraries and does not include change requests for quoted items.
Request will be made by pressing the CHANGE FLIGHT button on the reference directly. Change requests include traveler updates,
flight updates and changes to booking class. On ticketed itineraries, the air team will notify advisor of any price changes before
confirming the change. All communication will be done via email.

Non-ticketed Flights

1 f you are looking to change your booking for entirely new fights, the Air Support
> 4 Team may atMse you to simply cancel this booking and rebook naw flights, you car
‘,/'/ als0 do thes yoursed! which will be faster. Do remember to cancel your current
P t g before boaking new flights as airlines may cancel any duplicate boakings
ADMe Home Partners Clients Resources @ bockngs v ’ vy Arve Kuley v for the same travelers
/ Other Changes
/
One Way Flight: Los Angeles to New York s Sam Smith Please specify what changes you requite 1o the booked fights. Your changes will be
Sunday, August 14, 2022 - Sunday, August 14, 2022 7 Advisor: Anna Kulej processed by the Alr Support Team. Once the process is complete, you will receive
5 > /
” > Al [ T i
. % > A message in your ADX Notice Board and your email mbox
¢ DEix y :
ADYX R, GPSXY | Archive| & ¥ X
,/' AEMARNKS
g
:”D m m m m ;:. sk
2z
/
Trip Name Datu//
7 t vl New _/,f.t, 147 O & )
e A
/
CC REQUEST TO T THIS REQUEST £3 URGENT
< /
Services o View by > CRANEE K Ing hgrts traming Wt the
/'/ - WA L e ] |
e e o, exchangetichet

+* &\ewtylosﬂn;r‘esluw-Vovi ’ BT

Aug 14, 2022 - Aug Y:L‘:;.‘.' Contsnue

Actions:
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1.7.15.2.  CANCEL FLLIGHT

Cancel requests are made directly through ADX on any booked or ticketed air itinerary. Cancel requests on booked services will auto
cancel without air team assistance. Cancel requests on ticketed itineraries will be submitted to the air team to review the request and
process the cancellation. Once the cancellation request is submitted, the itinerary will show a PENDING CANCEL status until the
request has been processed. Air team will communicate via email any airline fees due for cancellations.

CANCEL PNR x
- g
-~ Please add remarks for your réquest below for the changes 1o be pracessed. Once
, e the process is complete, you will see a message in your notifications list
.-"
by
I REMIARKS
A T ParTners Cliengs RSiling &5, = Bookings w 2 AL Ref F /'f i HLley
/
One Way Flight: Los Angeles to New York rd Sam Smith
Sunday, August 14, 2002 - Sunday, August 14, 2022 _,/ ACKAEO Anng Kide
A, Red. GRS | & Link / Ermm

%]

CC REQUEST TO THIS REQUIEST IS URGENT
T clicrt & Travelers m fstr gyt By i aitins
/ r's Email Addre Tammeeemes e e

Mgt clays O OENETWIEE CiYe BRNEENE B g

Trip Narma Dratet / famd Odry woid O @nec hanga bl
Firse Wi E " - =

Wy Flight: Los Angebes to New York / G AP0 e

All Services // View by: >

/ /
% One-way Las Angeles to New York /7 TN -
Aug 14, 2022 . husg 14, 2022 A
-
Actions:
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1.7.15.3.  ASK AIR SUPPORT

Have a question about a booked or ticketed air? Need to apply a credit to a booked itinerary? Pressing the ASK AIR SUPPORT button will allow
you to submit a question on an air option that is BOOKED or TICKETED. Air support team will not be able to see any QUOTED air options in ADX
and will not be able to assist in questions pertaining to anything quoted.

Please indicate what help you requare with this itmerary from Air Support Team
Thiey will be happy 1o investigate and will get back in towdh with you via emad or

tileping
REMARKS
A D Home Partrers Clisrits R e ouire 84 &  Bockingu w # I, Al Bl Pl T Adwr Kule] w
One Way Flight: Los Angeles to New York Sam Smith
Sunclany, August 14, 2022 - Sunday, August 14, 2022 Achvisor: Anna Kubej
ALY Biaf. GPSEMY | Archive | & Link Booking ==

&

¥ CC REQUEST TO (] THIS REQUEST IS LIRGENT
e m m — e L Crangrcarceing Tgnt ravelng wine e

sl 7 darys OF DONFeise Time Sensiine isug
Trip Mams Dates S clay von s or exchangeticuet

Cine Way Right: Los Angeles to New York a4z |0 panaE: | 0O Al dhetailsfmotes v
)
Al Serices Viewhy 0
W= Oneway Los Angeles to New York & W BT -

Aug 14, 2002 - Aug 14, 2032

Betlons: Change Flight ghes - Ask Air Support - Open PHRY
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