
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
Air Booking Guide 

 June 2022 

 



 
 

2 
 

Contents 
1. Air Booking Guide ........................................................................................................................................................................................................ 4 

1.1. SEARCH AND SELECT............................................................................................................................................................................................. 5 

1.1.1. Regular Search .............................................................................................................................................................................................. 6 

1.1.2. Direct Sell Search ........................................................................................................................................................................................ 15 

1.2. QUOTE AIR .......................................................................................................................................................................................................... 24 

1.3. AIR COMPARISONS ............................................................................................................................................................................................. 26 

1.3.1. Create Multiple Searches ........................................................................................................................................................................... 27 

1.3.2. Access the Air Comparison ......................................................................................................................................................................... 30 

1.3.3. Review the Air Comparison ........................................................................................................................................................................ 31 

1.4. BOOK AIR ............................................................................................................................................................................................................ 34 

1.5. TICKET AIR ........................................................................................................................................................................................................... 41 

1.6. SPLITTING CREDIT CARD PAYMENTS .................................................................................................................................................................. 47 

1.7. AIR MANAGEMENT ............................................................................................................................................................................................. 52 

1.7.1. Mixed Cabin Search .................................................................................................................................................................................... 53 

1.7.2. Restricted to class search ........................................................................................................................................................................... 54 

1.7.3. Saved Air Searches ...................................................................................................................................................................................... 55 

1.7.4. Filtering Basic Economy Fares .................................................................................................................................................................... 61 

1.7.5. Branded Fares ............................................................................................................................................................................................. 65 

1.7.6. Air Net Rates ............................................................................................................................................................................................... 68 

1.7.7. Filtering Search Results .............................................................................................................................................................................. 71 

1.7.8. Flexible Date Grid ....................................................................................................................................................................................... 77 

1.7.9. Accessing Seat Maps ................................................................................................................................................................................... 80 

1.7.10. PNR View .................................................................................................................................................................................................... 86 



 
 

3 
 

1.7.11. Adding and Reviewing Special Instructions ................................................................................................................................................ 90 

1.7.12. Adding and Reviewing Frequent Flyer Numbers ........................................................................................................................................ 94 

1.7.13. Locating Air Fare Rules ............................................................................................................................................................................... 99 

1.7.14. Airline Notifications .................................................................................................................................................................................. 106 

1.7.15. Air Support Actions ................................................................................................................................................................................... 109 

 

  



 
 

4 
 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
 

• All air itineraries are compared against our 200+ contracts to 

build you an intuitive list of options with commission 

• Search Sabre and Amadeus inventory 

• Net fares with mark-up opportunity available  

• Air team support is a single click away 

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

• Automatic invoicing for commission tracking 

• Split credit card option when multiple tickets are sold 
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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 

1.  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 

2.  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 

3.  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 

4.  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 

5.  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 

6.  Type airline/alliance name (optional) • Add up to 3 airlines and/or alliances to include or 

exclude in search results  
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7.  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 

8.  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 

9.  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 ADX default is to create mixed itineraries  

o If true 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 

$0 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 
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1.1.1.1. SELECT FLIGHT 

The Regular Search flow returns a list of outbound and return flight options for advisor to select from. You can narrow the results by 

applying filters, adjust dates via the flexible dates option and review the seat map on a given flight.  
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 Steps  Notes 

1.  Modify search as needed • Opens the search box with pre-populated criteria  

2.  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 

3.  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 

o Airline 

o Departure/Arrival 

o Duration  

o Stops  

o Advisories  

o Commission type /fare type 

o GDS type 

• Filters applied will display under filter heading 

• Press x to remove filter 

4.  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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5.  Review seat map • Seat map based on airline availability  

• Seat map is view only until the itinerary is 

BOOKED/TICKETED 

6.  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 

1.  Press AIR box •  

2.  Select DIRECT SELL service type  • Default will be SEARCH 

3.  Select type of itinerary  • Round trip, one way, multi city (open jaw with up to 6 

segments) 

4.  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 1st 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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14.  Select currency  • CAD advisors will see both USD and CAD option 

• USD advisors will see USD only option 

• BMD advisors will see BMD + 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 
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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 

1.  Click AIR button •   

2.  Select DIRECT SELL •  

3.  Click itinerary type •  

4.  Indicate number of travelers by maturity type •  

5.  Indicate departure date, From/To, Marketing Carrier and flight 

number 
• Required to check availability for a specific flight 

6.  Press CHECK AVAILIBITLY  • Will check on the flight specified 

• This can be done for each flight/segment on the 

itinerary 
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 Steps  Notes 

7.  Review Booking class row •   

8.  Review availability by class •  

9.  Press ADD to add class •  
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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.   
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 Steps  Notes 

1.  Search and select your air option •  

2.  Click FARE RULES as needed  • Review fare rules before continuing with the air option 

3.  Click SHOW PRICE AND LUGGAGE SECTION as needed • Provided by airlines 

4.  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 2nd, 3rd, and 4th 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 

1.  Press the + button •  

2.  Press the +  • Opens search box already pre-populated 

• Can be done with regular search or direct sell 

3.  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.  

 

 

 

 

 

 

 

 

 

 

 

 

 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.  
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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.  
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 Steps  Notes 

1.  Confirm availability – if pressing BOOK from Quote • If pricing and availability are the same a green bar will 

appear 

• If pricing has changed an orange bar will appear 

• If availability has changed a red bar will appear  

• Pressing quote will return to the trip services page 

2.  Press book •  
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 Steps  Notes 

3.  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 

4.  Assign travelers • Pull in existing companion profiles OR add new traveler 

details   

5.  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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 Steps  Notes 

6.  Verify the traveler information  • Traveler names must match travel documents at time 

of booking to avoid fees 

7.  Check the VERIFIED button • MUST be checked for all travelers 

• Traveler information changes after booking may result 

in airline and air support team fees 

8.  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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 Steps  Notes 

9.  Confirm BOOKED status on Trip Page • When booking is confirmed the trip services page will 

reflect BOOKED on the service level 

• 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.   
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 Steps  Notes 

1.  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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 Steps  Notes 

2.  Select services to process payment • Check services to process payment 

• Uncheck services to remove from payment process 

3.  Add services fee – as required • Add planning fees 

• Add 24/7 VIP support  

4.  Select insurance offering • Shows in Terms and Condition of client itinerary 

5.  Add credit card information • ADX does NOT pull in or store credit card information 

• Enter CC information including billing address  

6.  Read T&C’s and check box • You cannot continue to ticketing without checking the 

box 

7.  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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 Steps  Notes 

8.  Verify TICKETED status  • On Trip Services page TRIP tab 

• Itinerary status will reflect ALL services  

9.  Press V to expand details •  

10.  Verify airline references  • 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.  

 

 

 

 Steps  Notes 

1.  Press SPLIT PAYMENT button • On payment page ONLY when air has multiple tickets  
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 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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 Steps  Notes 

3.  Press Credit Card 2 tab •  

4.  Check box to associated ticket to card • All tickets must be associated with a card before 

payment can be processed 

• Repeat process as needed 
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 Steps  Notes 

5.  Select insurance 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.  Read and 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.  

• Mixed air search 

• Restricted to class search 

• Saved air searches 

• Filtering basic economy fares 

• Branded fare types 

• Air Net rates 

• Filtering search results 

• Flexible date grid 

• Accessing seat maps 

• PNR View 

• Adding and reviewing special instructions 

• Adding and reviewing frequent flyers 

• Locating air fare rules 

• Airline notifications 

• Air Support actions 
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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.  
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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.  
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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.  
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1.7.3.1.  CREATING SAVED SEARCHES  

 

  

 Steps  Notes 

1.  Enter air search criteria  •  

2.  Press SAVE FOR LATER button •  
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 Steps  Notes 

3.  Enter name for search  • Will appear in list of existing saved searches  

4.  Press SAVE •  
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 Steps  Notes 

5.  Review saved search in list  •  
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1.7.3.2.  ACCESSING SAVED SEARCHES  

 

  

 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 •  



 
 

60 
 

 

  

 Steps  Notes 

4.  Click tab   • Select Saved or Previous search tab 

5.  Press SEARCH • 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 a filter 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.  

  



 
 

62 
 

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.  

 

 

 

  

 Steps  Notes 

1.  Open advisor profile   • V next to name 

• Select MY PROFILE 

2.  Click SET PREFERENCES tab •  

3.  Click v on Air Search Filter and select filter type • No filter applied – Basic will show in results 

• Hide Basic Economy – No basic will show in results 



 
 

63 
 

1.7.4.2. AIR SEARCH FILTER 

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

 

 

 

  

 Steps  Notes 

1.  Press AIR button on dashboard   • Open the air search widget 

2.  Enter search criteria  •  

3.  Click v on FILTER and select option • No filter applied – Basic will show in results 

• Hide Basic Economy – No basic will show in results 

4.  Press SEARCH • 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.  

 

  

 Steps  Notes 

1.  Run air search    • Filter available on results page 

2.  Press v on ADVISORY column  •  

3.  Check/uncheck Basic Economy checkbox • Results will update 
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1.7.5. Branded Fares 
Branded fares1 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.  

  

 
1 Branded fares ONLY available on Sabre itineraries 
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 Steps  Notes 

1.  Search and select flights  •  

2.  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 

3.  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.  
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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.  
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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.   
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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.  
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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.  
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 Steps  Notes 

 Price   • 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 

results  

• Check/uncheck airlines to apply filter 

 

 

 Departure/Arrive • Press SORT BY button to show earliest to latest  

• Apply sliders to narrow the time windows 

 

 From/To • Review airports 

 

 

 

 Duration • Press SORT BY button to sort by duration of trip 

• Apply sliders to narrow the duration window 

 

 Stops  • Press SORT BY button to sort by number of stops 

• Check/uncheck stop count to apply filter 
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 Advisory • Check/uncheck advisories 

o Short connection 

o Airport changes 

o Terminal changes 

o Basic economy fares 

o Carrier not ticketable in ADX 

o Long Connection 

o Overnight Connection 

 Est. Comm* • Sort by or filter on type of contract you want to book  

o Show all 

o Show only commissionable flights 

o Show net rates only 

o Show private fares only 

 GDS • Filter on Sabre and Amadeus  

• 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. 
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 Steps  Notes 

1.  Create and run air search  •  

2.  Press SELECT FLEXIBLE DATES button • A grid will open showing a price grid  

•  Only available on regular search  

3.  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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 Steps  Notes 

4.  Review the new dates  •  

5.  Press OK to adjust the search to new dates • Search results page will refresh with new date range 

• Press CANCEL to close and keep original dates  
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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.  
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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.   
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 Steps  Notes 

1.  Run air search   •  

2.  Press v on flight details • Next to ADD button 

• This will expand the details  

3.  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.  

 

  

 Steps  Notes 

1.  Open ADX reference   •  

2.  Press TRIP tab • Defaulted tab 

3.  Press SEAT PLAN • Located in ACTION section 

• Service MUST be in BOOKED or TICKETED status to 

select seats 
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 Steps  Notes 

4.  Click seat   • Icon will appear on seat selected 

• Repeat for all travelers and segments 

5.  Press SAVE SEAT SELECTION • Overlay will close 
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 Steps  Notes 

6.  Press v on Trip Tab   • Expand the service details 

7.  Verify seat selection •  
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1.7.10. PNR View  
The PNR View (Sabre emulator)2 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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
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.   

  

 Steps  Notes 

1.  Open ADX reference   •  

2.  Click TRIP tab • Defaulted tab 

3.  Click OPEN PNR VIEW button • Located under Actions section  
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 Steps  Notes 

4.  Enter Sabre commands to review and change PNR   •  
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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.  
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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.  
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 Steps  Notes 

1.  Open ADX reference   • Booked or ticketed air services can request special 

instructions 

2.  Click CLIENT AND TRAVELERS • Second tab 

3.  Click SHOW DETAILS • Each traveler attached to the record will have a details 

section where you can add special instructions 
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 Steps  Notes 

4.  Click ADD/VIEW Special Instructions   • Located at the bottom of each traveler section 
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 Steps  Notes 

5.  Click V on request type   • Select type from list 

6.  Click v on airline • 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  • 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.  
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 Steps  Notes 

1.  Open ADX reference   • Booked or ticketed air services can request special 

instructions 

2.  Click CLIENT AND TRAVELERS • Second tab 

3.  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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 Steps  Notes 

4.  Click ADD Airline Loyalty Program • Located at the bottom of each traveler section 
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 Steps  Notes 

5.  Type in name of loyalty program • Type ahead will show airline name as you type 

6.  Type in loyalty number •  

7.  Press Add Airline Loyalty Program – as needed • Add multiple frequent flyers as needed 

8.  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.  
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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.  
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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.  
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 Steps  Notes 

1.  Open ADX reference • Quoted, booked, ticketed status  

2.  Click TRIP tab • Defaulted tab 

3.  Click Fare Rules to open fare rules • In Action section of air service 
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 Steps  Notes 

4.  Click the segment •  

5.  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.  

 

 

  

 Steps  Notes 

1.  Open the ADX reference •  

2.  Click SEND ITINERARY  • Located at the bottom of the page 
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 Steps  Notes 

3.  Scroll to air section of the itinerary •  

4.  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  



 
 

 

Dashboard                                                                                        Trip Services Page 

              

 

 

 

 

 

 

 

 

There are two types of airline notifications:  action required and informational. Notifications that require action are schedule changes, all other 

are informational3.  

 
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 
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 Action Required 

• Press notification OR VIEW button OR Review button  

 

 

• Review schedule change in orange 

 

 

• Add comment to comment box 

 

 

• Press REJECT or ACCEPT  
 

 

 

 Informational Only 

 

• Review special instruction message 

 

• If you need assistance contact Air Support team 

 

 

 

 

• 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 hours4. 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.  

 

  

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

 


