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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. 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



1.3.1. 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 Pamnaary lmrs Fatauries [c

Unselect the “same for all
city pairs” checkbox

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




1.3.2. 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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1.3.3. 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

SMITH LHR AIR

LHR-LAX Oct 15 2022 A Search 1]

A | Max 1 Stop | RoundTrip




1.3.3.1.

Creating Saved Searches

Bound-crip

Steps

Notes

Enter air search criteria

Press SAVE FOR LATER button
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1.3.3.2. Accessing Saved Searches

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

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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1.3.4. 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 adefault 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.

Basic Economy Fare - please see airline website to review extreme

restrictions associated with this fare before booking.

13



1.3.4.1. 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 @  Bookings v Cruise X Red, Ph ea QL AnnaKulej v
®
3 i
. Communication Access
Profile Sharing
Set Preferences
Alr Search Inventory (GDS) Preference -
Commission Display [+]] -
Files to show upon login ("Using ADX As® fiekd) Ming Only -
Default Client Pay selection [when availabile) on -
Default Currency (1:44] w
Client Itinerary Canceled Services Visibility Show by Default -
3., —————ir search Flltars Mo Fiter Applied =
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




1.3.4.2. Air Search Filter

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

ADXe Partners

Clients

g " &
1. ITINERARY i CRUISE INVOICE TOOL
BUILDER

2.

3. LTER € "
7= || 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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1.3.4.3. Search Results Filter
Filter our Basic Economy fares on the results page by applying a filter to the advisory column.

skl ADELTA  sledde JoiBRe
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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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1.3.5. 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.
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- E v b L o
Lendon (LHR] 10 Les Angeles (LAX] - a0 Now 15 LIPWTNRRNNEE
A Mgt e e 1R - "
— w L " w

. ——
Bappage Hinspecn: * Paca Pamenge A MIE DAY FLIGH

Eperaned By dd

U A2 082 5T [ EEFEE G UL 430917
USD 523917

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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1.3.6. 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 Clients Rosources o

New York (JFK) London (LMR

USD $2.008.10 OE2Spm V1 SSom - ¥ et Bate

Type of contract shown
under Est. Comm column
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1.3.7. 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 - Q Anna Kulej
Flight Search Results
TRAVELERS CURRENCY
O Moy S
y Pair Nov1 Los Angeles (LAX) to London (LHR) CoNomy Current
ty Pair at Nov London (LHR) to Los Angeles (LAX) Econormy Route Via Not Selectad
Choose City Pair 1
x
Airline Price Grid —————— [ ‘
w2 s, 1BERIA g sncavae®  uniTeoBl  ADELTA ——— - - <
NOY r
+5TOP "
TOPS
Filters Applied ——————] Fiters
Mice ' POSSONTEr In fing taxe d fees Results 1 {4 n ~
He.din‘ Filteu l PRICE v AIRLINE + DEFART « ARRIVE v MOWM/TO DURATION v STOPS ADA DRY « EST. COMM® « 0% v o I
USD $2,08237  AA 0340pm  09:55am  LAX. LHR % 15 18% < m %
o
USD $2.08237  Aa 0L50pm  1135am  LAX. LHR " L T m .
o
USD $2,082.37 06:00pm  1225pm  LAX. LHR 25m 1w € m v
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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 ot PN vosce s QU Anna Kule)

Choose City Pair 1

v
»
i 2 weansnn’y  IBERIA g ancavson®  uniTeo @ ADELTA wornaarsd® Vuirias <
Click on ﬁ't.fto NONSTOP P -
app'v 13100 03174337 . = = <
: ors
Filters
Filters Applied Nonstep X
Price is per passenger including raxes ond fees Results: 1 -100f 64 - 10 -
PRICE v ARUINEY DEPART~ ARRWVEw TROM/TO v DURATION v STOPS v  ADVISORY « EST. COMM* v  GDS v (4]
USD$2,08237 M 0340pm  09:S5am LAY Li 10h 15m 18% 13 m v
.t n @
USD 5208237 MM O4S0pm  11:35am (AKX LIF 100 45m 1% £ m v
: S
USD S208237 A4 06:00pm  1225pm  LAX.LH 10h 25m - 18% < m v
*Sant @
USD $2,08237 A4 07:35pm  0220pm  LAX. LH# 10n 45m 18% e m v
¢ Sl
Filter applied to USD$208237 A 08S0pm  OX10pm LAY LI 105 20m w & -
results : : VA
USDS211037 A 0240pm  0%SSam LAY L6 10h 15m 1% I3 m >
A ) . lonh @
USD$2,11037 18 0450pm  11:385am  LAX. L5 10h 45m = w € m v
. e
USD$2 11037  RA O4S0nm  11:3%am | AX. (3 100 4%m 18% e BN _
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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 @®  Bookings - jtse 1D, ADX Ref. PNR or ivoice 8 Q. Anna Kulej
Choose City Pair 1
x
ALL B &H NERICAD UNITED DELTA Al el ANUS AR
FLIGHTS RLINE BERLA AR CANADA ALRLINE Ll TLANTH ATRLINE
U — Amaraan dotwen Ny ‘8‘“", AN CANADA @ unmiteo @ ADELTA g arel® Mstrian <
NONSTOP 03211037 USD $2.082.37 s 7 7 17 Y USD$2237.07
15TO0P
>
2 5TOPS
Filters Applied B
Click x to remove NoTSop X Arrive: 10am Nov 14 - 05pm Nov 14 %
Clear ALL filters
Price is per passenger including taxes ond fees Results: 1 - 10 of 56 n 10 v
PRICE v AIRUNEv DEPARTv ARRIVEw FROM/TO v DURATIONv STOPSv  ADVISORY v EST. COMM* v GDS+ (4]
USDS208237 AA  O4SOpm  11:35am  LAX- LHR 10h 45m : ' £ m v
JAIK CARIN Newv 13 Nere 14 Live Search @
USD $2,082.37  AA 06:00pm  12:25pm  LAX-LHR 10h 25m - 18% e m v
A ’ Neve 14 Live Search @
USD $2,08237  AA 07:3%5pm  02:20pm  LAX- LHR 10h 45m - 18% £ m v
MAIN CATIP ! : Live Search @
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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 « ¢ 0. ADK Ref, PNR, or invoice & Q)L Anna Kuly ~

Choose City Pair 1

F & [ C W
]
ALL i 5H ERICAR LIMITED
FLIGHTS ERLA RLIME i ) WRLIN
e —— i darien by, IHEF"A’ B AN A UNI'I'ID-“ ADELTA A —_ MBI g £
NONSTOP S0 %2 110,37 . SO &2 11037 B o &2 60T T — . T —
1 5TOP >
2 STOPS
Filters
NDH'HDP !n: Arrive: 10am Nov 14 - ﬂipm Mowv 14 x ﬂch.‘al' Filters
Price is per passenger including taxes ond fees Results: 1 - 10 of 56 n M w
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 -
MAIM CABIN dow 13 4 Live Search i@
USD $2,082.37  AA 06:00pm  12:25pm  LAX- LHR 10h 25m ~ 18% I3 m "
MAIN CARIN . Live Search @
UsD 52.082.37 Ad 07:35pm 0220pm  LAX-LHR 10h 45m - 18% & m v
. N X 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 © Bookings ¢ Q

Flight Search Results

& Modify Search
) X P in Nov 1 Los Angeles (LAX) to Vancouver (YVR) Ecor R & Via — &N
Sat Nov 19 Vancouver (YVR) 1o Los Angeles (LAX) Economy R Cle
Choose C Ly Pair 1
2. A
EPARTURE
Thu 10Noy  Fri 11 Now Wt idNov  Suni13Nov  Mon 14 Nov Tue 15 Nov Wed 16N
116N
The 17
8. ¥ | Yov
$540.17 Sat 19 Nov
U
21 N
Tue
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

30



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

LAX - JFK O SHOW ACCESSIBILITY SEATS ~
MAIN DECK
A B C D E F
(& - Regular seat & - Preferred seat || - Chargeable seat #h- Dizability seat
Awvailable for Reserved for loyakty Additional payment Reserved for
selection card holder reguined : disabled travelers

I':.L - Occupied seat

Mot available
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1.7.9.1.

availability.

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
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Fhght Search Results
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MY ARLEET T | g T

aeriet 29
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s 0
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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.

Al Partrary Chents Besources L]
One Way Flight: Los Angeles to Mew York Sam Smith
vy, Auigust 14, 2033 - Semday. August 14, 2033 Aehiniot.
1. A B, Gy # ==
2 - T e T
Trip hame Daves
P Ofd-way Lod ARgebid 18 New York [ s R
Actice
3.
Aitigmy
* Estimated Quote @ S 81 00 I Chant Decumenis:
Perentad Commnsion S0 57100 nance offered and dedies
Add ADK Sarvice - Add non-ADK Servics = Sand minerary
v —
°=| || Steps & || 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.

n

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 Bonkings v - AL Red PME - D‘ Anms Nude] v
One Way Flight: Los Angeles to New York Sam Smith
Sundiy, August 14, 3032 - Sunday, August 14, 2023 Advigor: Anna Hulej
1. ————— ADX Ref. 8PS0 | Archive | &P Link Book e ama |
Trip Mama Datos
One Wiy FIght: Los Angeles 1o New vork cENe2022 |0 pan4azozz |0 A 1 bes
Al Services Wiew by: =
B One-way Los Angeles to New York & m L

AR 14 2027 - Aug 14, 2022

Actions: arge Flig &l Plig Ak A, i ar1 PRE Ve eal Pla Bare Hile
3.
Agtiong:
* Estimated Quote i@ IS0 81,00 Client Documents:
Poreniial Comirksio USD £21.00 msurance ofered and declned

= || 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.

Wiowr i olial e Sriglay

lethcn [Dicm

B Sabie PHA View - PFWQGGL dir Bovaability  hin ik
a

R ]

ﬂ P A v g e dabve Corwlend Window Cormrrating rhanges (o the PA il voes the "Tiete bemc Gl enter tha T .
ke prove, | AL Bk . Whew 40 Tap

PRI ES PURE R TS
3 oAA 59 GAMA L LACIR RED  deE SN RS DGk RO T
3 OTH AR BEIYE W BKL GARSEEDS PR TR 83-38
T R LT

BT

g 00 Botinem of 0 ilaike gy

" Diespilay PRIE Ehpmants
L
L3 -7 et e L e . e .t o ]
£ Swasbeaidas-n .
B R AT TEERTE RO B B AL Driphiy PRE sty A - 1Adee PRE 1 - Eisey

OIS meRiE - i

IS
amarL.
Sumri mmom

BETE 19w, BN SETY e, e
DR DAY, LA S
[ET
FELCE QY RIOBED ENIIRE - BYENES
ERTUEETY [NPD IEDETE 'PED DN CRED N0 BEDMLAY
. R
LR LR e L B

00 DTN AN ML =
sy
1y s
LASm cEMT R0 LET O MIPRORTIE COMMAN

= WACH 90 Yk SEEVICE
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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.

ADX Home Partmers Chents Resoutces © o v

One Way Flight: Los Angeles to New York Sam Smith

Sanday Aapst 18 M2 - Suniag. August 1382002 ASVSOr AV e
1. ————————ADC Rt SNV s [ e |

CLANT AND TRAVELIRS IO

§TRAVILNG

ore $ANads

. t a-r .t
3. L : e
. (TN ] -
ASS ADX Service + Add NOn-ADX Service ~ Send Rinwrary

42



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.

ADXe “Home Partoers Chents Resources L e ——

One Way Flight: Los Angeles to New York Sam Smith

day August 14 20 by, August 13

b B ———, o e

t /] '
3 Q - -
‘ “w | -
A3 ADX Jervice © Al Nan-ADX Jervice 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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hde Dt
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= v e men
CinbEn BATE 04 STH WATIORAL(TY
“arly HD Y My v 1w v Ursted SLte v W vt AL TN
PAMFIEI BLMMN SRR NN
fmanan
ARG LOuN IRy AN T RAVELLE UL
Ueied States -
AAmEY LA

I v v xn v

B Oneway Las Rageles ts New Yark
COMTACT LMAR ADSM N CONIALT PHOBI NumMe
M el prmadent 254043598

Mg CRerE ot VAT IS — TS B e ke et ey

R WAL PN
Al - g
s. LOALTY AL LoV TY
a 11
6.
7 & s Grtne Lageiy Pragrer |
S A it

& A0 e Loetial Irstrugemes

. Vs Sarah Smith | Companian ( M7 1670 |

Chawd PEA Renpoerieety

thde Dwtaes

Thom Delad
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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 Support Team for full
terms and whether any current travel advisories may impact the changes.

Adult
LAX - JFK = RULE APPLICATION AND OTHER
CONDITIONS
JFK-LAX > SEASOMALITY
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

CHILDREN DISCOUNTS

ALL OTHER DISCOUNTS

GROUPS

DEPOSITS

MEGOTIATED FARES

DAY/TIME

ADVANCE
RESERVATIONS/TICKETING

STOPOVERS

BLACKOUT DATES

TRAVEL RESTRICTIOMNS

HIF/MILEAGE EXCEPTIONS

TOUR CONDUCTOR DISCOUNTS

MISCELLANEOUS PROVISIONS

TOURS

VOLUNTARY CHANGES

INTERNATIOMAL
COMNSTRUCTION
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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.

o .

Ty P 123 Angeies (LAX) 15 London L)

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
Own 7
o ICOROMY SAETRLY MEFUAG s
W FO00 N e (T B e
Dagpuge siaeaie | be et ey

O Lagvow = Dmnv 40 Brw
<Ly Canaarmm

u..y.o. Burwrne (01 Lamaon L1

Mnien Beeng MM
Cove Type Bravewy
S ¢
Borw DCROMN PAFTALLY WP LADARE
Mee Do
Bagpeags Siivmarnn | Pe e tanieege
Atornate Fares
LA - DEN FOONOM CEOMOMY MATALLY
SOIACASLL
DR « (M3 e EEOMOMY PASTWALY
"AACAR S
JED 5844 32
"
—— USD 1296130
[T ~ >

Your Selected Fare

TRaveliim COET MR P asbiwnil C1UDed ANt & F120
1| passerge Adut
Total cont far § passengers

Floaca De Jware B3 SO00T e 0ot G BOmIRa. AL 1 N eI e
104 3wy pr R DUIOGE TNIT 00O SRy LA IMEEL wID (ega0 10 rOng Iepied M

ARermne ot g ey o ity

SRR COUMMDGN

T— I+ 0 300

Totet Darstbom TH €T

Copwt Vs sug 102 Thew
T 7

AT e Ay S B30
Teowow 3

Ovrgmes v 0w

Capor Vo dug 14 0 28 g
Yoo ¥

Arve Tow bug 0 01 12 D0pe
Teveerer

Corrwews be Z3e

e -

on

W rARE RULES & RESTRICTIONS

THhate rues can be wied for refarence. T any details or Sghts e maung sleise confirm with the Ar Supoort

Team, i you need 0 prowde change of refund Dena®,

220 your chent, please Contrm with the Ar Suppornt

Toarm for Al termy and whettar any CLrr 622 ¥ ave! SOVONES Nay TEAC] 1P charges

LAX - LNR Aduft Patw Rules
LA L »
ATEUROABRE G S0t
WALIOA TG CARBEN - A

AL AP ICATIOM AAD DTV L oDl
Lnmtwhomne FUMMY apel N
W AA 1Y MEZ I TN
L O (LSERRR TR N
Asani v ALCOWP AN TRty
Eada LAY e

A4 TT TR T ORI G ONTT
TENIT IMOOeSIMLNTE AL DTIAN DACOUNTT
Awim Ly Eadd

LARE W N Y INPOETY

TIET AT (LMY RS feart
FIOLUNTARY RS U

WULL APPUCATION AND OTHER CONDITIONS

BOTE - THE POLLOWING TEXT 13 INPORIARTIONAL AVE BTT
#ALDATED & OICAG
RN AN M1 AOUDTTES TIRUITeY fatt) MROar ante |

Fangy ammyy
TBON ATGA
O ARAA LakEs

PO TENVT N TR
AT

LN RN

RN IR A )

WP ALl T TITONT
TN COMTUOYDE BHCOUNTT
LARA AN PRITe I

LAY Oy
A (PUMAL (LT R e
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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.

ADX Home Partners Chents Resources © Socling v ADX " ’ M Nideg v
One Way Flight: Los Angeles to New York Sam Smith
Surday. August 14, 2022 - Sunday, August 14, X022 Adasor: Arna Kufey
1. e ADX Rl GPSIXY [Arctuve | & Lok Booking [ i wina |
Top Name Dates
e Yoy Fhptt Loa Angeles to New York wivxe o a2 1N ALY e a -
Al Services Vawby o >
W Ome-way Los Angeles to New York  / 1eo BT
Aag 14 2022 - Aug 14,2002
Actions:
3.
Actions:

Bairated Quoce @ USD $81.00
Fexentiol Comemvson WD 831 00

Chent Documents:

Inugrandce offe<o0 and decinad

Updote

Add Insur ance

Add ADX Service ~ Adkd nan-ADX Service « Send Itinerary



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.
ADX Home Partners Clients Resources © Bockings v
One Way Flight: Los Angeles to New York Sam Smith
Sunday, August 14, 2022 - Sunday, August 14, 2022 Advsor: Avna Kubej
1. ————— ADXRef. 695 | & Lk ==
Trip Name Dates
All Service Viewr by =
» One-way Los Angeles to New York T
Aug 14, 2022 - Aug 14, 2022
Actions:
Actions
B Client Documents
nsurance offered and dechned
Update
2.
Send tinerary
7= || 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

Press notification OR VIEW button OR Review button

Review schedule change in orange

Sarah Smith
Email: 1
Phone: 4165554545

Add comment to comment box

Press REJECT or ACCEPT

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
L] [

Informational Only

Review special instruction message

If you need assistance contact Air Support team

Press HIDE to close

Sarah Smith PNR : PMVCRA

Phone: 416555454¢ OneWay YYZ - IAL

Seat Selection
Traveler: Sarah Smitt No assignment
Flight No: NZ 1

Traveler: Jack jones No assignment 55K
Flight No: NZ 1

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

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.
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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  Cruise ID, ADX Ref, PNR, or Invoice # Anna Kulej ~
One Way Flight: Los Angeles to New York Sam Smith
Sunday, August 14, 2022 - Sunday, August 14, 2022 Advisor: Anna Kulej
ADX Ref. 6P5iXY | Archive | & Link Bookings TRAVEL-READY
3
Trip Client & Travelers m m Manage # Refresh Quote
Trip Name Dates
One Way Flight: Los Angeles to New York 08/14/2022 | O 08/14/2022 | O Add details/notes v
All Services View by: >
¥= One-way Los Angeles to New York & Rename W

Aug 14, 2022 - Aug 14, 2022

Actlons: Change Flights « Cancel Flights « Ask Air Support - Open PMR View = Seat Plan - Fare Rules

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



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.

'am
x.'_

P £ Non-ticketed Flights
- 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
~ Ao thes yoursel! which will be faster. Do remember to cancel your current
P booking before bo QkINg New ﬁ.q‘,v\ a5 arlines may cancel any dupiicate boakir a3
ADX Home Partners Clients Resources @ Bockings v ’ vy A Nuke) v for the same travelers
o Other Changes
/
One Way Flight: Los Angeles to New York oA 3 Sam Smith Please specify what changes you requite 1o the booked flights. Your changes will be
Sunday, August 14, 2022 - Sunday, August 14, 2022 s Advisor: Anna Kulej processed by the Air Support Team. Once the process is complete, you will receive
- oo A message in your ADX Notice Board and your email mbox

ADX Ref. GPSXY | & //' m

,1_" AEMARKS
~
:”D M.'m m m :: sicks
2
/
Trip Name D“V
e Way Flight: Los Angeles 1o New Yock /,t'.'i;u" 2 103 w02 | O pImOTEs v
e A
7
P CC NEQUEST TO T} THIS REQUEST 13 URGENT
. 4
Al Services o View by > Crangn@eanceling fignts traving wen the
//' Wit 7 dayy O o erwie L setisive (= g
.’/l - o exchangetchet
W Onewsy Los Angeles to Nef York 7 [ ww
/
Aug 14, 2022 - Aug 142022 Continue

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
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/
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

%]

/ £ REGUEST TO THIS REQUIEST 5 URGENT

Trip Aefre

F Client & Travelers m Marygirgtarscell g gt Irinss kg withan the
/ g - d T § cla OF SENERWEE CYTR GRS R

Trip Mara Dated / fami iy wOISE OF deechanga/taked)
Bt Wave Bk ; i Meemay Foark - a

Wiy Flight: Los Angele /v R A0 2 8BSV

All Servioes // wiew by >
/'/ =
% One-way Las Angeles to New York /7 TN -
Aug 14, 2022 - dusg 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
REMARES
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
Sunclay, August 14, 2022 - Sunday, August 14, 2022 Achaser Anna Kulej
ADX Ref. BPSOCY | Archies | P Link B m
¥ CC REQUEST TO
Recipeent's Email
Trip Mams Dates
Cine Way Right: Los Angeles to New York a4z |0 panaE: | 0O pilsfrates v
Al Serices Viewhy 0
W= Oneway Los Angeles to New Yark & wme BT -

Aug 14, 2002 - Aug 14, 2032

Betlons: Change Flight ghes - Ask Air Support - Open PHRY
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Crangrrcanceiing faghis rivelng within e
s ] days OF CONratse Te Sensiiive (9.5

S clay woid or anchangasticest
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