Hotel Booking Guide

July 2022



Contents

1.

HOTEL BOOKING GUIDE.............coiiiiiieiteteeite et et et et sh e sa e s at e e bt e bt e bt e bt e s bt e sheesae e eat e e b e e ab e e ea e e saeesas e e abeeabeea bt ea b e e abeeeheeea e e eab e et e e nbeesabesanesabeeabeenbeenbeennees 3
1.1, SEARCH AND SELECT .. uititteitieiteeette ettt et e st e st e st e st e e bt e b e e sb e e sheesateeateeab e e bt e s b e e sae e eaeeeat e e a b e e ab e e sheesat e s abeeaseea b e e b e e abeeeh e e eaeeea b e e bt e nbeesabesabeeabeenbeenneennees 4
O B 4T | LY =T 1o o [T TP O PP PRSPPI 5
O =1 =T ot o o o 1T o Y PP 7
IO T [ Tol Y 1 £ T O T T T TSP PP TOTOROPRP 9
1.2 QUOTE HOTEL. uetiitiiiteiie ettt ettt ettt b et s a e st e e e bt e b e s bt e s aeesae e e ab e e e b e ea b e e bt e eh et Sa e e e et e eae e e b e e eheeshe e e as e e abeea bt ea b e e beeemeeemeeembeenteenbeesheesanesanenane 11
1.3, HOTEL COMPARISON......ceiuttitteitteitteette et et et et e st e e s ute st e eate e b e e bt esbeesaeesaseemeeea st eabe e beesaeesa et e ae e e e e e b e e aheeehe e e asesabeeabeea bt e beeabeesmeeemseenbeenbeenheesanesanenane 13
1.3.1. o o1 nY A oo o 1 Ly S PSR 14
1.3.2. RAEE SNOILIST ...ttt e r e st e ettt e st e e e bt e e s ab e e s bt e e sabeesabeeeabeeesabeeeasbeeaabeesabeeesabeesabeeeaseeesabeeesabeesabeesaneeesabeeeanes 19
1.3.3. YA Yool T d Y=l o (o =Y M@oY o o I Y Yo o (U UUPRUURPRt 22
1.3.4. A VYA o g =l o o) <l M@oY a Y o T Ty o Yo TSR 23
LLA.  BOOK HOTEL..ecutteiteeiuteite et et et ste st te et ettt e bt e s bt e s bt e eateeateeabe e bt eabeesaeesateeabeeabeea s e e beeeaeeoae e e aseeae e e b e e b e e ehee e as e e ateea bt ea b e e beeemeeemeeembeenbeenbeesheesatesanenane 27
LS. HOTEL PAYMENT ..ot et e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeaaaaaaaaaaeaaaaaaaaaaaaaaaaeaaeeeeeeeeseeeeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeeeeeeeeeneeeeens 32
1.6 HOTEL MANAGEMENT .ottt ettt sttt et et e b e s b e s ae e s et e st e st e bt e bt e sb et sae e e ae e et e e bt e s b e e e s e e s ae e s st e st e b e e neeameesmeesaneeate e beesreesanesanesane 36
1.6.1. SAVEA HOTEI SEAICI ...ttt ettt e bt e s bt e s bt e saeeeate et e e eb e e eheesate s ateeab e e be e b e e ab e e eaeeeaeeembeebeesbeesaeesabeeabeebeenseenneas 37
1.6.2. Y T LT o] [T 2T Yo o o U RRR 43
1.6.3. HOLEI RESUIES VIBWS ...ttt ettt h e bt sat e st st e bt e bt e bt e e b e e she e e a e e eat e et e e bt e eh e e eaeeeabeeabeea b e e b e e beeeaeesaeeeaseeabeenbeesheesaeesarenane 46
1.6.4. e LY T o =Y T Yol T 2 (= U RSP 48
1.6.5. (oY LTl 2 T @ o1 4] o TSRS 50
1.6.6. Y Yo LV o T ol o Lo ) (<] W Mo N V7 | LAV o oY= - s o U RURRRU PRt 52
1.6.7. Y T Yo 11 AV = [o] o <] DSOS 56
1.6.8. L6 ol I o) = IO PP PR PP VRUPPTOP 59
1.6.9. Fi¥o o Il a T oT=To = I [ 1y 4 8 ot 4o o LU UPRUPRPRt 62
70 (O O Yo [T = o Tl W @oT ol =Y o o T gl 1 A Y= =Y VPR 65



1. HOTEL BOOKING GUIDE

Search over 300,000 properties with a single tool that shows you exclusive offers and amenities. Book into partner properties
and rates to unlock extra exclusives, pricing, as well as gain access into standard Sabre hotel rates without having to have Sabre
access. Sell Hotel EDGE rates and increase your revenue by adding a markup amount to the rate. Build comparison options for
your clients with up to four (4) different properties or different rates. Manage all your hotel bookings in one platform.

* Search over 300,000 properties with a single tool that shows
your advisor exclusive offers and amenities to you and your
client

* List and map views of search results

* Build a compare email to quote a client with up to 4
properties in a single click

* Easytoread, professional itineraries and invoices

e Add markup opportunities to EDGE rates

* Auto invoiced for finance commission tracking




1.1.SEARCH AND SELECT

ADX users will have access to Preferred, Sabre and EDGE hotels when searching for hotel. The search format is simple and quick and allows you
to search based on property or destination. You will easily be able to distinguish preferred and EDGE properties and check availability of these

rates.
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1.1.Create search
The search allows you to search either by destination (address, airport, point of interest) or by specific property.
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Steps

Notes

Press HOTEL box

Button will turn green
Will open search widget below

Click search by either Destination or Property

Destination — address, landmark, airport, city,
hotel chain
Property Name - specific property only

Enter hotel name, landmark, address, postal/zip

Indicate check in/check out dates or # of nights

If you enter check in/check out the nights field
will auto populate with the number of nights
selected

Indicate number of rooms and maturity type in each room

Multiple rooms ONLY available with EDGE rates

Click include/Exclude and hotel chain name to include or exclude -
optional

Select by brand or hotel name

Include/exclude up to three (3) properties

Set Quote Owner

Delegation must be set to be able to book on
behalf of another advisor

Set Currency

Lead in pricing ONLY

Client charged in hotels home currency
USD advisor will see USD ONLY

CAD advisor will see CAD and USD — setting
currency to CAD will remove all EDGE rates
BMD advisors will see USD ONLY

Press SEARCH button




1.2.Select Property
Hotel property results can be viewed in a list or map view. Hotel results can be sorted/filtered by price, rate type, property name,

distance and rating. Lead in pricing will always show in currency selected on search page!. Check the availability of the rate before

selecting a property if you are looking to book a preferred or £ EDGE rate.
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Steps

Notes

Review search criteria — as required

Press MODIFY SEARCH — as required

Will let you change the search criteria and re-run
a search

Click LIST VIEW or MAP VIEW

View hotel results in a list OR on a map

Press v on column to add filters

Sort and filter by price, property name, rating,
distance from destination point, rate type

Press v to review hotel details

Details section will expand

Press CHECK AVAILIBLITY button

Check to see if Edge and Preferred hotel rates
are available on the next page

Will check in real time

Unavailable rates the icon will grey out

Check box next to hotel to shortlist for purpose of a comparison —
optional

Create a hotel comparison
Shortlist available on property and on rate page

Press SELECT

Will continue to the rate selection page




1.3.Select rate

Rate selection page will display all available Preferred, EDGE and Sabre rates, and show details of which have access to special
amenities. Advisors can use the shortlist functionality to offer a comparison of up to 4 different rates within one hotel. Make sure to
press the DETAILS button to review the rate cancellation and modification policy before booking for your clients!
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Steps

Notes

Press Back to search Results — as needed

Return to the hotel results page to select a
different property

Review Hotel details

Click READ MORE to see full list of details
Use arrows to scroll through hotel images

Apply key word search (if required)

Filter by key word such as bedding type, rate
name, etc.

Click v under column to apply filters

Apply a rate/night range, total range, specify a
specific rate type, commission range

Press DETAILS to expand details of rate

ALWAYS review the details of a rate to make
sure you know what type you are booking

Review amenities, payment type, cancellation
policy, refund policy, payment details

Click SHORTLIST checkbox to apply to comparison — as needed

Create a hotel comparison
Shortlist available on property and on rate page

Press SELECT button

This will build the quote for you
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1.2.QUOTE HOTEL

Itineraries are saved once an option is QUOTED you can email your client the quoted itinerary or comparison from the trip services page. If you

navigate from this page, your work will be lost and you will need to run your search again. To save the option you MUST either press the QUOTE

or BOOK button.
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Steps

Notes

Review hotel details

Review amenities, booking type, cancellation policy,
rate details, pricing

Review payment details

Accepted credit cards, cancellation policy, other
information related to taxes and fees

Review pricing details

Press QUOTE

Pressing BOOK will take you through the booking flow
and skips quoting completely

Press BOOK if you are ready to apply payment right
away and confirm
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1.3.HOTEL COMPARISON

You can build hotel comparisons of up to 3 different options by using the shortlist button. Comparisons can be built to compare
different hotel properties OR different hotel rates. The shortlist column and checkbox on both the property and rate results pages
will allow you to select which options you want to show on the comparison document. The shortlist checkbox will make it easy for
you to go back and forth between the options when selecting the rates and adding any applicable markups.

Property Shortlist Room Rate Shortlist

AD¥ Partners Clients Resources @  Bookings v e ced Q  Anna Kulej v ADX¥ Partners Clients Resources © Bookings v ADX Ref, PNR # Q_ AnnaKulej v
New Quote No Client
Hotel Property Details Show me: ; Rel Results: 1 - 21 of 21 [ 1 |
e x | e o x ]+ — - —— .

DESTINATION FROM/TO ROOMS
. 1 KING BED: CITY VIEWS: BALCONY FREE WIFI STANDARD RATE 1 KING DELUXE

D O sHORTLIST
3 Modkly Semch EUR €320.00 EUR €1,992.00 & sabre 10%
Filters:
No filters applied. Click on column heac suits.
~ 1 KING BED: CITY VIEWS: BALCONY FREE WIFI HYATT PRIVE 1 KING DELUXE
® List View e 718 [ ] ~
EST.PRICEv  RATEv DISTANCE ~ RATING ~ SHORTLIST = o sURcigaonn Preferrad Partner  15% o sHaRTsT
USD $1,251 1 mi RERE m v
usD $707 0.47 mi P ock Availa m v
USD $351 E The Tribune Hotel 0.55 mi Tkhewr eck A m v 1 KING BED DELUXE - ROOM ONLY ONLINE RATE
USD 51108 E Hotel Eder 0.57 mi kdoik v SHORTLIST
m USD $378.94 USD $2.273.64 E Hotel Edge 10%
USD 52,381 Rocco Forte House Rome 083mi raaw m v
USD 5544 E Rome Cavalieri Waldorf Astoria 284mi rrww m v
1 KING BED: FREE WIFI STANDARD RATE 1 KING PREMIUM
USD 5441 E Aleph Rome Hote 037mi L O m v
N SHORTLIST
USD 5309 E Grand Hotel Palace Rome 043 mi o O m v EUR €350.00 EUR €2,172.00 £ sabre
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1.3.1. Property Shortlist

Create comparisons of multiple properties by checking the shortlist boxes next to the properties and pressing SELECT to go to the next step.
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Steps

/ Notes
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Run your hotel search

Check the shortlist checkbox next to the hotel properties

You can compare up to 4 properties on one document

Press SELECT button on last shortlisted option
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Steps Notes

Click hotel tab to view rates for 1% hotel to compare e Shortlisted proper will appear at the top in their own
tab

Press SELECT on rate °

16



Selnctvd boren

6 M ]
:

C ORI T A

= o Vrtmane bt
Ehmrt bn Deme. Orvasn O e
gt )
i
s M AT IR
0 00 e
L el
G BT CTIT W, AL Onr PR ]

aar
PNLL WROATAST O 3 PN RO | WL CTIME AV < S5 900 PSUPEATY (st e S5y On
POCT IS
ROITACRD X ROV ST (Ot ALy
ATART L o] P & 1] RSN TR MY ST0 ] oG 1O 6 o™

L e T T e L R I
PR e . —— . g vw . —
et (e e

T L S L T R R T N =

Comutamm Oabng Sb ctbbls s &1L XT DO W

TR T B 04 TRy S ) WTT I T BT e 1 10 VBT gl e LEETE e ee by R S s e smEm
Srogl | v s - D i L S e T
T W oy ST € are

A1 - R

[P R P T
S0t ATTIWN CASTITLAA S00 19 4§ [, 1 ) s v ||

Intntae Lmpebiy Nmer o el LIIII T o v g

Badeg po e

Moy S Ag el e pe sy KALLD P dogmi HRL A=
AL f=Agn xQ

li—s .
Tovem oww b e
Totst 07 Bemen U .
ot el e 1 st L

t et e N

- ——— L TP S B b .
T - e .

AS8S

Steps / Notes

Click hotel tab to view rates for 2 hotel to compare e Repeat step 5 and 6 for ALL compare tabs as needed

e Select the rate for ALL shortlisted properties before
continuing on
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Steps / Notes

Press QUOTE ALL e Tosave ALL tabs/properties press the QUOTE ALL
button

o  Will ONLY appear once all applicable EDGE rates have
markup declared

o  Will ONLY appear if there are more than one hotel
tabs open




1.3.2. Rate Shortlist

Create comparisons of multiple rates at one property by selecting the property and checking the shortlist boxes next to the rates and pressing
SELECT to go to the next step.

ADXe Partners Clients Resources (o]
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Hotel Search Results

USD 51.251 The St Reghs R hheh

uso 707 West e ¢ 7 whhaR
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USD $1.108 C fotel Eoer m LA A2l

ASSY
|11

Steps _, Notes

1. Run your hotel search o

2. Press SELECT on the hotel property °
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Check the shortlist box next to the rates you want to compare

A new tab will open at the top of the page for each
rate shortlisted

Press SELECT on the last rate you want to compare

You can compare up to 4 rates on one document
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Steps

, Notes

ol

Declare markup for ALL EDGE rates

e Will need to be done on each tab if EDGE rates are
present
e  Will not be able to quote/quote all if not declared

Press QUOTE ALL

e Tosave ALL tabs/properties press QUOTE ALL
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1.3.3. Access the Hotel Comparison
Once you have more than one hotel 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 hotel 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.

ADX Home Partrers Chents Resources © ook v

Advisor: Ana Kby

Multiple Hotel Services

Sunday, September 11, 2022 - Satwrday, September 17, 2022
ADX Reference " Loip 3o & W
Trip Name Dates

A% Service View by >
s The Tribune Motel lome / .
Sep 11, 2022 -Sep 17 M2
Multiplie hotel m
services Actions:
Bm The 5t Regis Rome  / [ e ER
cilonaic [ k]
Actions
Actions:
Client Documents:
Us
Click v to access TR

Compare Hotels
Add ADX Service < Add non-ADX Service « Compare Services « Send Minerary



1.3.4. Review the Hotel Comparison

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

Define the email content

Customize the document to
includefexclude services

Hide financial information

Add notes or pre-defined
notes

Save and preview changes

ADw Partners Chents Berources ® touep v e O AD et A rivmens O At

» BACK TO ITINIRARY

Specly bl Canterey

1wy

*oremy Pt reviadge co »
"0
umtcT MLTioe Hoter Servon
OCY
BITUS EE Nowed 1 Delaat s &K
-
et
Faaaie Tl aracswd telams W o By I
100 s 07y o hor PRt D e 4 00
Bl Rageny
-
bons b
B D0 meniage oy - pheswe wee yas adv . . it Ugatiae 4l eval e
ATTACHAINTY B cer! Comparase Tobie (Sev Seiow

Cuntomize Comparison Tuble

Induded Sernces

TIf Temuss waria, ene

e T LN o

Frgncd nformaton

L] M0 ANEIA W OEMA DY

Mrersy Uotey

NeI Y FRLDITNLD NI
B T US ES= e 3 Detat : L & Quite
& T

& Ax Compare

& M Covpare
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Trip name editable on
the Trip Services page

Logo uploaded in profile

Traveler and advisor
information

Side by side hotel option
summary

Show/hide rows

ADN Partes Crenas Resuon ey (&)

Multiple Hotel Services

INPORTANT INFORMATION

e hoes rv s Boen 5ot 32 3 SUers 4ar I tormEser DUrneoes or g A0 B0 Iy AT POt Laraeed Ll Bocked ane

RSP MEFERINCT TOUA ADVAOH e
[ere
wAVELAmA ornee
ax
Ce AN
ASCAIL Y
Hotel Options
The Trituase Muted, Rume © ™ 5 Regin R
LA 2 2 TRRES
0 - ber =
R Crl e Lover age TAe De e BUR L0000
T SRR NP NI Lolas vk A v oidu
Grand Total EUR €2.364.00 Grand Total EUR €10,644.00
O INT Bt ACON CXTNANE wpLrndes © Includes sgent exchaive uggrodes
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Hotel rate details

100G BED: CITY VIEWS: BALCONY MER Wit DRPET SOR STARS EXCLUSIVE RATE AUTHORTED TRAVEL AOVITORS ONLY., e Lie
2WELTOME AMENITY S0 INCLUDES Wi, SUPERIOR. GUEST ROOM. 1 KING MAX DOCUSANCY.

USD CROT DALY FULL BREAXFAST FOR 2 PEK ROOM 2 GUESTS SUPERIOR DOUBLE KNG, 1 KNG, MINI FRIDGE.

< WELCOME AMENITY - 30 IS5 2GFSQFT, WIRELESS INTERNET, COMPLIVENTARY, WIRED

00 USD PROPERTY CRIOHT FER STAY ON FOOD INTERNET. COMPLMBNTARY, TV RATE INCLLIOES COMPLIMENTARY

CONFIRMABLE WITHIN 24 HOURS OF TRAVEL ADVISCR REQUESTTO  BREANFAST FOR 2 DAILY. EARLY OHECK N AND LATE CHECE OUT 4F
HOTEL AND SUBJECT TO FORECASTED OCCUPANCY: EARLY CHETK AVALABLE., WELCOME AMENITY AND GM NOTE WILCOMING GUEST
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1.4.BOOK HOTEL

Pressing the BOOK button will take you through the process of confirming traveler names and adding payment details to the reservation and
confirming with the hotel.

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.

LT R e— Enti [— [ —————— S r—
ADMe  Home Parrens Chgras Resources G  poctings v Cruhe DL AR, PWIL o s Bena K| w
W Gucrie Hea Cherrt
Selected Holels Multiple Hotel Services Auhvisor: Anna Kulej
n Sunday, September 11, 2002 - Saturday, September 17, 20022
© AT TEL PR TR AL, Red. 3CFrous| Archive| Copy Quete| &P Link Bookings | ow= |
[T —
harin baw. theacicfn Bots
B 7 B 3 BB
Rk M T L
B A Tirigs Mama Date
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Steps / Notes

=

Confirm availability - if pressing BOOK from Quote e If pricing and availability are the same a green bar will

appear

e If pricing has changed an orange bar will appear
e If availability has changed a red bar will appear

e Pressing quote will return to the trip services page

Press book
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A0 Partners Clients Resources {E»  Bookings w Cruise|D. ADX Ref PN orinwoice ® ), Anna Kulej ~

CEISTINE CHEMT DO LISty || 17 Cheear tranneder GECaies

Please enter passenger name(s) exactly as they appear on goverment issued identification. The names should be written using English characters
and may be up to 25 characters long. Airlines and T5A regulations do not allow variance in passenger names, so last names must be written out in

full,
3. — pueNT Sarah Smith | Phone: 416-244-4343 B istraveling ==

—_

Assign Travelers

TITLE EIRET MAME + MIDDLE MARE -0 LAST MAME # DATE OF BIRTH GEMDER *
s — EBH = | miss | sarah Smith 4 v May~ 1981 v Om|@F
MATIONALITY
) SAVE AS CLIENT United States v

& Details and Preferences
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Steps

Notes

Add client

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

Assign primary traveler

Pull in existing companion profiles OR add new traveler
details

Hotel only requires information for a primary traveler

Press BOOK button
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E‘i-'] VERIFY TRAVELERS LEGAL NAMES

Are the traveler names(s) exactly as they appear on govenment issued IDs? Check the boxes to venfy the names

and dick Continue to proceed

The names of some travelers are not modifiable because their information is captured on other bookings. To
modify traveler's name, close this overlay, unassign the traveler, and enter the correct traveler information In the

form

6 FIRST NAME MIDDLE NAME LAST NAME DATE OF BIRTH

7. Sarah Srmath May 04 1981 VERIFIED

8. Continue

°=| || Steps / Notes

6. || Confirm primary travelers name °
7. || Press VERIFIED checkbox e Cannot continue until done
g. || Press CONTINUE e Will land on the payment page
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1.5.HOTEL PAYMENT

Depending on the hotel provider that you selected, the payment will process will either:

= Sabre Hotels — Preferred rates, Sabre rates — Pass the credit card to the vendor to process financials
=  EDGE hotels — EDGE pre-paid rates — Charge the clients credit card under Travel Edge/ADX Travel

Please be sure to verify the credit card number before submitting payment. ADX does not validate or verify the credit card for non EDGE rates
meaning it simply passes the information to the hotel to authorize and charge as applicable. If the credit card number is invalid or the credit card
does not allow the transaction, the hotel will reach out to the advisor directly for next steps. If you are unsure if your hotel booking has been
confirmed please reach out to the hotel directly.
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Steps

Notes

Select services to process payment

Check services to process payment

Uncheck services to remove from payment process
Review payable amounts vs guarantee passthrough to
the vendor

Add services fee — as required

Add planning fees
Add 24/7 VIP support

Select insurance offering

Shows in Terms and Condition of client itinerary

Add credit card information

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

Read T&C’s and check box

You cannot continue to booking without checking the
box

Press PROCES TRANSACTION button

Hotel EDGE rates charge credit card right away
Sabre/Preferred rates credit card info passed to the
hotel to verify/charge at their discretion

Hotel EDGE rate merchant will be Travel EDGE
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Steps

Notes

7. Verify BOOKED status on service level e On Trip Services page TRIP tab
e |tinerary status will reflect ALL services
8. Press V to expand details .
9. Hotel terms and other information .
10. Verify confirmation number .
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1.6.HOTEL MANAGEMENT

Quoting and booking hotel is not the end of the process. Maximize your ADX hotel tool to get the most in the most efficient way.
o Saved Hotel Search

Multiple Rooms

Hotel Results View

Filtering Search Results

Hotel Rate Options

Advisor Hotel Loyalty Program

Modify Hotel

Cancel Hotel

Adding Special Instructions

Editing Hotel Content for Itinerary

O O 0O O 0O O O O O



1.6.1. Saved Hotel Search

Commonly used hotel searches can be saved and accessed at any time. Enter the hotel 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.

PREVIOUS/SAVED SEARCHES

Saved Searches Previous Searches

LEXINGTON COLLECTION

New York, NY, USA 18 Sep 2022 - 24 Sep 2022 @
1 Room (2 Adults)

Cancel
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1.6.1.1. CREATING SAVED SEARCHES

ALK Partners Clients Resources ) Bookings w  Crulse 1D, ADK Rel, PNR. or Invoice 8 ), Anna Kulsj

ITINERARY AR
BUILDER
& b

* = =
INSURANCE CRUNSE INVOICE TOOL

W L4 o

' MEWHOTEL SEARCH

1.
HOTEL SEARCH SEARCH BY- ® Destinabon O Property Mame
New York, WY, LISA
CHECE IN DATE CHECK OUT DATE MIGHTS ROOMS
091 852022 ] 08/2452022 - B w 1 ROOM, 2 ADULTS a
HOTEL CHAING [DFTICRAL / MAX 1) 3
EQ) - EATON HOTELS ®
QUOTE OWHNER CURRENCY
2 Arina Kude w SUISD w -
°=| || Steps & || Notes
1 Enter hotel search criteria °
2 Press SAVE FOR LATER button .

38



Eaton Hotels Search

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

Notes

o

Review saved search in list
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1.6.1.2. ACCESSING SAVED SEARCHES

B D Partmers Clients Resources e Bookings Anna Kulej
P t = Ea
1.
! ;':Im' CRUISE INVOICE TOOL
i EARL E& v;
HECE |8 DATE CHECK 0T DATE BIGHTS Cialw])
[ = w 1 LLT &
HOTEL CHAINS [OFTsosaL / Max -
QUOTE CWMER CLRREMCY
FIna w U W m
7. >
SANED SEARCHES PREVIOILIS SEARCHES
3.
= || Steps / Notes
1. Press HOTEL button .
2. Press VIEW SAVED AND PREVIOUS SEARCHES °
3. Click search in list OR press ALL SAVED AND PREVIOUS SEARCHES °
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EATON HOTELS SEARCH
s. Dl Yourk MY LICh
°—| || 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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1.6.2. Multiple Rooms
The request for multiple hotel rooms is done at the time of filling out your hotel search. Multiple room bookings is ONLY allowed on EDGE rates.
Sabre and Preferred Partner rates do not allow multiple room bookings at once. You would need to book these rooms separately.

ADXe Partners Clients Resources Q Bookings v  Crume ID, ADX Ref PNR or ivolce ¢ QU Anna Kulej v
- 2 @
ITINERARY -
i
BUILDER ACTIVITY NSURANCE CRUISE INVOICE TOOL
~ v v v v
Z'  NEW HOTEL SEARCH
MOTEL SEARCH SEARCH BY: ® Destination O Property Name
New York, NY, USA
CHECK IN DATE CHECK OUT DATE NIGNTS ROOMS
2.
09/18/2022 - 09/21/2022 ) 3 v 1 ROOM, 2 ADULTS &
HOTEL CHAINS (OPTIONAL / MAX 3) ® indude O Exclude v Room 1 2 Adults / 0 Chuldren
F n name or code Room 1
QUOTE OWNER CURRENCY ADULT CHILDREN
* YRS YR
Anna Kule - SUSD v
2 v 0

USING ADX AS: Multiple Agents ~



Steps

Notes

Press HOTEL button

Press icon on ROOMS

Opens rooms and travelers section

Press ADD ROOM
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ADK Partners

g

ITINERARY

BUILDER

w

Clients Resources

i:_fL]'}

ACTIVITY

W

&'  NEW HOTEL SEARCH

e Bookings ~  Cruise 1D, ADX el PMNE, OF IFvoide & q Anna Kulej

* = =
INSURAMCE CRUISE INVOICE TOOL

W L w

HOTEL SEARCH

SEARCH BY: B Destination O Property lame
Mew York, NY, LISA
CHECK IN DATE CHECK DUT DATE MIGHTS ROOKS
0182022 (-] 092112022 - 3 o 2 ROOMS, 4 ADULTS &
HOTEL CHAIMS [0rTIONAL / MAX ) @ indude O Exchude »Room 1 2 Adults /0 Children % Remaove
S e wRoom2 2 Adults / 0 Children % Remove
QUOTE OWNER CURRENCY Bearm 3
Anna Kulej - $USD w
4. — ~ADULT CHILDREN
[12+YRS) (2-12YBS
2w 0
v |
& MY QUOTES & BODKINGS
STATUS ~  ADVISOR -~ CLIENT ~ QUOTE MNAME ~ DEPAR
5. — T
6 m DC Fairmont Hotel Macdonald - 1 nights 08.20. ! + Addd Ropm

Steps

/ Notes

Indicate maturity and travelers

[ ]
Press Add Room —as needed °
Press DONE °

Search will run with number indicated
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1.6.3. Hotel Results Views
The hotel results page can be viewed either in a LIST view or a MAP view. You can toggle between the two views before continuing to the rate
selection page.

ADXe Partners Clients Resources Q Doskings - s ALK At o v Q  Anne e «

New Quote No Client

Hotel Search Results

DESTINATION OMWTO RDONS
=

Filters
Mo iters appiwd. Chok an colume Ry 1o narrow donm your search resulls

List view Toggle W List View Map View Resudts: 1-25 of 310 - e
05T, PGl RATE PROPIRTY NAME « OISTANCE v RATING v SNORTLIST

Resu“s IiSted T jusosisn € Four Seanor New Yook Dowentown 0.19mi Rhae v
UsSD 51,300 £Ea The Langham New York B e A3 mi La s st v
USD $1,367 £ 4 The Charwal New York Ciry 324 m wanan v
USD s695 Seoth Tribeca D 24mi LA 0 o ¥ Selert R
USD 3569 The Wall Street Hotel 0524 mi rhhhh ~
UsD ses1 €a New York Marriott Downtown 0.52 mi T m v
USD $1,031 3 The Graenwich Hote )54 mi venes m v
UsD s515 £a Hotel S0 Bowery 054 mi A m v
USD %661 r Conrad New York 0.55mi ER s s o T v
Usb s743 3 Modernhaws Soho 1.65% mi ahw . g ob 7 ~
UsSD 51,584 Cons Corani New York 085 m hhdh wierr B3




ADX¥e Partners Clients Resources ° Bookings »  Cruse . ADXAef, PHR of ivoce ¢ Q. Anna Kulej

Iy Searct

Map view Toggle ——trrvew—® Map View

Results Mapped

Click on Hotel
icon to open info

Use map

navigation to
zoom in and out

55 Sove for Late S Modt
Fitors:
No filrers appiied. Click on column heodings to narrow down your seavch resilrs
5T MRUCEY  RATEw PROPERTY NAME v ODISTANCE + unnc v SHORTLIST
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1.6.4. Filtering Search Results

Get the most out of the search results by applying filters to narrow down the options. Filters are available on the hotel results page as well as on the

rate selection page. 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 Q Bookings Q  Annaduley
New Quote No Client
Hotel Search Results
DESTINATION FROWTO ROOMS
O Moddy Search
Filters applled —— Filter
Clear filters
® List View Map View Regults: 1 of 29% % v
Head'ng ﬁlters I £51. PRICEY RATEw PROPERTY NAME v DISTANCE v RATING A HORATLISY
UsSD $1.572 E Four Seasons New York Downtow 019 1y SORT BY RATING © j m v
USD $1,300 3 The Langham New York Fifth Ave * ok m v
USD 51,367 E The Chatwal New York City 124 m hhhd v
USD $695 Smyth Tribeca 024 m ww ) v
USD $869 The Wall Street Hoted 0521 T3] v
UsSD s651 C New York Marmott Downtown 62 ¢ hhh & m ~
USD $1.031 The Greenwich Hotel - aeane C v
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ADXe Partners Clients Resources Q Bookings v e 10, ALK S, Pous voce e QU Annavulel

: P
Vi W

Keyword filter King
Show me WIh b ekt ast Fehsdabyie " rate Results: 1 -250f 68 . * v
inclusions and refundability - : ) £
Heading filters 1 Batenigv v |
SORT BY RATE TYPE O
MANHATTAN ACCESSIBLE ROOM KING-8-20-CIT ALUXURY BED-PREMIUM WIFI PP-ADV OFFER UP TO 20PCT OFF
LT A PREFERRED PARTNER ety SMORTLIST |
USD $1,370.00 USD $4.716.24
E worn ot
& sasns
MANHATTAN ROOM KING-FLOOR 8-20-CITY VIE OOM-PREMIUM WIFI PP-ADV OFFER UP TO 20PCT OFF
RAT o SHORTLISTY
UsSD $1.370.00 USDSA.71624 o Preferred Partner

MANHATTAN ROOM KING-FLOOR 8.20-CITY VIEW 425SQFT-FULL MARBLE BATHROOM-PREMIUM WIFI ADV PURCHASE UP TO 20PCT OFF

’ g ety ] SMOSTLIST
UsD $1,570.00 JSD $4,71624 & sSabre



1.6.5. Hotel Rate Options
ADX hotel will offer you 3 kinds of rates: Sabre, Preferred Partner, and Hotel EDGE. It’s important to understand the difference between the three
rates in order to select the best option for you and your client. For questions around the different rate types offered please reach out to the Advisor
Services.

e Sabre Rates £
o Non-preferred rates
Standard non negotiated hotel rates available through the Sabre GDS
Amenities and cancellation policies vary
Commission varies
Possible eligibility for upgrades and loyalty point accrual
Paid in currency of the hotel
Merchant on the credit card is the hotel vendor

O O O O O O

o Preferred Partner Hotels and Rates
o Individual preferred partner hotel programs such as the Four Seasons, Hilton Impresario, Mandarin Oriental Fan Club
Negotiated contracts for commissions and amenities
No markup opportunity
Eligible for upgrades and loyalty point accrual
Paid in currency of the hotel
Merchant on the credit card is the hotel vendor

O O O O O

e Hotel EDGE Rates L

Rates supplied by HotelBeds and Travco

Pre-Paid rates

Guaranteed commission of 10%

Markup opportunity on top of commission

Cancellation and modification policies vary

Not eligible for upgrades or loyalty point accrual

Not eligible for amenities not included in the rate

USD currency only

Client will see Travel Edge/ADX Travel on their credit card statement

o

O O O 0O 0O 0O O O
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1.6.5.1. EDGE MARKUP POTENTIAL

Markup is ONLY available on EDGE options and would be added into the total cost of the room, clients would not see the markup
breakout on their credit card statement. You MUST either add a markup S of % OR opt out to quote or book these rates. A selection
must be made at the time of quoting.
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1.6.6. Advisor Hotel Loyalty Program
Add your Advisor Hotel Loyalty number for Hyatt, Four Seasons and Fairmont hotels to your profile and have the number saved on each booking
every time you book an applicable hotel and rate. The loyalty number can be accessed through the advisor profile page on the communication tab.
You can store, edit, and delete numbers as needed through this page.

The loyalty number MUST be entered on the profile before the booking has been confirmed. Adding a number after booking will not automatically
pass the number to the hotel. You will need to call the hotel and manually add the number.

Set Advisor Loyalty Number for Hotels e

SELECT HOTEL CHAIN ENTER ADVISOR LOYALTY NUMBER
- i

EXISTING ADVISOR LOYALTY NUMBERS

HOTEL ADVISOR LOYALTY NUMBER

Hyatt 122281 Edit | Delete
Four Seasons J77IB12 Edit | Delete
Fairmaont 555555 Edit | Delete
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2. M:,- Profile
Reports
Office Mamit
i Log out
qﬁﬁﬁ:'f INSURANCE CRUISE INVOICE TOOL
L Lv] L Lr
55 Steps , Notes
1. Press the V button nest to name e Expands down
2. Press MY PROFILE o
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Communication Profile
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Steps

Notes

Press COMMUNICATION PROFILE button

Defaulted to this section

Press v button on SET ADVISOR LOYALTY NUMBER FOR HOTELS

Located at the bottom of the list

Select hotel chain

Select from Hyatt or Four Seasons or Fairmont

Enter loyalty number

Press ADD

Loyalty number will appear in a list below
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1.6.7. Modify Hotel

Bookings can be modified through ADX after booking provided the rate permits modifications. Modifications will include duration, rooms and rates.

The modify button under the action section of the trip tab will open up the modify options.

|2 MODIFY BOOKING

Please select from the list below the service modification you would like to perform. You may
only perform one modification at a time.

MODIFY STAY DURATION MODIFY ROOMS MODIFY ROOM RATE l

CHECK IN CHECK OUT

09/11/2022 ™ | 09/17/2022 ]

Save Changes
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ADXr Partners Clients Resources ©®  Booiings v

New York Marriott Downtown - 6 nights
Sunday, September 11, 2022 - Saturday, September 17, 2022

1. ———ADX Ref 6P5IZL|A | &
Trip Name Dates

New York Marriott Downtown - 6 mghts

All Services

2w New York Marriott Downtown /' fenam

Sep 11, 2022 - Sep 17, 2022

Actions: 11,

0912022 OO 0N

2022

Annag Kuley v

Sam Smith
Advisor: Anna Kuley

=

0

| || Steps / Notes
1. Enter request information o
2. Enter comments — as needed "
3. Press MODIFY o
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Please select from the fist below the service modification you would like to perform. You may
only perform one modification at a time.

q.
MODIFY STAY DURATION MODIFY ROOMS MODIFY ROOM RATE
CHECK IN CHECK OUT

5. 09/11/2022 09/17/2022

6.
-
2=| || Steps l Notes
4. Enter request information .
5. Enter comments — as needed °
6. Press MODIFY .
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1.6.8. Cancel Hotel

Itineraries can be cancelled through ADX after booking provided the rate allows cancellations. Once cancellation has been requested a confirmation
for the cancellation will be provided and the service will reflect the CANCELLED status.

© CANCELPNR

Please add remarks for your request below for the changes to be processed. Once
the process is complete, you will see a message in your notifications list.

REMARKS

Please cancel the booking

CC REQUESTTO (J THIS REQUEST IS URGENT
Changing/cancelling flights traveling within the
next 2 days or otherwise time sensitive (e.g.

same day voids or exchange/ticket)

Cancel ‘ Send cancellation request
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ADXe Partners Clients Resources ©  Bookings v

New York Marriott Downtown - 6 nights
Sunday, September 11, 2022 - Saturday, September 17, 2022

Anna Kulej v

Sam Smith

Adwvisor: Anna Kulej

1. ADX Ref. 6PSIZL | Archive | &  ramveL Aoy |
Trip Name Dates
New York Marriott Downtown - 6 nights oviv2022 0O 0an7/2022 | O v
All Services View by >
kEm New York Marriott Downtown / e R
Sep 11,2022 - Sep 17, 2022
& Actions: 1100 )
2=| || Steps l Notes
1. || Open ADX reference o
2. || PressTRIP tab e Defaulted tab
3. Press CANCEL o
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Please add remarks for your reguest below for the changes to be processed. Once
the process is complete, you will see a message in your notifications list.

REMARKS
4. Piease cancel the booking
CC REQUEST TO THIS REQUEST 15 URGENT
Changing/canceling flighis travedng within the
neat 2 days Or otherwise tme semitive (e x
Lame Uay voids or exchangaticket)
5. Cancel Send cancellation request
Vo—
7=| || Steps / Notes
4. || Enter remarks o
5. Press SEND CANCELLATION REQUEST °
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1.6.9. Adding Special Instructions
Special instructions or requests can be added to any Sabre and Travel Edge preferred rate through the Trip Services Page. Currently you will not be
able to add special instructions to any booked EDGE rates. Please note when adding special instructions, it is up to the advisor to ensure the hotel
will honor the requests. ADX does not guarantee the hotel will review or honor any requests sent.

- ADD/MODIFY SPECIAL INSTRUCTIONS

EXPECTED ARRIVAL TIME 01:00
EXPECTED DEPARTURE TIME 02:00 ROLLAWAYS

EXTRA GUESTS

FURTHER COMMENTS/REQUESTS (FREEFORM)

Please provide extra pillows.

No guarantees are made that the hotel will comply with or provide the requested item or action.
Contact the hotel directly to verify local policies and availability. Adding extra guests or rollaways

may incur additional charges.
’ Cancel ‘ Save Special Instructions
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ADM Partmers Clients Resources

New York Marriott Downtown - 6 nights
Sunday, September 11, 2022 - Saturday, September 17, 2022

ADK Ref, BPSIZL| A | &

L0 Bogidngs

Trip Mame

Mew York Marriott Downtown - 6 nights

All Services

Em Mew York Marriott Downtown & e

Sep 11, 2022 - Sep 17, 2022

Actlang: 1ol 1 1

Dates

09/11/2022

W Arira Kule) w

Sam Smith
Advisor: Anna Kulej

T 2

&

an7ir2022 | 0 Add details/notes W

Z=| || Steps l Notes

1. || Open ADX reference "

2. Click TRIP tab e Defaulted tab

3. || Press ADD/MODIFY SPECIAL INSTRCUTIONS button e Located in Action section of Trip tab

63



B ADD/MODIFY SPECIAL INSTRUCTIONS

4,
EXPECTED ARRIVAL TIME 01:00
EXPECTED DEPARTURE TIME 03:00 ROLLAWAYS
EXTRA GUESTS
5. URTHER COMMENTS/REQUESTS (FREEFORM)
Please provide extra pillows
No guarantees are made that the hotel will comply with or provide the requested item or action
Contact the hotel directly to verify local polictes and availabiity. Addmg extra guests or rolloways
maoy incur additional charges
6 Cance Save Special Instructions
Steps , Notes

Enter request information

[ )
Enter comments — as needed °
Press SAVE SPECIAL INSTRUCTIONS .
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1.6.10. Editing Hotel Content for Itinerary
Sometimes the hotel itinerary can become lengthy based on the descriptions that the hotel provides. You can edit descriptions for the hotel
overview, the hotel benefits and rate description on the trip services page. You can locate the EDIT buttons on the trip tab under the service details
section for any hotel. Changes made will then reflect on the Itinerary document and the trip services page details section will show an “edited
version” flag on the section that was revised. Once changes are made the option of reviewing and reverting back to the original text is also possible

for each section.

Rate Name: MARRIOTT SEMIOR DISC.
Rooms: 1 Room (2 Adults)

Reference & TOWHEKD

Confirmation #: B8586367

Hotel Overview: Lot
DESCRIPTION TEST

- Hotel

Year Built - 1990 Year Remodeled - 2008
Additional Property Description -

Make y..

Hotel Benefits: Ll hiray
BEMEFITS TEST

Rate Description:

DESCRIPTION TEST

MARRIOTT SENIOR DISCOUNT, INCLUDES 62 YEARS AND OLDER VALID ID REQUIRED. DELUXE GUEST ROOM. 2 DOUBLES A DAILY
DESTINATION FEE OF USD 25 PLUS TAX WILL BE ADDED TO THE ROOM RATE AND INCLUDES A FOOD AND BEVERAGE CREDIT OF
LISD 25 AND MORE| MAX OCCUPAMNCY- 4 GUESTS DELUXE ROOM, 2 DOUBLES, MINI FRIDGE, 3245QFT/2950QM, WIRELESS
INTERNET, FOR A FEE, COFFEE/TEA MAKER, TV MARRIOTT SEMIOR DISCOUNT - AVAILABLE TO GUESTS 62 YEARS OF AGE OR OLDER |
- PROOF OF AGE ELIGIBILITY REQUIRED AT CHECK-IM| - LIMIT OF TWO ROOMS PER MNIGH fl
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ADX Partners Clients Resources e ohings . P Q Anna Kute

Sunday, I’} New York Marriott Downtown
September 11,

")

A P

Confirmation Number: 15684601

Sep 1 2022 gnte Record Locator TOWHKD
Amenitios

Parking onclerge Recreasion facdtes

High Speed nterne Rubaway Ted Available Conventon Cere:

Dry cleamng Dirung Hoor Meeting Room Avadathe
Fitness Certe Room

Cre Avaladle Bue e

‘ear Busit - 1960 Year Hemodeted « 2008

Ascienal Pvoperty Descriptsn

Vare > SACape Lo Ne York Marnott Downton 2
Brmant hotel loc ated he heart of lowes

Marsharan Situated in NYC*s Financial Detrict, we
y'fer travelers a porfect vantage point Hram wich 1¢
$SCOVer 1 ove Y

evampec anter For those trave 3
Marhaman on Duseess, Take ACvartage noder
#9048 A0 12,000 square feet of Neaxibie
MANTK WeerONC
getaway or New YOrs
Va X Dow at for J
NYD adventure
Rate Description
DESORSTION TEST
DALY DESTINATION FEE OF LUBD 26 PLUS TA
CLS A FOOD N0 OL HAGLE ORLDIT OF gD 2
core N < n . 1100 E6 nhma EF = vwene o



AL Fartners Cherti Fmsoarceh @ ootiagy W ] M W

Maw York Marriott Downtown - 6 nights Sam Smith

Sundyy. Septermber 11 3007 - Seturdsy. September 17, J02T Acbnor Annag Wi

1.

e Rt EPSIIL

| d

5

Trig Mama

plew FOrh b (ol

Al Serenes

==

Wiy 2

n

B N Vodh Marmll Dosmibewn S

Sep 00, 2027 - e VT Q00T

Esmimaned Qe
PR [

Add ADY Farveis -

Aod non-ADE Gareice -

P B S50
L0 B

Clienil DEsCusenLs
& affe

333
111

Steps

4

Notes

Open ADX reference

1. °
2. Press v on service e Hotel details will expand
e located on TRIP tab
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Partners Clients Resources @ Bookingt v Cruise 10, ADX Hef, PNS, or Invoice # Anna Kude) v

Guarantee Requirements:
Payment RequiredDiners Cub . .

Cancellation Policy:
Refundable before 9/8/2022 12:0000 AM

Other Information:

Sabre does not allow for information regarding children to be sent directly to the hotel through our systems. while we do
pass that information through the spedal instructions fieid, it does not allow children’s rates to be added to the hotel, Please
coordinate directly with the hotel to ensure your client does not receive any unexpected costs or fees at theck-out.

INCLUDES TAXES AND SURCHARGES

UPON EARLY DEPARTURE, AN EARLY DEPARTURE CHARGE OF ONE NIGHT
ROOM AND APPLICABLE TAX MAY APPLY.

COMMITMENT-HTTPS/CLEAN* MARRIOTT*COM

Rate Name: MARRIOTT SENIOR DISC.
Rooms: | Room (2 Adults)
Reference #: TQW=KD
Confirmation #: 88586367

Hotel Overview:

- Hotel

Year Built - 1990 Year Remodeled - 2008
Additional Property Description -

Make your £5cape to...

Read mare

(& Eoit Hotel Overview

Hotel Benefits:
DESCRIPTION TEST

View Original Hotel Benefits v

=
DESCRIPTION TEST
MARRIOTT SENIOR DISCOUNT. INCLUDES 62 YEARS AND OLDER VALID ID REQUIRED, DELUXE GUEST ROOM, 2 DOUBLES A DAILY
DESTINATION FEE OF USD ..

Reat mare

@ £dit Rate Description
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Steps

Notes

Scroll down to SERVICE DETAILS section

After rate information

Press EDIT button of section to update

Edit available for Hotel Overview, Hotel Benefits
and Rate Description sections

Format the details as needed by entering own text

Press SAVE

View Original will let you go back to what was
originally there
Cancel will close the section without saving edits

Confirm the EDITED VERSION flag

Edit to revert back to original text
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