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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 
• Easy to read, professional itineraries and invoices 
• Add markup opportunities to EDGE rates 
• Auto invoiced for finance commission tracking 

 
 



4 
 

1.1. 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 

o Multiple Rooms 

o Hotel Results View 

o Filtering Search Results 

o Hotel Rate Options 

o Advisor Hotel Loyalty Program 

o Modify Hotel 

o Cancel Hotel 

o Adding Special Instructions 

o Editing Hotel Content for Itinerary 
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1.1.1. 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.  
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1.1.1.1.   CREATING SAVED SEARCHES  

 

  

 Steps  Notes 

1.  Enter hotel 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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1.1.1.2.   ACCESSING SAVED SEARCHES  

 

  

 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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 Steps  Notes 

4.  Click tab   • Select Saved or Previous search tab 

5.  Press SEARCH • All search info will populate  
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1.1.2. 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.  
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 Steps  Notes 

1.  Press HOTEL button  •  

2.  Press  icon on ROOMS 
• Opens rooms and travelers section 

3.  Press ADD ROOM •  
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 Steps  Notes 

4.  Indicate maturity and travelers  •  

5.  Press Add Room – as needed  •  

6.  Press DONE • Search will run with number indicated 



14 
 

1.1.3. 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.  
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1.1.4. 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.  
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1.1.5. 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.  

• Sabre Rates  

o Non-preferred rates 

o Standard non negotiated hotel rates available through the Sabre GDS 

o Amenities and cancellation policies vary 

o Commission varies 

o Possible eligibility for upgrades and loyalty point accrual 

o Paid in currency of the hotel 

o Merchant on the credit card is the hotel vendor 

 

• Preferred Partner Hotels and Rates  

o Individual preferred partner hotel programs such as the Four Seasons, Hilton Impresario, Mandarin Oriental Fan Club 

o Negotiated contracts for commissions and amenities  

o No markup opportunity 

o Eligible for upgrades and loyalty point accrual  

o Paid in currency of the hotel 

o Merchant on the credit card is the hotel vendor  

 

• Hotel EDGE Rates  

o Rates supplied by HotelBeds and Travco 

o Pre-Paid rates 

o Guaranteed commission of 10% 

o Markup opportunity on top of commission 

o Cancellation and modification policies vary 

o Not eligible for upgrades or loyalty point accrual  

o Not eligible for amenities not included in the rate 

o USD currency only 

o Client will see Travel Edge/ADX Travel on their credit card statement 
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1.1.5.1.   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 $ of % OR opt out to quote or book these rates. A selection 

must be made at the time of quoting. 
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1.1.6. 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.  
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Steps  Notes 

1.  Press the V button nest to name • Expands down 

2.  Press MY PROFILE  •  
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Steps  Notes 

3.  Press COMMUNICATION PROFILE button • Defaulted to this section 

4.  Press v button on SET ADVISOR LOYALTY NUMBER FOR HOTELS  • Located at the bottom of the list 

5.  Select hotel chain • Select from Hyatt or Four Seasons or Fairmont 

6.  Enter loyalty number •  

7.  Press ADD • Loyalty number will appear in a list below 
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1.1.7. 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.  
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Steps  Notes 

1.  Enter request information  •  

2.  Enter comments – as needed •  

3.  Press MODIFY •  
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Steps  Notes 

4.  Enter request information  •  

5.  Enter comments – as needed •  

6.  Press MODIFY •  
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1.1.8. 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.  
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Steps  Notes 

1.  Open ADX reference  •  

2.  Press TRIP tab • Defaulted tab 

3.  Press CANCEL •  
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Steps  Notes 

4.  Enter remarks  •  

5.  Press SEND CANCELLATION REQUEST •  
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1.1.9. 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.  
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Steps  Notes 

1.  Open ADX reference •  

2.  Click TRIP tab • Defaulted tab 

3.  Press ADD/MODIFY SPECIAL INSTRCUTIONS button • Located in Action section of Trip tab 
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Steps  Notes 

4.  Enter request information  •  

5.  Enter comments – as needed •  

6.  Press SAVE SPECIAL INSTRUCTIONS •  
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1.1.10. 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.  
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Steps  Notes 

1.  Open ADX reference •  

2.  Press v on service  • Hotel details will expand  

• Located on TRIP tab 
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Steps  Notes 

3.  Scroll down to SERVICE DETAILS section • After rate information 

4.  Press EDIT button of section to update • Edit available for Hotel Overview, Hotel Benefits 

and Rate Description sections 

5.  Format the details as needed by entering own text •  

6.  Press SAVE • View Original will let you go back to what was 

originally there 

• Cancel will close the section without saving edits 

7.  Confirm the EDITED VERSION flag • Edit to revert back to original text 


