RezA' | Crzams QUICK STEP REFERENCE GUIDE

Travel Agent — Group - How to Add Available Land Programs

Step 1

Let us start on the Reservations
screen. Click the 3 Bars =
symbol on the left side of the
screen.

Step 2

This will open the Main Menu
screen. Click on the

line.
Find f:‘-'@.mp
Naw Group
Step 3
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We will arrive on the Groups
screen. Under the Find Groups
section enter the Group RES d F’“;'“' werteea e R v+
booking number in the Group Afras 0 e )
# field. Then click the F1geq :
button.

Ong low e Pot frce a1 ) Fackage Ty

Step 4

The Group Results menu will
open. Click on the Group
Reservation you wish to work CASH GRE Sale: OFFER._ o | G Guot it (9 Sms OFRR
with, and it will become X
Highlighted. Then click the (Groap Nerse: CASHGRIF 1 Grous Type: 47HITY
m tab inside the Group
booking.
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Step 5

This will take us to the Review
Group screen. Scroll down to the
Available Land Program line. On
the right side of the Available
Land Program line click the Pen
& Pen & symbol.
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Step 6

S Aéd Lné Programs
This will bring us to the Add 208
Land Programs screen. Here we (1) Crvdamt: BIXRU1011 S ST w S
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N —This will allow you to
reserve a Land Program prior to
the Reservations Embarkation
boarding date. [ | Ep——

v Avaladiz Land Programs F_

m—Willallow you to ' B

reserve a Land Program after
your Reservations
Disembarkation date. it

Mzhigts Varshgs Paclage Type

Note! When you click on PRE
or POST the City for the PRE or
Post date will automatically fill
in the calendar field.

With this example let’s click on
the POST box.
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Step 7

We will continue now by
clicking on the To Calendar i
symbol so we may Add the To
date. With this example we will

click on August / 2023/ 31. 7 =
Step 8

v Aad Lang Programs
Here we will see our POST — City| | | gy Ty
/ From Date / To Date have A 0 o SRS NERE A EN
been added. Click the U
button to continue. - -
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Step 9

This will take us to the Available
Land Programs screen. Here we
will see the Land Package(s)
that are available. Select your
land package and click the
button.
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Step 10

We will now see the Select
guests and enter options notes
menu. With this example click
the Yes will appear for both
Guest 1 and Guest 2.

If Guest 1 does not want to go
on the Land Package click on
thﬁ button and it will turn
to [ Let’s add a Note if a
reason is given.

Click on the m button to
continue.
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Remowve All

Select guests and enter optional notes

Mr JOHN CASH

Ms CARRIE CASH

Guest 1 has declined the Land Package |
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Step 11

We will now see the Land
Program has been added for
our Guest. Click the
button at the bottom of the
screen.
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Step 12

This will bring us to the Review
Groups screen. Here we will
now see the Land Programs
have been added under the
Land Programs line.
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