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Travel Agent - How to Add Notes To a Group Reservation

Step 1

Let us begin on the Review = (Jazawans
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Step 2
The Group menu will open.
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Step 3
This will open the Groups GroupC X
Comments menu. Click the
Subject Drop-Down Arrow
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Step 4

We will now see all the
Subjects listed. Click the
Subject from the drop-down
list that is associated with your
comment. Then add your
comment under the No
Comments field. Then click the
Add Comments button.
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Step 5

This will add your Comment
along with the following.

Date Subject Text User
Date — The date comment was

1252, T:51 AN FRICING Reszrvafion £ 12030985 has been 3dded on 2 Special Rate A7 JOBRNC E
added.
Subject — The Subject Name.

Subject

Text — The text comment.
User ID — User adding the text.
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Click the Save & Close button to
complete adding a comment.

Step 6
Group Comments n
Note: We can delete the
comment by clicking the Trash Date Sigeat: - | Rt toes
Can Elsymbol. Then clicking the || 125z 7514 PRICING  Reservafion £ 1303085 has boen 30364 on = Special Rate AZ_JOKNC

Save & Close button.
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