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Travel Agent - How to Add Reservations and Create Delegates On a Group Booking 

Step 1 
 
Let us begin on the Groups 
Review screen. Scroll down to 
the Reservations line. On the 
right-side of the line click the 
Ellipsis button. This will open 
and we will see the following. 

Include Reservation – This 
allows us to add an existing 
Reservation that matches our 
Group booking.  

New Delegate – Will let us 
create a reservation that will be 
linked to our Group booking.  

Click the Include Reservation 
for this example. 

Step 2 

This will bring you to the Select 
Eligible Reservations screen. 
Select your reservation by 
clicking the Check Box on the 
right-side of the screen. Then 
click the Include button at the 
bottom of the screen.  
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Step 3 

We will receive a Confirm 
message telling us that the 
reservation will be included in 
the Group. Click the Continue 
button to add the reservation 
to the Group booking. 

Step 4 

This will bring us back to the 
Group Reservation screen. We 
will see under the Reservations 
line the added reservation # 
10000085 is now part of the 
Group Reservation.  

Step 5 

Now let us add a New 
Delegate. On the Reservation 
line click the Ellipsis button 
again. Click the New Delegate 
button.  
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Step 6 

This will bring us to the Create 
a Delegate screen. Select your 
Stateroom by going to the left-
side of the screen and clicking 

on the Check Box . Then click 
the Create Delegate button at 
the bottom of the screen. 

Step 7 

We will be taken to the 
Reservations screen. Under Total 
Staterooms you will see the 
New Reservation has been 
created and added to the Group 
booking. Click the Store button 
at the bottom of the screen. 
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Step 8 

This will give us a Confirm 
message to review the Messages 
list before store the reservation. 
Click the OK button.  

Step 9 

We will receive a Confirm 
Message the Reservation has 
been stored successfully. 
Choose either Delegate or 
Group return. 
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