RezA' | Crzams QUICK STEP REFERENCE GUIDE

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

Step 1

L;’AZANAQA
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.
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Include Reservation — This poveigalionpistoyagouttniionsf mmmhe pmevee

allows us to add an existing e chtkonh o

Reservation that matches our v A thpRecuesss [~ @
Group booking. - Joorn Tne

New Delegate — Will let us v W , : 5

create a reservation that will be || * i 2 2

linked to our Group booking. ‘ — : !
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Click the Include Reservation Iy SR 2 | :::1

for this example.

Step 2

This will bring you to the Select

Eligible Reservations screen.

Select your reservation by V' Salect Bighle Reservations

clicking the Check Box on the '

right-side of the screen. Then B it e A
click the button at the
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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 selected reservations will be included into the group. The pricing,

. " stateroom availability and commissions percentage associated with
the Group. Click the [€eJpla[gIV[= these reservations are subject to changes. Would you like to continue?
button to add the reservation
to the Group booking. || Continue || | Cancel
Step 4

This will bring us back to the
Group Reservation screen. We T oo

will see under the Reservations | | v G omes moe (05 orven | [=
line the added reservation # iy N S SRS gy - Ao

10000085 is now part of the .
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Step 5
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Now let us add a New 000121 | Groop Pbsarvabn

Delegate. On the Reservation T
line click the Ellipsis button -

again. Click the New Delegate
button.
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Step 6
ThIS W|” bl‘lng US tO the Create § Crwsntt SUSIA 14 Mg S0 v
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a Delegate screen. Select your e o St e

Stateroom by going to the left-
side of the screen and clicking

-----

on the Check Box ®. Then click a i P j j ]

the 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 310 e i o (&}
created and added to the Group | | [T -
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at the bottom of the screen. )
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Step 8

This will give us a Confirm Confirm

message to review the Messages

I'S_t before store the reservation. The reservation have important Validation Messages.

Click the OK button. Please review Messages list before store the reservation.
Ok Cancel

Step 9

We will receive a Confirm
Message the Reservation has
been stored successfully.

Choose either Delegate or
Group return.

Reservation #10000291 is stored successfully.

Would you like to continue working with the delegate reservation or
return to group?

Return to Delegate Return to Group
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