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Travel Agent - How to Add a Hotel Stay for Groups

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 thellglileKe{ge1tle)

line.
Find f:‘-'@.mp
Naw Group
Step 3

We will arrive on the Groups
screen. Under the Find Groups
section enter Group RES
Number in the Group # field.
Then click the button.

Step 4

The Group Results menu will
open. Click on the Group you e
wish to work with, and it will b
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click the EDIT tab inside the Atint  Tas )
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Step 5

This will take us to the Review
Group screen. Scroll down to
the Hotel Requests line. On the !
right side of the Hotel Request e nopen

line click the Pen & Pen & s —

symbol. = ’
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Step 6
The Add Hotel screen will - Ad3 Howd Roams
open. Here we will be able to )

1] Croiel. SEA%L S
choose between the following. ctags e Pl )
[LilZ - Book a Hotel stay prior At e
to the Voyage sailing date. ST e
— Book a Hotel stay after B~ '+ ]

the Voyage sailing date.

The next step will show us how
this works.

Step 7

Let us select POST for this = C‘““‘“ Logged Mac AL B

. — ‘) =
example. Click the m button
and the information will
automatically populate the
following fields.

W00 Gevep Resendon

From — The date the Hotel stay » - Booked Hotrl Roces Ssscted 0 Toid P 000

begins. v Add et Bosens

To — The date the Hotel stay

ends. {3) Couaet. JUAN2N g UMY o e
. . . . Putap Newe: mn-."ns.nw-m TEALAND VOONGE -

City — The city associated with Depetun: Ton b 15, 2621 5100 W SYOMEY (HFE B AUSTRALA ul

At Tow Pl 20 20N D000 AN FERTH (FREMANTLE] AUSTREIN

the Voyage on your booking.
Click the # of Nights Plus +
symbol to add the number of
Nights.

Click the Minus = symbol to
shorten your Hotel stay.

We will add 3 Nights for this

example. Click them button
to continue.
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Step 8

This will bring up the Available | |3 (Jrzamans
Hotel section. Here we will have | [ 2 e
a selection of Hotels to choose
from. Select your Hotel by

clicking on the # of Rooms Plus || 5 sskedsetsisens B | ovcee X soucne 1 TowPrce S0
+ Symb0|. Y AdEHoi Rooms Frecse 20 204 S Fesls 200 SNges 3 DRy PERT FEEVARTLE ALSTRALM MFSE
With this example we have v Availabie Hotl oo

selected the Pan Pacific Perth
Hotel for 1 room. Click on the

IR button.
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Step 9
i
We will receive an Information
message telling us we have
stored our changes to our Changes to Group #10000121 were stored successfully.
Group successfully. Click the
Close tab. Close
Step 10
This will bring us back to the
Review Groups screen. On the || MESCTNNN ~ - oo —
Hotel Requests line, we will S S s
now see the Hotel we have > I ‘Syeclaysenn: vyt
booked. Vi e A e
v Ceuurti (.}
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