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Travel Agent - How to Add an Addon for a Group

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 v Freove | WY arasdeme  Bad
Number in the Group # field. ST tomc o e

Then click the button. bocn S — | s i

L] e
Step 4

The Group Results menu will o e xR
open. Click on the Group you s _ =
wish to work with, and it will b e T G oo e (9500w 300 F—

become Highlighted. Then

1ia| Greiplone TEST G001 Greup Ype A5FNTY

click the EDIT tab inside the At Tas
Group booking. ol Gaves: 20
# 0l Cablea: 197
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Step 5

This will take us to the Review

Group screen. Scroll down to [ et |
the Addons line. On the right e
side of the Addon line click the - " e ) : g EE m
Pen & Pen & symbol. - T S ey e
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Step 6
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We will be brought to the e

Addons Add Items screen. Click
on the Add Items tab.

Step 7
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This will bring up the Addons
Available Items screen. Here we
will have a selection of the
following.

1061DY | Group Besevatan

ADDONS | saawBostadiuns B
Avatadle ltems

Alcohol *
credit » Adk4 Mame . Prics Code . Price 3o Ut ol
Items *

Packages *
Services *

AL
(3L

Click the *Arrow symbol next
to each Addon to open the
drop-down list.
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Step 8

Here we will see the drop-down
list open. With this example S i
let’s select the Alcohol AN { Seviatem:. | [
selection. We will go to the right| | A/issielems

of the Absoult Bottle and click
the m button S0t A . Vs Cods . Pios 2o D At

v | MO
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Step 9

This will open an Absolut
Bottle display menu. Click the

|:i:| Cruise#: JR240206-014 Ship: JOURNEY

QTY of bottle(s) by using the Package Name:14-NIGHT AUSTRALIAINEW ZEALAND VOYAGE
. ) Departure: Tue, Feb 06, 2024, 5:00 PM, SYDNEY (WHITE BAY),

Plus+ symbol. With this AUSTRALIA
; Amival:  Tue, Feb 20, 2024, 10:00 AM, PERTH (FREMANTLE),

example we will select 2. AUSTRALIA

Then click the Done button
when finished.

Qty. Status Total Price

‘-‘2* + 5 100.00

4 Cancel
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Step 10

We will return to the Available

This will give us an Information
message telling us we have
stored our changes to our
Group successfully. Click the
Close tab.

items screen here you will see
on the Absoult Bottle line a ol O o -~ K
Booked hyperlink. Click this to At R
see the items that have been
requested. v 145
When we have completed our ;wm -
requests click the —— .
button at the bottom of the
scree n ) Osnaba Chondan Olsanke Bos tan ! 11.
Powondam Biooosae Pachone lo Taw 180 A
=l
Step 11

Changes to Group #10000121 were stored successfully.

Close

Step 12

We will be brought back to the
Review Groups screen. On the
Addons line, we will now see
the Addons we have added.
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