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Travel Agent - How to Add an Excursion to a Group Booking

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 the

line.
Find f:‘-'@.mp
Naw Group
Step 3
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We will arrive on the Groups
screen. Under the Find Groups
section enter the Group RES d F’“;'“' werteea e R v+
booking number in the Group Afras 0 e )
# field. Then click the F1geq :
button.
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Step 4

The Group Results menu will
open. Click on the Group
Reservation you wish to work CASH GRE Sale: OFFER._ o | G Guot it (9 Sms OFRR
with, and it will become X
Highlighted. Then click the (Groap Nerse: CASHGRIF 1 Grous Type: 47HITY
m tab inside the Group
booking.
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Step 5
= (Jazawans

This will take us to the Review 190 | Grou emryvten

Group screen. Scroll down to T

the Excursions line. On the right (L v wa ey py

side of the Excursions line click el O e
the Pen & Pen & symbol.
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Step 6
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The Excursion screen will open. | |
Under the Available Excursions
you will see all the Excursions
associated with the reservation.

. . 1/ Onmmt S0001100) g Jociagy
They are listed by the following. Fchogs e 59505 OCCILINE AATAIVE VITAZE

Excursions Show Booked tern Vot Prex 1050 - The

v Asd Excarvions

Popariates Tha Sy 17 2000 008 P00 AMSTESDAM NETHE SLAMS
Revel Vo X6 DL EO0AM, DUBLI SELAD

Package Type — Package Code o Sl Ol S f’"‘; |
Package Name — Listed Name - >

%]

v fvalsshe lssanvioe (© -

Time — Time the excursion )
begins' “ e Tope wham o ame Tew [hasdon e p . e II

Duration — The length of time o PO ———— v
for the excursion. e T ST -
Price Per Guest — Individual - o
Price per Guest. :
Promotion — If a promotion is o o e
offered on the excursion. e e s

e u
Note! Scroll down to see the - PEvee =
complete list of Excursions. o : ‘ =
YOU can also enter the Lve | Aaa 0.0 EURMICRGH A LML SOOTLAMD. UNTEY KNGROM
Dates —Use the To and From i E=

Port — Select the Port use the
Package Type — Use the
Then click thelSElgdfbutton.
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Step 7

Let’s look at adding an excursion

from the Available Excursion
screen. Select your excursion by | | s Show Boshad ters e e 100 [~ |
going to the excursion line. We v Ade Excunsions
will use Scenic Seil Island for (fOwen s s gy
this example. For additional v
details click the OBA-005 e - o Pkt Ty . ===
hyperlink. On the right side of : =3
the excursion line click the [JaJ3] | | v st (o0 1=
button. . ;

== Emew

W | A DA SCOTLASD, IMTED winCDOm

QoA u

AL Mot R e i aie s » e n

< (LECH tomrmw Castw w2 Lovdass 10w A n

G ee LSy m— 198 A = 3o n
Step 8

Specify number of requests
This will open the Specify

Number of Requests menu. - 3| ‘

For this example, let’s click the

Plus + symbol to add 3. Then Cancel m

click the [AYéJell button.

Step 9

We will return to the Add
Excursions screen. On the
Scenic Seil Island excursion
line you will see the Orange
Trash Can indicating the
selection has been made. Go
to the bottom of the screen
and click the (@il button.
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Step 10
This will bring us to the Review
Group screen. Under the
Excursions section we will see
the 3 OBA-005 excursion
packages are now saved for our Nt
Group Reservation. 3O
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