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Travel Agent - Groups - How to Allocate, Edit, and Release a Stateroom

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 thefFlileNeigelt]s!
line.
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Step 3

We will arrive on the Groups

screen. Under the Find Groups

section enter Group RES v Frdomp  |HW o | wwo s mos o [ |

Number in the Group # field. o —i S | o s |

Then click the button. —— : — 12 s X
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Step 4

The Group Results menu will —
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Step 5
Q:A:A“Aﬁl.
Allocate a Stateroom 13000000 | Grop Ressrvadion
This will bring us to the Review || ¥ G cwes i ()5 crren oo | =
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Group screen. We will go to the
Ship Requests line. On the right
side of the line click on the
ellipsis (=] symbol. This will
open the drop-down menu that
has Allocate Cabins. Click on
Allocate Cabins button. " e Tn . ) [==]
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Step 6

Group AFosmwRelease Cabins $ac Group 0 19000000 u
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We will be brought to the

Group Allocation/Release oo e 7, 03 11 AP OO
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Cabins for Groups screen. On
the left-hand side of the

screen, you will see the '
Category Code section. Click - /
the Check Box ‘& to select [l

your Category Code. Mlsceted Cebirs

Note -We will have to select
Per Category to Allocate each.

You will be able to Allocate the
Staterooms one by one or by
clicking Allocate.

We can Allocate them all by
clicking the Allocate All button.

We will select Allocate All for
this example.
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Step 7
The Allocate All cabins for
Category 5 will appear Under

the Allocated Cabins section.

Then click the Close button.
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Step 8

We will receive an Information
message letting us know the
changes were stored
successfully. Click the Close
button to end the process.

Changes to Group #10000000 were stored successfully.

Close

Step 9
Edit the Stateroom

Under the Allocate Cabins

section click the Stateroom

Number "= checkbox you wish

to Edit. With this example we
will select Stateroom # 4070.
Then click the Edit Button.

RBocaied Cabins
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Step 10

This will bring you to the List
View screen. Let’s change the
Stateroom by clicking the check
box for Stateroom # 4016.

Then click the Accept button.
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Step 11
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We can also use the Deck View [ hawe |

screen to see the layout of the Selacted Shemrosss | s

deck. Click on Stateroom # 4016 o 15 mote e e, s
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Step 12
Klscated Caany

We will be brought back to the
Allocated Cabins screen. Here
we will see Stateroom # 4070
has been replaced by Stateroom
#4064.

Click the Close button.
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Step 13

This will give us an Information
message letting us know the
changes were stored
successfully. Click the Close
button to end the process.

Changes to Group #10000000 were stored successfully.

Close
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Step 14

Release a Stateroom A0 Cate

Under the Allocated Cabins s "t
section, you will be able to
Release one Stateroom at a o
time. Click on the Stateroom
Box. Then click the Release
button below.
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Step 15

Miecated Cabins

You can also use the Release All
button to release all the
Staterooms. Click on the
Release All button. | ®
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Step 16

Micatsd Cabira

Once you have released a
Stateroom(s). Click the Close
button to complete the task.

Step 17

We will receive an Information
message letting us know the

changes were stored Changes to Group #10000000 were stored successfully.
successfully. Click the Close
button to end the process. Close
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