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Travel Agent - How to Make a Group Booking

Step 1

Let us begin on the Azamara
Reservation Cruises screen.
Click the Login tab on the right
side of the screen.

— +
= g;zw.ﬂu

| Reseruion

Step 2
This will open the Login menu.
Make sure that RIENVENAE Username * undefined
has been selected. Then enter
the following. Pasz=word * ceesssssaneens oy
Username*
*
Password ‘ Forgot F'asswordﬂ. ‘ Close
Then click the tab.

Step 3

We will be brought to the -]
— {\4'&;..\\';%

Reservations screen. The
Logged in as: will confirm our
login has been successful. Now
on the left side of the screen
click the Three Line EBsymbol.

Step 4

This will open the Main Menu. NS EnS

Scroll down the list and click S Mmoo wasilom
on [NEAEI{eIV]s).
Show Recent History

Naw G rmlr |

|
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Step 5

The Group screen will open.
On the Choose Agency and
Agent line click the drop-down
* arrow.

Step 6

E Q.\Zlm.\m Logoed ha: AZ_ IO © W ke
This will open the Agency

screen. Search for an Agency by
entering one of the following. S P e v

| Grop Resevation

Ay, ATAWRATERALT Tolphora: Addnss SOMTGATAWRACOM 1S Comeagy. 150
ARC

code S Apeacy Araancic lgecy fennt

Agency ID

With this example we will enter
the Agency ID. Then click the w0 vt

Find button. IZI

Step 7

The Agency will appear
displaying the following.

v Thoons Ageocy tnd Aged

Agency ID: Agency, ATNGRACERAAT Towphons:  Addwar: RUWSAZAMAHA COM 15 Cumwrey: LS
Agency Name:
AddreSS: o Aoy ek Asvexsd lgmoy Snt
Telephone: e s
Agency ID: e Agercy Wame  ALVOST PARKDISE TRAJEL
. » ~ Udwik L35 5 MILLLAES I STOCKERIGE L3S
Review your displayed Agency — | el
and click the Accept button. el |

Teat Sty A3

=
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Step 8
= Quw.\w Logged mws: AZJOHNG | ¥
We will see the Agency line is
now displaying the Agency
details. Under the Additional v Cheane kpency gt

Information line enter the Agency: ANCISE FAKAIISH [RAYH Tolophona: 1Sk Adeaa: 472 5 Vil LA K0), SIOCKHRIINE 1 S Cumaney: 150)  Change | | FseAgeat
following required information.
Group Name* - Required

Group Type* - Req u”-ed Group Name * Glaup JIES Griup Coondeatic ? M Gaan (U

| Group Reservation

v Additional Informasion

Group Coordinator — Click the
Magnifying Glass to continue to
search by Group Coordinator.
Alt Group ID — Enter the Group

ID.

Click the Continue button to

create your group.
Step 9

This will now give us an

Information message telling us Group #10000021 is created successfully

the Group has been created

successfully. Click the Close tab. | Close

Step 10

We will arrive on the Group
Reservations screen. Under
the Find Voyages use the
following to select your

voyage. E“” e E"" —
Ship and Destination — Click — [ =]

on the = drop-down arrow to
open and make your

selections. M (77| O g ] T
From and To — Use both " |
Calendars to select your dates. | | | e v, m

Click on the hyperlink
Calendar symbol i next to
From and To and select your
dates.

When you have completed
making your selections click
the SEEI(LRELIEE button.
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Step 11

The Cruise screen will appear
with the results of your search.
Review your choices. To see
additional information on each
Journey. Click the Hyperlinks on
each line. Click the check box
next to the Voyage you wish to

Y | Nodrty Search

Solect the crulse you prefer from the list below

Doparture

X Oscod B

This will open the Staterooms
screen. Under the Current
Staterooms section, you will see
the Stateroom categories. Let
us click on the *Show Available
Categories drop-downs.

.
JAZAMARA
@

O0000d) | Orecp Reservaton

3 Corrent Stedwecom Lot Dutata Ko

Group Neservasion Cade M0000043 O

Moavwr [iree——

>

take. Then click thejf{@sJgalsli[c o Cole Nome bl i it sutl iden ¢ "I Ponot
tab button at the bottom of the B B | P | ;5’:33’ =
screen. [SURNEY | W‘"ﬂm Lo s 2 staem m"““”‘m“'“ i

Showi 112 of 2 enlr First  Provious 1 MNext  Last
Step 12

$000

A 0 Sebcind 0 Tote Paos

Price Froee’ S 1060 Selctae 1 Toea! Frice § 090

Frice From: § 12420 Selactest 1 Total Price § 020

Frize Froem: £ 10880 Sebectet 3 Tots Price $0.00

Price Froen: § 6560 Selectast 1 Tows Prvce SO0
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Step 13

On this screen we will see all
the Show Available Categories
have been opened for the

fO”OWing Staterooms. 3 Cusvert Stswrcoms e Group Ressrvation Code #10000121 O 3 Sewcaed 3 T Paor § 140440
—EXL oo |
SUITE
VERANDA o
OCEANVIEW
INTERIOR - -r\""vm 20400 Selecwd 1 Tomil Poce: § 104N
= W o : .-.l‘-:'.‘jn:‘ Totd Price @ of Stabercamn I
£ Ul - B 'O sum -0 |4
On the top line of each = :
category, you will have a 5 RS > tata s
heading with the following. = O sim =i
" 08 B [« JEFIT Mk 2
Category Code  eninca
Category Name
= Available Staterooms v e Prive From: § 19068 Seleetne | Thea Prie § 8070
OK — Available ST _a—
GTY — Guarantee - Q) v =k
WTL — Waitlist i [ P8 O] wnm - 0
ﬁ Ca . (0« P O} 1am L L
- Capacity Number of Guest
Default Promotions — Listed =l o —
Nopromo — Displays No Promo i Ol i T
Total Price — Displays the Total =i L0} o R
QTEANVEW
# Of Staterooms — the # of
rooms that have been selected
v e Prce Fram § 5080 Sclested 2 Towl Price $ 0990
= [~ TS T e e—— weiPdce 02l Sbeens
Go to the # of Staterooms = o 5 -
al ' : 1w -0
column. Click the *+symbolon | | _

: - 0l
the line of your selected = [=EHE
category. Now select our Group wx 9} i L.
Staterooms. When we have o DIXEm mchal
completed selecting our
Staterooms click the
button on the bottom of the ¥ Price Froee: § 12600 Selectses 4 Totai Price § 13,080
screen. = W Vs : AmsLEn Totel Pres  #of Samenmny

(O (" 0/ sum - 04
Note — Use the minus =

' I [ JET ' o
symbol to decrease the number| | _ ,'6

: W L {120 -0
of categories. Use the Trash Can| | ~
ESymbol to remove your " » L s ki .
selections. et =
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Step 14

Information

We will receive a message
telling us our Group # has been
stored successfully. Click the

button. | Close ‘

Changes to Group #10000121 were stored successfully

Step 15

L;‘A:A-Ahl

This will take us to the Review | [t
Group screen. Here you will be || T
. v G ocae 0o (@) it Coves — > vl
able to review and add
. X Gries hame Mo Groe Typu: A1 0
additional items to your
booking. .
1 Crumew SIMIW L Vow Sy -
Potngn S 18 0w ) hn A AT SR AN
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:“.‘ —l-:‘:::::::-:'mnnmm
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