RezA | Orzanara

Travel Agent - How To

Add An Addon for a Booking

QUICK STEP REFERENCE GUIDE

Step 1

Let us start by clicking on the
Your Account tab. This will open
a drop-down menu. Click the
My Reservations tab.

v Find Reservation Show Racent Histery

Res# Agent Rafd Reservation Name  Stats

Logged in s undefined \'wﬂrcmnll‘l_

Step 2

This will open the My
Reservations screen. You will
find our reservation under the
Reservations Results column.
Click on the Reservation you
are working with, and it will
become highlighted. Then go
to the right side of the
Reservation screen click the
Tools |* | symbol.

@AZAMAQA

My Reservations [UREISHTEY

v  Reservation Results

Res #10001003  Status: OFFER -
= = > Reservation # 10000533 AgentRef# Status: OFFER
@Cmiseg: JR230817-012 Ship: JOURNEY

1
Invoice Total: § 12,644.76

() Cruises: JR230817-012 Ship: JOURNEY
Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE
Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM

Res #10000623  Status: OFFER

Amival:  Tue, Aug 29, 2023, 6:00 AM, DUBLIN

(T) Cruise#: JR230317-012 Ship: JOURNEY
Guests: 12

Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE|
Departure: Thu, Aug 17. 2023, 6:00 PM, AMSTERDAM
Amival:  Tue, Aug 29, 2023, 6:00 AM, DUBLIN

Guests: 12

Invoice Total: § 13,171.52

Total # of Statercoms: 1

Package Name: 12-NIGHT SCOTLAND INTENSIVEVOYAGE| 3 @& Agency: TEST CONSORTIA AGENCY  Agency ID: 1000060
Departure:  Thu, Aug 17. 2023, 6:00 PM, AMSTERDAM

Armival: | Tue, Aug 29, 2023, 6:00 AM, DUBLIN

Guests: V) » & Guests: Adults:2 Children:0 Infants:0

Logged in as: undefi

View Search
Results As

INT-AGENT | Collapse All e

Aemount Due: $ 1347152 Code  Category Name Capacity ReseveType  Statersoms Upgraded Occupancy  Guests
B § N2 Continent Suite 2 (@) (@)s056 2 12
es #10000593 _ Status: OFFER e (Bo)(@)z0s6
(1) Cruises: JR230817-012 Ship: JOURNEY i
Package Name: 12-NIGHT SCOTLAND INTENSIVE VOYA > 4 A oSy BYsts
Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERD/

Amivat  Tue, Aug 29, 2023, 6:00 AM, DUBLIN > O Insurance: Nething Booked
Guests: 12
|:'“““ Tm}ff‘ 12?”(2 » [ Special Requests: Noming Booked
Step 3
This will open the Tools menu. :
P Reservation #
Click the Edit tab.
| Edit ancel Invoice ‘ Payment Link ‘ Pay Now J | Gift Orders ‘ ‘ Travel With |

Step 4

You will be brought to the
Summary Screen. Scroll
down to the Addon line. On
the right side of the line
click the Pen & Pad @
symbol.

~+
L;),AZAMAF!A

10000593 | Reservation

Reservation L3 Invoice Total: § 21,251.52 Reservation Review

» Reservation # 10000593 AgentRef¥ |(& | Status: OFFER
> &  Agency: TEST CONSORTIA AGENCY Agency ID: 1000060

> & Guests: Adulis:2 Children:0 Infants:0

O —

Package Name:12 NIGHT SCOTLAND INTENSIVE VOYAGE

Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM
‘Tue, Aug 29, 2023, 5:00 AM, DUBLIN

Guests: 1,2

~ @ Total#of Staterooms: 1 E| IE
Code Catagory Name Capacity Reserva Typa Statarooms Upgraded Occupancy Guests
N2 Continent Sulte 2 @.(@)m 212

> & Ar Hothing Baoked

> ©@ Insurance MNothing Baoked

> [ Special Requests: Moihing Baoked

3 [ Addons: Hothing Booked

> (D) Excursions: Natning Bosked
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Step 5
. = ’f+AZAMARA' Logged inas: undefined | Your Account | ez

The Addon/Available Items = U ot ‘
listed will open. You will see 10000633 | Reservation
the following display below.

B dsplay

Available ltems

Alcohol
Credit
Items Add-on Name & Price Code & Price per Unit Description
Packages ALeonet
Service CREDI

ITEMS
Click the Arrow > symbol to
open the Addons. Let us click [ s
the Alcohol *arrow for this [ | seevce
example.

Step 6

= @AZAMAF‘A

10000593 | Reservation

The Alcohol drop-down menu

will open. Here you will have a ADOONS B -

choice of several alcohol — .

addons. For this example, click . .

the Add button for the Absoult || [xJ*

Bottle on the right side of the .

ine. ‘ ]
586 01

Step 7

. Absolut Bottle - § 50.00 X

This will open an Absolut
Bottle display menu. Click the

@cruim: JR230817-012 Ship: JOURNEY .
i Package Name: 12-NIGHT SCOTLAND INTENSIVE VOYAGE
Qry of bottle(s) by using the Departure: Th, Aug 17, 2023, 6:00 PM, AMSTERDAM
PIus"' symbol With this val:  Tue, Aug 29, 2023, GOOAM, DUBLIN
: s 12
example you will select 2.
Guest Full Name Qty. / Delivery Place Status Total Price Notes
Delivery Place — Click the drop- 1 JOHN DOE _l + cABIN $5000 | Delver afe 4PH ‘
down arrow to select ¥

2 MsJANE DOE ‘-

locations. W'Iﬂl ‘ RESTAURANT ‘ $5000 ‘ ‘

Notes — Add a message. dd For Al Guests ‘x Cancel Hv Done |

Then click the Done button
when finished.
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Step 8

You will return to the Available
items screen. On the Absoult
Bottle line you will see a Booked

hyperlink. Click this to see the AODONS | mowsseemes | -~

item(s) that have been Ainliab s
requested.

Lo Mams ~ Poica Cads - Frica psr Unit Dascriplion
When you have completed our

W | ALCOHOL

request(s) click the
button at the bottom of the Hfote e e

screen. Chempesa & Chior Shrabsie B Abe
Damii Chaiden Cheisic Bl E e [Tt
Loutn Enedeer firef i e
Piiri Jont Flear Chestdni BIETN A
Premiem Baveidos Paldadi i T i Ave

[~ | =

Step 9

— @A ZAMARA Logged in as: undefined | ¥

This will bring us to the T

Summary screen. Here you will
see under Addons our

. R > Reservation # 10000583 Agent Ref# @ Status: OFFER INT-AGENT E
SEIeCtlons' CIICk the m > & Agency: TEST CONSORTIA AGENCY Agency ID: 1000060 E
bUtton at the bOttom Of the > & Guests: Adults:2 Chilaren:o infants:0 E @
screen. (1) Cruise#: JRZ30817-012 Ship: JOURNEY E

Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE

Departure:  Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM

Amival:  Tue, Aug 28, 2023, 6:00 AM, DUBLIN

Guests: 12
v @ Total#of Staterooms: 1 E @
Code Category Name Capaciy Reserve Typs Statsrooms Upgraded Occupancy  Guests
N2 Continent Suite 2 @m 2 12
> L& An Nothing Baoked @
> © Insurance: Nothing Baoked @
» [ Special Requests: Hothing Saoked E
v [> Addons E
Ad-on Name Delivery From Deivery To Guests Delivery Place Atid-on Status ay Totai Price Notes
ALCOHOL
Absolut Bottle Thu, Aug 17, 2023, 6:00 PM Tue, Aug 29, 2023, 6:00 AM 1 CABIN 1 §$50.00 I@
Absolut Bottle Thu, Aug 17, 2023, 6:00 PM Tue, Aug 20, 2023, 6:00 AM 2 RESTAURANT 1 $50.00
CREDIT =
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Step 10

You will receive a Confirm

message asking us to save the There are some unsaved changes. Would you like to save changes?
changes. Click the Yes tab to

continue. Yes No

Step 11

This will give you a Confirm
message providing a Reservation #10000593 is stored successfully.
Reservation # number and
Stored Successfully

confirmation. H “

Would you like to continue working with the reservation?

Yes No ”l Print/View Confirmation

You will then be asked the
following.

Yes — To Continue working on
the reservation.

No — To End the process
Print/View Confirmation — Print
and View the reservation.
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