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Travel Agent - How to Add & View Reservation Comments

Step 1

AZAMARA

Let us start by clicking on the = -
Your Account tab. This will open -
a drop-down menu. Click the
My Reservations tab. v FindResnation | snow Recettisn

Ras# Agent Refé Reservation Nams _ States

Step 2

= @AZAMAEA’ Logged in as:

You will be brought to My

Reservation screen. Find the By e
reservation you wish to work " |

with under the Reservations Rles #10001003  Status: OFFER h |> Reservation # 10000533 AgentRef#  Status: OFFER INT-AGENT | cotiapse an E I

(7) Cruises: JR230817-012 Ship: JOURNEY

RESU |tS COI umn. C I | Ck on th e FEE mral s e DT T ETILG [N LE VI Vi » & Agency: TEST CONSORTIA AGENCY Agency ID: 1000060

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

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

Reservaﬁon you are Working Guests: > 5B Guests: Adults:2 Children:0 Infants:0 [
Invoice Total: § 12,644.76
i H H L LR (1) Cruise#: JR230617-012 Ship: JOURNEY E
with, and it will become e, e
- . = Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM
h hl h d h h Cruise#: JR230817-012 Ship: JOURNEY Amivat  Tue,Aug 29, 2025, 6:00 AM, DUBLIN
Ig lg te . T en go to t e E’Dackage Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE| == =
. . . Departure: Thu, Aug 17. 2023, 6:00 P, AMSTERDAM
right side of the Reservation # vl Tos 09 25 2073 5 00AM.DUBLIN v B Toisor suerooms: 1 [~]
H H E H IE‘ e G111 Code  Category Name Capacity Reserve Type Statersoms Upgraded Occupancy Guests
line and click Eclipse e teme i Kl - o i
Res #10000593  Status: OFFER N2 Continent Suite 2 @l@m 212
Sym bO I . (7) Cruises: JR230817-012 - .
Package Name:12-NIGHT SCOT! > & An Bo TR
Departure:  Thu, Aug 17, 2023
Arvival Tue, Aug 29, 20 » © Insurance: Nothing Booked
Guests: 12
T‘D'CETO(ﬁIfS‘2?1ﬁf » [E Special Requests: Noming Booked

Step 3

. > Reservation # 10000593 AgentRef# Status: OFFER INT-AGENT | Collapse All m a
This will open the Eclipse

menu. Click the Reservation b 8 Agency: ‘ 0 Promotions ‘ ” E| Reservation Comments | ‘ﬂ Print/View Confirmation
Comments tab.

‘ View ltinerary ‘

a -

Step 4

The Reservation Comments

screen will appear. On the
Subject line click the Down

Arrow  symbol. Sudject [ﬂ ®
‘ Add Comment ‘ ‘ Save & Close

No comments
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Step 5

This will open a drop-down
menu. Click the Subject that ‘Q

best matches your comment
. . . ACCOUNTINGIPAYMENTS
description. With this example '
i AMENITIES
you will use Cancel. V No comments
| GANCEL |
|
Su
CONYERSION @/
FORCE GTY
E ‘ Add Comment Save & Close
INVENTORY
Step 6

Reservation Comments

Now enter your comments in
the Comment field. Then click No comments

the LRI ERdbutton.
Subject CANCEL Mr. John Dow is canceling one bottle of Absolut Vodka as one of his Addons @

| Add Comment Save & Close
I

| —

Step 7

Reservation Comments

The screen will change. You
will be able to view the Date Subject Text User

comment that has been added 111123, 12:39 PM PRICING UNDEFINED
to the reservation. Now click

Subject PRICING Qur Guest is requesting a special price on a stateroom |
the SEVRN @[T button. \—‘
[

:!\@

Step 8

When you go back to the
Reservation Comments the
comments will be permanently

added by the following. Date Subject ~ Text User
11123, 311 PM CANCEL  Mr. John Dow is canceling one bottle of Absolut Vodka as one of his Addons. BIZLOGIC_SERVER

Reservation Comments

Date — The date comments

were added. Subject (]

Subject — Area comments are
related to. ‘ Add Comment
Text — The comment added.
User — The individual adding
the comments.

A

Save & Close
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