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Travel Agent - How to Add & View Reservation Comments 

Step 1 

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

Step 2 

You will be brought to My 
Reservation screen. Find the 
reservation you wish to work 
with 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 # 

line and click Eclipse 
symbol.  

Step 3 

This will open the Eclipse 
menu. Click the Reservation 
Comments tab.  

Step 4 

The Reservation Comments 
screen will appear. On the 
Subject line click the Down 
Arrow  symbol. 
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Step 5 

This will open a drop-down 
menu. Click the Subject that 
best matches your comment 
description. With this example 
you will use Cancel.  

Step 6 

Now enter your comments in 
the Comment field. Then click 
the Add Comment button. 

Step 7 

The screen will change. You 
will be able to view the 
comment that has been added 
to the reservation. Now click 
the Save & Close button.  

Step 8 

When you go back to the 
Reservation Comments the 
comments will be permanently 
added by the following. 

Date – The date comments 
were added. 
Subject – Area comments are 
related to.  
Text – The comment added.  
User – The individual adding 
the comments.  
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