RezA | Orzanara

Travel Agent - How to Add a Land Package to 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.
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Step 2

Here we will be brought to the

My Reservations screen. Under Twom] o] G il |
the Reservation Results section || . awessen s
we will be able to see all our S ) i A R R OF =
reservations. Click on the bt 3 e > & Agecy P
Reservation you are working o I IV S > % o »
with, and it will become e e A el -
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highlighted. Then go to the B s e amamnmE
right side of the Reservation e =
screen click the Tools I?I - .
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Step 3
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This will open the Tools menu. Reservation #10000593
Click the Edit tab. ” Edit I | Cancel | | Involce | | Pay How |

Step 4

We will be brought to the N

[ s sl -
Summary Screen. Scroll S -
down to the Land : ey
Programs line. On the right e z
side of the line click the Pen || > @ "= ~d
& Pad #symbol. SR @
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Step 5

This will bring you to the Add e L
Land Programs screen. Here we | [kl i
will be able to book a Land

Program mor m Voyage.

Select one of the following.

m — The City and To date will
automatically populate. Fill in

the From date using the i . NS Uuzhgts Patag e
Calendar i# symbol.

[Ze - The City and From date TP -
will automatically populate. Fill Ry o

in the To date using the ] 0 (e s I
Calendar i® symbol.

Let’s click on the m for this
example.
Step 6

logeed i sw: dcies

The City and From date have
automatically populated. Fill in
the To date using the Calendar
it symbol. With this example
we have added 08/31/23 as the
To date. Click thef21ga) button.
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Step 7

J b : =
— b,\[,\v,\;" ogpdinas (oipg | Yow e

This will open the Available
Land Programs screen. ST | S
This will include the following.

) Becked Lard Programs Ssisciad 0 Tty Poce §000
Package Type — Click the 308 L Programs. | Cor DB IWONTIERELUS 1L o g 2202 e g 26 1 e v
Hyperlink for additional details. || v #uibielngergan , -
Package Name — Name of —
package.
Location — Land Location A v
From Date — Start Date gy Dol ° m
To Date — End Date
# of Nights
Itinerary — Click the Hyperlink
® putton.

Price — Land Package price.
Availability — Guaranteed

Click them button.
Step 8

We will now see the Select
guests and enter options notes

menu. With this example click PN PPy —
the Yes will appear for both E“ ' T 08 W neBe joning

Guest 1 and Guest 2.
Ms JANE DOE

If Guest 1 does not want to go
on the Land Package click on
the Yes button and it will turn
to No. Let’s add a Note if a
reason is given.

Select guests and enter optional notes

Remowe All Cancel | A‘rhnly

Click on thellaYoJollY button to

continue.

Step 9

This will bring us back to the

Available Land Programs ¥ Sockad Land e cint 1 1o Phce §2,008

. > At Lard Programs ey SORin o8 . 0 fo- . W W —— T

screen. Under the Available S B

Land Programs section, we will

see our selected Land Program. .

Click the [#eJ3lahII[= button. Bcia  Dyevieme  wmm X ® B
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Step 10

Logped bias: maddhned | YoxAceme | e

This will bring us to the
Summary screen. Under Land
Programs we will see our

selection. Click the m button | | ? My s seher [F] s 0575 NTACENY [ Commre | [=
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Step 11

We will receive a Confirm
message asking would we like
to save the changes. Click the

No

There are some unsaved changes. Would you like to save changes?

Step 12

Confirm message telling us the
reservation has been stored
successfully.

Reservation #10000593 is stored successfully.

" Would you like to continue working with the reservation?

Yes — To Continue

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

Yes No Print/View Confirmation
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