AZAMARA
CRUISES

RezA | C

QUICK STEP REFERENCE GUIDE

Travel Agent — How to Add a Special Request

Step 1

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

{jnznmnﬂa

b

% Find Reservation Shaw Recest Histery

Agent Ref

Logged in as:

Reservation Name

Step 2

Here we will be brought to the
My Reservations screen. Under
the Reservation Results
section we will be able to see
all our reservations. Click on
the Reservation you want to
work with, and it will become
highlighted. Then go to the

uAZAMAQA

My Reservatons [AREZES

v Reservation Results

Res #10001003  Status: OFFER

(¥) Cruise#: JR230817-012 Ship: JOURNEY

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: 1) 1

Invoice Total: § 12.644.76

" 9 Reservation # 10000593 AgentRef# Status: OFFER

Res #10000623  Status: OFFER

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

Logged in as:

View Search
Results As:

INT-AGENT | Coliapse All

> & Agency:

TEST CONSORTIA AGENCY Agency ID: 1000060

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

]
B
[~]

() Cruise#: JR230817-012 Ship: JOURNEY

right side of the Reservation el Toe 70925 2023 6 00AM DU v © Toult ol scmrooms: 1 B
screen C||Ck the TOOIS L'“{'Zi“ Tf'"i':;s??‘m'?? Gode  Category Name Capacity ReseveType  Staterooms Upgraded Occupancy  Guests

Res #10000593 _ Status: OFFER N2 Continent Suite 2 @l@u 212
sym bOI (@) Cruises: JR230817-012 Ship: JOURNEY .

Package Name:12-NIGHT SCOTLAND INTENSIVEVOYAGE] L > 4 Ain gl

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

Amival.  Tue, Aug 29, 2023, 6:00 AM, DUBLIN > © Insurance: Nothing Booked

Guests: 12

imcis Tt 2125152 > B specsl Requess: noss s
Step 3
This will open the Tools menu. Reservation #10000593
Click the Edit tab. " Edit | | Cancel | | Inveice | | Pay Now |

Step 4

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

= @AZAMARA‘

10000593 | Reservation

Logged inas: jcasht+ta@azamara.online

e

Invoice Tofal: § 13,171.52 Reservation Review

r o wusas, U i

@Cl\lisﬂ: JR230817-012 Ship: JOURNEY
Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE

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

Amival:
Guests:

Tue, Aug 20, 2023, 6:00 AM, DUBLIN
12

Total # of Staterooms: 1

Code Category Name

N2 Continent Suite

> & A

Nothing Booked

> © Insurance: Noting Booked

Capacity Reserve Type

-] @

Staterooms, Upgraded Qccupancy  Guests

v [ Special Requests: Notning Booked
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Step 5

This will open the Special
Requests section. We will see
under Available Items the
following.

Bedding
Medical

Click the drop-down Arrow ?

= @AZAMARA

10000583 | Reservation

SPECIAL REQUESTS

Available Items

Sp.Request Name

BEDDING
| MEDICAL

next to each one.

Description

Loggedin as: jcash+ta@azamara.online

Import Client Preferences Grid

Step 6

We will see the Bedding and
Medical items that are
available for our guests. Each

Q,!AZAMARA

10000593 | Reservation

Available Items

Sp.Request Name

Description

import Cllant Protorences | ies |

Fiter ]

This will open the Diabetic
screen. Here we will see both
Guests. You will be able to
select both Guests by clicking
the Add For All Guests or

@lesei: JR230817-012 Ship: JOURNEY m
Package Name: 12-NIGHT SCOTLAND INTENSIVE VOYAGE
Departure:  Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM

Anival:
Guests:

Tue, Aug 29, 2023, 6:00 AM, DUBLIN
12

Item is underlined with a link.
For additional details on each Comtins bea
item click their links. With this
example we will select ':“j
Diabetic. Click the Add button
on the right side of the |
Diabetic line.

| Add L=
Step 7

Guest Full Name Delivery Place Status Notes
check the Guest boxes
individually. 1 MrJOHN DOE -l ‘ |
EAE\N
2 Ms JANE DOE %
Guests — Select one or both. l&ﬁ%@fé‘@@&” | | |
Delivery Place — Use the Arrow e .
. SHIP ROOM

drop-down selection.
Notes — Add a note for
additional details.
(continued next step)
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Step 8

Here we select our Guest,
Delivery Place, and have addEd @lem: JR230817-012 Ship:JO\kRNEY

a Note. Click the Done button at| | =iyt
Arival: Tue, Aug 29, 2023, 600 AM, DUBLIN

the bottom of the screen. Guests: 12

Guest Full Name

Delivery Place Status Notes

1 MrJOHNDOE

‘ RESTAURANT ‘ I

Add For All Guests ‘x Cancel HI¢ Done I‘

Please keep foods under diabetic guideline ‘ I

2 Ms JANE DOE

[T |=]] ]

Step 9

E @AZA MARA Logged in as: jcash+ta@azamara online
This will bring us back out to

10000593 | Reservation m
the Special Request screen.

Here on the Diabetic line, we ow Booked fems

Available Items

will see our Booked hyperlink.
Click on the Booked to see the

details.
L. . . A EIEDDING
When finished reviewing click

Sp Request Name s Description

3 Combined bed
the [&LIs(ULE button at the ]
bottom of the screen. [v] weoea
Arthritis
- __Add

>
2

Deaf

Diabetic

Disabled

Epleptic

Hearing Impaired

Medical Review

Pacemaker

Parapleqic Add

=x
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Step 10
Q AZAMARA Logged in as: jcash+ta@azamara online
. 10000593 | Reservation
We will be brought back to the
Summary screen. Click the m
> Reservation # 10000893 Agent Refé Status: OFFER INT-AGENT [~]
button at the bottom of the | | = e [T =
screen. > S Guegs: Adults:2 Chilaren:0 Infants:o -] @
™ [~] @]
~ @ Total# of Staterooms: 1 ‘---‘ ‘B‘
Code Category Name Capactty Reserve Type Staterooms Upgraded Occupancy  Guests
N2 Continent Suite 2 (DIOT 2 12
> 4 A Nething Booked
> ©@ Insurance: Notning Booked
~ [@ Special Requests: @
» Detwery From Guests  Delvery Pisce status Notes
WEDICAL
e " T P @
~ (3 Addons: @]
Add-on Namo Devery From - Gussts  Dalwery Place Add-on status an TotalBrice  Notos

Step 11

This will give us a
message asking if we would

like to save the changes. Click

the \(& tab.
. -

Step 12

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

Confirm
We will receive another

message telling us
that the reservation has been

stored successfully.

Reservatidn #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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