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Travel Agent – How to Add an Excursion to a Booking 

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 

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.  

Step 3 

This will open the Tools menu. 
Click the Edit tab.  

Step 4 

You will be brought to the 

Summary Screen. Scroll 

down to the Excursions line. 

On the right side of the line 

click the Pen & Pad 

symbol.  
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Step 5 

This will open the Add Excursion 
screen. The Excursion will be 
listed by Date and Location. You 
can also use the following filters 
to help us with our Excursion 
search.  

From – Click the calendar 
symbol to select your date. 
To – Click the calendar symbol 
to select your date.  
Port – Click the down arrow for 
port section.  
Package Type – Click the down 
arrow for the excursion date. 
Match Itinerary - Click the 
arrow to Match the Itinerary.  
Suggested Only – Click the 
check box for Suggested Only 
Excursions. 

The Excursion Title Line will list 
the Excursions by the following. 

Package Type – Abbreviated 
Code with a hyperlink that 
provides a description.  
Package Type Name – Name for 
the Excursion. 
Time – Starting time. 
Duration – The duration time of 
the Excursion. 
Price per Guest – price listed for 
each guest. 
Promotion – This will indicate if 
a promotion is offered for the 
excursion. 

Example – Let us go to the LEI-
003 – St Andrews Home of Golf 
line. On the right side click the 
Add button. 

(Continue on next step) 
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Step 6 

You will see the Select Guest 
menu open. Here both Guests 
will be automatically selected as 
Yes. You may add an optional 
Note for each Guest if needed. 
To remove a Guest, click on Yes 
and it will change to No. To 
remove both Guests, click the 
Remove All button.  

Example – For this excursion 
let’s only have one guest 
attending with a note added. 
Click the Apply button to 
complete the process. 

Step 7 

This will bring us back to the 
Excursions screen. You will see 
a Trash Can symbol on our 
selected excursion for LEI-003 
– St Andrews Home of Golf
line.  This will indicate the
Excursion has been added for
our reservation. Go to the
bottom of the screen and click
the Continue button.
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Step 8 

You will be brought back to the 
Summary screen. Here you will 
see our selected Excursion 
under the Excursions section. 
Go to the bottom of the screen 
and click the Store button. 

Step 9 

This will give us a Confirm 
message asking if you would 
like to save the changes. Click 
the Yes tab.  

Step 10 

You will receive another 
Confirm message telling us 
that the reservation has been 
stored successfully.  

Yes – To Continue 
No – To End the process 
Print/View Confirmation – 
Print and View the reservation. 
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