RezA' | Crzams QUICK STEP REFERENCE GUIDE

Travel Agent - How to Add and Decline Travel Insurance

Step 1

Let us start by cIickinf.:,r on.the = @A“Mm
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 Lo

~ Reservation Results

find our reservation under the o s
Reservations Results column. RS s
Click on the Reservation you
are working with, and it will

become highlighted. Then go

012 Ship: JOURNEY
HT SCOTLAND INTENSIVE VOYAGE : 3
Aug | 7. 2023, 6:00 PM, AMSTERDAM, NETHERLANDS| > & Agency:
Tus, Aug 49, 2023, 6:00 AM, DUBLIN

TEST CONSORTIA AGENCY  Agency ID: 1000060

> &5  Guests: Adults:2 Children:0 Infants:0

(D) Cruisas: JRZI0B17-012_ Ship: JOURNEY
HT SCOTLAND INTEN SIVE VOYAGE

R230817-0\2 Ship: JOURNEY
0:12-NIGHT|SCOTLAND INTENSIVE VOYAGE

hu. Aug 17, §023, 6:00 PM, AMSTERDAM, NETHERLANDS|
Tus, Aug 29, 4023, 6:00 AM, DUBLIN v ©

S @
> Reservation# 10000593 AgentRef# Status: OFFER INT-AGENT [=]

Total # of Staterooms: 1

I
to the right side of the R
. . Res #10000595  Statua: OFFER N2 Continant Sulte 2 (o) (@) 056 2 12
Reservation screen click the s 230017012 Shi: JOURNEY N
IGHT SCOTLAND INTENSIVE VOYAGE > 4 A Nothing Booked
% Ty s s oo et e | 0
TOOIS 5 mbol us. Aug Insurance: Nothing Baoked
y » [ special Requests: Nothing Booked
> [ Addens: Nothing Booked
e:12-NIGHT SCOTLAND INTENSIVE VOYAGE > (T) Excursions: Nothing Beoked
» ¢ LandPrograms:  Nothing Booked
> [y Hotels: Nothing Booked
Step 3
The Tools menu will open. Reservation #10000593
Click the Edit tab. e e T e buywow | [ omorsens | [ vraverwm

Step 4

—Ts
Q LI Logged in as: undefined | Yc

You will be brought to the 10000583 | Reservtion
Summary Screen. Scroll — v wewesame \

down to the Insurance line. > Reservaon s 10000553 Agent Rert | ] status: OFFER INFAGENT []
On the right side of the > 8 Ageney

Insurance line Click the Pen > B Gues: [~]
& Pad @sym bol. e s

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

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

v @ Total# of Staterooms: 1 E

Code Category Name Capacity Reserve Type Staterooms Upgraded Occupancy Guests

N2 Continent Suite 2 M 212
b
> 4 A Nothing Booked

> © Insurance: Nothing Bocked I@"
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Step 5

This will take us to the Current
Insurance screen. Here you can
select the following.

None — Click the Box© to R ——

Pothage Wame 12 MOMT SCOTUAND SNV VOTAK

Decline taking the insurance for e 17107 AT TN
both Guests. S

Travel Insurance — Click the
Boxo to take Travel Insurance o i [t -
for both Guests. " S 208 DEE
Mix — For Guest #1 click the
Travel Insurance Boxo, and for
Guest #2 click the © None Box.
Notes — This will allow you to n m
add a note for the insurance.
Make your selection and click
Continuel

[} W

Step 6
E @AZAMARA Logged in as: undefined

The Summary screen will 10000585 | Reservaion

appear again. Here you will see N et s Resaraton Rovew \

the Insurance taken for Adult Cues e :

#1. v @ Total#of Staterooms: 1 E
Code CategoryName Capaty Resee Tpe — — Oeepaney | Cuees

Now click the button at o e ’ O o

the bottom of the screen. D & & T

v © insurance:

Travel Insurance Thu, Alg 17, 2023, 6:00 PM Tue, Aug 29, 2023, 6:00 AM 1 $500.00

Step 7

= (Orzamara Logged in as: AZ_IOHNG

. 10000794 | Reservation
The Summary screen will |
- T nvoice To: 3 2205052 Reservaton Raview
appear agaln. GO dOWn the > Reservation # 10000794 Agent Ref# @‘ Status: OFFER INT-ASSC
Insurance line and click on the > 8 pomner =]

> Reservation Contact

* Right Facing Arrow. Here you S [=]

] @RI

will see the Insurance 9
information stored on our
. ~ (& Total #of Staterooms: 1 ’_‘ @‘
reservation.
> 4 An Notning Bookad
T (=]
Travel INSurance Thu, Aug 17, 2023, 5:00 PM Tue, Aug 29, 2023, 5:00 AM 1 $ 999.00
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