RezA | Orzanara

QUICK STEP REFERENCE GUIDE

Travel Agent — How to Cancel a Special Request on 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.
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% Find Reservation Shaw Recest Histery

Agent Ref

Logged in as:

Reservation Name

Step 2

Here you will be brought to the
My Reservations screen. Under
the Reservation Results
section you 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
right side of the Reservation
screen click the Tools
symbol.
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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

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
Amival:  Tue, Aug 29, 2023. 6:00 AM, DUBLIN

Guests: 12

Invoice Total: § 13,171.52

Res #10000593 _ Stats: OFFER

(T) Cruises: JR230317-012 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: 12

Invoice Total: § 21,251.52

Amount Due: § 21,251.52

" 9 Reservation # 10000593 AgentRef# Status: OFFER

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
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() Cruise#: JR230817-012 Ship: JOURNEY

v @ Total#of Statercoms: 1

E

Code  Category Name Capacity ResenveType  Staterooms Upgraded Occupancy  Guests

N2 Continent Suite 2 212

> 4 A Nofhing Booked
> © Insurance: Nothing Booked

» [E Special Requests: Noming Booked

Step 3

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

Reservation #10000593

Edit

Cancel Invoice

Pay Now |

Step 4

You 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.

10000583 | Reservation
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Logged inas: jcash+la@azamara.online ‘ S

Invoice Total: $10,869.52 Reservation Review

> &  Agency:

> & Guests:

Aduits:2 Childran:0 infants:0

917012 Ship: JOURNEY
NIGHT SCOTLAND INTENSIVE VOYAGE
17,2023, 6:00 PM, AMSTERDAM

29, 202, 6:00 AM, DUBLIN

TEST CONSORTIAAGENCY Agency ID: 1000060

(] [@]

~ (@ Total # of Statercoms: 1 El
Cod Catogory Name Capacity Reserve Type Staterooms Upgraded Occupancy  Guests
N2 Continent Sulte 2 @@m 2 12
> 4 A Nothing Booked
> © Insurance: Nothing Booked @
~ [  Special Requests:
Sp Request Name Delivery From Delivery To Guests  Delvery Place Status Notes
MEDICAL
Diaetic Thu, Aug 17, 2023, 5:00 M Tue, AUg 29, 2023, 600 AM 1 RESTAURANT ®)

> [3 Addons:

» [©) Excursions: Nothing Booked

[§][S]
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Step 5

This will bring us to the Special
Request screen. Under the
Booked Items section, you will
see our Special Request. With
this example go to the right -
side of Diabetic line. Click the
Trash Can & symbol.

Logged in as: jcash#la@azamara online
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0000893 | Reservation

Yor Accsiint | i

% oo JX]

SPECIAL REQUESTS | 4 Add tems import Cleat reforonces m
Booked Items Filter m: View by: o by Sp. Raguest Cade
Filter
SpRequesiName * Defvory From & Defvary To & Guests Voyage Delivery Place Status. Notes Ed Remaove
MEDICAL
oy
Diaketic Thu, Aug 17, 2023, 600 PM Tue, Aug 29, 2023, 6:00 AM 1 1 RESTAURANT I\@,
/
T

Step 6

You will see the Special
Request for Diabetic is now
canceled. Click the
button at the bottom of the
screen.

SPECIAL REQUESTS | 4 Add Items

Booked ltems

View by:| € by Sp Request Code
Filter

SpRequestName  + Defivery From 4 DelveryTo  * Guests Voyage Delivery Place Status Notes. Edit

No data available in table

Remove
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Step 7
— ot
= (Jazamara
. . . 10000533 | Reservation
This will bring us to the
Rese rvat—ion Summary screen “ Invoice Total: § 10,269.52 Reservation Review
> Reservation # 10000593 Agent Ref# Status: OFFER INT-AGENT | Collapse At E
Go to the bottom of the screen
R > 8 Agency: TEST CONSORTIA AGENCY Agency ID: 1000060 E
and click the Mbutton.
> & Guests: Adults:2 Children:0 Infants:0 E @
(1) Cruise#: JR230817-012 Ship: JOURNEY E
Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE
Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM
Amvat ‘Aug 25,2023, 6:00 AM, DUBLIN
Guests: 12
w (@ Total#of Staterooms: 1 E @
Code Category Name Capacity Reserve Type Statersoms Upgraded Occupancy Guests
N2 Gontinent Suite 2 @@m 2 12
> 4 An Mothing Booked
> © Insurance: Nothing Booked @
» [@ Special Requests: Noming Booked @
v [ Addons: @
Add-on Name Delivery From Delivery To Guests Delivery Place ‘Add-on Status Qty. Total Price Notes.
CREDIT
$1000BC Thu Tue, 1 §0.00
$1500BC Th Tue, 12 4 §0.00
$2500BC Thu Tue, Aug 29, 2023, 6:00 AM 12 2 §0.00
==
Step 8

You will receive a Confirm
message asking us if you would
like to save our changes. Click
the Yes tab.

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

Yes No

Step 9

o Confirm
This will give us another

message telling us

that 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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