RezA | Orzanara

QUICK STEP REFERENCE GUIDE

Travel Agent — How to Cancel a Transfer on a Reservation

Step 1
Let us start by clicking on the

a drop-down menu. Click the
My Reservations tab.

Your Account tab. This will open

Logged in as: jcasha(@azamera com

My Reservations ‘

¥ |

Step 2

This will open the My
Reservations screen. Under the
Reservation Results click on
your Reservation. With this
example we will click on Res #.
619. Now go to the right side
of the screen click the Tools
symbol.

ULELE R iy Proflle | By Ofers

v Reservation Results

[ETEGENE I Gift Orders

RolD Gn OFE: % Reservation # 10000619 Status: OFFER INTAGENT E

@ Cruise#: Q5231012010 Ship: QUEST
Package Name:10-NIGHT [TALY INTENSIVE VOYAGE

y & Agency: FOREST TRAVEL AGENCY Agency ID: 12758
Departure: Thu, Oct 12, 2023, 12:00 PM, CHIOGGIA
Arival:  Sun, Oct 22, 2023, 1000 AW, CIVITAVECCHIA (ROME
Guests: 12 Y & Guests: Adults:2 Children:0 nfants:0

Invoice Total: $ 10,862.90
Amount Due: § 10,862.90

\:1) Cruise#: Q5231012010 Ship: QUEST

Step 4

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

= @AZAMARA

Logged inas: cash+ia@azamara.com

) . _ View Search
UTLEENECE My Profle | My Offers Regular Reservations [Clifi(:ie] Results As: Cards

v Reservation Results

il

Res #10000619  Status: OFFER | Reservation 10000613

) Reservation #

@Cruiseﬁ: (05231012010 Ship: QUEST PaymentLink | | Pay Now Gaowes (| Tt

Package Name:10-NIGHT ITALY INTENSIVE VOYAGE ) 8 Agency

Departure:  Thu, Oct 12, 2023, 12.00 PM, CHIOGGIA -
Arival: - Sun, Oct 22, 2023, 10:00 AM, CIVITAVECCHIA (ROME)

Guests: 12 ) 4% Guests: Adults:2 Children:0 Infants:0

Invoice Total: $10,862.30
Amount Due: § 10,862.90

@ Cruised: QS231012-010 Ship: QUEST
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Step 4
= @A ZAMARA Logged inas: jcashtta@azamara com I
We will be brought to the 10000619 | Reservaion

Summary screen. In the

Invoice Total: USD § 10,362.90

Reservations section scroll 7 o == L -
down to the Transfers line and | | [EEre N [-]

. . . Departure:  Thu, Oct 12, 2023, 12:00 PM, CHIOGGIA
on the r|ght S|de CI|Ck the Pen (A;“r;vs:Is S'lvlg,()clﬂ,zlﬂﬂ,m:nﬂAll,CNITAVECCHIA(ROIIE)

& Pad @SymbOI' v Total # of Staterooms: 1 E

Code Category Name Capacy Reserve Type Stateroams Occupancy Guests
N1 Club Continent Suite (N1) 3 M 2 12
> 4 An Nothing Booked
> © Insurance: Nothing Booked

> @@ Special Requests: Nothing Booked

(Q][]] [S] []]

v [ Addons:
Add-on Name Delivery From Delivery To Gussts  Deivery Place Add-on Status ay. Total Price Notes
CREDIT
$150 Onboard Credit Thu, Oct 12, 2023, 1200 PM Sun, Oct 22, 2023, 10:00 AM 12 2 USD$ 0.00
> Excursions: Nothing Booked

» £ LandPrograms:  Nothing Booked

g Bl

> Hotels: Noting Booked
> B Transfers: Nothing Booked

Step 5

—_ it
= [ JAZAMARK o

This will open the Transfer
Request screen. Here we will

see the following. Transter Requests Show Avatable hems | (3 Govap By et

Booked lems
Airport to Port Fite

Click on the Trash Can T AT o | oo, Pl
T Ta o Cage e Typt Hame
symbol to Cancel your Transfer. :

10000610 | Reservation

AIRPORT, Oce 12, FIEY =p PORT, O 12, 305

Port to Airport wn A 2] 2 GG o :.I:.«'“I . 1 o USD 108 E
Click on the Trash Can .
symbol to Cancel your Transfer.

PORT, Oct 22 3031 = AIRPORT, Det 32, 2070

.'r::.l':;: Per cll..v.-l:\:l o Jj Pt E ":..:: ":Ilf--u ;'?::I":‘ o 11 = I50% 1) Bl u
Click the [ LHITE button. En
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Step 6
p— .
prem— QA ZAMARA
We will be brought back to the | [l
Summary screen. Under the e
. . g S:II;.O\‘.! 22, 2023, 10:00 AM, CIVITAVECCHIA (ROME) -
Transfers line you will see the
Transfers have been removed v T =]
. Code Category Name Capacity Reserve Type Staterooms Occupancy Guests
and are now canceled. Click the “ , &0 =
button N ,

. 45 Ar Mothing Booked |§|
> © Insurance: MNothing Booked
3> [ Special Requests: Nothing Booksd |g|
v [ Addons: |§|

CREDIT 7 7 V )
> Jjﬁx:umiun:: Mothing Booked
» & LandPrograms:  Noihing Booked |g|
> Hotels: Molning Booked
v & Transfers: Nothing Booked
From Loc Type From Locaton From To Loc Type To Lecation To Option Code Package Type Package Type Name Guests Price
Step 7
This will give us a (&3lil{1y)
message |etﬁng us know the Total invoice was changed. You can continue or see details.
Invoice was changed. Click the ————————————
a Invoice Details ‘ Continue
(o] e (1 [I[5 button. |
Step 8
We will receive af®elilinl
message asking if we would There are some unsaved changes. Would you like to save changes?
like to Save the Changes. Click | | | ‘
Yes No
the Yes button.
Step 9
This will give us another
(®el31i{{13] message telling us Reservation #10000619 is stored successfully.
that the reservation has been Would you like to continue working with the reservation?
stored successfully.
Yes | I No || || Print"View Confirmation ||
Yes — To Continue
No — To End the process
Print/View
Confirmation — Print and View
the reservation.
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