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Travel Agent - How to Cancel an Addon Off 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.

v Find Reservation

Ras# Agent Refé Reservation Nams

Logged in as:

undefinesd | Your Accound |

_ States

Step 2

You will be brought to My
Reservation screen. Find the
reservation you wish to work
with under the Reservations
Results column. Click on the
Reservation you are working
with, and it will become
highlighted. Then go to the

@AZAMAQA

My Reservations [UREISHTEY

}/ Reservation Results

Res #10001003  Status: OFFER
(7) Cruises: JR230817-012 Ship: JOURNEY

Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE| .
Departure: Thu, Aug 17. 2023, 6:00 PM, AMSTERDAM > 8 Agency:
Amival:  Tue, Aug 29, 2023. 6:00 AM, DUBLIN

Guests: 1) > & Guests:

1
Invoice Total: § 12,644.76

Res #10000623  Status: OFFER
Arrival:

(T) Cruise#: JR230317-012 Ship: JOURNEY
Guests:

Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE|
Departure: Thu, Aug 17. 2023, 6:00 PM, AMSTERDAM

12

" 3 Reservation # 10000593 AgentRef# Status: OFFER

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

Package Name:12 NIGHT SCOTLAND INTENSIVE VOYAGE
Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM
Tue, Aug 29, 2025, 6:00 AM, DUBLIN

Logged in as:

View Search
Results As

B

INT-AGENT | Collapse All e

TEST CONSQRTIAAGENCY Agency ID: 1000060

Adults:2 Children:0 Infants:0

right side of the Reservation vl Tos 09 25 2073 5 00AM.DUBLIN v B Toisor suerooms: 1 B
|- k h I ';"‘{'?i“”f"ﬁ':f?@f_‘-f;? Code  Category Name Capacity ReseveType  Staterooms Upgraded Occupancy  Guests
screen click the Tools | P e 2 A vy
Res F10000503 _ Staws: OFFER N2 Continent Suite 2 @l@/m 212
sym bOI (1) Cruises: JR230817-012 Ship: JOURNEY i
Package Name: 12-NIGHT SCOTLAND INTENSIVE vovack| | & 4 Air oSy BYsts
Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERD/
Amivat  Tue, Aug 29, 2023, 6:00 AM, DUBLIN > O Insurance: Nething Booked
Guests: 12
imeic o § 2125152 B ——
Step 3
This will open the Tools menu. ;
P Reservation #
Click the Edit tab.
| Edit | Cancel | | Involce Paymeant Link ‘ Pay Now I ‘ Gift Orders ‘ ‘ Travel With |

Step 4

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

~+
L;),AZAMAF!A

10000593 | Reservation

Reservation % Invoice Total: § 21,251.52

Reservation Review

> Reservation # 10000583 AgentRef |(&| Status: OFFER
> & Agency: TEST CONSORTIA AGENCY Agency ID: 1000060
> & Guests: Adulis:2 Children:0 Infants:0

O —
Package Name:12 NIGHT SCOTLAND INTENSIVE VOYAGE

Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM
‘Tue, Aug 29, 2023, 5:00 AM, DUBLIN
1.2

Guests:

~ © Total# of Staterooms: 1 E| E
Code Catogory Name Capacily Resarve Type Statarooms Upgraded Occupancy  Guests
N2 Continent Sulte 2 @.(@)m 212
> 4 Acn Mothing Baoked [E
> © Insurance Mothing Baoked E
» [3  Special Requests: Hothing Booked I3
> [ Addons: Hothiog Bocked %
» [T) Excursions: Netning Bosked
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Step 5

This will take us to the Addon
screen. Under the Booked Items
sections, you will see our
Addons. To Cancel an Addon, go
to the Addon line. On the right
side of the line, you will see a
Trash Can [Zsymbol. Click the
Trash Can [Zsymbol.

Booked Iltems F‘lﬂlrhyim View by:| Q) by
Filter

=2 o Davery From Defvery To Guests - Voyage Dby pad, ay Toa Mot Ed Ramove
ALCOHOL
Absolut Bottle ;"A” Aug 17.2023. 6:00 l“‘: Aug 29, 2023, 6.00 1 1 CABIN 1 $50.00 (@)
Absolu Bomte [ Aug 172023, 600 1:1;; Aug 28,2023, 6.00 2 1 RESTAURANT 1 $50.00
CREDIT
$1% Thu, Aug 17, 2023, 600 Tue, Aug 29,2023, 690 12 1 B $000 @

Step 6

The Addon will be removed
from the Booked Items section.
Click the [eJslali]I[Fbutton at
the bottom of the screen.

h
(JAZAMARA

ADDONS + Add ltemns

Booked Items

Add-on n o Fro Dsil - G
Nams Dalivery From Dolivery To Guasts
CREDIT
§150 OBC ;I:‘n Aug 17, 2023, 6:00 '.‘;I_: Aug 29, 2023, 600 12

Logged in ss:

Filter by: m

Fire
" Deelivery Add-on Tou "
Vieyage e == aty e Notas Edit Remava
1 5000 &

Step 7

You will be brought to the
Summary screen. The Addons
have been removed. Now click
the m button at the bottom
of the screen.

@AZAMARA‘

10000593 | Reservation

Logged inas: undefined

T R

Invoice Total: §13,171.52

Reservation Review

> Reservation # 1005@93 Agent Ref# Status: OFFER
> &  Agency: TEST CONSORTIA AGENCY Agency ID: 1000060

> &8  Guests: Adults:2 Children:0 Infants:0

(1) Crulsei: JR230B1T.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: 1.2

v @

Total # of Staterooms: 1

wsce [cam] [=]

[~]

siqn=864d40bd-af78-4786-acbe-cade08cd1a9f#

Code Category Name Capacity Reserve Type Staterooms Upgraded Occupancy Guests
N2 Continent Suite 2 @@mﬁ 2 12

> 4 AR Nothing Booked

> ©@ Insurance: Nothing Booked

> [ Special Requests: Nothing Booked

v (> Addons:

Add-on Name Deliery From Delivery To Guests  Delivery Place Addon Status aty Total Price Notes

CREDIT
$150 OBC Thu, Aug 17, 2023, 6:00 PM Tue, Aug 28, 2023, 6.00 AM 12 2 $0.00

> Excursions: Nothing Booked

S 7 landPraneamss  Nothina Rocked @ -

[ -
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Step 8

You will receive a Confirm
message asking to Save
Changes. Click the Yes tab to
continue.

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

Yes

No

Step 9

Here again 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.

Reservation #10000593 is stored successfully.

Would you like to continue working with the reservation?

Yes

No || || Print/View Confirmation
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