RezA' | Crzams QUICK STEP REFERENCE GUIDE

Travel Agent — How to Cancel an Excursion On a Booking

Step 1

Let us start by C|iCking on the = t‘) ZAMARA Logged inas: ndefines ‘ o Account | o

Your Account tab. This will open
a drop-down menu. Click the
My Reservations tab. SR CEMEEAY] thow oty

b

Res Agent Refd Resenation Name  Stahs

Step 2
@A ZAMARA Logged in as: undefined | Ye unt

This will open the My
Reservations screen. You will

find our reservation under the S et

Reservations Results column. v Ressrvaton Results [x]
Click on the Reservation you il ) e © 3 Reservation # 10000693 AgentRet  Status: OFFER INT-AGENT | Collapse Al E
ki ith di ill (7 Cruised: JR230B17-012 Ship: JOURNEY
are Wor Ing Wlt ’ an It WI Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE| > & . TEST CONSORTIAAGENCY Agency ID: 1000050
. . Departure: Thu, Aug 17, 2023, 600 PM, AMSTERDAM Agency: oeney 1b:
become hlghllghtEd Then go Arival: | Tue, Aug 29, 2023, 6:00 AM, DUBLIN
Guests: 5| 1 > & Guests: Adults:2 Children:0 Infants:0 E

to the right side of the TEDITREIT 5

. . PR R () Cruise#: JRZ30817-012 Ship: JOURNEY -
Reservation screen click the Res FIN00GES _Staus: OFFER e

Cruise#: JR230817-012 Ship: JOURNEY Arrival: Tue, Aug 29, 2023, 6:00 AM, DUBLIN

Tools sym bol. I(’?ckage iz sconap nesvevovice || (e

Departure:  Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM
Amival:  Tue, Aug 29, 2023, 6:00 AM, DUBLIN v @ Toul#of Staterooms: 1 E
Guests: 12

Invoice Total: § 13,171.52

Amou 3171.52

Code  Category Name Capacity Raserve Type Staterooms Upgradad Occupancy Guests

. ; ()
Res #10000593  Staws: OFFER N2 Continent Suite 2 @@,m 212

(7) Cruises: JR230BTT-012 Ship: JOURNEY .
Package Name: 12-NIGHT SCOTLAND INTENSVEVOTAGE].  * 4 AIr -
Deparure: Thu, Aug 17, 2023, 600 PM, AMSTERDAM

Amival: Tue, Aug 29, 2023, 6:00 AM. DUBLIN > @ Insurance: Nothing Booked
Guests: 12

Invoice Total: § 21,251.52 .

:“m“” § 2125152 » [ Special Requests: Noting Sooked

Step 3

This will open the Tools menu. Reservation #10000593 /

Click the Edit tab.

Edit Cancel | Invoice ‘ | Payment Link | Pay Now ‘ | Gift Orders ] ’ Travel With
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Step 4

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

Cazamara

10000593 | Reservation

Logged in as: jcash+ta@azamara.online | Your Account

Reservation LY Invoice Total: § 10,978.52

Resorvation Review

» Reservation # 10000693 Agent Ref# Status: OFFER
> &  Ageney TEST CONSORTIA AGENCY Agency ID: 1000060

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

(3) Cruise#i: JR230817-012 Ship: JOURNEY

Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE
Departure:  Thu, Aug 17, 2023, G:00 PM, AMSTERDAM
Arival:  Tue, Aug 29, 2023, 5:00 A, DUBLIN

Guests: 1,2

INT-AGENT | Collapse Al El

(] Q][]

» © Total #of Staterooms: 1
> 4 Ar Nothing Booked
> © Insurance: Nothing Booked
> [A Special Requests: Notning Booksd

> [bp Addons:

[+
[«

v (3 Exeursions:

EEEE

Package Type

Package Type Name Dite Time Duration Location Guests Total Price Notes
LEL0OY StANdews -HOme 0TGN AU19,2023 800 AM SN30m  EDINBURGH (LEITH), SCOTLAND, UNITED KINGDOM 1 swee ()
» &2 LandPrograms: Nothing Booked &

Step 5

This will take us to the Booked
Excursions screen. Under the
Booked Excursions go the
Excursions line you wish to
cancel. On the right side of the
line is a Trash Can symbol. Click
on the Trash Can [l symbol.

= @AZAMARA

10000593 | Reservation

Excursions | 4 Add Items

Booked Excursions

Logged in as: jcash+ta@azamara online

Total Price: § 109.00

Package PackageType & pae 4 Time  Duration Location 4 Guests Voyage ol otes
Type Name # Price
St Andrews - Home of ~ Aug 19, 8:00 EDINBURGH (LEITH), SCOTLAND, . .
[EEHS Gl 2023 AM Sh30m - iTED KINGDOM ! Tooswen (§ @| |zl

Step 6

You will now see on the
Booked Excursions screen our
Excursion is no longer listed.
Click (#e]31a[i]'[5] at the bottom
of the screen.

Ft
(LIAZAMARA
10000593 | Reservation
Excursions | 4 Add items

I
Booked Excursions

Package Type Package Type Name % Date &  Time

Logged in as: jcash+ta@azamara onli

Total Price: § 0.00

Filte )

Voyage # Total Price Notes

e
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Step 7

Logged in as: undefined | Your

You will be brought to the

Summary screen. The “‘&m Y o ot $ 1347158 Reseeation R
. . . ¥ Reservation # 100! 3 Agent Ref# Status: OFFER INT-AGENT | collapse Al
Excursion line will be blank ’ (=]
. . . > @3 Agency: TEST CONSORTIAAGENCY Agency ID: 1000060 F‘
Conﬁrmlng the ExcurSIon has > &8 Guests: Adults:2 Children:0 Infants:0 lE‘
been canceled. Now click the , ——— ]
m button at the bottom of i

~ @ Total #of Statercoms: 1 lE‘
Code Category Name Capaclty Reserve Type Staterooms Upgraded Occupancy Guasts
N2 Continent Suite 2 @(a)ﬁm 2 12
> 4 An Nothing Booked
> O e g s
> [ Special Requests: Nothing Booked
v (% Addons: &
Add-on Name Dalivery From Dalivery To Guests  Delivery Place Add-on Status a, Total Price Notes
CREDIT
$150 0BC Thu. Aug 17, 2023, 6:00 PM Tus, Aug 29, 2023, 6:00 AM 12 2 5000
Excursions: Nothing Booked
> 1 and Pranrams: Nathina Ranked &~
0n=06440b-af78-4786-ac62-ca0e08cB 1297

Step 8

You will receive a

message asking to Save There are some unsaved changes. Would you like to save changes?
Changes. Click the Yes tab to

continue. Yes No

Step 9

another message

teIIing us that the Reservation Reservation #10000593 is stored successfully.

has been 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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