RezA' | Crzams QUICK STEP REFERENCE GUIDE

Travel Agent - How to Make a Credit Card Payment With One Card

Step 1

Let us start by clicking on the / . Logged ines: undefined | SINEAGON Y

Your Account tab. This will open
a drop-down menu. Click the
My Reservations tab. e Rt

Ras# Agent Refé Reservation Nams _ States

Step 2

= @AZAMARA’ Loggedn o=

You will be brought to My

Reservation screen. Find the Horis

reservation you wish to work p———— |
with under the Reservations g‘*m"'“m Status: OFFER " > Reservation & 10000533 AgentRef¥ Status: OFFER INT-AGENT | cotiapse an E
. Cruise#: JR230817-012 Ship: JOURNEY
Results column. Click on the e e UG SCTAOMTASHE IS > 8 Aoy ST CONSGRTIAAGENCY Agecy 10000
R ﬁ k' ?;“mg:L &T‘ue ~Ja G » & Guests: Adults:2 Children:0 Infants:0 E
ese rva 0 n you a re Wo r Ing Invoice Total: $ 12,644.76
with, and it will become — YEm R [=]
Departure:  Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM
highlighted. Then go to the D mosvevonce| |

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

right side of the Reservation vl Tos 09 25 2073 5 00AM.DUBLIN v B Toisor suerooms: 1 B
|- k h I ';"‘f'?i"Tf'“i'ff1?"j.7."?§ Code  Category Name Capacity ReseveType  Staterooms Upgraded Occupancy  Guests
screen click the Tools e vy
Res #10000593  Status: OFFER N2 Continent Suite 2 @l@/m 212
Sym b0| () Cruise#: JR230817-012 Ship: JOURNEY .
Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGH > & An =
Departure: Thu, Aug 17. 2023, 6:00 PM, AMSTERD,
Amival:  Tue, Aug 29, 2023, 6:00 AM, DUBLIN > © Insurance: Nothing Booked
Guests: 12
imice T 32125152 N S ——
Step 3
This will n the Tools menu. :
S open the Tools menu Reservation &
Click the Pay Now tab. <
‘ Edit ‘ ‘ Cancel | | Involce | Payment Link | Pay Now ‘ Gift Orders ‘ ‘ Travel With |

Step 4

The Invoice Details screen will

appear. Click the Guest ‘ © Fer Reservation Per Guest Agency Invoice
Payment Schedule ?> arrow
CRUISE FARE $10,780
symbol to open the drop-down. | | .. o138
TAX $1,053.52
Invoice Total $13,171.52

> Paynfénts $0.00
Guest Payment Schedule Payment Due Date: 12/22/22

» Coupons

Amount Due $13,171.52

Financial Transactions
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Step 5
This will open the Guest

Invoice Details n

Payment Schedule / Per

‘ o Per Reservation I

Per Guest

Agency Invoice

Reservation section. Here you
will be able to see the

FIRST DEPOIST - This will
indicate the Due Date and
Amount when the first deposit
on the reservation is due.

FINAL DEPOIST - This will
indicate the Due Date and
Amount when the Final Deposit
on the reservation is due.

Click the button to
make your payment.

CRUISE FARE $10,780

NCF $1.338

TAX $1,053.52

Invoice Total $13,171.52

> Payments $0.00

w Guest Payment Schedule Payment Due Date: 12/22/22

Payment Type o Payment Code o Due Date Total Paid

FIRST DEPOSIT 12022122 $2200

FINAL PAYMENT 5/19123 $10,971.52

Total: $13,171.52
> Coupons
Financial Transactions

Step 6

You will be brought to the
Terms and Conditions screen.
Go down to the Terms and
Condition lines and click both
Check Boxes.

i el avd ek Terms and Corcilionns’ and Tichet Cooacy Leedow

P i i chch Tarma g Condiions s Tikel Coniescd beive
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Step 7

This will bring us to the Credit

Card Payment screen. On the
Payment Schedule line click the Payment Schedule n
down arrow = symbol. Check

Credit Card Payment

Payment Schedule FIRST DEPOSIT 12/22/22  § 2,200.00 |73
the box for either First Deposit . g Hy

or Final Deposit. Then go to the ot - # .| FINAL PAYMENT = 5/19/23  § 10,971.52
Who Is Paying line and click the o
drop-down Arrow " to select Who Is Paying  * Mr JOHN DOE (ID=130000912)
the Guest or Agency who is
paying. Click the Pay Now %X Cancel ¢ Pay Now
button.

You will use the First Deposit
for this example.

Step 8

Enter yvour payment card details

This will bring us to the Credit ] @ EZO
Card Payment Details screen.
Enter the following.

Card details

Full name (as it appears on card) number
2 0000 3333 0026 [ visa]

Name — Add the Guest Name on JOHN DOE 401
the card. e oreation date N
Credit Card #
Month — Month on the card. pee oo T
Year — Year of the Card. Billing address

CVV # - Add the CVV number. o

Billing Address — Add the billing T )

address. 3451 Victory Blvd. B231

Save for next time

Save for next time.

Yes, remember the card.

mailing address
Save as billing address.

Mailing address

Same as billing address

The terms & conditions linked below contain important information on your rights and ours, as well

| Agree check box with the
terms.

Click the _ button.

as limitations to those rights. They are binding on us and you, so we urge you to read them

| agree to the terms and conditions and privacy
PAY & CONTINUE
policy _
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Step 9

You will be brought to the Your
Payment is Confirmed screen.
Click the Continue button to
complete the payment process.

Your payment is confirmed.

Reservation Info

Res # 10000593
Trans # 100803
Amount $2.200 [}

Credit Card Info

VISA 401200™****0026

Valid Thru 12/2025

Holder Info John Doe
Continue
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