RezA' | Crzams QUICK STEP REFERENCE GUIDE

Travel Agent - How to Make a Reservation for Double Occupancy

Step 1

Welcome to the RezA

home screen.

When you have signed in you
will see your Logged in as ID on
the right. Create a new Travel
Agent reservation by clicking
the 3 bars = on the left side of
the screen. This will open a
drop-down menu.

r
@!‘UMAM Looged inas: undefined

Step 2

Main Menu C
On the drop-down Main
menu, click the New New Reservation ‘
. e
Reservation box. =

Find Reservation
Show Recent History

Step 3

The Reservation screen will
appear. Under the Choose v Cloose Agency and g
Agency and Agent you will see
the Agency and the Agent
Name.

Agency: TESTCONSORTIAAGENCY Telphone:  Address: 124 AN STREET US Cumency: USD | Chnge | Agen  'OHN DOE

Step 4

Under the Additional 3 AddifionalResenvaton Infomation

Reservation Information is
Adults vy | Children | " n 0 Infants o,

the Adults section. Adults mrcnver w4 E w3 E

will automatically default to v

2 Adults If needed you Can FindﬂﬂdﬂﬂdTEDNIDUES[SIOI'HDEIIGI'HUOIG

Add+ and Subtract— the

Adults by using the minus

and plus symbols.
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Step 5

+
_JAZAMARKA Logged in as: undefined

The next section will allow you
to add the Adult Information ¥ hoose oy ond et

for both Guests. Under the Rommor: TESTCONSORTIAAGEICY Tesphons:  Adress: TAENANSTRERT 1S Gummnor 150 LSt 4™ omn poE
Adult section you will see the  mmm—

Adult #1 and Adult # 2 lines.

Let us add the information for

wmsor [=[27[4] ey (=[0-[+] U (=[o-[+

Find and add ropeat gugsts for  better quote

both Adults #1 and #2. fﬂ C ” I [TT0 E
o | . ] '
Step 6
Add the Adult #1 information.
Enter the following:
Tile First Name Last Name Gender  Age
: Adult
Title ‘ I o Doe ‘
First Name @
Last Name
Gender
Age

The delete button deletes the
Adult line.

The Clear button clears all the
information on the Adult line.

Step 7

Logged inas: jas

Add the Adult #2 information.

 Choose Agency and Agent

Repeat adding the same
information for Adult #2. When

complete click (&3 [iII at the
bottom of the screen. s [ 20| Childrn [ 4] ofots’ g [

unger 3

Agency. VACATIONS TO GO Telephone: 7138742121 Address: 5851 SAN FELIPE 5T HOUSTON, TX, US Curency: USD Change | Agent: JOHN CASH Find Agent

+ Additional Reservation Information

Find and add repeat goests for a betier quote

Adust Fist Nams Last Name

Mr Jobn Dos
a L 1L 11
Adult#2 Title First Nama Last Nama Gendar A
. Ms Jane Dog M|F | L' I

Deete Clear

Delete Clear

‘ Continue
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Step 8

This will bring us to the Cruises
screen. Under the Find
Voyages use the following to
select your voyage.

Ship and Destination — Click on
the ~drop-down arrows next
to Ship and Destination to
open and make your
selections.

From and To — Use both
Calendars to select your dates.

Click on the hyperlink Calendar

= QAZAMARA’

| Reservaion

v FindVoyages | ShowAdvanced [4|  Choose your departure point, ideal date, and number of people traveling.

Ship Destination From T

R JOURNEY D EDTERRANEAN, WESTERN EUROPE z[:| wts2I3 E 8B @
T Durgton Week DaysFrom  Generic Cabin Categories

25085 s—msH Ti-Da,e‘

Logged in as: undefined | Your Acc

symbol # next to From and To
and select your dates.

When you have completed
making your selections click

the button.

Step 9

You will see our available
Cruise(s) displayed. Review
your choices. To view additional
information, click Hyperlinks on
each line. Select your Voyage by
clicking the " Check Box next
to the Ship name. Then click
the [l button.

QAZ.M-MFM\'

| Reservation

> | Modity Search

Select the cruise you prefer from the list below m Calendar | Thes

Shaw | 10+ entnes

Logged in ss; ungefingd | Your Account

/sr e Cruips Namg Commants Part From DepartwraDate * P To EndDate * P"‘: P promation
ﬁ 12MIGHT SCOTLAND @ L@‘] AMSTERDAM, ThuAugi7, 2023, DUBLM.  TosAugls, —
INTENSIVE VOYAGE MNETHERLANDS G00PM IRELAND 2023, 6:00 AM o
i
Shn 1101 of 1 entnies First Previous 1 Next Last

Step 10

This will bring you to the
Current Stateroom screen.
With this example you will
select the Stateroom Suite.
Then click the Show Available
Categories.

— s+
LSJ:AZAMAEA

m|nn.mmn.

Cruise# Ship Cruise Name Duration  Dsparture

JR230817-012  JOURNEY 12-NIGHT SCOTLAND INTENSIVE VOYAGE  13d

>  Current Staterooms. Aduits:2 Children:o Infants:0

[ promonon | [ B norcs categony ocespancy

Thu, Aug 17, 2023, 600 PM, AMSTERDAM, NETHERLANDS

Logged in as: undefined

Arival

Tue, Aug 29, 2023, 600 AM, DUBLIN, IRELAND

Selected 0 Total Price § 0.00

Show Avalabig Categories

Price From: § 18,860 Selected: 0 Total Price: § 0.00

3 Show Available Categonies

OCEANVIEW

» Show Available Categories

RezA Quick Step Reference Guide

Price From: § 12,660 Selected: 0 Total Price: § 0.00

Price From: § 10,660 Selected: 0 Total Price: § 0.00
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Step 11

The Categories section will
open. With this example you
will select the Continent Suite
category. Go to the # of
Staterooms column for
Continent Suites. Click the
Plus + Symbol to add one
Stateroom. You may only
select one Stateroom per

= @A ZAMARA

Ship Cruise Name Duration  Dsparture

7012 JOURNEY 12-NIGHT SCOTLAND INTENSIVE VOYAGE  13d

¥ Current Staterooms | Rearrange passengers in Statercoms |  Adults:2 Children:0 Infants:0

‘ Promation ‘ ‘ Enforce Category Gocupancy ‘

Spec Requests
SUITE

Summary

v Hide Avalable Categoriss

Th, Aug 17. 2023, 6:00 PM, AMSTERDAM, NETHERLANDS ~ Tue, Aug 29, 2023, 6:00 AM, DUBLIN, IRELAND

Price From: $ 18,860 Selected: 1 Total Price: § 21,251.52

Logged in as: undefined | ¥

Arrival

Selected 1 Total Price: § 21,251.52

- [

= W Defaut Promotions

Upper Suite
Onboard Credit

Total Price | #of Staterooms

booking. When you see the
number 1 appear go to the

World Owmer's Suite

Ocean Suite

Upper Sute Onteard
(2 Credt O s32260

Upper Sute Ondoard
2 Credi O szzs0

bottom of the screen and click
Continuel

W] Contineat Sute e 23

[Q] st

[N2]  continent Sute = 23

[O]stem  sarzsts

¥ Show Available Categories

QCEANVIEW

S Shew Availahle Catennries

Price From: $12,660 Selected: 0 Total Price: $ 0.00

Price From: $10.660 Selected:0 Total Price:$0.00 ~

Step 12

This will bring us to the Edit
Stateroom screen. Here you
will see a diagram image of the
following.

Description of the Voyage
Guest Information
Deck & Stateroom #

Seaware Touch automatically
assigns the Stateroom based
on the category ranking. This
will display your Stateroom
number highlighted in green.
To accept the assigned
Stateroom, click the
box.

7+
(_‘J)AZAMARA'

|I'hsuviw|.

Package Name:12-NIGHT SCOTLAND INTENSIVE -
Edit Statercom VOYAGE Wota —— &7
Departure: Thu, Aug 17, 2023, 6:00 PM, -
Passengers AMSTERDAM, NETHERLANDS
Amival: Tue, Aug 29, 2023, 6:00 AM. DUBLIN,
Insurance IRELAND
Guests: 12
Spec St
Ad [A] |E] N2 #8070 Capacty:2 Decksd
cursions
= # B JOHNJ.  CASH Male
] # [ CARRIEA CASH Female

RezA Quick Step Reference Guide
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Step 13

@AZAMAM Logged in as: undefined
You will be brought back to the  esrsion [
Passenger screen. Here we will
need tO add the fO“OWIng Please fill in personal information for each passenger.

information for [G[i%:#] and [ one | T B
AN

H Title First Name * Last Name * Gender Birth Date * Age
Title Age [ v o] [ow | oo X ] e w
First Name* Residency*

. Residency * Email * Inl.Code  Telephone
Last Name* Email* ‘ US UNITED STATES ‘ ‘inhnnydne@gmailmm\ ’ l:l ‘5185723311 ‘
Gender Intl- COde Address Postal Code City

Birth Date*  Telephone ‘ | | | | |

» Document Information

» Additional Information

Enter the information for En Next
LEITE:al. Then click the m
button.
Step 14
@AZAMARK Logged in as: undefined | YourAccount
This will bring you to the | Reserason ]
screen. Repeat by
. Please fill in personal information for each passenger.

adding the Adult #2 s [
information. Then click b
Save & Conﬁnue at the bOttom Q Find Guest Delete Passenger
Of the screen. Title First Name * Last Name * Gender Birth Date * Ane

‘ ™ | ‘CARHE Doe —

Residency * Email Intl.Code Telephone

US  UNITED STATES ‘Ear‘iadue@gwaﬂnnm 8185473311
Address Postal Code City

¥ Document Information

¥ Aadditional Information

=u [t
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Step 15 1 2 3 4
Invoice Total Reservation [ WM“ Res# Shopping
Y ill i h Review Created Dec 1, 202, 5541 AN Cart
ou will arrive on the | . States BOOKED
S Th Agency  TEST CONSORTIA KGENCY
ummary screen. e Agent  JOHN CASH
S umma r.y screen h as fo ur - Reservation Invoice Total: § 1347152 I Reservation Review Your oumey Strs n 241 days

sect'ons' ) ¥ Reservation# 10000623 Agent Refé Status: BOOKED INT-AGENT H S A A

Y B ageney TEST CONSORTIA AGENCY  Agency ID: 1000060 B

1. Reservation Y & Guss Aduls2 Chidren nats) ﬂ #1 MsROSE DI Aur
2. Invoice Total SpecReess QCOTEE LT

. . - (1) Ceet: RE3HS1T 412 Sig: JOURNEY ﬂ
3. Reservation Review — Pt BT AR NS W

v Thu, Aug 17, , b1
4' Shopping Cart Excursions Arm:: T‘?mn.msmmwu
. v & Total #of Staterooms: 1 - Bz
Store Button — Click the Store e il AGTSIAD
button to save your bOOkIng Code Categary Name: Capacky Reserve Type: Staterooms Upgradd Occupency Guests M i El;‘ VOYAGE
. e Cantinens Suife 2 @u@,m 712 :I:U'ﬂ'\.)! )

and generate a Reservation W s Ronuess -

hadons 4Booked

number. Y & A Noting Bxcet "

Extursions -
Y G insurance: ot Booed Lans s

Pa NOW - CIICk the Pay NOW b Ex Special Requests: Notnng Booked

button and this will allow you

v 3 Addons:

to pay your down payment,

: Mitan Name Defvery From Deivery To Guests  Deliery Place 300 Stz oy ToidPie  Noies
partial payment, or Full : - :
Pavment ! ALCOHOL

v ' Sondand BeveragePackage  Thuaug 1T ELEMOAM  Tee A28 2003 GIDAM 12 S0
e Curtent Promotions

m Before using the Store SI0AC Tho Ao 7T, E0PH Toe, hug 28, 2023, B ODAM 12 H 00 [ra—
or Pay Now buttons, we will | raymentoe e 0

s H Invoice Total: ~ §13,171.52
continue learning about the . we | o Ponomowe stooms

Reservation Summary screens.
Step 16

C;AZAHgDA
Reservation
This section will have sub-
sections which feature all AGENT | Cotapead | | e
reservaﬁon Categories. E B Agency TEST COMSORTIA AGENCY Agancy 1D: 10000 |=
Each sub-section will havea  |[2]% owm Ao o i -] @
drop-down menu. Click the (1) Coumedt. IS 41 S SO Y -l
Package Mame 17 MIGHT SCOTLAND INTEN SVE VOTAGE
right facing (Hyperlink ? o g, A N LN
Arrow) on each of the sections =
to open their menus. ==
. . (5 9
Click the down facing =
. 4 M
(Hyperlink ~ Arrow) to close
. E]c;; Insuance - #
the open sections. =
> | & Soescisl Reguests: Netheg Bovsnd r.g
j ™ Addons 3_
j [@) Excursions Momrg Boosed 5
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Step 17

Invoice Total

This section will feature the

| Reservation

Invoice Details. The Invoice
Detalls prov@es SpECIf'IC dEtalls = Reservation Reservation Review
on the following.

Invoice Details: Ik
Per Reservation will provide
the foIIowing. “o Per Reservation | Per Guest
CRUISE FARE - Individual Fare

o CRUISE FARE 510,750

NCF — Non-Commissionable Fee

NCF $1,338
TAX — Tax on the Cruise o B
Click the Drop-Down ? arrow

. Invoice Total §13,171.52

next to the following.

Amount Paid §2,200
Payments — Display the
amount paid. [ 3] Payments §2,200
Guest Payment Schedule — sum Payment Schecule Payment Due Date: 519123
This displays the payment
schedule on the reservation.

Financial Transactions

Step 18

@AZAMARA

Click the © Per Guest box. This
will open the Per Guest screen | | [Resas
displaying the Guest Invoice

. . b‘ = Reservation Invoice Total: 513.171.52 Reservation Review
information.

Invoice Details:

‘ Per Reservation Io Per Guest |

Ms ROSE DIAZ

CRUISE FARE $5.390
NCF § 669
TAX $526.76
Invoice Total $6,585.76

Ms CARRIE DOE

CRUISE FARE $5.390
NCF § 669
TAX $526.76
Invoice Total $6,585.76
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Step 19

Reservation Review

Click the Document drop-down

‘ Reservation

Logged inas: undefined

Arrow  symbol next to ‘55 Reservation ‘\ |nvoic9n(s 13,7152
Document. |Docmm E/ X
Step 20

This will open a menu which
provides information on the
following. Click on each of the
following listed for additional
information.

Financial View

Guest Invoice Confirmation
Guest Travel Descriptions
Hotel Vouchers

Open Vouchers
Reservation Invoices
Reservation Summary
Shopping Basket

Shorex Voucher

Transfer Voucher

Q

Document

Agency Invoice Confirmation

Reservation Review

voice Total: §14,797.28

Financial View

Guest Invoice Confirmation

Guest Travel Description

Hotel Voucher

Open Voucher

Reservation Invoice

RESERVATION SUMMARY

Reservation Summary

Shopping Basket

Shorex Voucher

Transfer Voucher

RezA Quick Step Reference Guide
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Step 21

Shopping Cart

This section is found on the right side of the Summary
screen. The Shopping Cart provides a condensed

summary of all the essential information on our
reservation. Res # NEW

Created Dec 16, 2022, 8:59:41 AM
Reservation Number — Number on the reservation. Status IN PROCESS

Created — The creation date and time of the reservation.
Status — This displays the status of the reservation.
Agency — The Agency Name on the reservation.
Agency Phone Number — The phone number of the
agency.

Agent — The Agents Name on the reservation.

Agency TEST CONSORTIA AGENCY
Agent JOHN CASH

Starts AMSTERDAM, NETHERLANDS, Aug

. 17, 2023
Your Journey St.arts in XXX days — Number of days from the Ends DUBLIN, IRELAND. Aug 29, 2023
start of your sailing.
. . . . Sail Length 12

Starts — This provides the start location and the embarkation
date. W Adults:2 Children:0 Infants:0
Ends — This provides the end location and the disembarkation
date #1 MrJOHN DOE ADULT

: #2 Ms CARRIE DOE ADULT

Sail Length — The number of days sailing.
Adults — Children: Infants: - Click the ® to open. This provides Staterooms

the Name of the Guests and the classification of the Guest. (1) Ship: JOURNEY
Stateroom — Click the Stateroom hyperlink for the AMSTERDAM, NETHERLANDS - DUBLIN,
Stateroom details. IRELAND
Ship: - This provides the name of the ship, name of departure [ Thu, Aug 17, 2023, 6:00 PM
locations, dates of the sailing, and number of Guests. -] Tue, Aug 29, 2023, 6:00 AM
Guests: 1,2
Cruise Number - Cruise Number for the Cruise. Cruise# JR230817-012
Cruise Name — The name of the Cruise. Cruise Name 12-NIGHT SCOTLAND
Staterooms - Click the Staterooms Hyperlink for more INTENSIVE VOYAGE
information. Staterooms N2: Qty. 1
Insurance - This will show the insurance on the reservation. Insurance 5
Special Requests — This will display a Guest's special request. Special Requests
Addons - Click the Addons hyperlink 2 Booked for more Addons
information. Alr
Air — This will list the Air information on the reservation. Excursions i
Excursion — This will display the Excursions on the reservation. || ., Programs i
Hotels — This will display the Hotels on the reservation. Hotels
Transfers — This will display all the Transfers our Guests have Trensiors i
_requested.
Payment Due Date: - The Date of first deposit. Payment Due Date: 12/23/22

Invoice Total: - The Final Payment Price.
*Use the Price Total section for complete details)
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Step 22

You reviewed the Summary
screen. Now click on the Store
button at the bottom of the
screen. This will allow you to
save all the selections you have
made for our reservation.

YR ey TEAT COMSCRTIARAENCY ey I i
y b G frenTe

T Counalt SR 0] e MO
Foctage Mame 12T 4010 INTENGAR WMk
Degarwe: Tho kg 7, B2, 90 AL AMSTRRAR, WETHERLAND§
At e Ay 2, 21 0 A, DUELN RELAD

u

Y i k&

YU e
¥ [ Spu s e
Y[ e

Y @ oo i

s gipewn it ke B

Res # NEW

reated  Dec 16, 2022, B:50:41 AM
Status IN PROCESS
Agency  TE ONSORTIA AGENCY
Agent JOHN CASH

Start TERDAM, NETHERLANDS, Aug
17, 2023

Engs DUBLIN, IRELAND. Aug 20. 2023

Sail Langth 12

% Adults:2 Children:0 Infants:0

#1 MrJOHN DOE ADULT
s | #2 Ms CARRIE DOE ADULT

URNEY
-RDAM, NETHERLANDS - DUBLIN,
IRELAND
[+ Thu, Aug 17, 600 P
—'] Tus, Aug 6:00 AM
Guests: 1.2

[ JRZI0D1T-012

Cruise Name 12-NIGHT SCOTLAND
INTENSIVE VOYAGE

Siatercoms N2 Gty 1

Insuranca -

Special Requests -

Addons

Alr

Excurgions

Land Programs

Hatels

Transfers

=] (=] (9] [=

Paymant Duae Date: 122322
m Invoice Total:  $ 21,261.52

Step 23

This will give you a Confirm
message providing a
Reservation # number and
Stored Successfully
confirmation.

You will then be asked the
following.

Yes — To Continue working on
the reservation.

No — To End the process
Print/View Confirmation —
Print and View the reservation.

Reservation #10000623 is stored successfully.

Would you like to continue warking with the reservation?

Yes

No

Print/View Confirmation
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