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Travel Agent - How to Make a Reservation for a Single 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. 

 

Step 2 

On the drop-down Main 
menu, click the New 
Reservation box.  

Step 3 

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

Step 4 

Under the Additional 

Reservation Information is 

the Adults section. Adults 

will automatically default to 

2 Adults. If needed, you can 

Add  and Subtract  the 

Adults by using the minus 

and plus symbols. On the 

next step You will look at 1 

Single Adult. 

JOHN DOE 
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Step 5 

Single Occupancy 
 
You can delete a Guest 
number on our reservation by 
going to the Adults section. 
Click the Minus  symbol in 
the Adults field. The Adult 
number will change to number 
1. You will now see there is
only Adult #1 field below.

Step 6 

Add the Adult #1 information. 
Enter the following: 

Title Gender 
First Name Age 
Middle 
Last Name 

You have added all the required 
information for Adult #1. 
Click the Continue button at the 
bottom of the screen to 
proceed with the booking 
process. 
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Step 7 

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 Arrow to 
open and make your 
selections.  
From and To – Use both 
Calendars to select your dates. 
Click on the hyperlink 
Calendar symbol next to 
From and To and select your 
dates.  
When you have completed 
making your selections click 
the Search Cruise button. 

Step 8 

The Search Cruise will select all 
the available Voyages. You will 
see our Voyages displayed. 
Select the Voyage by clicking 

the Check Box left next to the 
Ship name. Then click the 
Continue button.  

Step 9 

This will bring us to the 
Current Stateroom screen. 
With this example you will 
select the Suite. Then click the 
Show Available Categories.  
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Step 10 

The Suite section will open. Let 
us select the N2 - Continent 
Suite category. Go to the # of 
Staterooms column. Click the 

symbol on the line of your 
selected category. You may only 
select one Stateroom Category 
per booking. When you see the 
number 1 symbol appear go to 
the bottom of the screen and 
click Continue. 

Step 11 

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 # 

RezA 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 Continue 
box. 
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Step 12 

You will return to the 
Passenger screen. Review the 
Adult #1 information. Continue 
by clicking the Save & 
Continue button. 

Step 13 

You will arrive on the 
Summary screen. The 
Summary screen has three 
sections. 

1. Reservation
2. Invoice Total
3. Reservation Review
4. Shopping Cart

Store Button – Click the Store 
button to save your booking 
and generate a Reservation 
number.   

Pay Now – Click the Pay Now 
button and this will allow you 
to pay your down payment, 
partial payment, or Full 
Payment. 

Note: Before using  the Store 
or Pay Now buttons, you will 
continue learning about the 
Reservation Summary screens. 

1 2 3 
4
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Step 14 

Reservation 
 
This section will have sub-
sections which feature all 
reservation categories.  
Each sub-section will have a 
drop-down menu. Click the 

(Hyperlink  Right Arrow) on 
each of the sections to open 
their menus.  

Step 15 

Invoice Total 

This section will feature the 
Invoice Details. The Invoice 
Details provides specific details 
on the following. 

Per Reservation – Click the 
Drop-Down  arrow next to 
Payments and Guest Payment 
Schedule.  
Click on each section of the 
Invoice Details for more 
information. 

Per Guest – See next step. 
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Step 16 

Click the Per Guest box. This will 
open the Per Guest screen 
displaying the Guest Invoice 
information. 

Step 17 

Reservation Review 

Click the Document drop-down 
Arrow  symbol next to 
Document. This will open a 
menu which provides 
information on the following. 

Financial View 
Guest Invoice Confirmation 
Guest Travel Descriptions 
Hotel Vouchers 
Open Vouchers 
Reservation Invoices 
Reservation Summary  
Shopping Basket 
Shorex Voucher 
Transfer Voucher 
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Step 18 

Shopping Cart 
 

This section is found on the right side of the Summary 

screen. It will provide a condensed summary of all the 

essential information on our reservation. 

Reservation Number – Number on the reservation. 

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. 

Your Journey Starts in XXX days – Number of days from the 

start of your sailing. 

Starts – This provides the start location and the embarkation 

date. 

Ends – This provides the end location and the disembarkation 

date. 

Sail Length – The number of days sailing. 

Adults – Children: Infants: - Click the  to open. This provides 

the Name of the Guests and the classification of the Guest. 

Stateroom – Click the Stateroom hyperlink for the 

Stateroom details. 

Ship: - This provides the name of the ship, name of departure 

locations, dates of the sailing, and number of Guests. 

Cruise Number – Cruise Number for the Cruise. 

Cruise Name – The name of the Cruise. 

Staterooms – Click the Staterooms Hyperlink for more 

information. 

Insurance – This will show the insurance on the reservation. 

Special Requests – This will display a Guest’s special request. 

Addons – Click the Addons hyperlink 2 Booked for more 

information. 

Air – This will list the Air information on the reservation. 

Excursion – This will display the Excursions on the reservation. 

Hotels – This will display the Hotels on the reservation. 

Transfers – This will display all the Transfers our Guests have 

requested.  

Current & Wave Promotions 

Payment Due Date: - The Date of first deposit. 

Invoice Total: - The Final Payment Price. 

*Use the Price Total section for complete details)
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Step 19 

After completing your review 
of the Summary Reservation 
screen click on the Store 
button.  This will allow you to 
save all the selections made on 
our reservation. 

Step 20 

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. 
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