RezA' | Crzams QUICK STEP REFERENCE GUIDE

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.

—
= @AZAMAM Looged inas: undefined

Step 2

Main Menu C
On the drop-down Main
menu, click the New New R‘rﬁervation ‘

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 ¥ Addiiona! Reservation Information
Reservation Information is
Adults B Children | " n Infants o,
the Adults section. Adults mrcnver w4 E w3 E
will automatically default to v
2 Adults If needed you Can FindIﬂdIﬂdTEDNIDUESMOI'EDEHGI'IJLIOIG
Add+ and Subtract— the
Adults by using the minus
and plus symbols. On the
next step You will look at 1
Single Adult.
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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.

@A ZAMARA

| Reservation

Logged inas: undefined | ¥

w Choose Agency and Agent
Agency: TEST CONSORTIAAGENCY Telephone: Address: 124 MAIN STREET US Currency: USD Change | Agent: JOHN CASH

v Additional Reservation Information

Adults] N Children| _ ", Infants| _ [ q,
1221-1:-.+ under 18 0 .+ under 3 0

Language Residency

Find and add repeat guests for 3 better quote:

Middle Last Name Gender _ Age
£

q | KNG |

Adult #1 |Ti'\5 First Name

. (]

Clear

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 button at the
bottom of the screen to
proceed with the booking
process.

l:l Logged in as: pndefied | Yeur Acounl | .'-';;:‘.

4 Choose Agency and Agent

Agency: TESTCONSORTIAAGENCY Telephone: Address: 124 MAIN STREET US Currency: USD | Change | Apent JOHN CASH
W Additional Resarvation information

Language

Rasidancy

Adults

18 and ovar

=g [4] Gl g T s g T
]

Find and add repeat guests for & befter quote

Adubt #1

& [
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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 ¥
From and To and select your
dates.

When you have completed
making your selections click
the HEEITHNETEE button.

%
QAZAMAH

AZ_JOHNC

. Logged in as:

| Reseration
Agences
O v Find Voyages Choose your departure point, ideal date, and number of people traveling.
Ship Destraton Fom |T0
R ey [T | msnses westemnevore 2] T Jlossos [E]l win [H]
Curerey 1o Duin Week DaysFrom  Generc Cabi Catequries

’ 2508y [

69 Days ’ 10

tcupancy

Your Accoun! | | Engish | =

Step 8

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

>
Select the crulse you prefer from the list below m Colnaar | THs

Show [10 | entries

B

Logged in as: AZ_JOHNC | Yo

Filtes

p— |-r-;~m =

Calagory & Cabin Review

Prica par

the ®Check Box left next to the
Ship name. Then click the

Continue CHLTLY

/S'ﬁn Cruise Name Comments Pt From Departure Date * Port To End Date * R Promotion
oom
= 12 MIGHT SCOTLAND @ AMSTERDAM, Thu, Aug 17, Tus, Aug 29,
= ] . Aug 17,  Aug 29,
| JOUBNEY i TENSIVE VOYAGE @ 52 NETHERLANGS 2023, 6:00 PM CUBLIIRELARE S b S TR 1 L2 TE:
10-HIGHT IRELAND (5, T Tus, Aisg 29, SOUTHAMPTON Fri, Sop 08, .
JOURNEY INTENSIVE VOYAGH WL ;"'4 DUBLIN, IRELAND 2023, 1200 PM ENGLAND 2023, 600 AM S 836281
Showang 110 2 of 2 entries irst Previous 1 Next Last

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.

Dur

13d

> _Current Staterooms Adults:1 Children:0 Infants:0
——

Promotion |  Allotment

Reserved

: 4 ‘ » Show Available Categories

OCEANVIEW

[ > ShowAvailable Categories

. |

7.2023 6:00 PM, AMSTERDAM, NETHERLANDS

Logged in as: undefined | Your A ] S

ue. Aug 29, 2023, 6:00 AM, DUBLIN, IRELAND

Selected: 0 Total Price: $ 0.00

Stateroom Attributes

Anmy Ciear

Price From: § 5,122 Selected: 0 Total Price: $ 0.00

Price From: § 3,262 Selected: 0 Total Price: § 0.00

Price From: §$ 2662 Selected: 0 Total Price: $ 0.00
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Step 10
E @AZAMARA Logged in as: undefined
NEW | Reservation -x Discard

The Suite section will open. Let
us select the N2 - Continent

suite Category. GO to the # Of Cruise# Ship Cruise Name: Duration  Departure Arrival

JR230817-012  JOURNEY 12-NIGHT SCOTLAND INTENSIVE VOYAGE  13d Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM, NETHERLANDS  Tue, Aug 25, 2023, 6:00 AM, DUBLIN, IRELAND
Staterooms column. Click the

» Current Staterooms Adults:1 Children:0 Infants:0 Selected:1 Total Price: § 5,122
+ symbol on the line of your
Selected category YOU may Only ‘ Promotion ‘ Allotment ‘ ‘ Reserved | Stateroom Attributes ‘ ‘ Enforce Category Gccupancy ‘ m

select one Stateroom Category
per booking. When you see the
number 1 symbol appear go to

Price From: $ 5,122 Selected:1 Total Price: $ 5,122

= ) Upper Suite )
i= & Default Promotions Total Price | #of
the bottom of the screen and Onbond Cedit
Upper Suite Onboard
: : W] World Owner's Sut t+ 2 Credt Wave @ $9.142
[tdqContinue} O e = =
Upper Suite Onboard
Ocean Suite 1|2 Credit, Wave @ $7,822
Promotion
Continent Suite 1+ 2,3 WavePromotion @ 55242
@ Continent Suite 1+ 2,3 Wave Promotion @ 55122 5,122

9 Show Available Categories Price From: § 3,262 Selected: 0 Total Price: $ 0.00

OCEANVIEW

= =

Step 11

Logged in as: undefined | Your

This will bring us to the Edit | Reservaion
State room screen. Here YOU () Cruise#: JR230617-012 Ship: JOURNEY = Deck#8

Package Name:12-NIGHT SCOTLAND INTENSIVE

will see a diagram image of the || [N, lE —— :
following. B a0 & o0
Biomet 1 | joos0 0
A
Description of the Voyage (o] v e Il z:; om| ::: l
Guest Information W AEEL o = o ot
Deck & Stateroom # o M;
8060 8063 4
RezA automatically assigns the 8052 8065 4
Stateroom based on the B ot pvaietle €054 8067 &
category ranking. This will i Gt
display your Stateroom e o &
8070 8073 4

number highlighted in green.
To accept the assigned
Stateroom, click the
box.
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Step 12

You will return to the
Passenger screen. Review the
LGl #:%Rinformation. Continue

by clicking the
ContinuejJVju(eJiR

Please fill in personal information for each passenger.

an

Your Account

Logged in as: undefined

[ o] [+

[y
Q Find Guest Delots Passongor | | Cloar Al
Title First Name * Middle Last Name * Gender Birth Date *
‘ s ‘ ‘ ROSE ‘ A ‘ DIAZ ‘ Ve 06211997 m
Residency *

‘ US  UNITED STATES ‘

Address Postal Code City

Malling

Shipping

> Document Information

> Additional Information

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
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

e Tolal: § 18400

3 Rugervaton® NEW Aguethet | | Soms 0 PROCESS elert |
¥ 8 Aoy

TESTCOMBORTIAAGERCY hgeacy 5: 1904050

¥ B Gusm it ol et

(1 Couock: RINETIAG Shi: JOURNEY

T
e, o 1, AL, 0, A1 L, 18 AN

Rt o g 8, T AL 11, 0
[

» € Toulolenome: 1

y g o wang it
¥ e oy Basize
p 34 Speeial Roguem, i i
¥ [ Addee

¥ [ Excesiens Seben i
¥ 2 LwdPrograms:  tonng o
y [ Hows g Eoniad
y B Tnestr himing Bl

(® (& (8 (|8 & = ® « =

3 £

Res # NEW

ated  Jan 3, 2023, 10:33:37 AM
5 IN PROC!
Agancy TE

Agent JOHN

Starts AMSTERDAM, NETHERLANDS, Aug

17, 2023
Ends DUELIN, IRELAND, Aug 29, 2023
Sail Langth. 12

w Adulis:1 Children:0 Infanis:0

#1 Mz ROSE DIAZ
Slalerooms

ADULT

(1) Ship: JOURNEY
AMSTERDAM, NETHERLANDS - DUBLIN,
IRELAND
[+ T Aug 17
] Tue, Aug 29, 2
Guests: 1

3, 6:00 PM
3, 600 AM

Crulsed JRZWBIT-N2Z
Cruise Name 12-NIGHT SCOTLAND
INTENSIVE VOYAGE
Stateronms N2 B06S
Insuranca
Spacial Requasts
Addans 1Booked
Alr
Excursions
Land Programs
Holak
Transters
Current Promotions
\Wave Promotion
Payment Due Date: 110723

woice Total:  §12,644.76

Reservation Summary screens.
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Step 14

Reservation

Logged in as: undefine | ¥

ThlS Section WI“ have SUb- eservauon# NEW AgentRef# . Status: IN PROCESS  Referral: :I INT-AGENT |E|
sections which feature all 5] 2 soener TSR A =
reservation categories. Y] & ousss: PO E—— =
Each sub-section will have a oot oz s sover -]
drop-down menu. Click the o A 28,02 S0 AN DB
(Hyperlink ? Right Arrow) on [>]© ot ofsstrooms: 4 -]
each of the sections to open [ ]e a p——
their menus. e e
IE Special Requests: Nothing Booked
E] % Addons:
3 Excursions: Mothing Booked
E £ LandPrograms:  Noting Backed
E Hotels: Nething Booked
2 Transfers: Nothing Booked
EN ETH

Step 15

Invoice Total

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

@A_ZAMARA'

| Reservation

Reservation ‘ Invoice Total: § 12,644.76 Reservation Review ‘

Invoice Details:

|° Per Reservation I Per Guest

Per Reservation — Click the

Drop-Down? arrow next to CRUISE FARE s 10750
Payments and Guest Payment NCF 133
Schedule. TAX $52676
Click on each section of the
A ) Invoice Total $12,644.76
Invoice Details for more
information. % Payments $0.00
» Guest Payment Schedule Payment Due Date: 1/10/23

Per Guest —See et step
Financial Transactions
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Step 16

Click the Per Guest box. This will @AZAMA”
open the Per Guest screen

| Reservation

displaying the Guest Invoice
informaﬁo n. ‘ = Reservation Reservation Review |
Invoice Details:
‘ Per Reservation |° Per Guest H
Ms ROSE DIAZ
CRUISE FARE $10,780
NCF §1338
TAX §526.76
Invoice Total $12,644.76
Step 17

Reservation Review

Click the Document drop-down ‘a ‘
Arrow  symbol next to = Ref Agency Invoice Confirmation |nvoice Total: § 1264476
Document. This will open a
menu which provides
information on the following.

@Azwmn

| Reservatic|

Document ——pp | Financial View

Guest Invoice Confirmation @

Guest Travel Description

Hotel Voucher

Financial View

Guest Invoice Confirmation
Guest Travel Descriptions
Hotel Vouchers

Open Vouchers
Reservation Invoices
Reservation Summary
Shopping Basket

Shorex Voucher

Transfer Voucher

Open Voucher

Reservation Invoice

RESERVATION SUMMARY

Reservation Summary

Shopping Basket

Shorex Voucher

Transfer Voucher

RezA Quick Step Reference Guide Page 7
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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.
L*Use the Price Total section for complete details)

Res # NEW

Created
Status
Agency
Agent

Jam 3, 2023, 10233337 AM

IN PROCESS

TEST CON !E‘.IFITIA AGENCY
JOHMN CASH

Starts AMSTERDAM, NETHERLANDS, Aug

17, 2023
Ends DUEBLIM, IRELAND, Aug 29, 2023
Sail Length: 12

et Adults:1 Children:0 Infants:0

#1 Ms ROSE DIAZ
Statercoms

ADULT

(1) Ship: JOURNEY
AMSTERDAM, NETHERLANDS - DUBLIN,
IRELAND

[ Thu, Aug 17, 2023, 6:00 PM
—h] Tue, Aug 29, 2023, 6:00 AM
Guests: 1

JR230817-012
12-NIGHT SCOTLAND
INTENSIVE VOYAGE

Cruise#
Cruise Mame

Statercoms M2: 8065
Insurance -

Special Reguests -

Addons 1 Booked
Adr =

Excursions -
Land Frograms =
Hotels -
Transfers -

Current Promotions

Vifave Fromotion

Payment Due Date:; 1M10/23

Invoice Total: $ 12,644.76
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Step 19

After completing your review

+
Q)'A ZAMARA

| Reservation

Compa :- Loggedin as: undefined

of the Summary Reservation Cnses , _ —
Reservation kY Invoice Total: § 12.644.76 ‘ Reservation Review ‘
. Staterooms
screen C| ICk on the Store Ed oom > Reservation# NEW Agent Ref# Status: INPROCESS  Referral: | (& INT-AGENT E
bUtto n. Th IS Wll I a | IOW you to Passengers > & Agency: TEST CONSORTLA AGENCY Agency ID: 1000060 EI
Save a” the Se|eCl'I0nS made on - > & Guests: Adults:1 Children:0 Infants:0 EI
our reservation. = -
- (1) Cruises: JRZ30817.012 Ship: JOURNEY B
Spec Requests Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE
Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM, NETHERLANDS
Addons Anival:  Toe, Aug 29, 2023, 6:00 AM, DUBLIN, IRELAND
Guests: 1
Excursions
B v (@ Total #of Staterooms: 1 EI
Hotels Code Category Name Capacly Reserve Type taterooms Upgraded Occupancy  Gussts
Transfers N2 Continent Suitz 2 .@@ 2065 11
Summary
> 4 ar Nothing Baoked
> @ Insurance: Hotting Booked
> B Special Requests: Noting Baoiet
v [ Addons: @
Adson Kame Delivery From Defvery To Guests  Delivery Piace Adon Statis ay TomlPric  Nate
CREDIT
$300 0BC Thu, Aug 17, 2023, 6:00 PH Tue, Aug 29, 2023, 6:00 AW 1 S0
% [0) Excursions: Nothing Booked
% 2 landPrarams:  Nofhinn Rooked ’E‘ v
(=1

Step 20

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

. . Reservation #10001003 is stored successfully.
confirmation.

Would you like to continue warking with the reservation?
You will then be asked the

following.

Yes No Print/View Confirmation

Yes — To Continue working on
the reservation.

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