RezA' | Crzams QUICK STEP REFERENCE GUIDE

Travel Agent - How to Make a Reservation for a Triple 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 B2 on the left side of
the screen. This will open a
drop-down menu.

-t
j— uhUMAF‘I Logaed inas: undefned

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 CiooseAgency and Age
Agency and Agent we will see
the Agency and the Agent
Name.

}Agency: TESTCONSORTIAAGENCY Tolphone:  Address: 124 AN STREET US Curmency: USD | Change | pgen “OHN DOE

Step 4

Under the Additional ¥ Addiional Reservaton Information
Reservation Information is
Aults . Children | _ o, Infants | ',
the Adults section. Adults Iaarw»er i h E ) E
will automatically default to v
2 Adults If needed you Can Findnndnndrepeatuuesmarabeuerqume
Add+ and Subtract— the
Adults by using the minus
and plus symbols. On the
next step we will look at
how to add an Adult.
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Step 5

— + i B
: = (JAZAMARA Company ID Pl 1oggedinas: undefined | YourAccount
Triple Occupancy Y e

| Reservation

TO add an Adult to your w/ Choose Agency and Agent

rese rvatio n d o t h i S by C I i Cki ng Agency: TEST CONSORTIAAGENCY Telephone: Address: 124 MAIN STREET, US Currency: USD Agent: JOHN CASH Find Agent
’

on the PI us =+ sym bol in th e v Additional Reservation nformation

Adults field. The Adult number ‘“"9“9* u““‘“*“y |
will change to number 3. We
will anow see a third Adult #3 1;‘;:';;,2‘:;‘;’,::" ol =04
field added.

Find and add repeat guests for a befter quote

Title First Name Middle Last Name Gender  Age

Adult#1
el ) N I 11 @
Title First Name Middle Last Name Gender  Age

Adult #2
)] i — E— ] ®
Title First Name Middle Last Name Gender  Age

Adult#3 —
\ | | | T ]

Step 6

= @AZAMARA’ C o 1oseiinos: undetined [

Add the Adult #1 information. | =
Repeat the same for Adults #2
and Adult #3. Enter the
following for each Adult.

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

v Additional Reservation Information

Language Residency

Title Gender \ |

e hee o [ e = ] = o
I e

Last Name S ——

Adult# Title First Name Middle Last Name Gender A

B ][ b I |
You have added all the required B
information for Adult #1, Adult | || ... ‘mle Fist Hame Vi Last e Gonder s

#2, and Adult #3. [ [ o= d
Click the button at the [ooee ][

Adult#3 Title. First Name Middle Last Name Gender  Age

bottom of the screen to proceed EREE [0 [ooe IDEEN
i . [a]
with the booking process. ouer | [ cier

I [E] I =] I (=)
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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 HEEITHNETEE button.

L3

+ [r— r
QAZAMARA I Loggedinas: AZ JOHNG | YourAccont ‘ En

Cuess | Resenvation

Agences

s v FindVoyages (Choose your departure point, ideal date, and number of people traveling.

/ / /

Ship J Destination ‘ From J To {
‘ R 0URNEY BATISK SLES WESTERNEUROPE 2 ()| (lBtsons & | |opmiony &
Cumency Trp Dutn Week Days From ~ Generic Cabin Categories
’ H 250z £90ays ‘ ‘JvDa}s‘

2 Category Occupancy

Step 8

The search will select all the
available Voyages. We will see
our Voyages displayed. Select the
Voyage by clicking the @ Check
Box left next to the Ship name.
Then click the button.

>
Select the cruise you prefer from the list below m Caianaar | Ties

Show [10 v | entnes

P
i nise Name amments ot From o T ndDate BOP . promation
swip Crise N c ’ Pot Departurs Dat Poat T ErdD Ll "
1ZMIGHT SCOTLAND o) AMSTERDAM. Thu, Aug 17, Tue. Aug 29,
JOURNEY 1\ ENSIVE VOYAGE o, @ NETHERLANDS 2023, 6:00 PM DUBLIN.IRELAHD 82005 wnoam) 1152475
10-NIGHT IRELAND = &, . ue, Aug 29 SOUTHAMPTON Fii. Sep 08 ;
JOUBNEY  iqTENSIVE VOYAGE Q) |5 DUBLIN.RELAND 2023 1200PM  ENGLAND 2023, 600 AM $a2628
Shownng 115 2 &f 2 entries First  Previous | 1 | MNext Last

Step 9

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

Logged inas: undefined

Pas
uh ZAMARA

| Reservation

X Discard

Crulses Ship Cruise Name Duration  Departure Arival

JR220817-012  JOUSMEY  12-NIGHT SCOTLAND INTENSIVE VOYAGE  13d Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM, NETHERLANDS  Tue, Aug 29, 2023, 6:00 AM, DUBLIN, IRELAND

Selected 0 Total Price: $ 0.00

[e=]

> Current Staterooms Aduits:1 Children:o Infants:0

Entorcs Catsgary Occupancy

Stateroom Attribules

Reserved

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

[ 3 Show Available Categories

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

OCEANVIEW

Price From: $ 2,662 Selected: 0 Total Price: § 0.00

$ Show Available Categories
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Step 10

— 's
= Qrzamars O
NEW | Reseaton

Cruise# Ship Cruise Name Duration  Departure Arrival

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

JR230817-012  JOURNEY  12-NIGHT SCOTLAND INTENSIVE VOYAGE 13d Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM, NETHERLANDS Tue, Aug 29, 2023, 6:00 AM, DUBLIN, IRELAND

» Current Staterooms | Rearrange passengers in Staterooms | Adults:1 Children:0 Infants:0 Selected:1 Total Price: § 5,122
‘ Promotion ‘ Allotment ‘ ‘ Reserved | Stateroom Attributes ‘ ‘ Enforce Calegory Occupancy ‘ m

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

= ) Upper Suite )
i= & Default Promotions Total Price | #of Staterooms.
the bottom of the screen and Onboard Credy
Upper Suite Onboard
H g CW|  World Owner's Suit 1+ 2 Credit, Wave @ $9,142 - Ov
Id[fs Continuel CERIORT i +

Upper Suite Onboard

Ocean Suite 12 Credi Wave @ $74822 = Ov

Promotion

Continent Suite 1+ 2,3 Wave Promotion @ §5242 - Ov

|@ Continent Suite 1+ 2,3 Wave Promotion @ 55122 55122 [==| 1) 4

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

OCEANVIEW

=

Step 11

Logged inas: undef

This will bring you to the Edit
Stateroom screen. Here we () Cruise#: JR230817-012 Ship: JOURNEY Deck #8

. . . Cgﬁé;“ame:IZ—NlGWfCOTLAND INTENSIVE 8050 : 5053 N
will see a diagram image of the oo IS il il
fol IOW| n :MniliRDA'ﬁutjrgEm'ﬁgiﬁno AM, DUBLIN 8052 : avwros| 6059

g- Guests: 13 8054 A Dﬁ 8057

L. n N2 #8089 Capacity: 3 Deck #8 8056 8059 &
Description of the Voyage R
#1 B JOHNA DOE Male 8058 8061

3 # B JANED.  DOE Female i m
Guest Information # :2 MARYR  DOE Female 8060 8063 &
Deck & Stateroom # 8062 a065 4
8064 8067 &
RezA automatically assigns the 0% 860 5
A
Stateroom based on the = curentses. = il
8070 8073 4

category ranking. This will
display your Stateroom
number highlighted in green.
To accept the assigned
Stateroom, click the
box.

== =

RezA Quick Step Reference Guide Page 4



RezA | Orzanara

QUICK STEP REFERENCE GUIDE

Step 12

You will return to the Passenger
screen. Review the
information.

Note! All Fields with an Asterisk
*mark must be filled in.

First Name
Last Name
Birth Date
Residence
Email Address

Continue by clicking the m
button.

Fan
QAZAMARA'

| Reservation

Please fill in personal information for each passenger.

Adult#1 Adult#2 Adult#3

Q Find Guest : Client Info

Logged in as: undefined

Your Account

+ Add Passenger | | v
Delete Passenger Clear All

Title First Name * Middle

Last Name * Gender Birth Date * Age
e ‘ |JDHN A |DOE Female ‘ C1ner| "! ddyyyy 8 ‘ |
Residency * Email * int Code  Telephone
Address Pasial Code City

Maiing

=

> Document Information

) Additional Information

Step 13

This will bring you to Adult #2.

Review the M

information. Make sure all
required fields are filled in.

Continue by clicking the m
button.

@AZAMAPA’

| Reservation

Please fill in personal information for each passenger.

Adult #1 Adult#2 Adult#3

Q Find Guest [E] crient

Logged in as: undefined

4+ Add Passenger E

Title First Name * Middle Last Name *
Mirs JANE ‘ D DOE
Residency * Email ntl Code  Telephone

‘ US UNITED STATES

| janed@gmail com K

Delete Passenger Clear All

Gender Birth Date *

Mailing

=

¥ Document Information

% Additional Information

Step 14

You will return to the Passenger
screen. Review the m
information. Make sure all
required fields are filled in.
Continue by clicking the
Continue [oJf]ate]q}

i+
QAZAMARA'

| Reservation

Please fill in personal information for each passenger.

Adult #1 Adult#2 Adult #3

Q. Find Guest (2] client

E.:-gged inas: undefined

4 AddPassenger | | e

Tite First Name * Middle Last Name *
Miss MARY R DOE
Residency * Email Intl.Code  Telephone

US UNITED STATES mdoe123@gmail co|

Jlelf ]

Delete Passenger Clear All

Gender Birth Date * Age

Address Postal Code City

| ‘ Mailing

‘ | ‘Shipping

¥ Document Information

> Additional Information

(Copy from Passenger #1

Save & Contiue |
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Step 15

You will arrive on the
Summary screen. The
Summary screen has four [ e DR st e
sections » Reservation# NEW AgentRef# (@ | status: INPROCESS  Referral: IE \NT—L‘\SEI\T 3

» 8 Agency: TEST CONSORTIA AGENCY Agency ID: 1000060 :I a 2
1, Reservahon R oot e s EI @ W Adults:3 Chidren: Infants:0
. # MrJOHNDOE ADULT
2. Invoice Total = B
\1} Cruise®: JR2308174012 Ship: JOURNEY ADULT
3. Reservation Review e T e

el Tue, Aup 25, 2025, 6:00 AM, DUBLIN
13

4. Shopping Cart e

. v 0 Total# of Staterooms: 1 E| E
Store Button — Click the Store
- A Code Category Name Capacity Resemve Type Staterooms Upgradsd Occupancy  Guests
button to save your booking 0 et , o s e
and generate a Reservation - =
Y 4 En Nahing Bucked @ hddons 2 Booked
number Y © Insurance: Nathing Bocked E E»’w'sinz .
Land Programs -
Pay Now — Click the ZAI% > B spslRens e @) =
button and this will allow you v 3 M @]
to pay your‘ down payment' Asa-on Name Delivery From Defvery To Guests Deiivery Place Aad-on Stahs oty Totad Price: MNotes.
. CREDIT
partlal payment’ or Fu” §150 0BC Thu, Aug 17, 2023, 5:00 PM 1 B $000
Payment.
y » (@ Excursions: Nothing Booked @
Current Promotions
Note: Before using the Store Y @ londProrame  NotinnRakes [ IR esr—

Payment Due Date: 111123

or Pay Now buttons, we will ElE

continue learning about the
Reservation Summary screens.

§

Step 16

. Compa :- Logged in as: undefined | v
Reservation -

A A A [ meenan Invoice Total: § 1264475 Reservation Review
This section will have sub- Z]Resermion# NEW AgentRef# Status: INPROCESS  Referral: @ INT-AGENT @ |E|

sections which feature all e s moomorssons s s -
reservation categories. & cuess PO E—— -]
Each sub-section will have a () cose: ez s vy

drop-down menu. Click the
(Hyperlink > Arrow) on each of [5 |© Totmts o sttarooms: 1 [~]
the sections to open their Lle ar e

menus [ 2] 0 nsurance: Notning Boorec
@@ Special Requests: Nothing Booked

E] % Addons:

> Excursions: Mothing Booked

L] (8]

» | 2 LandPrograms:  Noting Booked
> Hotels: Nothing Booked

= Transfers: Notning Baoked
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Step 17

— o+ .
Invoice Total = (JAZAMARKA

) NEW | Reservation

ThIS Secﬁon W|“ featu re the ‘ = Reservation ‘ Invoice Total: § 14,797.28 ‘ Reservation Review
Invoice Details. The Invoice Invoics Details:
Details provides specific details
on the following ‘|° Per Reservation | Per Guest
Per Reservation CRUISE FARE $ 11,879
. NCF 1,338
Click the Drop-Down > arrow ¢
TAX $1580.28
next to Payments and Guest
Payment Schedule to see Invoice Total $14797.28
additional payment
information [>]payments $0.00
Guest Payment Schedule Payment Due Date: 1/11/23

Per Guest — See next step.
Financial Transactions

Step 18

pas ‘
Click the Per Guest box. This will (JAZAMARK
open the Per Guest screen e

displaying the Guest Invoice

information for each Guest ‘E Reservation Reservation Review |

Invoice Details:

‘ Per Reservation | o Per Guest ||

Mr JOHN DOE

CRUISE FARE $5,390
NCF § 669
TAX $526.76
Invoice Total § 6,585.76
Mrs JANE DOE

CRUISE FARE $5.390
NCF 5669
TAX $526.76
Invoice Total §6,585.76

Miss MARY DOE

CRUISE FARE $ 1,009
TAX $526.76
Invoice Total $1,625.76
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Step 19
(azawsos
Click the Document drop-down | Reservatic| ‘Q ‘

Arrow  symbol next to

Document. This will open a | gEncy mnveice Fontirmation

menu WhICh provides Document = | Financial View
information on the following. Guest Invoice Confirmation

Guest Travel Description

Financial View

Guest Invoice Confirmation
Guest Travel Descriptions
Hotel Vouchers

Open Vouchers

Hotel Voucher

Open Voucher

Reservation Inveice

RESERVATION SUMMARY

Reservation Invoices Reservation Summary b
Reservation Summary Shopping Basket

Shopping BaSket Shorex Voucher

Shorex Voucher

Transfer Voucher

Transfer Voucher

RezA Quick Step Reference Guide Page 8
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Step 20

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. Res # NEW
Reservation Number — Number on the reservation. e
Created — The creation date and time of the reservation. Status IN PROCESS
Status — This displays the status of the reservation. Agency TEST CONSORTIA AGENCY
Agency - The Agency Name on the reservation. Agent JOHN CASH
Agency Phone Number — The phone number of the
agency.
Agent - The Agents Name on the reservation. Starts AMSTERDAM, NETHERLANDS, Aug
Your Journey Starts in XXX days — Number of days from the 17, 2023
- Ends DUELIM, Aug 29, 2023

start of your sailing. Sail Lenath- 12
Starts — This provides the start location and the embarkation e
date. w Adults:3 Children:0 Infants:0
Ends - This provides the end location and the disembarkation
date #1 NMr JOHMN DOE ADULT
Sail L th—Th b fd i #2 Mrs JANE DOE ADULT

atl tength = The number of days Sa';‘g' . . #3 Miss MARY DOE ADULT
Adults — Children: Infants: - Click the - tq open. This provides Staterooms
the Name of the Guests and the classification of the Guest.

Stateroom — Click the Stateroom hyperlink for the ':i:' Ship: JOURNEY
Stateroom details. AMSTERDAM, NETHERLANDS - DUBLIN
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. Glj:z]sts-'rua 'p"uﬁfg 2023, 6:00 AM
Cruise Number — Cruise Number for the Cruise. - '
Cruise Name — The name of the Cruise. Cruises JR230817-012
Staterooms — Click the Staterooms Hyperlink for more Cruise Name 12-NIGHT SCOTLAND
information. INTEMSIVE VOYAGE
Insurance — This will show the insurance on the reservation. D ool ie
Special Requests — This will display a Guest's special request. e -
Addons - Click the Addons hyperlink 2 Booked for more Special Requests -
information. Addons 2 Booked
Air — This will list the Air information on the reservation. AT _ )
Excursion — This will display the Excursions on the reservation. E;{::Er?:;;smms )
Hotels — This will display the Hotels on the reservation. e ]
Transfers — This will display all the Transfers our Guests have
Transfers -
requested. Current Promotions
Current & Wave Promotions
Payment Due Date: - The Date of first deposit. Wave Fromotion
"Llnvoice Total: - The Final Payment Price. Payment Due Date: 1/11/23

*Use the Price Total section for complete details) Invoice Total: $ 14,797.28
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Step 21
@AZAMARA’ Gompany ID - Loggedin as: undefined | YourAccount | =
Once you have reviewed the [ % o
Summary Reservation screen | [[EE2
H H Staterooms ——=
c“Ck on the Store button Thls [E— » Reservation# NEW AgentRef# Status: INPROCESS  Referral: INT-AGENT | Collapse All | | wen
will allow us to save all the .
Passengers > 8 Agency: TEST CONSORTIA AGENCY Agency ID: 1000160 E
selections we have made for | [ =
> & Guests Aduits:3 Children:0 infants:0 E @
our reservation. Insurance: —
(1) Cruiset: JRISUH7-012 Shig: JOURNEY E
Spec Requesis Package Name:12-NIGHT SCOTLAND INTENSIVE VOYAGE
Departure: Thu, Aug 17, 2023, 6:00 PM, AMSTERDAM, NETHERLANDS
Addons Anival:  Tue, Aug 29, 2025, 6:00 AM, DUBLIN
Guests: 13
Excursions -
= > @ Total#of Staterooms: 1 E E
Hotels > A A Nothing Booked E
Transiess > © Insurance: Nothing Booked @
Summary —
» [ Special Requests: NatningBookes @
> [ Addons: E
> Excursions: Nothing Bosked @
> 2 LandPrograms: Watning Booked E
> Hotels: Nofhing Booked E
» © Tansfers: Natning Booked @]
=
Step 22

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

confirmation. Reservation #10001009 is stored successfully.

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

would like to continue
working on the reservation.

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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