RezA | Orzanara

Travel Agent — How To Change a Travel Agent On a Booking

QUICK STEP REFERENCE GUIDE

Step 1

When you have signed in you
will come to the Reservations
screen. Enter the Reservation #.
Then click the Search button.

Reservalions

My Reservations

v Find Reservation

Reqular Reservations

Git Orders Show Recent History

echitumHa@azamara.com

Logged in as: Your Account

View Search
Results As:

Cards
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Stateroom Category Stateroom # Group Reservation Agency

Voyage Start From  Voyage End To
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Step 2

Here you will see under
Reservation Results your
Reservation # information. Go
to the *! Tools button and
click on it.

—t @AZAMAM

> FindReservation JUEVELINAEILER Gitt Orders

v Reservation Results

Loggedin as: echittum+ta@azamara.com | Your Account

View Search
Results As:

Cards

Res #10015419 <atus: OFFER
(1) Cruises: JR231113-007 Ship: JOURNEY

Departure: Mon, Nov 13, 2023 PM, DUBAI
Arriv} Mon, Nov 20, 2023, 10:00 AM, DUBAI
Guests: 12

Invoice Total: USD § 3,915.79

Package Name:7-NIGHT ARABIA INTENSIVE VOYAGE|

> Reservation # 10015419 Status: OFFER
> & Agency:

VACATIONS TO GO Agency ID: 39683

> & Guests:

Adults:2 Children:0 Infants:0

@me: JR231113-007 Ship: JOURNEY
Package Name:7-NIGHT ARABIA INTENSIVE VOYAGE
Departure: Mon, Nov 13, 2023, 5:30 PM, DUBAI

Arival:
Guests:

Mon, Nov 20, 2023, 10:00 A, DUBAI
12

v @ Total #of Staterooms: 1

o comen] [

B

Code Category Name Capacity Reserve Type Staterooms QOccupancy Guests
Step 3
This will open the Tools menu. |
Click on the Edit. Reservation #10015419
Edit Cancel Invoice Payi \enl Link Pay Now Gift Orders Travel With
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QUICK STEP REFERENCE GUIDE

Step 4

You will be brought to the
Summary screen. Go to the top
of the screen and click on
Guests.

— ¢+
— uAZAMARA

10016419 | Resarvation

I

> Reservation # 10015419 Status: OFFER

Statero(ms
Edit Staeroom
Passerjers

Y & Agency VACATIONS TO GO Agency I0; 39683

A ) ,')n

Guests: Adults:2 Children:0 Infants:0

(1) Croisel; JR2I1113.007 Ship: JOURNEY

Spec Riquests Picksge Namo:7-WGHT ARABIA INTENSIVE VOYAGE

Departure: Mon, Nov 13, 2023, 5:30 PM, DUBAI

Addons Arivel;  Mon, Nov 20, 2023, 10:00 AM, DUBAI
Guests: 12

Excursions

Land v & Total #of Staterooms: 1
Hotels Code Category Name
Transfe s 05 Club Ocoanview Statoroom (05)
Summary.
) & Ar Nathng Booked

> O Insurance Nothng Booed

Special Requests; Notnng Boakad

Invoice Total: USD §,915.79

Copachy

:

Roserve

Type

Logged in as: echdfum*la@azamara.com | Your Account

R Oiscard

INT-AAGENT m»lmpwmw E
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Staterooms

Occupancy Guosts
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Step 5

This will bring you to the
Reservation screen. Go to the
Agency line and click on Find
Agent.

—— “+,
= QAZAMAQA

10018449 | Reservation

v Choose Agency and Agent

Logged in as: echium*a@azamara.com | Your Account

Agency: VACATIONSTOGO Tolephone: 7130742121 Address: 5851 SAN FELIPE ST HOUSTON, TX US Currency: USD

v Additional Reservation Information

Adults | s Children _ 0‘+ ln!::(;_ 0|4

10 and ove under 10

Find and add repeat guests for a better quote

Sonfor M

0 b

Adult w2

b .

Res# 10015419

Jun 15, 2023, 5:23:35 PM

X Oscad OFFER
VACATIONS 10 60

U
ERINCHITTUM

Agent: ERIN CHITTUM

1)
Ends  OUBA, Nov 20, 202)

S0 Longh

v Adults:2 Children:0 Infanty:0
LY
nn

Stateioomy

N SWTH ADULT
€ SMITH ADuLT

1) Ship: JOURNEY
DUBAI - DUBAI
I. Mon 13,202, 530 PM

Crusor

Cluso Name

Slaterooms 05 400
T ‘ urhnce

Specel Raquents

Addom 2koke

Trantlors

Current Promotions

Buy 1,00t 1 50% On

Next Payment
Amount USD$ 1100
Date 622123
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Step 6

Show Active Only }

You will be brought to the St I sk Fiter
Agents of Agency screen. Here AgeotD 4| Ageatiume Web User Nams Agent Email In Code Agent Phons
you will see all the Agents that e ———_ Gk o ml
are associated with the Agency. | [ R i [ ] & oo [
Add your Agent to the booking —

Show Deactivated

b A to the A tli d 18406 upxyn yrootds Edi upxyn yrootds@yopmail com { Solect
oing to the entiline an

clzlc?(inggSelect & 20324 chrks yxvi Edt ckrks yxvi@yopmail com [ seeat |
21504 joxiapwa sjutfo Edt | joxiapwa sjutfo@yopmail com Select
2705 jstxq smmausz Edt I jstxq smmzusz@yopmail.com [ seect |
25554 ehla tiopcq ehla topcg@yopmail.com Soet
27888 nvorb liyscvepb nvorb iyscvepb@yopmail com Select
28431 Kivz cocpmp Eat | Ikjvz cocpmp@yopmail com select |
33299 quhy xkskx | Eat quhy xkskx@yopmail com Select A

Showing 1 to 10 of 1,270 entries First Previous 1 2 3 4 5 127 Next Last

Add New

Step 7

This will bring you back to the Guess 1556622 | Reservason -
Guests screen. Here you will —

see the Agent you selected is FSPPPROINE  cercy: \ACATIONS T0.GO Telphone: TISSTI2121 Addres: 5651 SANFELIE ST HOUSTON T, US Curreney: U0 | e
now on the booking. Go to the | ISl

left side of the screen and click
the Summary tab.

iscand

- Chaose Agency and Agent

W Additional Reservation Information

Adults [T T Chidren| [0 T ifants " T

18 and over | under 18 umder 3
Excursions
curse Find and ad repeat guests for a better quote
Land
Hotels Senior #1 - e -
Transters Q —
Summary Tile Gende
Senior 2 .

bl

RezA Quick Step Reference Guide Page 3



RezA' | Crzams QUICK STEP REFERENCE GUIDE

Step 8

You will receive af®eJalilga1

message asking if you would like There are some unsaved changes. Would you like to save changes?

to save the changes. Click the
Yes button. ﬁ ‘ No ‘ ‘ Cancel

Step 9

= '@Az.\mn,n: Res# 195502

= Creaed Dot 26, 222,300 PH
1996682 | Reservation S00KED
Summary screen. On the right sl
side of the screen, you will see | jum— I

the Agent has been added. PO Fsencton 195680 Saus BOOKED NHOUSE | Coopse e 11

This will bring you back to the

Passengers Reseniation Name: CONVERTED  Reservation Type: - Currency: USD
e v & Ageney: VACATIONSTO GO Agency 0: 1683 -
Insurance:

MAgency: VACATIONSTOGO  Agency D: 39683

(1) Cises: JREWGZE11 i JOURNEY
Pckage Name:H MGHT CELAND INTENSVE VOYAGE
Degartre: Wed, Jon 26, 223, 30 PUL AMSTERDAM

Spec Requesis

Offer Cage ABTA Country Name:
Addons

MAN a7 UNITED STATES
Excursions

Agent:  TRAEHQVUBJCZMTW  ehankamer@vacafionstogo.com 135742121
Land
Hotels ) % Guests: Aduits:2 Children:? Infants:) E @

— Crused

Translers - Cuise Name

Summay

Staiemoms Y17
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