RezA' | Crzams QUICK STEP REFERENCE GUIDE

Travel Agent - How to Switch a Reservation Offered (OF) to Booked (BK)

Step 1

+
— ( _JAZAMARA Loggedin as: sboston+ta@azamara.com | Your Account

Start on the Main screen of

My fesenvations
ReZA o n the Ieft S|d e of the - v FindReservation [l =
SC r_e e n C I i C k t h e M y Res# ‘/\gc'\\ Refé Reservation Name ‘Statua ! Guest \E
H o Cruise# Ship Departure Date Port From
Reservations button. e ® ]
Port To Staleroom Calegory Steteroom # Group Reservation Voyage Start From Voyage End To
\ \ |[rmcsr @ | [ @

W Reservation Results

b
LIERE O 5 Reservation#  AgentRef#  Offer Code: |CnlllpseA\|‘

> & Agency:
v & Guests:
Full Name Gender Age Email Client Type Stateroom # Voyage

No dela aveilable in table

Step 2

Loggedinas: sboston+ta@azamara.com

You will be brought to the My Resenatos

- My Reservations
Reservations screen. Under the | i ‘ \ Vs
My Reservabions ‘New Reservation ervalion Gift Orders m e As: Cards RS0
Reservation Results section
v Reservation Results
click on the Reservation you T ; ;
A A : > Reservation # 10003133 Status: OFFER REVELEX E’
@Cr\uel: PR240420-007 Ship: PURSUIT
W I s h to WO r k W It h * Th e Package Name:7-NIGHT CROATIA INTENSIVE VOYAGE > & Agency: AIR CANADA VACATIONS HQ Agency ID: 56767
. . Departure: Sat, Apr 20, 2024, 4:30 PM, VENICE 3 )
Rese rvation wi | | b ecome Arival:  Sal, Aor 27, 2024, 10.00 AM, VENICE
Guests: 12 ]“] > & Guests: Adults:2 Children:0 nfants:0
. H H Invoice Total: CAD C 6,367.90 {
highlighted in Yellow. Now go Aot Dus ADCEtTS0 N =
1) Cruise#: PR240420-007 Ship: PURSUIT
ee—
. . Res #10003117  Status: OFFER Package Name:7-NIGHT CROATIA INTENSIVE VOYAGE
to the right side of the screen = Do o o 20204 4SO VENEE
@ Cruise#: PR240523-005 Ship: PURSUIT ival: Sat, Apr 27, 2024, 10:00 AM, VENICE
. Package Name:5-NIGHT GRAND PRIX WEEKEND VOYAGE
and click the Tools sym bol. Departure: Thu, May 23, 2024, 530 PM, BARCELONA
Arrival: Tue, May 28, 2024, 10:00 AM, BARCELONA v @ Total # of Staterooms: 1 |E|
Guests: 12 :
m:::‘?‘: g:gg:::f:f Code  Category Name Capacity Reserve Type Staterooms Occupancy - Guests
Res #10002963  Status: OFFER L] Interior 2 @‘@JM 212
() Cruiset: Q5230923-011 Ship: QUEST X
Package Name:11-NIGHT GREECE INTENSIVE VOYAGE B > 4 Am Noting Booked

Step 3

Loggedinas: sboston+ta@azamara,.com | Your Account

This will open the Tools menu. .

Click on the M T —

= View Seareh
H My Resenvtons. K TRt - G Orders
button. That will complete the : d Ress
process for switching the v ResenationResuls
reservation from Offer (OF) to Rex 0183 S OFFER o D—
(1) Cruiset: PR240420-007 Ship; PURSUIT | Edit l Switch to BK ‘ Cancel H Invoice ‘ Payment Link H Gift Orders
Booked BK. Package Name:7-NIGHT CROATIAINTENSIVE VOYAGE y 8 .
Departure: Sat Apr 20,2024, 430 PM, VENICE Jm
Aival: S, Aor 27,2024, 1000 AW, VENICE \
Guests: 12 Y & Guests: Adults:2 Children:0 Infants:0
Invoice Total: CAD C 6,367.90
i (1) Cruise#: PR240420-007 Ship: PURSUIT L
Res #10003117 Status: OFFER Package Name:7-NIGHT CROATIA INTENSIVE VOYAGE
. Departue: Sat, Apr 20, 2024, 430 PM, VENICE
() Cruise: PR20523-005 Ship: PURSUIT Arival:  SatApr 27, 2024, 1:00 AW, VENICE

Package Name:-NIGHT GRAND PRIX WEEKEND VOYAGE Guests: 12
Departure: Thu, May 23, 2024, 5:30 PM, BARCELONA

Amval:‘ Tue, May 28, 2024, 10.00 AM, BARCELONA v @ Total # of Staterooms: 1 E
Guests: 12

Invoice Total: CAD C 4,892.42 n

Amount Du ) Code  Category Name Capacity Reserve Type Staterooms Occupancy Guests
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