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Travel Agent - How to Remove a Promotion Code 

Step 1 

Let us start on the reservation 
Summary screen. Click the 
Invoice Total section. Then on 
the right side of the screen click 
the Promotions button.  

Step 2 

You will be brought to the 
Applied Promotions screen. 
Here you will be able to see 
the Promotion(s) for our 
Guests. Click the highlighted 
Voyage number JR230817-
012. This will open the details
of the promotion. Then click
the Edit button at the bottom
of the screen.

Step 3 

This will bring us back to the 
Promotions screen. Here you 
will be able to Remove a 
Promotion.  
Under Current Promotions 
click the Check Boxes next to 
the Promotion you wish to 
remove. 

Then click the Remove button. 
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Step 4 

On the next screen you will see 
your Promotions Boxes 
checked.  
Click the Remove button at the 
bottom of the screen.  

Step 5 

This will bring you back to the 
Promotions screen. Under the 
Available Promotions click the 
Check Boxes next to the 
promotion. Then click the SAVE 
button to remove the 
Promotion.  

Step 6 

You will return to the 
Promotions screen. Click the 

 symbol in the top right-
hand corner of the screen to 
continue. 
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Step 7 

This will bring you back to the 
Summary screen. Go to the 
bottom of the screen and click 
the Store button.  

Step 8 

You will receive a Confirm 
message. Click Yes to save 
your changes.  

Step 9 

Here you will receive another 
Confirm message stating that 
the Reservation has been 
stored successfully.  

Yes – To Continue 
No – To End the process 
Print/View Confirmation – 
Print and View the 
reservation. 
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