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Agency Admin – How to Add/Edit an Advisor for an Agency 

Step 1 

Once we have logged in at the
top of the screen click the Your 
Account tab. This will open a 
drop-down list. Now click the 
My Profile tab.  

Step 2 

This will open the My Profile 
screen. Here we will be able to 
add an agent by clicking the 
Agents tab.  

Step 3 

We will be brought to the 

Show Active Only screen. 

Here we will see all the Active 

Agents. To add a new agent, 

click the Add New tab at the 

bottom of the screen. 
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Step 4 

This will open an entry section 
at the bottom of the screen.
Here we will enter the following 
information. 

First Name* 
Last Name* 
Agent Phone 

Agent Email 

Once you have entered the 
information click the Save button 
at the bottom of the screen. 

Note:  Access All Data box.
a) If checked the travel advisor 
can see and edit all bookings 
made by the agency.
b) If not checked, the travel 
advisor can only see their own 
bookings created.

Step 5
Now click the Last tab at the 
bottom of the screen. This will 
bring us to the last added 
agent. 

Step 6 

We will be brought to the Show 
Active Only screen. Here we 
will see our New Agent has 
been added.  
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Step 7 

To Edit the Agents profile, click 
the Edit tab on the Agents line.

Step 8 

Here we will be able to add or 
edit the Agents profile. Once we 
have finished editing click the 

Save button.  

Step 9 

The Active  checked field on 
the Agents profile shows the 
Agent has an active account with 
an Agency.  

Step 10 

To Deactivate the Agents profile 
simply Uncheck the Active field 
and then click the Save button. 
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On the top of the Agent screen 
click the Show Deactivated tab.
Here we will see our Agent is 
now deactivated. 
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