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QUICK STEP GUIDE

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 [\ AZLelE

screen. Here we will be able to
add an agent by clicking the
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 I'GCLRNETY tab at the

bottom of the screen.
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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 o

Agent Email

Once you have entered the el
information click the m button o
at the bottom of the screen.

Note: Access All Data box.

a) If checked the travel advisor First Name * ast Name * 1 Code anhnz'g ) ont Emal
. . mm/dd'yyyy ! M|F
can see and edit all bookings

Web User Name First Name Native Last Name Native
made by the agency. Q} o |
b) If not checked, the travel

advisor can only see their own
bookings created.

Step 5 Shown 19 10 26 e - ke Kl 3 3
Now click the [Efi tab at the —_—

bottom of the screen. This will —

bring us to the last added
agent.
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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 m 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

m 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 m button.

RezA Quick Step Guide

QUICK STEP GUIDE

Agents o TEST CONSORTI AGENCY: n

S Dve
» 0 3T > 1 T ~ ]
218 S £
/ &R
................ [ | s
Amr  Previous 1 2 1
o
v . .
@ gl - |
& First  Pravio 1 I M La
Fect Naws ) o ' g g
ARy ) oon
G o3t Nave Nad Last hare s
Bl Bt frst Preious 1 2 3 MNem L
FrstNam ham: L ih Dak
M2RY AZC g £l
Vs Lise: Hame mhare e Last Nams Nabve
= :3.;%

Page 3



RezA | Crzams QUICK STEP GUIDE

Ageres of TEST CONSORTIA AGENCY x

[

Step 11

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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